






[bookmark: _GoBack]SUBMISSION DATE: 30TH APRIL 2019

NAME: THIERRY NICOLAS CRETIN


STUDENT NUMBER: 1715703


MODULE CODE: BMPF4008


MODULE TITLE: PREPARING FOR WORK-BASED LEARNING


SUBMISSION WORD COUNT: 3,564 WORDS


















TABLE OF CONTENTS

PAGE
SECTION 1: PROJECT PROPOSAL				3
· 1.1 CONTEXT
· 1.2 JUSTIFICATION
· 1.3 IMPACT
· 1.4 INTENTION
· 1.5 ETHICS RESEARCH
· 1.6 LEARNING OUTCOME


SECTION 2: PROJECT REPORT
· 2.1 INTRODUCTION							4
· 2.2 LITERATURE REVIEW						5
· 2.3 METHOD								6
· 2.4 FINDINGS								7-9
· 2.5 CONCLUSION							10
· 2.6 REFERENCES							11


SECTION 3: APPENDIX
· 3.1 SURVEY FORM							12
· 3.2 INTERVIEW FORM						13
· 3.3 SURVEY QUESTIONS						14
· 3.4 INTERVIEW QUESTIONS					14
· 3.5 SURVEY GRAPH							15
· 3.6 INTERVIEW GRAPH						16


SECTION 4
· 4.1 ETHICS FORM							17-28
















1.1 PROJECT PROPOSAL

HOW TO DEVELOP & RETAIN TALENT IN THE FOOD & BEVERAGE DEPARTMENT OF LUX* GRAND GAUBE


1.1 CONTEXT
The aim of this research was to identify and have precise insights on the loopholes and cold spots on our retention and talent management. The continuous recruitment over the past years has undoubtedly had an impact on our units’ productivity. The outcome should result to the understanding of the needs, motivation of the current employees, how to retain and enhance their skills.

1.2 JUSTIFICATION
From July 2018 to December 2018 a total of 132 persons have left our company (data covers 6 resorts in Mauritius of The Lux Collective) in which 83 were from the food & beverage department. Likewise for our own property, 20 persons left for another job and 6 for personal reasons. This leave little room for coaching and sustainable development On the other hand, a senior level employee will stay for a minimum of 10 years. The short time frame for proper knowledge transfer from senior team does not allow new comers to embrace our company philosophy.

1.3 IMPACT
Turnover causes are both external (money, better opportunity, social well-being) and internal (poor leadership, no proper career guidance, stagnant salary). The effects linked to it are: more time is spent on recruitment, labour moral is affected, more money is spent on the training of new recruits and less time is allocated to training. This project aims to find out which of these are a potential threat to our retention strategies. 

The aim for this project is outlined as below:

I. Identify the needs of potential talent 
II. Get insights on specific training needs of the current work force
III. Collect data to benchmark performance/motivational drivers
IV. Adjust the managerial expectation at all levels and draft precise processes
V. Develop a critical approach to data collection and analysis

1.4 INTENTION
The purpose of the survey was to establish a benchmark on learning needs, competencies, leadership skills and any other issues that could be factors to our employees’ turnover and on the key indicators to talent retention. There were two types of research tools:

1. Survey:
For line and supervisory level staff, with focused questions to collect data on their specific training needs and motivation.

2. Interviews:
Qualitative information from identified talent that will help to explain responses obtained via the survey and other feedback.

1.5 ETHICS RESEARCH
All the collected data were kept in secure place, were anonymous and did not contain any personal details. Consent was sought in advance and once received the research started with participants, it was also mentioned that the results shall be communicated. No personal information were asked or used before and after the research was conducted.

1.6 PERSONAL LEARNING OUTCOME OF THE RESEARCHER
· Reflect on issues of our workforce
· Identify and overcome barriers to knowledge transfer
· Have critical insights on what individuals value
· Ability to have comprehension rather than apprehension on issues raised

2.0 PROJECT REPORT

2.1 INTRODUCTION

Competitive talent management is a challenge that all sectors face. From a professional perspective, the expectations of all work generations should be clearly for smooth functioning of any establishment. For a sustainable and yet competitive talent retention and management there are specific needs that have to be identified. This cannot be done on assumptions and requires research tools to draft a proper strategy. In the local context, hospitality industry has recorded a notable growth as well as investment. As an effect, a significant demand in workforce has been noticed.


