
Exit Interview Setup Checklist 

(from SymondsResearch.com) 

Task 
Tick When 

Done 

Who will conduct the exit interview (HR, line manager, 
or external) ☐ 

Compile a set of exit interview question, tailored to the 
employee’s role and situation 

☐ 

Set an exit interview date & venue with the employee ☐ 

Ensure you choose a quiet & comfortable venue (where 
you can meet in privacy) ☐ 

Reiterate that the information they share will be kept 
confidential ☐ 

Prepare a simple exit interview form for detailing the 
exiting employee’s responses 

☐ 

In the interview, ensure they ate given time to reflect i.e. 
do not rush them 

☐ 

Decide how the feedback will be reviewed and who will 
see it 

☐ 
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