York St John University

Exit Interview: Template
The following is intended to provide managers with a template for an exit interview should one be conducted with a member of staff.  It is intended as a template only and can be amended to adequately record the nature of the discussion.  

Date of Interview:


Name of Employee:


Faculty/Department:


Job title:

What is the employee’s reason for leaving (please choose all that apply)

	 FORMCHECKBOX 

	End of contract

	 FORMCHECKBOX 

	Ill Health

	 FORMCHECKBOX 

	Ill Health as a result of an accident or violent incident at work

	 FORMCHECKBOX 

	Retirement (at 60 or 65)

	 FORMCHECKBOX 

	Early Retirement

	 FORMCHECKBOX 

	Ill Health Retirement

	 FORMCHECKBOX 

	Career Break (ie maternity / paternity)

	 FORMCHECKBOX 

	Training or Education

	 FORMCHECKBOX 

	Promotion or further experiences

	 FORMCHECKBOX 

	To change work / shift pattern

	 FORMCHECKBOX 

	To reduce hours

	 FORMCHECKBOX 

	To increase hours

	 FORMCHECKBOX 

	Childcare difficulties

	 FORMCHECKBOX 

	Carer difficulties

	 FORMCHECKBOX 

	Domestic commitments

	 FORMCHECKBOX 

	Dissatisfaction (pay related)

	 FORMCHECKBOX 

	Dissatisfaction (career related)

	 FORMCHECKBOX 

	Dissatisfaction (role did not meet expectations)

	 FORMCHECKBOX 

	Dissatisfaction (other, please specify)

	 FORMCHECKBOX 

	Harassment / bullying (please specify)

	 FORMCHECKBOX 

	Stress (work related)

	 FORMCHECKBOX 

	Stress (home related)

	 FORMCHECKBOX 

	Excessive workload

	 FORMCHECKBOX 

	Discrimination (please specify)



What is the employee’s reason for requesting an Exit Interview?
To discuss:


Job satisfaction




Relationship with manager


Relationship with colleagues

Team working

Pay

Quality of work life balance


Flexible working


Training & Development

Other

Details of discussion:


Did you agree to take any action as a consequence of the feedback received?  


Yes:


No:


Is there anything that York St John could have done that would have helped retain the employee?

Additional Notes (if required):
To be returned to Human Resources when all other documents held by the department/faculty relating to the departing employee’s employment are returned. 



























































































If yes, action agreed:
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