DOWN DISTRICT COUNCIL

EXIT QUESTIONNAIRE – POLICY AND PROCEDURE

	Introduction

	1.1
	When employees leave the Council it is important to understand why.  Information gathered from Exit Questionnaires can be used to make management decisions that will ensure employees are not leaving for unnecessary reasons and to aid recruitment and retention.


	Objectives

	2.1
	The objectives of the Exit Questionnaire are: -

· To ensure that all leavers are given the opportunity to verify the reason for leaving.
· To provide information on how successful the Council is in its people management practices. 


	Who does the Policy Apply to?

	3.1
	This policy applies to all employees leaving the Council who have been employed under the following contracts:-

· permanent 
· temporary 

· seasonal 
Employees leaving due to early retirement or voluntary severance should also be included.


	3.2
	It does not apply to casual employees on hourly paid contracts.



	3.3
	It would not be appropriate to ask an employee dismissed for misconduct or poor performance to complete a questionnaire.



	3.4
	Where an employee has left without giving notice, if appropriate, the manager should send out a questionnaire or attempt to conduct a telephone interview to obtain the reason for leaving.



	3.5
	There may be instances where the completion of an Exit Questionnaire can be easily overlooked.  Managers should be vigilant to ensure these instances are kept to a minimum and the opportunity to gain valuable information is not missed e.g. employees leaving after maternity leave, a secondment opportunity or a career break; redundancy or ill health retirement.



	Action Required

	4.1
	When a manager receives notification of termination of employment they must immediately issue the employee with an Exit Questionnaire together with an envelope addressed to Human Resources.


	4.2
	The manager must ask the employee to complete the questionnaire and return it to Human Resources in the envelope provided.  Alternatively, if the individual requires assistance to complete the form the manager should contact Human Resources and arrange a suitable time for a member of Human Resources to meet with the individual.


	4.3
	Human Resources will maintain a database of information obtained from the Exit Questionnaires.


	4.4
	Should any Exit Questionnaire reveal information which indicates the possibility of unacceptable practice, Human Resources will bring the matter to the attention of the appropriate Director/Chief Officer or the Clerk and Chief Executive.


	4.5
	Human Resources will compile an annual report detailing trends revealed by the Exit Questionnaires, and will make recommendations to the Management Team for action based on the findings.


	Implementation

	5.1
	All managers must be aware of this policy and their role within it.


	General

	6.1
	Under no circumstances will any person who in good faith makes a negative statement be subject to any form of retribution or retaliation.  Any person who makes or participates in such retribution or retaliation, directly or indirectly, will be subject to disciplinary action in accordance with the Disciplinary Procedures and Rules.  A person who believes they have been or is being subjected to retribution or retaliation should immediately notify Human Resources.
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LEAVERS’ QUESTIONNAIRE

As part of Down District Council’s commitment to its Equal Opportunities Policy, we would like to learn the reasons why employees choose to leave their posts.   We feel that any information, whether good or critical will be a helpful driver to aid Council’s overall improvement. 
We are keen to understand the reasons why you have chosen to leave and whether or not there is anything the Council can do to encourage experienced employees to remain in Down District Council’s employ.  This information will also inform and assist the development and/or review of our human resources policies.

We are therefore interested in your views and would be grateful if you would take a few minutes to complete the enclosed questionnaire and return it in an envelope marked ‘Private and Confidential’ to the Human Resources Department at 24 Strangford Road, Downpatrick, County Down BT30 6SR.  Completion of this form is voluntary and if you prefer not to answer any questions, for whatever reason, this will be respected.

All responses will be processed and stored in accordance with Data Protection principles.

Thank you for your cooperation and we look forward to hearing from you.

The Human Resources Team

Enc.


PRIVATE AND CONFIDENTIAL

Name:  ____________________________ Date:  ________________________

Department:  _______________________ Job Title:  ______________________

Date of Starting: __________ Date of Leaving:  __________ Service: _________

Immediate Line Manager:  ________________________________

1. Please indicate your top three reasons for leaving the Council?  (Please note the order of importance i.e. highest first, 1, 2, and 3.)


· Promotion/better job prospects





· Caring responsibilities


· Return to full-time education


· The job itself


· DDC’s conditions of employment (includes end of fixed term/

temporary contract


· Lack of promotion prospects in DDC


· Lack of training and development prospects in DDC


· The working environment


· Management style/quality


· Other (please state below)

Please give a brief explanation below of your reason for leaving:

	


2. Please rate the following aspects of employment in terms of the importance you attach to each. (Please circle the appropriate rate: 1 = no importance, 5 = very important)


Pay



1
2
3
4
5


Prospects


1
2
3
4
5

Work/life balance

1
2
3
4
5

Conditions of employment*
1
2
3
4
5

(*E.g. entitlement to holidays/Sick pay/maternity provision/pension)

	Comments:




3. Which of the following (if any) would have encouraged you to stay?

(Please indicate your top three in the order of importance i.e. highest first, 1, 2, and 3.)


· Better pay









· Better holidays








· More family friendly policies







· Better training/development opportunities




· Better promotion prospects






· More authority in your job






· Different management style of the organisation



· Different management style from my line manager



Greater challenge in your job





· Better quality line management/supervision




Other (please detail below)






	Please give a brief explanation below of the reasons for your choice




4. Would you consider working for Down District Council again in the future?






YES



NO


5. Would you recommend Down District Council to others as a place to work?






YES



NO


6. Any other comments:

	


7. May we contact you if we wish to clarify any of the answers you have given?






YES



NO




If  ‘YES’ to question 7 please provide a contact address below, including postcode:-

	House Name/Number
	

	Address line 1
	

	Address line 2
	

	County
	

	Postcode
	


Kindly post your completed questionnaire to the Human Resources Department at 24 Strangford Road, Downpatrick, County Down BT30 6SR in an envelope marked ‘Private and Confidential.’
Thank you for taking the time to complete this questionnaire.
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