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PCC/PARISH NAME
Exit Interview Process
Introduction
Exit interviews are conducted with departing employees, just before they leave. Participation in exit interviews by the employee is voluntary but, from the PCC/PARISH NAME’s perspective, the primary aim of the exit interview is to learn reasons for the person's departure, on the basis that the information will be a helpful driver for organisational improvement.   Exit interviews are also an opportunity to enable transfer of knowledge and experience from the departing employee to a successor or replacement, or even to brief a team on current projects and issues.   Good exit interviews should also yield useful information about the organisation as an employer, to assess and improve all aspects of the working environment, culture, processes and systems, management and development, etc.

Exit interviews are a unique opportunity to survey and analyse the opinions of departing employees, who generally are more forthcoming, constructive and objective than staff still in post.  From the departing employee perspective, an exit interview is a chance to give some constructive feedback.

The Exit Interview Process
When an employee hands in their notice the NAME OF RESPONSIBLE PERSON 
will forward the Exit Interview questionnaire for completion.  This should be returned to the NAME OF RESPONSIBLE PERSON.

The NAME OF RESPONSIBLE PERSON will offer the employee an opportunity to meet to discuss the results.  The employee is under no obligation to do this.
Employees may not always disclose the real reasons for leaving or their true views about the organisation. To minimise 'distortion' it can help to:

• explain fully the reason for the interview.
• have the interviews carried out by a person other than the immediate line manager.
• conduct them away from the normal place of work if possible.
• explain that the interview is confidential, and we will only use the information the employee provides with their permission, therefore telling us about something that we can’t then try to do something about will not support improvement. 
• explain that the reasons for leaving will not affect any future references or offers to work again for the organisation.

Face-to-face interviews enable better communication, understanding and interpretation and provide a better opportunity to probe and get to the root of any sensitive matters.  The style of exit interview is different for someone who is being asked to leave, retiring, being made redundant, dismissed etc., compared to an employee leaving to move on to another employer.  However, everyone who leaves should be given the opportunity of an exit interview, as the organisation can learn something from every situation.   In terms of managing the interview the following tips may assist to get the most from the interview:

· Listen rather than talk

· Give the interviewee time and space to answer

· Interpret, reflect and understand (you can understand someone without necessarily agreeing)

· Keep calm, resist the urge to defend or argue - your aim is to elicit views, feedback and answers

· Ask open questions, unless you require specific confirmation about a point. 

'Who?' should be used with care to avoid defamatory risks - exit interviews are not about 'blame', the allocation of which is not constructive and should be avoided for anything other than very serious complaints or accusations, which must then be suitably followed-up beyond the normal exit interview remit.  Actions resulting from exit interview feedback analysis fall into two categories:

· Remedial and preventative (improving health and safety issues, stress, harassment, discrimination etc.) 

· Strategic improvement opportunities (improved induction, management or supervisory training, empowerment or team building initiatives, process improvement, wastage and efficiencies improvements, customer service initiatives etc.)

Aims and Outcomes
· Exit interviews are seen by existing employees as a sign of positive culture - a sign that the organisation is prepared to expose itself to criticism. 

· Exit interviews accelerate participating managers' understanding and experience of managing people. Hearing and handling feedback is a powerful development process. 

· Exit interviews help to support other HR practices. They are seen as positive and necessary for quality and effective people-management.

· The results and analysis of exit interviews provide relevant and useful data directly into training needs analysis and training planning processes. 

· Exit interviews provide valuable information as to how to improve recruitment and induction of new employees. 

· Exit interviews provide direct indications to improve staff retention. 

· Exit interviews are an excellent catalyst for identifying specific mistakes and improvement opportunities in management development. 