This project is crucial for our organisation as the turnover has reached an alarming peak. From February 2018 to February 2019 a total of 83 employees have left the food and beverage department of our hotels and our own property representing 18 persons. The particular aim of this research was to identify the loop holes/cold spots of how we tackle retention. The continuous recruitment has an impact on our productivity. There is more time allocated to finding new employees compared to the time allocated to customers and training of our existing employees.








































2.2 LITERATURE REVIEW

WORLD WIDE INSIGHTS
In the context of employee turnover, the below data shows a realistic picture of the skills outlook that all industries experience. An article in the AAP General News Wire (2012) on workforce turnover shows that mining companies in Australia recorded that 18 percent of workers resign in the first 12 months of employment and a turnover of casual employees of more than 61 percent. On the other hand these companies showed a profit representing $140 million. The Dow Jones Institutional News press release (2018) reported that 5 percent of employees resign on a monthly basis and this occurs mainly in September. Staff turnover rates in Leisure and hospitality in Northern America is at 9 percent and manufacturing striking the lowest at 3 percent. Asian countries are now also following the trends of the western world. The annual index for South Korea is of 7.4 percent since 1971.However, the rate of skilled workers is low, the cause being the high unemployment among younger workers with less experience.

NATIONAL INSIGHTS
Mauritius is facing a problematic situation linked to turnover in the hospitality industry. Skilled employees are more likely to choose a six-month-contract on cruises with higher salary rather than enhancing their career. A research by Betchoo (2014) identified that coaching in the Mauritian context is without doubt linked with development of talent. With respect to the figures of employment establishments of the tourism Industry obtained from the national statistics (2017) shows that in 2017 there were 30,919 local employees compared to 31,019 in 2018. There is a dichotomy between employment and turnover. To put it differently an article mentioned that one of our recruitment criteria should be the identification of a potential talent and furthermore the development of skills. According to the Price Water House Cooper’s report (2018-2022), tourism in Mauritian contributed 8% of the Gross Domestic Product in Mauritius with 10% of active employment. A case study by Moushmi and Chintamanee(2018) on voluntary labor turnover in five star hotels in Mauritius unveiled the findings in a survey carried out with 122 employees out of which 64 %(79 respondents) might resign as a result of low incentives.

WORKPLACE INSIGHTS
The internal statistics of the company show that an employee stays for a minimum period of one and a half to four years for entry-level team members. This leaves very little scope for proper talent development. The interview questions that are part of the methodology were based on the feedback in the company-wide survey carried in 2018 conducted by Great Place To Work and having a response rate of 95% from LUX* Grand Gaube. The survey data outline the hidden part of the iceberg. The indication from this employee engagement report quantitatively showed that 59 % perceive that people are laid off as last resort, only 58 % feel that are involved in decision-making, only 53 % believe that promotion is fair while only 57 % reckon they have a good life and work balance. Furthermore in 2018, based on the exit interview of LUX* Grand Gaube, from February 2018 to February 2019, out of 118 employees that left in food and beverage 18 mentioned that it was for a better job offer. 







2.3 METHODS
Two methods were used within the context of this research to have insights on both the external and internal causes of labour turnover and talent retention. The methodological route chosen took into consideration all feedbacks to enable the analytic exercise after data collection. The purpose of the research was explained to the participants and anonymity assured. It was only after their consent that the research tool were shared with them. The survey and interview structure have enabled the collection of all variable data and the predetermined question based on the positivistic model of eliciting responses. The combination of information used all the valuable features for focused insights of the project. The feedback were not only treated as answers, on the contrary they would be used to inform decisions going forward to positively influence retention and talent management. The quantitative data in the exit interview form was of minor help, they contained mostly the reason why team members left. This research was based on the factors that encouraged them to leave.
1. Survey
It was conducted with 20 volunteers and its purpose was to establish a benchmark on learning needs, competencies, and leadership skills of the participants. The expected quantitative information with focused questions were helpful. It enabled the collection of various and valuable information from different food and beverage team members. There were 8 questions to which they had to answer openly and the questions were open ended to allow long and detailed answers.

