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LAREDO INDEPENDENT SCHOOL DISTRICT




Laredo Independent School District

Human Resources Department

1702 Houston St., Laredo, TX 78040 ~ (956)795-3201 Fax (956)795-3205 Toll Free 1-888-527-3308

Employee Clearance Form

Employees leaving the District are required to take this Employee Clearance Form to each of the departments listed below and obtain clearance signatures.  The District may not release the final payroll check for anyone failing to comply with this procedure.


	
	
	
	
	
	
	

	Full Name
	
	
	
	Employee ID #


	
	
	

	Campus / Department
	Position
	Resignation Date

	
	
	
	
	
	
	

	
	
	
	Clearance from Campus/Department
	
	
	

	Cleared
	
	Not Cleared


	
	Principal / Director

Signature
	
	Date



	
	
	
	Clearance from Safety Office
	
	
	

	Cleared
	
	Not Cleared


	
	Director and/or designee

Signature
	
	Date



	
	
	
	Clearance from Information Technology on Laptop, if applicable
	
	
	

	Cleared
	
	Not Cleared


	(Not applicable for Para-professionals)
	Director and/or designee

Signature
	
	Date



	
	
	
	Clearance from Finance
	
	
	

	Cleared
	
	Not Cleared


	
	Director and/or designee Signature
	
	Date

	
	
	
	Clearance from GED to PHD program
	
	
	

	Cleared
	
	Not Cleared


	
	Coordinator and/or designee Signature
	
	Date

	
	
	
	Completed Exit package for HR
	
	
	

	Cleared
	
	Not Cleared


	
	Human Resources Assistant

Signature
	
	Date


Once completed, this form must be submitted back to the Human Resources Department.

	
	
	

	Authorizing to release payroll check Human Resources Coordinator Signature
	Date of release
	Payroll check for the month of 


Personal Information





Department Clearance











Original – Personnel File
Copy – Finance Department
HR – 4/2005


