



�

DEPARTMENT OF VETERANS AFFAIRS

Veterans Benefits Administration

Washington, D.C.  20420��



July 30, 2003



VBA Letter 20-03-25



Director (00)

All VACO Services and Offices, Regional Offices and Centers



Subj:  	Implementation of Employee Entrance and Exit Interviews.



Purpose



This letter establishes procedures for conducting entrance interviews for recently hired employees and exit interviews for employees voluntarily separating by resignation, retirement or transfer to another Federal agency.  The purpose of the entrance survey is to provide new employees with an opportunity to communicate their reasons for choosing employment with VBA.  This information will assist the agency in identifying potential sources of candidates for employment and will assist with improving our recruitment methods.   The purpose of the exit survey is to provide voluntarily separating employees the opportunity to communicate their reasons for leaving.  This information will assist the agency in identifying effective ways to improve employee retention.



Policy



Effective immediately, all newly hired employees and voluntarily separating employees at VBA facilities will be given the opportunity to complete the entrance and exit survey instruments, respectively.



Background



As explained in VA Directives 5004 and 5006, VA’s Office of Human Resources Management (OHRM/05) has created two survey instruments, an entrance survey for newly hired employees and an exit survey for employees who are separating from service.  The use of these surveys supports VBA’s workforce planning strategies, and addresses our continuing need for innovative tools to recruit, train and retain talented employees. 
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Responsibilities



Directors are responsible for ensuring all newly hired employees are provided an opportunity to complete the entrance survey and separating employees are provided an opportunity to complete the exit survey.  Directors may assign the responsibility of administering the surveys to the facility Human Resources staff.  The Office of Human Resources (20M1) will be responsible for administering the entrance and exit surveys to employees of VBA Central Office.



Entrance Survey Procedures



Each newly appointed full-time and part-time permanent employee shall be offered an opportunity to complete the entrance survey at the following intranet web site address: http://vaww.vairm.vaco.va.gov/survey/EntrtSurvey2/.  New employees include those appointed from outside VA, but not transfers from within VA. The employees’ responses will be treated as confidential and will be used only in a manner that does not identify the individual.



The facility’s Human Resources staff will locate a computer for new employees to use and will provide instructions on accessing and using the web site.  As an alternative, the survey can be e-mailed to new employees at their work sites.   For employees entering duty at an off-site location, the Human Resources staff will provide an e-mail or hard copy notification with the web site address and a message explaining the purpose of the survey, encouraging the employees’ participation, and advising employees that they may use a VA computer to complete the survey.  



	Exit Survey Procedures



Each employee separating voluntarily (through resignation, transfer to another Federal agency or retirement) shall be offered an opportunity to complete the exit survey at the following intranet web site address: http://vaww.vairm.vaco.va.gov/survey/EntrtSurvey2/.   Upon receiving formal notification of separation, the Human Resources staff will e-mail the survey to the employees at their work sites, and will provide instructions on accessing and using the web site.  As part of the station clearance process, the Human Resources staff should also inquire whether an employee has completed the exit survey.  If the employee has not, he or she should be provided the opportunity to complete the survey while clearing the Human Resources office.  Employees’ responses will be treated as confidential and will be used only in a manner that does not identify the individual.
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For employees separating from an off-site location, the Human Resources staff will provide an e-mail or hard copy notification with the web site address and a message explaining the purpose of the survey, encouraging the employees’ participation, and advising employees that they may use a VA computer to complete the survey.



Survey Analysis



Information collected by these surveys will be used, in conjunction with PAID and Office of Personnel Management Central Personnel Data File data, to monitor, evaluate, and make recommendations to improve employee recruitment and retention.  VBA’s Office of Human Resources will compile the survey data.  This analysis will be provided to Area Directors and Central Office officials.  To ensure individual employee anonymity, data from facilities with less than 10 responses per survey during a reporting period will not be analyzed.



Labor-Management Obligations



Facilities should ensure that any local labor-management obligations are met. 



Contact Information



For questions on entrance and exit interview processes, please contact the staff of the Office of Human Resources at (202) 273-5911.







												/s/

Daniel L. Cooper

Under Secretary for Benefits









                                                                                                                             








