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Course Introduction:

Exit interviews are valuable tools for organizations seeking to understand employee experiences,
reduce turnover, and improve workplace culture. When conducted properly, these interviews provide
crucial insights into why employees leave and what can be done to retain top talent. By fostering a
culture of openness and actively listening to employee feedback, organizations can make strategic
decisions that positively impact overall business performance.

This training program is designed to equip HR professionals, managers, and organizational leaders
with the skills to conduct meaningful and insightful exit interviews. Participants will learn best
practices for creating a safe environment for honest feedback, asking the right questions, interpreting
responses, and turning data into actionable insights. The program combines theoretical concepts,
role-playing activities, and real-world case studies to ensure a comprehensive understanding of

effective exit interview strategies.

Course Objectives:

By the end of the training, participants will be able to:
. Understand the strategic importance of exit interviews in employee retention and

organizational improvement.

. Develop effective questioning techniques to elicit honest and constructive feedback.
. Identify and manage biases that may affect exit interviews and interpretation of data.
. Create a structured process for conducting consistent and meaningful interviews.

. Analyze exit interview data to uncover trends and actionable insights.

. Communicate findings effectively to leadership and stakeholders.

Who Should Attend?

This course is designed for all:

e HR professionals responsible for employee engagement and retention

e Managers and supervisors who conduct employee exit interviews

e Organizational development specialists

e Business leaders interested in improving employee experience and satisfaction

e Consultants working in HR strategy and workforce optimization

PAGE2 OF 4



Course Outline:

Introduction and Importance of Exit Interviews
e Welcome and Training Objectives Overview
e Importance of Exit Interviews in Talent Management Strategy
e The Role of Exit Interviews in Identifying Organizational Trends
e Best Practices for Structuring Exit Interview Programs
e Common Pitfalls and Mistakes to Avoid

Designing an Effective Exit Interview Process

e Developing a Consistent and Scalable Interview Framework

Types of Exit Interview Formats: Written, Face-to-Face, and Virtual

e Customizing Exit Interviews for Different Job Roles

Practical Exercise: Designing a Comprehensive Exit Interview Template

Ethical Considerations: Privacy, Confidentiality, and Legal Aspects

Interview Techniques and Building Trust

Creating a Safe Environment for Open and Honest Feedback
e Active Listening Techniques for Effective Interviews

e Managing Difficult or Emotional Conversations

e Practical Exercise: Role-Playing Exit Interviews

e Feedback and Coaching on Interview Techniques

Data Analysis and Reporting

Analyzing Exit Interview Data: Identifying Patterns and Trends

Categorizing Feedback for Actionable Insights

Avoiding Data Bias in Interpretation

Practical Exercise: Analyzing Sample Exit Interview Data

Developing Reports and Dashboards for Stakeholders

Turning Insights into Action
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e Translating Feedback into Organizational Improvements
e Communicating Findings to Leadership and Teams

e Successful Organizations Using Exit Interview Data

Course Methodology:

A variety of methodologies will be used during the course that including:

(30%) Based on Case Studies
e (30%) Techniques
(30%) Role Play
(10%) Concepts
e Pre-test and Post-test
e Variety of Learning Methods
e lectures
e Case Studies and Self Questionnaires
e Group Work
e Discussion

e Presentation

Course Certificate:

International Center for Training & Development (ICTD) will award an internationally recognized

certificate(s) for each delegate on completion of training.

Course Fees:

To be advised as per course location. This rate includes participant’s manual, Hand-Outs, buffet

lunch, coffee/tea on arrival, morning & afternoon of each day.

Course Timings:

Daily Course Timings:
08:00 - 08:20 Morning Coffee / Tea
08:20 - 10:00 First Session
10:00 - 10:20 Coffee / Tea / Snacks
10:20 - 12:20 Second Session
12:20 - 13:30 Lunch Break & Prayer Break
13:30 - 15:00 Last Session
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