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UNIT NAME:  	Human Resources			review contact:  	Tonya jacobson			
phone: 	972.758.3856				  	Email:   		tjacobson@collin.edu			

GUIDELINES
Time Frames:
1. Scope:  
The time frame of program review is five years, including the year of the review. 
Data being reviewed for any item should go back the previous four years, unless not available.
2. Deadline Dates: 
January 15th – Program Review Document due to Department Supervisor for review
February 1st – Program Review Document due to Program Review Steering Committee
3. Years:  
Years 1 & 3 – Implement Action Plan of (CIP) and collect data
Years 2 & 4 – Analyze data and findings, Update Action Plan
Year 5 – Write Program Review of past 4 years; Write Continuous Improvement Plan (CIP) and create new Action Plan

LENGTH OF RESPONSES:  Information provided to each question may vary but should be generally kept in the range of 1-2 pages.
EVIDENCE GUIDELINES:  In the following sections, you will be asked to provide evidence for assertions made.  
a. Sources:  This evidence may come from various sources including Collin College faculty and staff, Service Unit Student Satisfaction Surveys, Service Unit Faculty/Staff Surveys, Ruffalo Noel-Levitz Student Satisfaction Surveys, IPEDS Data, National Community College Benchmarking Project data, peer surveys, or unit-level data and surveys.  This evidence may be quantitative and/or qualitative.  If you are unfamiliar with any of these information sources, contact the Institutional Research Office (IRO) at: effectiveness@collin.edu.  Use of additional reliable and valid data sources of which you are aware is encouraged.
b. Examples of Evidence Statements:
1. Poor example:  Employees are encouraged to embrace the College’s core values. (Not verifiable)
2. Good example:  Core values are discussed with each employee in annual performance evaluations. (Verifiable, but general)
3. Better example:  Core values are discussed in annual performance evaluations and employees are expected to include one goal that will demonstrate personal improvement related to a core value and document, in the next annual performance evaluation, their accomplishment of that goal.  (Replicable, Verifiable)

FOR MORE INFORMATION:  Documentation can be found at http://inside.collin.edu/institutionaleffect/Program_Review_Process.html.  Any further questions regarding Program Review should be addressed to the Institutional Research Office (effectiveness@collin.edu, 972-985-3714).
Section I.  Are We Doing the Right Things?

1. WHAT DOES YOUR SERVICE UNIT DO?

A.  What is the service unit and its context? 

Human Resources' mission is to provide quality benefits and services to attract, develop, motivate and retain a diverse workforce of excellent employees in support of the mission and core values of Collin College. This service unit program review will focus on how the three main sub-units of the human resources department work together to accomplish this mission. The three main sub-units of the human resources department are: 
· Employment & Professional Development 
· Compensation, Benefits & HR Systems 
· Compliance

B.  Executive summary:  briefly summarize the topics that are addressed in this self-study, including areas of strengths and areas of concern.  
The Employment & Professional Development sub-unit of the human resources department supports the college mission and core values by ensuring established employment procedures are followed in order to maintain a high-performing workforce, while complying with applicable policies and employment laws. This unit leads all areas of employment, including workforce planning, recruiting, onboarding, faculty credentialing, succession planning, and exit/termination. This unit also supports the college mission and core values by providing district-wide employee professional development opportunities and coordinating special events involving college employees and outside organizations. In addition, the unit provides training for promotion, training on Collin processes and systems, and guidance for internal advancement. This unit manages the district's performance appraisal process for all employees and employee professional development programs, such as employee scholarships, tuition reimbursement, and sabbatical leave. The professional development unit strives to offer programs and services that focus on compliance, learning, developing skills and challenging the intellect.

Benefits serves all employees of Collin College by providing information on leave, internal and external benefit programs, and retirement. In providing guidance to new employees, those employees are able to start their employment with the information necessary to make informed decisions. Assistance to existing employees typically comes in a time of need of the employee: leave, issues with health insurance, or retirement matters.

Compensation serves the employees of Collin College by incorporating practices that insure equitable pay between employees in similar positions, provide salary levels that are competitive and/or comparable with peer colleges and organizations in order to attract and retain well-qualified employees, accommodate new jobs and changes in existing jobs, as well as adjust to changes in economic conditions and the job market, and establish clearly defined policies, procedures, and guidelines for salary budgeting and administration and ensure a clear understanding among all employees of the College about how the compensation program works. 

HR Systems strives to develop creative and innovative technology solutions to promote departmental and organizational effectiveness. This unit supports the Human Resources department primarily, collaborates with Payroll to provide accurate compensation to employees and supports the College in its mission to provide students with the best educational experience possible.  All personnel records are kept electronically in the College ERP system entered by the Human Resources Records group.  The unit coordinates the administration of health and welfare benefits for eligible employees.

The Compliance sub-unit of the human resources department ensures district-wide compliance with federal, state and college-required training for all employees. Further, the unit has responsibility for ensuring that established complaint/grievance policies and procedures are followed for community members, employees, and students with complaints and/or concerns. 

