
 
 

Exit Interview Form 

 

 

Copyright © ConnectsUs HRTM 1 / 7 Document #: DP-HR-4600-M-1.0 

This is a generic template for reference only. Consult current legislation in your area to ensure compliance. Document Owner: HR 
This file includes embedded ConnectsUs identifiers. Prohibited use without a valid license. Learn more. Last Updated: <insert date> 

Exit Interview Form 

Interview & Employee Information  

Employee name: Insert name 

Title: Insert title 

Manager: Insert name of employee's manager 

Employment status: 
 Regular Full-Time  Regular Part-Time 
 Temporary Full-Time  Temporary Part-Time 

Tenure: Insert tenure years 

Last day of work: DD/MM/YYYY 

Position classification: 
 Administration  Coordinator  Manager 
 Director  VP  Other 

 

Date of exit interview: DD/MM/YYYY 

Interview conducted by: Insert name 

Reason for Departure 

 

Reason for departure  Resignation  
 End of Contract  
 Other (please provide details in Comments) 

 
Comments:        PR
EV

IEW
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Employment Factors 

Please rate the following employment factors, some of which may have influenced your decision to 
leave the Company.   

If your reasons for leaving the Company were not primarily related to your employment, please rate the 
factors in terms of your overall satisfaction level with each factor.   

In other words: 

 If you were very satisfied with the factor, you would choose ‘Not an influencing factor’. 

 If you were not satisfied, you would choose ‘Strong influencing factor’. 

If reason for 
departure is 
resignation, what is 
the primary reason for 
the resignation? 

 Another job opportunity  
 Further education 
 Retirement 
 Personal reasons 
 Other (please provide details in Comments) 

 
Comments:        

Lack of orientation  Strong influencing factor  Somewhat of an influencing factor 

 Not an influencing factor  Not applicable 
 
Comments:        

Lack of policies and 
procedures 

 Strong influencing factor  Somewhat of an influencing factor 
 Not an influencing factor  Not Applicable 

 
Comments:        
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Lack of overall 
communication 

 Strong influencing factor  Somewhat of an influencing factor 
 Not an influencing factor  Not applicable 

 
Comments:        

Your workload  Strong influencing factor  Somewhat of an influencing factor 
 Not an influencing factor  Not applicable 

 
Comments:        

Lack of training 
opportunities 

 Strong influencing factor  Somewhat of an influencing factor 
 Not an influencing factor  Not Applicable 

 
Comments:        

Lack of career 
advancement 
opportunities 

 Strong influencing factor  Somewhat of an influencing factor 
 Not an influencing factor  Not applicable 

 
Comments:        

Lack of resources and 
tools to do your job 

 Strong influencing factor  Somewhat of an influencing factor 
 Not an influencing factor  Not applicable 
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Lack of feedback  Strong influencing factor  Somewhat of an influencing factor 
 Not an influencing factor  Not applicable 

 
Comments:        

Lack of input into 
decisions that affect 
your work 

 Strong influencing factor  Somewhat of an influencing factor 
 Not an influencing factor  Not applicable 

 
Comments:        

Lack of recognition  Strong influencing factor  Somewhat of an influencing factor 
 Not an influencing factor  Not applicable 

 
Comments:        

Relationships with co-
workers within your 
immediate team or 
department 

 Strong influencing factor  Somewhat of an influencing factor 
 Not an influencing factor  Not applicable 

 
Comments:        

Relationships with 
staff in other 
departments or teams 

 Strong influencing factor  Somewhat of an influencing factor 
 Not an influencing factor  Not applicable 

 
Comments:        
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Relationship with 
your manager 

 Strong influencing factor  Somewhat of an influencing factor 
 Not an influencing factor  Not applicable 

 
Comments:        

Your salary  Strong influencing factor  Somewhat of an influencing factor 
 Not an influencing factor  Not applicable 

 
Comments:        

The position was not 
what you expected 

 Strong influencing factor  Somewhat of an influencing factor 
 Not an influencing factor  Not applicable 

 
Comments:        

Your physical working 
environment 

 Strong influencing factor  Somewhat of an influencing factor 
 Not an influencing factor  Not applicable 

 
Comments:        

Employee morale  Strong influencing factor  Somewhat of an influencing factor 
 Not an influencing factor  Not applicable 
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Tell Us More 

Summary 

What could we have 
done to improve your 
work experience? 

Comments:        

Is there anything we 
could have done to have 
you remain with us? 

 Yes  No  
If yes, please elaborate in Comments below. 
 

Comments:        

What did you least enjoy 
about working at the 
Company? 

Comments:        

What did you most enjoy 
about working at the 
Company? 

Comments:        

What would you say was 
your overall work 
satisfaction rating? 
10 = Couldn’t be better 
5 = Neutral – not bad, but 
not great 
1 = Couldn’t be worse 

 1  2  3  4              5 
 6  7  8  9  10 

 
Comments:        

Would you consider 
working for the Company 
in the future? 

 Yes  No  Not applicable  
 
Comments:        
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Is there anything else you would like to tell us? 

Comments:        

 

 

May we provide a copy of your feedback to 
your manager?  Yes  No  

May we identify you as the provider of this 
feedback? Yes  No  
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