
 While it can feel scary to let your supervisor know you are leaving a job, it is
something that almost everyone goes through. This conversation is not a bad thing!
Student supervisors understand that students juggle many commitments and
opportunities at Reed, and sometimes need to leave their position. 

It is your responsibility to let your supervisor know that you are leaving your job.
Two weeks advance notice of your last day is preferred, if possible. You can do this
via email or in person. Here is some sample email language to consider using:

Reasons and possible alternatives for leaving your current job. Will a schedule change,
reduction of hours, or a temporary break be beneficial? It is ok to ask your supervisor
if these are possible!

If you have any workplace concerns, the best place to start is with your supervisor.  If
you'd like to discuss a concern with someone else, reach out to the student work
coordinator (see below) to discuss.

Financial considerations. What are you using your current work earnings for, and how
will your budget be affected?

Guidance and Support 

There are various reasons why students might decide to leave their on-campus job. Sometimes students
feel like they need more time for schoolwork or other commitments, or find that another job might be
a better fit. It is ok to decide to leave your current student job for any reason, but we know that the
process of making this decision and communicating with your supervisor can be stressful! This guide
will help you to consider your options and resources in this process. 

Leaving your On-campus Job:   

The Student Work Coordinator can meet with you to discuss any
questions or concerns that you may have about leaving your student work
position. Email studentwork@reed.edu to get in touch. 

If you are experiencing mental health concerns or personal challenges, the
HCC is a safe, confidential place for you to talk about any issues you may
be having, such as stress, loneliness, identity, relationships, or mental
health concerns. See reed.edu/health_center for more information.  

Student Work Office

Things to Consider:

Good Practices:

"Hi [supervisor], I am writing to let you know that I’ve decided to step down from my
position as Student Coordinator, with my last day being 10/15. Please let me know if
there are any other steps that I need to take in making this transition."

Resources:

mailto:studentwork@reed.edu
http://reed.edu/health_center

