NHS EDUCATION FOR SCOTLAND

EXIT QUESTIONNAIRE/INTERVIEW GUIDANCE FOR MANAGERS
1. Introduction

Exit questionnaires can be a rich source of useful organisational information.   Gathering exit data is an ideal opportunity for NES to gain feedback and to facilitate continuous improvement in its approach to employees.

Effective exit questionnaires can help NES address turnover rates, monitor effectiveness of recruitment and Equality and Diversity policies, identify good/bad practice and highlight problems in teams, workload or morale. 

There is no obligation on the employee to complete an Exit Questionnaire but completion should be encouraged, where possible.

2. The Exit Questionnaire
Employees leaving the organisation will be given the Exit Questionnaire along with their termination letter and forms.   They should complete and return the questionnaire to their local HR Manager.  The form can also be downloaded from the intranet.

Exit questionnaires will be retained in the employee’s Personal File.  

Following departure from NES, information from the questionnaire may be shared with the employee’s line manager, Head of Department or Director in order to help identify and take action with regard to good or bad practice within NES.

If issues are raised on the form, which are of concern to the Line Manager/HR Manager, they can initiate a meeting with the individual concerned, although attendance would be voluntary.

3. The Exit Interview
Employees will be given the opportunity to indicate on the questionnaire whether they would like an Exit Interview, either with their Line Manager/HR Manager to discuss further the issues raised on their form.  HR advice should be sought at this stage as appropriate.  

If the leaving employee requests an exit interview, it should be conducted in a private area, free from interruptions.   During the interview, the employee should be encouraged to speak openly.  However, they do need to be informed that the information they give may be passed on to the relevant parties to enable NES to improve its processes.

4. Format of Exit Interview
· welcome the employee and clarify the general purpose of the interview

· be ready to prompt or encourage the employee to move into areas she/ he might be hesitant about

· ask the employee to clarify statements which you do not quite understand

· recognise that some issues may be so important to the employee that they want to discuss them over and over again 

· if you sense that the employee is becoming defensive, try to identify the reason and relax the pressure by changing your approach (do not meet aggression with aggression)

It is important that the manager

· avoids taking sides

· remains impartial

· avoids being judgmental
5. Recording the Exit Interview
If any issues or concerns are raised and discussed, these should be documented on the final page of the Exit Questionnaire, by the Line Manager/HR Manager.  This record of the discussion should be signed by both parties.

6. After the Exit Interview
The employee should return the updated Exit Questionnaire to the local HR Manager, who will be responsible for following up any issues that have been raised.
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All completed Exit Questionnaires must be sent to Central Offices HR for statistical purposes.

