
Top 10 Tips For: 
Managing Leavers
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Accept it, it’s inevitable
People won’t stick around forever, there are numerous reasons why people leave 
employment and we are currently at record highs for people moving from job to job 
according to the ONS. People leave – it’s the way of the world.

Create an ‘offboarding’ process 

Onboarding is a commonly used term in business but its opposite isn’t always 
considered. Having a process to follow can ensure consistency of delivery and can make 
all the difference in whether that leaver has positive memories of their last days in your 
business.
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3 Prepare for it
As we’ve said, it’s expected that people will leave so be sure to have your offboarding 
process ready, succession plans in place and contingency plans for when the inevitable 
happens.

4 Notice periods
Notice periods are critical for the protection of the business. Statutory requirements 
are remarkably low so ensure contractual notice periods are sufficient to allow for the 
effective recruitment of a replacement.

5 Treat people as you would like to be treated
As simple as it is effective, treating people as you would like to be treated is a good 
foundation for managing the process from resignation being handed in to that final day. 
That means getting those P45’s out in a timely manner!

petaurum
HR



petaurum
HR

London: 0203 667 7270, East Midlands: 01522 719438, East Anglia: 01728 726501 

info@petaurumhr.co.uk,  www.petaurumhr.co.uk

7

Boomerang
For want of a better analogy, much like a boomerang, if someone does leave you, you 
want them to immediately want to return to you. It’s then up to you to catch them 
again. This is especially important in highly skilled jobs or where experience is key. This 
saves time and money, training and you already know whether the person fits in with 
your team.

Exit interview
All leavers should get an exit interview and not on the last day. This is time to find out 
why they are leaving and whether anything be done in order to retain them. It’s also a 
good opportunity to share information about their post-employment with you.
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8 Contact details for future referee
It’s very probable that at some point your leaver will need to use you as a referee. 
Ensure they have the most up to date contact details should they require a reference.

9 Keeping in Touch / Alumni Network
A casual connection request on LinkedIn or social media keeps communication channels 
open. Better yet an ‘alumni’ type network with some benefits could really elevate you in 
the opinions of leavers.

10 The last day
Be consistent, ensure the day doesn’t just pass by without any care. A member of the 
team is leaving, it’s not an insignificant day.
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Contact us
This information is intended as a general overview and 
discussion of the subjects dealt with. 
For up-to-date and specific advice please contact us.


