
Comprehensive Exit Interview Checklist for HR
Managers
The comprehensive exit interview checklist is an essential tool for HR managers to ensure all critical
topics are covered during employee departures. It helps gather valuable feedback, identify potential issues,
and improve retention strategies. Utilizing this checklist enhances the overall exit process and supports
organizational growth.

Checklist
Preparation

Review employee's personnel file and work history.
Schedule the exit interview at a convenient time.
Prepare the exit interview form or questionnaire.
Ensure a private, comfortable setting for the interview.

Administrative Tasks
Collect resignation/termination letter (if applicable).
Discuss notice period and last working day details.
Inform relevant departments (IT, payroll, facilities, security).

Conducting the Interview
Explain the purpose and confidentiality of the exit interview.
Ask job satisfaction and workplace experience questions.
Discuss reasons for leaving and factors influencing the decision.
Obtain suggestions for improving the organization or role.
Ask about relationships with management and coworkers.
Inquire about training, development, and support provided.

Feedback Collection
Request feedback on compensation, benefits, and work-life balance.
Document positive aspects and areas for improvement.
Note any patterns or recurring concerns.

Exit Formalities
Arrange for return of company property (ID badge, equipment, keys).
Provide information on final paycheck, benefits, and references.
Discuss confidentiality, non-disclosure, or non-compete agreements.

Follow-Up
Thank the employee for their service and candor.
Summarize key points and confirm next steps, if any.
Share relevant feedback with management confidentially.
Store interview documentation securely.

Tips for Effective Exit Interviews
Listen actively and remain neutral.
Encourage honesty by emphasizing confidentiality.
Use open-ended questions to promote detailed responses.
Track trends and address recurring issues to boost retention.
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