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 EXIT INTERVIEW

CONDUCTED BY IMMEDIATE SUPERVISOR 

	Name:
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	Present Address:
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The purpose of this exit interview is to gather valuable information on employer-employee relations and to ensure that all required equipment and separation documents and exit requirements are completed.  

Have the following items been returned to the immediate supervisor?  It is imperative that all the items below are returned/completed prior to separation of employment.

	
	Yes
	No
	NA
	
	
	Yes
	No
	NA

	Media Equipment
	[bookmark: Check1]|_|
	|_|
	|_|
	
	All Keys
	|_|
	|_|
	|_|

	State Credit Card
	|_|
	|_|
	|_|
	
	*Email Access Account Closed/Forwarded
	|_|
	|_|
	|_|

	Phone Credit Card
	|_|
	|_|
	|_|
	
	
	
	
	

	Photo ID Card
	|_|
	|_|
	|_|
	
	
	
	
	

	Building Access Card
	|_|
	|_|
	|_|
	
	
	
	
	



*To meet the continuing public and statewide educational needs, employees separating employment with the Department are required to set a vacation message on their access email account notifying all persons sending future emails that they are no longer employed by WVDE.  The Assistant Director of Administrative Services will contact the Office of Technology to inform them that the principal or lead teacher shall be the designee to receive forwarded emails for this employee until the email account is deleted. (approximately 30 days).  

	· Has the retirement board been contacted?
	|_|
	Yes
	|_|
	No


	If you wish to withdraw your funds from retirement, you must contact the retirement board directly (558-3570).

	· Has the insurance been completed?
	|_|
	Yes
	|_|
	No



	· Received information regarding COBRA coverage?
	|_|
	Yes
	|_|
	No



Please describe reasons for leaving: 
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Please describe your views, opinions, reactions to practices, policies and procedures:
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Commendations:
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Recommendations:
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	Signature of Supervisor or Designee:
	
	Date:
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	Signature of Employee:
	
	Date:
	     



image1.gif




