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Faculty Retention and Exit Survey Roadmap: What does survey administration look like in the coming months?
Exit survey administration is not difficult to conduct, however, like most projects, survey administration requires planning.  Here are some items that our partners can begin to work on:
1.  The Participation Agreement:  For partners in their first year of the Retention and Exit Study, the Participation Agreement outlines details on services and deliverables.  It is a legally binding document which protects both COACHE and our partners.  If you have not already begun processing the agreement, we recommend getting started now. 
2.  Institutional Review Board (IRB):  All of COACHE’s research is reviewed and approved by Harvard’s Committee on the Use of Human Subjects. There is no requirement for our partners to complete a local IRB, but we do recommend reaching out to your institution's IRB. In many cases, informing the IRB is all you will need to do but, in some instances, a local IRB selects to conduct its own review, this can take a significant amount of time.  We strongly recommend reaching out to your IRB now to ensure that your institution’s survey goals are in compliance prior to survey launch. COACHE will not launch any study if there is an outstanding local IRB Application.
3.  Prepare your population file:  The process of gathering the faculty data needed for your population file takes time.  Begin collecting information now to ensure a healthy population file that captures all available information for delivery in late September.
4.  Data Disclosure Preference:  COACHE provides two options for Data Disclosure, discussed in detail later in this presentation.  For institutions in their first year of data collection, please make sure to select a preference by early September.
5.  Population file delivery: Your population file must be submitted to COACHE by the end of September.  Throughout the year COACHE encourages you to check-in with any questions about building your population file. 
6.  Respond to feedback population file:  After receiving your population file at the end of September, COACHE will review the file and conduct an audit.  We will then reach out to you with any questions or feedback.  To ensure the highest level of survey data integrity please respond to feedback in early October.
7.  Greenlight message:  In early October COACHE will send partners a message signaling that the survey is ready to launch.  This alert ensures that institutional contacts will have time to send their endorsement letters to faculty regarding the upcoming survey launch date. Partner endorsement letters should not go out until the COACHE’s greenlight message has been received.
8.  Survey launch:  Survey launch kicks off in early October.
9.  Survey close:  Survey closes in mid-December. Congratulations and well done! 

https://coache.gse.harvard.edu/files/gse-coache/files/coache_exitsurveyproject_partnertoolkit_2022_final_20220512.pdf
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Preparing Your Population File
As a participant of COACHE’s upcoming Faculty Retention and Exit Survey, we want to suggest some strategies for making the launch this fall as smooth as possible.
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Popula tion File  Prepa ra tion
Where to begin? 

*Refer to Exit Survey Partner Tool Kit for more detail in formation 
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There are three major building blocks for preparing your population file.  
1.  Communicate: Begin preparing your population file before summer administrative turnover. By this point in time most institutions have a good sense of the faculty who are leaving, those who were successfully retained, and the faculty who received a pre-emptive retention action. Quite often, these retention actions are handled by Deans and Chairs. When Deans and Chairs move on to new positions, institutions are more likely to lose track of these changes. Given that much of this turnover occurs in the summer, May is an excellent time to begin working on the fall population file.  
2.  Build: Put practices in place to collect forwarding information from departing faculty.  Another important consideration is ensuring that you have accurate contact information for those faculty who plan to leave at the end of the academic year. Records without forwarding information are still useful since our reports include population file data as well as survey responses. But getting that contact information now, allows us to reach out to those faculty and hopefully get even more detail about their reasons for departure.   
3.  Share: Share population file specifications with your IR team. The summer is also an opportunity to give your Institutional Research team the time to build a provisional population file that includes many of the variables that COACHE requests. The data contained in the population file is very important, but often it is held in more than one location or office. Giving your IR team the pop. file specifications now, along with a provisional list of eligible candidates, means that they can prep most of the records over the summer. To access the pop. file specifications, please download our Survey Administration Toolkit.  

https://coache.gse.harvard.edu/files/gse-coache/files/coache_popfiletemplate_exit_2022.xlsx
https://coache.gse.harvard.edu/files/gse-coache/files/coache_exitsurveyproject_partnertoolkit_2022_final_20220512.pdf
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• Appointment types

⚬ Tenure-track full-time assistant, associate and full professors
• Employment status

⚬ Departures
⚬ Retentions
⚬ Pre-emptive retentions 

• Separation types
⚬ Voluntary resignations
⚬ Retirements who go on to continued full-time employment 

in the academy (if known)
• Optional

⚬ Non-tenure track full-time faculty

Survey Eligibility Requirements
What information to gather?
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The main categories that help define faculty Exit survey eligibility are as follows:
•  Appointment types
Eligible appointment types are tenure-track full-time assistant, associate, and full professors
•  Employment status is another defining category:
The survey includes faculty Departures, Retentions, and Pre-emptive retentions .
 
