
Explanation of changes to Policy 4.26 Staff Exit Interview 

 

There was much discussion on this policy by the board.  It was left that we, the Policy Committee do 

more research.  After doing the research, the Policy Committee felt the Staff Exit Interview process 

needed to be revamped based on the information we learned.  That is why this policy is different in 

process than what we had originally presented.   

 

• The advice from our former CDE contact person: a) The policy needs to be transparent and 

state how the information will be used b) thinks board should do interview c) The document 

should be shared between Board and Administration & make that clear to the employee when 

starting the interview. Former staff shouldn’t be able to comment with the belief that the 

information will be kept confidential to Board only.  We may not get absolutely everything, but it 

avoids the personal attacks on administration, which isn’t helpful. d) the policy should include 

where it’s stored & who has access to the files e) Doesn’t recommend that the information should 

be used as part of Administrator evaluation.  Clearly state that the purpose of the exit interview 

include improvement and not part of the evaluation process. 

• Recommendations taken directly from the book Kim got at the Colorado Association of School 

Business Officials conference: “School Security: How to Build and Strengthen a School 

Safety Program”  a)The employees supervisor will provide the separating employee with a copy 

of a separation form (or exit interview) to be completed prior to the employee leaving 

employment. The employee shall return all school property to supervisor (keys etc).  Kim & 

principals are working on a check out list form.  b) Separation meeting: The employee should 

contact the HR dept. to arrange a meeting to review, retirement, health insurance, last pay period, 

update mailing information    c ) Exit Interview: Upon separation the employee should schedule 

an exit interview.  The purpose is to share ideas, concerns or thoughts about working for the 

school.  No records of the interview will be files in the employee’s personnel file. d)  Exit 

Interview Questionnaire: if the employee does not wish to participate in an exit interview, the 

employee will be given an exit interview questionnaire and asked to complete and return the 

questionnaire.  The purpose of the questionnaire is to provide the employee the opportunity to 

share their, ideas, thoughts, and concerns in relation to their employment with the school.  The 

results of the questionnaire are for informational purposes and will be used to inform decisions 

related to employment practices. e) The book provides a list of questions we should ask in the exit 

interview form.  We have compiled a new Exit Interview Form for the Board to review, based on 

the book’s recommendations.  The exit interview form will have check boxes at the top to ask 

employee how they want to do the interview ie: does not wish to complete the form, interview 

with administrator, interview with board, complete the written questionnaire electronically etc.  

This seems a more manageable way to approach exiting employees. As has been stated by the 

current exit interview committee, when there are many exiting employees, there isn’t enough time 

to get them all done.  Also, this way every exiting employee will be contacted, and not just some 

employees.  Whether the employee chooses to do a live interview or not, is up to them.  But 

hopefully they will complete the written questionnaire so we can glean some information from 

them. 

 

 



 

 

 

 

Policy Committee 2nd draft revision of Staff Exit Interview Policy 4.26 

 

Frontier Academy will constantly strive to improve its human resources practices and make the 

school a better place to work.  To that end, the Academy will attempt to collect and review the 

comments of outgoing employees through an established exit interview questionnaire.  THE 

PURPOSE OF THE QUESTIONNAIRE IS TO PROVIDE THE EMPLOYEE THE 

OPPORTUNITY TO SHARE THEIR THOUGHTS AND CONCERNS IN RELATION TO 

THEIR WORK EMPLOYMENT. THESE RESPONSES ARE FOR INFORMATIONAL 

PURPOSES TO BE USED IN RELATION TO IMPROVE EMPLOYMENT PRACTICES. 

UPON DECISION TO SEPARATE FROM EMPLOYMENT, THE ADMINISTRATION WILL 

CONTACT THE EMPLOYEE.  THE EMPLOYEE MAY CHOOSE TO HAVE A VERBAL 

EXIT INTERVIEW OR WRITTEN/ELECTRONIC EXIT INTERVIEW.   

 

 IF THE EMPLOYEE WISHES AN EXIT INTERVIEW WITH THE BOARD, EXECUTIVE 

COMMITTEE REPRESENTATIVES will arrange an appropriate time to meet and discuss the 

“Staff Exit Interview Form” with the departing staff member. 

 

The information employees provide during the exit interview will be reported to the Executive 

Committee and School Administration. STAFF EXIT INTERVIEW RESPONSES SHALL NOT 

BE USED IN ANY EMPLOYEE EVALUATION PROCESS. The completed staff exit 

interview QUESTIONNAIRE will be kept in a SECURE LOCATION IN THE BUSINESS 

MANAGER’S OFFICE and placed in a separate file outside of the employee personnel file.  

BOARD MEMBERS AND ADMINISTRATION WILL BE GIVEN ACCESS TO THESE 

FILES UPON WRITTEN REQUEST.   

 

 

 

 

 

 

 



3.6—Family Exit Surveys          *pr 

 

In an effort to continue to provide the best educational experience to its students and parents, 

Frontier Academy will conduct written surveys of all Frontier Academy parents choosing to 

remove their children from the Academy. Said survey will be sent to the parents within 30 days 

of the WITHDRAWAL, and will seek information about the parents’ decision.  Parents may 

respond to the survey anonymously if desired.  Results of the exit surveys shall be provided AS 

THEY OCCUR, in the ADMINISTRATION REPORTS TO THE EXECUTIVE COMMITTEE.  

their entirety to the Executive Committee in January and June, which may review their content in 

executive session if, in the judgment of Administration, personal or sensitive issues are contained 

in the surveys.   
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