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1.0: Project proposal

The hotel industry has been facing major challenges over the past five years to retain its best staff due to the recruitment by cruise ships twice a year. A survey has been conducted of the labour force in the Food and Beverage Division of LUX* Le Morne.  It was to for comparisons to gather a better understanding of the issues. There is a high labour turnover in the Food and Beverage Division during the 2 years that the researcher has spent at the organization. It would be better if the employees stayed longer with the hotel so that they can be engaged and assisted in their future career.

The project allows us to have a general review of literature and the main factors contributing to employee turnover and also provides an understanding of the experience of employees within the hospitality industry. With the boom of tourism in Mauritius and the expansion of hotels, there is a limited supply of well-trained and qualified staff. This eventually demotivates those who work hard and passionately.

This project is about how to retain employees and the identification of the factors impacting how employees feel at work by creating the right atmosphere. It was important to collect enough quantitative and qualitative data coming from an employee survey and one to one chat/interview.

Participants were the Food and Beverage Division staff who are currently working under the researcher’s direct supervision (103 employees). Employee survey: the purpose of the survey was to gather mainly quantitative information from team members. All the survey that were conducted and was kept anonymous. One to One Chat/ interview: the purpose of one to one chat was to obtain and have a closer approach in order to have more qualitative information to ensure that employees are in line with developments in the field, participants were different age, religion and gender to maximize variation.

No unethical situation had occur during this survey. The researcher was under the guidance of mentors and human resources staff and the research work was in line with LUX* Resorts and Hotels Codes of conduct and ethics and Great Place to Work aspects.

The key conclusions evolving from this survey will emphasize on working environment such as job comfort and management commitment, personal attributes and the strategies provided to alleviate high turnover rates. This study made an important contribution to understand employee perspective.

This will help the researcher to find solutions on how to:
#handle turnover, 
#help in the retention of staff members, 
#find various ways to multiply individual talent in the future, 
#find out the root cause of team member frustration, and 
#identify the factors leading the employees to leave. 





2.0: Project Report 

2.1: Introduction
During the past 10 years, retaining employees has been a very big challenge at LUX* Le Morne for the Food and Beverage section which led to a drop in customer service. The turnover for 2017 was 1.36 % and for 2018, it was 1.009 % which is very alarming to us in terms of number of employees leaving. 
The aim of this research was therefore to understand the various reasons contributing to the high attrition rate in the Food and Beverage Department. 
Hospitality industry services contribute a lot to the Mauritian economy. In fact, the main driver in the growth of the service sector is the tourist industry. However, due to the high attrition rate prevailing in this industry, the growth and performance of this sector is adversely affected. 
The major reason of this survey was to have more information based on staff perception of working conditions and their job satisfaction in order to amortize the high turnover rate at LUX* Le Morne.
















2.2: Literature Review
Managers often report difficulties in taking on board and retaining highly experienced quality professional staff members. 
Focusing on employee retention is very important to maintain the service level and contributing towards the company's reputation. Labor retention is ambiguous in the hotel sector which is already facing employee enrollment issues. This is irrespective of the size of the organization and the cause of the turnover. The labor turnover affects the performance of the organization. Turnover is the result of a combination of different factors that affects employees’ attitudes and consequently leads to employee turnover. It is quite challenging to gather accurate information on reasons contributing to people’s departure. Some people confirmed unfair working hours and low salary as being the major reasons for leaving. Others mentioned hard work, low future progression, unappreciated efforts and irregular working hours. (Tracey and Hinkin, 2008 /Price 1977, p. 15).  
Retaining employees is of utmost importance and a questionable challenge for all companies currently, it remains a serious issue for the company because of the investment related to selecting, onboarding and training new team members. (Allen, Bryant and Vardaman, 2010). 
Keeping on board new team members is the most decisive effort by an employer and to keep talented people in order to grow the business by keeping the right people on the right jobs. A high employee retention rate is often characteristic and typical of successful companies. The hospitality sector is recognized for its high mobility and odd working hours as well as frequent contact with customers, which require excellent customer approach and relationship and emotional intelligence by the employees. Those industry-specific traits have been identified as contributing partly to the high rate of turnover compared to other sectors.
The high rate of departure of employees, low retention and a scarcity of talented team members in the hospitality sector have highly affected the industry.  A positive correlation was found between work stress and employees’ intentions to leave, within the hotel industry. The study confirms the role of work stress as being a decisive factor for employee departure and provides the consequences for hotel human resource management practices. (Journal of Hospitality Marketing & Management. Nov/Dec2018, Vol. 27 Issue 8, p926-945. 20p). It has been found that team members' satisfaction is achieved by raising their remuneration, provision of decent working conditions, proper leadership style, frequent training and personal trait. The results of this study provide a basis and structure to management and educational institutes in resolving labor and talent shortage. Equal importance is attributed to both internal and external motivation and personal attitude in supporting team member’s job satisfaction 





2.3: Methods

This project was about how to retain employees by creating the right atmosphere and different factors that make employees engaged and disengaged at work. It was  important to collect sufficient quantitative and qualitative data coming from an employee survey and one to one chat/interview, this was to dig and find out best practice of how to retain those talent in LUX* Le Morne. We will be involved deeply to understand the root causes, we will be actively engaged and fully committed to enrich those talent with necessary needs and training so as to give them the assurance that will ensure that he or she gets the opportunity to develop to the fullest. 

