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1. Purpose and Scope

11

1.2

1.3

It is recognised by NHS Dumfries and Galloway (hereafter known as ‘the Board’)
that occasionally staff will leave the organisation, or change departments within the
organisation, for other employment opportunities or other reasons.

The purpose of this document is to provide managers and employees with guidance
to carry out an ‘Exit and Moving on Questionnaire’ on leaving their department.

The purpose of the questionnaire is to gather information from employees leaving
and moving across the organisation to inform and advise future recruitment and
retention of employees and review reasons why staff change roles internally.

The information gathered will be used respectfully by managers and the Board to
explore working practices, and the working environment, within their departments
with a view to adjusting and improving the work experience of employees.

2. Document Aims

2.1

The main aim of this policy is to help NHS Dumfries & Galloway maintain a high-
quality working environment by giving managers an insight into their departmental
workings. This, in turn, will help towards improving staff retention and help to
highlight issues of concern. It is recognised that, on some occasions, the benefit to
the organisation is greater than that of the individual being interviewed.

3. Responsibilities and Organisational Arrangements

3.1

3.2

The Exit and moving on Questionnaire will provide Managers and the Workforce

Directorate with vital information that will allow them to:

. Gain a greater understanding of employees’ reasons for leaving, and their
willingness to return;

. Establish what steps can be taken to retain other staff;

« Alert management to any concerns; and

. ldentify the strengths and weaknesses of departments and the organisation.

The Board wants to strike a balance between confidentiality and making use of the
information provided. To do this, we will adhere to the legislation on Data
Protection, this means that we will only use the information for the purpose for
which it was collected and it will be stored securely.

4. Procedure

4.1

Employee participation in completing a questionnaire is voluntary. If an employee
agrees to carry out the Questionnaire through an exit interview, the manager should
make it an integral part of the employment termination procedure. Any interview
should, wherever possible, take place within the last 2 weeks before employment
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4.2

4.3

4.4

4.5

4.6

4.7

4.8

4.9

ends or the employee moves department, giving adequate notice of the interview
date.

A questionnaire should be offered for all voluntary leavers and dismissals as a
result of the termination of a fixed term contract at the end of the pre-determined
period. The questionnaire is not conducted for any other dismissals as a result of
e.g. disciplinary and/or capability action.

For completing the questionnaire, the employee is entitled to be accompanied at the
interview by a friend, relative or trade union representative if they would find this
helpful. The employee will agree the format and/or venue with their line-manager;
this can take place in a neutral location.

Pre-arrangement will allow both parties to take steps to ensure that the
questionnaire and subsequent interview can be completed in private and without
interruptions. The line-manager will forward a either a link to the electronic copy of
the questionnaire or if the individual has IT access issue the relevant exit or moving
on questionnaire will be sent to the employee to allow them to prepare their
thoughts. This correspondence will also confirm the arrangements for the meeting.

The form that is used at the interview is designed to act as a guide for the
interviewer in what should be a semi-structured interview.

Ideally the interview should be conducted by the line-manager. However individuals
can request for other managers from within their team, or for the support of HR, to
complete the questionnaire. Staff-side representatives are also available to support
employees.

To ensure the data is collated efficiently and in the most confidential way we would
prefer employees and managers to utilise the electronic version the questionnaire
(appendix 1) that can be used for those staff leaving and moving on. This electronic
survey is automatically sent directly to the workforce Department for review.

If however the individual has IT access issues, the Exit Questionnaire Form (for
those leaving NHS Dumfries & Galloway — see Appendix 2) and the Moving On
Questionnaire Form (for those moving to another department within NHS Dumfries
& Galloway — see Appendix 3) will be available to print and send to
dg.exit@nhs.scot and will be retained by the Workforce Directorate.

Beacon —» Organisational Policies —» Workforce —»Exit & Moving On Feedback Policy

If an employee chooses not to participate in an interview but still wishes to give the
organisation information about their reasons for leaving or moving department, the
employee will be able to access the questionnaire as described in the above
section.

The Workforce Directorate will work closely with the Payroll Team to track
movement of staff and leavers to ensure questionnaires have been completed and
interviews offered. Where they have not, the team will arrange either a confidential
face-to-face discussion, or telephone call to secure feedback.
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5. Training and Support

5.1 Itis essential that all staff know about, and understand, this policy. Employees and
managers have access to this policy, which includes guidance, through the intranet
or may request a copy from the Workforce Directorate. Additional guidance is
available from the HR Team to:-

o Describe the steps which all managers should follow in conducting an Exit
Questionnaire;
and;

o Provide the paperwork needed for this process.

