Steps for the online separation process

Got to www.houstonisd.org

Take the 2020-2021 HISD COVID-19 Response Parent Survey
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Enter your login
credentials

1. Be sure to select
the "Employee Self
Service" tab

2. Enter the PO

last 6 digits of Please enter last 6 digits of your SSN
your SSN




B Employes Self-Service = Employee Self Semvice Menu

Select




Voluntary Separation for Employee: .

[ Check | #1Send

Once complete

select "Check"
then "Send"

Complete the data below

Employee Information
Empioyes: [ = ] Personnel Number:
Pasition: - Pasition Number:
Og. UnitNeme: DM | Org Uit Text:

Enter the following information

* Separation Efective Date:  |08/29/2020 * Perscnal Email:
* LastWorking Date: | “Reason [=]
ml + | understand that | must contact either the HISD Retirement Storefront or TRS directly in order to refire from TRS. This form only designates my separstion from
HISD &s an
= + Employees that resign in good standing msy be eligible to re-apply.

+ Employess with s Chapter 21 Contract that resign during the schoal year or fter the pansity free period: eligibility for re-employment may face restrictions.
+ Employees with s Chapter 21 Cantract that resign effective the end of the school year or before the penalty free date (45 days before the first day of instruction of
the follawing scheolyesr), you are eligible for rehire ot any time.
Click the link for contract relesse information:  Contract Information Link

Please fill out this survey to help us support our humen resources in the future:  Survey Link

Please answer the following questions:
* If you ara resigning st the and of the schoal yeer, sre you or will you be teaching summer school?: | | 7]
* If you re resigning at the end of the school year, do you wish to maintsin benefits through August?: | | =]

If not indicated. your benefits will end the last day of the month in which you last work.

My ittal of this form 1 the
= | am resigning from the Houston Independant School District (HISD) and the campus { wark looation to which | am currently assigned
- | cannet rescind my resignation onos it is acoepted by HISD
- It is my responsibility to refurn sny HISD praperty including laptop computer and | or keys ta the appropriste department
= My Emsil and Employes Portal account will be deactivated basad on my effective date st 11:53p.m.
- My Final Paycheck wil ba direct deposited
= My benefits coverage will end an the last day of the month worked. unless noted ctherwise in the bensfits question sbove.
= Your Cobra information and VW2 will be mailed to your address on file unless otherwizse noted in the address change box below.

Requested Changs to Maifing Address: (= US Address (type Address balow) " Internaticnal Address (type Address in Comments)

Address Line 1: | ]




