BERTIE COUNTY SCHOOLS
HUMAN RESOURCES DEPARTMENT
SEPARATION CLEARANCE 

CHECKLIST

	Employee Name:

	Supervisor’s Name:

	School/Department:                                       


	Hire Date:                                       

	Last Day Worked:

	Separation Date:


	HAVE YOU reviewed & completed the Asset Tracking Form and returned to your Supervisor or Principal?
	Employee Initials & Date
	Authorized Rep

Initials & Date

	All Keys? 
	 Yes         Not applicable
	
	
	
	

	ID Badge?
	 Yes         Not applicable
	
	
	
	

	Special Account Codes/Passwords?
	 Yes         Not applicable
	
	
	
	

	Computer/ Info Tech Equipment (Laptops, IPADS, IPODS, etc.)?
	 Yes         Not applicable
	
	
	
	

	Uniforms?
	 Yes         Not applicable
	
	
	
	

	Vehicles / Transport Equipment?
	 Yes         Not applicable
	
	
	
	

	E-mail & Voice-mail Accounts?
	 Yes         Not applicable
	
	
	
	

	Final Time sheets?
	 Yes         Not applicable
	
	
	
	

	Cell Phone? 
	 Yes         Not applicable
	
	
	
	

	Exit Interview?
	 Yes         Not applicable
	
	
	
	

	Resignation Form?
	 Yes         Not applicable
	
	
	
	

	Grade Book?
	 Yes         Not applicable
	
	
	
	

	HAVE YOU ALSO
	
	
	
	

	Given your Forwarding Address to Human Resources – so you will receive your annual W-2 income tax forms, final pay check, etc.
	 Yes         Not applicable
	
	
	
	

	Attended your exit interview in Human Resources – for info about benefits- continuation after separation (if applicable) and to offer confidential comments?
	 Yes         Not applicable
	
	
	
	


HR Separation Clearance Form:  

BACK PAGE completed by Supervisor, HR/Payroll Rep, & Dept Head (
SEPARATION CLEARANCE 

CHECKLIST, page 2

	Employee Name:

	Supervisor’s Name:

	School/Department:



SUPERVISOR 

	HAVE YOU:
	Authorized Rep

Initials & Date

	Terminated the individual’s long distance access codes?
	 Yes         Not applicable
	
	

	Terminated the individual’s access rights to all Bertie County Schools?
	 Yes         Not applicable
	
	

	Set up an Exit Interview for the individual with Human Resources?
	 Yes         Not applicable
	
	

	Collected from the individual all assets listed on Asset Tracking Form?
	 Yes         Not applicable
	
	

	
	
	
	

	Forwarded materials as appropriate to HR?
	 Yes         Not applicable
	
	

	Cancelled any training scheduled but not yet incurred?
	 Yes         Not applicable
	
	

	Cancelled any travel scheduled but not yet incurred?  
	 Yes         Not applicable
	
	

	Submitted appropriate separation action(s) through HR prior to the payroll cutoff deadline for the final pay date?
	 Yes         Not applicable
	
	


PRINCIPAL/ DIRECTOR:

               My signature certifies that all separation requirements for the individual have been satisfied.  

	Principal/ Director SIGNATURE
	Principal/Director Name, Printed
	Date

	
	
	


A copy of this completed form should be submitted for the individual’s permanent Personnel File 

TO: 

Human Resources
Bertie County Schools
	HR Use ONLY
	Date of Board of Education Action:


	
	


