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HR Guide – Alumni Program 

Employees will inevitably leave your business from time to time for a variety of reasons. It is 

important that you create a culture and environment where people enjoy coming to work and are 

reticent to leave. That said, people do move away or decide to take an extended break; for 

example to raise children or they may get an offer from elsewhere that is too good to refuse. 

Given how difficult it is to find quality employees, it makes enormous sense to run an Alumni 

Program. This is an opportunity for the ex-employees of your business to stay connected and to 

be kept current with the business and its progress. It is not uncommon for an ex-employee to 

become a future client, to refer or recommend your business and even to get re-hired down the 

track. 

It is relatively simple to run an effective Alumni Program with the assistance of modern 

technology; you might email ex-employees (with their permission of course) with updates or you 

could set up a group on LinkedIn and interact that way. You need to communicate, say, on a 

quarterly basis, sharing what is happening in the business – your Alumni Newsletter. You will 

need to ensure that you maintain your Alumni’s contact details (ensuring their privacy is not 

compromised) and you can initiate this process at the end of the exit interview. It should be 

stressed that the program is, of course, totally voluntary. 

Many organisations hold annual events where ex-employees can socialise, reminisce, share 

stories and leads. 

Process to follow: 

 Promote the Alumni Program as a positive initiative and an extension to the organisation 
itself 

 Talk about it at the Orientation stage 

 When conducting the Exit Interview raise the subject of the Program again and ask whether 
the individual would be interested in joining 

 If not, let them know that if they ever change their mind they are welcome to join at a later 
date 

 If they agree, update the Alumni Program Participants register to ensure that they receive the 
Alumni Newsletter and notification of any relevant events 

 A week after the individual has left send them the Alumni welcome email to ensure they know 
they have been added to the register 

 

 

 


