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SUBJECT: EXITINTERVIEWS

Purpose
To establishcriteriaforconductingexit interviewsofemployeesin theDepartmentof Alcohol& Drug
Services.

Policy
Inorderto ensurethattheDepartmentofAlcohol& DrugServicespromotesa positiveenvironmentand
enablesemployeesto carryouttheirdutieseffectively,it is thepolicyof theDepartmentto conduct
confidentialexit interviewsof all employeesleavingtheDepartmentof Alcohol& DrugServices,priorto
theendof theiremployment,regardlessof the reasonfor leavingtheDepartment.

Employeefeedbackvia theexit interviewregardingthe relevancyof DADSpolicies,proceduresand
workpracticeswillensurethesearebeingimplementedcorrectlyandthattheDepartmentmeets
compliancestandards.Theinformationprovidedwill beconfidentialandwill notbecomepartof theHR
employeefile. A copyof theexit interviewwillbe maintainedin theemployee'smanager.

If anemployeerefusesto participatein theexit interview,a notationshouldbemadeon a blank
questionnairestatingthatfact,in accordancewiththeproceduredescribedbelow.

Procedure

ResponsibleParty
1. ImmediateSupervisor

Action
1.1 ForallemployeesleavingDADS,

schedulesexitinterviewwiththe
employee.

1.2 Effortsto conductexit interviewsmust
be attemptedfor all employees
leavingDADS.

1.3 ImmediateSupervisorwillofferthe
employeetheoptionof meetingwith
him/herselfor anotherDADS

supervisoror managerof equalor
higherlevel.




