HUMAN RESOURCES ANNUAL WORK PLAN INITIATIVE PROPOSAL

Project Summary: 
The Human Resources Office is being expected to take on a much more comprehensive program of Human Resource functions throughout the University.  The present staff is seasoned and experienced and very capable of taking on such an expanded program but is mired down by daily routine office functions that require an inordinate amount of time that negatively impacts their ability to receive training, plan initiatives and implement strategies and programs required in a comprehensive human resources office. Therefore, there are FOUR major parts of this initiative.  The first part is the hiring of a full-time staff person for a period of at least 12 months to take over many of the daily routine functions of the office such as answering phone and walk-in requests, handling staff and student worker schedules, processing daily requests such as tuition waiver forms, and helping with the input of data into the system-wide Human Resource Information System. This will allow the experienced members of the Human Resources staff to attend training sessions, plan employee training and development programs, and implement human resource strategies such as the second part of this initiative to assist all employees and further the mission of the University.  The cost for a fulltime person with $28,000 salary would be approximately $44,000.  The second part of the initiative is a $10,000 amount to be used to purchase and develop a soft-ware program to deliver training programs via the internet to employees of the University.   This is especially important since the System Office’s recent survey showed employee training to be a very high priority for the University’s employees across the system.  The third part of the initiative is to increase the staff development budget of the Human Resources Office by at least $4,000 to specifically allow HR staff to attend national programs to obtain the training and education necessary to perform effectively in their new roles as trainers and educators for the University's employees, and/or to network with skilled human resources  professionals and to bring those professionals' expertise to the University community either by educating our staff to train others on campus, or to bring the professionals to campus to train university employees directly. The fourth and final part of the initiative is the movement of the professional development funds to the oversight of the Human Resources Director and the implementation of a process for employees to apply for and be awarded those funds through the Human Resources Department.  The proposals’ costs for twelve months are as follows:    $43,000 to pay for an OAS position with a base salary of $28,000 plus estimated taxes and fringe benefits; and $14,000 to pay for the software program purchase and set up for staff training and increase the professional development funds for HR personnel.  This initiative would be developed over the course of the coming fiscal year and would expand on programs already being planned in Human Resources, especially the Supervisor Development Program already being introduced by a general foundation session on which other development programs will be based.  The success of this initiative will be ascertained by two different methods.  First and most importantly assessment will be made by direct measurement of programs given by HR staff.  This would be in the form of a questionnaire completed by each person attending each HR Development Program and giving feedback on the success of the program, its contents, the presentation of the program, the relevance of the program to the employee’s work, and the presentation of the HR staff person.  There would also be an assessment of satisfaction with employee contacts with the HR office by use of a questionnaire sent to each person having contact with the HR office and inquiring as to satisfaction of that contact.  Finally, success of the program will be judged by the ability of the HR staff to plan and deliver a complete variety of development programs to various university constituencies, including, administrators, faculty, and unclassified staff while maintaining an efficient and helpful Human Resources Office and to continue this momentum into future years.  
Purpose:
To become a comprehensive Human Resources Office by including employee training and development into the life of the University.
Goals:

This initiative will meet one or more of the following University annual work plan goals and will be beneficial for several reasons.

To increase access and opportunity.  


As employees are educated and developed to be more useful in their current occupations, the University’s work force becomes more productive and satisfied.  Satisfaction with one’s job has consistently been shown to be an important ingredient in a more productive work force.  

To make learning environments inviting and safe.


As employees become more satisfied and productive, their work efforts result in a more inviting and safe environment in which students of all types live and learn.  Employees who are learning and developing in their own occupations will identify more readily with younger more traditional students that will improve the learning environment of the University.

To maintain affordability.


Affordability is not only important in academic programs, but is also important in the work environment of the university.  Educated and developed employees have been shown to be healthier and happier employees.  Healthier employees take less sick time.  Less sick time allows employees to be more productive because they are present more often.  Employees who feel that they are growing in their jobs are happier and more at ease at their jobs.  Research has shown that happy employees are healthier and take fewer days off than unhappy employees.  More productivity results in efficiency which translates into more affordability.
To develop lifelong learners and engaged citizens.


Employees at a university have many opportunities to increase their education and become lifelong learners.  An employee development program shows employees that the University is interested in their continued development and encourages employees to continue their education in a variety of ways.  Educated persons have been shown by research to be more engaged and aware citizens of their communities—taking part in elections and community events of all types.

To provide up-to-date education and training for work and careers.


