[image: image1.wmf] 


Kern Community College District

Employee Separation Checkout Clearance for Employees 


All Kern Community College District (KCCD) property is to be returned prior to separation.

The exiting employee’s supervisor will be responsible for ensuring that the following applicable items have been returned to the appropriate departments.  The Employee is to secure all signatures and return the completed form to the site Human Resources Department no later than the last day of work.

	Employee’s Name


	Identification Number



	Department



	Last Day Worked


	Separation Date (If different from last day worked.)




	Clearance Item
	Responsible Department/Office
	Signature
	Date



	Keys to Building(s)
	M&O/Department Supervisor
	
	

	Keys to Department (i.e., desk, file cabinet, equipment, etc.)
	M&O/Business Services/ Department Supervisor
	
	

	Keys to Vehicles or Carts
	M&O/Business Services/ Department Supervisor
	
	

	Credit Cards:
	Business Services/Department Supervisor
	
	

	
	· Cal-Card (VISA)
	Business Services/Department Supervisor
	
	

	
	· Car Rental Card
	Business Services/Department Supervisor
	
	

	
	· Gas Card
	M&O/Department Supervisor
	
	

	
	· Telephone Card
	Business Services/Department Supervisor
	
	

	
	· Site Identification Card
	Student Activities/Department Supervisor
	
	

	Office Equipment (i.e., remote access, calculators, etc.)
	Department Supervisor/M&O
	
	

	Computer Equipment (i.e., laptop computer, etc.)
	Information Technology/ Department Supervisor
	
	

	Cellular telephone, pager, and radio
	Department Supervisor/M&O
	
	

	Books/Manuals/Videos (Library)
	Library/Department Supervisor
	
	

	Parking Permit (Bakersfield College(BC)/District Office retirees must return employee permit and may acquire a lifetime retiree parking permit from BC Security Department.  Porterville College retirees may retain their employee parking permit.)
	Security Department/Designated Office Issuing Permit/Department Supervisor
	
	

	Bookstore Charges
	Bookstore/Department Supervisor
	
	

	Food Services Charges
	Food Services/Department Supervisor
	
	

	Termination of E-mail and BANNER
	Human Resources/Information Technology
	
	


              Over 

Employee Separation Checkout Clearance for Employees
(continued)

	
Clearance Item
	Responsible Department/Office
	Signature
	Date



	Other:
	
	
	

	
	· 
	
	
	

	
	· 
	
	
	

	
	· 
	
	
	

	
	
	
	

	I certify that I have returned all items delegated to me and obtained the required signatures of clearance verifying their return.



	Employee’s Signature


	Date




	Supervisor’s Signature


	Date





9/2006





Original to:  KCCD Human Resources

DO/HR

Records Retention Code—Class 1, Permanent Records

Child Care


Classified


Confidential/Management


Faculty
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               2100 Chester Avenue


               Bakersfield, CA  93301-4099
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Bakersfield College


Cerro Coso College


District Office


Porterville College



































