	22.
	EXIT PROCEDURE


1. Scope
For schools where this procedure has been formally adopted by the Governing Body it applies to all permanent and temporary employees (with at least 6 months service) leaving a school, including retirees, teachers and other school based staff except anyone dismissed on grounds of gross misconduct. Confidentiality must be maintained throughout. Responses must not influence references or any future re-employment opportunity.
2. Aims


It is important to find out why employees leave a school to:

· improve our reputation as an employer

· aid staff recruitment and retention

· promote good practice

· comply with legislative monitoring requirements

· benchmark with other boroughs

· shape management development activities

· support proposals for change in employment practices and policies

· identify pockets of poor practice

· provide evidence for where action is needed

3. Process

All paper-based information should be forwarded to the Recruitment & Retention Manager for analysis before being destroyed.  Data will remain anonymous and reports will not contain any information that could identify individuals.

3.1. The Leavers Questionnaire

A copy should be given in good time before the employee’s last day of service and managers should allow them some time to fill it out.  The leaver may, however, take the form away to complete in private. 

3.2. Exit Interviews
At the point when notice is given (either way) or a retirement date is set, all leavers should be offered the opportunity to have an exit interview with someone they trust. The interviewer needs to be experienced at handling sensitive interviews and data. Confidentiality must be assured and maintained throughout . A summary of notes taken should be shared with the employee.  The interview should be loosely structured and centred around topics such as working relationships, management style, worries, equalities, learning and development, health and safety, reward, flexible working, work environment, job content, morale, the new employer, communications, bullying and harassment, staff facilities, etc.

3.3. Record Keeping

All collected data will be reported to the governing body anonymously as far as possible so that leavers are not identified.

3.4. Follow up Calls

Should the leaver choose to attend an exit interview, they will be telephoned three months after leaving (unless they have previously indicated their unwillingness to be contacted) and should be given the opportunity to revisit their reasons for leaving.  Questions can be asked about any further information the leaver may want to disclose and enquiries made about their new position. Ex-employees may be more open about subjects which they found difficult to discuss at the time of leaving once they have safely settled into a new role.

3.5. Annual Report

Personnel Committee/Chair of Governors/Local Authority will produce an annual report to the Governors outlining trends and making recommendations for change.
Exit Interview Record

This form is to be completed by the Interviewer, who can be the Head Teacher/Governor or a member of the Local Authority.  Another manager may conduct it at the request of the leaver, who should be given a copy of the completed document.  The questions in this document are not exclusive, other topics arising during the interview should be recorded too.

	
Leaver:


Leaving Date:
	
School:


Interviewer:

	
Q1
What is the main reason the employee is leaving ______________               School?
        Parent behaviour 

        Pupil behaviour 


Management style/attitude



Workload/content



Working environment



Inflexible Work Patterns



Pay and conditions



Job Security



Lack of career/development


opportunities



Health



Home relocation



Not returning after maternity leave



Need for change



Travel problems/closer to home



Caring responsibilities



Retirement



Dismissal



Cost of living issues



Other personal reasons



End of temporary contract



Problems with colleague(s)



Problems with manager(s)



Discrimination



Harassment and/or bulling



Promotion/higher paid job



Taking up full/part time


education/study



Other reason


(please state)


	Q2
Please expand on reason for leaving



	The rest of the interview should be an informal discussion.  It should centre on topics such as relationships with colleagues and managers, morale, management style, internal communications, evidence of bullying/harassment/discrimination, learning and development, pay and benefits, inflexible working, health and safety concerns, accommodation, facilities and job content.



	
Q3
Record any comments the leaver made suggesting how the Council can improve its employment practices

	Q4
Please record any other relevant information



If the leaver is willing to be interviewed further, or wishes to have a follow up conversation in three months time, please provide their name and contact details.

Name:






Contact Number

Please return the completed questionnaire to the Recruitment & Retention Manager on the 7th floor of Leon House. 

Confidential - Schools Staff Leavers Questionnaire
The purpose of this questionnaire is to find out why people leave ………………………….. School and identify any improvements in employment practice that could be made.  Please be as frank as possible with your answers.  Your comments will not influence your reference or any future re-employment possibilities.  The information you provide will remain confidential.  However, please note that Croydon HR consultancy (where the school buys into their HR consultancy Service Level Agreement) or a nominated person may feedback general information to the school which could be recorded and used to help monitor and develop the school.  Every effort will be taken to ensure that your identity is not revealed. If you have any queries about this form please speak to Christine Lonsdale, Recruitment and Retention Manager.

You are welcome to ask for an exit interview if you would like us to provide more in-depth feedback.  Thank you for your co-operation in this exercise.  The school is always looking for ways to improve its employees' day to day working experience, so your contribution is really helpful.

Please indicate whether you are a member of the Teaching Staff  FORMCHECKBOX 
 or Support Staff  FORMCHECKBOX 

Q1
When is your leaving date?

