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	FREE CAREERS WEBSITE TEMPLATE
Careers website exit checklist
What to secure, export and agree before you switch careers website provider.



Use this with the 90-day plan. Tick each item, record who owns it and the date it was done. Work through sections 1 to 3 in your first week, before you tell the provider you are leaving.
1. Contract and commercial
	Done
	Item
	Owner
	Date

	☐
	Find the contract term, renewal date and notice period, and diarise the last date to give notice.
	
	

	☐
	Check for auto-renewal and the price increase cap.
	
	

	☐
	Find the termination, transition and data return clauses. Note any fee for exporting your own content.
	
	

	☐
	Confirm who owns the design, the content, the images, the domain and the URLs.
	
	

	☐
	Check what happens to your data after the end date, and the deletion process.
	
	

	☐
	Ask the provider in writing for a named transition contact and a handover plan.
	
	

	☐
	Agree a run-off period: the new careers website goes live before the old one is switched off.
	
	



2. Content and media export
	Done
	Item
	Owner
	Date

	☐
	Export every page and article as HTML or structured text with headings, links and metadata (titles, descriptions, canonical tags).
	
	

	☐
	Export all images and video at original quality, with file names and alt text.
	
	

	☐
	Export downloads such as PDFs and policies.
	
	

	☐
	Export every translated version and the language mapping between versions.
	
	

	☐
	Export forms, talent community sign-up lists and consent records, with the date and wording of consent.
	
	

	☐
	Export employee stories, team pages, location pages and any structured content.
	
	

	☐
	Record fonts, brand colours, templates and component designs for rebuilding.
	
	



3. Domain, DNS and technical
	Done
	Item
	Owner
	Date

	☐
	Confirm you control the domain and who holds the DNS login.
	
	

	☐
	List every URL on the careers website with its traffic, links and rank (from a crawl and Search Console).
	
	

	☐
	Check SSL certificate ownership and renewal.
	
	

	☐
	Record analytics, tag manager and consent management set-up, and any conversion events.
	
	

	☐
	List all integrations: applicant tracking system, CRM, job feeds, single sign-on, chat and email.
	
	

	☐
	Record robots.txt, sitemaps, hreflang tags and structured data in use.
	
	

	☐
	Save a full crawl and a set of page speed and accessibility reports as the baseline.
	
	



4. Jobs and applications
	Done
	Item
	Owner
	Date

	☐
	Document how jobs reach the website: feed, API or widget, and how often it refreshes.
	
	

	☐
	Document how applications are sent to the applicant tracking system, including which fields and consent are passed.
	
	

	☐
	Plan a job feed that continues without a gap during the cutover.
	
	

	☐
	Test an application end to end on staging before launch.
	
	

	☐
	Check that expired jobs return the right response and that structured data for jobs is valid.
	
	



5. Launch, redirects and monitoring
	Done
	Item
	Owner
	Date

	☐
	Build a redirect map: every old URL to the closest new URL, one to one, with no chains.
	
	

	☐
	Test redirects on staging and again within an hour of launch.
	
	

	☐
	Submit the new sitemap in Search Console. Keep the old property.
	
	

	☐
	Watch crawl errors, indexed pages, applications and traffic daily for the first two weeks.
	
	

	☐
	Keep the old careers website running, or at least the redirects, for at least 90 days.
	
	



6. People and communications
	Done
	Item
	Owner
	Date

	☐
	Tell recruiters, hiring managers and employer brand teams the dates and what will change.
	
	

	☐
	Prepare a short message for candidates mid-application and a holding message for live job adverts.
	
	

	☐
	Brief your recruitment agencies and job boards on any link changes.
	
	

	☐
	Train editors on the new system before launch, not after.
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