This tool provides an example of an exit interview for you to have a final feedback from your employees on their work experience at your company. This feedback aims at improving your working conditions and performance. You may adapt it to your business needs and employment conditions.

EXIT INTERVIEW QUESTIONNAIRE

We would appreciate your taking the time to answer the following questions as honestly as possible. Your individual responses are treated as confidential.                                        

We believe that this information is of vital importance and it will assist us in analyzing the factors contributing to turnover. Thank you for your cooperation.                          

[To be filled before giving to the departing employee]

------------------------------------------------------------------------------------------------------------

NAME: 







EMPLOYMENT DATE:  



 

SUPERVISOR:    






TERMINATION/END OF CONTRACT DATE:    
              

DEPARTMENT:     



               UNIT:    





                                 

------------------------------------------------------------------------------------------------------------

1. What type of work did you do?                                       

2. What prompted you to seek alternative employment? 

[Not applicable for those on retrenchment, end of contract or termination]                

      __Type of work              __Quality of supervision                   

      __Compensation            __Work conditions                                    
      __Harassment                __Discrimination      

      __Lack of recognition     __Family circumstances                        

      __Self-employment        __Health reasons    

      __ Career opportunity (Please describe)                      

      __ Uncertainty over job continuation

      __ Too much pressure to meet targets

      __ Inability to sustain advancement in disciplinary skills
      __ Lack of challenges and opportunities to function in a multi-disciplinary environment

      __Other (Please specify)     

3. Before making your decision to leave, did you investigate the possibility of a job enrichment or transfer?                                      

                                                                           __Yes __No                                                          

If "yes", what options were offered?                 

4. What did you think of your supervision in regard to the following?                                                          

(Rate as; Always, Usually, Occasionally, Never. Briefly explain) 
[applicable to all categories of staff]                                                                    

Demonstrated fair and equal treatment                            

Provided recognition on the job                                  

Developed cooperation and teamwork                               

Encouraged/listened to suggestions                               

Resolved complaints and problems                                 

Followed policies and practices                                  

5. How would you rate the following in relation to your job?           

(Excellent, good, fair, poor) 
Cooperation within your department/unit/colleagues                          

Cooperation with other departments/units                                                       

Communications in your department/unit/colleagues                                                       

Communications within the organization as a whole       

Communications between you and your direct supervisor                      

The training you received                                        

Potential for career growth                                      

Opportunity for advancement         
6. Was your workload usually:                                          

      __ Too heavy  

      __ Varied, but all right 
      __ About right 
      __Too light                                                               

      Comments: ________________________________________________          

7. How did you feel about your salary and the employee benefits provided by the organization?   (Excellent, good, fair, poor)                                         

         Base salary                                                      

         Medical Plan                                            

         Life/Group Insurance Plans                                                   

         Vacations                                                        

Are there any other benefits you feel should have been offered?        __Yes __No                                                          

      If "Yes," what?______________________________________________         

      Any other comments on benefits? ______________________________ 
8. How frequently did you get feedback and / or performance reviews? What were your feelings about them?                        
9. How frequently did you have discussions with your manager about your career goals?                                            

10. What did you like most about your job and or the organization?           

11. What did you like least about your job and or the organization?          
12. What does your new job offer that your current job does not?           

13. Would you recommend the organization to a friend as a place to work?                                                                                                             __Yes, without reservations __Yes, with reservations __No           
14. What kind of job are you moving into and in which organization?

15. Would you consider rejoining …………………………..(current employer)?                                                                      

16. Additional comments about your job or the organization:      

17. As a learning organization, we very much appreciate you highlighting your concerns in such an open manner so that we can explore avenues for improvement. Having been with the organization for this period, are there areas that you think we have learned as a result and made efforts to improve?

18. Any last general comments     

Signed: ………………………………………………  Date :………………………

