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Administrative Procedure 468

DEPARTING EMPLOYEES

Background

The Division is committed to ensuring an exceptional workplace. In an attempt to create value and
efficiency, departing employees will be requested to partake in an Exit Survey. The Board will also
maintain an employee checklist to ensure all property of the Division is handed back and each
department is implementing appropriate departure procedures.

Procedures

1. All departing employees will receive a letter acknowledging their request to end employment. The
letter sent out to the departing employee will acknowledge their last day of work, and will also
contain information about the Exit survey to be completed within a required time frame. The
survey link will be emailed out at the time of the letter being sent out.

2. The letter will also contain a checklist of items that the employee is responsible to return to their
immediate supervisor and/or appropriate department Exit checklist.

3. The immediate supervisor will ensure that the checklist is completed prior to the employee’s last
day.
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https://www.surveymonkey.net/s.aspx?PREVIEW_MODE=DO_NOT_USE_THIS_LINK_FOR_COLLECTION&sm=Oi6v7gyEKz_2FkrZ3D95bhBihlEuCv_2FF_2F9_2FOhV6JhMjds_3D
https://www2.srsd119.ca/staffroom/employeeforms/HR%20forms/ExitingEmployeesChecklist.pdf

