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CIRCULAR

sUB:- Introduction of Exit Interview Questionnaire policy forr employees
leaving the Corporation _ reg.

with the approvar of competent Authority, it is decided to gelt afeedback about the organization from the outgoing employee before his/herrelieving' As such, the detailed policy on the srlulect is enclosed herewith forstrict compliance with immediate effect.

Encl: As above (4 pages)

Distribution:

(Arvind Chaudhri)
G rou p Genera I Ma nager(pr_.rs)

1.. All HODs,CWC, CO, New Delhi
2' All Regional Manager, cwc, Regionar office for necessary action arndfurther circulation to field units.

Copy to:
1" PS to chairman/sr.pA to MD/ps to Dir(MCp)/sAM to Dir(Fin )/pAtocvo.2' GM(Mls), cwc, co, New Derhi - for arranging to uproad on cwcwebsite.

, o.r,i i iool a. ru oit.zasouot
E"mail: warehouse@nic.in, Web; w .cewacor.nlc.inEmail: / Tel. wo. 011-26515178 / or1.-26-53681l/Fax : 01r-26967256



POLICY ON EXIT INTERVIEW QUESTIONNAIRE

Sub: Introduction of Exit Interview Questionnaire policy for employees leaving
the Corporation - reg.

The purpose of this policy to get the honest responses frorn the departing
employees and to identify organizational or human resources factors that have
contributed to an employee decision to leave the organrzatrort. This will enable the
corporation to identify the areas of improvements, unattended issues, problems
faced by the employees/various issues related to employees, factors requiring
attention and the key areas that will help decrease empioyee turnover in the future.
The honest feedback will also help to know about the corporation's culture, mora-le
management and business as a whole.

SCOPE - This policy applies to a1l employees including Management Trainees and
probationers who are resigning from the services of the Corporation. It cloes not
cover deputationist, contractual and outsourced employees. The designated officers
have been prescribed to take the feedback from the outgoing employees before
relieving and after acceptance of their resignation.

The emphasis should be made to find out feasible solution to the problems faced by
the outgoing employee. The designated officer is required to forward the f'eedback
shared by the outgoing employee to the Personnel Division within 1O days.

PROCEDURE - The officer concerned wiil contact the outgoing employee in writing,
requesting him/her to share the prescribed feedback before his/her date of relieving.
The outgoing employee will require to give the honest answers/feedbacl< of the
prescribed questions as per questionnaire enclosed. The officer concerned will also
give a chance to the outgoing employee for discussion on any concerns of the
information they feel which would be beneficial for the corporation. The prescribed
questionnaire is mandatorily for the outgoing employee. It is the duty of
designated officer to provide the feedback form to the outgoing employee and
collect the same after providing feedback in a sealed enveloPe or othe:rwise as
desired by the outgoing employee before his/her relieving.

OFFICER DESIGNATED FOR EXIT INTERVIEW QUESTIONNAIRE _

Warehouse/CFS/ICD/
ICP/ LCS etc

Regional Office Corporate Office

The Manager of the unit
is designated officer in
respect of the employees
working under him/her

The Regional Manager is
designated officer in
respect of employees
working in Regional
Office & Warehouse
Manaser in the resion

Head of Personnel
Division is the
designated officer in
respect of the employees
working in the Corporate
Office

The feedback shared by the outgoing employee to be forwarded by the
designated officer directly to Head of Personnel Division in a sealed envelope. The
said feedback shall be examined by the Personnel division and put up to the Director
(Pers) for necessary action, if any.

The Exit Interview Questionnaire is enclosed at Annex-A.
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