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LEVEL TWO

EMPLOYEE EXIT STRATEGY

1 The purpose of an Exit interview should be :

· To gain the employee’s perspective on his/her time at Level Two and the work undertaken.

· To look at ways (where applicable) of improving Level Two’s practices.

2 When a member of staff plans to leave the Project’s employment, the following procedure should be adopted:

a) The employee should put their resignation in writing and marked for the attention of the Project Manager.  

b) The Deputy Project Manager / Business Manager will determine the leaving date in accordance with the employee’s contract of employment.
c) The Deputy Project Manager / Business Manger shall resolve with the employee, final pay arrangements. This includes, where possible, using any unused Leave during the notice period.  The Deputy Project Manager / Business Manager will also see to any adjustments necessary to reflect the leave situation at the time of departure; see Level Two Policy No. 12.
d) The Line Manager of the employee will offer an Exit Interview as soon as possible, at a mutually convenient date.  However, the employee has the right to request a member of the management board if he/she wishes.  The Trustee appointed will be decided by the Chair & Vice Chair.  
e) A report of the Exit Interview will be completed using the Exit Interview Form (see Appendix 1).  Both the outgoing employee (jobholder) and the interviewer should sign the form. 
f) The Project Manager, with the Line Manager who has conducted the exit interview will review the contents of the Exit interview form and confer with other members of the Management Board if needed to see if a follow up meeting is necessary. 
g) The Project Manager & Line Manager, or a designated Management Board member will meet to discuss and clarify any issues raised on the Exit Interview Form and will, where applicable, make recommendations to the Management Board for possible changes in policies/procedures/job descriptions as a result.
Appendix 1

LEVEL TWO YOUTH PROJECT - EXIT INTERVIEW FORM

Employee Leaving :  ……………………………………………………………….

Job Title :  ………………………………………………………………………….

Exit Interviewer :  ………………………………………………………………….

Date of Exit Interview :  ……………………………………………………………

Leaving Date :  ……………………………………………………………………..






I agree this summary of the Exit Interview provides an honest record of the discussion.

Signed:   ……………………………………… (Job Holder)    Date:  …………….

Signed:  ………………………………………. (Interviewer)   Date:  ……………

Signed:………………………………………… (Chair)
       Date:……………….
REASONS FOR LEAVING





A FAVORITE EXPERIENCE YOU WILL TAKE AWAY WITH YOU ABOUT WOUR WORK & TIME AT LEVEL TWO





WHAT COULD HAVE BEEN DONE DIFFERENTLY IN YOUR WORK & TIME AT LEVEL TWO





HANDOVER ARRANGEMENTS:


Keys


Phone


Uniform


ID card


Laptop


Level Two Resources











Conclusions/Further discussion
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