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STANDARD OPERATING PROCEDURE

EMPLOYEE CLEARANCE
Purpose:  To provide guidance to employees who are self-sponsored (have a signed travel agreement) related to required procedures for clearing district records when departing the district due to a resignation, retirement, and transfer to another agency, or movement to another duty station within DoDDS.

Applicability:  This standard operating procedure applies to all district employees who hold sponsor status and are departing the district due to resignation, retirement, and transfer to another agency, or movement to another duty station within DoDDS.

Procedures:
1. The employee is responsible for clearing the district by securing signatures of appropriate officials on the “Kaiserslautern District Civilian Personnel Clearance Sheet” (atch 1).  A copy of the clearance sheet can be obtained from the school/ district office.  The principal/supervisor is responsible for informing employees of their responsibility for coordinating their departure and taking care of their clearance responsibilities with the appropriate parties. 

2. Employees should begin the clearance process as soon as practical, but no later than three weeks prior to departure date.  The District Human Resources Office should be contacted for additional advice and guidance related to the clearance process.

3. Upon completion of the clearance sheet, the employee shall submit the completed checklist to the supervisor, who will retain one copy in their files for one year and send one copy to the Human Resources Office.

Controls:
1. Completion of clearance process by all departing employees and Kaiserslautern District Human Resources Office.

2. Review of clearance sheets by employee supervisors.

// original signed // 

DR. DELL MCMULLEN
Superintendent

Attachment

Kaiserslautern District Civilian Personnel Clearance Sheet

	Department of Defense Dependents Schools

	Kaiserslautern District Civilian Personnel Clearance Sheet

	This form is to be completed by employees who retire, resign, or transfer to another school outside their current assigned area or to another district.  It is to be returned to the school principal/supervisor before the date of separation travel, or the close-of-business on the date of separation, whichever comes first.  At that time, the employee is required to surrender the ID card to the school principal who will return it to the issuing office.  If an item does not apply, enter "N/A" in the "Date Cleared" column.  You must clear items with an asterisk.

	Name of Employee
	Grade
	Position

	 
	 
	 

	School
	Separation Date
	Duty Phone

	 
	 
	 

	
	
	
	

	 
	Activity to be Cleared
	Date Cleared
	Signature of Official

	*1
	Family Housing/Housing Referral Office
	 
	 

	*2
	VAT Office, 3 wks prior  (VAT forms & Utilities VAT)
	 
	 

	*3
	Furnishings Mgmt Office
	 
	 

	4
	Base Exchange (STAR card)
	 
	 

	5
	Library
	 
	 

	*6
	Vehicle Registration Office
	 
	 

	7
	Officers' Club (Club Card)
	 
	 

	8
	Dependents' School(s)
	 
	 

	9
	Medical Treatment Facility
	 
	 

	10
	Dental Treatment Facility
	 
	 

	11
	Phone/Internet Service  (i.e. Deutsche Telekom)
	 
	 

	12
	Recreational Services Office
	 
	 

	13
	Base Gym (turn in your locker)
	 
	 

	*14
	Base Post Office
	 
	 

	15
	Credit Union
	 
	 

	16
	Community Bank
	 
	 

	*17
	Turn in Government Travel Card
	 
	 

	*18
	Close DoDDS Email Account (Service.Desk@eu.dodea.edu)
	 
	 

	*19
	Travel Vouchers
	
	

	*20
	Turn in Office Keys
	 
	 

	*21
	Turn in Ration Card (school secretary)
	 
	 

	22
	Turn in ID Card to Principal/Supervisor (Retiring/Resigning employees only)
	 
	 

	*23
	Final Clearance (Principal/Supervisor)
	 
	 

	I certify that I have turned in all government property to the proper authority.  I have discharged all financial responsibilities to the U.S. Government, private agencies, and local nationals.

	
	
	
	

	 
	 
	
	 

	
	Employee Signature
	
	Date

	
	
	
	

	
	Forwarding Address:
	 
	 

	
	
	 
	 

	
	
	 
	 


