
1
Introduction and Statement of Intent

1.1
London Borough of Havering recognises that as one of the main employers in the local community it is essential to monitor the turnover of employees to ensure the equal treatment of all employees, to address proactively areas that consistently are a cause of employee turnover and to measure the development of employees.

1.2
The Council will ensure that this sound management practice of conducting exit interviews is available for all employees leaving the London Borough of Havering.

1.3
The policy is agreed by the Enterprise Services Policy Sub-Committee and has the full support of the Council, management team and Trade Unions.  A more detailed procedure and guidelines have been established.

1.4
The Council will ensure that this policy is widely publicised throughout the Council.

1.5
Organisational Arrangements
1.5.1
All employees who are voluntarily leaving the Council will be offered an exit interview.

1.5.2
Council Members are responsible for ensuring the policy is effective.  All managers and supervisors must be familiar with the policy.  The Head of Human Resources will have responsibility for co-ordinating the implementation and reporting progress to the members.

1.5.3
All managers are responsible for ensuring the communication of the policy to employees, Corporate Human Resources will advise managers on detailed implementation.

1.6
Monitoring
1.6.1
The Council is committed to monitoring this policy in respect of employment.  The Service Cluster Personnel Manager will monitor the procedure within their Service Cluster and Corporate Human Resources will provide a corporate overview.  The policy and procedure will be subject to regular review on the basis of good practice and monitoring data.  Corporate Human Resources will be responsible for producing annual reports and recommendations for the Council.
1.7
Adherence to Policy
1.7.1
The Policy and the procedures and practices complementing it must be adhered to by all managers.

2
Exit Interview Procedure

2.1
Introduction

2.1.1
This procedure clearly sets out the process to be followed when an employee voluntarily leaves The London Borough of Havering.  This procedure is to be applied to all employees who are voluntarily leaving.

2.2
What is an Exit Interview?

2.2.1
An exit interview is conducted by a line manager or by a member of personnel with the employee who has resigned from their post. This provides an opportunity for individuals who have resigned to indicate the reasons why they are resigning, why they were attracted to a new opportunity, what benefits they feel would attract people to Havering Council and what their opinion is of Havering as an employer.
2.2.2
The interview is recorded on a standard form and is held confidentially by Service Cluster Personnel Teams.  This information is analysed on a yearly basis by Corporate Human Resources to identify areas that may need to be addressed.  Recommendations for improvement are to be made to the relevant Committee.

2.2.3
All information will remain confidential; however, there may be circumstances that come to light that management will need to investigate.  This will of course be highlighted to the individual at the time of the interview or at the stage that further action is to be taken.  Should individuals make allegations, such as harassment, about a colleague they would be expected to attend any potential hearings as a witness.

2.3
The Purpose of Exit Interviews

2.3.1
Exit interviews are a sound management practice to adopt when an employee voluntarily resigns.  The main reasons for conducting an interview are to enable managers:-

· to understand the reasons for employee turnover;

· to have an opportunity to address issues that otherwise they may not be aware of that could lead to a potential constructive dismissal claim.
· to identify areas that need addressing to ensure they maintain a highly motivated workforce.

3
The Procedure

3.1
Stage One

3.1.1
The employee tenders his/her resignation to his/her line manager to resign from his/her post.

3.1.2
The line manager should contact the Service Cluster Personnel Manager if they require advice on the exit interview procedure.

3.1.3
The line manager will write to the employee inviting them to arrange a convenient time to attend an exit interview (Appendix A) and will enclose a questionnaire for the employee to complete prior to the exit interview (Appendix B).

3.1.4.
The line manager or nominated interviewer will arrange a convenient time for the interview to take place.  Exit interviews can be carried out by the line manager of the employee or by a personnel officer.  The line manager generally has the best knowledge of a leaver and his or her job and is thus in the best position to talk through reasons for leaving.  However, a reason for leaving may relate to issues directly concerning their line manager and the employee should be offered the choice of interviewer.

3.1.5
Prior to the interview, the interviewer will review the personal file and talk to the manager (where appropriate) to gain an overview of the circumstances surrounding the resignation.

