
Employee Exit Interview Policy 
 
 

1. Introduction 
 

This comprehensive Employee Exit Interview Policy outlines the procedures and 
guidelines for conducting exit interviews with departing employees. The purpose of 
this policy is to gather valuable feedback, identify areas for improvement, and 
maintain positive relationships with former employees. 

 
1.1 Policy Objectives 

 
Gather honest feedback about the employee's experience with the company 

 
 

Identify areas for improvement in workplace policies, procedures, and culture 
 
 

Understand reasons for employee turnover 
 
 

Maintain positive relationships with departing employees 
 
 

Protect company assets and confidential information 
 
 

1.2 Scope 
 

This policy applies to all employees leaving the company, regardless of their 
position, tenure, or reason for departure. This includes voluntary resignations, 
retirements, and involuntary terminations where appropriate. 

 

2. Exit Interview Process 
 

2.1 Scheduling 
 

The Human Resources department is responsible for scheduling exit interviews. 
Ideally, the interview should be conducted on the employee's last day of work or 
within one week of their departure. 

 
2.2 Format 

 



Exit interviews may be conducted in the following formats: 
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In-person interview (preferred method) 

 
 

Video conference 
 
 

Phone interview 
 
 

Written questionnaire (in cases where a live interview is not possible) 
 
 

2.3 Duration 
 

Exit interviews typically last between 30 to 60 minutes, depending on the 

employee's tenure and the depth of feedback provided. 
 

2.4 Interviewer 
 

Exit interviews should be conducted by a trained HR professional or a neutral third 

party to ensure objectivity and confidentiality. 
 

3. Exit Interview Content 
 

3.1 Standard Questions 
 

The following topics should be covered in every exit interview: 
 

Reason for leaving 
 
 

Job satisfaction and engagement 
 
 

Relationship with manager and coworkers 
 
 

Company culture and work environment 
 
 

Compensation and benefits 
 
 

Training and development opportunities 
 
 

Suggestions for improvement 
 
 

3.2 Department-Specific Questions 
 



Additional questions may be included based on the employee's role and 

department to gather more targeted feedback. 
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3.3 Open-Ended Discussion 
 

The interviewer should allow time for open-ended discussion to capture any 

additional insights or concerns the employee may have. 
 

4. Confidentiality and Data Protection 
 

4.1 Confidentiality Statement 
 

At the beginning of each exit interview, the interviewer must explain the 
confidentiality policy and obtain the employee's consent to use the information 
provided. 

 

4.2 Data Protection 
 

All exit interview data must be stored securely and in compliance with relevant data 

protection regulations (e.g., GDPR, CCPA\. 
 

4.3 Anonymity 
 

Individual responses should be kept anonymous when reporting trends or patterns to 

management. 
 

5. Follow-up Procedures 
 

5.1 Data Analysis 
 

HR should regularly analyze exit interview data to identify trends, patterns, and 

areas for improvement. 
 

5.2 Reporting 
 

Quarterly reports summarizing exit interview findings should be presented to 

senior management and relevant department heads. 
 

5.3 Action Planning 
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Based on the insights gathered, HR should work with management to develop action 

plans to address recurring issues or implement suggested improvements. 
 

6. Special Considerations 
 

6.1 Involuntary Terminations 
 

In cases of involuntary termination, the decision to conduct an exit interview should 
be made on a case-by-case basis, considering the circumstances of the termination 
and potential legal implications. 

 

6.2 Remote Employees 
 

For remote employees, video conferencing should be the preferred method for 

conducting exit interviews to maintain a personal connection. 
 

6.3 High-Level Executives 
 

Exit interviews for high-level executives may be conducted by a board member or an 

external consultant to ensure impartiality and gather strategic insights. 
 

7. Legal Considerations 
 

7.1 Non-Disparagement Agreements 
 

If applicable, remind departing employees of any non-disparagement agreements they 

may have signed. 
 

7.2 Final Paycheck and Benefits 
 

Ensure that all legal requirements regarding final paychecks and benefits are met and 

communicated to the departing employee. 
 

8. Post-Employment Communication 
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8.1 Alumni Network 
 

Invite departing employees to join the company's alumni network, if available. 
 

8.2 Future Opportunities 
 

Leave the door open for potential future employment or collaboration 

opportunities, when appropriate. 
 

9. Policy Review and Updates 
 

This Employee Exit Interview Policy should be reviewed annually and updated as 
necessary to reflect changes in best practices, legal requirements, or company 
needs. 

 

10. Conclusion 
 

A well-executed exit interview process is crucial for continuous improvement and 
maintaining a positive employer brand. By following this comprehensive policy, our 
organization can gain valuable insights, address issues proactively, and foster a culture 
of open communication and continuous improvement. 

 
 

Remember: The success of this policy depends on consistent implementation, 
thorough analysis of feedback, and a genuine commitment to acting on the insights 
gained from departing employees. 
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