Draft Pro forma

For Development Of Your Health Service’s Own Policy

(Insert Health Service Name Here)
Exit Interview

Name: …………………………………………………………………………………………………

Position held: …………………………………………………………………………………………

Last day of employment   …../…../…..

Date of interview: …../…../…..

Opening of Interview

· explanation of the purpose

· discuss the various ‘housekeeping’ tasks associated with leaving the organisation, eg when and to whom to return keys, how they will receive their final eligible termination payment.

Questions

1. What is the main reason for leaving?

2. Do you think your work was appreciated by other staff and the health board?

3. Did you feel a sense of belonging to a team?

4. Did you receive adequate support, including training, in your position?

5. Can you tell us about your best and worst experience while you worked here?


6. Are there any changes you believe should be made to the position?

7. Did the position meet your expectations?

8. In the future would you consider applying for a job with us again?

9. What could this organisation have done to make your work here more satisfying? 

10. What changes to health service delivery could be made to improve the service?

11. Any other comments?

Signatures


………………………………
                       ……………………………

   

Employee                               Administrator/Delegate
Date:………………….

