


SCHOOL’S EXIT INTERVIEWS AND QUESTIONNAIRE
A BEST PRACTICE FRAMEWORK FOR THE USE OF EXIT INTERVIEWS AND EXIT QUESTIONNAIRES

 
1.  Introduction
 
As an aid to improve recruitment and retention strategies for the future, exit interviews and exit questionnaires can be helpful in obtaining information about why an employee chooses to leave a school. 
 
This framework provides guidance on how best to obtain and use information from employees and has, as attachments, a model questionnaire and letter which are to be used in the process. 
 
2.
Why obtain information on reasons for leaving?
 
Information obtained can be helpful to;
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identify reasons for and trends in turnover;
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identify areas needing change within a school;
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identify any learning and development needs for remaining employees, including management training needs;
[image: image4.png]



assess the effectiveness of recruitment and induction practices;
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identify factors that would persuade people to remain with the school, such as changes to terms and conditions, working patterns or culture;
[image: image6.png]



evaluate the success of HR policies and procedures and determine where changes need to be made or new strategies developed.  
3. Who it is it applicable to?
 
The use of exit interviews and exit questionnaires is applicable to the following categories of employees:
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Employees who are due to leave following their resignation 
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Employees who are due to retire including ill health retirement and retirement in the interests of the efficiency of the service
 
The above categories apply to full and part time permanent employees including job sharers as well as to temporary employees who have been employed by the school for a minimum of twelve months. 

 
Employees who are due to leave the school because of redundancy, dismissal (misconduct or gross misconduct), lack of capability, medical incapability or the school’s inability to find suitable alternative employment under the redeployment procedure are excluded from the process. 
4. Is the process compulsory?
 
Exit interviews and the completion of exit questionnaires should be actively encouraged by headteachers.  However it must be remembered that interviews and the completion of questionnaires are undertaken voluntarily by employees and are not a requirement at the end of the employment contract. 
5. The process
 
When it is known that an employee is ceasing employment, the school will provide the employee with a copy of the exit questionnaire and a covering letter explaining the process and indicating that attendance at an exit interview is optional. 
 
Should the employee ask for an exit interview then this will be arranged as soon as possible and be held no later than one week prior to the employee’s last day of duty.  It is appreciated that for employees on a short period of notice exit interviews are virtually impossible unless specifically requested. 
 
The exit interview will be conducted by the employee’s preferred choice as indicated on the exit questionnaire and be structured in accordance with the guidance attached to this document. This interview will be conducted by the line manager or headteacher.
 
A note of the interview will be made and signed by both the interviewer and the employee as a reasonable reflection of the employee’s thoughts.  The document will then be forwarded to either the headteacher, or if the headteacher conducted the interview, the chair of governors, for any appropriate action to be taken after taking into account any views expressed by the employee. 
 
In exceptional circumstances, such as disclosures of inappropriate conduct, there will be a need for HR/Pay, together with the headteacher or chair of governors to follow up on information discussed at the interview and/or disclosed in the exit questionnaire. 
  
6. Recording and using the information
 
The school will collate the information obtained from the exit questionnaires and have it recorded on a database.  The exit questionnaire has been designed so that core information can be suitably recorded and used to identify trends and patterns and thereby influence changes to strategies, policies etc if necessary.

 
It is therefore important that the exit questionnaire attached to this document is used. Should a school wish to obtain additional information which is relevant to them and would be of assistance in shaping future delivery then an additional sheet could be added to the exit questionnaire.  The headteacher will discuss a summary of the information obtained from exit questionnaires every six months together with an analysis of trends etc and other important features.  

APPENDIX 1

 
 MODEL LETTER TO ACCOMPANY EXIT QUESTIONNAIRE
Exit Questionnaire
 
Dear xxxxx,    
 
The purpose of the enclosed exit questionnaire is to enable me to examine the reasons that employees leave and to identify any improvements in employment practice that could be made. 
 
I would appreciate it if you could find the time to complete the exit questionnaire and to be as frank as possible with your answers to the questions.  Please note that your comments will not influence future references. 
 
The information you provide will be kept confidential.  General information will be recorded onto a database and used only to produce regular monitoring information to help me develop the schools employment practices. 
 
Please also note that you have the option to have an exit interview with your line manager or myself to give further information about your experience of working for the school and if appropriate, clarify any possible concerns.  You will need to indicate on the exit questionnaire if you wish to have an exit interview. 
 
Please return the completed exit questionnaire in an envelope marked “Confidential”.  If you have any queries regarding the process please speak to your line manager or come and see me. 
 
Thank you for your co-operation. 
 
Yours sincerely
 
 
 
Headteacher

APPENDIX 2

EXIT QUESTIONNAIRE

Whilst you are encouraged to complete this questionnaire, it is not compulsory.  The information you provide will be treated confidentially and may be used to develop employment practices. 
 