2. Interview
A total of 16 participants took the interview, they formed part of a shortlist of candidates who had been identified as talent. Interviews were face to face and took approximately 20 minutes. Responses were recorded by means of interviewer notes and anonymised for the purposes of analysis. Questions were asked differently compared to the survey, this enabled to have contrasted answers.

The two cited methods below are alternative tools that could have been used for this project:
1. An action research on specific focused groups. For this research we were not only focusing on problems but on causes and hidden agendas.
2. Theories, building models or case studies would not have enabled concrete and precise feedback on this particular subject.
The nature of this project included the gathering of sensible data and implied a crucial ethical approach. The participants’ were first briefed on the project and the following were outlined before the exercise:
· The research is voluntary
· Data shall only be reviewed, compiled and stored by the researcher
· No personal information is required
· Outcome of the research will be shared after the findings
· Anonymity and confidentiality shall be respected
It was mentioned and understood that both the researcher and the interviewers shall bear in mind that there is rational control to what is being said and recorded. As a result the research objective was not to only to identify short term solution but to address specific feedback. The implication and their meaning being elective in importance, the validation of decisions after findings shall outline the desired framework. The steps below ensured the process for both survey and the interview:
1. Introduction of the project
2. Shortlisting of participants
3. Picking of clues
4. Categorize issues
5. Interpretation of each findings
6. Look for the pattern issues
7. Draft a strategy

The ethical considerations for this research were: the researcher being seen as an authority figure and the possibility of not having genuine answers. This was addressed by an unbiased opinion from the researcher. Another ethical concern would have been the deliberate distortion or even the falsification of answers by the researcher. For this all feedback were recorded and were inserted in the findings.

2.4 FINDINGS
In regards to the impact, the data would eventually change the whole approach of our business model and gear new ways of perception of the organizational structure. The emotional answers also illustrated frustrations and the indication of what people value. Though the number of respondent was lower than anticipated the data collected gave clear insights of the hidden part of the iceberg on talent retention and development at our property. The finding includes the main categories with the maximum responses.

Survey responses:
To question 1, on what aspect of work do employee enjoy the most, team work stands out at. 30 percent in the interview and 24 percent in the survey. What is interesting and encouraging for the department was the 18 percent who do not feel that they work under pressure representing 10 persons in the interview. One positive point raised by interviewees is the fact that their opinion is valued and this is a positive sign that encourages the open door policy being practiced. One team member mentioned that his/her job has enable him/her to overcome personal issues. Being surrounded by people that valued his/her work performance and gave the opportunity to prove himself or herself that his/her work performance is appreciated. One pertinent comment was, no matter whichever support we may give, holding people from resigning is a loss of time. The frustration on management style is also another factor that ultimately leads to turnover. 

Responses to question number 2 on the factors that would make them resign (in both the survey and the interview) represented more than 45 percent responses, in the survey 18 responded and in the interview 16 responded. The question was written differently in both research tool to have a better understanding and comparison. The indications are clear, both groups are keen to resign for better salary and working opportunity (higher position mainly). In the survey only 8 persons responded that team work is an important factor to their work satisfaction. 

Question number 3 on the motivational factor at work showed in various feedback that managers and supervisors have not any relationship management which is a very critical feedback. There was a low response on the eagerness of respondents to resign if they have an opportunity to move to a job which is closer to their homes. 

In question number 4, on what would make your work-life better and after analysing the written comments, the researcher observed that 18 percent mentioned in the survey feel that the lack of staff is also a factor that holds them from performing well. Another factor that is also mentioned in some of the forms are the number of split shifts schedule. This is another indication on the factors that affect our staff turnover. As an example, in one of the forms a respondent wrote his shift as comment. This valuable data shall be included in the recommendation.