Participants were the Food & Beverage staff members that were currently working under the researcher’s direct supervision at every level as from the 1st March 2019 till 15th March 2019.
The number of staff was 103 but number of expected respondents for the survey was +- 90, as team members are generally very responsive to surveys in our resort. Finally, a total of 76 respondents completed the survey.  
An Employee questionnaire and a one to one chat was administered mainly to collect quantitative information from team members. All the survey that was conducted has been kept anonymous same was done in open quiet space area not in an office, the researcher explained to each and every one why this survey was being conducted and the details of the survey content so that they clearly understood it to the fullest before they proceeded.
A One-to-One Chat interview as well was proposed in order to obtain a closer approach and to have more qualitative information from the employees but the latter were very hesitant for interviews. Ultimately, no one was willing to do the interview. 
The project research was based at LUX Le Morne a unit of LUX Collective. The researcher was the sole person responsible in conducting the research. All participants were sent a friendly invitation well in advance in order to get prepared. The questionnaire had ten questions, based on 5 points Likert’s scale style; (a) Disagree (b) Neutral (c) Agree (d) Strongly disagree (e) strongly agree. Below is the table indicating outlets, number of employees per outlet and number of employees targeted in the survey.
	OUTLETS
	NUMBER OF EMPLOYEE 
	EMPLOYEE EXPECTED TO BE TARGETED

	The Kitchen Restaurant
	35
	30

	The Beach Restaurant 
	12
	10

	The Beach 'Plage' 
	12
	10

	The Bar 
	18
	15

	Café LUX* 
	2
	2

	In Room Dining
	15
	12

	East Restaurant
	4
	4

	F&B Administartion
	5
	4

	TOTAL
	103
	87


2.4: Findings
This section analyses the data that has been collected from the survey to identify the factors affecting retention. This part will focus on critical analysis obtained in this research. This will allow the researcher to easily gather relevant information pertaining to issues regarding retention. Questions were presented with the choice of five Likert scale. The primary mission was to seek team members’ perception at the workplace. Below questions pertain to what team members need and expect in order to fulfill their work. Few results have been identified allowing us to understand why team members leave us. These are crucial elements that we as a company, should pay particular attention to, in order to maintain the correct atmosphere. In this context of employee retention, the framework of "job content" and "job related" matter has been used by the researcher for studying the causes why team members leave LUX* Le Morne. Below, are the 10 major factors that are forcing our talents to leave. A descriptive analysis of five point has been used and data were basically analyzed by means of percentage. 

NOTE: For some of the questions, participants provided more than 1 answer and hence the number of responses for these questions exceeded 76

Responses to question 1
	Questions
	Strongly Disagree
	Disagree
	Neutral
	Agree
	Strongly Agree

	Q1 I feel comfortable working with my teammates.
	8
	4
	21
	53
	14

	 
	8%
	4%
	21%
	53%
	14%


Results show that all team members can work as a team, there is a very good relationship between the bottom line team members and the top line, the department culture is therefore in a very good track. Based on the survey, 67% of the responses were positive indicating that they are happy to work in teams, however 12% are not comfortable with their teammates. We would like to maintain this positive environment for the employee to be both nurturing and challenging, we want to maintain that warm family atmosphere in the department. It is perceived that most of them are helpful to each other.  
 
Responses to question 2
	Questions
	Strongly Disagree
	Disagree
	Neutral
	Agree
	Strongly Agree

	My work gives me a feeling of personal accomplishment.
	6
	5
	24
	26
	13

	 
	8%
	7%
	32%
	35%
	18%


This question has been asked to identify if team member has the feeling of personal accomplishment at work. Based on the figures, 51% of the team member feels that the work gives them a sense of personal accomplishment. 32% of the respondents are not sure about the correlation between the work and sense of accomplishment and 15% disagree. Of course we recognize our team member accomplishment, we encourage our employee to show their talent and out of this we need to recognize their potential, we are committed to their development in the professional field, if we failed they might look for other company that may offer them much better opportunities. 

Responses to question 3 
	Questions
	Strongly Disagree
	Disagree
	Neutral
	Agree
	Strongly Agree

	I have the tools and resources to do my job well.
	14
	17
	14
	25
	6

	 
	18%
	22%
	18%
	33%
	8%


The fundamental focus of this investigation was to examine more about resources and tools provided by the company for employees to perform much better at work. 41% agreed compared to 40% who disagreed. This is actually a very alarming figure that needs special attention. Based on surveys conducted, some employees mentioned that we lack materials. It appears that direct supervisors should be assigned to create awareness of how to be more responsible and make employees feel engaged to take ownership of their material and other equipment and ensure they are in good working condition. This will reduce the burden during operational hours and eradicate the issue.

Responses to question 4
	Questions
	Strongly Disagree
	Disagree
	Neutral
	Agree
	Strongly Agree

	I am paid fairly for my overtime
	10
	13
	25
	25
	3

	 
	13%
	17%
	33%
	33%
	4%


This question was established to find out if team members were fairly paid while performing extra hours (overtime) and to find out Human Resources department practices on the subject. 37% participants believe that they are being rewarded as per company policy while 33% participants think that they are not paid fairly or they just remain neutral. 30% participants disagree for not being paid fairly. This is a clear sign that LUX* Le Morne appropriately compensated the team member for overtime performed.  

Responses to question 5
	Questions
	Strongly Disagree
	Disagree
	Neutral
	Agree
	Strongly Agree

	My work has special meaning: this is not “just a job”.
	6
	11
	16
	42
	13

	 
	7%
	13%
	18%
	48%
	15%


This question pertains to their job. The figure demonstrate that the work has a special meaning for them as 63% are very enthusiastic and passionate of what they are doing. Team Members know that their hard work and efforts are very much appreciated. The common complaint that occurs from the survey is that there is “no recognition”. This is a big influencing factor on a team member’s decision whether to stay or to leave. Team members achieving company vision are often rewarded but not necessarily in monetary terms. “THANKS” in some situations as acknowledgement for the good job done is enough. Those small touches allow the team members to stay like a family member rather than a disengaged employee. LUX* is investing massively to allow team members to have a meaningful career. In the orientation program, career growth and team spirits are popularized to show the team members the benefits and future they have in the company.
Responses to question 6.
	Questions
	Strongly Disagree
	Disagree
	Neutral
	Agree
	Strongly Agree

	I clearly understand what my supervisor expects from me.
	8
	7
	25
	27
	9

	 
	11%
	9%
	33%
	36%
	12%


This question sought to identify if the Food and Beverage team members were comfortable with direct supervisors. Supervisors need to know what exactly they are expecting from our team members according to their job title and responsibilities. There should not be pop up expectation when it comes to responsibilities because very often surprises may upset an employee and this may lead to demotivation. 

