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Name the issue: “I want to talk with you about….”

Select a specific example: “I heard…”

Describe your emotions/concerns: “I am concerned about this.”

Clarify why it matters (reference policy/stated performance 
expectation and impact): “This is important because…”

Invite the individual to respond: “Help me understand your point of 
view. Tell me….” 

Move into resolution by paraphrasing: “Yes, and…”.

Identify next steps. 

Check back at the designated follow up time.
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http://www.surveymonkey.com/s/WSUExitSurvey
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 HR Client Service Contact List: http://hr.wayne.edu/clientservices/about/contact.php  

 BAO Contact List:  http://bao.wayne.edu/communication.php 
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 http://computing.wayne.edu/desktechsupport 
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Business Affairs Officer 
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 http://hr.wayne.edu/clientservices/management-services/epaf-management.php   (To add 

verbiage to EPAF Summary regarding use unused/accrued vacation and/or overtime payout 

or dockings).  

☐

☐

☐

☐

☐

Human Resource Consultant (communicate with employee within 3 days) 
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☐Met with exiting employee and answered questions regarding off-boarding procedure. 
 Click here to enter a date.  
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http://hr.wayne.edu/clientservices/management-services/epaf-management.php
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Knowledge Transfer Questionnaire 

This information will be used to assist in identifying job related functions that may or may not be outlined in 
the job description.  Accurately identifying these functions will help us in our recruiting efforts. 
 

1.  What are the open projects that you are currently working on that are critical and/or time sensitive?  
Please describe. 
Click here to enter text. 

 
 

2.  Who are the any key contacts (internal/external) that we should be aware of?  Please provide their 
name(s) and contact information. 
Click here to enter text. 

 
 

3. What are the critical job functions that you perform on a regular basis that are NOT a part of your job 
description?  Please describe. 
Click here to enter text. 

4.  What passwords, user ID’s or other sign-on information, etc. for any external or third party vendor 
systems do you have access to?  Please list. 
Click here to enter text. 
 
 

5. Is there any additional information you would like to provide to help us in our recruiting efforts? 
Click here to enter text. 



 

 

 
EMPLOYEE OFF-BOARDING CHECK LIST 
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http://hr.wayne.edu/tcw/health-welfare/cobra-benefits.php
mailto:Payroll@wayne.edu
mailto:benefits@wayne.edu
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