Employee education and development programs are a cost effective way to deliver up-to-date education to employees to help them further their work and careers.  When employees are given the opportunities to be aware of advances in their work areas, they are more aware of change and have been shown to be more productive workers.  Education may also be used to advance or change careers.  Development of the entire person--for the student as well as the employee, should be the goal of every university.
To recruit and invest in excellent faculty, staff and administrators.


Several of the development programs proposed relate to recruitment and development of faculty, staff and administrators.  More employees should be aware of the process of recruitment and be allowed to help in this process.  As employees are better educated regarding changing developments in their fields, they are better prepared to ascertain the credentials of those who are seeking employment at the University.  This will result in better recruitment decisions for the University.  Better recruitment decisions result in a more stable work force that translates into a more productive and efficient employee base.  This will raise the effectiveness of the university’s work force.

To develop integrated plans.


As can be seen by the foregoing, this employee development program is an integrated plan that will positively impact the whole university and be beneficial to all areas.  It will show  employees various aspects of the university and help the university’s work force be more attuned to the university as a whole rather than just as a small job performed daily.

To serve as good stewards of capital assets.


Informed and educated employees can better serve as good stewards of capital assets as they are developed into a fully integrated workforce with the skills and educational knowledge to perform their work well.  Those who have responsibility for caring for the capital assets of the university will be more careful custodians of those assets since they will have the knowledge necessary for success and the pride that comes from responsibility for those assets.
To strengthen financial systems and processes.


Employees who are properly developed and trained in university procedures are better able to handle their own affairs and would not need as much guidance and personal assistance in accessing and making changes to their personal benefits pages in the state human resource information system.  Further, proper training in systems and processes assures correct data entry in the financial and human resources information systems on which the financial records of the university depend.  Correct information and process is the basis for strong financial management.

Timeline:

The hiring of a new receptionist/data entry person in the Human Resources Office should occur within two months of the new fiscal year, hence, by September 1, 2006.  Training for the Human Resources Office staff will be ongoing beginning in the new fiscal year, July 1, 2006.  Development of new courses in the Supervisor Development Program will depend upon the hiring and training of the new Receptionist/Data Entry person, but courses should be added to the original foundation program at the rate of one every six weeks after the successful onboarding of that support person and as staff become more proficient and knowledgeable through their own training and education.  A comprehensive Supervisor Development Program should be in place by the end of the fiscal year, June 30, 2007.  Further, training should proceed for other employees in areas common to all, such as Harassment, Diversity, Discrimination, Safety and Campus Orientation.  

Impact:

The impact of the hiring of the new Human Resources support person and the development of the comprehensive employee development program should result in a more knowledgeable and stable work force that is better satisfied and more productive.  The employees should be able to perform jobs with less supervision and with less discipline and grievance problems.  Sick time should be reduced in the classified unions as employees become better adjusted and better informed. Correct sick leave reporting should increase among faculty that have traditionally not reported illnesses.  Supervisors of classified staff should need less help from Human Resources in supervising their employees.  Human Resources should be viewed as an indispensable asset to the University community and will become the central resource for all personnel matters.  Savings to the university should occur in greater productivity and in less use of sick time.
Assessment:

Employee satisfaction can be measured by developing a satisfaction survey and administering it at the beginning of the fiscal year 2007.  The results can be compared to the results of a similar survey taken at the end of the fiscal year and each fiscal year thereafter.  Productivity can be assessed by a survey given to supervisors at the beginning and end of the fiscal year and by comparing sick leave usage at the end of the year with sick leave usage this year—it being assumed that employees at work are more productive at work than when out sick.  Sick leave reported by faculty during the coming years may be compared with the current year to determine if increased reporting results from the development programs.  The number of grievances and disciplinary matters may be compared with the current year’s numbers to determine if the program is a success, since numbers of such problems are anticipated to go down.  Satisfaction with the Human Resources Office and its staff can be measured by an ongoing satisfaction survey given to persons with contact with the office and/or its staff.  Finally, the success and satisfaction with individual programs may be measured by surveys taken immediately after each program.  Finally, success of this initiative may be measured by how far the Human Resources Office staff is able to go in the establishment of a comprehensive employee development program for the university.  This will be determined by the number and variety of development programs that are established and continued over a period of three to four years and the demand for and attendance at the programs as they are presented.  Initially, success will be determined by the establishment of a comprehensive Supervisor Development Program by the end of the first fiscal year of the initiative and the presentation of five general development programs common to all employees as outlined above.
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