









ANNEXURE A

EXIT INTERVIEW

The Institution appreciates your participation in this interview and would like to thank you for your time and input.

	NAME:
	
	DEPARTMENT:

	DESIGNATION:
	
	

	DATE OF APPOINTMENT:


	Y
	Y
	Y
	Y
	M
	M
	D
	D
	DATE OF TERMINATION:
	Y
	Y
	Y
	Y
	M
	M
	D
	D



Please state your reason(s) for leaving
Please indicate your opinions of each of the employment factors below:

1.
OPPORTUNITY FOR ADVANCEMENT
How did you rate your chances for advancement?

2.
WORKING CONDITIONS
What was your opinion of the physical conditions under which you were required to work?

3.
SALARY AND BENEFITS
In the light of the work you were performing and your experience and qualifications, what are your views on the salary and benefits paid to you?

4.
JOB SATISFACTION

Indicate the degree to which you have found your work satisfying and appropriate to your 

abilities/qualifications.

5.
COMMUNICATION

(a) TUT to you

Indicate the extent to which you feel that you were kept informed of TUT’s plans and developments affecting your work.

(b) You to TUT

Indicate the extent to which you feel that you were able to communicate satisfactorily with your Line manager and higher levels of Management.

10.
How was your termination of service handled?

11.
Additional comments that you would like drawn to Management’s attention:
Staff member’s Signature:  ………………………………..………………   Date: 


	Interviewer’s comments and recommendations:

Interviewer’s Name:  ………………………………………....
Date:  





	Completed form to be placed in the staff member’s file.
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