

[bookmark: _heading=h.uy0266i1t1vm]Restaurant Employee Termination Form
[bookmark: _heading=h.ksecgvt540u3]Confidential 
[bookmark: _heading=h.tzvxexo79r6b]Section 1: Establishment Details
	Field
	Details

	Restaurant / Business Name
	

	Trading Name (If Different)
	

	Physical Address
	

	Country
	

	Phone Number
	

	Hr Contact / Head Office Email
	



[bookmark: _heading=h.7n8lg99per6k]Section 2: Employee Information
	Field
	Details

	Employee Full Name
	

	Employee ID / Payroll Number
	

	National ID / Passport Number (If Required By Local Law)
	

	Job Title / Position
	

	Department
	

	Employment Type
	☐ Full-Time ☐ Part-Time ☐ Casual ☐ Fixed-Term Contract

	Date Of Hire
	

	Length Of Service
	

	Reporting Manager / Supervisor
	

	Date Of Termination Meeting
	

	Effective Date Of Termination
	

	Last Physical Day Of Work
	

	Notice Period Served
	☐ Yes — Full Notice ☐ Yes — Partial ☐ No — Payment In Lieu ☐ N/A



[bookmark: _heading=h.s7e7nbw94g17]Section 3: Type Of Termination
	Category
	Select

	Dismissal (Employee-Fault)
	

	Poor Work Performance
	☐

	Misconduct
	☐

	Serious / Gross Misconduct
	☐

	Theft Or Dishonesty
	☐

	Harassment Or Discrimination
	☐

	Insubordination
	☐

	Violation Of Company Policy
	☐

	Breach Of Health And Safety Rules
	☐

	Breach Of Food Safety Standards
	☐

	Attendance / Persistent Lateness
	☐

	Failure Of Probationary Period
	☐

	Operational / Business-Initiated
	

	Redundancy / Position Eliminated
	☐

	Business Restructuring
	☐

	Business Closure
	☐

	End Of Fixed-Term Contract
	☐

	Employee-Initiated
	

	Resignation
	☐

	Abandonment Of Position (No-Show / AWOL)
	☐

	Constructive Dismissal (Claimed By Employee)
	☐

	Other
	

	Other (Specify Below)
	☐


If Other, Specify: _______________________________________________

[bookmark: _heading=h.1v991w8gym50]
[bookmark: _heading=h.7x2tmsmi0wis]Section 4: Termination Details And Incident Summary
Provide A Factual, Chronological Summary Of The Events Leading To Termination. Include All Relevant Dates, Incident Descriptions, Investigations Conducted, Witnesses Involved, And Any Formal Processes Followed. Attach Supporting Documentation Where Applicable.
Summary:

Was A Formal Disciplinary / Termination Hearing Conducted? ☐ Yes — Date: _______________ 
☐ No — Reason: _______________________________________________
Was The Employee Allowed To Respond To The Allegations? ☐ Yes 
☐ No — Reason: _______________________________________________
Was The Employee Represented Or Accompanied During The Process? 
☐ Yes — By Whom: _______________ 
☐ No ☐ Not Applicable

[bookmark: _heading=h.ajt3dbd0h6w9]Section 5: Prior Corrective Actions
List All Formal Corrective Actions Taken Before Termination. Attach Copies Of All Relevant Documentation.
	Action Type
	Date Issued
	Issued By
	Reason / Notes
	Documentation Attached

	Verbal Warning
	
	
	
	☐ Yes ☐ No

	Written Warning (1st)
	
	
	
	☐ Yes ☐ No

	Written Warning (2nd)
	
	
	
	☐ Yes ☐ No

	Final Written Warning
	
	
	
	☐ Yes ☐ No

	Suspension (Paid)
	
	
	
	☐ Yes ☐ No

	Suspension (Unpaid)
	
	
	
	☐ Yes ☐ No

	Performance Improvement Plan (PIP)
	
	
	
	☐ Yes ☐ No

	Formal Counselling Session
	
	
	
	☐ Yes ☐ No

	Other
	
	
	
