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EXIT INTERVIEWS

I.
PURPOSE:

To ascertain reasons for employee turnover and to identify both positive and negative employment conditions from the employee’s perspective so that working conditions may be enhanced.

II.
SCOPE:

Departmentwide.

III.
POLICY:

A.
Each employee voluntarily terminating employment will be contacted to complete an Exit Interview Survey.

B.
The Office of Human Resources (OHR) is responsible for attempting to obtain the Exit Interview Survey information from the terminating employee and for preparing the quarterly turnover reports.

C.
Information obtained from exit interviews shall be treated as confidential and shall not be placed in the employee’s personnel records.

D.
The supervisor shall notify OHR as soon as a notice of termination is received from the employee in order that the exit interview may be scheduled.
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