[image: image1.png]



Division of Health Sciences
 
Exit Interview Checklist

Student:        

ACC Student ID:        


Program:        

Exit Date:        


Prior to Student Exit Interview

 FORMCHECKBOX 

Schedule Exit Interview with Student.
Date:
       

Time:         

 FORMCHECKBOX 

Prepare Two Copies of Exit Review Form (one for student, one for program)
 FORMCHECKBOX 

Prepare Two Copies of Reentry/Re-enrollment Form
 FORMCHECKBOX 
 Not Eligible for Reentry
 FORMCHECKBOX 

Review Student’s Administrative Folder for Completeness

 FORMCHECKBOX 

Send student email reminding him/her of date and time of exit interview, to bring  and clinical site specific ID badge to interview, return all clinical paperwork in the student’s possession, and to bring all other departmental equipment/items in his/her possession.

 FORMCHECKBOX 

Schedule Health Sciences Counselor to sit in on Exit Interview
 FORMCHECKBOX 
 Not Needed
During Student Exit Interview

 FORMCHECKBOX 

Obtain Signatures on both copies of the Exit Review Form

 FORMCHECKBOX 

Obtain Signatures on Reentry/Re-enrollment Form
 FORMCHECKBOX 
 Not Eligible for Reentry/Reenrollment
 FORMCHECKBOX 

Collect Clinical site specific ID Badge
 FORMCHECKBOX 
 Collect Student Clinical Paperwork
 FORMCHECKBOX 

Collect Other Departmental Equipment from Student
 FORMCHECKBOX 
 No Equipment to Collect

After Student Exit Interview

 FORMCHECKBOX 

Prepare and Add Exit Interview Notes to Student Administrative Folder
 FORMCHECKBOX 

Place Signed Copies of Exit Review Form and Reentry/Re-enrollment Form into Student Administrative Folder
 FORMCHECKBOX 
 Not Eligible for Reentry/Re-enrollment
 FORMCHECKBOX 

Enter Student Disposition into Attrition Tracker

 FORMCHECKBOX 

Add Completed Exit Checklist to Student Administrative File

 FORMCHECKBOX 

File Clinical Paperwork
 FORMCHECKBOX 
 No Clinical Paperwork to File

 FORMCHECKBOX 

Direct Administrative Assistant to Send Student File to Archives
 FORMCHECKBOX 
 Keep File Active

Preparer’s Signature

Date
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