Summary Report Template on Findings in Recruitment and Retention Research [2.1.3.a.2]
Use this form to summarize findings from organizational information collected during recruitment and retention research. Web site tools and resources can be used to research the following:
· Retention, turnover, and vacancy rates;
· Prior recruitment approaches discussed in key stakeholders interviews;
· Organizational materials dealing with recruitment and retention issues;
· Employee satisfaction surveys; and
· Employee exit interviews.
The Organizational Recruitment and Retention Research Workbook [2.1.2.d.1], used to document some of the above information, can help in the summarization process. 
Summarize the Following from the Organizational Data Collected
A. Retention, Turnover, and Vacancy Rate Information
Calculating time period for the rates listed below:

Organizational retention rate:

Position-specific retention rate:

Comments:

Organizational turnover rate:

Position-specific turnover rate:

Comments:

Organizational voluntary turnover rate:

Position-specific voluntary turnover rate:

Comments:

Organizational average tenure of employees (all employees) who are still with the organization (stayers) in months:

Position-specific average tenure of employees who are still with the organization (stayers) in months:

Comments:

Organizational average tenure of employees (all employees) who left the organization (leavers) in months:

Position-specific average tenure of employees who left the organization (leavers) in months:

Comments:

Organizational vacancy rate:

Position-specific vacancy rate:
Comments:

Special characteristics researched or identified:

Provide any identified rates or averages associated with the special characteristic(s):
Comments:

B. Prior Recruitment Approaches Identified During Key Stakeholders Interview Sessions:
Key stakeholders’ stated top three organizational methods used most often to recruit staff:
Have they changed in the last few years? How and why?
Key stakeholders’ suggested top three most effective recruitment methods and why:
Key stakeholders’ suggested top three least effective recruitment methods and why:
Key stakeholders’ suggested top three staff turnover concerns and comments:

Key stakeholders’ suggested top three most effective methods to reduce turnover and comments:

Key stakeholders’ suggested top three least effective methods to reduce turnover and comments:
Key stakeholders’ stated biggest challenges for recruitment:
Key stakeholders’ stated biggest challenges for retention:

Historical approaches to change recruitment problems: 
Historical approaches to change retention problems:
Key stakeholders’ perspectives on changes that have influenced recruitment and retention:
Key stakeholders’ perspectives on use of performance-planning, reviews, coaching, or evaluation:
Key stakeholders’ perspectives on the effects of recruitment and retention on coworkers, consumers, administration, management, and direct staff:

C. Researched Organizational Materials Addressing Recruitment and Retention Issues:
Notes on findings from researched materials:
D. Employee Satisfaction Trends and Results:
What topics and questions have the same responses by the largest group of participants? 

· What does this reflect? 

· Are these respondents from specific departments or categories of employees, or is the problem organization-wide?

· Look for themes within departments or worker category; do the answers reflect a particular feeling?

· Are responses the same within a group or team?

· Does one category of employee say the same thing?

· Are responses the same between groups?

· Does employment tenure, demographics, or organizational position relate to these responses?

· Is there a difference that can be understood?

Notes on trends reported by the largest group:
What topics and questions received a variety of responses?
· Are the responses given across the organization, or is there a category of employees that has been consistent in reporting?

· What common denominator do the same respondents share, if any?

· Does employment tenure, demographics, or organizational position relate to these responses?

· Is there a trend within a group or between groups?
Notes on variability in responses:
What are the trends in open-ended questions?
· What topics are discussed in the responses?

· Which group, department, or level of employee is giving the same responses? Which group, department, or level of employee is giving different responses on the same topic? What could be influencing these discrepancies?

· Look for trends concerning the employees’ feelings and their relationship to the organization.

· Do responses give suggestions for improvement or change?

Notes on trends reported in the open-ended questions:
What suggestions for improvement are given consistently, and what problems are continuously brought up?

E. Employee Exit Interviews Trends and Results:

What were the top reasons for leaving? What did the new job offer?
Are there negative or positive trends in training, supervision, or management (e.g., issues that need to be reduced to prevent turnover or expanded on to increase retention)?

Are there negative or positive trends concerning team member relationships or communication?

Is pay, benefit, recognition, or organizational environment issues consistently mentioned?
What have exiting employees stated they liked the least, would want to change, or the organization should have done?
What have exiting employees stated they like the most? Would they come back or recommend a friend for employment?

F. General Impressions:
What is our most critical problem?

What is affecting our ability to recruit and/or retain the workforce we need?
What can we change (e.g., policies, programs, benefits, practices) in order to recruit and/or retain the workforce we need?




