Attachment A


TRANSFERRING SPA/CSS EMPLOYEE EXIT INTERVIEW VERIFICATION FORM

	SECTION I:  EMPLOYEE INFORMATION

	LAST NAME:
	
	FIRST:
	
	MI:
	

	ECU ID#:
	
	DEPT.:
	
	JOB TITLE:
	

	APPOINTMENT TYPE (PLEASE CHECK):

	
	FULL TIME PERM.
	
	PART TIME PERM.
	
	FULL TIME PROB.
	
	PART TIME PROB.

	FORWARDING DEPARTMENT:

	CAMPUS ADDRESS
	
	NEW SUPERVISOR
	

	JOB TITLE
	
	TELEPHONE:
	

	NEW APPOINTMENT TYPE (PLEASE CHECK):

	
	FULL TIME PERMANENT
	
	PART TIME PERMANENT

	
	FULL TIME TERMPORARY
	
	PART TIME TEMPORARY


	SECTION II.  SUPERVISOR’S SEPARATION CHECKLIST

	SUPV’S INITIALS
	TASKS COMPLETED

	________
	Final evaluation signed by supervisor and employee.  Submit to new supervisor.

	________
	Leave Record completed with the employee’s signature.  Maintain a copy in department and send original to new department. If the employee has a negative leave balance, contact Human Resources immediately at 328-9887.

	________
	Original resignation letter submitted to HR with this form.

	________
	Obtain any business related files or emails.

	________
	All Department owned property (i.e., keys, pagers, telephone cards, cellular phones, laptops, tools, etc.) collected.  Property Assignment Form completed and filed in department. 

	_________
	Ensure computer access and passwords are cancelled as appropriate to the department.

	_________
	Security and building access codes canceled.


	SECTION III.  SIGNATURES

	EMPLOYEE’S SIGNATURE:
	
	DATE:
	

	SUPERVISOR’S SIGNATURE:
	
	DATE:
	


TRANSFERRING SPA / CSS EMPLOYEE EXIT INTERVIEW VERIFICATION FORM

INSTRUCTIONS
The SPA Employee Exit Interview Verification Form must be completed whenever an SPA employee transfers to another department within East Carolina University.  The employee’s supervisor is responsible for completing this document.  The SPA Employee Exit Interview Verification Form should be submitted to the Department of Human Resources along with the employee’s letter of resignation.  All of these forms must be submitted to the Department of Human Resources as soon as the employee transfers departments within East Carolina University.

SECTION I.  EMPLOYEE INFORMATION
The employee should obtain a copy of the SPA Exit Interview Questionnaire from their supervisor. The information collected from the SPA Exit Interview Questionnaire will provide valuable feedback on how the work environment at East Carolina University can be improved.

SECTION II.  SUPERVISOR’S SEPARATION CHECKLIST
This section contains a number of tasks that must be completed when an employee transfers departments within East Carolina University.  Some of the items that must be completed when an employee transfers require the employee’s signature (i.e., Leave Record, Final Evaluation, Property Assignment Form, etc.).  The supervisor should place their initials next to each task to verify that the task was accomplished

SECTION III.  SIGNATURES
The employee and the supervisor should sign the bottom of the SPA Employee Exit Interview Verification Form prior to submitting it to the Department of Human Resources.

YOUR ASSISTANCE WITH THE EMPLOYEE SEPARATION PROCESS IS GREATLY APPRECIATED.  THANK YOU!
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