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SUBJECT:  SEPARATION FROM EMPLOYMENT - RESIGNATION & RETIREMENT 
DATE:   June 2022  

 

I.  PURPOSE / DESCRIPTION  

Faculty and staff who are separating employment from SJSU must complete the separation/clearance 
process by the last day of employment with the University. An Employee Clearance Form  is required 
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3.  Conduct an exit interview that includes the following: 

a.  Provide retirement plan information and forms.  

b.  Provide information regarding payment of final wages.  

c.  Review the Employee Clearance Form .  

d.  Encourage completion of the exit survey, which provides an opportunity for the employee 
to communicate views about the job, the department, and the University.  

e.  Confirm the employee's current and forwarding mailing address.  

III.  Attachments  
Employee Clearance Form  

 

 

 

 


