Termination Procedure Checklist
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This form must be completed by the supervisor upon the employee’s notification of termination.  Once completed please send to the Human Resources Office, 215 College Street.

	Employee Information
	Last Name:

     

 FORMTEXT 

	First Name:

     
	MI:

     

	
	Termination Date: 

     

	
	Supervisor Name:

     
	Department:

     

	College Property
	The supervisor is responsible for the following on or prior to their last day of employment:
I. If this is a voluntary resignation, a letter from the employee, outlining his/her intent to terminate employment with Bates College and the intended termination date.   (Please send this letter to HR as soon as possible.)
II. Please collect the following college property from the employee prior to their departure:

                    (Check if received or check not applicable.)
Yes     N/A

  FORMCHECKBOX 
         FORMCHECKBOX 
    Bates ID Card(s), including those issued to dependents of the employee (Please                     send with this completed checklist to Human Resources)
  FORMCHECKBOX 
         FORMCHECKBOX 
    Cell phones/pagers 

  FORMCHECKBOX 
         FORMCHECKBOX 
    Computer(s), please indicate ID or model number:       

  FORMCHECKBOX 
         FORMCHECKBOX 
    Credit Cards 

  FORMCHECKBOX 
         FORMCHECKBOX 
    Keys (Please bring to the Access Control Office in Chase Hall)
  FORMCHECKBOX 
         FORMCHECKBOX 
    Library materials (please ask employees to contact the library)
  FORMCHECKBOX 
         FORMCHECKBOX 
    Personal account balances are closed

  FORMCHECKBOX 
         FORMCHECKBOX 
    Uniform(s)

  FORMCHECKBOX 
         FORMCHECKBOX 
    Other:      
III. If this is an employee who receives benefits, please ask the employee to make an appointment with HR to review the impact that separation from employment will have on their benefits.  All employees have the option to request an exit interview; please have the employee contact Human Resources to schedule an interview if one is desired.



	Notes
	     

	Address Update
	Please ask the employee if they are moving or will have a change to their mailing address.  This is particularly important if you know that the employee is leaving the area or is currently living in campus housing.  If the employee does have a new mailing address, please provide the new address below:

     

	Authorize
	Department Head or Supervisor:
     
	Department Head or Supervisor Signature

	Today’s Date:
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