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	United States

Department of

Agriculture
	Forest

Service
	Region One
	200 East Broadway

P.O. Box 7669

Missoula, MT 59807



	File Code:
	1700
	Date:
	August 26, 2005

	Route To:
	 

	
	

	Subject:
	Exit Interview Process 

	
	

	To:
	All Region One Employees

	
	

	 


A unified Exit Interview Process for the Region was developed by the Civil Rights Staff, with input from the RO/Forest and Grassland Civil Rights Action Committee members and Human Resources Personnel.  The exit interview questionnaire is attached.

Employees who leave a Region One unit will be asked to complete and sign the remarks section of the AD-139 indicating a desire to complete, or intention to decline completion of the Exit Interview questionnaire.  Supervisors of departing employees will need to provide the employee with the AD-139 and ensure the employee is given an opportunity to complete an Exit Interview.

Completed Exit Interviews will be analyzed by the Civil Rights Committee on each unit, to determine patterns and trends, and forwarded to the Regional Office Civil Rights Staff.  A Regional analysis will be completed to identify Regional trends, patterns, areas of concern, and recommended training.

If you have questions, please contact the Chairperson for your Civil Rights Action Committee or the Civil Rights Staff in the Regional Office.   Thank you for your support in this process.

	
	

	/s/ Debby Wivholm
	 

	DEBBY WIVHOLM
	 

	Civil Rights Director
	 


EXIT INTERVIEWS

The Northern Region of the Forest Service has developed an Exit Interview Process to gather information on employee retention.  The purpose of this program is to provide exiting employees with an opportunity to give feedback regarding their employment experience.  Objectives are to improve the quality of current working conditions by identifying and correcting deficiencies and to reinforce positive conditions.  We greatly appreciate you taking the time to complete this questionnaire so we can make these adjustments.

Your candid and honest feedback is needed.  Every attempt will be made to use your input in a confidential and professional manner.  However, please understand that the PURPOSE of this Exit Interview Program is to identify issues in recruitment and the workplace and to address them.  It is an informational tool to systematically overcome barriers to retention.  If you wish to raise issues anonymously or in a different forum, ALTERNATE methods are available to you by contacting Debby Wivholm, Director of Civil Rights or Margie Irvine, Equal Employment Specialist.

Name:   (Optional) _________________________________________

Type of Appointment: (Circle one)


Temporary

Permanent

 SCEP

Length of Service (years): ___________________________________

Title and Grade of Position: ___________________________________

Unit Name (District and Forest or Grassland): ______________________

Date of Separation: ___________________________________________

Reason for Separation: (Circle one)


Resignation (return to school)

Resignation


Termination (lack of work)

Reassignment


Removal



Other

Please rate each item from 0-5

(0 meaning poor and 5 meaning high)

If you answer below average on any of these, please use additional sheets and identify the question you are addressing and share as much information about your work situation as you feel comfortable doing.  Your answers to these questions are valuable to us in making improvements for the future.

The Beginning


Poor

Ave

High
1. Orientation to the job


0
1
2
3
4
5
NA

2. Orientation to the community

0
1
2
3
4
5
NA

The Job

3.  Effective use of your skills

0
1
2
3
4
5
NA

4.  Type of work



0
1
2
3
4
5
NA

5.   Too much work



0
1
2
3
4
5
NA

6.  Too little work



0
1
2
3
4
5
NA

7.   Work Schedule



0
1
2
3
4
5
NA

8.  Tools and equipment needed

to work effectively



0
1
2
3
4
5
NA

9.  Emphasis on safety


0
1
2
3
4
5
NA

10.  Physical work environment

0
1
2
3
4
5
NA

Supervisor:  Rate the following aspects of relationship with your supervisor

11. Received clear direction


0
1
2
3
4
5
NA

12.  Feedback on performance

0
1
2
3
4
5
NA

13. Communication with supervisor

0
1
2
3
4
5
NA

14.  Accommodation of disability

0
1
2
3
4
5
NA

15.  Supervisor support for 

training opportunities



0
1
2
3
4
5
NA

Other:
16. Communication with peers

0
1
2
3
4
5
NA

17.  Acceptance as team member

0
1
2
3
4
5
NA

18.  Availability of training

opportunities




0
1
2
3
4
5
NA

19.  Effectiveness of training


0
1
2
3
4
5
NA

20.  Promotional opportunities

0
1
2
3
4
5
NA

21.  Adequacy of benefits


0
1
2
3
4
5
NA

22. Grade level appropriate

for work performed



0
1
2
3
4
5
NA

23.  Recognition (awards)


0
1
2
3
4
5
NA

The Community you lived in

24.  Availability of adequate housing

0
1
2
3
4
5
NA

25. Availability for education for 

children




0
1
2
3
4
5
NA

26.  Adequacy of childcare


0
1
2
3
4
5
NA

27. Adequacy of eldercare


0
1
2
3
4
5
NA

28. Availability of work for

others in your family



0
1
2
3
4
5
NA

29. What are your primary reasons for leaving?  (Please address all significant reasons that contributed to your decision to leave and numerically rank them, with 1 being the most significant reason.  For example:  personal or family reasons; career-related reasons; job satisfaction; location/living environment; job environment; working relationship with supervisor, co-worker, or management; harassment)

30. What do you like most about your current position?

31. What would it take for you to stay or return?

32. What would you suggest management do more of or change?

33. Was the Zero Tolerance for Sexual Harassment explained clearly and supported on your unit?  If so, please describe how it was supported.

34. Did you witness discrimination while you worked for this organization?  If so, did you report it?  Did you know who to report it to?  Was it handled to your satisfaction?  How was it handled?

35. Any additional comments:
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