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Exit Interview Template 
This document provides a template for an exit interview. Exit interviews can be a powerful tool in understanding the reasons staff are leaving your organization, and ultimately how to improve retention by addressing these challenges. All staff should be offered the chance to provide feedback on their experience working in your school/network, either via survey or a one-on-one exit interview with a member of leadership or Talent/HR. The table below outlines a sample exit interview. The questions could also be converted into a survey as another option for staff to provide feedback. Be sure to take notes and schedule time at least annually to review and identify trends. These trends may help you identify root causes of staff turnover and aligned strategies to address them. 

	Sample Exit Interview

	Framing

	Suggested Talking Points:
· Thank you for taking the time to meet with me.
· I’m interested in learning more about your experience working at ORG – what worked well and how we can improve.
· Anything you share with me will be confidential and only shared as part of overall trends.
· Any questions before we dive in?

	Standard Questions
	Response / Notes

	Why have you decided to leave our organization?  
· Was there a particular event or circumstance that led to this decision?
	

	Was there something we could have done that would have changed your decision? 
	

	Prior to making your final decision to leave, did you communicate your concerns/desires to anyone? If so, what was the response? 
	

	In the time that you have worked here, what have you enjoyed/appreciated? What should we continue to do to best support our employees?
· Would you recommend working here to a friend or peer (ask this of people who are leaving for reasons other than dissatisfaction)?
	

	What feedback would you give us about where we should focus our improvement efforts?
	

	Is there anything else you would like to share with us that we haven’t asked you about?
	

	Additional Questions / Probes
	Response / Notes

	How was your relationship with your direct supervisor? The admin team as a whole? Did you feel supported and appreciated in these relationships?
	

	What can be improved about management relationships at the school? 
	

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

	Did you feel you had the resources and support necessary to be successful here? If not, what was missing?
	

	How often did you receive feedback? How satisfied were you with the content and delivery of the feedback?
	

	Did you feel you were able to give feedback, as needed? Were you able to provide input on things that felt important to you?
	

	Did any policies or procedures make your job more difficult? Were any particularly helpful/supportive?
	

	Did you clearly understand and feel a part of our mission?
	

	Do you have any recommendations for us regarding compensation, benefits, or other reward and recognition efforts?
	

	Placeholder for any school-specific efforts or initiatives you may want to ask about:
	

	Closing

	Suggested Talking Points:
· Thank you again for taking the time to share your perspective with me.
· Share a summary of key takeaways from the conversation 
· Reiterate that information shared will be kept confidential and shared as part of overall trends.
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