Exit Interview Guidelines
[bookmark: _GoBack]The exit interview provides an opportunity to receive transparent feedback about your company from a departing employee. It also provides a chance to gain valuable insights into what employees really think about their time in your workplace – information that could be used in the future to improve staff retention and the quality of the organisation.
While exit interviews should allow for candour, comments or complaints, employees who were retrenched or terminated may be clouded by emotions or negativity, and not accurately reflect the overall pulse of your organisation. In fact, because this type of departure from an organisation is upsetting, these individuals may not wish to take part in an exit interview.  Exit Interviews should not be compulsory, but the most helpful exit conversations take place with people who leave voluntarily.
Learn how you can handle an exit interview, so that departing staff leave on positive terms with minimal impact on your company’s brand or reputation, while allowing you to gain a better understanding of how employees regard your workplace.
How to conduct an exit interview
Even with the best laid plans for an exit interview, departing employees don’t always have positive things to say; so, the first thing to remember is to be prepared for negative comments.
Don’t take anything personally and resist the urge to make any negative comments of your own (even if the exiting employee may express their negative impressions).  While a staff member may use the exit interview to vent, the responsibility falls to you to remain professional and composed and uphold the good reputation of your company.
Focus on what’s being said
The exit interview is a time to focus on the employee’s comments and keep your own input to a minimum.
The benefit of having pre-prepared questions is that you have discussion points to focus on. Allow the departing employee to do the bulk of the talking, to help you understand any weakness in your workplace practices.
End the interview by thanking the employee for their contribution to the company. Maintaining a positive outlook is important as it never pays to burn bridges with a former employee. Not only could they return to your workplace further down the track, but they could also have secured a role with a competitor, supplier or other stakeholder, where any public negative views could be damaging to your organisation.
What to weigh up after the exit interview
Once the exit interview is completed, go back over your interview notes and consider how you can put the information you’ve gathered to good use.
Outgoing employees can give you an in-depth understanding of your workplace, and whether there are weaknesses in your recruitment process or company structure that may have led to this outcome. It’s important to look at exit interviews as a learning process above all – one that can provide you with vital information that can lead to improved retention rates and help your company attract high-calibre employees in the future.


Exit Interview - {Organisation Name}

Employee Name:		<insert name>
Position:			<insert position>
Date of interview:		<insert exit interview date>

What are the reasons for leaving?

Select one or more:

	
	Higher pay
	
	Better benefits
	
	Better career opportunity

	
	
	
	
	
	

	
	Improved work life balance
	
	Career change
	
	Closer to home

	
	
	
	
	
	

	
	Conflict with other employees
	
	Conflict with managers
	
	Family and/or personal reasons

	
	
	
	
	
	

	
	Travel
	
	Study
	
	

	
	
	
	
	
	


· Comments






Please rank the following:

The Job itself
	
	Strongly
Disagree
	Disagree
	Agree
	Strongly Agree

	
	
	
	
	

	Job was challenging
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	There were enough opportunities for career advancement 
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Workload was manageable
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Enough resources and staff were available
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Your colleagues listened and appreciated your suggestions 
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Your skills were effectively used
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	You had access to adequate training and development programs 
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	



· What do you think can be improved about the job?




Exit Interview – <Insert employee’s name>

Remuneration & Benefits
	
	Strongly
Disagree
	Disagree
	Agree
	Strongly Agree

	
	
	
	
	

	The salary was adequate in relation to your responsibilities
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Salary was paid on time
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Other benefits were good 
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	[bookmark: _Hlk1552155]Work-life balance was promoted and practiced
	
	
	
	
	
	
	
	
	
	
	
	



· What improvements, other benefits could the company offer?






The Company
	
	Strongly
Disagree
	Disagree
	Agree
	Strongly Agree

	
	
	
	
	

	When you started, did the induction help and was it accurate
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Was a good and positive environment to work in
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Had adequate equipment to do the work
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Got on well with other staff within the company
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	There were enough staff to cover the work
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	The company was efficient in its dealings
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Internal communication worked well
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	There was no bullying or harassment 
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	There was adequate parking facilities
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	The organisation did not discriminate against any employee
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	



· What do you think can be improved about the Department and Company?





Exit Interview – <Insert employee’s name>

Supervisor / Line Manager
	
	Strongly
Disagree
	Disagree
	Agree
	Strongly Agree

	
	
	
	
	

	Had enough knowledge of the job
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Is experienced in supervision
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Was open to suggestions
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Recognised and acknowledged achievements
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Acknowledged employees’ contributions
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Offered and promoted ways to develop
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Provided constructive feedback
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Clearly communicated management decisions and how they would affect your work
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Maintained a professional relationship with you
	
	
	
	
	
	
	
	
	
	
	
	



· What are your suggestions or improvements for your Supervisor or supervision generally in the company?




Management
	
	Strongly
Disagree
	Disagree
	Agree
	Strongly Agree

	
	
	
	
	

	Gave fair and equal treatment
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Was available to discuss job related issues
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Encouraged feedback and suggestions
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Maintained consistent policies and practices
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Provided recognition for achievements
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Gave opportunities to develop 
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Provided constructive feedback
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Clearly communicated decisions and how they would affect your work
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	



· What are your suggestions or improvements for Management?




· Any other comments or feedback?




Thank you for completing this information. Your responses will be treated with total confidence. 
