Exit Interview


	Employee Details

	Name:
	Termination Date:

	Position Held:
	Length of Service:

	Reason for Termination
	

	Voluntary
	Involuntary
	Other Reasons

	 FORMCHECKBOX 
 Another position
	 FORMCHECKBOX 
 90 day trial period
	Please record the details here:

	 FORMCHECKBOX 
 Remuneration
	 FORMCHECKBOX 
 Termination
	

	 FORMCHECKBOX 
 Working conditions
	 FORMCHECKBOX 
 Restructure
	

	 FORMCHECKBOX 
 Relocation
	 FORMCHECKBOX 
 Redundancy
	

	 FORMCHECKBOX 
 Retirement
	Other 
	

	 FORMCHECKBOX 
 Personal reasons
	 FORMCHECKBOX 
 Other reasons
	

	Our Work Climate

	
	Very Satisfied
	Somewhat Satisfied
	Neutral
	Somewhat Dissatisfied
	Very Dissatisfied

	Overall work experience 
	
	
	
	
	

	Perception of our business’s overall communication with its team members
	
	
	
	
	

	The level of participation you had in making decisions that affected you
	
	
	
	
	

	Your perception of our ability to deal fairly with everyone on the team
	
	
	
	
	

	Your remuneration package
	
	
	
	
	

	Induction Processes:

To your role

To our business
	
	
	
	
	


	Employee Comments 

	What are your primary reasons for leaving?

	What were the positive aspects of your working relationship here at our business?  

	What did you find most frustrating about working with our business?  What do you feel are some of the challenges and weaknesses of your working within our business?



	Was the on-the-job training given to you beneficial to your performance?



	Do you feel that we have provided you with sufficient training, opportunities for development, advancement, benefits, etc.? 



	Are there any company policies or procedures that made your working relationships more difficult? (Probe further)

	Is there anything that we could have done to prevent you from resigning with us? (Probe further)

	What can you say about the way that you were managed and given feedback on your performance?

	What improvements do you think could be made to improve relationships with clients and sponsors?

	Would you recommend our workplace to others as a place to choice to be? (Probe further)


	Handover (If applicable)

	How and when would you prefer to pass on your knowledge to your successor?



	Interviewers Comments

	

	Interviewees Signature
	
	Interviewers Signature
	

	Date
	
	Date
	

	Office Use Only:

	Company Property Returned
	 FORMCHECKBOX 
 Lap top

 FORMCHECKBOX 
 Client files

 FORMCHECKBOX 
 Briefing notes for hand-overs

 FORMCHECKBOX 
 Mobile phone

 FORMCHECKBOX 
 Access keys and cards

 FORMCHECKBOX 
 Training manuals

 FORMCHECKBOX 
 Other business documentation

	Special Instructions for Final Payments:



	Final Payment Processed:                       

 FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No
	Eligible for Reappointment:        

 FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No
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