6. Monitoring, Review and Evaluation

6.1 This policy will be monitored, reviewed and evaluated every 3 years taking into
consideration legislative changes and developments in good practice to ensure it
meets the needs of all employees and the organisation.

7. Equality and Diversity

7.1 The Board is committed to equality and diversity in respect of the nine protected
characteristics; these are, age disability, gender, race, religion/belief gender
reassignment, pregnancy and maternity related and marriage and civil partnership.

An Equality and Diversity Impact Assessment has been carried out on this Policy.

8. Data Protection Act 2018

8.1 Your Personal Data

All personal data processed by NHS Dumfries and Galloway for the purpose of your
employment is performed in line with our Data Protection Notice. This is available at
http://www.nhsdg.scot.nhs.uk/Departments _and Services/Data Protection N
otice
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DOCUMENT CONTROL SHEET

1. Document Status
Title Exit and Moving On Policy
Author Victoria McDade & Lorraine Widowson
Approver APF
Document reference Policy Number 13
Version number Version Number 7 (May 2021)

2 Document Amendment History

Version Section(s) Reason for update

3 Approved April 2007

4 All Sections of the Policy re-named and re-numbered in
accordance with the new policy layout document.

4 1,4,5,6,7 Significant changes to Section 1, additions to Sections 4 and 5.
Sections 6 and 7 and Document Control Sheet added.

4 Appendices Exit Interview Form amended to reflect questions in the EESS

system. This system is not operational until 2015 — amending the
Exit Interview Form now will allow consistent data to be gathered
from the date of this policy onward.

5 Data Protection | Details added to meet Data Protection Act 1998 requirements.

6 Appendices 1. removed (letter). Questionnaire redesigned and new
guestionnaire devised for staff moving within the organisation.

6 4.7 Section 4.7 now has new monitoring of completion of forms to
ensure the Board is able to obtain as much feedback as possible to
use on improving recruitment and retention.

7 4.7 references to electronic version

7 appendices additional appendix added with link to the electronic version

7 all updated references to old nhs.net email addresses to new nhs.scot
email

3. Distribution

Name Responsibility Version number

Corporate Business Manager Place on policy register 7

APF Included within the APF Minutes 7

Workforce Directorate Paper Include Paragraph in the Workforce 7

Directorate Monthly Paper

Beacon Corporate Business Manager 7

Management Team Discussion | Management Teams 7

4. Associated documents

A How to Guide will be produced and stored on the internet for managers. There is no current
legislation in relation to Exit Questionnaires. ACAS advise EXxit Interviews as an appropriate
method for organisations to gather information when employees leave.

5. Action Plan for Implementation

Action Lead Officer Timeframe
Amendments documented in the Workforce Investigations & Policy May 2021
Directorate Paper and Distributed to Management Manager
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Teams

New Policy made available on Beacon Corporate Business Manager | June 2021
Training needs identified by Managers addressed as | HR Team Ongoing
they arise.

Appendix 1

Please see below the link to the electronic exit and moving on questionnaire. This is a
Microsoft Forms survey that was submitted will be collated by the Workforce directorate.

https://forms.office.com/Pages/ResponsePage.aspx?id=veDVEDCgykuAnLXmdF5JmkO1T

FiqLNBISDVEQPK1HuU5UQOISMFEpTSTKkONOZSVTRUVZRYUzIQT1JVOSQIQCNOPWcu

LGB Exit and Moving On Feedback

Dumfries

et Questionnaire

Thank you for continuing to choose NHS Dumfries & Galloway as your employer. We want to give you the
opportunity to feedback to us as to why you are moving department. This will help us to identify and address
areas of concern and ways to improve.

We want you to be able to feedback to us openly and honestly about your experience with us. Should you feel
uncomfortable about completing this questionnaire with your current line manager or the Workforce Team
please still contact Workforce who will arrange a “safe person” for you to speak to within your area of expertise.
Email dg.exit@nhs.scot and we will contact you directly.

