ORGANIZATION LOGO                    

                           EXIT INTERVIEW SUMMARY


	EMPLOYEE’S DETAILS

	Name
	
	Base
	

	Position
	
	Department
	

	Date of Hire
	
	Line Manager
	

	

	EXIT INTERVIEW DETAILS

	HR Interviewer:
	
	Date of exit interview:
	

	The Exit Interview Assessment Summary is a guide to assist the HR Department to conduct & document exit interviews.  Under no circumstances should it be completed by the employee.

	What is employee’s reason for leaving name of organization?
	

	What is the general feeling of his/her mission (positive or otherwise)? 
What would you do differently?
	

	How does the employee rate:
	
	Excellent
	Good
	Fair
	Poor

	
	His/her Performance
	
	
	
	

	
	Learning and Development opportunities received  
	
	
	
	

	
	Responsibilities
	
	
	
	

	
	Hours worked
	
	
	
	

	
	Support from line manager
	
	
	
	

	
	Salary
	
	
	
	

	
	Benefits package
	
	
	
	

	Additional comments
	

	Organizational Culture

	Relationship with colleagues/ coordination/Regional Office/HQ
	

	Name of organization Policies & Practices

Safeguarding, PSEA policies

· During your time with name of organization have you experienced any Safeguarding and SEA related issue? 
· Do you feel name of organization handles Safeguarding and PSEA cases appropriately? (e.g. protection of victim, using survivor centered approach etc) Yes/No

· IF No, what improvements would you recommend?  
· Do you feel the workforce are knowledgeable and have access to organizational policies including safeguarding and PSEA tools and resources? 
· Do you feel our beneficiaries and communities where we work are aware and have been sensitized of our safeguarding and PSEA policies, procedures and reporting mechanism?
· Do you feel the external stakeholders we work with are aware of and adhere to our safeguarding and PSEA policy procedures and reporting mechanism?

 
Feedback on other organizational policies 

	

	3 key things to improve or change? 
	

	Would the employee be willing to work with name of organization again?

	


2

