[bookmark: _GoBack]BELDING AREA SCHOOLS
EMPLOYEE EXIT INTERVIEW 

Part 1:  Employee Information
Name: 								Date:  					
Building/Department:  						Assignment:  				
------------------------------------------------------------------------------------------------------------------------------------------
Part 2:  Administrator Information (To be completed by building administrator/department supervisor)
The above employee is leaving employment with Belding Area Schools and should be removed from payroll.
_____ Resigned			_____ Retired		  _____ Other 					

Effective Exit Date: 					Last Work Day:  				

Replacement:  	_____  Needed		_____ Please post position
		_____  Not Needed

Please ensure collection of district-issued items and disabling of district accounts.
_____	Keys
_____	District Issued Technology Devices (i.e. iPad, laptop, monitor, etc.)
	Please List:  											
_____	District Issued Cell Phone
_____	District Issued Credit Card
_____	District Issued Tools
_____	Computer Account/Email Disabled (Date disabled:  __________________)
_____	Inventory list and items purchased with expense account monies 
_____	Staff Lunch Account Closed
_____	Other, as applicable

Employee Signature: 							Date:  				
Supervisor Signature: 							Date:  				

Part 3:  Human Resources/Payroll Information
Please contact the Payroll Office at 616.794.4715 to schedule exit appointment to obtain important paperwork.
_____	Exit interview process has been completed.

Payroll Office:  							Date:  					
