
What: Cover LetterWho: All Retiring or Resigning OPS
Employees

Exit Interview Process
What: Exit interview survey aimed at
gathering feedback about the
employee’s experience with the
district.

Where: The exit interview can be
conducted: 

Paper & Pencil Hardcopy
In-Person with HR or
Superintendent
Telephone Conversation
Google Form (rarely used)

When: Provided as part of the
offboarding process, (when the
employee also receives COBRA
information, life insurance
conversion, etc.

How:
HR provides exit interview
survey,  explanatory cover letter
& invite for an in-person
meeting. 
Employee chooses preferred
method.
Once complete the
survey/information collected is
returned to HR for review.

To Note:

EduStaff, GRBS & EG conduct their
own offboarding processes

8% Return Rate in 24-25 So Far
(average response rate for OPS)

Minimal trend data available 

24-25 - More in-person vs hardcopy

Manual Process - No comprehensive
HRIS system to automate the process
(workflow) or analyze data
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