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1. Employee Details

	Employee Name
	
	Leaving Date
	

	Job Title
	
	Eligible for Re-hire
	YES / NO 

(please delete one)


2. Reason for Leaving 

	Voluntary
	Involuntary

	Personal Reasons
	
	Breach of Contract
	

	Another Position
	
	Reorganisation
	

	Relocation
	
	End of Contract
	

	Retirement
	
	Redundancy
	

	Other (please state)
	
	Other (please state)
	


3. Comments

	Employee Comments

	

	Interviewer Comments

	


4. Signed 
	Please ensure that the employee has completed the Exit Interview Questionnaire prior to signing this section

	Employee
	
	Date
	

	Interviewer
	
	Date
	

	Job Title of Interviewer
	


Exit Interview Questionnaire
	1. 
	What are your primary reasons for leaving?

	


	2. 
	Is there anything the company could have done to prevent you from leaving?

	


	3. 
	Did the job meet with your initial expectations?

	


	4. 
	Were you managed satisfactorily e.g. line management, regular appraisals?

	


	5. 
	Were you offered and able to complete suitable job-specific training? 

	


	6. 
	Were you offered and able to complete personal development training?

	


	7. 
	What did you find most satisfying about your job?

	


	8. 
	What did you find most frustrating about your job?

	


	9. 
	How could the organisation improve for the future?

	


	10. 
	Would you consider returning to this company in the future?

	


	11. 
	Would you recommend this company to a friend as a good place to work?

	


	12. 
	Are there any additional points you wish to add?
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