Board Offboarding Checklist                                                                       Provincial Agencies, Boards, and Commissions
The purpose of this guide is to provide guidance on the steps that should be taken when an agency, board, or commission (ABC) member is departing. 
The purpose of offboarding is to provide departing members with an opportunity to transfer their knowledge to current or incoming board members and to ensure a smooth transition.
This list is not intended to be prescriptive and should be adapted to meet the needs of an ABC.  
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Key Offboarding Steps
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	☐	Thank the member for their contributions.


	☐	Ensure the member has an opportunity to provide feedback to help improve the ABC. Consider if an exit interview is needed.


	☐	Establish any necessary protocols for future communications. E.g., who to contact if they have additional feedback, are they available for consultation, do they wish to support future recruitment efforts?


	☐	Ensure the return of any physical assets and files.


	☐	Confirm that the member has destroyed any sensitive information they had access to during their term.


	☐	If the ABC uses board management software, ensure the member’s account is closed and/or access revoked.


	☐	If the ABC uses corporate email services, ensure the member’s account is deactivated. 


	☐	If the member receives remuneration through Payroll Services and the end date is different than the end date provided at onboarding, ensure Payroll Services is informed the member’s term has ended.


	☐	Cleary communicate deadlines for submitting outstanding expense claims.


	☐	Update internal and external ABC membership and/or contact lists. 


	☐	If a departing board member is also the chair of a committee, additional steps should be taken to ensure a smooth transition and that all relevant files are transferred to the incoming committee chair. 
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