EXIT INTERVIEW PROCEDURES











On your last workday you must check out through the following offices in the order listed:





1.  Co-op Office (Bldg. 12, Rm. 212) - Bring the following forms completed:  Exit Interview, Work Assignment Rating, Amendment to Application for Federal Employment, Supervisory Evaluation and next tour Assignment Plan with you.  At this time, if you’re eligible, you will receive your travel orders.  PLEASE CHECK OUT BEFORE 3:00 P.M.





2.  Security Office (Bldg. 110, Rm. 119) - Take your badge and car decals and drop them off with the Security Customer Service Representative between the hours of 8:00-4:30.  If you have a permanent badge and plan to return for another work tour, ask her to keep your badge and not to destroy it.  If you need a temporary badge for the remainder of the day, the Security Office will issue you one only if you request one.











ADDITIONAL CLEARANCE PROCEDURES FOR LAST WORK TOUR STUDENTS





If this is your FINAL work tour prior to graduation, you must complete JSC Form 537 (Employee Clearance Form) on your last workday and bring it with you when you come to the Co-op Office.  Part I consists of offices to be cleared by phone.  Have someone in your office obtain the phone clearances for you.  To complete Part II, you must personally clear through all of the offices listed.  This could take several hours, so be sure and start early in the day.





ANNUAL LEAVE/COMPENSATORY TIME/CREDIT HOURS





If you are going to use annual leave, credit hours, and/or compensatory time after your last physical day at work, please call payroll to verify you have the required amount of leave.  It’s very important that you communication these hours to BOTH the timekeeper and the Co-op Office.





INFORMATION ABOUT PAYROLL CHECKS





If you want your Leave and Earning Statement to go to an address other than where they are currently going, you need to complete the attached JSC Form 239 (Disposition of Payroll Check and Establishment of Mailing Address) and either mail or handcarry it to the Payroll Office (Mail Code LF321/Bldg. 12, Rm. 167).  An address change must be on file in the Payroll Office by Wednesday prior to the close of the pay period in which you want the change to be made.





STUDENT EVALUATION FORM





JSC Form 501 (Student Evaluation Form) is needed at the end of this work tour.  Your immediate supervisor should complete and sign the attached evaluation form.  The original form must be submitted to the JSC Co-op Office, where it will be retained in your Official Personnel Folder.  We cannot accept any other form in lieu of the original evaluation form.  Xerox two copies of your evaluation form and give one copy to your supervisor and one copy to your division administrative officer to retain in their files.  If your school requires this form, please make an additional copy and submit it to the appropriate office when you return to school.





ACADEMIC CLASSES





If you took an academic class that JSC paid for, make sure that you save your report card when you get it.  Then, when you return for your next tour, or sooner if you like, you can forward a copy of it to AH3/Susan White.  Without proof that you completed the course, we have to assume that you didn’t complete it and that you need to reimburse us for the cost.  In addition, we can’t pay for any further academic training when you come back.  For those of you who will be clearing on your final tour, this will be a definite problem, because without grades, you will not be able to clear.  What this translates to is that you will have to pay for your course to clear.  So please take care of things as you go along.





LIBRARY BOOKS/DOCUMENTS





If you have any books and/or documents on loan from the Technical Library, please return them before your last day of work.





E-MAIL





Please unsubscribe yourself from the student listserve.  You can unsubscribe to both lists at the end of your tour by sending one message to majordomo@mickey.jsc.nasa.gov with the words  “unsubscribe coops-social” and “unsubscribe nasa-coops” in the body of the note on separate lines.


