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The Knowledge Retention toolkit provides PHLs with a model to capture and retain explicit and
tacit knowledge (information) within their organization.

ONBOARDING PLAN

The Onboarding Plan should be developed
for any new employee. The plan supports
the transition of responsibilities through
assurance that key tasks are completed
and phased in over an extended period of
time (up to one year). Much of the
information collected from a departing
individual in the Managing Knowledge
section provides many of the components
for building the Onboarding Plan for a
particular position.

Knowledge Lifecycle of the Employee
Maximizing with the Knowledge Retention Toolkit
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The toolkit is designed to capture at-risk and critical knowledge that is specific to organizational
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performance and decision-making. It is intended to retain valuable information from employees &
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prior to their departure to help new employees and the organization adjust. Information
captured and retained also provides PHLs with insight on what is going well, as well as
opportunities for improvement.

The Knowledge Retention Toolkit includes the following three components:

» Managing Knowledge
» Exit Interview
» Onboarding Plan

MANAGING KNOWLEDGE

The Managing Knowledge section provides multiple
avenues to capture at-risk and critical knowledge
that is specific to performance and decision-
making. This section is designed to be
administered under the following conditions:
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EXIT INTERVIEW

The Exit Interview should be completed by
any departing staff. The tool provides an
opportunity to collect information about
what your organization is doing well and Comtores Grtca Knoulede for
opportunities for improvement. ustaeniy pertormance
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