*COACHE defines Departures as faculty employed at the institution in the prior academic year and no longer employed at the start of the current academic year
*Retentions are defined as faculty who received an outside offer and have renegotiated terms of employment in the prior academic year because of that outside offer
*Pre-emptive retentions are defined as faculty who received retention actions in the prior academic year without an outside offer

Another category is Separation types
Eligible respondents also include voluntary resignations and retirements who go on to continued full-time employment in the academy

As an optional faculty type, we include some non-tenure track full-time faculty. Eligible non-tenure-track faculty should be faculty with a long-term commitment to the institution. Two ways that our past partners have thought about which non-tenure-track faculty to include are: Faculty with multi-year renewable contracts and Faculty with voting rights in faculty governance. If you have questions about this, we encourage you to reach out to COACHE staff for guidance.
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•Faculty in terminal year after being denied tenure
•Senior administrators 
⚬ Dean, Assistant Dean, Associate Provosts
⚬ (Chairs may be included)

• “Natural” retirements – not engaged in comparable employment 
elsewhere

• Involuntary separations
• If faculty departed or retained prior to July 1 of the most recent 
academic year (even if official separation date falls within eligible 
window)

Do Not Include!
What should not be a part of the file?
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There are certain faculty types that should not be included in your population file as their circumstances are distinct and may skew the results .

These include faculty in their terminal year after being denied tenure, senior administrators such as Deans, Assistant Deans, and Associate Provosts.  However, department Chairs may be included.  Also, to be excluded are natural retirements who are not engaged in comparable employment elsewhere and involuntary separations.  

Please do not include faculty members who have either departed or were retained prior to July 1st of the most recent academic year- even if official separation data fall within the eligible window!

It is very important that a representative from the Provost’s Office review the file before submitting it to COACHE. Occasionally, faculty are included who are part of a confidential separation agreement. These faculty should not be included in your population file and often, only the Provost’s Office is aware of those circumstances.

Now that we’ve talked about eligibility and who should and should not be included in your population file, let’s review  some of the key variables that you should pay attention to when building your population file.  



1(R)equired variables are critical for building COACHE reports.
(I)mportant variables are helpful.
(O)ptional variables are useful for potential outside research.

Popula tion File  Va ria bles
What variables should I pay attention to?

*Refer to Exit Survey Partner Tool Kit for more detail in formation 
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COACHE created the Exit Partner Tool Kit, which goes into detail regarding the different types of variables survey administrators should use to build their institution’s population file.  Here is the shorthand for some of these variables:

Variables marked “R” are required variables and are critical for building COACHE reports and for the analyses we conduct. Missing data will affect the accuracy of response rates and disaggregated findings.

Data collection should primarily focus on these “R” variables.

Variables marked “I” are not only important variables but are also helpful for some parts of reporting, however, they will not impact key findings.
It helps to fill in as much as possible but if data for these I variables are difficult to obtain, it is less crucial.

Variables marked as “O” are optional variables and are useful for potential outside research or research that is outside of the scope of COACHE’s current reporting.

If any of these “O” variables are difficult to obtain, they should be deprioritized in the data collection efforts.

https://coache.gse.harvard.edu/files/gse-coache/files/coache_exitsurveyproject_partnertoolkit_2022_final_20220512.pdf


1• Localid – unique identifiers (NOT social security numbers)
• E-mail
• Demographic data (race, gender, citizen, rank, tenure)
• Acarea or COACHE “Academic Area” code
• New institution

Key Required Va ria bles
What variables must be included in my file?

*Refer to Exit Survey Partner Tool Kit for more detail in formation 
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The first of these key variables is Localid, unique identifiers (NOT social security numbers).  Localid allows COACHE to link each record to additional, faculty-level data from your campus.

