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1.
THE PURPOSE OF THIS SCHEME

1.1 The main purposes of the Exit Procedure are:

· To improve workforce planning and the recruitment and retention of staff;

· To assist the Council in complying with its legal duty to monitor the reasons why people leave the Council;

· To ensure the return of Council property; and

· To conduct a proper handover between the employee and their line manager. 

1.2
The Council is under a legal duty to promote equality of opportunity. This duty requires the Council to monitor the reasons why people leave its employment. It also helps the Council to develop its employment practices. Information is obtained by asking leavers to complete the Exit Questionnaire. In order to get meaningful data the Exit Procedure must be applied consistently to all leavers.

1.3
In addition, the Exit Procedure includes a process to allow the departing employee and their line manager to conduct a formal handover. This would normally cover matters such as the handover of ongoing work to colleagues, information on the return of Council property and confirmation that all contact information is correct.

1.4 This procedure applies to permanent employees only and employees on fixed term contracts.
2.
AN OVERVIEW OF THE PROCEDURE
2.1 As soon as a manager becomes aware that an employee is leaving the Council’s employment, the manager must inform the Central Services HR Team by fully completing the “Confirmation of a Leaver” form including confirming the position on the employee’s annual leave. The form can be found on the intranet under Performance Management/Leaving Tower Hamlets. The manager must complete this form for all leavers regardless of the reason the employee is leaving the Council’s employment. An annual leave calculator and accompanying advice on calculating the employees proportionate annual leave (where applicable) can be found on the Intranet under the link for Leave, and should be referred to prior to completing the form.
2.2 All outstanding leave must be taken before the last day of service, apart from in exceptional circumstances, where the Service Head can authorise payment in lieu to ensure service delivery is maintained. This must be agreed in advance by the Service Head, HR & Workforce Development.  The only exception to this is where an employee on long term sickness absence is granted ill health retirement.  In such a case, the employee is entitled to their accrued statutory annual leave entitlement which will be paid to them in their final salary.
2.3
If an employee has overtaken their annual leave entitlement at the time of leaving, the equivalent monetary sum will be deducted from their final salary. 

2.4
Central Services will then send the departing employee an Exit Questionnaire. They will also ask the employee if he/she would like to attend an exit interview with a HR & WD Business Partner or a manager in the employee’s Directorate.

2.5
If the employee chooses to attend an exit interview this will be arranged by the HR & WD Business Partner or a manager in the employee’s Directorate (as appropriate). The exit interview will normally take place in the last week of the employee’s employment.

3.
THE CONFIRMATION OF LEAVER FORM
3.1 This form is available, on the Intranet. It is completed by the manager of the departing employee and must be signed by both the manager and the departing employee. 

3.2 The aim of this form is:

· to confirm the departing employee’s current contact details;

· to obtain information about annual leave entitlement and annual leave taken;

· to provide information about the reason for leaving;

· to confirm whether the employee is in possession of any Council property; and

· where the departing employee has been in possession of a purchasing card, laptop, mobile phone, uniform etc to ensure that this is handed over.

3.3 On completion of the “Confirmation of a Leaver” Form the manager must email this to Central Services at:

hr.generalenquiries@towerhamlets.gov.uk as well as emailing it to ICT and Facilities Management, Procurement and Payments, so that these services can remove the departing employee’s details can be removed from the databases. This ensures that the Council’s intranet, IT, systems and Finance Systems are kept up to date.

4. THE EXIT QUESTIONNAIRE
4.1
The main purpose of the Exit Questionnaire is to determine why the post holder is leaving, to gather information about the job and to obtain both positive and negative feedback on the Council. 

4.2
The Exit Questionnaire should help the Council to identify and correct any hidden organisational and management problems. This will, in turn, help to reduce turnover and improve the morale of the workforce. It will also help the Council to improve its performance as an employer and provider of services.

4.3
Where the Exit Questionnaire highlights issues of concern, the Central Services HR Team will encourage the employee to have an exit interview with either their line manager or an HR & WD Business Partner, as appropriate.

4.4
It would not be appropriate to send all departing employees an Exit Questionnaire. Employees who will not receive an exit monitoring questionnaire include those:

· Who have been dismissed under the Council procedures, i.e. sickness, capability, disciplinary.

· Where it would appear insensitive to carry out this exercise;

· Staff on fixed term/temporary contracts, where the contract ends; and

· Who retire early due to ill health.

4.5
The information sent to the employee with the Exit Questionnaire will explain how to complete and return the Exit Questionnaire. It will also explain that the completed Exit Questionnaire will not be held on an individual’s personal file.

4.6
The Central Services HR Team will collate the content of the Exit Questionnaires, and forward the information to the relevant HR & WD Business Partner to analyse and share their findings with their Directorate Management Team.  Their findings will then be reported to the Directorate Management Team and the HR & WD Management Team on a six monthly basis. The information will be anonymised and used by Human Resources and Workforce Development for monitoring against performance indicators.  All the information will be in an anonymous form and will not contain reference to individual leavers.

4.7
In certain circumstances, the information provided on the Exit Questionnaire will require the Council to take further action. For example, where the departing employee alleges that another employee has committed an act of misconduct the Council may need to investigate the situation. In these circumstances, the Council will endeavour to treat the information provided as confidential but this cannot be guaranteed.

5.
THE EXIT INTERVIEW
5.1
Departing employees will be asked whether they would like to attend an exit interview. There is no obligation on a departing employee to attend an exit interview. The exit interview will normally be held by the employee’s line manager for those who request one. The employee may ask for the interview to be held by a different manager within the Directorate or, alternatively, with a representative from HR & WD Assistant Business Partners.
5.2
The purpose of the exit interview is to allow the departing employee to expand on the information provided in the Exit Questionnaire. 

5.3
The information provided in an exit interview will be provided to the relevant HR & WD Business Partner who will analyse this information as part of the analysis of the information contained in the Exit Questionnaires (see 4.6 above).

5.4
The information provided in an exit interview will be treated in the same manner as information provided on Exit Questionnaires (see 4.7 above).

6.
FURTHER INFORMATION
6.1 A summary of the Exit Procedure can be found in the attached flowchart.

6.2 Further information and guidance can be obtained from the Central Services HR Team.
THE EXIT PROCEDURE PROCESS
Manager informs Central Services Human Resources 
that an employee is leaving by completing the 

“Confirmation of Leaver” form.


Central Services Human Resources sends an Exit Questionnaire

 to the employee to establish the reasons for leaving 






Central Services HR collates data and submits this to the HR & WD Business Partner to analyse and submit to their Directorate Management Team and the HR & WD Management Team on a six monthly basis 


Human Resources Strategy analyses and 

identifies corporate trends





Appropriate action taken as necessary with regard to management/organisational issues and race equality scheme.
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Employee attends Exit Interview (optional).
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Trends fed back to Directorate Human Resources Business Partners 
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