Exit Interview Procedures
For Transfers (Mid-Year) and Not Re-Enrolling
Information gained through family exit interviews help schools address misconceptions, identify obstacles to Catholic education, and identify areas of concern. To help individual schools with the exit interview process, as well as inform Archdiocesan enrollment and marketing goals, the following procedures are suggested for both transfers (mid-year) and families not re-enrolling.

	Attempt
	Suggested Steps
	Responsible Party

	#1
	The designated individual from the administrative team contacts the family to conduct a live, in-person or virtual exit interview. If the family does not respond, proceed to attempt #2.
	School Admin. Team

	#2
	The designated individual from the administrative team sends the family an online exit survey for completion. Follow up as needed. If the family does not respond OR complete the survey, proceed to attempt #3.
	School Admin. Team

	#3
	The designated individual from the parish business team or board of trustees contacts the family to conduct a live, in-person or virtual exit interview. If the family does not respond, proceed to attempt #4.
	Business Team or BOT 

	#4
	The administrative team/board or parish contacts Felicia Holcomb in the Catholic Schools Office and provides the family’s contact information. Felicia will then attempt to contact the family on behalf of the Catholic Schools Office. Information gained from the exit interview will be shared directly with the school.
	Catholic Schools Office 



Future Reporting: The Catholic Schools Office will request each school to report on 1) the number of students who withdrew from school mid-year and 2) the number of students that did not re-enroll for the next school year. Please see page 2-3 for templates.













Additional Resources:
· Tips for Conducting an Exit Interview 
· How to Make an Exit Interview a Constructive Conversation (tips on redirecting)
· Suggested Exit Interview Questions and Script - ENGLISH & SPANISH (in-person or on the phone)
· Suggested Exit Interview Digital Survey (after in-person attempt made)
· Google Form Copy of Survey - ENGLISH (Make Copy > Edit for your use)
· Google Form Copy of Survey - SPANISH (Make Copy > Edit for your use)

Mid-Year Student Removals - Reporting Template
	Student Name
	22-23 Grade
	Removed By:
	Reason Given for Decision 
	New School of Enrollment

	
	
	Parent  Admin
	Fin  Aca  Soc  Mov  Fai
Tea   Ldr   O: ________
	

	
	
	Parent  Admin
	Fin  Aca  Soc  Mov  Fai
Tea   Ldr   O: ________
	

	
	
	Parent  Admin
	Fin  Aca  Soc  Mov  Fai
Tea   Ldr   O: ________
	

	
	
	Parent  Admin
	Fin  Aca  Soc  Mov  Fai
Tea   Ldr   O: ________
	

	
	
	Parent  Admin
	Fin  Aca  Soc  Mov  Fai
Tea   Ldr   O: ________
	

	
	
	Parent  Admin
	Fin  Aca  Soc  Mov  Fai
Tea   Ldr   O: ________
	

	
	
	Parent  Admin
	Fin  Aca  Soc  Mov  Fai
Tea   Ldr   O: ________
	

	
	
	Parent  Admin
	Fin  Aca  Soc  Mov  Fai
Tea   Ldr   O: ________
	

	
	
	Parent  Admin
	Fin  Aca  Soc  Mov  Fai
Tea   Ldr   O: ________
	

	
	
	Parent  Admin
	Fin  Aca  Soc  Mov  Fai
Tea   Ldr   O: ________
	

	
	
	Parent  Admin
	Fin  Aca  Soc  Mov  Fai
Tea   Ldr   O: ________
	

	
	
	Parent  Admin
	Fin  Aca  Soc  Mov  Fai
Tea   Ldr   O: ________
	

	
	
	Parent  Admin
	Fin  Aca  Soc  Mov  Fai
Tea   Ldr   O: ________
	

	
	
	Parent  Admin
	Fin  Aca  Soc  Mov  Fai
Tea   Ldr   O: ________
	

	
	
	Parent  Admin
	Fin  Aca  Soc  Mov  Fai
Tea   Ldr   O: ________
	


Fin = Finances	Aca = Academics 		Soc = Social		Fai = Faith 	
Mov = Moving 		Tea = Teacher			Ldr = Leadership	Oth = Other 



Not Re-Enrolling for Next School Year - Reporting Template
	Student Name
	22-23 Grade
	Reason Given for Decision 
	New School of Enrollment

	
	
	Fin  Aca  Soc  Mov  Fai
Tea   Ldr   O: ________
	

	
	
	Fin  Aca  Soc  Mov  Fai
Tea   Ldr   O: ________
	

	
	
	Fin  Aca  Soc  Mov  Fai
Tea   Ldr   O: ________
	

	
	
	Fin  Aca  Soc  Mov  Fai
Tea   Ldr   O: ________
	

	
	
	Fin  Aca  Soc  Mov  Fai
Tea   Ldr   O: ________
	

	
	
	Fin  Aca  Soc  Mov  Fai
Tea   Ldr   O: ________
	

	
	
	Fin  Aca  Soc  Mov  Fai
Tea   Ldr   O: ________
	

	
	
	Fin  Aca  Soc  Mov  Fai
Tea   Ldr   O: ________
	

	
	
	Fin  Aca  Soc  Mov  Fai
Tea   Ldr   O: ________
	

	
	
	Fin  Aca  Soc  Mov  Fai
Tea   Ldr   O: ________
	

	
	
	Fin  Aca  Soc  Mov  Fai
Tea   Ldr   O: ________
	

	
	
	Fin  Aca  Soc  Mov  Fai
Tea   Ldr   O: ________
	

	
	
	Fin  Aca  Soc  Mov  Fai
Tea   Ldr   O: ________
	

	
	
	Fin  Aca  Soc  Mov  Fai
Tea   Ldr   O: ________
	


Fin = Finances	Aca = Academics 		Soc = Social		Fai = Faith 	
Mov = Moving 		Tea = Teacher			Ldr = Leadership	Oth = Other 
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