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Introduction

When an employee plans to resign or transfer from a state position, the employee should notify the immediate supervisor at least two weeks prior to the date of termination.  Notification should be in writing to the supervisor with a copy to the agency personnel office.  

Purpose

Agencies can gain valuable information by conducting exit interviews with terminating employees.  The purposes of an exit interview are:

1. To provide opportunity for the terminating employee:

A. To discuss the precise reason(s) for the termination.

B. To voice any concerns the employee may have been reticent to express before.

C. To elicit positive and negative comments and suggestions related to the employment experience.

2. To review how termination affects life and health insurance, as well as other general benefits.

3. To ensure return of any state property in the employee’s possession and arrange for refund of any money the employee may owe the state (e.g., travel advances).

4. To determine the status of work assignments.

Procedure

Appropriate payroll and human resources personnel should be notified as soon as the termination date is set to allow for the processing the termination.  These personnel should inform the employee about all matters regarding final pay.  Any questions concerning unemployment and workers' compensations laws can be directed to the appropriate office.  They can also explain the procedures and status of benefits if the employee is transferring to another state agency.  For details refer to Policy 3-0210, Overtime and Nonexempt Compensatory Time; Policy 3-0211, Exempt Compensatory Time; Policy 3-0305, Annual Vacation Leave; Policy 3-0310, Sick Leave.  The PERS Application for Withdrawal of Contributions and Refund should also be filled out if appropriate.  These forms should be reviewed by the employee with the designated personnel prior to departure, if possible.

Exit interviews may be conducted by a manager, a personnel representative or the immediate supervisor.  The exit interviewer schedules an appointment for the exit interview with the departing employee and may confirm the date and hour in writing to the employee.  The departing employee may be encouraged to complete the Exit Interview Form (attached) prior to the interview.

The exit interview should be conducted in a receptive atmosphere.  The employee should be encouraged to speak freely regarding state procedures so that the employee’s reactions may be used to evaluate the state’s employment and personnel policies.

During the interview, the interviewer may review the Exit Interview Form with the employee and add comments.  Pertinent areas noted during the interview requiring additional action in the department should be brought to the attention of appropriate agency personnel.  Also, any items relevant to personnel policies and practices should be brought to the attention of the agency personnel officer.

Personnel records of the departing employee are maintained as provided in Chapter 1-1300 of the Montana Operations Manual, relating to records management.

Conclusion

This recommendation for an exit interview applies to all permanent full-time and part-time employees, except those independently contracted, and may apply to temporary or seasonal employees.

If an employee resigns by telephone, the exit interview should be encouraged so that the employee can sign the appropriate forms.

If necessary business can be accomplished without an exit interview, the employee may waive the interview.

The guidelines for an exit interview should be followed unless they conflict with negotiated labor contracts, which take precedence to the extent applicable.

Contact your agency personnel office with questions about exit interviews.
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 STATE

                                              
    OF

                                     

MONTANA
	EXIT INTERVIEW

	INSTRUCTIONS:   The departing employee should be encouraged to complete parts I and II prior to the interview.  The interviewer may review the form with the employee during the interview and make comments.

EMPLOYEE:   Only complete those items applicable to the job.  Your comments will be held in strict confidence.  If you prefer, your signature is not necessary for your comments to be effective.  If necessary business can be accomplished without an exit interview, the employee may waive the interview.

	

	Name_________________________________________________________________Date​​​​​​​​​​​​__________________________________________

Classification Title​​​​​​​​​​​​​​​​​​​​​__________________________________________________Pay Grade​​​​​​​__________________________________________

Department_____________________________________Division_____________________________Bureau____________________________

Section________________________________________________Date Hired_____________________Termination Date__________________



	Part I

	1. Was your decision to leave influenced by any of the following?  Please check all those applicable.



_____ Leaving the city



_____ Health reasons



_____ Personal reasons



_____ Family circumstances



_____ Returning to school



_____ Retirement



_____ Dissatisfied:




_____ Secured better position out of state




_____ type of work



_____ Secured better position in state 




_____ salary








_____ supervision





other: ______________________________

Interviewer’s comments: _______________________________________________________________________________________________

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________

2. What was your opinion of:







Excellent

Good
       Fair
               Poor


Cooperation within department

   (       )                 
 (     )
       (     )

(     )


Cooperation with other departments

   (       )

 (      )
       (     )   
(     )


Orientation of job



   (       )

 (      )              (     )

(     )


Adequacy of training


   (       )

 (      )
       (     )

(     )


Communication within department

   (       )

 (      )
       (     )

(     )


Workload/job structuring


   (       )

 (      )
       (     )

(     )


Your salary



   (       )

 (      )
       (     )

(     )


Opportunity for advancement

   
   (       )

 (      )
       (     )

(     )


Opportunity for creativity


   (       )

 (      )
       (     )

(     )


Job postings



   (       )

 (      )
       (     )

(     )


Transfer procedure


  
   (       )

 (      )
       (     )

(     )


Performance appraisals


   (       )

 (      )
       (     )

(     )


Physical working conditions

 
   (       )

 (      )
       (     )

(     )


Equipment provided


  
   (       )

 (      )
       (     )

(     )


Paid holidays



   (       )

 (      )
       (     )

(     )


Paid vacations



   (       )

 (      )
       (     )

(     )


Retirement plan



   (       )

 (      )
       (     )

(     )


Life insurance



   (       )

 (      )
       (     )

(     )


Health insurance



   (       )

 (      )
       (     )

(     )


Other:  __________________

  
   (       )

 (      )
       (     )

(     )

Interviewer’s comments:________________________________________________________________________________________________



	3. How would you rate your supervisor/manager on the following points?






             Always
         Usually
Sometimes
Rarely


Demonstrates fair and equal treatment
                (     )
          (    )
      (     )

  (    )


Provides recognition on the job
                (     )
          (    )
      (     )

  (    )


Resolves complaints and grievances
                (     )
          (    )
      (     )

  (    )


Follows policies and practices consistently             (     )
          (    )
      (     )

  (    )


Informs employees on matters that
            

 

       


                directly relate to their job                          (     )
          (    )
      (     )

  (    )


Encourages feedback; welcomes suggestions        (     )
          (    )
      (     )

  (    )


Knowledgeable regarding output and 



accomplishments of staff

(     )
          (    )
      (     )

  (    )


Exhibits willingness to admit and correct mistakes
(     )
          (    )
      (     )

  (    )


Expresses instructions clearly


(     )
          (    )
      (     )

  (    )


Develops cooperation


(     )
          (    )
      (     )

  (    )


Other:  __________________________

(     )
          (    )
      (     )

  (    )

Interviewer’s comments:________________________________________________________________________________________________

___________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________



	PART II

	1. If you are going to another job, what does that job offer you that your present job did not? ________________________________________

2. What were the factors that contributed to your accepting a job with the state?  Were your expectations realized?  Has that changed?​​​​​​​_______________________________________________________________________________________________________________

3. What constructive comments would you have for management in regard to making this a better place to work?_______________________

4. What are some of the factors that helped make your employment enjoyable? __________________________________________________

5. Would you recommend state employment to a friend as a place to work?  If yes, why?  If not, why?_________________________________

6. Additional comments: ______________________________________________________________________________________________

Interviewer’s comments: ________________________________________________________________________________________________

Interviewed by:  ________________________________________________  Date ____________________________________

Employee signature:  _____________________________________________________________________________________
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