Member Exit Checklist
· Make sure you have reached the 300 hour, 900 hour or 1700 hour threshold depending on your position type.

· Make an exit interview appointment with the AmeriCorps program director.

· Meet with your site supervisor for an end-of-year evaluation and bring the completed, signed evaluation to your exit interview at SCALE.

· Submit a final online monthly report.

· Submit an online end-of-year member survey.

· Submit final time sheet that includes the time spent filling out exit paperwork (you should complete this during your exit interview).

· Notify your site supervisor that you have submitted your final time sheet so he or she can approve it immediately.

· Fill out paper version of AmeriCorps Exit Form.

· Fill out online version of AmeriCorps Exit Form via the My AmeriCorps Portal (you will receive an automated e-mail from the My AmeriCorps system about your impending exit from the program).

· Complete an end-of-year self-evaluation.

· Make sure you have turned in all other required paperwork including, but not limited to, pre- and post-test results for K-12 learners, teacher evaluations of K-12 learners participating in tutoring, and adult self-evaluations for adult learners.

You must complete all of the steps listed above in order to be officially exited from the North Carolina LiteracyCorps and qualify for your education award.