Making sure the E-mail is current and accurate, especially for faculty who have departed, enables COACHE to  reach them. Without an e-mail we cannot send the survey invitation. These e-mails may be difficult to obtain for already departed faculty so it will be helpful to start looking for this information early, while departures are easier to track.

If you cannot find an e-mail for a faculty member who has departed, it is still useful to include them in the population file. This information provides data for us on which divisions are struggling to keep track of faculty who left, and faculty who are leaving, vs faculty who are staying.

The next variables are demographic data (race, gender, citizen, rank, tenure).  Although respondents are asked to identify/classify themselves, these variables are important so we can have a full count for the entire population and provide accurate response rate data.
Respondent information will always be prioritized but population file data are used for non-respondents and in the case that respondents do not provide information.

Acarea, or COACHE “Academic  Area” code, is another vital variable to include in your population file in order to produce data that can be used to compare results by discipline.

Make sure to think about the school/division rather than the individual faculty’s exact area of study since the comparisons will be made by discipline.

Finally, the new institution variable should be included for departures in your population file.  The new Institution variable marks where faculty went to after leaving your institution.  For faculty departures, make sure to look for this information early and include new primary email addresses where possible.

https://coache.gse.harvard.edu/files/gse-coache/files/coache_exitsurveyproject_partnertoolkit_2022_final_20220512.pdf
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eligibility 
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Ask IR to run 
final audit and 
submit file to 
COACHE by end 
of the month

AUG US T

Find and remove 
ineligible faculty 
on the list. File 
should be 
reviewed by 
representative 
from Provost’s 
Office.

J ULY

Return 
preliminary list 
of faculty 
departures and 
population file 
variables to 
Deans/Chairs for 
review and edit.

J UN E

Have IR team 
build test 
population file 
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audit.

J UN E

Share 
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and population 
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with Institutional 
Research team. 

Popula tion File  Timeline
Milestones and Target Completion Dates

*See sample Exit population file
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Each institution is different in their approach to the survey administration process.  However, the timeline below is broad enough to capture the target timeline that every institution should adhere to.

Begin in MAY by reaching out to Deans/Chairs with the list of eligibility requirements so they can start gathering the list of relevant faculty in their divisions and departments.

In JUNE share an aggregated list and population file parameters with your Institutional Research team. Also, have your IR team build a test population file and conduct an audit. 

In JULY return preliminary list of faculty departures and population file variables to Deans/Chairs for review and edit.

By AUGUST find and remove ineligible faculty on the list. Your file should be reviewed by a representative from the Provost’s Office.

And finally, in SEPTEMBER ask IR to run final audit and submit file to COACHE by end of the month!

https://coache.gse.harvard.edu/files/gse-coache/files/coache_popfiletemplate_exit_2022.xlsx


Pa ss Through Va ria bles
Why would I use pass through variables?

•$100 per variable​
•Data is appended to the population file and is 
passed through into the unit record data file​

•You must receive unit record data​
•No identifying information
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Pass-through variables are designed to help institutions link COACHE data to other data sources. The data are appended to the original population file. Then, when a respondent completes the survey, the data for the pass-through variable are appended to the data set. Institutions have used this approach to link COACHE data to a host of other data sources such as:

•  Results from other institutional surveys  
•  Human Resources codes for ranks or appointment statuses unique to your institution  
•  Faculty activity or productivity data (e.g., course loads, number of publications, presentations, teaching load, etc.)  
•  Contract length (e.g., nine-month, ten-month, twelve-month)

To decide if pass-through variables can be a useful tool for your team, consider the following two questions:  
1.  How will the pass-through variables change your approach to analyzing your results?  
2.  Does the addition of pass-through variables change your local IRB status? Check with your local IRB Office before proceeding

Please note that we can only work with pass through variables if an institution requests raw, deidentified data back from COACHE.
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Option #1:  Not receiving unit record data
Advantages:

• Confidentiality
• Reduced workload for IR staff

Disadvantages:
• Outsourcing of custom analysis

Option #2:  Receiving unit record data​
Advantages:

• flexibility with analysis
• Data Sharing Consortia (AAUDE, COFHE, HEDS)​

Disadvantages:
• Data management and security
• Risk of lower response rate

Da ta  Disclosure
What data disclosure options do I have?

