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Summary

The following information will explain the process of conducting exit interviews for regional specialists.
 

Procedures

When a University of Missouri Extension Specialist notifies her/his supervisor that s/he is terminating or transferring to another university department, the supervisor or designee notifies MU Extension Human Resources.  In addition, the supervisor or designee completes a Personnel Action Request Form 54.
The supervisor’s notification and the Form 54 cue Human Resources to schedule an Exit Interview.

The terminating/transferring employee is contacted by Extension Human Resources.  A meeting (via phone or in person) is scheduled to complete an Exit Interview.  The terminating/transferring employee may choose to include or not include her/his supervisor in the Exit Interview.

The Exit Interview takes approximately 1 hour.  The Exit Interview form is completed during the meeting.

A copy of the completed Exit Interview form is sent to the Extension HR Manager, Training & Development Coordinator, and Off-Campus Operations Director. 
A terminating employee may choose to not complete an Exit Interview, and this is noted on the Exit Interview form.

Copies of the Exit Interview are stored in Extension Human Resources and are not included in the employee’s personnel file.
Goal
The exit interviews are reviewed by the Training/Development Coordinator to determine patterns of procedural or supervisory problems, or training needs.  Based on findings, new procedures and/or training programs will be considered and may be implemented.
In addition, exit interviews are reviewed by the HR Manager and/or others as appropriate to identify trends in turnover and possible organizational improvement necessary, including leadership development, staffing changes, and employee relations concerns.
