The Johns Hopkins University

School of Arts & Sciences
Resignation Checklist

Supervisor Review
Employee Name:                                                                                                                        

Supervisor Name:                                                                                                                   

Date:                                                                                                                                            

This checklist is designed to guide KSAS Departmental offices through the process for exiting employees from the position.  The employee’s supervisor or department administrator will review the checklist with the exiting staff member during the post resignation meeting.  The department will keep a copy of this form in the staff member’s file, and will forward a copy to the KSAS Human Resources office.

Supervisor’s Checklist
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Get staff member’s letter of resignation
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Notify KSAS HR office of transfer or resignation and forward resignation letter
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Complete the appropriate ISR Forms for exiting staff (termination, reassign, etc.)
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Meet with exiting staff to review Employee Resignation Checklist
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Forward copy of Employee Resignation Checklist to central KSAS Human Resources along with completed copy of this form. 

=====================================================================

Exiting Employee Resignation Checklist


Knowledge Transfer
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Updated supervisor on status of work
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Shared electronic and paper files
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Created transition plan with supervisor


Financial/Payroll Issues
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Employee should contact Benefits Service Center at 410-516-2000 (see Benefits Overviews for Full-Time Faculty and Staff Members at Termination, or Part-Time Faculty and Staff Members at 
Termination http://www.benefits.jhu.edu/index.cfm
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Cancelled enrollment to all internal and external courses, training, etc.
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Cancelled/suspended memberships, subscriptions, etc.
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Cancelled/suspended parking deductions
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Reimbursed any outstanding tuition charges
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Completed E210 form

Exit Interview Questionnaire (coming soon)
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Completed confidential online Exit Interview Questionnaire, or
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Scheduled meeting to conduct in-person/telephone Exit Interview, or
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Completed online Exit Interview Questionnaire post termination 

Returned University Property, as appropriate
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American Express credit card
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Procurement Card
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Hopkins ID (J-card)
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Building pass
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Parking pass
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Mobile phone/Blackberry
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Pager
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University owned equipment (computer, laptop)
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Keys
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Books
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Office documents
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Change voicemail/email message and leave voicemail password with supervisor
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Other:  ______________________________________________________
=================================================================================
Forwarding Address (optional):                                                                                                                        
Forwarding E-mail Address (optional):                                                                                                                         
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