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Dress
At (Company Name) we are constantly reviewing our business and people approaches to ensure that we more than meet expectations.  Feedback from our clients and team members is one of the best means for us to test our "best practice" approaches.

Whilst you work with (Company Name), we gain your feedback via surveys, the Performance Appraisal System and directly from conversations with you.

When a team member separates from (Company Name), (either permanently or through job transfer) we use the opportunity to conduct an exit interview as a way of not only finding out the circumstances of why people may leave our company, but also to understand how we can improve our business for the future.  The General Manager/Managing Director is responsible for conducting exit interviews.

As you would expect from (Company Name), we respect the confidentially of the views and opinions expressed by our team.  We will only share the information gained from an exit interview with the Manager of that team member and the Executive Manager.

Procedure

1. The exiting employee is to complete an Exit Interview form. 

2. The General Manager/Managing Director will set a meeting for an exit interview on the last day of employment. 

3. At the exit interview the General Manager/Managing Director will discuss the form and the working experience at the Company. 

4. On completion of the exit interview, once the Return of Goods form is authorised and handed over, final payment will be authorised. 

5. Final settlement monies will be deposited into the employee’s bank account within 3 days of cessation of employment.

	Exit Interview Report

	Name:
	Departure Date:

	Position:
	Length of service:

	Location:
	Interviewed by:

	Date:
	

	Reasons for Resignation (tick one or more boxes)

	
	Salary
	
	Conditions
	
	Poor supervision/leadership

	
	Hours
	
	Casual taken off books
	
	No future progress

	
	Location
	
	Medical
	
	Personality clash

	
	Retrenchment/ Retirement
	
	F/Time Study
	
	Workmates/no teamwork

	
	Dismissal
	
	Job Content
	
	Other – specify

	

	Comments

	

	

	

	What did you enjoy?
What did you NOT enjoy?

	
	Learning new skills
	
	Few career opportunities

	
	Receiving performance feedback and recognition for job well done
	
	Lack of recognition for improved performance and only receiving negative feedback

	
	Achieving results
	
	Poor performance reviews/no reviews

	
	Clear and challenging job responsibilities
	
	Unclear responsibility/job description

	
	Satisfying customers
	
	Overloaded or not enough work

	
	Opportunity to achieve bonuses, incentives
	
	Personality clash

	
	Support from team members
	
	Lack of support from team members

	
	Excellent leadership skills from the manager
	
	Poor leadership from managers

	
	Career opportunities
	
	Inflexible working hours/long hours

	
	Communication regarding the company
	
	Little communication/interaction

	
	Other
	
	Salary not to market level


	What could the Company have done to prevent your departure?

	
	Allow a balanced work and family life
	
	Balanced workload

	
	Change hours
	
	Improve communication

	
	Improve mentor scheme
	
	Increase salary

	
	Offer more variety and work challenges
	
	Offer promotion

	
	Provide better career planning/development
	
	Provide flexible work opportunities

	
	Provide better training
	
	Other


How would you rate the organisation on each of the following:

	
	Excellent
	Above Avg
	Average
	Below Avg
	Poor

	Fair & equal treatment by management
	SYMBOL 114 \f "Wingdings"
	SYMBOL 114 \f "Wingdings"
	SYMBOL 114 \f "Wingdings"
	SYMBOL 114 \f "Wingdings"
	SYMBOL 114 \f "Wingdings"

	Recognition of your position
	SYMBOL 114 \f "Wingdings"
	SYMBOL 114 \f "Wingdings"
	SYMBOL 114 \f "Wingdings"
	SYMBOL 114 \f "Wingdings"
	SYMBOL 114 \f "Wingdings"

	Development of co-operation & teamwork
	SYMBOL 114 \f "Wingdings"
	SYMBOL 114 \f "Wingdings"
	SYMBOL 114 \f "Wingdings"
	SYMBOL 114 \f "Wingdings"
	SYMBOL 114 \f "Wingdings"

	Resolving complaints & problems
	SYMBOL 114 \f "Wingdings"
	SYMBOL 114 \f "Wingdings"
	SYMBOL 114 \f "Wingdings"
	SYMBOL 114 \f "Wingdings"
	SYMBOL 114 \f "Wingdings"

	Communication with employees
	SYMBOL 114 \f "Wingdings"
	SYMBOL 114 \f "Wingdings"
	SYMBOL 114 \f "Wingdings"
	SYMBOL 114 \f "Wingdings"
	SYMBOL 114 \f "Wingdings"

	On-the-job training
	SYMBOL 114 \f "Wingdings"
	SYMBOL 114 \f "Wingdings"
	SYMBOL 114 \f "Wingdings"
	SYMBOL 114 \f "Wingdings"
	SYMBOL 114 \f "Wingdings"

	Employee benefits
	SYMBOL 114 \f "Wingdings"
	SYMBOL 114 \f "Wingdings"
	SYMBOL 114 \f "Wingdings"
	SYMBOL 114 \f "Wingdings"
	SYMBOL 114 \f "Wingdings"

	Communication and implementation of salary review process
	SYMBOL 114 \f "Wingdings"
	SYMBOL 114 \f "Wingdings"
	SYMBOL 114 \f "Wingdings"
	SYMBOL 114 \f "Wingdings"
	SYMBOL 114 \f "Wingdings"

	Communication and implementation of Bonus

Incentive Scheme
	SYMBOL 114 \f "Wingdings"
	SYMBOL 114 \f "Wingdings"
	SYMBOL 114 \f "Wingdings"
	SYMBOL 114 \f "Wingdings"
	SYMBOL 114 \f "Wingdings"


Were physical working conditions (light, desk, chairs, work stations, etc. satisfactory?
 If not, which specific conditions could have been improved?


Would you recommend the organisation to a friend looking for employment?

If not, why?

Comments

	

	

	







            ____________________________________
Employee




General Manager/Managing Director 
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