Part-time Employee EXIT CHECKLIST
IF VOLUNTARY SEPARATION:
· Get a Letter of Resignation
· Separation Form from Supervisor with Correct Dates
· Complete EACH section of the Form fully and give employee an opportunity to comment
· If exiting staff is moving, include new address
· Inform employee of the date of last Paycheck
· Collect any YMCA Property including Name Tag and Lanyard
· Dispose of name tag and lanyard
· Cancel Staff Membership by emailing Membership Director
· Email Separation Form and Resignation Letter to Payroll

IF INVOLUNTARY TERMINATION:
· Already have Documented Verbal Warnings and Corrective Actions that include Personnel Policies cited 
· [bookmark: _GoBack]3 written incidents is the state recommendation
· Immediate Terminations are acceptable for crime (theft, vandalism, threat of bodily harm)
· Termination Form from Supervisor with Correct Dates
· Complete EACH section of the Form fully and give employee an opportunity to comment
· If exiting staff is moving, include new address
· Inform employee of the date of last Paycheck
· Collect any YMCA Property including Name Tag and Lanyard
· Dispose of name tag and lanyard
· Cancel Staff Membership by emailing Membership Director
· Email Termination Form and any other documentation to Payroll

