








Exit Procedure

Purpose

The purpose of the Exit Procedure is to try and identify the reasons why employees leave the organisation and the information provided will be used, where possible to:

· Reduce staff turnover

· Improve recruitment and induction practices

· Improve learning and development opportunities

· Highlight any underlying discrimination/problem areas
Introduction
The exit questionnaire can only be used by permanent staff. The Procedure applies to all staff directly employed by the Council and is recommended to Schools as “Best Practice”; it applies to all permanent staff voluntarily leaving regardless of their length of service or employment contract. It does not apply to agency staff or those on fixed term contracts.   
Procedure

On receipt of confirmation that a staff member is leaving (email or telephone call from manager), HR will send the manager a link to complete or send the Exit Questionnaire online to the staff member concerned. The link is on survey console at 
https://www.surveymonkey.com/s/LBBDExitInterview
1. The member of staff will also receive a letter confirming their resignation details (Sample letter at Appendix 1) and explaining the Exit Procedure. 
2. The leaver can complete this form by themselves of the internet as it is understood that not all managers will carry out an exit interview. The leaver can print off their response and share with their line manager if they so wish.
3. Leavers can also complete the online questionnaire after they leave as it is understood that not all employees want to express their views whilst still in employment.
4. Alternatively, the member of staff may choose to complete a “hard” i.e. paper copy, of the Exit Questionnaire (A copy of the Form is attached at Appendix 2).
ii)   during an Exit Interview with their line manager; or 

iii)  during an Exit Interview with an independent person. 

Please note: It is necessary for the line manager or independent person to upload this questionnaire onto the online questionnaire on the intranet. HR will not input these details into the confidential database if sent by paper copy into the service. 
5. The staff member via the online questionnaire can indicate that they do not want their line manager to see their response until they leave. The online form also allows for the leaver to state who should receive a copy.
Monitoring and Reporting
The information from the Exit Questionnaire will be monitored by:

i) Human Resources, to monitor the effectiveness of the Council’s Equalities and Diversity in Employment Policy; and

ii) Directorates and Departmental Management Teams, to identify and address issues relating to recruitment and retention.
iii) The findings will be published overall in the Councils Annual HR Workforce Profile report.

It is critical that staff provide their ‘employee number / leaving date’ on the exit questionnaire. This validates that the employee is a bona fide employee of the Council/School. We will not accept any questionnaires without these fields.

Provision of employee number also allows HR in undertaking annual analysis of the findings to link this with equal opportunity information held on the leavers computerized personnel file.
Data Protection 

The information contained in the online Exit Questionnaire is maintained on a password protected computerised system. If the leaver requests that they do not want their line manager or Departmental Management Team to have access to their personal response, HR will ensure that the findings are annonymised as part of the Councils/Schools overall annual report.
. 
Appendix 1
Sample Resignation Confirmation Letter

Dear (Name)

Thank you for informing me of your decision to leave the Council. 
You may be aware that the Council has an Exit Procedure.  This enables people leaving our employment to give vital information on their experience of being a member of staff.  This will, in turn, help us to learn to:

· Reduce staff turnover
· Improve recruitment and induction practices

· Improve development and training opportunities

· Highlight any underlying discrimination

I would be grateful if you would participate in the Exit Procedure, which you can do by completing the Form on line via the link at 
http://surveyconsole.com/t/ABxJKZDSEV
Alternatively, you can complete a “hard” i.e. paper copy, as follows:
1.  during an interview with your Line Manager* or

2. during an interview with an independent person of your choice*
*Please note: unless you do not have access to a PC, these individuals will need to input the data onto our online exit questionnaire.

All information that you provide will be treated in the strictest of confidence and only presented in an anonymous statistical form and will in no way influence future references or re-employment with the Council.

I hope that you will decide to take part in the Exit Procedure and wish you all the very best for the future.

Yours sincerely

HR Service Centre
Email: HRservicecentre@lbbd.gov.uk
Phone: 0208 724 5233| Fax: 020 8 227 2918 

Elevate East London | Martime House. 4th Floor, 1 Lintion Road, Barking, IG11 8HG
Appendix 2

Exit Questionnaire

	Name:


	

	Employee Number: 

X critical for completion otherwise questionnaire void


	

	Leaving Date:

X critical for completion otherwise questionnaire void


	

	Section or School:


	

	Department:


	

	Name of your line Manager:
	


1.  Are there any consistent issues that prevent you from achieving your   objectives/goals/job satisfaction?

	Yes
	
	No
	



If yes, please give details

2. Do you feel you were sufficiently inducted into the Council (or the School) and your job role?  

	Yes
	
	No
	


If no, how could your induction have been improved?

3. Would you consider returning to the Council or the School in the future if a suitable position became available?

	Yes
	
	No
	



If no, why

Reasons for Leaving

Please indicate which of the following reasons have influenced your decision to leave: (Tick all that apply)

	
	

	Job
	

	1. Lack of job satisfaction
	

	2. Inaccurate job specification/unclear role
	

	3. Pay/benefits
	

	4. Taking up a part time post/reduced hours
	

	5. Long working hours
	

	6. Poor work environment/conditions
	

	7. Relationship with work colleagues
	

	8. Relationship with line manager/management
	

	9.   Poor communication
	

	10. Unfair criticism
	

	11. Lack of job security
	

	12. Unresolved grievances
	

	
	

	Training & career development
	

	13. Lack of training/development opportunities
	

	14. .Lack of career prospects
	

	15. Taking up a promotion
	

	16. Taking up full/part time education/study
	

	17. Career change
	

	18. Moving to private sector
	

	19. Sideways move to another organisation
	

	20. Wanted a new challenge
	

	
	

	Personal

	21.
Health
	

	22.
Home relocation/travel
	

	23.
Caring responsibilities
	

	24.
Maternity – not returning/ceasing work after 3 months
	

	25.
Other personal reasons
	

	
	

	Discrimination around the following
	

	26. Black & Minority Ethnic groups
	

	27. Lesbian, Gay, Bisexual and Transgender status
	

	28. Disabled People
	

	29. Women in Management
	

	30. All age groups e.g. younger/older employees
	

	31. Faith/religious groups   
	

	32. Male/female staff
	Female staff
	

	
	Male staff
	

	33. Parents/carers
	

	34. Single people
	

	35. Other
	


Please indicate which of the above is your main reason for leaving: ……………..

Please use the space below to add anything that you feel has not already been covered in this questionnaire:

Note: The information provided during the Exit Procedure is treated as strictly confidential. If there are any concerns as to the potential misconduct of another employee and which may require the Council to take further action, this should be discussed in confidence with Human Resources before completing the Form. Please contact the Human Resources Service Centre 
Please indicate if you wish your line manager or Departmental Management Team to see a copy (tick all that apply)

	
	I am happy for my line manager / Departmental Management Team to see a copy. Please provide his/her email address and we will forward it to them …………………………. 

	
	I do not wish my line manager to see a copy

	
	I do not wish my Departmental Management Team to see a copy


If you would like a copy of your completed questionnaire please click here to print

Thank you for taking the time to complete this questionnaire – we wish you all the best in your future career / endeavors.
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