Exit Interview Form
Company name: ____________________    Document no.: __________    Version / Date: __________

Basic Information
	Name
	

	Position / Department
	

	Date of joining
	

	Last working day
	

	Length of service
	

	Interview date & interviewer
	



Reasons for Leaving (tick all that apply)
[ ] Pay and benefits  [ ] Promotion prospects  [ ] Workload / stress  [ ] Relationship with supervisor  [ ] Company culture  [ ] Commuting  [ ] Further study  [ ] Family reasons  [ ] Career change  [ ] Emigration  [ ] Other: ________
Primary reason (choose one): ____________________
New industry and position (optional): ____________________
Change in pay (optional): [ ] Increase ____%  [ ] About the same  [ ] Decrease

Satisfaction Rating (1 = very dissatisfied, 5 = very satisfied)
	Area
	Score 1-5
	Comments

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Open Questions
1. What does the company do well that should be kept?
2. If you could change one thing, what would it be?
3. Was there anything that could have persuaded you to stay?
4. Would you recommend this company to a friend (0-10)? Why?
5. Would you consider rejoining if a suitable role arose? [ ] Yes  [ ] No

Administrative Checklist
	Item
	Completed (Y)
	Remarks

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



HR Follow-up
Issues to escalate to management: ____________________
Eligible for re-hire: [ ] Yes  [ ] No  Reason: ________
HR signature: __________  Date: ________

This template is provided by hkhrtool.com for general reference only and does not constitute legal advice. Please adapt it to your company policy and each individual case before use.
