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OBJECTIVE: H i:

e To ensure the company receives vital, unedited information from employees leaving the company, which can
assist in future retention of employee’s and improvements in the overall operation.
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APPLICATION: v F :

The HR/Personnel Manager is responsible for ensuring that every employee who leaves the hotel’s employment
is issued with and completes the company Exit Interview Form.
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The General Manager will be the first person to receive the completed form and is responsible for reviewing
personally every form that is received.
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Appropriate attention must be given to recurring negative feedback. Recruitment and turnover is an expensive
exercise for any business and it is vital that staff loyalty and high morale is achieved within the company.
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STATEMENT OF POLICY
B

1. Department Heads should make time to talk to an employee as soon as possible after receiving his/her
resignation to determine if there are causes that can be rectified in order to retain that employee (assuming
they are high caliber). This is particularly crucial considering the financial implications of repatriating the
departing employee and recruiting and training a replacement.
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2. Exit interview forms should be completed without exception, prior to an employee leaving the
hotel/company using the company Exit Interview Form provided in Appendix 36. This applies to all
categories, both management and staff.
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3. the HR/Personnel Manager should issue the Exit Interview Form to the departing employee, together with an
envelope addressed directly to the General Manager
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4. If the exercise is to be of any use, it is important the information received is valid, therefore the employee is
to be reassured the information will be treated in the strictest of confidence and as a means to improve
conditions of employment and ways of working.
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He/she is asked to forward the completed form in a sealed envelope (provided), directly to the General
Manager, on the final day of work.
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The General Manager should review every exit interview form, sign it to acknowledge the same and then
forward the forms to the HR/Personnel Manager.
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Exit interview feedback should be summarized on a quarterly basis (without names) by the HR/Personnel
Manager and distributed to Department Heads & General Manager. This will allow trends and patterns to be
identified, as well as serving as a confidential means for giving feedback to the concerned managers. The
General Manager may decide to allocate some time at the weekly Department Heads Meeting every quarter
to review the results.
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Obviously urgent issues should not wait for the quarterly summary. For example, if there is a concern about
health & safety or an issue of honesty or integrity, this must be followed up immediately and action taken.
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