EXIT INTERVIEWS & QUESTIONNAIRES

	The purpose of the guidelines


	To enable the Council to examine the reasons why people leave the organisation, in order to inform future employment policies/practice.

To assist the Council to recruit and retain a highly skilled and motivated workforce.  

	As a Lewisham manager you are expected to 


	Encourage leavers to complete exit questionnaires and participate in exit interviews.

Try to ascertain why staff are leaving the service in order to identify any problems with a view to improving retention and motivation of existing employees.

Check the employee’s entitlement to annual leave and ensure that a) all leave is taken before last day or b) any overpayment is recovered.

Check whether the employee has any outstanding loans (computer, bicycle, season ticket) and make him/her aware that the outstanding amount will be recovered from final salary. 

Ensure that the Personnel & Development Division’s (RPAU) are notified in good time of the leaving date together with information regarding any overpayment of leave/outstanding loans. 

Complete a notification form for payroll purposes.



	The guidelines will help you 


	Provide you with guidance on how to undertake exit interviews 

	You can get further support


	On receiving notification from the manager, Personnel & Development Division’s Recruitment & Personnel Administration Unit will process the resignation etc and will arrange for payroll deductions.   The RPAU will also send an exit questionnaire to the employee.  The Education Directorate’s HR Schools Team will process any applications from school based employees.

Directorate HR Sections will collate exist questionnaires and will analyse the results.  The HR section will also make arrangements for exit interviews to be undertaken as appropriate.

Click here for payroll notification forms, how to calculate annual leave entitlement, exit questionnaire,  exit interview record form.
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EXIT INTERVIEWS & QUESTIONNAIRES 

Introduction

The Council is constantly looking at ways to maintain an experienced and highly motivated workforce. One approach is to give leavers the opportunity through exit interviews and questionnaires to express their views, feelings and thoughts about their jobs, their department and the council as an employer, as well as to allow time for constructive comments and suggestions. This feedback identifies problems and highlights changes necessary to achieve the maintenance of a highly motivated and experienced workforce. It should also provide useful information for you as a manager in your section. 

Exit interviews and/or questionnaires are not compulsory but are recognised as good practice and are particularly important for areas with high turnover.

All responses, both at questionnaire and interview stage: 

· will be treated in confidence 

· will not prejudice references 

and 

· the information will only be used in general analysis within the directorate and the council as a whole. 

Questionnaires 

Once an employee has confirmed that they are leaving, an exit questionnaire will be sent to the employee by Personnel & Development Division’s Recruitment & Personnel Administration Unit (RPAU). 

The questionnaire should be returned to the directorate HR section.  Completed questionnaires will be analysed to identify trends and issues to be addressed. 
Exit interviews 

By interviewing individuals it is possible to gain access to people's finer feelings to do with working for Lewisham. This will enable you to recognise jobs with limited job satisfaction or to note trends of dissatisfaction as well as other motivational issues, which can then be addressed by the manager, the directorate or, where necessary, corporately. 

It should be noted that exit interviews are voluntary and therefore if the leaver does not wish to be interviewed this should be respected. Completing the questionnaire will help focus the leaver on the key issues before the exit interview and will assist in probing the reasons for leaving and other issues at the interview itself. 

Exit interviews can be carried out either by the line manager of the employee or by an HR officer. The line manager generally has the best knowledge of the employee and their job and is thus in the best position to talk through reasons for leaving.  However, a reason for leaving may relate to dissatisfaction with the line manager and the leaver should therefore be offered the choice of interviewer. 

Interview techniques 

Allow at least 1 hour for the interview, ensuring that it is pre-arranged and at a location where interruptions are unlikely. 

Explain why the interview is taking place. It should be stressed that all responses at the interview will be treated in strictest confidence, they will not prejudice references and the information will only be used in general analysis. 

It is essential that notes are taken and attached to the questionnaire. You may wish to introduce a meeting record form to ensure a structured interview.  Click here for a model exit interview form 

Ask neutral questions which do not seem to point the leaver towards a particular answer, bearing in mind that the reasons may be multiple and sometimes complex. 

If this has not already emerged, find out how the leaver feels about the time spent in the directorate, particularly emphasising any suggestions about how things might be done differently or improved. 

Detailed evaluation of questionnaires and interviews is important, because simply the observation, for instance, that more women were leaving the organisation than men, could create a misleading impression. The majority of the women could well have left for positive rather than negative reasons, possibly as a direct consequence of some positive action measures. 

Exit Questionnaire

I note that you will soon be leaving the Council and I would be grateful if you would be prepared to complete the enclosed questionnaire to help us to identify aspects of working for Lewisham that may need to be changed or improved.

The main purposes of an exit questionnaire are to:

· Understand why an employee is leaving and therefore identify any issues that need addressing 

· Obtain feedback on the employee’s views on the Council’s employment policies and practices

· Gather information on ideas to improve service delivery

This information can then be used to identify and resolve existing problems and when reviewing existing policies.  Ideas and suggestions from leavers can be evaluated for implementation.

The questionnaire is anonymous and in strict confidence, and will only be used as part of a wider collation and analysis of leavers’ views.