Responses to question 7.
	Questions
	Strongly Disagree
	Disagree
	Neutral
	Agree
	Strongly Agree

	I am provided with all trainings necessary to perform my job.
	6
	6
	25
	25
	11

	 
	8%
	8%
	33%
	33%
	14%


As it can be seen above, a total of 47% of the participants agreed that we provide them with adequate training. 33% were neutral on this statement. 16% of team members disagreed with this comment implying that there was no training that was provided to them. 
Responses to question 8
	Questions
	Strongly Disagree
	Disagree
	Neutral
	Agree
	Strongly Agree

	I am treated as a full member here regardless of my position.
	11
	11
	21
	21
	10

	 
	14%
	14%
	28%
	28%
	13%


Statistics demonstrate that 34% of the team members are treated fairly and equally. 28% are neutral in this situation and 28% feels that they are not having the same treat. As a company, it is our policy to value our employees with respect and honor, irrespective of their position in LUX*.  Recognition and good treatment of our team members is part of our values. Food and Beverage team did not feel to pay attention to some of our staff as they assigned very low priority to merge and welcome the new comers needs.





Responses to question 9
	Questions
	Strongly Disagree
	Disagree
	Neutral
	Agree
	Strongly Agree

	People celebrate special events around here.
	7
	9
	19
	27
	7

	 
	9%
	12%
	25%
	36%
	9%


Results clearly indicate that 45% of the food and beverage team members feel that each moment matters and celebration is happening among the team. 21% do not have the same feeling. 28% have the feeling that they are not being fully integrated as a team member regardless of their position. 41% of the team members feel that they are an asset to the team. “HELPING YOU CELEBRATING LIFE” is one of mission toward our internal and external guests. Staff are very often rewarded for different aspects in LUX*; maybe we do not do it enough. We need to go extra miles such as, praise team members as if you are talking to your children. We need to tell them how we are proud of them to be part of LUX* family. A small personal note for the good work done will make the team member feel really appreciated particularly when it comes from direct supervisor. Small give away such as T-shirt or cap with LUX* Le Morne logo which will make them proud to wear actually team members enjoy wearing them. We can offer a computer at the canteen for those who can’t afford a smartphone. We need to review and help our team members balance their personal life and work life. Set up teams for various activities to reduce stress and build more teamwork and cooperation. A recognition program with the department can be organized to make the team member feels recognized, rewards and thanking them for their efforts and contribution. This I idea will definitely create a healthy family working environment.

Responses to question 10
	Questions
	Strongly Disagree
	Disagree
	Neutral
	Agree
	Strongly Agree

	My superiors treat me fairly.
	11
	10
	25
	26
	8

	
	14%
	13%
	33%
	34%
	11%


Supervisor or team leaders can either encourage a workforce or demotivate them to move towards company vision. Table above shows their perceptions towards their superiors treat them at work. Nearly half 45% of our team members feel that they are being treated fairly. Furthermore, 27% respondents are of the opinion that they are not treated fairly at work, whereas 33% are neutral to this question. Brainstorming session will be organized within the department in order to create awareness they will also be ask to be patient, we should be able to understand that everyone deserve the same treat whoever they are in the organization, an orientation program will be implemented for supervisory level to make them understand the importance, constant brainstorming in our daily briefing will be implemented. Credibility, feedback and praising are vital to our success, manager and supervisor can destroy credibility faster rather than building it.


2.5 Conclusion & Recommendation

Conclusion
Hospitality industry in Mauritius is facing the highest turnover rate, and remains the sector with very hard characteristics such as long working hours and less work life balance. Team members in our organization are our primary asset and hence we must motivate them and make them feel engaged. We, as a company, are accountable for the wellbeing in order to retain them. Even if we have an HR department, every single responsible person should act like HR in his own department. Every action is to create value.
Employees should be treated and developed in such an exceptional way that they feel affectionate to stay and we need to buy-in their trust. We should care about their benefits beside their salaries. 

Recommendations
Some areas require improvement at Lux* Le Morne and are as follows: 

- I clearly understand what my supervisor expects from me.
We need to know what exactly is expected from team members according to job title and responsibilities. There should not be surprising work that comes which may demotivate them.
Recommendation - I will organize an individual group session to make each and every one understand his/her role and what is being expected at work.

- I am provided with all trainings necessary to perform my job.
Employees feel highly energized when training is provided, employees skills can only be perfected, sharpened through training and development. Without this, employees are not able to progressively add value to the companies.
Recommendation – I will personally monitor training workshop and identify training needs during one to one sessions or performance appraisal. I will also randomly ask questions to ensure right information has been delivered


- I am treated as a full member here regardless of my position.
Regardless the position, we want all of our team members to get along properly in order to avoid issues and conflicts.
Recommendation – I will monitor it by the TEAM MEMBER SURVEY and STAFF APPRAISAL conducted in the hotel premises 


· We want to enhance employee retention rate by 0.5%.
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3.0: Appendix

3.1: Survey Form

Food & Beverage job climate.
Retention
Please take a few minutes to tell me about your job.
All information for this survey will remain anonymous.

