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Can you do an 
exit interview? 

YES NO 

Send out and receive 
Exit Questionnaire 

Conduct exit 
interview 

Insert relevant data 
on to NMDS 

Record and analyse data to understand reasons for 
leaving. Identify further actions  

Provide leaver with 
relevant form(s) to 

prepare for exit 
interview 

Employee is 
leaving 

IMPORTANT! 
Put actions into 

workforce plan or 
review document
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