Presenter Notes
Presentation Notes
COACHE offers two data disclosure options.  By selecting the first option, your institution will not receive unit record data.  This means COACHE will analyze data and deliver a report, but not the raw survey data.  This is the option we strongly encourage for Exit partners as the data we collect can be highly sensitive. By selecting the second option, institutions can choose to receive unit record data. In this case institutions will receive both COACHE reporting and their raw survey data. Your data disclosure option must be decided in advance as this will determine the informed consent form faculty at your institution will receive. Once the survey has launched, your data disclosure decision cannot be changed. Also, data disclosure preferences cannot be changed from year to year.
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• Statement of data confidentiality must be signed

by a data administrator!
• Data administrator must NOT:
 Be in a position to make or influence faculty

personnel decisions at the institution
 In cases of promotion and/or tenure, be involved in

deliberations and votes of the committee regarding
such cases for a period of two (2) years following
receipt of the COACHE Data File and Reports

 Distribute any survey results in which identification
of individuals may be possible.

Sta tement of Da ta  Confidentia lity
Who should sign the data confidentiality form?

Presenter Notes
Presentation Notes
Institutions that decide to receive unit record data must submit a signed statement of confidentiality. The statement of data confidentiality must be signed by a data administrator and the data administrator must NOT:
•  Be in a position to make or influence faculty personnel decisions at the institution 
•  In cases of promotion and/or tenure, be involved in deliberations and votes of the committee regarding such cases for a period of two (2) years following receipt of the COACHE Data File and Reports
•  Distribute any survey results in which identification of individuals may be possible.



Speak with a representative of your Institutional Review Board (IRB) to
determine if review is necessary. Although COACHE has obtained
approval from Harvard’s Committee on the Use of Human Subjects,
your local IRB may require you to complete additional forms.

IRB Approva l

*Harvard's Committee on the Use of Human Subjects approval letter copy
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Presentation Notes
COACHE has completed its own IRB review through Harvard University’s Committee on the Use of Human Subjects. For the majority of COACHE partner institutions, a copy of the Harvard approval letter is adequate documentation of this project’s bona fides. However, some institutions request additional review to approve this survey research on their campuses. Please reach out to your local IRB office and let our team know if you need assistance obtaining approval.
Any campus with a pending IRB application cannot begin survey administration with the full cohort. Delayed starts typically result in lower response rates!

https://coache.gse.harvard.edu/files/gse-coache/files/harvard-human-subjects-approval-2021.pdf
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Your COACHE Partner Portal



COACHE Fa culty Retention & Exit Porta l

Upload your 
team contacts

Store your 
documents and 
population file(s)

Make institution-
specific survey 
decisions within the 
partner portal

Securely share 
documents with 
COACHE team
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Your COACHE partner portal is where all of your institution’s survey-related documents can be stored for easy and secure sharing with COACHE.  For example, your institution’s survey administrators can upload the population file, IRB Approval document, and Statement of Data Confidentiality form into the COACHE Partner Portal.  Institution specific survey decisions, such as custom questions, and peer selections, can also be made within the partner portal.
Please remember, do not email COACHE staff population files or any other confidential information.  Confidential information should only be shared with COACHE securely through the portal.



COACHE Fa culty Retention & Exit Porta l

Always click the 
SAVE button 
after each 
session
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A little tip about your COACHE Partner Portal:
 
You do not have to complete all the tabs in the COACHE partner portal all at once.  You can return on a later date to provide additional information if needed.  
Just please remember to click SAVE at the end of each session!



LEARN MORE
For additional information on preparing for your COACHE Faculty 
Retention & Exit survey, contact: 

Jeannie Kim 
Research Manager
Jeannie_Kim@gse.Harvard.edu
617-495-6010

Visit us online:
@ COACHE.GSE.HARVARD.EDU

Presenter Notes
Presentation Notes
We hope this presentation helped to clarify the Exit Survey administration process!  As your team begins the process, especially when initially gathering population file data, please do not hesitate to reach out to COACHE staff with any concerns or questions.  We are here to assist you!  

mailto:Jeannie_Kim@gse.Harvard.edu
https://www.youtube.com/channel/UCZhqJiqIhDhWT1hdIlMaJzQ/featured
https://www.linkedin.com/company/coache/
https://twitter.com/coacheproject
https://coache.gse.harvard.edu/
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