	 
	Strongly Disagree
	Disagree
	Neutral
	Agree 
	Strongly Agree

	I feel comfortable working with my teammates.
	 
	 
	 
	 
	 

	My work gives me a feeling of personal accomplishment. 
	 
	 
	 
	 
	 

	I have the tools and resources to do my job well.
	 
	 
	 
	 
	 

	I am paid fairly for my overtime.
	 
	 
	 
	 
	 

	My work has special meaning: this is not “just a job”.
	 
	 
	 
	 
	 

	I clearly understand what my supervisor expects from me.
	 
	 
	 
	 
	 

	I am provided with all trainings necessary to perform my job.
	 
	 
	 
	 
	 

	I am treated as a full member here regardless of my position.
	 
	 
	 
	 
	 

	People celebrate special events around here.
	 
	 
	 
	 
	 

	My superiors treat me fairly.
	 
	 
	 
	 
	 



Few Suggestions
What suggestions do you have for the improvements of Food & Beverage team?




What other issues not included in the survey need to be addressed to the management?




3.2: Survey Compilation

	Survey 76 respondents

	
	1
	2
	3
	4
	5

	Questions
	Strongly Disagree
	Disagree
	Neutral
	Agree
	Strongly Agree

	I feel comfortable working with my teammates.
	8
	4
	21
	53
	14

	 
	8%
	4%
	21%
	53%
	14%

	My work gives me a feeling of personal accomplishment.
	6
	5
	24
	26
	13

	 
	8%
	7%
	32%
	35%
	18%

	I have the tools and resources to do my job well.
	14
	17
	14
	25
	6

	 
	18%
	22%
	18%
	33%
	8%

	I am paid fairly for my overtime
	10
	13
	25
	25
	3

	 
	13%
	17%
	33%
	33%
	4%

	My work has special meaning: this is not “just a job”.
	6
	11
	16
	42
	13

	 
	7%
	13%
	18%
	48%
	15%

	I clearly understand what my supervisor expects from me.
	8
	7
	25
	27
	9

	 
	11%
	9%
	33%
	36%
	12%

	I am provided with all trainings necessary to perform my job.
	6
	6
	25
	25
	11

	 
	8%
	8%
	33%
	33%
	14%

	I am treated as a full member here regardless of my position.
	11
	11
	21
	21
	10

	 
	14%
	14%
	28%
	28%
	13%

	People celebrate special events around here.
	7
	9
	19
	27
	7

	 
	9%
	12%
	25%
	36%
	9%

	My superiors treat me fairly.
	11
	10
	25
	26
	8

	
	14%
	13%
	33%
	34%
	11%














3.3: Survey Analysis

	Survey 76 respondents
	
	
	

	
	1
	2
	3
	4
	5
	ANALYSIS

	Questions
	Strongly Disagree
	Dis- agree
	Neutral
	Agree
	Strongly Agree
	Total 1,2,3
	Total 4,5
	Total responses per question

	I feel comfortable working with my teammates.
	8
	4
	21
	53
	14
	33
	67
	100

	 
	8%
	4%
	21%
	53%
	14%
	33%
	67%
	 

	My work gives me a feeling of personal accomplishment.
	6
	5
	24
	26
	13
	35
	39
	74

	 
	8%
	7%
	32%
	35%
	18%
	47%
	53%
	 

	I have the tools and resources to do my job well.
	14
	17
	14
	25
	6
	45
	31
	76

	 
	18%
	22%
	18%
	33%
	8%
	59%
	41%
	 

	I am paid fairly for my overtime
	10
	13
	25
	25
	3
	48
	28
	76

	 
	13%
	17%
	33%
	33%
	4%
	63%
	37%
	 

	My work has special meaning: this is not “just a job”.
	6
	11
	16
	42
	13
	33
	55
	88

	 
	7%
	13%
	18%
	48%
	15%
	38%
	63%
	 

	I clearly understand what my supervisor expects from me.
	8
	7
	25
	27
	9
	40
	36
	76

	 
	11%
	9%
	33%
	36%
	12%
	53%
	47%
	 

	I am provided with all trainings necessary to perform my job.
	6
	6
	25
	25
	11
	37
	36
	73

	 
	8%
	8%
	33%
	33%
	14%
	51%
	49%
	 

	I am treated as a full member here regardless of my position.
	11
	11
	21
	21
	10
	43
	31
	74

	 
	14%
	14%
	28%
	28%
	13%
	58%
	42%
	 

	People celebrate special events around here.
	7
	9
	19
	27
	7
	35
	34
	69

	 
	9%
	12%
	25%
	36%
	9%
	51%
	49%
	 

	My superiors treat me fairly.
	11
	10
	25
	26
	8
	46
	34
	80

	
	14%
	13%
	33%
	34%
	11%
	58%
	43%
	 


4.0: Ethic Form

APPLICATION FOR ETHICAL APPROVAL
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(please check the Guidance Notes as to the appropriate approval process for different levels of research by different categories of individual)
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	☒	NO
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	Date
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	Identifying retention strategies that are effective for the Food and Beverage team at LUX Le Morne.
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I work for LUX* Le Morne , I am in charge of the Food & Beverage Department I want to create a dynamic friendly atmosphere as we have many younger team members. In the 2 years that I have spent I have seen many staff leaving for other opportunities. I really want them to stay longer with us, not only because it benefits the resort but also because I want to engage them and assist them in their future careers. 
Why
“When the job market improves, many employees who have had few options will be looking for new alternatives. Employee turnover can be expensive, disruptive, and damaging to organisational success. Despite the importance of successfully managing turnover, many retention management efforts are based on misleading or incomplete data, generic best practices that don't translate, or managerial gut instinct at odds with research evidence. Turnover fictions are dispelled and replaced by research-based facts. 
Managing employee turnover: dispelling myths and fostering evidence-based retention strategies. Author: David G. Allen / Phillip C Bryant
Date of access: 30th Nov 2018



