
 

EMPLOYEE EXIT PROCESS 

 
1.​ Download the Employee Exit Form listed on the Human Resources webpage. 

a.​ Part A: Employee completes 
b.​ Part B: Supervisor/Administrator completes 
c.​ Part C: Employee and Supervisor/Administrator complete 
d.​ Part D: Employee and Human Resources complete 

 
2.​ Sign, Submit, and Download all evaluations, professional development portfolios, and documents in 

Eduphoria-Strive and Power School Records 
 

3.​ Verify that your address listed in the ASCENDER Employee Portal is correct to ensure your W2 is sent 
to the correct address.   
 

4.​ If your address is changing, complete the Change of Address Notification and email it to 
payroll@elginisd.net AND hr@elginisd.net.  

 
5.​ Visit trs.texas.gov to update your address with the Texas Teacher Retirement System. 

 
6.​ Contact payroll@elginisd.net if you have any questions regarding your final payment or need to make 

changes to your banking information.  
 

7.​ Review benefits information listed on the Human Resources web page under Exit Plan Benefits 
Information  
 

8.​ Schedule your Exit Interview with Human Resources 
 

9.​ Request your Service Record and/or Transcripts (if applicable). 
 

10.​Submit your completed Exit Form to the Human Resources Department in person. HR staff will sign 
the document and provide you with a copy. 

 
11.​If you are retiring, contact the Benefits Office at benefits@elginisd.net 

 
 
 

Thank you for your service to Elgin ISD! 

​ ​ ​ ​ ​ ​ ​ ​ ​  
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https://www.elginisd.net/departments/human-capital/employee-information
https://portals13.ascendertx.com/EmployeePortal/login?distid=011902
https://resources.finalsite.net/images/v1692951790/elginisdnet/tnabuuvt9pyqgii9smyl/form-change-name-address-02142020.pdf
https://www.trs.texas.gov/Pages/Homepage.aspx
https://resources.finalsite.net/images/v1703194537/elginisdnet/k2np6ibjqv15rusw8xgr/exiting-employees-plan-benefits-info-05162023.pdf
https://resources.finalsite.net/images/v1703194537/elginisdnet/k2np6ibjqv15rusw8xgr/exiting-employees-plan-benefits-info-05162023.pdf
https://docs.google.com/forms/d/e/1FAIpQLScSGDcnAaG1zjF9TZnXlcXiSZCmpwbKo8qnx2rQ9YD0w1ArsA/viewform

