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PROTOCOL FOR THE PROCESS OF 

STAFF EXIT SURVEY
1. Value of Exit Surveys
Exit surveys are powerful tools to gather information about an employee’s working experience. The information gathered from individual surveys, once collated and analysed, can provide meaningful information as regards how the institutional culture is perceived (positive and negative elements), the reasons why staff have elected to leave, the challenges faced on a daily basis as well as the institutional practices and processes that are valued. The information can also point to possible reasons fora high staff turnover in a particular areas or departments or even within a particular category of staff.  This information is then used to identify what is working and needs to be maintained (and even protected and cherished) , what needs to change and opportunities that need further exploration, all with the express purpose of seeking to not only retain but also attract staff. 

2. Principles underlying the process
The following principles will guide the development and implementation of this process:

(a) Exit survey data should not be the only time that there is engagement with a staff member as regards their working experience at Rhodes University.  This should be explored on an on-going basis in the staff-management or academic-HoD-Dean relationship as part of creating “a home for all”
;
(b) Participation in the exit survey process is voluntary. While staff leaving the institution must be encouraged to participate, they cannot be compelled to do so. Where there is on-going engagement with the staff member  (as per (a) above),there is more likely to be a willingness to participate;
(c) The staff member must be guaranteed anonymity in the process and must agree to the release of any information that will identify them;

(d) There must be transparency as regards what information will be used and for what purposes;

(e) The information collected needs to be meaningful in terms of identifying institutional strengths and opportunities as well as weaknesses and threats; and
(f) In turn such information must be used to inform new strategies, policies and programmes.

3. Process issues

Following formal notification of the staff member’s intention to resign and acceptance of that resignation (this includes the resignation of Wardens and/or the person retiring, the following will happen:

(a)  Staff will receive a letter notifying them of the exit process. This letter will invite staff to participate in the exit survey;

(b) The relevant HR Generalist will send the survey link to the relevant staff member. Where the staff member does not have an email address, they will be invited to identify someone with whom they can complete the survey e.g, a HR generalist or administrator or a shop-steward who has access to a computer. The link will then be sent to this individual; 
(c)  The IR+EE Specialist will be responsible for collating the data in terms of key statistics e.g. reasons for leaving as well as thematically in terms of key issues being raised e.g. about institutional culture and practices. This information will be presented to the Employment Equity and Institutional Culture Committee twice a year as well as to other relevant fora. The IR+EE Specialist will also be responsible for reviewing the exit survey process to ensure that it is effective.
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� This concept of a “home for all” is used to evidence the desired institutional culture. 
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