Millennials 
Generally, are described as those born in the 1980s and 1990s, which means the oldest members of the generation—also known as Generation Y—began entering the workforce in the late 1990s and early 2000s.
Article title: 5 Tips to help you manage millennial employee
Website title: The balance careers
URL: https://www.thebalancecareers.com/tips-for-managing-millennials-191
Date of access: 30th Nov 2018


Aims
The aims of the project will therefore be:
•	To find out how team member talent can be elevated in the future
•	To find out what frustrates and demotivates team members 
•	To find out what conditions force them to leave LUX
•	To analyse current trends in order to make recommendations for improvements to the service
•	to look for ways in order to satisfy the needs of team members, particularly millenials

 My learning outcomes
•	Identify suitable retention strategies
•	Develop a better understanding of the work expectations of millennials
•	Ability to utilise the high-tech savvy generation effectively
•	Managing millennials, getting the most out of them

Previous Research
‘According to the Pew Research Center, Millennials surpassed all other generations in 2016 as the largest portion of the workforce. As of 2017, 56 million members of the workforce were born between 1981 and 1996, compared to Generation X, which accounted for about 53 million, and baby boomers, who accounted for about 41 million. Research shows that millennials account for more people who identify as multiracial than any other generation. A survey by Deloitte shows that more than 40 percent of millennials expect to leave their jobs within two years and fewer than 30 percent want to be in the same job for more than five years. 
Article title: 5 Tips to help you manage millennial employee
Website title: The balance careers
URL: https://www.thebalancecareers.com/tips-for-managing-millennials-1918678
Date of access: 30th Nov 2018




	Proposed methods
Provide a brief summary of all the methods that may be used in the research activity, making it clear what specific techniques may be used. If methods other than those listed in this section are deemed appropriate later, additional ethical approval for those methods will be needed. (Maximum 600 words)

	Methodological Position
This project is about how to retain employees; different factors affect how employees feel at work by creating the right atmosphere. It will be important to collect sufficient quantitative and qualitative data coming from an employee survey and one to one chat/interview.

Participants
Participants will be the Food & Beverage staff that are currently working under my direct supervision (103 employees).

Methods
· Employee survey and exit interview reports: the purpose of the survey is to gather mainly quantitive information from team members, all the survey that will be conducted will be kept anonymous..


· One to One Chat/ interview: the purpose of one to one chat is to obtain and have a closer approach in order to have more qualitative information to ensure that employees are in line with developments in the field.
Analysis

Employee survey: 

One to One Chat/ interview: 







	Location of research activity
Identify all locations where research activity will take place.

	LUX Le Morne - Mauritius

	Research activity outside of the UK
If research activity will take place overseas, you are responsible for ensuring that local ethical considerations are complied with and that the relevant permissions are sought. Specify any local guidelines (e.g. from local professional associations/learned societies/universities) that exist and whether these involve any ethical stipulations beyond those usual in the UK (provide details of any licenses or permissions required). Also specify whether there are any specific ethical issues raised by the local context in which the research activity is taking place, for example, particular cultural sensitivities or vulnerabilities of participants.

	All the project will be based at LUX Le Morne a unit of LUX Collective. All participant will be sent a friendly mutual invitation well in advance in order to get prepared.




SECTION F: Scope of Research Activity

	Will the research activity include:
	
YES
	
NO

	Use of a questionnaire or similar research instrument?
	☒
	☐

	Use of interviews?
	☒
	☐

	Use of diaries?
	☐
	☒

	Participant observation with their knowledge?
	☐
	☒

	Participant observation without their knowledge?
	☐
	☒

	Use of video or audio recording?
	☐
	☒

	Access to personal or confidential information without the participants’ specific consent?
	☐
	☒

	Administration of any questions, test stimuli, presentation that may be experienced as physically, mentally or emotionally harmful / offensive?
	☐
	☒

	Performance of any acts which may cause embarrassment or affect self-esteem?
	☐
	☒

	Investigation of participants involved in illegal activities?
	☐
	☒

	Use of procedures that involve deception?
	☐
	☒

	Administration of any substance, agent or placebo?
	☐
	☒

	Working with live vertebrate animals?
	☐
	☒

	Other primary data collection methods, please explain in this box



	☐
	☒



If NO to every question, then the research activity is (ethically) low risk and may be exempt from some of the following sections (please refer to Guidance Notes).

If YES to any question, then no research activity should be undertaken until full ethical approval has been obtained. 


SECTION G: Intended Participants

	Who are the intended participants:
	
YES
	
NO

	Students or staff at the University?
	☐
	☒

	Adults (over the age of 18 and competent to give consent)?
	☒
	☐

	Vulnerable adults?
	☐
	☒

	Children under 18?
	☐
	☒

	Prisoners?
	☐
	☒

	Young offenders?
	☐
	☒

	Those who could be considered to have a particularly dependent relationship with the investigator or a gatekeeper?
	☐
	☒

	People engaged in illegal activities?
	☐
	☒

	Others (please identify):


	☐
	☒



	Participant numbers and source
Provide an estimate of the expected number of participants. How will you identify participants and how will they be recruited? 

	Participants will mainly Food & Beverage staff who works for LUX Le Morne. 
The maximum number is 103, but number of expected to respond for the survey are expected to be around +- 90 as team members are generally very responsive to surveys in our resort.