Question number 5 indicated that 70 percent of respondents (18 comments) would recommend the resort to work and this is encouraging. This shows that employees feel that they are provided with a good working environment. In contrast, 30 percent feel that even though they enjoy working at the resort, the aspect of not being valued is an important factor to take into consideration.

Not having enough coaching was recorded at 26 percent (15 comments) and it is a factor that enhances commitment. This predominant finding in question 6 indicates that employees are keen to learn. The motivation to learn new skills is very much favoured. The 50 percent response is positive on the willingness to fill competencies gap, this indicated that our line employees are keen to grow to more senior positions.

The last question in the survey indicated that there is a confusion about the job description which seems to be unclear for some and also the nature of some of their duties. This seems to be a stark reality for the team. This point had an impressive number of comments in the surveys.


Interview responses
To question one in the interview, 70 percent responded that the food and beverage department is an exciting division to work and enjoy what they are doing.

To the factors encouraging team members in food & beverage to leave in question 2, 10 percent mentioned mind set of theirs colleagues, 16 percent salary and 28 percent that better working opportunity would be the main factors to their resignation. The most concerning is the 9 which did not comment on that, their feedback would have been crucial on this subject. 

Question number 3 was rephrased for the interview and 20 percent mentioned that they have mainly a need for coaching above all. A lot feedback on the scare time allocation for learning representing 17 percent and the number of hours allocated to training is somehow influencing their work satisfaction.

The feedback received in question 4 showed that out of 16 respondents, 12 outlined their motivation to follow management courses to sharpen their skills and knowledge. The remaining 4 are comfortable in their actual position. The learning and development motivation has an important share in our team. They have a genuine eagerness to be trained, most of them would like management courses. This shows that they are keen to grow, be it with the company or in the future. Unfortunately, we note that what refrains them from enhancing their skills are factors like, not enough staff, not enough time, not enough feedback on their career development.

On the factors that would enhance their work commitment in question 5, talent tend to be thirsty of empowerment, 57 percent feel that they are not or do not feel that they are being empowered enough. During the last employee satisfaction survey, 58 percent of the respondents mentioned not being involved in decision making. This is somehow showing similarity in the numbers collected. We tend to only judge results and forget emotional intelligence that is now a driver of performance.

The past training that have been followed by the interviewees have been efficient tools which enables them to do their work effectively. This was agreed by all the participant in question 6, 16 out of 16 responded positively on that.

The factors that could motivate people to leave in question 7 is the feeling of not being respected at 43 percent. This is an indication that we do not value people enough. Another useful comment from a participant during the interview was, frustration about not being perceived as a supervisor affects his work quality. The expression of employee mind set joins the above and it was found that it is an unequivocal factor to retention. From the researcher perspective this is an important aspect of the data collected. Mind-set of senior employees is likely to be a cause of demotivation. This was raised in the pen comments from the respondents. It has been noticed that there is a rift between our team. The interview outlined that some of them feel being muted when expressing their views and other feel isolated when they do not join opinions of others.

Participants voiced out in question number eight at 23 percent on the challenges to tackle emotional intelligence with the new generation of employees. They identified coaching skill as a competency that they miss to move to the next level.

To question 9 on the challenges which are holding development (growth) within the food and beverage department of LUX* Grand Gaube respondents had very mixed feedback. On their development, the data collected showed that 71 percent agree that they have enough support for their personal development, 29 percent answered that this is not the case. Though the percentage is positive, the researcher expected higher responses.








In both the survey and the interview respondents highlighted similar factors on the causes which would make them leave. They shared an equal percentage in the number of responses to factors like, better salary and moving to a higher position. The concern is the 9 no comments recorded in the survey. These are crucial feedback that would have been interesting to have. 

Responses also highlighted that co-worker’s mind set is difficult to manage and would be to their possible factor to their resignation. From the researcher’s perspective frustration and the brewing perspective of not having enough staff has a ripple effect. It is clear that line employees work load increases and on the other side this is taken for granted. If we refer to the response to the valuation of work, our leadership team uses more authority instead of advocacy.

