A GOOD EXIT
CHECKLIST

A practical checklist for managing employee
exits with clarity and confidence, including
senior exit considerations

Handled well, exiting someone protects your business, reduces disruption and
supports everyone to move forward. Use this checklist to identify where you
may need support at each stage.

Set the foundation
e Confirm the business reason and objective for the exit.
e |dentify the most appropriate exit route (e.g. conduct, capability,
"\ redundancy, breach of a statutory restriction, SOSR).
e Check for any protected characteristics or risk factors.

Gather and review evidence
e Collect clear, current and relevant documentation.
e Ensure evidence supports the decision and is proportionate.
e Consider consistency of treatment with other employees.

Follow a fair process
e Plan and follow a structured process.
e Allow them to respond and consider their input.
e Keep detailed notes of all meetings and decision.

Communicate clearly and respectfully
e Communicate the decision clearly and calmly.
e Keep the focus on facts, not opinion.
e Treat the employee with dignity and professionalism.

Execute well
e Confirm contractual and statutory entitlements.
e Arrange the return of company property and manage systems access.
e Prepare key messages for internal communication.

Close and learn
e Check all actions are complete and documented.
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,_\-) e Review what went well and what could be improved.

e Keep records securely, in line with your data retention policy.




SENIOR EXIT

CONSIDERATIONS

As the stakes are higher when an individual also holds director or shareholder
responsibilities, these additional considerations will help you navigate each
stage of a senior exit confidently and securely.

Contracts & Roles
{:?:} e Review employment contracts, director service agreements and
// \\ shareholder agreements for alignment.
EJ/ O @ e |dentify all roles held by the individual: Employee, Director, Shareholder

W (“Three Hats” problem).
e Ensure resignation obligations and statutory removal mechanisms are

clear and enforceable.

Information & Access Control
e Secure confidential information, company devices and system access
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/ @ immediately.
| @ '« Monitor for unusual activity: data downloads, forwarding emails, client

/ contact changes.
e Implement a senior exit protocol: garden leave, working notice, or PILON
as appropriate.

Share & Legal Considerations
e Check shareholding and share option provisions: Good Leaver / Bad
Leaver, vesting, and transfer rules.
e Ensure restrictive covenants are reasonable, enforceable, and tailored
to role and market.
e Escalate promptly for legal advice if misconduct, breaches of fiduciary
duty, or High Court-level risks arise.

Want to dive deeper?

For a complete guide to managing employee exits with confidence, watch Part 1
of our Level Up webinar on demand. To explore the higher stakes considerations
of senior exits, be sure to check out Part 2.
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Part 1: Part 2:
Getting the Foundations Rig Senior Exits - Directors, Shareholders

and Preparing for Change and High Stakes Protections

( Watch Now ) ( Watch Now )
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https://weareloch.com/events/webinar-managing-employee-exits-part-1/
https://weareloch.com/events/webinar-managing-employee-exits-with-confidence-part-2-directors-shareholders-high-stakes-protections/

What can Loch

do for you?

LOCH | LEGAL

By taking care of your employment, corporate and commercial, disputes,
family and immigration law requirements, Loch will save you significant time
and effort, leaving you able to focus on what matters to you, in the total
confidence that you’re in safe hands and that we will find the right solution for
you. Our solicitors are as approachable as they are knowledgeable, and will
provide pragmatic and commercial solutions.

LOCH

People drive performance. Loch’s integrated People services connect HR,
training and wellbeing with the opportunity to also draw on Loch’s legal and
advisory expertise to protect, grow and futureproof your organisation. We act
as an extension of your team, offering proactive, joined up support across the
employee lifecycle to reduce risk, build capability and create lasting business
value.

LOCH | ADVISORY

With Loch’s business advisory support, ambitious organisations feel supported
with strategic, people focused solutions. By covering every angle, we give you
the confidence to move forward for long term success.
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Rest easy knowing your Legal battles can be
business is protected against Call us on financially draining, but with

the costs of potential 0203 667 5400 Employment Tribunal

employment disputes. to find out more insurance, you're covered.




Get in touch

Contact Us

Contact us at hello@weareloch.com
or 0203 667 5400.

To receive our updates, visit our
website www.weareloch.com and
sign up to our newsletter.

Legal Advice Disclaimer

e The information in this guide refers only to the laws of England and Wales. Laws and
regulations may be different outside of England and Wales.

e Whilst we strive to ensure that the information in this guide is correct, no warranty,
express or implied, is given to its accuracy and we do not accept any liability for error or
omission.

e We disclaim all liability in respect to actions taken or not taken based on any or all of
the content of this guide to the fullest extent permitted by law. You should seek
specialist legal advice in relation to specific circumstances.

e The copyright in all material is vested in Loch Law Limited. You may not copy any part
of this information or do any other act in relation to any part of this guide which is
prohibited by copyright.
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