
 
This document is a summary of a University policy, procedure and/or guideline.  All policies, procedures and/or guidelines described herein may 
be modified or discontinued at any time, for any reason at the University’s full and sole discretion.  No policy, procedure and/or guideline should 
be construed as a contract or term or condition of employment between an employee and the University. This policy/procedure is not intended to 
alter or modify any of the terms of any collective bargaining agreement or the Faculty Handbook. 
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Exit interviews will be conducted for voluntary terminations by a representative of the Human 
Resources Department.  Exit interviews are intended to ascertain the reasons for the employees’ exit 
from the University and to ensure that no associated follow-up action is necessary by the area Vice 
President or the Human Resources Department. 

The exiting employee must provide their supervisor with a resignation letter or email.  The supervisor 
should forward the appropriate documentation, including the completed PDO, to Human Resources. 

Exit interviews are voluntary and will be conducted prior to the terminating employee’s last day of work 
and in person unless impractical to do so.  Appropriate follow-up information will be shared with the 
applicable Vice President for discussion and appropriate follow-up action if necessary. 
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