Exit interview
	Leaver
	

	Job title and team
	

	Length of service
	

	Last working day
	

	Interviewer
	Not the leaver's line manager, where possible

	Date and format
	In person, video call or written



Before you start (read this out)
This conversation is voluntary. Your answers will be reported as themes, without your name. Allegations of harassment, discrimination or danger can't stay confidential, because we would have to look into them.
1. Reasons for leaving (tick all that apply)
☐  Pay or benefits
☐  Career progression
☐  Manager or leadership
☐  Workload or hours
☐  Flexibility or location
☐  The job wasn't what was described
☐  Team or culture
☐  Personal reasons
☐  Other
What made you start looking, and when?
What does the new role offer that we didn't?
Was there a moment when we could have changed your mind?
2. The role and the manager
Did the job match what you were told at interview?
Did you have the tools, training and information you needed?
How well did your manager support you? Any examples?
Did you get regular, useful feedback?
3. Growth and recognition
Could you see a future for yourself here? What was missing?
Was your work recognised fairly, including in pay?
4. Team and culture
What should we never change?
Did you ever feel excluded or held back? (You don't have to answer this.)
5. Ratings
	Statement
	1 (strongly disagree) to 5 (strongly agree)

	My job matched its description
	

	My manager supported me
	

	I had opportunities to develop
	

	My pay was fair for the work
	

	I would recommend working here
	



6. Handover
☐  Handover notes written and saved
☐  Equipment, keys and access returned
☐  Final pay, including any untaken holiday, explained
☐  Happy to be contacted after leaving? Yes / No
7. Action log (HR, after the interview)
	Theme
	What we heard
	Action
	Owner
	Due

	
	
	
	
	

	
	
	
	
	



Free template from runbooked.co. Delete this line if you like.




