
Exit interview policy and procedure.


Procedures 

The pre-school will: 

· Consider whether the interview should be conducted away from the nursery.

· Consider whether the interview should be conducted by someone other than the Line Manager.

· Explain why the interview is taking place. ‘St Peters is sorry to lose you and wants to learn any lessons from your departure’.

· Explain that the interview is confidential, although insights gained will help St Peters in their reviews of the policy and practice.

· Explain that information given during the interview will not affect future references or offers of re-employment.

· When a registration letter is received, the Manager and Directors must be informed in order to proceed with an Exit Interview.

· The departing member of staff will be invited to an Exit Interview with the Manager,  Deputy or Chair.

· The interview will cover the reasons for leaving, job description and duties, nursery policies and procedures, working relationships and equal opportunities.

· Where a person is uncomfortable about attending an Exit Interview, information may be gathered through asking the departing member of staff to complete the Exit Form.

· Information gathered through the Exit Interview will be summarised by the Manager and/or Chair and the results fed back directly to the Directors. 
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Policy statement





The purpose of the exit interview is to:


o	Identify the reasons for staff turnover, particular in areas where it is high.


o	Monitor the recruitment and selection process.


o	Discover any problems that need to be addressed in order to improve retention.









