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SECTION 216  EXIT INTERVIEW AND ADMINISTRATIVE CLEARANCE

1.  Purpose.  To provide procedures for conducting exit interviews and administrative clearances for employees.

2.  Coverage.  Employees leaving an activity should have an exit interview and complete administrative clearance processes consistent with the requirements of the individual activity if they:

    a.  Separate from Federal service for any reason.

    b.  Transfer (move to non-Navy activities).

    c.  Are reassigned (to a different Navy or Marine Corps activity).

3.  Objectives.  The objectives of an exit interview program are to obtain employment information from the employee and to counsel on rights and benefits.  These objectives include:

    a.  Give employment information relative to rights and benefits; review with employee the reasons for the separation and assist in terminating employment and clearance at the activity.

    b.  Obtain the employee’s comments and opinions concerning working conditions, personnel management programs and practices, and suggestions for improvements.

    c.  Inform management of significant matters, opinions or suggestions concerning the various aspects of the operation, work environment, and personnel practices which may be contributing to employee dissatisfaction and/or excessive turnover.

    d.  Promote the employee’s good will toward the activity and Federal service.

    e.  Expedite completion and processing of clearance documents to avoid delays in issuing final pay check(s).

4.  Reporting and Confidentiality
    a.  Suggestions and/or problem areas which are identified through the exit interview process will be reported to appropriate representatives in such as manner that the identity of the employee providing such information is kept confidential.

    b.  If the information provided is derogatory and of such a specific nature that is would clearly identify the employee providing it, or if allegation of discrimination or other prohibited practices are made, the employee must be willing to bring such matters to the attention of appropriate line management if action or consideration of the information is desired, and must understand that in such cases confidentiality is not possible.  However, the confidentiality of the exit interview process will not be disregarded without the employee’s prior consent.

    c.  Activities are requested to report any corrective action taken or investigative findings reached based on exit interview information to the HRO CNR.

5.  Responsibilities
    a.  Activity supervisors or the activity authorized representatives:  

        (1) Ensure that separating employees complete the activity administrative clearance procedures; e.g., turn in classified material, ID card, forwarding address, etc.

        (2) Conduct exit interviews with employees separating under conditions indicated in paragraph 2 above.

        (3) Provide HRO CNR with written findings of the interview results if corrective action is warranted.

        (4) Request HRO CNR conduct the exit interview if circumstances warrant.  This should be done prior to separation.

        (5) Investigate information provided by the HRO CNR and take indicated corrective actions, when feasible.

        (6) Ensure that employees are aware of the exit interview process.

    b.  Employee.  Provide exit interview information that will identify problem areas and may help to:

        (1) Improve working conditions, personnel policies and practices.

        (2) Eliminate any type of discrimination.

        (3) Improve the efficiency and morale of their activity.

    c.  HRO CNR
        (1) Conduct exit interviews consistent with paragraphs 2 and 5a(4) above.

        (2) Provide information to activities and/or HRSC PAC on suggestions and/or problem areas (or significant positive accomplishments) obtained through the exit interview program.

        (3) Ensure that the confidentiality of the exit interview process is not violated.
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