
Legal Compliance Exit Interview Checklist for Employers
Ensure your organization meets all regulatory requirements with a comprehensive legal compliance exit interview checklist designed for
employers. This checklist helps systematically document employee departures while protecting company interests. It promotes transparency and
minimizes legal risks through thorough and consistent exit procedures.

Exit Interview Legal Compliance Checklist
Confirm receipt of formal resignation letter or termination notice.
Schedule and document the exit interview.
Review any outstanding contracts, confidentiality, and non-compete agreements.
Discuss final pay, unused leave balances, and timing of last paycheck in accordance with labor laws.
Collect and document the return of company property (ID badges, keys, devices, credit cards, etc.).
Disable employee access to physical and digital company systems.
Complete COBRA, health insurance, and benefits continuation paperwork if applicable.
Review post-employment obligations (intellectual property, client confidentiality, etc.).
Inform employee of any continuing obligations or ongoing cases affecting them or the organization.
Provide information on filing complaints or claims to relevant regulatory bodies.
Document the exit interview and key points discussed, signed by both employee and interviewer.
Archive all documentation securely in compliance with record-retention laws.
Update HR databases and organization charts.
Follow up with departing employee for post-exit questions, if required.

Best Practices
Conduct interviews in a private setting to maintain confidentiality.
Have a neutral HR representative or legal advisor present if warranted.
Use standardized forms for consistency and legal protection.
Stay updated on relevant federal, state, and industry-specific employment laws.

Disclaimer
This checklist is for informational purposes only and does not constitute legal advice. Consult with legal counsel to ensure compliance with
applicable laws and regulations.
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