
How to Build an Employee Offboarding Process: 
A Practical Guide for Home-Based Care Agencies

requent staff turnover is common in home-based care environments, making employee

offboarding a critical part of operational security. When former employees retain access to

email, EMR systems, or cloud platforms, agencies face increased cybersecurity and HIPAA

compliance risks. A structured offboarding process helps agencies protect patient information,

recover company-owned devices, and reduce the chance of unauthorized access after an

employee departure.

This guide explains why employee offboarding matters for home-based care agencies, how to

manage the process internally, and how IT Total Care helps organizations improve

operational consistency and compliance readiness.
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1. Why Employee Offboarding Matters for Home-Based Care Agencies

Home-based care agencies rely on email, EMR platforms, cloud storage, mobile devices, and 
remote access tools to support patient care operations. Without a standardized offboarding 

process, former employees may continue to have access to sensitive systems and 

information.

Why It Matters for Home-Based Care Agencies:

➢ HIPAA Compliance Support: Promptly removing system access helps agencies protect 

PHI and reduce compliance risks.

➢ Reduced Security Exposure: Former employees with active accounts can create 

cybersecurity and operational concerns.

➢ Device Accountability: A documented process improves the return, tracking, and reuse 

of company-owned devices.

➢ Operational Consistency: Standardized procedures reduce the likelihood that 

important offboarding steps are missed.

➢ Audit Readiness: Proper documentation helps agencies demonstrate mature 

operational and compliance practices.

For more information please contact, 
Brendan Duebner |  President |  IT Total Care 
Phone: (650) 425-3910  |  Email: BrendanD@ITtotalCare.com
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2. How to Build an Employee Offboarding Process Yourself

If your agency is managing employee offboarding internally, it’s important to create a 
repeatable process that clearly defines responsibilities, timelines, and access controls. 

Here’s a practical framework agencies can follow:

Step 1: Organize Employees into User Groups

➢ Create user groups based on employee roles and define which systems, applications, 

and devices each group can access during employment.

Step 2: Define Account Handling Procedures

➢ Identify which accounts should be disabled, deleted, or converted into shared 

accounts so the agency retains access to important operational information.

Step 3: Create a Device Return Policy

➢ Define where company-owned devices should be returned and how long they should 

be held before being reset and reassigned to another employee.

Step 4: Establish an Immediate Notification Process

➢ Require that the offboarding process begins as soon as a resignation or termination is 

confirmed to reduce delays in access removal.

Step 5: Assign Ownership Across Departments

➢ Clearly define responsibilities between HR, operations, leadership, and IT so each 

step of the offboarding process is consistently completed.

Step 6: Conduct Regular Access Audits

➢ Periodically review active user accounts to identify accounts that may not have been 

properly disabled during prior employee departures.

Limitations: Managing offboarding internally can become difficult as agencies grow or 

staffing changes increase. Inconsistent communication, delayed account removal, or 

incomplete device tracking can create operational and compliance gaps that place the 
organization at risk.

For more information please contact, 
Brendan Duebner |  President |  IT Total Care 
Phone: (650) 425-3910  |  Email: BrendanD@ITtotalCare.com
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3. How IT Total Care Supports Offboarding for Home Based Care Agencies

As a Bay Area MSP supporting healthcare organizations, IT Total Care helps home-based

care agencies create secure, repeatable, and HIPAA-conscious employee offboarding

procedures that align with operational and compliance requirements.

Our Offboarding Support Process Includes:

➢ SOP Development: We help agencies build user offboarding procedures tailored to their 

systems, staffing models, and compliance needs.

➢ Access Management Oversight: Our team helps define which accounts should be 

disabled, deleted, or converted into shared access accounts.

➢ Device Management Procedures: We create structured processes for receiving, 

holding, resetting, and redeploying company-owned devices.

➢ IT Offboarding Execution: Once the SOP is established, we manage the IT portions of 

the employee offboarding process for consistency and speed.

➢ User Account Auditing: We conduct regular reviews of active accounts to identify 

accounts that may have been missed during offboarding.

➢ Compliance & Reporting Support: Our team provides ongoing reporting and 

documentation to support HIPAA compliance readiness and audit preparation.

For more information please contact, 
Brendan Duebner |  President |  IT Total Care 
Phone: (650) 425-3910  |  Email: brendand@ittotalcare.com
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“One of the biggest issues we regularly see in home care, home health, and home hospice 

companies is a lack of a well thought out, written user offboarding process. Having a 
documented process helps agencies scale their team while retaining quality of care and 

staying compliant.” Brendan Duebner, President of IT Total Care

Ready to Strengthen Your Agency’s Offboarding Process?

At IT Total Care, we help home-based care agencies throughout the San Francisco Bay Area 
improve operational security, strengthen HIPAA compliance, and build reliable IT processes 

that protect patient information and support business continuity. From account management 

and device tracking to compliance support and ongoing audits, our team helps agencies 
reduce risk while staying focused on patient care.
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