Name: 










Job Title:










School:
        









1. Length of service
 

2 years or less 

□
 

2 – 5 years


□
 

5 – 10 years


□
 

10 – 15 years 


□
 

15 years or more

□
2. Reason for Leaving
 

Resignation


□

 

Retirement


□

 

Early retirement

□

 

Ill – health retirement

□

 



Other (please specify)
□

2(a)
If you are leaving to take up alternative employment is it with:
 
Another school in Southampton



□
 
A school in another local authority



□
 
A private sector organisation



□
 
Other (please specify)



□

3. If resigning or taking retirement please indicate the factor (s) for leaving.  If there is more than one factor please rank them in order of importance by placing a number in the appropriate boxes.
 
Level of pay







□

 
Level of working hours





□
 
Change of career






□
 
Level of workload






□

 
Stress of job / role






□
 
Lack of development or career opportunities


□

 
Promotion outside the organisation/to another school

□
 
Leave to have/look after children




□
 
Leave to look after family members (other than children)
□

 
Perception of job security 





□
 
Lack of support from colleagues




□

 
Lack of support from line manager/headteacher


□

 
Other (please specify)





□

 
4. Communication channels within the school, in particular:
 
4.1 Within your own team/year group/department
 
Poor □
Satisfactory □
Good □
Very good □
 
4.2 Within your School
 
Poor □
Satisfactory □
Good □
Very good □
  
 
5. Learning and development opportunities, in particular:
 
5.1 During your employment did you receive any induction training?
 
Yes
□
 
No 
□
 
If “Yes” how would you rate it?
 
Poor □
Satisfactory □
Good □
Very good □
 
5.2 Did you receive any relevant on-the-job training?
 
Yes
□
 
No 
□
 
If “Yes” how would you rate it?
 
Poor □
Satisfactory □
Good □
Very good □
 
5.3 Were learning and development opportunities made available to you?
Yes
□
 
No 
□
 
If “Yes” how would you rate them?
 
Poor □
Satisfactory □
Good □
Very good □
 
  
6.
What were the positive things about your employment with the School?

 
________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________
________________________________________________________________________
  
  
 7. 
What were the negative things about your employment with the school?
________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
 
8.  
How can the school improve?  As a person who has spent some time with us, can you suggest ways in which we can improve?  YOUR HONEST RESPONSE IS APPRECIATED. 

 
________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________
9.  
Do you wish to discuss your responses in detail in the form of an exit interview with your line manager/headteacher?
 
Yes
□
 
No 
□
 
If “Yes”, please indicate your choice
 
Line manager





□

Headteacher





□
 
Representative from Human Resources

□
 
Please return your exit questionnaire in a sealed envelope marked “confidential” to me or the Chair of Governors
Data Protection

The information contained in this document will be treated as confidential and may be used in anonymized form, for statistical analysis by the School and SCC. This use may result in publication and release of anonymized data to other approved users (ie Capita – also referred to as HR Pay) for the purposes of improving employment practices. The information will not be used by the School or SCC or any other bodies in a way that would affect you individually without your consent and consent can be withdrawn at anytime.
You may wish to note that your name and contact details will not be made available to any body other than SCC and Capita and that precautions are taken to minimise the risk of identification of individuals from any published and released data.
Under the Data Protection Act 2018 you have the right to a copy of the data held about you. In line with SCC’s retention policy, your personal data will be retained for your period of employment + 7 years. More detailed information about the School’s handling of your personal data can be found in its privacy notice available on the school website or available on request.  Additionally, Southampton City Council’s Privacy Policy can be found on line at (http://www.southampton.gov.uk/privacy) or on request.
APPENDIX 3

A BEST PRACTICE FRAMEWORK FOR CONDUCTING EXIT INTERVIEWS
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Exit interviews are voluntary – exit interviews should be actively encouraged by headteachers.  However it must be remembered that interviews are undertaken voluntarily by employees and are not a requirement at the end of the employment contract. 
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Exit interviews are informal – interviews should be undertaken on a one to one basis in order to promote honesty by encouraging a good exchange of information which highlights both the strengths and weaknesses of the schools practices and procedures. 
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Exit interviews must ensure confidentiality where possible – it is important that guarantees of confidentiality are well publicised alongside the value placed on exit interviews.  This will help to gain the leaving employee’s co-operation.  
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Exit interviews are taken seriously – the school must be seen to be supportive of the procedures put in place and, more importantly, take a proactive stance on acting on the findings of the interviews.
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Empathy is the key to success – to encourage true flow of information the exit interview should be undertaken by someone the employee is comfortable with.  In the majority of cases this will be their immediate line manager or headteacher.  However, in exceptional cases, it may be advisable for the employee to be interviewed by a representative from Human Resources.  In any event the employee should have indicated on the exit questionnaire their preferred choice. 
 
[image: image14.png]



Exit interviews must be structured – to ensure consistency in the quality and detail of the information given at exit interviews it is advisable for the employee to be asked questions that relate to the various sections of the exit questionnaire as it will allow the employee to expand on the reasons why certain boxes were ticked. 
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Exit interviews must ensure accuracy of information recorded – at the end of the interview session, or soon after, the employee should be given the opportunity to view the information recorded and, if they wish, sign to agree that the information recorded is correct.  
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