3.2
Stage Two - The Exit Interview
3.2.1
Explain the purpose of the interview and the process to be followed.  It should be stressed that all responses at the interview will be treated confidentially, they will not prejudice references and the information will only be used in general analysis, except where there is an obligation on the employer to investigate allegations further e.g. harassment.

3.2.2
Establish an atmosphere which encourages the employee to talk freely.  There may be comments made that the employee does not wish to document on the questionnaire.  If at the exit interview the leaver raises a malicious allegation about a colleague, the manager may have to pursue the matter further with the leaver, seeking evidence from the leaver, to support the allegation and if appropriate investigate further

3.2.3
Allow at least thirty minutes for the interview ensuring that it is prearranged and at a location where interruptions are unlikely.

3.2.4
Listen carefully to the employee and put them at their ease as they may be anxious before coming to the meeting.  The interviewer should probe to identify underlying issues and should question any points they do not fully understand.

3.2.5
The interviewer should explore points raised on the exit questionnaire to ensure a comprehensive understanding is reached.  The questionnaire should be used as the basis for the discussion.

3.2.6
The employee should be advised that a record of the interview will be held on their personal file and will be used for analysis purposes only except where there are allegations involving the employee and which therefore need to be investigated further.

3.2.7
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.

3.2.8
Find out how the leaver feels about the time spent in the Service Cluster, particularly emphasising any suggestions about how things might be done differently or improved.

3.3
Stage Three - Following the Exit Interview
3.3.1.
The interviewer will complete the Exit Interviewer’s Comments Form (Appendix C).  This form and the questionnaire will be held on the individual’s personal file and will be used for yearly monitoring purposes.

3.3.2
The interviewer will write to the employee (Appendix D) as a follow up to the 

 interview.

3.3.3
The Service Cluster Personnel Manager will ensure the completion of the yearly return (Appendix E) which will be forwarded to Corporate Human Resources who will analyse the information across the Council.

3.3.4
Corporate Human Resources will monitor the common issues and recommend changes to the appropriate Committee where there is a need for policies to be reviewed or developed in order to retain employees who possess the right skills and abilities to successfully deliver the Council’s services.

APPENDIX A    -
LETTER INVITING EMPLOYEE TO EXIT INTERVIEW
Name

Address

Date

Ref.

Dear

I note that you will soon be leaving Havering Council and as you are aware in order to monitor employee turnover, we have a policy of offering Exit Interviews to employees who are leaving the Council.  The purpose of an exit interview is to:-

-
understand why an employee is leaving and therefore identify any issues that need addressing;

-
obtain the employee’s views of the Council’s policies and practices;

-
gather information on ideas to improve service delivery.

I will therefore be contacting you by telephone to arrange a mutually convenient date and time for us to meet, or if you wish to do so please contact me direct on ............................. Any information you are able to give me will be very useful in monitoring our policies and practices and can help in shaping future policies.  Alternatively if you would prefer a member of the personnel team to conduct the interview, please let me know so that they can make the necessary arrangements.

Please find enclosed a questionnaire which I should be grateful if you would take the time to complete and bring with you to the interview.  The information provided on the form will be the focus for the interview and will then be located on your personal file.  The interview will last approximately thirty minutes. Your attendance at the exit interview is voluntary, if you do not wish to attend an interview please complete the questionnaire and return it marked ‘Strictly Confidential’ to the Service Cluster Personnel Manager indicating that you do not wish to attend an interview.

I would like to thank you very much for assisting us with identifying the reasons for employees turnover and I look forward to seeing you soon.

The Exit Interview Policy and Procedure is located in the Personnel Handbook which is held in your Personnel Section.

Yours sincerely

Name

Post

APPENDIX B

LONDON BOROUGH OF HAVERING

EXIT INTERVIEW QUESTIONNAIRE

The following information will be treated in the strictest confidence and it will not, in any way, affect any future references given on your behalf by this Council or your opportunities for re-employment within Local Government.  The purpose of the Questionnaire is to enable us to identify any problems that may exist for employees working within Havering Council and to address these areas but also to share good practices that exist across other Service Clusters.

