[image: ]                                     Exit Interview
	

NAME: 
	
JOB TITLE:

	PROJECT/CONTRACT: 
	

	HIRE DATE: 
	START DATE IN POSITION: 

	SEPARATION DATE: 
	TOTAL LENGTH OF SERVICE: 

	OTHER POSITIONS HELD WITH ORGANIZATION:


	1. Please describe the primary reason(s) you are leaving your current position.

	






	2.  How did the job compare to your expectations coming in?

	







	3.  What were the positive aspects about your job, manager, and/or the organization that caused you to stay as long as you did?

	







	4.  What do you consider to be the biggest challenge this organization now faces and needs to overcome?

	







	5.  In your opinion, what were the top three barriers to productivity in your job or work unit? Did you have the resources and support necessary to do your job effectively?

	







	6.  What would you suggest to management to encourage positive workplace culture, teamwork, success at your job, and great work experience?  How was your relationship with your manager/team lead?

	







	7.  Would you recommend this organization to others as a place to work? Why or why not?

	

	8.    Do you have any other comments, suggestions, unresolved issues ?

	


	9.
	Please rate the following aspects of the organization overall. Use the 1 – 5 scale below.

	
	1
Poor
	2
Below Average
	3
Average
	4
Good
	5
Excellent

	Recruitment process
	
	
	
	
	

	New employee orientation                               
	
	
	
	
	

	Training opportunities
	
	
	
	
	

	Career development opportunities
	
	
	
	
	

	Employee morale
	
	
	
	
	

	Fair treatment of employees
	
	
	
	
	

	Recognition for a job well done
	
	
	
	
	

	Support of work-life balance
	
	
	
	
	

	Cooperation within the agency
	
	
	
	
	

	Communication between management and employees
	
	
	
	
	

	Performance and development planning and evaluation
	
	
	
	
	

	Interest and investment in employees
	
	
	
	
	

	Commitment to customer service
	
	
	
	
	

	Concern with quality and excellence
	
	
	
	
	

	Administrative polices/procedures
	
	
	
	
	

	
10.
	Please rate management on the following factors. Use the 1 – 5 scale below.

	
	1
Never
	2
Seldom
	3
Sometimes
	4
Often
	5
Always

	Gave usable performance feedback                               
	
	
	
	
	

	Recognized accomplishments
	
	
	
	
	

	Clearly communicated expectations                          
	
	
	
	
	

	Treated you fairly and respectfully
	
	
	
	
	

	Coached, trained, & developed you
	
	
	
	
	

	Provided leadership
	
	
	
	
	

	Encouraged teamwork & cooperation
	
	
	
	
	

	Resolved concerns promptly
	
	
	
	
	

	Listened to suggestions & feedback
	
	
	
	
	

	Kept employees informed
	
	
	
	
	

	Supported work-life balance
	
	
	
	
	

	Provided appropriate & challenging assignments
	
	
	
	
	




To Be Completed by HR/Management Only

	Checklist Items
	HR/Management              Initials

	Access Cards/Items to Deactivate

	· Keys, Key Cards, Tokens
	

	· Company/Other Entity ID Badge and Lanyard
	

	· Client ID Badge
	

	· Common Access Card (CAC) 
	

	· Harvest/Final Timesheet: 
	

	· Email Account(s)
	

	· Insperity Portal
	

	Equipment and Files

	· Task Manager has possession of necessary hardcopy and softcopy files
	

	· Hardware/Software returned 
	

	· Laptop
	

	· MiFi/Hot Spot Device
	

	· Parking Pass
	

	Passwords

	· Voicemail:
	

	· Computer Login:
	

	· Locked files:
	

	· Databases/Systems Login:
	

	Discussions (see below)

	· Insurance Coverage (Medical, Dental, Life and Disability) – coverage ends: 
	

	· 401K Plan – coverage ends:   
	

	· Final paycheck:
	

	· Vacation pay out and/or reimbursement to employer:  
	

	· Feedback from employee (document)
	

	Contact Information

	· Email Address: 
	

	· Mailing Address:
	

	· Phone Number(s):
	








Discussion Points

1. Medical and dental coverage terminates at the end of the month during which employment ended.  COBRA is available for continuation of medical insurance and information will be mailed to the employee if they request it.  Life insurance coverage, which includes disability insurance, ends on the last date of employment with APA.

2. 401K funds can be left in the company plan until rolled over into a plan sponsored by a new employer or withdrawn completely.  New employers provide enrollment forms for a roll over.  APA provides forms to withdraw funds without rolling them into a new plan. 

3. A final paycheck will be provided the pay date following the date of termination.  The final paycheck will be deposited directly into the employee’s bank account in the same manner as all other paychecks. The final paycheck includes salary, and any unused vacation hours. If vacation hours were exceeded beyond the actual accrued prior to last day of employment, amount may be deducted from final paycheck. 


I hereby certify that all of the information provided by me in this document (or any other accompanying or required documents) is correct, accurate and complete to the best of my knowledge. I agree to the use of this document, only as feedback in order for the company to improve policies, and procedures moving forward, as it will remain confidential.



	_____________________       				_________________________________
     	    Employee Name (print)               			    HR Representative/Management (print)



	_________________      		            		_________________________________
         	     Employee Signature                  		             HR Representative/Management Signature                                                                                                     
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Thank you for your candid comments. All responses will be kept confidential.
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