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Human Resources Office Exit Interview Form
Employee: Position:

Supervisor: Department:

It is necessary to complete this form prior to separation from Lake-Sumter Community College. The exit interview
form must be returned to the Office of Human Resources prior to the last day of employment.

Question Yes | No | Remarks Signature Date

1a. Have you fulfilled all requirements and 0| 0

obligations of your position?
1b. Has your supervisor notified 0| O

Mailroom/Duplicating of your separation? Immediate Supervisor
2. Have you conducted a change of custodian

property control inventory and resolved all 0| 0

discrepancies, if any? (Property Managers

only) Property Control Clerk
3a. Have you purged or saved your E-Mail and

personal subdirectory and notified your 1) O

supervisor?
3b. Has your supervisor returned all of your

personnel related files/information in his/her 1) O

possession to HR? Immediate Supervisor
4. Have you returned all College keys? 0| 0

(Office/Vehicle/Building/Special Use) College Facilities
5. Have all library materials been returned? HEEE Library Official
6. Have you returned all materials borrowed 0| 0

from the media center? Media Center
7. Faculty: Have you completed all obligations

of your instructional duties and submitted HERE

grades to records office? VP Educational Services
8. Have you reviewed and discussed your 0| 0

insurance and retirement options? Benefits
9. Have you returned the Administrative 0| 0

Procedures & Board Policy Manuals? President’s Office
10. Have you returned the bank/LSCC issued 0| 0

VISA credit card to Financial Services? Financial Services
11. Have you fulfilled all financial obligations 0| 0

to the college? Financial Services
12. Why are you separating from LSCC? [ |Retiring [ |Resigning [ |Terminated [ |Other
13. Do you want your paycheck(s) mailed to you? [ [Yes[ |No

Street Address City State Zip

14. Effective separation date:

Your final paycheck will be authorized only upon completion and return of this form to the HR Office.
LSCC wishes you the best in the future.

Employee Signature Date Supervisor Date
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COMMUNITY COLLEGE

Exit Survey
Completion of this form is optional
Employee Name: Title:
Department: Supervisor:
Date of Hire: Separation Date:

Reason for Separation;

Did you receive a copy of your job description and was it discussed with you? [_] Yes [_| No

Did your duties reflect your job description? [ ] Yes [ | No
If no, please explain:

Did you receive reasonable orientation/training in your position? [ ] Yes [ | No
If no, please explain:

Do you have suggestions that may help LSCC to become a better work place?

Was your salary/benefits package satisfactory? [ |Yes [_] No
Comment:

Rate your overall working relations:

Co-workers: [ ] Excellent [ ] Good [_] Fair [ ] Poor
Supervisor: [ ] Excellent [ ] Good [ ] Fair [ ] Poor
Comment:

Please return this form directly to the Human Resources Office. Thank you.
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