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Allresignationgincluding retirementshouldbe presented withinthe designatedime period statedin
Rules5.01and5.07to the employee'smmediatesupervisor Theimmediatesupervisowill forward the
resignationto the HumanResource$lanagerandthe appropriateVicePresidentand/or Campus
Director. TheHuman Resourcédanagerwill contactthe employeeto setan appointment forthe exiting
employeeto comeinto the HumanResource®fficefor anexitinterview. Thehuman Resources
Managerwill sendto the employeethe ExitChecklistorm for completionandsignoff by the supervisor.
Thesupervisolisto sendthe completedExitform to Human Resources.

Aterminatedemployeewill be providedwith informationregarding continuing healthenefits(COBRA)
by certified mailwithin fourteen (14)daysof the final day of employment.In addition,and unlessthe
employee'spayis direct depositedhisor her final paycheckwill be mailedviacertified mailon the last
day of the month of employment. Thdinal paycheckwill includepaymentat the employee'dinal rate

of payfor accruedvacation leavenot to exceedd4 daysand accrueaickleaveaccording ta-lorida
Statutes.

TheHumanResource#lanagerwill forward the ExitChecklisform to the employee'ssupervisor. Upon
completion,the supervisomwill sign theform andreturn it to the HumanResource©ffice.
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EXIT INTERVIEM@ptional)

EmployeeName: Title:
Department; Supervisor:
Dateof Hire; SeparatiorDate:

Reasorfor Separation:

Didyoureceivea copyof yourjob descriptionandwasit discussedvith you? Yes

No

Didyour dutiesreflect



Comments:

Howwould yourate your overallworkingrelationswith:

Coworkers: Excellent Good Fair Poor
Supervisor: Excellent Good Fair Poor
Comments:

Pleaseaeturn thisform directlyto the HumanResource®©ffice. Thankyou.



HUMANRESOURCB&FICE
EXITCHECKLIST

Employee: Position
Supervisor: Dept./Division;
EffectiveSeparatiorDate:

It isnecessaryo completethis form prior to separaton from LakeSumterStateCollege Theexit checklisform mustbe returnedto
the Officeof HumanResourcegrior to lastday of employment.

Theemployee'sfinal paycheckwill be authorizedonly upon completion andreturn of this form to the HumanResource®ffice.

Question Yes No N/A Remarks



HUMANRESOURCBE&FICE



