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Exit Interview

What follows are standard questions to ask in an exit interview. An exit interview is done when a team member leaves a project team. They are conducted so that managers can learn from the insights and criticisms of departing employees and identify ways to retain other team members.
Tips:

· The interviewer should be fair, calm, and objective rather than defensive. Interviewers should try to understand what the exiting staff member is saying, which is not the same as agreeing with what an exiting staff member is saying.
· Face-to-face interviews get better results, but if an exiting team member would rather provide a response it writing, this should be accommodated.
· End the meeting on a positive note. Commit to using the information provided to improve your workplace. Wish interviewees success in their new endeavors. End the exit interview graciously.

· At the end of the interview, the interviewer should identify if any specific things that could be done to strengthen the project and the team.
1 Section One: Motivators/Demotivators

1. What is your primary reason for leaving the project? 

2. Did you share your concerns with anyone in the project prior to deciding to leave? 

3. What was most satisfying about your role? 

4. What was least satisfying about your role? 

5. What would you change about your role? 

6. Did your job duties turn out to be as you expected? 

7. Did you receive enough training to do your job effectively? 

8. Do you feel you had the resources and support necessary to accomplish your job? If not, what was missing?

9. Did you receive adequate feedback about your performance day-to-day? 

10. Did this project help you to fulfill your career goals?
11. Did any project policies or procedures (or any other obstacles) make your job more difficult? 

12. What did you like most about this project?
13. What did you like least about this project?

2 Section Two: Project Leadership

14. Did you have clear goals and know what was expected of you in your job? 

15. Did you clearly understand and feel a part of the accomplishment of the project goal, objectives, and outcomes? 

16. Did the management of the project care about and help you accomplish your personal and professional development and career goals?

17. Do you have any comments on the leadership of this project? 

3 Section Three: Other

18. Do you have any other comments on the project?

19. Do you have any tips to help us find your replacement?
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