[image: ]
[image: ]
[image: ]






Exit Interview 

	Employee name:
	

	Employee number: 
	

	Role(s): 
	

	Date of Exit Interview:
	

	Manager guiding Exit Interview:
	

	Is this the employees line manager? (y/n)
	



Exit Interview Briefing (for manager to deliver):
· Aim of the Exit interview is to be an informal, supportive, open, and honest environment
· Confirm the employee has already had sight of the exit interview questions, ok for them to refer to any notes they have made.  
· Encourage employees to be honest when answering.  
· Reassure and remind the employee they will not suffer any mistreatment from what is shared in this meeting. 
· What is captured will only be accessed by Resourcing or HR. 
· Where Resourcing access this, it will be to add to the Leaver tracker, and used for data, retention, and employee offer strategies. All personal data will be made anonymous. 
· Where HR access this, it will only be when a serious concern or safeguarding issue is raised. If this is the case, it will remain confidential with HR. 
· This process isn’t anonymous; however, all information is treated with the utmost confidentiality.
· If at any point you need a break etc., please let me know. 
· Shouldn’t take any longer than an hour, but this is the employee’s time and can be flexible. 
· 13 questions to go through, can skip any if needed.  





	Question: What is your overall reason for leaving CFRS?
(Resignation, retirement, end of fixed term contract etc.)

	







	What are your reasons for leaving CFRS? 
If retiring, do you feel ready to leave CFRS? 

	










	Have you felt supported and informed since you let the service know you would be leaving, or in the case of a fixed term contract, we made you aware it was coming to an end?
If you feel there could have been more support or information shared, please let me know and if comfortable, would you like me to raise this with your manager to resolve now?

	











	How are you feeling about leaving the service? 
Signpost to CFRS wellbeing hub for resources, especially with retirement. 


	











	We aim for our Core Code of Ethics to be embedded in all we do. Now going to ask a few questions about them and your experience while working here. 



Please select the relevant box and add comment if needed. 

	
	I strongly agree
	I somewhat agree
	I feel neutral about this
	I somewhat disagree
	I strongly disagree
	I don’t feel comfortable to answer

	In your role, did you feel that CFRS put the communities around us first? 

	
	
	
	
	
	

	Were you treated with dignity and respect while working at CFRS?

	
	
	
	
	
	

	Did those around you act with integrity, being open, honest, and consistent?

	
	
	
	
	
	

	While working for CFRS, did you feel like our leaders were positive role models?

	
	
	
	
	
	

	Does CFRS promote the value of diversity and inclusion? Do you think CFRS understands Equality and works to remove barriers?

	
	
	
	
	
	





	What is positive about working for CFRS? 
 

	














	What is negative about working for CFRS? 
 

	















	While working for CFRS, did you feel like you could challenge? If you did, did you feel heard? Did leadership act on the challenges you raised?
 

	














	Did you feel like the physical and mental health support the service offered was adequate? Would you have like to see any changes/improvements?
 

	














	Did you feel like you had opportunity to develop in your role? Did you go for promotion or a new post, and were you supported?  
 

	














	How did you find the work / life balance when working for CFRS? Were you able to prioritise what was important to you, and feel supported in this by your crew/team/managers etc? 

	














	What could CFRS do to improve our employee experience for future people who do your role? What would you tell our Senior Leadership Team if you could?

	














	We want to recognise the staff we have that make CFRS an amazing place to work. If there was anyone who really made an impact on your time working here and you would like to share, please let us know and please share what they did. If you are happy to, could this be shared with them?  

	














Thank you for meeting with me for this exit interview and for being so open with your answers and experience. 

Share what has been captured with the employee and ensure they are happy with everything on the form. 

	Is there anything else you would like to raise or for me to capture?   

	









Close of interview
Reminder, we also have a Separation Questionnaire and an Anonymous Feedback Form – you can access these as well if you have anything additional you’d like to say. Please let me know and I can inform the Resourcing team. 

This Exit Interview form will be saved in your personnel file, which we keep in line with GDPR. 

Your manager should be working through the Leavers Checklist with you, however if you have any queries, please contact Resourcing. 

In your last week/tour with us, you will be sent a Leavers Pack with helpful information in, especially for those who are moving to new roles and might need a reference or some info from one of our teams. 

Thank you for attending today and wish you all the best in your next adventure!


End interview and send this document to Resourcing, at: Recruitment@cumbriafire.gov.uk 
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