
EXIT INTERVIEW FORM
 

Name of the Resigned Individual

:
     
Function/Location



:
     
Name of Immediate Manager

:
     
Interviewee’s comments 


:
     
Score the attributes below with a response which comes closest to how you feel or act:

1.
Always/absolutely

2.
Most often/to a great extent

3.
Sometimes/fairly

4.
Rarely/somewhat

5.
Never/not at all
	S No
	Attribute
	Score
	Comments

	1
	I am aware of  the business policy/strategy
	     
	     

	2
	I feel the Company is focused in its business strategy
	     
	     

	3
	My job role is clear and is in line with business/functional strategy & goals
	     
	     

	4
	My job is challenging (in terms of targets)
	     
	     

	5
	I am given guidance and support on a regular basis
	     
	     

	6
	My manager takes quick decisions


	     
	     

	7
	I am comfortable with the appraisal process
	     
	     

	8
	I enjoy autonomy/degree of freedom on job is high
	     
	     

	9
	I see growth opportunities in the job


	     
	     

	10
	My good work is recognized/appreciated
	     
	     

	11
	My job has helped me to develop skills which will be useful for my career
	     
	     

	12
	I am provided technical and managerial updates on the job by my manager
	     
	     


	S No
	Attribute
	Score
	Comments

	13
	I have received formal training necessary to enhance my skills
	     
	     

	14
	I feel the company is professional


	     
	     

	15
	The organisational environment supports learning
	     
	     

	16
	The problems faced on job are resolved
	     
	     

	17
	The suggestions made to improve job or make work environment more conducive are accepted
	     
	     

	18
	My compensation meets my expectation
	     
	     

	19
	Employee Benefits meet personal & family expectations
	     
	     

	20
	Personnel Administration in the Company is effective, friendly and timely (eg., LTA, Salary issues, Medical benefits)
	     
	     


(If  you have any further comments/suggestions, you may enclose an additional sheet)

Individual’s Name
:       




Signature 
:     
Date


:       




Place

:      
Discussing Manager’s  comments :


(Please remember the objective of the Exit Interview is to obtain feedback)

1. The main issue responsible for the individual’s resignation is :

____________________________________________________



____________________________________________________



____________________________________________________





(only one issue please)


2.
What are secondary issues which may have reinforced the individual’s



decision to leave ?



____________________________________________________



____________________________________________________



____________________________________________________


3.
What are the two key suggestions made by the individual which can



actually change (for the better) the way we work ?



____________________________________________________



____________________________________________________



____________________________________________________

Discussing Manager’s  Name
:      


Signature
:      
Date


:        




Place

:      