	Information for participants:
	
YES
	NO
	
N/A

	Will you describe the main research procedures to participants in advance, so that they are informed about what to expect?
	☒
	☐
	☐

	Will you tell participants that their participation is voluntary?
	☒
	☐
	☐

	Will you obtain written consent for participation?
	☐
	☐
	☒

	Will you explain to participants that refusal to participate in the research will not affect their treatment or education (if relevant)?
	☒
	☐
	☐

	If the research is observational, will you ask participants for their consent to being observed?
	☐
	☐
	☒

	Will you tell participants that they may withdraw from the research at any time and for any reason?
	☒
	☐
	☐

	With questionnaires, will you give participants the option of omitting questions they do not want to answer?
	☒
	☐
	☐

	Will you tell participants that their data will be treated with full confidentiality and that, if published, it will not be identifiable as theirs?
	☒
	☐
	☐

	Will you debrief participants at the end of their participation, in a way appropriate to the type of research undertaken?
	☒
	☐
	☐

	If NO to any of above questions, please give an explanation 

	Written consent might be like a threat and this might make them feel uncomfortable – as part of our regular service standards checks, team members know that their work is observed.






	Information for participants:
	
YES
	NO
	
N/A

	Will participants be paid?
	☐
	☒
	☐

	Is specialist electrical or other equipment to be used with participants?
	☐
	☒
	☐

	Are there any financial or other interests to the investigator or University arising from this study?
	☐
	☒
	☐

	Will the research activity involve deliberately misleading participants in any way, or the partial or full concealment of the specific study aims?
	☐
	☒
	☐

	If YES to any question, please provide full details 

	(this box should expand as you type)





SECTION H: Anticipated Risks

	
Outline any anticipated risks that may adversely affect any of the participants, the researchers and/or the University, and the steps that will be taken to address them. 

If you have completed a full risk assessment (for example as required by a laboratory, or external research collaborator) you may append that to this form.  

	Full risk assessment completed and appended? 

Yes                               ☐
 No                                   ☒
No risk anticipated

	Risks to participants
For example: emotional distress, financial disclosure, physical harm, transfer of personal data, sensitive organisational information

	No risks at all

	

	If research activity may include sensitive, embarrassing or upsetting topics (e.g. sexual activity, drug use) or issues likely to disclose information requiring further action (e.g. criminal activity), give details of the procedures to deal with these issues, including any support/advice (e.g. helpline numbers) to be offered to participants. Note that where applicable, consent procedures should make it clear that if something potentially or actually illegal is discovered in the course of a project, it may need to be disclosed to the proper authorities

	No such situation should occur during this project, however I would like to confirm that will be under the guidance of mentors and human resources in line LUX* RESORTS AND HOTELS CODES OF CONDUCT AND ETHICS and GDPR aspects.

	

	Risks to investigator
For example: personal safety, physical harm, emotional distress, risk of accusation of harm/impropriety, conflict of interest

	No such situation anticipated.

	

	University/institutional risks
For example: adverse publicity, financial loss, data protection

	No anticipated risk.

	

	Adverse outcomes
List measures put in place to limit any adverse effects or outcomes of research activity where appropriate. Include any emergency protocols. 

	Poor result will lead to a re-survey.






	Disclosure and Barring Service

	If the research activity involves children or vulnerable adults, a Disclosure and Barring Service (DBS) certificate must be obtained before any contact with such participants.
	


YES
	


NO
	


N/A

	Has a DBS certificate been obtained?
	☐
	☐
	☒




SECTION I: Feedback, Consent and Confidentiality

	Feedback
What feedback will be provided to participants, how will this be done and when? 

	Clear and honest feedback will be given to all participant requesting for feedback, it will available upon request.

	

	Informed consent
Describe the arrangements to inform potential participants, before providing consent, of what is involved in participating. Describe the arrangements for participants to provide full consent before data collection begins. If gaining consent in this way is inappropriate, explain how consent will be obtained and recorded.

	The survey will indicate this as an introduction.

	

	Confidentiality / Anonymity
Set out how anonymity of participants and confidentiality will be ensured in any outputs. If anonymity is not being offered, explain why this is the case. 

	Employee engagement survey: the use of the computerized Employee engagement survey will ensure to be anonymity.

One to One Chat: One to One chat will be carried in an informal way out of the office in order to be in a friendly environment. All responses will be kept anonymous.






SECTION J: Data Protection and Storage

In completing this section refer to the University’s Research Data Management Policy and the extensive resources on the University’s Research Data Management web pages (http://uwtsd.ac.uk/library/research-data-management/).
	
	YES
	NO

	Does the research activity involve personal data (as defined by the Data Protection Act)?
“personal data” means data which relate to a living individual who can be identified—
(a) from those data, or
(b) from those data and other information which is in the possession of, or is likely to come into the possession of, the data controller, and includes any expression of opinion about the individual and any indication of the intentions of the data controller or any other person in respect of the individual.
	☐
	☒

	If YES, provide a description of the data and explain why this data needs to be collected:

	
(this box should expand as you type)

	

	Does it involve sensitive personal data (as defined by the Data Protection Act)?
“Sensitive personal data” means personal data consisting of information as to –
(a) the racial or ethnic origin of the data subject,
(b) his political opinions,
(c ) his religious beliefs or other beliefs of a similar nature,
(d) whether he is a member of a trade union (within the meaning of the Trade Union and Labour Relations (Consolidation) Act 1992),
(e) his physical or mental health or condition,
(f) his sexual life,
(g) the commission or alleged commission by him of any offence, or
(h) any proceedings for any offence committed or alleged to have been committed by him, the disposal of such proceedings or the sentence of any court in such proceedings.
	☐
	☒

	If YES, provide a description of the data and explain why this data needs to be collected:

	
(this box should expand as you type)



	Will the research activity involve storing personal data on one of the following:
	YES
	NO

	Manual files (i.e. in paper form)?
	☒
	☐

	University computers?
	☐
	☒

	Private company computers?
	☒
	☐

	Home or other personal computers?
	☒
	☐

	Laptop computers/ CDs/ Portable disk-drives/ memory sticks?
	☐
	☐

	“Cloud” storage or websites?
	☐
	☒

	Other – specify:

	☐
	☒

	For all stored data, explain the measures in place to ensure data confidentiality, including details of password protection, encryption and anonymisation:

	The information collected will be secured and not accessible to other except mentors during the project work happening. Computers are secured with passwords.






