CHECKLIST
for Employee Offboarding at TU Darmstadt

Everyday life in an organization involves not only
welcoming and integrating new employees
(onboarding) but also the fact that employees regu-
larly leave the organization. Reasons for this may in-
clude the expiration of a fixed-term contract, resig-
nation at the employee’s own request, termination
by the employer, or retirement. This final phase in
an employee’s career cycle is called “offboarding.” It
describes the structured departure of employees
from the organization and encompasses much more
than just the last day of work. Offboarding can be
understood as a process that needs to be organized
and structured.

In addition to ensuring a respectful farewell, this
also involves consciously maintaining relationships
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beyond the employee’s departure — for example, by
involving them in alumni networks. This helps main-
tain contact with the organization and fosters a
long-term sense of connection. Appropriately han-
dling employee departures is a matter of respectful
and social interaction within the organization and
contributes to a positive experience for employees in
their interactions with the organization.

The direct supervisor is primarily responsible for
overseeing the offboarding process.

This checklist is designed to provide you, as a man-
ager, with guidance on how to manage the depar-
ture process in collaboration with the departing em-
ployees and their colleagues. Many of these tips are
also helpful for internal transfers.

- Take plenty of time to properly bid farewell to the departing colleague. This shows your appreciation

and ensures a smooth knowledge transfer early on.

- The offboarding process does not have to be handled by the manager personally. Specific tasks can be
delegated to a mentor or a team member. However, the exit conversation should take place with the

manager.

- The exit conversation can be conducted not only using the conversation guide provided here, but also
with the help of the toolbox for leadership conversations.

To facilitate knowledge transfer, it is advisable to use shared drives and folders, or to set up these
@ structures early on, and/ or to create a shared team knowledge database, such as in OneNote.
Departing team members can use this platform to document their knowledge and the current sta-
tus of individual topics and projects, thereby passing on their expertise to the remaining team
members. This also simplifies the process of sharing knowledge with new team members.

@ Also, be sure to discuss with people who work in or have access to special facilities (e.g., labora-
tories) how these spaces should be handed over.

@ If the person held a specific role (e.g., safety officer, radiation protection officer), please make
arrangements for a replacement well in advance.
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1. Before the last day of work
The offboarding process for an employee begins even before their last day of work. To ensure that
knowledge is properly transferred, sufficient time should be set aside for this process.

@ Notice of the official

termination of
employment will be
provided

@ HR-related processes

Involve team
members
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As soon as an employment relationship
ends in accordance with the contract, the
manager and the employee will receive a
letter at least three months in advance no-
tifying them of the termination of the em-
ployment relationship and requesting that
the employee register as a job seeker with
the Federal Employment Agency.

Discuss with the departing employee any
remaining vacation time, overtime, or mi-
nus hours, as well as any credits from the
lifetime work-time account (Lebenszeit-
arbeitszeitkonto LAK) for civil servants,
and work together to find a solution for
how to handle these matters.

In addition, the departing employee is en-
titled to a letter of reference.

Work with the departing employee to de-
termine how and by whom the announce-
ment of their upcoming departure should
be made: Would the employee prefer to
inform the team themselves, or should
this be handled by a manager? Who
should be informed, and through which
additional channels (e.g., the company
website)?

Then inform all team members (via email
or in person) about the departure from
the team.

If necessary, find someone to assist the
departing team member with the off-
boarding process (mentor).

Is there currently a replacement for the
departing person?
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Is the employee aware that their em-
ployment contract is ending?

Letter received from directorate VII

Remaining vacation days
Overtime or negative hours?
Lifetime Work Hours Account (Le-
benszeitarbeitszeitkonto LAK) (for
civil servants)
To create a job reference, administra-
tive and technical staff should con-
tact directorate VII; guidelines and
support are available on the ,,

“ page
for job references in the administra-
tive and technical staff division, the
“Verlingo” reference software is
available to assist you.

Vote on how to communicate the up-
coming departure.

Notify the team of the resignation
and/ or ask the employee to notify
the team

Provide clarity: Provide information
on next steps (handover plan, men-
tor, and, if necessary, filling the posi-
tion)

Find a mentor, if desired; if neces-
sary, involve the current representa-
tive more closely (while keeping the
workload in mind)
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Plan departure
individually

Filling the position

@ Create a handover
plan

@ Offer, prepare, and
conduct an

exit conversation
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Discuss with the departing employee
whether they would like to host a farewell
gathering and what the format of such an
event should be.

Should the position be filled? If so, please
initiate the job posting, recruitment, and
hiring process as soon as possible.