It is vivid that our work force enjoy the working atmosphere at the resort and this has been clearly expressed quantitatively and qualitatively in the written comments in both the survey and the interview. Across the line, the salary issue appears and this is something that should be looked into. 
Furthermore based on the figures from our internal human resources analyst, a waiter will most likely stay in employment for a period of 1.3 years to 4 years. The research also outlined this factor, employees do not and shall not continue to work and grow within the company if they are not able to have guidance on their career development. In the interview when being asked in which position they see themselves in two years, the majority are aiming to be a head of department. .The points below were the learning outcome, understanding and competencies gap that the researcher developed during this research:

I. Identify the needs of potential talent 
II. Get insights on specific training needs of the current work force
III. Collect data to benchmark performance/motivational drivers
IV. Develop a critical approach to data collection and analysis
V. Analyse other business sectors and compare similarities on turnover





































2.5 CONCLUSION AND RECOMMENDATIONS

The researcher was able to reflect on the data collected which could be a tool to cater for the needs of the employees. An annotation of the current work scope and job description should be done to reflect the actual duties for each position. 
The insights collected concerning the training is an aspect on which head of department should invest more energy. Role models in the hotel culture and the continuous outlook for improving working condition, processes, learning and development of teams. One recommendation would be that leaders/managers should be more engaged and empower others to achieve common goals.
Salary and better working opportunity as mentioned is not an assumption. A correct benchmarking exercise on salaries should be done to reposition the hotel salary grid. The barriers to knowledge transfer indicates that not everyone is harnessed with the basic, emotional intelligence development should be part of the recommendation also. One of the recommendation to create a better working atmosphere would be to use the below to develop talent and maximize employee potential (Rothwell, 2010).
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3.0 APPENDIX

3.1 Survey form
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3.2 Interview form
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· 3.3 SURVEY QUESTIONS
I. What aspect of your work do you enjoy the most?
II. If you were to resign in the future, what would the main reason be?
III. What are the things that motivate you at work?
IV. What changes in your department would make your work-life better?
V. Why would you recommend this resort to work?
VI. What training would you like to do and how it will enhance your competencies?
VII. Do you believe we support you enough in developing/ implementing your own development plan? Why do you say this?
VIII. Does your current job description reflect your actual duty?

· 3.4 INTERVIEW QUESTIONS
I. What are the things you enjoy in food & beverage department of LUX*Grand Gaube?
II. What do you think are the factors encouraging team members in food & beverage to leave?
III. What training would you like to follow to improve your knowledge?
IV. If you were to stay in the company in which position do you see yourself in two years?
V. How can supervisors enhance your work commitment?
VI. What past training that you attended helps you in your daily work?
VII. Can you list the factors that could motivate you to leave the company?
VIII. What are the strengths that you feel you currently possess? Can you identify the competencies that you miss presently to move the next level?
IX. What are the challenges that you face which are holding your development (growth) within the food and beverage department of LUX* Grand Gaube?
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4.1 APPLICATION FOR ETHICAL APPROVAL

In order for research to result in benefit and minimise risk of harm, it must be conducted ethically. A researcher may not be covered by the University’s insurance if ethical approval has not been obtained prior to commencement.

The University follows the OECD Frascati manual definition of research activity: “creative work undertaken on a systematic basis in order to increase the stock of knowledge, including knowledge of man, culture and society, and the use of this stock of knowledge to devise new applications”. As such this covers activities undertaken by members of staff, postgraduate research students, and both taught postgraduate and undergraduate students working on dissertations/projects.

The individual undertaking the research activity is known as the “principal researcher”.

Ethical approval is not required for routine audits, performance reviews, quality assurance studies, testing within normal educational requirements, and literary or artistic criticism.

Please read the notes for guidance before completing ALL sections of the form.

This form must be completed and approved prior to undertaking any research activity. Please see Checklist for details of process for different categories of application.  