Please complete in full the attached questionnaire and return it in the enclosed envelope.  We would also like to invite you for an exit interview to give you an opportunity to expand on your questionnaire responses.  Please note that these interviews are voluntary.  Please contact your directorate HR section who will arrange the interview. 

I am very grateful for your co-operation in this exercise.  The information that you provide will be of great assistance to us.

CONFIDENTIAL

EXIT QUESTIONNAIRE
Name (optional) ______________________________________________


Directorate you are leaving/have left



1. Next employer

Public Sector









Private Sector








No immediate employer

2. Reasons for leaving (highlight as many as appropriate)


Management style/attitude







Workload/content








Working environment







Pay 


Employment benefits (leave, flexible working etc)



Job Security










Opportunities for advancement/development limited




Personal










Career Advancement






3. Further Comments

(a) What has been the best aspect of working for this directorate?

(b) If you could change one thing in this directorate, what would it be?

(c) If the opportunity ever arose, would you consider returning to work for Lewisham?

4. Length of service


Under 6 months




6 months – 1 year



1 – 2 years





2 – 5 years




5 – 10 years





Over 10 years


5. Gender


Male






Female






	6. Ethnic Origin (choose one section from a to e, then tick the appropriate box to indicate your cultural background)


	a. White

	
	British
	

	
	Irish
	

	
	Turkish/Turkish Cypriot
	

	
	White other
	

	b. Mixed

	
	White & Black Caribbean
	

	
	White & Black African
	

	
	White & Asian
	

	
	Any other Mixed background
	

	c. Asian or Asian British

	
	Indian
	

	
	Bangladeshi
	

	
	Pakistani
	

	
	Any other Asian background
	

	d. Black or Black British

	
	Caribbean
	

	
	African
	

	
	Any other Black background
	

	

	e. Chinese or other ethnic group

	
	Chinese
	

	
	Vietnamese
	

	
	Any other
	

	7. Disability

	Do you consider yourself to have a disability?

	Yes
	
	

	No
	
	


8. Age

Under 25






25 – 34


35 – 44






Over 44

9. Grade ______________________________

Exit interviews

Would you be willing to attend a confidential exit interview to expand further on your questionnaire responses?  If yes, please contact your departmental HR section

Thank you for taking the time and trouble to complete this questionnaire.  The information will be of great assistance to us.  Please return it in the envelope provided.

Exit Interview Record Form 

This form should be completed by the person undertaking the exit interview as a record of the points that were discussed.  The purpose of the exit interview is to enable the Council to examine the reasons why people leave the organisation and to identify any improvements in employment practice that could be made.   General information from the form will be recorded onto a database and used only to produce regular monitoring information to help the Council develop its employment practices.

The employee should be made aware that any comments made during the interview will not influence future references or re-employment with the Council. They should also be made aware that the information provided will remain confidential, although general information will be recorded and used by Human Resources for monitoring purposes and to evaluate employment policies and practices within the Council.

If you have any queries regarding this form or the exit interview process please contact your directorate HR section

Employee’s name: 
Line manager’s name:


Job Title
Grade

Directorate:
Leaving date:


	1. Reason for Leaving 

	What was the main reason for the employee choosing to leave their employment with the council? (please indicate with ‘1’)  What were the secondary reasons (please indicate with ‘2’ and so on)


	1.1. Job

	· Temporary contract/lack of job security
	

	· Job dissatisfaction
	

	1.2. Workplace

	· Dissatisfaction with working environment
	

	· Problems with work colleagues
	

	· Problems with manager
	

	· Discrimination 
	

	· Harassment and/or bullying
	

	1.3. Career

	· Promotion/higher paid job
	

	· Lack of training/career development opportunities
	

	· Taking up full/part time education/study
	

	1.4. Personal

	· Health
	

	· Home relocation
	

	· Caring responsibilities
	

	· Need for change
	

	· Travel problems/work closer to home
	

	· Other personal reasons
	


2. Notes from Interview
2.1. Please expand on the reasons marked above:

2.2. Please record any comments the employee made regarding how the council can improve its employment practices to recruit and retain people

2.3. Please record any other comments relevant to the situation :including 

(a) would they consider working for the Council in the future?

(b) would they recommend the Council as a potential employer to other people?

	3. Equal Opportunities Monitoring 

	3.1. Gender (please tick one box)
 

	Male
	

	Female
	

	Age ___________

3.2. Ethnic Origin (choose one section from a to e, then tick the appropriate box to indicate your cultural background)


	a. White

	
	British
	

	
	Irish
	

	
	Turkish/Turkish Cypriot
	

	
	White other
	

	b. Mixed

	
	White & Black Caribbean
	

	
	White & Black African
	

	
	White & Asian
	

	
	Any other Mixed background
	

	c. Asian or Asian British

	
	Indian
	

	
	Bangladeshi
	

	
	Pakistani
	

	
	Tamil
	

	
	Any other Asian background
	

	d. Black or Black British

	
	Caribbean
	

	
	African
	

	
	Any other Black background
	

	e. Chinese or other ethnic group

	
	Chinese
	

	
	Vietnamese
	

	
	Any other
	

	3.3. Disability

	Do you consider yourself to have a disability?

	Yes
	
	

	No
	
	


