ENTER THE EXIT INTERVIEW

Strategies for dealing with employee departure
Oh... I can't take it
any more. This
industry sucks. I've
had enough

WHY? WHAT'S ON
YOUR MIND?
SOMETHING
BOTHERING YOU?

HI I NEED TO SEE
YOU WHENEVER YOU
GET A CHANCE

If you value this member of staff, this is
not the conversation you want to have on
a Monday morning (or any other morning
for that matter). Shock, disbelief, anger,
confusion and self-reflection are some of
the emotions that would flash through you
in a millisecond before the letter of
resignation even hits your desk. Take a
couple of deep breaths.

Two things are certain here. Firstly, the
employee is definitely going. Secondly,
you’re wondering why. Is it the pay? Is the
grass greener on the other side? Was it
because of what you said at the staff
meeting? Maybe you never got around to
conducting the performance review. Stop
torturing yourself and take two deep
breaths. You don’t have the answers at this
point, but it’s worth finding our. Enter the
exit interview to reveal all.
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Have a specific number of questions
focussed on facts and seek to extract
information that you can act upon to
improve the organisation. If the employee
reveals dissatisfaction or points fingers at
somebody including yourself, do not take
this as an opportunity to cast blame back.
You asked the employee to take part, you
have more to gain than they do. Exit
interviews should be viewed as a sparkplug
that fuels change through a cost effective
and honest information source where
outside consultants are not needed.
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Refrain from entertaining
comments that focus on
defamatory remarks about the
staff and do not put the
departing employee in an
uncomfortable situation by
asking any ‘who’ type questions.
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i know it is never a
good time, but i have
made a decision and i
am leaving the job. i
have found something
better with fewer
hours and more pay

Assuming the employee hasn’t walked out or dismissed
for gross misconduct, the exit interview (or the
leaving interview as it is also called) is an ideal
opportunity to reflect on pastimes with the employee
to really understand why the employee has come to
such a decision. Furthermore, the knowledge acquired
for the reason(s) for leaving can be translated into
useful information allowing you to transform
organisational aspects of the working environment,
culture, procedures, systems and management
approaches, if information pertaining to such areas is
forthcoming.

Naturally, not all departing employees will want this
opportunity, nor will all employees feel comfortable
divulging critical information that may perhaps be seen as
an obstacle to securing a good reference. However, some
basic steps in managing the exit interview should benefit
the organisation and prevent you from having to conduct
another one too soon.

2

Avoid bringing
out destructive
and hostile
comments and
behaviours. Leave
them in the past
and try and create
an atmosphere
where the
relationship ends
on a good note.
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Try and listen more than
talking. Resist the temptation to
aggressively defend or argue your
views. They are not relevant.
Instead, ask open questions, and
ask how the employee might
suggest certain improvements. Ask
if there is anything that might have
changed their decision to leave.

Record the information in a structured
way. Express appreciation to the departing
employee informing them that you will act
on the comments and that the constructive
criticism has been received most favourably.
If there are any outstanding matters or
handover issues, this is a good time to
clarify such matters. When closing the
interview, express regret that the employee
has decided to leave and thank them for their
time and efforts with your organisation.
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And don’t
forget, make sure
you wish them
well in their next
job and finish off
with a friendly
handshake!!