Page 7 of 13

Title: Exit and Moving On Feedback Policy
Date: May 2021

Version: 7.0

Author: VMC

The only current version of this policy is on the intranet



https://forms.office.com/Pages/ResponsePage.aspx?id=veDvEDCgykuAnLXmdF5JmkO1TFjqLNBIsDVEQPK1Hu5UQ0I3MFpTSTk0N0ZSVTRUVzRYUzlQT1JVOSQlQCN0PWcu
https://forms.office.com/Pages/ResponsePage.aspx?id=veDvEDCgykuAnLXmdF5JmkO1TFjqLNBIsDVEQPK1Hu5UQ0I3MFpTSTk0N0ZSVTRUVzRYUzlQT1JVOSQlQCN0PWcu

Please only use if you need to print a N H S

Appendix 2 version. If not use appendix one N— o/
Dumfries

& Galloway

Staff Exit Questionnaire

We are sorry you are leaving NHS Dumfries and Galloway and wish you well for the future.
The Workforce Directorate is monitoring the reason(s) why employees leave their posts, in
order to identify and address any areas of concern and ways to improve.

We want you to be able to feedback to us openly and honestly about your experience with
us. Should you feel uncomfortable about completing this questionnaire with your line
manager or the Workforce Team please still contact Workforce who will arrange for a ‘safe
person’ to speak to within your area of expertise. Email exit.dg@nhs.net and they will
contact you directly.

SECTION 1: Exit Interview Details

Was an Exit Exit Interview Interviewer:
Interview offered? time and date:

SECTION 2: Personal Details
Name: | |

Post Held: | | Department: | |

Length of time in Overall length of service
current role: with NHS D&G:
Destination on
leaving:

Your Job Family

Admin and Support services [ | Medical and Dental [ ] other Therapeutic [ ]

Allied Health professionals [ | Medical and Dental Support [ | Personal and Social Care | ]

Healthcare Science [ | Nursing and Midwifery [ ]

Your Age Range 25-34 | ]45-54 [ |65-70 [ |

Under 24 [ ]35-44 [ ]55-64 [ |70+ []

What are your reasons for leaving? Please select more than one if applicable
Salary |:| Conflict with other employees |:| End of fixed term contract D
Stress at work [ ] career development [ ] shift patterns / rotations [ ]
Family / other personal [ | Lack of opportunities to progress [ | Change of career []
Lack of support Flexible working Organisational change
Retirement Conflict with manager Health / Redeployment

Caring for others [ ] other - please specify, or give
more detail for choices above

What could we improve?

What will you miss about working for NHS Dumfries & Galloway?
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What could have been done for you to remain employed here?

Would you consider volunteering with us if staying in the region? ~ YES|[ |NO [ |

If so are you happy for us to pass you details to our volunteer coordinator? YES[ |NO [ ]
Please rank the following
Your experience as Strongly Agree Slightly Slightly  Disagree Strongly
an Individual Agree Agree  Disagree Disagree

| was clear about my duties and
responsibilities

| was given the information | needed to do |
my job

| had time and resources to support my |
learning

| had sufficient support to do my job well

| was confident my ideas and suggestions
were listened to
| was confident my ideas and suggestions
were acted upon

| felt involved in decisions relating to my job |

| was treated with dignity and respect as an |
individual

| was treated fairly and consistently |

| received helpful feedback on how well | did |
my work

[ 1] || | | |
[ ] || | | |
[ ] || | | |
[ 1] || | | |
L 1] || | | |
[ ] || | | |
[ ] || | | |
] || | | |
[ 1] || | | |
[ 1] || | | |
I N | | |

| felt appreciated for the work | did |

Where you wish to expand on any of the above, please provide additional detail to help us improve

My Team / My Direct Line Strongly Agree  Slightly Slightly = Disagree Strongly
Manager Agree Agree  Disagree Disagree

| felt my manager cared about my health
and wellbeing

| felt my direct line manager was |
approachable

| felt involved in decisions relating to my
team

| was confident that performance was
managed within the team

| felt my team worked well together |

| would recommend my team as a good one |
to be part of
| would recommend NHS D&G as a place to |
work

L ] [ ] || |
L] [ ] || |
L] L] || |
L] L] || |
| || [ ] || |
L] [ ] || |
L ] [ ] || |

Returning to work with us
Would you consider returning to work with us YES NO
If so, would you be happy for us to keep in touch? YES NO

Please leave us the best email address to contact you on.
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We would like to take the time to thank you for the work you have done with us and for
taking the time to complete the above questionnaire. Your responses will be treated in the
strictest of confidence and only be used anonymously to help inform the organisation of
trends/themes in order to improve our work place and become an employer of choice.
However, where extreme concerns have been highlighted, particularly around patient
safety, we are obligated to raise disclosed information to relevant parties and in these
cases, anonymity cannot be guaranteed.