SECTION A: About You (Principal Researcher)

	Full Name:
	Thierry Nicolas Cretin

	Tick all boxes which apply:

	Member of staff:
	☐	Student:
	☒	Honorary research fellow:
	☐


	Faculty/School/Centre:
	WIWBL

	Campus:
	Carmarthen

	E-mail address:
	nicolas.cretin@luxgrandgaube.com

	Contact Telephone Number:
	

	For students:

	Student Number:
	1715703
	Undergraduate
	☒
	Programme of Study:
	Cert HE in Professional Practice
	Taught Postgraduate
	☐
	Director of Studies/Supervisor:
	Tessa Oosthuizen
	Research
	☐


SECTION B: Approval for Research Activity

	Has the research activity received approval in principle?
(please check the Guidance Notes as to the appropriate approval process for different levels of research by different categories of individual)
	YES
	☒	NO
	☐
	     
	Date

	If Yes, please indicate source of approval (and date where known):
	Research Degrees Committee
	☐	

	
	Faculty Research Committee
	☐	

	
	Other (write in)
WIWBL Ethics Board Representative
	☒	


Approval in principle must be obtained from the relevant source prior to seeking ethical approval.

SECTION C:  External Ethical Guidance Materials

	Please list the core ethical guidance documents that have been referred to during the completion of this form (including any discipline-specific codes of research ethics, and also any specific ethical guidance relating to the proposed methodology).  Please tick to confirm that your research proposal adheres to these codes and guidelines.

	DATA PROTECTION ACT 2017
	☒
	LUX*RESORTS AND HOTELS CODE OF CONDUCT AND ETHICS
	☒

	
	☐




SECTION D: External Collaborative Research Activity

	Does the research activity involve collaborators outside of the University?
	YES
	☐
	NO
	☒

	

	Institution
	

	Contact person name
	

	Contact person e-mail address
	



Where research activity is carried out in collaboration with an external organisation
	Does this organisation have its own ethics approval system?
	YES
	☐
	NO
	☐

	




SECTION E: Details of Research Activity

	Indicative title:
	How to develop & retain talent in the Food & Beverage department of LUX* Grand Gaube

	Proposed start date:
	
	Proposed end date:
	

	Purpose of research activity (including aims and objectives)
Outline the purpose, aims and objectives of the research activity, including key research questions. Show briefly how existing research has informed the proposed activity and explain what the research activity will add and how it addresses an area of importance. (Maximum 300 words)

	
Definition
Talent management could be defined as the coaching, developing of skills that star performers’ poses naturally and enhancing their aptitudes. ‘Workforce planning is the dynamic process that ensures that the organisation has the right number of people with the right skills in the right place at the right time to deliver short-and -long term organisational objectives’(Huerta Melchor, 2013).

Background
As the Food & Beverage manager, I am responsible for identifying, retaining talent, training and development of my team members. I manage 140 people within this department. We are experiencing a loss of talent and need to look at better ways to retain these employees.

Previous Research
Serving up ideas to boost output: Employment may be stuttering, but so is productivity. This is a big issue in the hospitality sector, which sees high staff turnover. There has been very little research related to this topic in Mauritius. .Research outside of Mauritius may also prove useful and may provide strategies we would require to enhance talent development. The data would serve as a background information to have a proper action plan specific to my resort.

References
· Chesworth, Niki. Evening Standard; London (UK)]16 July 2015: 63
· Le Mauricien, ‘A view of Talent management in Mauritius’, Feb 15, 2014
· Business Wire; ‘Concord Hospitality Achieves Substantial Savings, Upgrades Talent Strategies with UltiPro’ New York, 12 Aug 2016
· Frame, Dirk. Plant Engineering ‘Guide your talent: Sustainability in 5 straight steps’, Barrington Vol. 68, Iss. 9,  (Nov 2014): 16-17
· Worldwide Hospitality and Tourism Themes, ‘Challenges for the global hospitality industry: an HR perspective’, Bingley Vol. 4, Iss. 2,  (2012): 150-162
· International Journal of Contemporary Hospitality Management, ‘Future human resource challenges in the Caribbean hospitality industry’, Bradford Vol. 16, Iss. 7,  (2004): 419-423.
· N. K. Betchoo, ‘The Need for Effective Leadership in Talent Management in Mauritius’, International Letters of Social and Humanistic Sciences, Vol. 27, pp. 39-48, 2014

