City and Borough of Juneau

EXIT INTERVIEW

	Employee:


	Class Title:



	Employee’s Supervisor:


	Department:



	Interviewer:


	Date:




· When did you decide to leave CBJ employment?  ____________________________

· What brought about this decision?  _____________________________________

· Have you accepted another job?  Yes _____ No _____ Type  ________________

· Where? ___________________________________________________________

· Higher Salary?  ____________________________________________________

· Better Benefits?  ____________________________________________________

· Better Opportunity?  ________________________________________________

· Is this a career change?  ______________________________________________

· Did you like your work with CBJ?  ________________________________________

· What did you like the best about your job?  ______________________________

__________________________________________________________________

· What did you like the least about your job? ______________________________

__________________________________________________________________

· How did you like your supervisor?  ________________________________________

· How did other employees get along with the supervisor? ____________________

· How did you get along with other employees?  ____________________________

· Would you recommend CBJ to your friend as a good place to work?  Yes __  No __

Comments:  ______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

City and Borough of Juneau

Exit Interview

Instructions

1. All permanent and probationary employees who voluntarily leave CBJ employment with 30 days or more of service are to be offered an exit interview.  The employee may decline this interview.

2. The exit interview will be conducted by the department director, except when the separating employee is the immediate subordinate of the department director.  If the department director is absent, the acting director will conduct the interview.

3. All subjects listed on the form should be addressed by the interviewer.  In addition, the separating employee should be encouraged to offer additional comments that concern them.  The interviewer may prepare other questions in addition to those listed on the form.

4. When the separating employee’s immediate supervisor is the department director; the department director’s supervisor will conduct the interview.

5. Attach the completed form to the separating payroll action form (PA) transmitted to the personnel office.  If the employee declines an exit interview, enter “Declined Exit Interview” in the remarks section of the separating P.A.
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