Kind regards,
Workforce Directorate
Note for Managers

All Exit questionnaires should be sent to exit.dg@nhs.net and the Workforce Directorate
will monitor returns and contact leavers where any forms have not been returned.
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. Please only use if you need to print a N H S
Appendix 3 version. If not use appendix one N— o’/
Dumfries
& Galloway

Staff Moving On Feedback Questionnaire

Purpose: For staff moving internally across departments, rather
than staff moving on for development or promotion.

Thank you for continuing to choose NHS Dumfries & Galloway as your employer. We
want to give you the opportunity to feedback to us as to why you are moving department.
This will help us to identify and address areas of concern and ways to improve.

We want you to be able to feedback to us openly and honestly about your experience with
us. Should you feel uncomfortable about completing this questionnaire with your current
line manager or the Workforce Team please still contact Workforce who will arrange a
“safe person” for you to speak to within your area of expertise. Email exit.dg@nhs.net and
we will contact you directly.

SECTION 1: Moving On Interview Details

Was a Moving On Interview time Interviewer:

Interview offered? and date:
SECTION 2: Personal Details
Name: | |
Post held: | | Current department | |
Length of time in Overall length of service
current role: with NHS D&G:

New department: | |

Your Job Family

Admin and Support services [ | Medical and Dental Support (]

Allied Health professionals |:| Nursing and Midwifery |:|

Healthcare Science [ ] other Therapeutic [ ]

Medical and Dental [ ] Personal and Social Care [ ]

Your Age Range

Under 24 [ ]44-54 [ ]65-70 [ ]

25 - 34 [ ] 55-64 [ ] 70+ []

What are your reasons for moving on? Please select more than one if applicable

Salary [ ] conflict with other employees [ | Conflict with manager [ ]
Stress at work [ ] career development [ ] shift patterns / rotations [ ]
Family / other personal [ | Lack of opportunities to progress | | Change of career [ ]
Lack of support [ ] Flexible working [ ] Organisational change [ ]
Health / Redeployment |:| End of Fixed Term Contract |:| caring for others |:|

Other - please specify, or give
more detail to choices above.
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What could be improved in the Department you are leaving?

What will you miss about the job you are leaving?

If applicable, what could have been done for you to remain in your current
department?

Please rank the following
Your experience as an Strongly Agree  Slightly Slightly Disagree Strongly
Individual Agree Agree Disagree Disagree
| was clear about my duties and
responsibilities

| was given the information | needed to do
my job

| had time and resources to support my
learning

I had sufficient support to do my job well

| was confident my ideas and suggestions
were listened to

| was confident my ideas and suggestions
were acted upon

| felt involved in decisions relating to my job

| was treated with dignity and respect as an
individual

oo Qn

| was treated fairly and consistently

| received helpful feedback on how well | did
my work

HiNNEnnEnnE
HiNnEnNEnnen
HiN N EnnEnnnn
HiNNENNEnen
NN NN

[]

| felt appreciated for the work | did
Where you wish to expand on any of the above, please provide additional detail to help us improve

Please rank the following
My Team / My Direct Line Strongly Agree  Slightly Slightly Disagree Strongly
Manager Agree Agree Disagree Disagree

| felt my manager cared about my health
and wellbeing

| felt my direct line manager was
approachable

| felt involved in decisions relating to my
team

| was confident that performance was
managed within the team

| felt my team worked well together

| would recommend my team as a good
one to be part of

| would recommend D&G as a place to
work

OO
HiNnn.
HiEnnnn
NN
HiNnninn
NN Nn.
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Where you wish to expand on any of the above, please provide additional detail to help us improve.

We would like to thank you for taking the time to complete the above questionnaire and
hope you will continue to engage with us on how to improve services via initiatives such as
iMatter and the Working Well programme.

Your responses will be treated in the strictest of confidence and only be used
anonymously to help inform the organisation of trends/themes in order to improve our work
place and become an employer of choice. However, where extreme concerns have been
highlighted, particularly around patient safety, we are obligated to raise disclosed
information to relevant parties and in these cases, anonymity cannot be guaranteed.

Kind regards,

Workforce Directorate

Note for Managers

All Moving On Questionnaires should be sent to dg.exit@nhs.scot and the Workforce
Directorate will monitor returns and contact colleagues where any forms have not been
returned.
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