	KEY:

1 = Not at all   2 = Marginally   3 = Fairly  4 = Very
	How important is 

this to you?
	How well has this 

been provided in 

your job?

	1.   Good job security


	
	

	2.   Good Atmosphere at work


	
	

	3.   Ability to use your initiative


	
	

	4.   Need to feel stretched at work


	
	

	5.   Promotion prospects


	
	

	6.   Receiving praise for doing well


	
	

	7.   Level of pay


	
	

	8.   Being fairly treated


	
	

	9.   Line manager has high standard of management 

      ability


	
	

	10.  Using your personal abilities to the full


	
	

	11.  Using your administrative/ technical/ professional 

       skills


	
	

	12.   Good workplace communications

 
	
	

	13.  Able to control your workload


	
	

	14.  Good training


	
	

	15.  Good relationships with colleagues


	
	

	16.  Approachable/supportive line manager


	
	

	17.  Flexible hours


	
	

	18.  Awareness of the Council’s Aims


	
	

	19.  Opportunity to learn new skills


	
	

	Of the previous questions, which three are the most important to
	

	you personally?
	

	Give the number of the most important in the top box
	


REASONS FOR LEAVING

If any of the following reasons have influenced your decision to leave, please enter its priority in the box, Number 1 being the main reason for leaving, etc.

	1.   Domestic / personal problems
	

	2.    Travelling problems
	

	3.    Hours of work and/or shift / overtime patterns
	

	4.    Pay / benefits
	

	5.    Job content
	

	6.    Working conditions
	

	7.    Promotion
	

	8.    Incompatible colleagues
	

	9.    Line Manager
	

	10.  Lack of career prospects
	

	11.  Insufficient training
	

	12.  Accommodation problems
	

	13.  Moving from district / relocation
	

	14.  Maternity related
	

	15.  Lack of childcare provisions
	

	16.  Ill health
	

	17.  Career change
	

	18.  Further education / training
	

	19.  Career Break
	

	20.  Other (please specify)
	


	Are you going to another job?
	Yes
	No

	(please tick)
	
	

	If yes, please give employers name
	
	

	Is this Local Government, Voluntary Sector, Private 

Sector or Other Public Sector? (please specify)


	
	

	Would you consider re-employment with Havering
	Yes
	No

	Council? (please tick)
	
	


What attracted you to the new job? (You may tick more than one box)

	Better pay
	
	Less hours
	

	More convenient hours
	
	Increased holiday entitlement
	

	Extra responsibility
	
	Greater promotion prospects
	

	Change of role
	
	More job security
	


Other benefits (please specify) 
_______________________________________

Other (please specify)

_______________________________________

Are there any additional benefits which you feel would particularly attract people to 

working for the London Borough of Havering?      ___________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

What is your opinion of the Council as an employer? _________________________

_____________________________________________________________________________________________________________________________________________________________________________________________________________________

PERSONAL DETAILS

	Name:
	

	Post held:
	

	Grade:
	

	Service Cluster:
	

	Section:
	

	Date Commenced:
	

	Date of leaving:
	


Only interviewers and personnel will have access to completed questionnaires; only analysed data (containing no personal information) will be distributed from personnel to managers and Council Members.

Thank you for your co-operation in completing this questionnaire.

Best wishes for the future
APPENDIX C 

LONDON BOROUGH OF HAVERING

EXIT INTERVIEWER’S COMMENTS

EMPLOYEE’S NAME ______________________________________

Grade……….. Gender……….. Age……..… Ethnicity……….. Disabled………..

Summary of relevant information gained from Manager’s and Employee’s records.

	


Reason for resignation

	


Interviewer’s recommendations for action if required.

	


Interviewers Signature _____________________ Date ________________________

APPENDIX D    -
LETTER THANKING EMPLOYEE 

Name

Address

Address

Address

Date

Ref.

Dear

Thank you very much for attending the exit interview on................................  The 

information you gave me was most helpful.

I wish you good luck and success in the future.

Yours sincerely

Name

Post
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