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When an employee leaves Share & Care Community Services Group, the following procedure applies:

· Arrange an exit interview or termination interview. The exit interview is conducted by the Chief Executive Officer and provides useful feedback about Share & Care Community Services Group for use in planning and evaluation.

The Financial Controller will prepare their eligible termination payment:

· Calculate ordinary wages due or wages in lieu of notice

· Calculate annual leave due to the date of termination. Leave loading to be calculated in accordance with Award or Aligned Award

· Calculate leave loading in accordance with the employment contract

· Check if the employee is entitled to pro-rata long service leave

· Check if any allowances are owing (e.g travel, meals)

· Check if the employee owes Share & Care Community Services Group any monies

· Prepare a written statement showing the detailed calculation of all monies to be paid to the employee

· Make sure there is a letter of resignation from the employee if they resigned, or a letter of termination from the Chief Executive Officer if they were dismissed. 

· If requested, prepare a written statement of employment detailing the period of employment and type of work performed. If appropriate, prepare a reference.

· Complete a Department of Social Security Employment Separation Certificate and give it to the employee.

· Make sure that property belonging to Share & Care Community Services Group is returned, including keys, files and equipment.

· Prepare and forward Group Certificate within 7 days (this is an A.T.O. requirement).

                SHARE & CARE  COMMUNITY SERVICES GROUP INC.


                                    EXIT QUESTIONNAIRE FORM
Share & Care is committed to its people and in continuously improving our workplace environment. This exit questionnaire is an important means through which we can gain feedback from employees leaving the organisation and identify areas for improvement.

Your honest views on your employment with us would be greatly appreciated for Share & Care’s continued development.

	Exit interview date :
	

	Time:
	

	Location:
	

	Exit interviewer:
	


	Employee Name:
	

	Position Title:
	

	Department:
	

	Last Working Date:
	

	Current Address:
	


Statement of service required?    
Yes 






No

Reason for leaving – Please tick your main reason:

	Career/promotion opportunities
	(
	Further education
	(

	Lack of interest in type of work/challenge
	(
	Retirement
	(

	Workload too high 
	(
	Workplace location
	(

	Better salary
	(
	Go into own business
	(

	Conflict with peers
	(
	Family reasons
	(

	Conflict with manager
	(
	Ill health
	(

	Other, please state
	            Other
	(

	Any comments?
	

	
	


	Do you think Share & Care could have done anything to prevent you from leaving?

	Yes
	(
	No 
	

	Any comments?
	

	
	


	How would you rate your satisfaction with your position  (please circle one number)

	Very dissatisfied
	Dissatisfied

	Satisfied
	Very satisfied

	1
	2
	3
	4

	Any comments?
	

	
	


Relationship with the Program Manager
	How would you rate your satisfaction with the relationship between your Program Manager and yourself

	Very dissatisfied
	Dissatisfied

	Satisfied
	Very satisfied

	1
	2
	3
	4

	Any comments?
	

	
	


	How would you rate your satisfaction with the communication between your Program Manager and yourself

	Very dissatisfied
	Dissatisfied

	Satisfied
	Very satisfied

	1
	2
	3
	4

	Any comments?
	

	
	


	How would you rate your satisfaction with the feedback and development given by your Program Manager

	Very dissatisfied
	Dissatisfied

	Satisfied
	Very satisfied

	1
	2
	3
	4

	Any comments?
	

	
	


	To what degree did your Program Manager provide an environment that supported diversity/Equal Opportunity?

	Very dissatisfied
	Dissatisfied

	Satisfied
	Very satisfied

	1
	2
	3
	4

	Any comments?
	

	
	


Relationship with peers

	How would you rate your satisfaction with the relationship between yourself and peers

	Very dissatisfied
	Dissatisfied

	Satisfied
	Very satisfied

	1
	2
	3
	4

	Any comments?
	

	
	


Training and development

	How would you rate the training you were given to complement your job?

	
	Very dissatisfied
	Dissatisfied

	Satisfied
	Very satisfied

	Initial training 
	1
	2
	3
	4

	Any comments?
	

	
	

	
	
	
	
	

	
	Very dissatisfied
	Dissatisfied

	Satisfied
	Very satisfied

	Follow up training
	1
	2
	3
	4

	Any comments?
	

	
	


	To what degree were you satisfied that Share & Care genuinely tried to make your workplace a comfortable, safe and fair environment?

	Very dissatisfied
	Dissatisfied

	Satisfied
	Very satisfied

	1
	2
	3
	4

	Any comments?
	

	
	


Benefits

	How would you rate your satisfaction with your salary and benefits

	Very dissatisfied
	Dissatisfied

	Satisfied
	Very satisfied

	1
	2
	3
	4

	Any comments?
	

	
	


Do you have any other comments or suggestions about your employment with Share & Care?
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