Have a list drawn up of the tasks to be
handed over and discuss it during your
joint exit conversation. Consider which
topics and projects should be continued
and which ones will be put on hold for
the time being. Think about how you can
distribute tasks within the team and
which topics might be taken over by a
new person. Also consider any permis-
sions and usage rights that may need to
be transferred.

Offer the departing employee an exit con-
versation. During this conversation, re-
flect on your time together, express your
appreciation for their work, and ask for
feedback. You’ll find a general outline for
such a conversation at the end of the
checklist.
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Should we invite people to the fare-
well party?

In what setting should the farewell
take place?

Will the job requirements and condi-
tions remain the same, or will the job
description need to be updated?

Are the required skills still the same,
or do applicants need to have addi-
tional skills?

Are there any internal candidates or
interested parties for the position?

( )

For more information, see directorate
VIL, A-Z:

Which tasks and projects need to be
assigned within the team? (Adjusting
job descriptions, keeping an eye on
workload) What issues remain unre-
solved?

Initiate the handover between the
departing employee and a team
member

What tasks will be assigned to a new
team member?

Initiate knowledge preservation
Consider the transfer of permissions
in next.hessenbox and SharePoint
When using customized software:
Transfer usage rights in a timely
manner or cancel the software

Offering a conversation

Prepare for the conversation
Conduct the conversation (see the
guide at the end of the checklist)
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2. The last day of work

On the last day of work, the goal is to say goodbye to the departing employee in person and collect their
work equipment.

Personal As a manager, you should say goodbye to A personal farewell from the man-
farewell the departing employee in person. ager

Return keys

Return work equipment (laptop,

Make sure that all issued work equipment e, A i )

and keys are returned. In addition, access
permissions to drives and other resources
should be revoked. Ideally, the departing
employee should set up an out-of-office
email message and provide the contact in-
formation for another team member.

Note on returning books to the Uni-
Return of equipment versity and State Library

C and completion Return of personal protective equip-
ment
Leave the office and other premises
in the condition agreed upon

Out-of-office message via email

3. After the last day of work

In this final phase, the employee has left the team, and the final steps must now be taken. These include
deactivating IT access rights and updating websites, email distribution lists, organizational charts, posters,
and nameplates. You should also consider for yourself whether and how you would like to stay in touch

with your former colleague, for example through an alumni network or similar.

@ IT permissions

Changes to the
exterior design

@ Stay in touch
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When an employment relationship ends,
the TU-ID is also deactivated. This process
occurs automatically. When the TU-ID is
deactivated, all assigned IT systems are
also deactivated (computer login, email,
Tucan, eduroam, VPN, personal mailbox
in the groupware, personal drives, per-
sonal storage in Hessenbox). You can find
all information about the TU-ID

The change should be reflected in all as-
pects of your team's public image.

Think about whether and how you’d like
to stay in touch with your former col-
league. Do you have an alumni network,
use social media, or have other contact in-
formation so you don’t lose that person
from your professional network?
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Have all work-related data been
transferred from your personal stor-
age locations? After a 4-week grace
period, the data in your personal
storage locations will be permanently
deleted.

E-Mail distribution list
Website
Organizational chart
Poster

Door signs

Revisiting and planning outreach ef-
forts
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Guidelines for an exit conversation

The exit conversation

During an exit conversation meeting, you have the opportunity to summarize a few key points and ex-
press your appreciation. In particular, points 4 and 5 of the exit conversation (see below) should be dis-
cussed and clarified as early as possible.

1. Appreciation & recognition
= Recap of time at TU Darmstadt: Achievements, notable contributions, milestones
» Thank you for your dedication and hard work
2. Reasons for leaving
= Provide an opportunity to discuss the reasons for leaving (voluntary departure, new challenges,
personal reasons, issues with management or others, career development opportunities for em-
ployees, etc.)
3. Feedback on work in your own unit
= Experience with teams, leadership, culture, and processes
= Seek suggestions for improvement (work organization, communication, or collaboration)
4. What needs to be handed over (Handover & Knowledge Transfer)
= Open projects, tasks, responsibilities
» Handover to colleagues (or training of successors)
»= Documentation of processes and knowledge
5. Administrative matters
= Unused vacation days, overtime, outstanding pay
= Qut-of-office email message
6. The future & building relationships
= Opportunities for future collaboration
= Offer to serve as a reference
= Stay in touch

Do you have any questions or would you like to discuss this further?
Take advantage of our personalized consulting services for offboarding
in human resources and organizational development (poe@zv.tu-darmstadt.de)
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