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Leaving Form
We are sorry to learn that you will be leaving us and would like your feedback about your employment experience. The information you provide will help identify the Department’s strengths and opportunities for improvement, as well as reasons for leaving. 
It will not form part of your personnel record, but will be incorporated into a separate file used strictly to analyse feedback from leavers. Collated information will be anonymously published to departmental management on a termly basis, to identify any trends and recommend improvements.

	Name:
	
	Job Title:
	

	Department:
	
	Employee ID:
	

	Date of Interview:
	
	Joining Date:
	

	Leave Date:
	
	Years of Service:
	


Reasons for Leaving
What made you start looking for a new position? Please tick one of the options below:
	Career break
	(
	Working hours
	(

	Change of career
	(
	Dissatisfaction with management / leadership / team-working
	(

	Compensation / benefits
	(
	Maternity non-returner
	(

	Career development
	(
	Relocation
	(

	End of contract
	(
	Retirement
	(

	Family reasons
	(
	Return to education
	(

	Health
	(
	Other reason
	(


Comments: …………………………………………………………………………………………………………………..
…………………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………………

Please tick according to how much you agree or disagree with each of the following statements:

	1. During the time I worked in this Department, I was supported in my career development:

	( strongly agree
	( agree
	( unsure
	( disagree
	( strongly disagree


	2. I had regular and effective meetings with my line manager:

	( strongly agree
	( agree
	( unsure
	( disagree
	( strongly disagree


	3. I received frequent performance feedback and clear expectations from my line manager:

	( strongly agree
	( agree
	( unsure
	( disagree
	( strongly disagree


	4. My local team had a good team spirit, attitude and effectively co-operated:

	( strongly agree
	( agree
	( unsure
	( disagree
	( strongly disagree


	5. I was treated with respect and dignity throughout my employment  in this Department:

	( strongly agree
	( agree
	( unsure
	( disagree
	( strongly disagree


	6. I was satisfied I had the resources and tools needed to do my job:

	( strongly agree
	( agree
	( unsure
	( disagree
	( strongly disagree


	7. I would recommend this Department to others as a great place to work:

	( strongly agree
	( agree
	( unsure
	( disagree
	( strongly disagree


	8. I know of others in the Department who are looking to leave:

	( strongly agree
	( agree
	( unsure
	( disagree
	( strongly disagree


What have been the best things about working in this Department?

……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………………

How could we make the Department an even better place to work?

……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………………

Is there anything else that you would like to add?

……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………………

If you would like to have an interview to discuss any issues concerning you leaving the University, please tick the box below:

I would like an interview with a member of staff in HR Division (
Alternatively, please indicate below:
I would prefer an interview with my line manager ( or a member of the Senior Management team (
               
What Next? 

What are you going to do next?

……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………………

What attracted you to your new job (if applicable)?

……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………………

Please may we have your forwarding address for any correspondence, etc?
…………………………………………………………………………………………………………………………………

……………………………………… Postcode: ……………………………… Tel. No.:    …………..………………….

Thank you for completing this form.  Please indicate in the boxes below whether or not we have your consent to share your feedback with your line manager:

(
Yes - feedback may be shared.

(
No - feedback may not be shared.              
Signed:
................................................................................... 

Name: (print)
....................................................…………………...… Date:   …………………...........................
Please return this form to:

Technology HR School team, HR Division, 25 Trumpington Street. Cambridge  CB22 1QA[image: image1][image: image2][image: image3]
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