Exit Interview Monitoring Form
Instructions

This form should be completed by the Line Manager undertaking the exit interview as a record of the points that were discussed.  

The employee should be informed that the purpose of the exit interview is to enable the Council to examine the reasons why people leave the organisation and to identify any improvements in employment practice that could be made.  Details supplied will be recorded on a database and used to produce regular monitoring information to help the Council develop its employment practices.  No individual will be identified in the reporting of information for monitoring purposes.
The employee should be made aware that any comments made during the interview would not influence future references or re-employment with the Council.  

If you have any queries regarding this form or the exit interview process, please contact your Personnel Office.
In the event that after discussion an employee refuses to take part in the process, managers should indicate this on the form and return the form together with employees monitoring details to Service Director.

Through discussion with the employee you should establish their views on the different aspects of working with Highland Council listed below and record any comments or suggestions for improvements. Example questions to stimulate discussion are included.
Interview Notes 
	Trigger Questions 


	· Do you find your job satisfying? If yes - why?  If not – why?
· Are there any changes to your job description or working environment that could have been made to improve your level of job satisfaction? Tell me about them.
· How did you feel about the workload associated with your job?



	Job Satisfaction 
	     

	
	
	
	

	Trigger Questions 


	· How would you describe the training provided to carry out your job?

· Have you had the opportunity to develop your career at Highland Council?

· Could any changes be made to improve training and career opportunities at Highland Council? Tell me about them.

	Career Progression and Development


	     


	Trigger Questions 


	· Do you feel the Highland Council’s employment practices and policies are supportive to employees? 

· Can you suggest any improvements that could be made to Council employment policies?

	Employment Policies 
	     

	
	
	
	

	Trigger Questions 


	· Have you made use of any of the Council’s flexible working arrangements? Which ones have you used and how have they benefited you?

· Could you suggest any improvements that the Council could make to help you balance your home and work life?

	Work-Life Balance


	     

	

	Miscellaneous Comments
Please note any other comments made in relation to the employee’s reason to leave the Highland Council:


	     



	Signature of Line Manager:
	
	Date
	

	
	
	
	

	Signature of Employee:
	
	Date
	


Manager Feedback

Exit Interview of                         (Employee)

	Key Impressions of Reason for Leaving 


	
	
	
	

	Are there any changes that you intend to make locally as a result of the exit interview?

	     

	
	
	
	

	What improvements/
changes would you propose for the Service as a result of this exit interview?


	     


	Signature of Line Manager:
	
	Date
	


Send copy to Service Director
Keep copy in Employee’s Personal File