     
Q2
Who will be your next employer


Independent school
 FORMCHECKBOX 


Another state school or academy
 FORMCHECKBOX 


No Immediate Employer
 FORMCHECKBOX 


Self Employed
 FORMCHECKBOX 


Other – please state


..................................
Q3
Why are you leaving? (Please number all that apply in order of most importance, with 1= most important)

Parent behaviour
  

Pupil behaviour
  

Management Style/attitude
  

Workload
  

Working environment
  

Inflexible Work Patterns
  

Pay
  

Job Security
  

Lack of career/development


Opportunities
  

Health
  

Home relocation/working aboard
  
Not returning after maternity
  
Need for change
  
Travel problems/closer to home
  
Caring responsibilities
  
Retirement
  
Dismissal
  
Cost of living issues
  
Other personal reasons
  
End of temporary contract
  
Problems with colleagues
  
Problems with manager
  
Discrimination
  
Harassment
  
Promotion/higher paid job
  
Taking up full/part time
  
Education study
  
Other reason please state


..............................................
Q4
What has been the best thing about working here?

	     


Q5
If you could change one thing about the school/Local Authority (LA) what would it be?

	     


Q6
Would you return to work here if the chance arose?

	     


Q7
If you choose Discrimination as a reason for leaving, please specify gender, race sexuality, etc.

	     



Q8
How could we create a discrimination free work environment which values and supports everyone’s contributions?

	     


Q9
Please enter any additional comments you have regarding your reasons for leaving

	     


Q10
Please enter any suggestions you have to help the school/LA become a better employer

	     


Would you like to attend a confidential exit interview to expand further on your responses?  If yes, please provide your name and contact number and select your preferred interviewer:

Name ........................................................

Contact Number ............................


Head Teacher
 FORMCHECKBOX 


Governor
 FORMCHECKBOX 


Local Authority
 FORMCHECKBOX 

-----------------------------------------------------------------------------------------------------------------------

Where the council is the employer please provide the following information to assist with monitoring the council's employment practices in terms of equal treatment for employees.  You may disregard questions to avoid recognition but be aware that the more data received the better a picture can be established.  All questionnaires are destroyed after their answers are recorded on a database.

	
Q11



Male..
 FORMCHECKBOX 


Female
 FORMCHECKBOX 

Q12
Ethnic Origin


White British
 FORMCHECKBOX 


White Irish
 FORMCHECKBOX 


Any other white background
 FORMCHECKBOX 


Mixed white and black Caribbean
 FORMCHECKBOX 


White and black African
 FORMCHECKBOX 


White and Asian
 FORMCHECKBOX 


Any other mixed background
 FORMCHECKBOX 


Indian
 FORMCHECKBOX 


Bangladeshi
 FORMCHECKBOX 


Pakistani
 FORMCHECKBOX 


Any other Asian background
 FORMCHECKBOX 


Black or Black British
 FORMCHECKBOX 


Caribbean
 FORMCHECKBOX 


African
 FORMCHECKBOX 


Any other black background
 FORMCHECKBOX 


Chinese
 FORMCHECKBOX 


Any other ethnic group
 FORMCHECKBOX 


If 'other' please specify ...........................
Prefer not to say
 FORMCHECKBOX 

Q13
Do you consider yourself to have a disability?

Yes
 FORMCHECKBOX 


No
 FORMCHECKBOX 

Q14
Age

Under 20
 FORMCHECKBOX 


20 - 29
 FORMCHECKBOX 


30 - 39
 FORMCHECKBOX 


40 - 49
 FORMCHECKBOX 


50 - 59
 FORMCHECKBOX 


60 and over
 FORMCHECKBOX 


Prefer not to say
 FORMCHECKBOX 


	Q15
What is your religion?

Christian
 FORMCHECKBOX 


Muslim
 FORMCHECKBOX 


Hindu
 FORMCHECKBOX 


Sikh
 FORMCHECKBOX 


Buddhist
 FORMCHECKBOX 


Jewish
 FORMCHECKBOX 


None
 FORMCHECKBOX 


Prefer not to say
 FORMCHECKBOX 


Other - please specify ............................
Q16
How long have you worked for the school?

Less than 1 year
 FORMCHECKBOX 


1 - 2 years
 FORMCHECKBOX 


3 - 5 years
 FORMCHECKBOX 


6 - 10 years
 FORMCHECKBOX 


11 year or more
 FORMCHECKBOX 

Q17
What is your job title

........................................................
Q18
What is your usual work pattern?

Full Time
 FORMCHECKBOX 


Part Time
 FORMCHECKBOX 

Q19
Do you have caring responsibilities for a child under 6 or an adult?

Yes
 FORMCHECKBOX 


No
 FORMCHECKBOX 

Q20
If you are leaving because of your caring responsibility, did you try asking for a change in your pattern of work?


Yes
 FORMCHECKBOX 


No
 FORMCHECKBOX 




Thank you for completing this questionnaire.  Please return to Recruitment & Retention on the 7th floor of Leon House
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