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Offboarding is the process of separating an employee from the institution. While Human Resources is 

responsible for coordinating many facets of the offboarding process, it is not the sole responsibility of 

HR; the departing employee and their supervisor have several responsibilities as well. This guide is not 

intended to be all-encompassing as there may be additional duties based on the departing employee’s 

position.  

 

Departing Employee Responsibilities 

 Provide formal resignation notice to supervisor and HR. 

 Review and complete final time card or leave card. 

 Schedule exit interview with Human Resources. 

 Return all university property (electronics, purchasing card, ID card, parking tag, keys, etc.) to 

Human Resources (or approved proxy). 

o All department-specific items (procedure manuals, file cabinet keys, department 

supplies, etc.) are to be returned directly to the department.  

o If there are pending transactions on a purchasing card, code them properly and provide 

receipt to supervisor and/or the Business Office.   

 Ensure supervisor has list of all systems access (mailing lists, accessed network drives, 

OneDrives, etc.). 

 Ensure all electronic documents are moved off the H: drive and Desktop into the correct 

departmental drive.  

 Ensure all hard-copy documents, manuals, etc. are organized and filed appropriately.  

 Remove all personal items and tidy up office space.  

 Ensure that all non-Wittenberg online profiles and accounts are connected to a non-Wittenberg 

email address.   

 Create an “out-of-office” message on your email now that alerts people to your departure and 

advises them as to whom they should now be sending the item. 

 

Departing Employee’s Supervisor Responsibilities 

 Notify HR and IT where departing employee’s email and phone calls should be forwarded. 

o Email can be forwarded for 30 days.  

o Official retirees will maintain their email accounts and messages will not be forwarded.   

 Review and approve departing employee’s final time card or leave card. 

 Notify appropriate campus and external constituents of employee’s departure. 

 Ensure employee timecards/leave cards to be approved by departing employee are transitioned 

to another individual, including student employee timecards. 

 Transfer ownership of OneDrive (or Google, Dropbox, social media, and/or other “cloud” 

service) files to someone else in department. 
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 Terminate access to external systems upon departure (Slate, Salesforce, etc.). 

 Ensure all mailing lists “owned” by the employee are transitioned to another individual. 

 Determine if departing employee’s system access (network drives, etc.) needs to be accessible 

by someone else (supervisor, another employee).  

 Substitute purchasing cards on any auto-renewing products/services. 

 Ensure keys and other equipment are returned.  

 Work with departing employee to develop instructions and/or manual for completing 

processes/tasks prior to departure.  

 Secure all existing documentation such as manuals, instructions for completing processes, etc.    

 

HR Responsibilities 

 Receive/file formal resignation notice or other notice of termination. 

 Confirm final actual working day. 

 Calculate and update leave accrual (vacation/personal). 

 Request forwarding of email/phone following departure and communicate to ITS. 

 Confirm and receive any university-owned property to be returned (electronics, purchasing card, 

ID card, parking tag, keys, books, etc.). 

 Provide departing employee information about end of benefits (health, TIAA, life insurance, LTD, 

as applicable). 

 Schedule and conduct exit interview. 

 Coordinate final pay(s). 

 Coordinate retirement gift order, if applicable. 

 Notify ITS RE: ending account. 

 Terminate employee in Colleague. 

 

 

 

 

 

  


