Exit Interview Form


Staff Details and Employment History

Employee name











Position












Department












Supervisor












Employment Start Date

  /  
  /  

End Date

  /  
  /  

Staff Feedback Section

Please provide your honest and balanced feedback on your time with us.  This will assist us in improving the way we do business and the way we manage and treat our staff going forward.

Reason for Leaving

Please tick the relevant box of between 0 and 5 next to each of the following factors in your decision to leave the business. (0 – Not relevant , 5 - Important reason).

	Factor
	0
	1
	2
	3
	4
	5

	Relocation
	☐
	☐
	☐
	☐
	☐
	☐

	Better job
	☐
	☐
	☐
	☐
	☐
	☐

	Better pay and conditions
	☐
	☐
	☐
	☐
	☐
	☐

	Opportunity for advancement
	☐
	☐
	☐
	☐
	☐
	☐

	Dissatisfaction with salary
	☐
	☐
	☐
	☐
	☐
	☐

	Retirement / Illness or leaving workforce
	☐
	☐
	☐
	☐
	☐
	☐

	Dissatisfaction with work
	☐
	☐
	☐
	☐
	☐
	☐

	Distance to travel to work
	☐
	☐
	☐
	☐
	☐
	☐

	Lack of job flexibility
	☐
	☐
	☐
	☐
	☐
	☐

	Employment Conditions
	☐
	☐
	☐
	☐
	☐
	☐

	Other (please provide brief explanation below)
	
	
	
	
	
	


Other reason 







































Other Feedback

Please circle Yes or No for the most accurate answer to the following questions.

Was the amount of work / output / results expected of you reasonable?

Yes
 No

Was the work you were doing in line with expectations when you joined us?
Yes
 No

Were you given clear instructions and understood the purpose of your work
Yes
 No
Was the induction process effective and help you to settle in to your role?

Yes
 No 

Was there sufficient clarity about the company’s expectations?


Yes
 No
Did you receive the level and amount of training that you expected?

Yes
 No

Was the training and development given relevant and satisfactory to your needs?
Yes
 No
Were career advancement opportunities offered/available to you?


Yes
 No
Do you feel your salary and benefits were in line with the market?


Yes
 No

Do you think your supervisor/manager is effective in their role?


Yes
 No

Did you discuss your intention to resign with your supervisor/manager?

Yes
 No
Do you think the business has having a positive and caring approach to staff?
Yes
 No
Would you say as a general rule that all staff are good at their jobs?

Yes
 No

Would you say that staff morale was positive and that staff work as a team?
Yes
 No

Were you kept informed about changes in the business / systems etc.?

Yes
 No

Do we have a fair, equitable and consistent performance appraisal system?
Yes
 No

Would you recommend a friend or colleague to consider working for us?

Yes
 No
What were the things about your role that you enjoyed the most?

What were the things about your role that you enjoyed the least?

What do you think is the best thing that we do in treating / managing staff and running our business?

What is the one area where you think we could improve our performance / systems / outcomes?

Are you aware of the restrictions imposed on you in relation to contacting our clients etc. that are included in your signed Staff Engagement Letter?


  FORMCHECKBOX 

Yes
 FORMCHECKBOX 

No

Comments












Optional to answer:

If you are taking up another position, where will you be working and what will you be doing?

Do you have any other suggestions that we should consider when handling / managing staff?
Once you have completed the Feedback information above please provide the completed document to the supervisor / manager that will be conducting the formal Exit Interview.

Employee signature 






 Date 



INTERVIEWER COMMENTS
Following the interview provide a brief summary of the reason for the staff member leaving.

What are the opportunities to improve our business arising out of the interview?
Any other comments:

Where possible the Exit Interview is to be conducted by a staff member who was not the direct supervisor or manager of the person leaving.  The original of this form is to be placed in the Staff File.
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