Are you thinking of leaving the district, maybe even leaving the profession entirely? While we would hate to see you go, we want to make sure you have valuable information that could help you down the road.

Instead of separating from the district entirely, did you know that you can take an unpaid leave of absence for study, travel, teaching in another school district, or working in a professionally related field as long as your request is in writing and sent to HR on or before June 1 (this language can be found on page 43 of the CBA)? A copy of the Leave of Absence form can be found here.

If you have decided to separate (not retire) from the district, remember that you will want to fill out the separation of employment form and submit it to HR prior to July 1. A copy of the Separation of Employment form can be found here. To continue with your SEBB benefits, through the summer, you'll want to state that you will not be returning for the 2023-2024 school year. This should put your resignation date as late August and give you benefits through August 31st. 

Below are some items you may want to take care of before leaving.

1. Add the Lifetime Substitute endorsement to your certificate. This is done through your eCert account and should be as simple as going into your account, adding the substitute endorsement to your basket, and paying for it. This will give you the option of guest teaching down the road. If you have a hard time finding this endorsement once you're in your account, you may need to contact OSPI certification office for assistance.

1. Request a copy of your personnel file from KSD and ask that they give you any original transcripts you have in your file. When asking for this file, make sure you let them know you will either pick it up (and give them a date when you will be at the district) or that you would like it mailed. You should then retain these documents in a safe place, as it could be something that would be very helpful if you ever needed to reapply for a position in a school district at a later date.

1. Request a Verification of Employment aka VOE from HR. This document will not be available until after June 30th. If you ever decide to go back to teaching or there is a discrepancy in your years of service, at DRS, this document will be extremely important. 
1. 
Verify that you have pulled all of your PD classes off of your account and have printed them out for your file. These classes may be what is needed to renew your certificate.

1. If you are looking to retire, it is highly recommended that you take one of the KEA retirement seminars AND a retirement course from DRS (Department of Retirement Services). These seminars give information that may overlap but is given from a different perspective.

1. Whether you're looking at leaving this year, or in 10 years it is recommended that at some point, you log into your DRS account and check your Years of Service to make sure it is accurate. If it does not match what the district has or what you believe you should have, DRS gives you the steps to work with them in getting it corrected.

KEA hates to see you leave but understands and wants to make sure that you have information that could help you down the road.


