

Exit Interview
	EMPLOYEE DETAILS

	Name:
	
	Department:
	

	Role:
	
	Line Manager:
	

	Start Date:
	
	End Date:
	

	Full Time/ Part Time/ Flexible
	
	Permanent / Temporary
	



	Is this the only position you have held in the organisation?  If not, what other positions have you held?



	Why did you begin to look for a new job (if applicable, if not, why are you leaving)?




	What has ultimately led you to accept the new position (if applicable)?




	To what extent did you feel you were equipped to do your job well?

☐Very Well                 ☐ Well                     ☐Average                ☐Poor



	Is there any way we could have helped you do your job better? (please explain)



	To what extent were you given clear goals and objectives for your role and for your advancement?

☐Always                     ☐Often                   ☐ Seldom                   ☐Never


	
Please explain:



	

	Have your duties changed since you took on the role?  If so, how?





	Please describe the relationship with your manager.  Were you satisfied with the way you were managed?




	How would you describe the culture of the Organisation?




	What specifically did you like about working here?  What will you miss the most?




	What did you dislike about your job?



	Do you have any suggestions about how the job could be improved?  If so, have you raised them with your line manager?




	What are your views about the leadership team?





	How valued did you feel in your role by:

	Line Manager
	☐Always      ☐Often      ☐Seldom      ☐Never

	Team
	☐Always      ☐Often      ☐Seldom      ☐Never

	Senior Management Team
	☐Always      ☐Often      ☐Seldom      ☐Never

	Please explain:




	Did your line manager:
	Always
	Often
	Seldom
	Never

	Explain the goals of the department
	☐	☐	☐	☐
	Give adequate instruction/guidance
	☐	☐	☐	☐
	Listen to suggestions
	☐	☐	☐	☐
	Provide constructive feedback on your performance
	☐	☐	☐	☐
	Give praise when due
	☐	☐	☒	☐
	Keep you informed about your progress
	☐	☐	☐	☐
	Reward you for high performance
	☐	☐	☐	☐
	Provide you with opportunities for development
	☐	☐	☐	☐
	How would you rate the following pay and benefits provided by the Organisation?
	Very Good
	Good
	Average
	Poor

	Salary
	☐	☐	☐	☐
	Pension
	☐	☐	☐	☐
	Life Assurance
	☐	☐	☐	☐
	Sick pay
	☐	☐	☐	☐
	Holiday
	☐	☐	☐	☐
	Are there any other benefits you would like to have seen provided at the organisation?






	How did you feel about the level of communication within your team?






	Did you feel you were kept well informed about what was happening within the organisation as a whole?  ☐Yes ☐No
Please explain:


Who did you receive the most information / communication from?
☐Colleagues
☐Line Manager
☐Senior Managers


	Do you feel you were given an effective induction into the organisation?  ☐Yes ☐No
Please explain?





	How well do you think you were trained to perform your role?

☐I received adequate training
☐I could have benefitted from more training
☐I did not receive adequate training
☐I never received any training
Please explain:




	What is your opinion of the career development opportunities within the organisation?




	Do you feel that the right opportunities for training were available to you to develop your career within the organisation?
Please explain:




	How do you feel about your work life balance while working for the organisation?




	How would you rate the following aspects of working for the organisation
	Very good
	Good
	Average
	Poor

	Work equipment
	☐	☐	☐	☐
	IT services
	☐	☐	☐	☐
	HR services
	☐	☐	☐	☐
	Finance services
	☐	☐	☐	☐
	Facilities / reception
	☐	☐	☐	☐
	
Would you recommend this organisation as a good place to work to friends and family?




	What could have been done for you to remain employed here?




	If you could change anything about the job or the organisation, what would that be?




	Would you consider coming back to work here in the future and why? 




	If you are moving to another job, for which organisation will you be working?




	Any other comments?






Thank you for completing this questionnaire.  We wish you all the very best for the future.

Please return the completed form to [NAME/DEPARTMENT].




