Questionnaire

For Avoidance of Knowledge Loss Through Attrition

Instructions:

· Knowledge or skill can mean several different things.  We want to use a broad definition that could include anything that an employee or replacement for a specific job would need to know to do a job like yours.
· Do not include standard skills that are common to your particular job or that are assumed for a particular certification or degree.
· A focus group of employees from DCOD and DIS met to come up with questions that would help us capture information that only you know.
· For each major piece of knowledge, tell us if the knowledge is written down somewhere or not and if anyone knows this information besides you.
· For each major piece of  knowledge tell how you learned this information. 
· Questions are under four major topics.  You should spend about 15 minutes on each topic.  Questions under each topic are suggestions of knowledge that we think could help us get to the information we would not have without your help.
· You will not be asked questions but will be allowed to talk on each topic.  If you would like to take questions at the end, that might help us even if the time is up.  I don’t know if there will be many people at the taping since it is the day before a holiday.
· Please contact me if you have any questions or suggestions for your video session.
Questions:

Your Particular KSAs

· What kinds of knowledge or skills or activities do you now have that CMS will miss most? 

· What are some important types of at-risk knowledge that no one else knows and/or that take a long time for someone else to learn?   That DIS/CMS must have? 

· Describe any special resources you may have about where information is located and how to get to the information (books, manuals, web-sites, etc.) 

· Describe any non-standard knowledge that you possess or have developed about the diagnosis of complex problems.  

· Describe any historical knowledge (lessons learned) you have that might help avoid the repeat of an error in the future.  

· What are the most critical competencies and skills you needed for your job? 

· What would you say are key skills/activities/knowledge you have that others do not have but should have?

· Historical knowledge you have that is not written

· What pieces of knowledge are you most worried about “slipping through the cracks?”

· What are the most critical competencies and skills needed for DIS?

· What should be avoided?
Key Contacts

· Describe any special information you may have about key contacts for expert advice, decisions, permission, getting something processed or expedited.

· What helped you in dealings with the Department?  What has been helpful over the years?

· Liaisons in the Department:  What are some things we need to know from key contacts?

· Who was the biggest advocate?  Who was your champion?

Projects

· What projects do you see need immediate attention?

· What projects did you leave incomplete?

· What would you recommend your replacement do more of, less of or differently and why?

· What are the standards and processes that you do on a regular basis?  Are there Standard Operating Procedures?  Are they written?  If so where can they be found?

· What are the biggest internal/external challenges/barriers and how did you overcome them?

· If you could do one thing over again what would you do differently? 

· What are the opportunities available to your replacement?

Focus

· What did you spend your time doing?  Your focus?  Reasons for focus?

· What were your priorities and why were they your priorities?  How did you set them?  How did you decide on them?  What did you have to give up?

· What about your non-priorities?

· What would you recommend your replacement do more of?  Less of?  Or Differently?

· Reasons for less attention to those not on your immediate screen?

· What are the most important functions/tasks that you performed while in this position?  Why were they important? 

· What would you recommend to your replacement that should be avoided?