	Will the research activity involve any of the following activities:
	YES
	NO

	Electronic transfer of data in any form?
	☒
	☐

	Sharing of data with others at the University?
	☐
	☒

	Sharing of data with other organisations?
	☐
	☒

	Export of data outside the European Union or importing of data from outside the UK?
	☐
	☒

	Use of personal addresses, postcodes, faxes, emails or telephone numbers?
	☒
	☐

	Publication of data that might allow identification of individuals?
	☐
	☒

	Use of data management system?
	☒
	☐

	Data archiving?
	☐
	☐

	If YES to any question, please provide full details, explaining how this will be conducted in accordance with the Data Protection Act (and/or any international equivalent):

	
Emails may be used for the electronic survey.



	List all who will have access to the data generated by the research activity:

	Hurvind Teeluck – Project Owner 
Human Resources Manager – Jess Woodun – Mentor 


	

	List who will have control of, and act as custodian(s) for, data generated by the research activity:

	Hurvind Teeluck – Project Owner

	

	Give details of data storage arrangements, including where data will be stored, how long for, and in what form. Will data be archived – if so how and if not why not.  

	Information collected will be stored and secured with password. All completion of project all data collected will be destroyed.




SECTION K: Declaration

	The information which I have provided is correct and complete to the best of my knowledge. I have attempted to identify any risks and issues related to the research activity and acknowledge my obligations and the rights of the participants.

In submitting this application I hereby confirm that I undertake to ensure that the above named research activity will meet the University’s Research Ethics and Integrity Code of Practice

	Signature of applicant:
	
	Date:
	



For students:
	Director of Studies/Supervisor:
	Tessa Oosthuizen

	Signature:
	


	Date:
	4-12-2018



For staff:
	Head of School/Assistant Dean:
	Annette Fillery-Travis

	Signature:
	
Annette Fillery-Travis

	Date:
	April 2019




Checklist: Please complete the checklist below to ensure that you have completed the form according to the guidelines and attached any required documentation:
	☐
	I have read the guidance notes supplied before completing the form.

	☐
	I have completed ALL RELEVANT sections of the form in full.

	☐
	I confirm that the research activity has received approval in principle

	☐
	I have attached a copy of final/interim approval from external organisation (where appropriate)

	☐
	
I have attached a full risk assessment (and have NOT completed Section H of this form) (where appropriate)


	☐
	I understand that it is my responsibility to ensure that the above named research activity will meet the University’s Research Ethics and Integrity Code of Practice.

	☐
	I understand that before commencing data collection all documents aimed at respondents (including information sheets, consent forms, questionnaires, interview schedules etc.) must be confirmed by the DoS/Supervisor, module tutor or Head of School.




	RESEARCH STUDENTS AND STAFF ONLY
All communications relating to this application during its processing must be in writing and emailed to pgresearch@uwtsd.ac.uk , with the title ‘Ethical Approval’ followed by your name.
You will be informed of the outcome of your claim by email; therefore it is important that you check your University and personal email accounts regularly.



STUDENTS ON UNDERGRADUATE OR TAUGHT MASTERS PROGRAMMES should submit  this form (and receive the outcome) via systems explained to you by the supervisor/module leader.

This form is available electronically from the Academic Office web pages: http://www.uwtsd.ac.uk/academic-office/

Application Process

All staff research projects and all research students must submit the Ethical Approval Form to the University Ethics Committee via the Academic Office (pgresearch@uwtsd.ac.uk).   Staff research directly in relation to personal study for taught undergraduate or Masters programmes should be submitted via the Faculty procedures explained below.

Taught masters and taught undergraduate research Ethical Approval Forms are considered within Faculties.  Faculties will provide details of the specific processes for this.  Where the Ethical issues within any single ethical application are of particular concern the Faculty will refer these to the University Ethics Committee.   Any student activity that involves the collection of primary data needs to undergo Ethical approval, this includes assignment work as well as dissertations.   

Notes for guidance in completion of this form

Section A:  About You
Please complete all relevant sections

Section B:  Approval for research activity
Research proposals must be approved in principle before applying for Ethical Approval.  The proposal approval only becomes final when the ethical approval is received.  

The process for proposal approval varies according the individual and programme of study:
· Research students, by application on form PG1 to the Research Degrees Committee
· Taught students by review of research proposal within Faculties (Faculties provide specific details of these processes)
· Staff, by agreement by the Head of School/Assistant Dean

Section C:  External Ethical Guidance materials
Many discipline areas are required to operate with the discipline specific codes of research ethics (for example health, psychology, education etc.), any such codes must be listed and you must tick to confirm that you have consulted with these.

Section D:  External Collaborative Research Activity
Provide details of the external collaborative partners, where appropriate you might want to submit a copy of the external collaboration agreement with the Ethical Approval Form.  If the partner requires the research to be subject to its own internal Ethical approval process then please provide details of that process and a copy of any final (or interim) approvals received from the organisation.

