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KENYA COFFEE SCHOOL
STAFF EXIT CLEARANCE FORM
To be completed upon resignation, termination, or end of engagement

A. Staff Details
Name: ______________________________________________
Position/Role: _______________________________________
Department/Campus: _________________________________
Date Joined: _____________  Last Working Date: _____________
Reason for Exit: ____________________________________
B. Clearance Checklist
To be verified and signed off by the relevant department:
	Item
	Cleared (Y/N)
	Verified By

	Returned all training manuals, uniforms, ID card & keys
	
	

	Returned all equipment, tools, and coffee samples issued
	
	

	Handed over pending learner records / assessments
	
	

	Deleted KCS files, materials & learner data from personal devices/cloud
	
	

	Surrendered LMS, email, and social media access credentials
	
	

	Signed the Non-Disclosure, Confidentiality & IP Agreement obligations acknowledged as continuing
	
	

	Settled any outstanding advances, loans, or dues to KCS
	
	

	Handover notes/documentation completed for successor or supervisor
	
	


C. Final Confirmation
I confirm that I have complied with all the above clearance requirements and that I remain bound by the confidentiality, intellectual property, and non-solicitation obligations set out in my Non-Disclosure, Confidentiality & Intellectual Property Agreement with Kenya Coffee School.
EXITING STAFF MEMBER
Name: ______________________________________
Signature: ___________________________________
Date: _______________________________________
HR / ADMINISTRATION
Name: ______________________________________
Position: ____________________________________
Signature: ___________________________________
Date: _______________________________________
Kenya Coffee School  |  Tel: +254 707 503 647 / +254 704 375 390  |  Email: info@kenyacoffeeschool.golearn.co.ke
Thika Town (Opposite Thika Gateway Plaza)  •  Ridgeways, Kiambu Road
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