January 23, 2012 Operations Council

Agenda Item II

CHECKLIST FOR EMPLOYEES LEAVING THE DISTRICT

------ Forwarded Message
From: Zolayma Martin <zmartin@contracosta.edu>
Date: Wed, 14 Dec 2011 09:19:15 -0800
To: Helen Kalkstein <hkalkstein@contracosta.edu>
Cc: "Lee, Susan" <SLee@contracosta.edu>
Subject: RE: When instructors leave...

Good morning,
 
I don’t know if the LAVA Division has a form, I have not seen one yet.
In the LA Division, I usually met with the faculty that will not be returning and went over the following:
CCC email address – cancel

Office/classroom keys – return to Police Services

Locker key (LA-27 only) – return to Division Secretary

CCC guest voice-mail – cancel 

Mailbox – remove

Make sure we have current contact information (in case we need to mail important documents)

Cancel copier code

I hope this helps…
Z

