Town of Hingham

EXIT INTERVIEW POLICY

It is the policy of the Town of Hingham to ask all employees terminating employment with the Town to complete an Exit Questionnaire at the time of an Exit Interview with the Human Resources Director or designee.

A. Human Resources will provide an exit interview questionnaire to individuals leaving employment with the employer.

B. Completion of the exit interview questionnaire does not constitute filing a formal complaint/grievance, nor does it compel or preclude filing a formal complaint/grievance.

C. An individual’s identity shall remain confidential with respect to responses to the exit interview.

D.
Exit interview results will be reviewed periodically by Human Resources in consultation with appropriate administrators for the purposes of identifying patterns or problems and developing strategies for the retention of employees.

TOWN OF HINGHAM

EXIT INTERVIEW CHECKLIST
Name:____________________________________ Dept:_________________________ Title:_____________________________

Employment Date:____________________   Termination Date:______________  

Reasons for Termination (check all that apply)

Better opportunity

Better compensation

Dissatisfaction with supervisors or co-workers

Health or maternity

Education

Relocation

Job security

Retirement

Other ____________________

Reactions and Opinions - please rate each factor according to the following scale:

1 = excellent  2 = good  3 = average  4 = fair  5 = poor

Supervision
Adheres to established policies and practices

Gives fair and equal treatment

Recognizes good performance and accomplishments

Develops cooperation

Encourages suggestions and innovation

Resolves problems and complaints

Training and Communication
Training received upon hire

Training for new procedures or technologies

Communication with supervisor

Communication/cooperation among others in department

Pay and Benefits
Base Pay

Benefits


EXIT INTERVIEW - PART II
What about the new employers offer appeals to you? _____________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

Was your job here what you expected after hearing it described in your hiring interview?   

________________________________________________________________________ 

________________________________________________________________________ 

How would you rate this position on the following:

substance of your work ___________________________________________________________________

________________________________________________________________________ 

________________________________________________________________________ 

level of your work load  

________________________________________________________________________ 

________________________________________________________________________ 

What did you like most about working here?  ________________________________________________________________________ 

________________________________________________________________________  

What did you like least?  

________________________________________________________________________________________________________________________________________________ 

What would you tell a new employee about working with the Town of Hingham? 

________________________________________________________________________________________________________________________________________________ 

What was the most common complaint among your co-workers?  

________________________________________________________________________________________________________________________________________________ 

What changes would you make to make this a better place to work?  

________________________________________________________________________________________________________________________________________________ 

(Signature, Employee)




(Signature, Interviewer)

________________________________________


_____________________________________________

 (Date) ______________




(Date)_______________ 

