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								    				    Sample (S10) EMPLOYEE EXIT INTERVIEW FORM



Employment Clearance Form Name :



Employee No. :



Designation :



Department :



An employee is required to return the Company’s properties to the respective Department before leaving the service of the Company. He/She is instructed to bring this form to the various Departments as stated below to obtain Clearance before collection of salary. Please tick at appropriate boxes. 1.



Employee’s Own Department



Outstanding items : Value : $



Clea Cleare red d by : (Signature Supervisor)



2.



Date Date : of



Store



Outstanding items : Value : $



Clea Cleare red d by :



(Signature Storekeeper)



Date Date : of
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 Sample (S10) EMPLOYEE EXIT INTERVIEW FORM 3.



Human Resource Department



Staff ID Pass Locker Key Uniforms (Welder shirts etc.)



jacket,



T-



Safety Shoes Outstanding items : Value : $



Cleared by :



Date : Human Resource



The above details have been noted by ___________________ and salary payment has been / will be made on ___________________.
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 Sample (S10) EMPLOYEE EXIT INTERVIEW FORM



Exit Interview Form



Employee’s Name:



Department:



Position:



Immediate Supervisor:



Employed:



Last Work Day:



Employee comments (use reverse side if necessary): Reason for leaving :



Supervisor(s):



Co-workers:



Progress (salary, position, responsibility): responsibility):



Working conditions:



Improvements that could be made to your job:



Other comments/suggestions:



Comments of interviewer:



Date:



Code:



Interviewer: (HR Office)
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 Sample (S10) EMPLOYEE EXIT INTERVIEW FORM



Exit Interview Form Date : Name :



NRIC No. :



Location / Dept :



Supervisor :



Hire Date :



Termination Date :



Starting Position :



Ending Position :



Starting Salary :



Ending Salary:



PART I : Reasons for Leaving More than one reason may be given if appropriate; if so, circle primary reason. ( ( ( ( ( (



RESIGNATION ) Took another position ) Pregnancy — Home / Family needs ) Poor health — physical disability ) Relocation to another city ) Travel difficulties ) To attend school



( (



) )



•



•



( ( ( ( •



( ( ( ( (



No response to recall from layoff Others (Specify)



LAID OFF ) Lack of work ) Plant / facility closure ) Abolition of position ) Lack of funds DISCHARGE ) Absenteeism ) Violation of rules, policies, etc. ) Unsatisfactory work performance ) Intoxication ) Others (Specify)



( ( ( ( ( (



) ) ) ) ) )



(



)



Dissatisfaction with salary Dissatisfaction with type of work Dissatisfaction with supervisor Dissatisfaction with co-workers Dissatisfaction with working conditions Military leaves of absences (6 months or more) Failure to return from leave of absence



( (



RETIREMENT ) Voluntary retirement ) Compulsory retirement



( ( ( (



) ) ) )



•



Tardiness Dishonesty Insubordination Drug addiction



Plans after Leaving :



continued 
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 Sample (S10) EMPLOYEE EXIT INTERVIEW FORM PART II : Comments / Suggestions for Improvement We are interested in our employees’ comments about their work experience with _____________________  Please complete this form. YOUR ANSWERS WILL BE HELD CONFIDENTIAL. 1. What did you like most about your job? 2. What did you like least about your job? 3. How did you feel about pay and benefits?



• • • • • • • •



Excelle Excellent nt ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( )



Rate of pay for your job Paid holidays Paid vacations Retirement plan Medical coverage for self Medical coverage for dependants Life insurance Sick leave



Good Good ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( )



Fair Fair ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( )



Poor Poor ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( )



4. How did you feel about the following?



•



•



• •



•



•



•



•



•



•



• •



•



Very Satisfied your ( )



Opportunity to use abilities Recognition for the work you did Training you received



Your supervisor’s management methods The opportunity to talk with your supervisor The information you received on policies, programmes, projects, and problems The information you received on departmental policies and organisational structure Promotion policies and practices Discipline policies and practices Job transfer policies and practices Overtime policies and practices Performance review policies and practices Physical working conditions



Slightly Satisfied



Slightly Dissatisfied



Neutral



Very Dissatisfied



(



)



(



)



(



)



(



)



( (



) )



( (



) )



( (



) )



( (



) )



( (



) )



(



)



(



)



(



)



(



)



(



)



(



)



(



)



(



)



(



)



(



)



(



)



(



)



(



)



(



)



(



)



(



)



(



)



(



)



(



)



(



)



(



)



(



)



(



)



(



)



(



)



(



)



(



)



(



)



(



)



(



)



( (



) )



( (



) )



( (



) )



( (



) )



( (



) )



( (



) )



( (



) )



( (



) )



( (



) )



( (



) )



Comments :



continued 
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 Sample (S10) EMPLOYEE EXIT INTERVIEW FORM 5. What has your new place of employment offered you that is more attractive than than your present job?



6. Other remarks :



(Optional)



Employee’s Signature



Date
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