Aim of research
· Ability to identify present & potential talents through their profile
· Understand the specific training needs of the current work force
· Collect data to benchmark performance drivers
· Translating clearly managerial expectation at all levels and draft precise processes
· Develop a critical approach to data collection and understanding

Learning outcome
· How to better manage high-potential and high-professional workers
· Set an example by modelling self-development
· Train and develop talented people
· Draft action related learning project for individual
· Identify and overcoming barriers to knowledge transfer
· Establishing standards for employment profile


	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
Talent development involves human capital. It will imply understanding the issues, specific demands, expectation of individuals. Because this research is mainly concerned with people’s opinions, the proposed that methodology is mixed, with both quantitative aspects (survey) and qualitative aspects (interviews).

Participants
Participants will comprise any adult in the food & beverage department of the hotel. All collected data will be kept securely on a company computer.

Methods
3. Survey: the purpose of the survey is to establish a benchmark on learning needs, competencies, and leadership skills of the participant. All participants will be invited to carry out a survey which might take 10 minutes to be filled. The purpose of the research will be explained, and anonymity assured. There will be two types of surveys for quantitative information:
(i)For supervisory level staff, with focused questions on who have they identified as current talent 
(ii)For line staff, collect data on their specific training needs and motivation to learn.

4. Interviews: the purpose of interviews is to have a shortlist of candidates who have been identified as talent. These detailed qualitative information will help to explain responses obtained via the survey. Interviews will be face to face and should take approximately 20 minutes, with responses recorded by means of interviewer notes and anonymised for the purposes of analysis. Questions will ask about reasons for responses provided in the survey, and will be open-ended so that participants can give long, detailed responses if they wish.
5. Exit interview comments
Seek data on the reasons for resignation from the exit interview report Information shall be collected from the group Human resources analyst.

Analysis
Survey: responses will involve percentage calculations for each aspect and these will be summarised and tabulated.
Interview: responses will be analysed by themes, so that the key factors influencing responses can be ascertained.




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

	This will be based in the company’s premises.

	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.

	Mauritius.



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? 

	Potential talent pool survey will involve supervisors (20 participants) & line staff (25 participants) who will be selected based on their performance appraisal.



	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 

	Note that as part of the normal operations, participants are used to being observed against specific service standards.




	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 

	




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. 

	

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

	No risks are anticipated.

	

	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 issues are anticipated, and any arising will be dealt with using company policies and codes of practice.

	

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

	No risks are anticipated. Any issues arising will be dealt with using company policies and codes of practice.

	

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

	No risks are anticipated.

	

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

	No risks are anticipated. Any issues arising will be dealt with using company policies and codes of practice. In the event of a low response rate a second survey will be conducted.




	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? 

	The outcome of the survey shall be communicated personally to them on request – especially the talented team members that were interviewed.

	

	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.

	Consent shall be listed in the survey form so it is clear to participants when they start the survey.


	

	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. 

	Survey: Anonymity of responses will be mentioned in the sheet.
Interviews: interviewees will be selected and responses will be anonymised and mentioned in the sheet.




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)?
	☐
	☒

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

	

	

	Does it involve sensitive personal data (as defined by the Data Protection Act)?
	☐
	☒

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

	



	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, 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):

	All collected information shall be kept in a secure place. Access to all data will only be handled by the Food and Beverage manager (myself). All data collected shall be anonymous and no personal details shall be communicated.




	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.

	All will be stored in a computer protected by a passwords. No data is shared.



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

	The researcher only.

	

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

	The researcher only.

	

	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.  

	Data generated by this research will be stored on company computers which are password-protected. Data will be anonymous, and used only for the research purposes outlined. All data will be erased/ destroyed once the assignment has been marked.




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:
	Thierry Nicolas Cretin
	Date:
	28.11.18



For students:
	Director of Studies/Supervisor:
	Tessa Oosthuizen

	Signature:
	


	Date:
	



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 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 Postgraduate Research 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.
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.
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