Exit Interview
Employee Name:



Position:

Date of interview:



Line Manager/HR/ Interviewer:
What are the reasons for leaving? (tick all that apply)
	Reason
	Tick
	Reason
	Tick

	Career Change (Explain reasons below)
	
	Retirement
	

	Career Progression (Explain reasons below)
	
	Ill Health
	

	Not satisfied with Training Opportunities
	
	New role closer to Home
	

	Not satisfied with the role
	
	Improved Work/Life balance
	

	Higher Pay
	
	Family/Personal reasons
	

	Better Benefits
	
	Other (Provide details below)
	


Other (Please explain):
	


Career Change / Progression (Please explain what factors make this a better opportunity for you):
	


Is there anything that we could have done to encourage you to stay?:
	


Please rank the following including any comments to explain your choice:
1 = Strongly Disagree
2 = Disagree
3 = Agree
4 = Strongly Disagree
The Job Role
	
	Rank
	Comments

	I had Job Satisfaction in my role
	
	

	The volume of work was manageable
	
	

	There were sufficient resources / staff available to enable me to do my job well
	
	

	I had a clear understanding of my role, was given clear goals and understood what was expected of me
	
	

	I feel that my skills were used effectively
	
	

	I feel that my contributions and achievements were recognised and acknowledged by my Line Manager and the Senior Leadership team
	
	

	I was given the opportunity to make decisions about how to do my job
	
	

	I felt supported in my role by my line manager and/or the Senior leadership team
	
	

	I felt that teams were encouraged to work together to reach a common goal.
	
	

	Effective structures were in place to enable the organisation to function effectively.
	
	

	I feel I have contributed positively to supporting the Diocesan Mission Purpose of: Worshipping God, making new disciples and transforming communities.
	
	


Is there anything in the job role that you think can be improved?

	


Training and Development

	
	Rank
	Comments

	There were sufficient opportunities for career advancement/ promotion.
	
	

	I had access to adequate training and development programs.
	
	

	I felt that the organisation cared about my career advancement
	
	

	When I started, the induction and probation process was helpful.
	
	


Is there anything you would like to say about our current training and development opportunities?
	


Culture and Relationships

	
	Rank
	Comments

	I got on well with other staff and I felt listened to and respected 
	
	

	Loving Relationships were demonstrated by a commitment to our Organisation Values 
	
	

	I felt it was a good and positive environment to work in.
	
	

	I received appropriate communication about important decisions in the Diocese, and within the PCC/PARISH Office, especially those that affected me.
	
	

	I felt that the organisation handled employee problems well and gave fair and equal treatment to all employees 
	
	

	Feedback and suggestions about the organisation were encouraged and often actioned.
	
	

	I was not witness to, nor the subject of any bullying or harassment.
	
	

	I felt that the organisation maintained consistency in its policies and practices 
	
	

	Overall, I enjoyed working for the PCC/PARISH and the Diocese of Coventry.
	
	


Is there anything you would like to say about our culture or about relationships within the PCC/PARISH office/wider Diocese?
	


Wellbeing and Support

	
	Rank
	Comments

	My salary was proportionate to my role and responsibilities
	
	

	I was happy with the benefits available to me through the Employee Benefits and Rewards Package
	
	

	I was happy with the wellbeing support available to me through the various Wellbeing Provisions.

	
	

	I felt the organisation showed care and concern about individual wellbeing 
	
	

	Work-life balance was promoted and practiced.
	
	


Is there anything you would like to say about our approach to wellbeing or the provisions that we provide to support health and wellbeing?
	


Line Management and Senior Leadership

	
	Rank
	Comments

	I felt listened to, respected and valued by my Line Manager and was able to give and receive constructive feedback.
	
	

	I felt listened to, respected and valued by the Senior leadership team

	
	

	My performance was regularly discussed through regular one to one meetings and appraisals with my Line Manager.
	
	

	I felt I was able to discuss job related issues with my Line Manager and/or the Senior Leadership Team.
	
	

	I felt that leaders were trained and empowered to lead their teams in line with the PCC/PARISH policies and practices
	
	


Is there anything you would like to say about this section?
	


Are there any handover arrangements that need to be set in place before you leave?

	


Is there anything else that you would like to say about your experience of working for us?

	


Thank you for completing this information. Your responses will be treated with total confidence. 
�This will be the person who administrates leavers (Admin/HR etc)


�If Applicable





