SUCCESSFUL APPROACHES TO
OFFBOARDING EMPLOYEES

EMPLOYEE OFFBOARDING CHECKLIST:

Phase 1 - Before an employee leaves:

Receive/Issue Notice

Complete and file the paperwork

Settle the final pay

Document work for knowledge transfer

Communicate the departure

Phase 2 - On the Day of Offboarding

Reclaim physical/non-physical assets
Update IT access/permissions
Conduct an exit interview/survey

Throw a send-off celebration

Key Questions for an offboarding interview:

1.
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How would you describe your time working with us?

What are the main reasons you want to leave the company?

What did you enjoy most about working here?

What didn't you like at all about working here?

Did you receive all the resources needed to get your job done? (e.g., equipment, support etc.)
What was your experience of management/leadership in our company?

What could we have done better to convince you to stay?

What is your opinion about current remuneration for your position?

Did you receive sufficient support in our company, and did you have internal development
opportunities?

What is your opinion of our company in general as an employer?
What impressed you whilst working for us?

What was disappointing for you?

Is there anything else you want to tell us?
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