HUMAN RESOURCES OFFICE
ECKERD COLLEGE

NOTICE OF TERMINATION / Staff

ID# 
DEPARTMENT: 




EMPLOYEE’S NAME:  
JOB TITLE:





TERMINATION DATE:
REASON FOR TERMINATION:


VOLUNTARY



INVOLUNTARY
 FORMCHECKBOX 

RESIGNED



 FORMCHECKBOX 

DISMISSED

 FORMCHECKBOX 

RETIRED



 FORMCHECKBOX 

POSITION ABOLISHED

 FORMCHECKBOX 

OTHER (EXPLAIN)


 FORMCHECKBOX 

PROBATION PERIOD

     





 FORMCHECKBOX 

OTHER (EXPLAIN)


_______________________


_______________________




_______________________


_______________________


_______________________


_______________________


NUMBER OF DAYS EARNED VACATION  _______________

NUMBER OF DAYS TERMINATION PAY  ________________ 
______________________



______________________


DATE







SUPERVISOR





______________________



______________________


BUDGET DIRECTOR




VICE PRESIDENT/DEAN

______________________



______________________

HUMAN RESOURCES OFFICE



PAYROLL OFFICE

Human Resources Office, Eckerd College, 4200 54th Avenue South, St. Petersburg, FL 33711 *727-864-8316

EXIT PROCEDURES
Name:      
Termination date:      
Position:     
Supervisor:      
Supervisor Responsibilities:

· A Notice of Termination should be completed and forwarded to 

the Human Resources Office immediately upon notice of resignation, retirement, and/or termination.

· All final hours worked must be reported to Payroll.  

· Employee should make arrangements for an exit interview with Human  

Resources on or before his/her last day of employment (x 8316).

Human Resources Checklist

	
	Yes
	No
	Not Applicable

	Continuation of coverage’s
	____
	____
	____

	Severance Pay
	____
	____
	____

	Vacation/Sick Pay Due
	____
	____
	____

	Pension/Savings Plan Funds
	____
	____
	____

	Expense Reports/Other Reimbursements
	____
	____
	____

	Computer Security Process
	____
	____
	____

	Procedure for providing references
	____
	____
	____

	Eligibility for reemployment
	____
	____
	____

	Process for receiving final paycheck
	____
	____
	____


Items to be returned by employee prior to issuing final paycheck:

	
	Returned
	Not Applicable

	Key(s) – building/office/file cabinets/cars
	____
	____

	Security Pass/ID Card
	____
	____

	Parking Decal/Access Key
	____
	____

	Credit Card(s)/Obtain financial clearance
	____
	____

	Cellular Phone
	____
	____

	Library Books
	____
	____

	Final Leave/Time sheet
	____
	____


FORWARDING ADDRESS  __________________________________________

Checklist Reviewed by: ______________________________ Date: _____________________

