Zachary Community School District
Employment Checkout Form

Instructions:  This form is to be used as part of the exit procedures for all staff members.  HR Department is to ensure this form is completed before the member departs the District.  

	PERSONAL DETAILS

	Name 
	     

	ID Number
	     
	Date of departure       

	Position
	     

	Location
	     

	Supervisor
	     

	Forwarding address 
	     

	FINANCE CLEARANCE (Business Manager or designate to sign)

	I certify that there is no outstanding action in relation to (please check):

 FORMCHECKBOX 
 salary costs                      FORMCHECKBOX 
  travel advances                     

 FORMCHECKBOX 
 other (please state): 

	Signature for release


	

	INFORMATION SYSTEMS CLEARANCE (Data Coordinator to sign)

	I certify that:

 FORMCHECKBOX 
 Computer login and passwords are cancelled/reset

 FORMCHECKBOX 
 Personal documents from c:drive have been inserted into __________
 FORMCHECKBOX 
 Radio, cell phone and charger returned 

 FORMCHECKBOX 
 Staff member’s email account has been deactivated
 FORMCHECKBOX 
 Other: (please state): 

	Signature for release


	

	PROPERTY CLEARANCE (Librarian to sign)

	I certify that:

 FORMCHECKBOX 
 Computer and peripherals have been handed over and accounted for

 FORMCHECKBOX 
 All instructional media equipment and library materials have been returned and list signed

 FORMCHECKBOX 
 Other (please state): 

	Signature for release


	

	ADMIN CLEARANCE (Principal to sign)

	I certify that: 

 FORMCHECKBOX 
 All classroom keys returned

 FORMCHECKBOX 
 Staff identification card returned  

 FORMCHECKBOX 
 Final attendance sheet signed (if applicable)

	Signature for release


	

	STAFF CERTIFICATION (Departing staff/consultant/local hire to sign)

	I hereby certify that I do not have copies of unauthorized District data in my possession and that I have completed all the necessary actions required prior to my departure and that I have returned all District owned equipment and material previously held in my position (including computer hardware, software, manuals and stationery). 


	Signature and date


	

	HANDOVER COMPLETED (Personnel Director to sign)

	I certify that 

 FORMCHECKBOX 
 The check out form has been completed 

 FORMCHECKBOX 
 A verbal handover has been conducted with their supervisor   FORMCHECKBOX 
  and or replacement  FORMCHECKBOX 

 FORMCHECKBOX 
 Exit questionnaire is completed    FORMCHECKBOX 
 Performance Evaluation is completed 

	Signature for release


	








