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EXIT INTERVIEW PRO FORMA
	Personal Details

	Name:  
	
	Job Title:
	

	Church/Circuit:
	
	Location:
	

	Line Manager:
	
	Salary:
	

	Start Date:
	
	Termination Date:
	

	Start Date in Current Job:
	
	
	

	Date of Exit Interview:
	
	Exit Interviewer:
	


	Employee’s job history within the Company

	Dates
	Job Title
	Salary

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Job Description and Duties

	1. What did you like most about your current job and why?
	

	2. What did you like least about your job and why?
	

	3. Do you feel that the job description given to you when you took the job on accurately describes the role?
	

	4. Where your duties clearly described to you when you took on the role?
	

	5. Have your duties changes since you took on the role?

If so, how?
	

	6. Does your current job description accurately describe the job?  
	

	7. Do you have any suggestions as to how the job could be improved?
Have you raised them with you line manager in the past?
	

	8. Did you feel valued in your role?
	

	9. Did you feel that you had an acceptable workload or were you under or overworked?
	

	10. How valuable did you find your appraisal?
	


	Working Conditions

	11. How would you describe the physical working conditions in your department?
	

	12. Do you have any suggestions as to how the department working conditions could be improved?


	


	Relationship with line manager and colleagues

	13. How would you describe morale in your department/team?
	

	14. How would you describe morale in the Team?
	

	15. How would you describe your working relationship with your colleagues
	

	16. How would you describe your working relationship with your line manager?
	

	17. Did your line manager:
	Always
	Often
	Seldom
	Never

	Show fair and unbiased treatment?
	
	
	
	

	Explain your job properly?
	
	
	
	

	Give adequate help where required?
	
	
	
	

	Listen to suggestions/criticisms?
	
	
	
	

	Provide constructive feedback on your performance?
	
	
	
	

	Give praise where due?
	
	
	
	

	Keep you informed about your progress?
	
	
	
	

	Deal promptly with problems?
	
	
	
	

	Know and follow company procedures?
	
	
	
	


	Terms and conditions of employment

	18. How would you rate the following pay and benefits provided by the Methodist Church:
	Very Good
	Good
	Average
	Poor

	Salary


	
	
	
	

	Holiday Entitlement

	
	
	
	

	Sick Pay  


	
	
	
	

	Pension

	
	
	
	

	Appraisal
	
	
	
	

	Support for training and development
	
	
	
	

	Any other comments?


	


	Company communication

	19. How did you feel about the level of communication within you team?
	

	20. Do you feel that you were kept well informed about what was happening in the Team as a whole?


	

	21. Do you have any suggestions as to how communication at the different levels could be improved?


	


	Training and Development

	22. Do you feel that you were given an effective introduction?
	

	23. Do you feel that you received adequate training/coaching to perform your role?
	

	24. What is your opinion of career development opportunities with the Team?
	

	25. Do you feel that the right training was available to you to develop your career with the Methodist Church/ Team
	


	Work-Life Balance

	26. How do you feel about your work-life balance while working for the Team
	

	27. While working for the Church did you make any request for flexible working hours?
If so what was the outcome?
	

	28. Do you have any suggestions as to how work-life balance within the Team could be improved?
	

	29. How would you rate the following benefits provided by the company?
	Very Good
	Good 
	Average
	Poor

	Maternity pay and leave
	
	
	
	

	Paternity pay and leave
	
	
	
	

	Adoption pay and leave
	
	
	
	


	Other company facilities/services

	30. How would you rate the following aspects or working at the company?
	Very Good
	Good 
	Average
	Poor

	Work Equipment
	
	
	
	

	IT Service
	
	
	
	

	Administrative Service
	
	
	
	

	First Aid
	
	
	
	

	Security
	
	
	
	


	Company reputation

	31. Do you think the Methodist Council has a good reputation as an employer?
	

	32. Would you recommend the Methodist Council as an employer to others?
	


	Reason for leaving

	33. Why have you decided to leave?
	

	34. What attracted you to your new job?
	

	35. What would help you to achieve closure?
(This question may be useful if staff member has more than5 years length of service)
	

	Any other comments?
	

	33

Interviewer’s comments and agreed future action


	


Interviewers Signature: ............................................................... Date: ................................
Exit Interview Pro Forma 2010
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