	☐ Yes ☐ No


Total Number Of Prior Formal Actions: _______________

[bookmark: _heading=h.slveq33pwgw2]Section 6: Company Property Return Checklist
All Items Must Be Accounted For Before Final Pay Is Released, Where Permitted By Local Law.
	Item
	Applicable
	Returned
	Condition
	Comments

	Uniform — Full Set
	☐ Yes ☐ No
	☐ Yes ☐ No ☐ N/A
	
	

	Uniform — Partial Items
	☐ Yes ☐ No
	☐ Yes ☐ No ☐ N/A
	
	

	Name Badge / ID Tag
	☐ Yes ☐ No
	☐ Yes ☐ No ☐ N/A
	
	

	Building Keys
	☐ Yes ☐ No
	☐ Yes ☐ No ☐ N/A
	
	

	Access Card / Key Fob
	☐ Yes ☐ No
	☐ Yes ☐ No ☐ N/A
	
	

	Locker Key
	☐ Yes ☐ No
	☐ Yes ☐ No ☐ N/A
	
	

	Company Mobile Phone
	☐ Yes ☐ No
	☐ Yes ☐ No ☐ N/A
	
	

	Company Tablet / Device
	☐ Yes ☐ No
	☐ Yes ☐ No ☐ N/A
	
	

	Training Manuals / Documents
	☐ Yes ☐ No
	☐ Yes ☐ No ☐ N/A
	
	

	Cash Float / Petty Cash
	☐ Yes ☐ No
	☐ Yes ☐ No ☐ N/A
	
	

	Other (Specify)
	☐ Yes ☐ No
	☐ Yes ☐ No ☐ N/A
	
	


Outstanding Items: _______________________________________________
Note: Where Items Have Not Been Returned, Document The Steps Taken To Recover Them. Deductions From Final Pay For Unreturned Property May Only Be Made Where Explicitly Permitted By Local Employment Law And The Employee's Contract Of Employment.

[bookmark: _heading=h.b7xdw3x531a9]Section 7: System And Access Deactivation
	System / Access
	Action Required
	Completed By
	Date Completed

	Pos System Access
	Removed / Disabled
	
	

	Time And Attendance System
	Removed
	
	

	Staff Scheduling App / System
	Removed
	
	

	Email Account
	Disabled / Closed
	
	

	Wi-Fi / Network Access
	Revoked
	
	

	Security / Alarm System Code
	Changed
	
	

	Delivery / Supplier Portal Access
	Removed
	
	

	Any Other Digital System Access
	Removed
	
	


All Digital Access Confirmed Deactivated: ☐ Yes ☐ Pending — Date To Be Completed: _______________

[bookmark: _heading=h.snjl3yq33ma3]Section 8: Final Pay And Entitlements
Note: Final Pay Calculations Must Comply With Applicable Employment Law In The Country And Jurisdiction Of Operation. Complete All Relevant Fields And Attach Payroll Documentation.
	Entitlement Item
	Applicable
	Amount / Detail
	Completed

	Final Salary / Wages To Termination Date
	☐ Yes ☐ No
	
	☐ Yes ☐ No

	Outstanding Overtime
	☐ Yes ☐ No
	
	☐ Yes ☐ No

	Accrued / Unused Leave Paid Out
	☐ Yes ☐ No
	
	☐ Yes ☐ No

	Payment instead of Notice
	☐ Yes ☐ No
	
	☐ Yes ☐ No

	Severance / Redundancy Pay
	☐ Yes ☐ No
	
	☐ Yes ☐ No

	Tips / Service Charge Settlement
	☐ Yes ☐ No
	
	☐ Yes ☐ No

	Expense Reimbursements Outstanding
	☐ Yes ☐ No
	
	☐ Yes ☐ No

	Deductions Applied (With Legal Basis Noted)
	☐ Yes ☐ No
	
	☐ Yes ☐ No

	Tax / Payroll Documents Issued
	☐ Yes ☐ No
	
	☐ Yes ☐ No

	Benefits Cessation Date Communicated
	☐ Yes ☐ No
	
	☐ Yes ☐ No

	Reference Policy Communicated To Employee
	☐ Yes ☐ No
	
	☐ Yes ☐ No


Final Payment Method: ☐ Bank Transfer ☐ Cheque ☐ Cash ☐ Other: _______________
Expected Final Payment Date: _______________________________________________