Section E:  Details of Research Activity
Remember that the individuals reviewing this Ethical Approval Form may not have seen your research proposal, and also may not be experts in the specific area of your research.  The information provided should therefore be jargon free and clearly stated.
Indicative Title:  please use the same title as used on the research proposal.
Purpose:  the Ethical approval process will want to ensure that the methods you propose are adequate and appropriate to address the research aims and objectives.  Excessive additional data collection can be seen as unethical.
Proposed Methods:  the Ethical approval process seeks to ensure that you understand the methods that are intended, and that the implementation of those methods will be appropriate and without unnecessary impact on respondents.  Please be specific.
Location:  this needs to mention geographical location and also local situation (for example, within Local Authority Offices in Cardiff, using a private room but close to other individuals).  If you are collecting data within an organisational setting then you need to explain the permissions that you have obtained to do this.
Research Activity outside of the UK:  please complete this section in detail, and note any guidance you have received.  Also describe your own familiarity (or not) with the location that you will be utilising.





Section F:  Scope of Research Activity
Please tick ALL of the research activities that might be undertaken.   If any additional types of activity are intended then please add an extra box and describe these.
If you have answered no to all questions in F then sections G and J do not need to be completed.  Section H should be considered, and may be completed.  Signatures are still required in section K.

Section G:  Intended Participants
Please tick all categories that might apply.
Numbers & Source:  if you are using a series of different methods or research activities please list numbers for each stage/phase.  Be clear about how you will find respondents.   Will you use intermediaries, and if so how?  How will you ensure compliance with your sampling strategy?
Information for participants:  all participants should be appropriately informed about the research, what is expected of them and what will happen to the information that they provide.  The Ethical review process does not ask to see this documentation, but requires this to be reviewed and approved by the Director of Studies in the case of research students, the supervisor/module tutor in relation to students on taught programmes and the Head of School/Assistant Dean in relation to staff research.

Section H:  Anticipate Risks
All research carries some level of risk.  The answers you provide to questions in this section will be reviewed to ensure that you have an appropriate understanding of the type of risks involved and how you can mitigate against these risks. If you have completed a full risk assessment, as required for example for laboratory work, field work, clinical tests, diving operations, or by a collaborative partner, you may append that to this form.  In that case, please tick the box indicating this has been provided.  You will not then be required to complete Section H.
Risk to participants   Think very carefully about how your actions/questions/discussions might affect the people you are involving as participants.  You might identify the risk as small but it would still be a risk.  Many types of question have the potential to make respondents less content with their life / job; you need to recognise and try to ameliorate any such effects
If these are business owners, time with you may reduce profit.  
In some locations physical risk is very real to both participants and yourself, please consider this.
Risk to you, the researcher   Think about where you will meet people, if there are any dangers involved in the location.  If you are meeting people as individuals think about using a public place.  In general do not visit people in their own homes or remote locations.  If you are talking to individuals about certain issues think about how their responses might affect you emotionally.  What about the risk of collecting insufficient data?
Risk to the University   When undertaking your research, you are acting as a member of the University (student or staff).  Professionalism is important, so it is important to be well organised and well prepared. Punctuality, clarity etc. are all part of this.  What will you do to ensure this?  You must ensure you do not harm the good name of the University in any way and do nothing to undermine the reputation of the research it conducts and sponsors.  Upholding high standards of conduct and integrity are vital in this regard. You must also conduct the research in such a way to minimise the potential for claims of negligence made against the University, its researchers and any collaborating individual or organisation. In this respect you should always comply with ethical, legal and professional frameworks, obligations and standards as required by statutory and regulatory authorities, as well as the university’s Research Integrity and Ethics Code of Practice.  Research misconduct in this respect can take many forms, including:
· fabrication: making up results or other outputs (eg, artefacts) and presenting them as if they were real
· falsification: manipulating research processes or changing or omitting data without good cause
· plagiarism: using other people’s material without giving proper credit
· failure to meet ethical, legal and professional obligations: for example failure to declare competing interests; misrepresentation of involvement or authorship; misrepresentation of interests; breach of confidentiality; lack of informed consent; misuse of personal data; and abuse of research subjects or material
· improper dealing with allegations of misconduct: failing to address possible infringements such as attempts to cover up misconduct and reprisals against whistle-blowers

Adverse Outcomes.  Think carefully about the possibilities, and cover here

Section I:  Feedback, Consent and Confidentiality
Feedback to participants:  outline your approach.   Will interview transcripts be shared with respondents to check accuracy?  Will summaries of questionnaire analysis be made available to respondents in some way?   Will an overview report be provided?  How and when?
Informed consent:   Draft letter / e-mail / or heading (or footer) section of questionnaire must be approved by DoS/supervisor (if research student), supervisor/module tutor if taught student, or Head of School / Assistant Dean if a member of staff.
Confidentiality/Anonymity.  Explain clearly how you will ensure confidentiality and anonymity.

Section J:  Data Protection and Storage
Before completing this section it is necessary to read the University’s Research Data Management information.   The questions that follow are designed to ensure compliance with the Data Protection Act as well as established research protocols.

Many research activities will involve electronic transfer of data and use of data management systems in the summarisation and analysis of data.  You will need to explain these in relation to compliance with the Data Protection Act.
Think carefully about who will have access to your data, this will include supervisors and examiners. Also that a thesis will be made available via the University library and the British Library system.  If you are seeking an access bar for a period of time after completion then mention it here.  If you will provide a copy of your findings, or intend to give a presentation, to a facilitating/ supporting/accessing organisation then explain that in this section.  But also think about the general principle of data sharing, as explained in the Research Data Management information.
In terms of storage of data please ensure security, and also mitigate against loss of data.

Section K:  Declaration
Ensure the appropriate countersignatures have been provided
Look carefully at the checklist and ensure that you comply with and tick all that are relevant to your research.
1

