DEPARTMENT OF ALCOHOL & DRUG SERVICES

m POLICIES & PROCEDURES MANUAL
ALCOHOL & DRUB SERVICES Section 74 Page 1 of 3

Date Developed 03/01/05

Date Last Reviewed 01/09/08

SUBJECT: EXIT INTERVIEWS

Purpose
To establish criteria for conducting exit interviews of employees in the Department of Alcohol & Drug

Services.

Policy

In order to ensure that the Department of Alcohol & Drug Services promotes a positive environment and
enables employees to carry out their duties effectively, it is the policy of the Department to conduct
confidential exit interviews of all employees leaving the Department of Alcohol & Drug Services, prior to
the end of their employment, regardless of the reason for leaving the Department.

Employee feedback via the exit interview regarding the relevancy of DADS policies, procedures and
work practices will ensure these are being implemented correctly and that the Department meets
compliance standards. The information provided will be confidential and will not become part of the HR
employee file. A copy of the exit interview will be maintained in the employee's manager.

If an employee refuses to participate in the exit interview, a notation should be made on a blank
questionnaire stating that fact, in accordance with the procedure described below.

Procedure

Responsible Party Action

1. Immediate Supervisor 1l For all employees leaving DADS,
schedules exit interview with the
employee.

1.2 Efforts to conduct exit interviews must
be attempted for all employees
leaving DADS.

1.3 Immediate Supervisor will offer the
employee the option of meeting with
him/herself or another DADS
supervisor or manager of equal or
higher level.