[bookmark: _heading=h.cje72e0jbkm]Section 9: Exit Interview
	Item
	Detail

	Exit Interview Conducted?
	☐ Yes ☐ No — Declined By Employee ☐ No — Not Offered ☐ Scheduled: _______________

	Conducted By
	

	Date Conducted
	


Exit Interview Summary / Key Feedback:

[bookmark: _heading=h.4aendcy3xgke]Section 10: Confidentiality And Post-Employment Obligations
The Employee Acknowledges And Remains Bound By The Following Obligations After The Termination Of Employment, As Applicable Under Their Contract Of Employment And Relevant Local Law:
☐ Confidentiality Of Company Recipes, Menus, And Food Preparation Methods
☐ Confidentiality Of Customer And Guest Personal Information
☐ Confidentiality Of Pricing, Supplier, And Financial Information
☐ Confidentiality Of Operational Procedures, Systems, And Processes
☐ Non-Disparagement Of The Company, Its Management, And Its Staff
☐ Non-Solicitation Of Employees Or Customers (Where Enforceable Under Local Law)
☐ Any Other Post-Employment Restrictions As Set Out In The Employment Contract
The Employee Was Advised To Retain A Copy Of Their Employment Contract For Reference To Applicable Post-Employment Clauses: ☐ Yes ☐ No.

[bookmark: _heading=h.dmdl7lq5q4fz]Section 11: Employee Acknowledgement
I Acknowledge That A Termination Meeting Was Held With Me On The Date Noted Above, And That I Received Communication Regarding The Decision To End My Employment. I Understand That Signing This Form Does Not Necessarily Indicate My Agreement With The Decision, And That I Retain The Right To Seek Independent Legal Or Labour Advice Regarding My Termination In Accordance With The Laws Of My Country Of Employment.
	
	Signature
	Print Name
	Date

	Employee
	
	
	

	Manager / Supervisor
	
	
	

	Hr Representative / Witness
	
	
	


Employee Declined To Sign: ☐ Yes — Reason / Witness Note: _______________________________________________

[bookmark: _heading=h.24j6sp9eyqvb]Section 12: Internal Processing Checklist
To Be Completed By Management And Hr. Not To Be Shared With The Employee.
	Action
	Responsible Person
	Completed
	Date

	Payroll Department Notified
	
	☐
	

	Final Pay Calculation Reviewed And Approved
	
	☐
	

	All System And Digital Access Removed
	
	☐
	

	Staff Scheduling Updated
	
	☐
	

	Personnel / Hr File Updated With All Documentation
	
	☐
	

	Security Team Notified (If Required)
	
	☐
	

	Suppliers / Delivery Contacts Notified Of Access Changes
	
	☐
	

	Replacement / Succession Plan Initiated
	
	☐
	

	Remaining Team Briefed Appropriately
	
	☐
	

	Exit Interview Findings Logged For Management Review
	
	☐
	

	Documents Retained In Compliance With Local Data Retention Law
	
	☐
	



[bookmark: _heading=h.ssecqto28v97]Section 13: Document Control
	Field
	Detail

	Form Completed By
	

	Position / Title
	

	Date Completed
	

	Document Reference Number
	

	Number Of Pages
	

	Attachments Included
	☐ Warning Letters ☐ Incident Reports ☐ Pip Documentation ☐ Hearing Notes ☐ Other: _______________

	File Storage Location
	

	Retention Period
	As Required By Applicable Local Employment Law



Important Legal Notice
This Form Is A General Template Designed For International Use Across Restaurant And Hospitality Operations. It Does Not Constitute Legal Advice. Employment Law, Termination Procedures, Required Documentation, Notice Periods, Severance Entitlements, And Employee Rights Vary Significantly By Country, State, And Jurisdiction. Before Using This Form, It Is Strongly Recommended That You Review It With A Qualified Employment Law Professional Or Hr Advisor Familiar With The Laws Applicable In Your Specific Location To Ensure Full Legal Compliance.

Form Version: International Edition | Review Annually Or When Employment Legislation Changes | Last Reviewed: [Date] | Next Review: [Date]
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