   Portales Municipal Schools
501 South Abilene
Portales, New Mexico  88130

505-356-7000
EXIT INTERVIEW FORM
Name: ________________________________________________________________________
Position: __________________________My last day of work will be _____________________
School/Dept: ____________________________ Employment Dates: ________ - ____________










From                       To
Phone # __________________


E-mail Address _________________________

In January, please mail my W-2 to the following address:
Street                                                           City                                              State                Zip

Reason for leaving: _______ (write in number from list below)  ____With Notice  ____Without Notice

1   Normal resignation-leaving NM to teach in another state

. 

2   Normal resignation-leaving to teach in Private School

3   Normal resignation-moving from district

4   Normal resignation-returning to school


5   Normal resignation-dissatisfied with type of work


6   Normal resignation-health reasons


7   Normal resignation-family circumstances


8   Retired

9   Non renewal of contract

            10  Non renewal of teaching license

            11  RIF

            12  Extended Disability

            13  Discharged 
            14   Other ______________________________________________________________
                                                                                                                 
Comments: ____________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
CHECKOUT PROCEDURES:
Principal (District Property)

Payroll

___ Books



___ Insurance cancellations/transfers
___ Equipment



___ Voluntary deductions cancellations/transfers
___ Keys

Comments: ____________________________________________________________________
QUESTIONNAIRE
1. How would you rate your experience in Portales Municipal Schools with regards to the following?

     Check the appropriate box.                                   Excellent       Good        Fair            Poor
	Overall experience with the Portales Municipal Schools
	
	
	
	

	Working relationship with your supervisor/principal
	
	
	
	

	Cooperation with department 
	
	
	
	

	Cooperation with other departments 
	
	
	
	

	Adequacy of job orientation and training 
	
	
	
	

	Workload
	
	
	
	

	Physical working conditions
	
	
	
	

	Availability of materials/equipment 
	
	
	
	

	Evaluation procedures 
	
	
	
	

	Recognition on the job
	
	
	
	

	Employee benefits 
	
	
	
	

	Communication within the district 
	
	
	
	

	Central administration support 
	
	
	
	

	Community support for the district
	
	
	
	


Comments: _________________________________________________________________
___________________________________________________________________________
2. What factors made your employment a positive experience with Portales Municipal Schools? ___________________________________________________________________
___________________________________________________________________________
3. Do you have any comments or suggestions to improve the Portales Municipal Schools? ___________________________________________________________________________
___________________________________________________________________________
4. Would you recommend the Portales Municipal Schools to others as a place to work?           (  ) Yes     (  ) Yes, with reservation(s)    (  ) No
Signature of Employee: _______________________________________________________
