Exit Interview Checklist for Confidential Employee Feedback

An exit interview checklist ensures confidential employee feedback is gathered systematically, promoting honest and constructive insights. It
helps organizations identify areas for improvement while respecting employee privacy. This tool is essential for enhancing workplace culture and
retaining talent.

Exit Interview Checklist

1. Schedule the Interview
o Arrange the exit interview before the last working day.
o Ensure a private and comfortable setting.
o Informthe employee about the purpose and confidentiality.
2. Prepare Interview Materials
o Exit interview questionnaire or feedback form
o Company property return checklist.
o Fnal paperwork (e.g., benefits, last paycheck).
3. Conduct the Exit Interview
o Ask open-ended questions about the employee's experience.
o Encourage honest feedback without judgment.
o Take notes and ensure responses are confidential.
4. Topics to Cover
o Reasons for leaving
o Job satisfaction and challenges
o Work environment and relationships
o Suggestions for improvement
o Support and resources provided
5. Post-Interview Actions
o Securely store feedback results.
o Communicate key findings (anonymously) to management.
o Implement improvements based on trends and feedback.

Confidentiality Commitment

All responses will be kept strictly confidential and used only for organizational improvement. Individual identities will never be disclosed.
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