EXIT INTERVIEW QUESTIONS

NAME:

DEPARTMENT/LOCATION:

What prompted you to seek alternative employment?  (Please circle all that apply.)

Type of work

Quality of supervision

Compensation/Benefits

Work conditions
Lack of recognition

Family circumstances

Personal reasons
Career opportunity

Other

Please explain (optional):

Before making your decision to leave, did you investigate the possibility of other career opportunities within the organization?  (Please Circle)  YES  NO

Comments:

Please evaluate your immediate supervisor in regard to the following:  (Please circle)

Demonstrated fair and equal treatment
YES

SOMETIMES

NEVER

Provided recognition on the job

YES

SOMETIMES

NEVER

Developed cooperation and teamwork
YES

SOMETIMES

NEVER

Encouraged/listened to suggestions

YES

SOMETIMES

NEVER

Resolved complaints and problems

YES

SOMETIMES

NEVER

Followed policies and procedures

YES

SOMETIMES

NEVER

Did you find your management team

to be approachable, fair, and Equitable?
YES

SOMETIMES

NEVER

Demonstrated expertise related to 

departmental job functions


YES

SOMETIMES

NEVER

Please comment on any area you rated “Sometimes” or “Never”

What were the positive things about your job/supervisor/ the organization that caused you to STAY as long as you did with us?

How frequently did you receive feedback on your performance?

How frequently did you have discussions with your manager about your career goals?

Please evaluate the following in relation to you job:  (Please circle.)

Cooperation within your department

EXCELLENT
     GOOD 
    FAIR
POOR

Cooperation with other departments

EXCELLENT
     GOOD 
    FAIR
POOR

Communication within the organization
as a whole




EXCELLENT
     GOOD 
    FAIR
POOR

Communication between you and

your manager




EXCELLENT
     GOOD 
    FAIR
POOR

The training you received


EXCELLENT
     GOOD 
    FAIR
POOR

Potential for growth



EXCELLENT
     GOOD 
    FAIR
POOR

Opportunity for advancement


EXCELLENT
     GOOD 
    FAIR
POOR

Please comment on any item you rated “FAIR” or “POOR”

Was your workload usually:  (Please circle.)  

TOO GREAT

VARIED, BUT ALL RIGHT

ABOUT RIGHT
TOO LIGHT

Comments:

Do you feel the established organizational policies are fair and consistent?   YES  
NO

If “NO”, please explain:

What did you list least about your job and/or the organization?

What does your new job offer that your job with us did not?

During the course of your employment, did you become aware of, or did you observe, any conduct or activity that could be considered questionable, unethical, or illegal?  If yes, did you notify anyone?  Who?  If you DID NOT notify anyone, please state your reason(s). 

Would you consider returning to our organization at any time in the near future?  Would you recommend this organization as a place to work?

Are there any other comments or suggestions that you can offer that might help us IMPROVE the way we manage/operate?

Thank you for taking the time to complete this questionnaire.

Other ways to word similar questions as above…

What triggered your decision to leave the company?

Name the three things you liked best about the job.

Name the three things you liked least about the job.

What could I improve in my style of management to make things better?

Would you be interested in staying if certain things changed?  What would those be?

Any information you would like me to relay to other members of the team to improve our work performance standards?

Did you understand the job expectations when you were hired?

Did you receive sufficient training to meet those expectations?

How would you rate your own performance on the job?

EXIT INTERVIEW TIPS:

· Interviews can be conducted orally or written.

· Save the hardest questions for the latter part of the oral interview.  Work up to the tough stuff.

· A good question to break the ice is “Would you like for us to be a reference/ recommendation for you?”  Do not make this offer if you would not recommend the employee.  

· Try to find out if there were things the departing employee would suggest to improve conditions, production or morale.

· Try to get a good feel for how they viewed their compensation and benefits package.

· Immediately after the interview determine if you would rehire this employee.  Document. 

· Make use of the information gathered. If you do not use this new information then why do an exit interview?