2. WHY DO WE DO THE THINGS WE DO?  UNIT RELATIONSHIP TO THE COLLEGE MISSION, CORE VALUES & STRATEGIC PLAN.
· Provide unit-specific evidence of actions that the unit supports the mission statement: “Collin County Community College District is a student and community-centered institution committed to developing skills, strengthening character, and challenging the intellect.”
· Provide unit-specific evidence of actions that support the case that the unit and its faculty contribute to fulfillment of the college core values:  “We have a passion for Learning, Service, Involvement, Creativity, Innovation, Academic Excellence, Dignity, Respect and Integrity.”
· Provide unit-specific evidence that supports how the unit supports the college strategic plan:   http://www.collin.edu/aboutus/strategic_goals.html

All of these Human Resources sub-units work closely together in support of the college's strategic plan, including encouraging and supporting employee participation in community leadership programs and adherence to the college's Core Values, as well as managing programs to improve the work life environment for college employees, which hopefully leads to an improved experience for Collin College students. In order to attract and retain a qualified and high-performing workforce to support the College's academic programs and student services, Human Resources participates in peer salary surveys and reviews comparable data to ensure externally competitive pay as well as internal equity within the compensation program. Human Resources also engages in focused recruitment advertising to reach diverse communities of professionals who may be qualified and interested as candidates for open positions with the college. The Human Resources team also collaborates and coordinates benefits fairs at fall All College Day meetings, when facilities are available, so employees understand their benefits as part of the college's employee retention efforts.

3.  WHY DO WE DO THE THINGS WE DO?

A.  Make a case with evidence to show that the primary functions/services of the unit are necessary as they are, or they should be modified, or eliminated.  


Employment & Professional Development: 

· Ensure established procedures and guidelines for recruitment and selection of staff and faculty are followed. 
· Research innovative methods to attract and retain a qualified, diverse and high-performing workforce to accomplish Collin College’s mission and strategic plan, while maintaining compliance with all applicable employment laws. 
· Establish and facilitate performance management and employee relations policies and procedures including coaching and disciplinary action. These procedures are designed to involve all staff and faculty in improving organizational effectiveness to accomplish the college's mission and strategic plan and adhere to Collin College's core values. 
· Provide district-wide professional development opportunities and programs and coordinate special events, such as All College Day, as well as programs involving college employees as well as outside community organizations. 
· Provide training for supervisors and leaders in areas such as performance management, leave categories and benefits, employment processes, and campus safety. 
· Manage the annual staff performance appraisal process, sabbatical leave program, tuition reimbursement/scholarship programs, onboarding/orientation process, and employee service awards program. 
· Offer various online and classroom training options to enhance employees' knowledge and skills in topics such as computer software programs, time & stress management, customer service skills, communication skills, and leadership fundamentals. 
· Research external resources and develop training to meet the unique individual or departmental learning needs of employees.
· Coordinate enrollment for Continuing Education courses; communicate across the district regarding learning opportunities; and educate employees about processes, eligibility, and costs for professional development. 

Benefits, Compensation and HR Systems

· During the last five years, the following changes have occurred in the employee population at Collin College.
· In December 2013, there were 985 full time employees and 1,411 part time employees. 
· In December 2018, there were 1,141 full time employees and 1,566 part time employees.
· In the last five years, there have been 156 full time employees added to the staff and faculty and 155 part time employees added to the staff and faculty for a total of 311 additional staff and faculty.

· Benefits:
· Provide health and welfare benefits for eligible full-time staff and faculty including: group medical, dental and life insurance, leave benefits, employee discounts, flexible spending accounts, employee assistance programs, workers' compensation and retirement plans. This allows the college to attract and retain highly qualified employees to support the college's mission and strategic plan. Communicate accurate and detailed benefit information to eligible employees about all aspects of each plan at the time of hire, during annual open enrollment, at benefits fairs and throughout the year in employee communications. 
· In the past three years, FMLA leave cases have increased four times over. In 2016 a second part-time employee was added due to leave cases doubling from the prior year. That caseload has now increased again with no new staff. The part-time roles have evolved due to the staff members having additional responsibilities regarding the additional benefits, issues with current college systems, and technological advancements.  At times we wear other hats that take us away from our main focus: benefits. This further cements the need for additional staff to be able to successfully complete everything expected of us.
· An additional support employee in this area would help insure the needs of employees are met in a timelier manner. With the expected growth of the College and large number of additional employees, more staff will be needed.

· Compensation:
· Maintain a position classification structure with appropriate pay ranges for all positions within the college. 
· Collect internal and external job information, evaluate new jobs and reclassification requests for the appropriate classification and recommend salary range assignments based on job qualifications, required skills, job duties and responsibilities and market value. 
· Maintain compliance with the Fair Labor Standards Act (FLSA), as well as other applicable state and federal laws and regulations regarding compensation and employee records. 
· Establish new hire and job change salary calculation procedures by which the college offers competitive salaries to Individuals based on the position's salary range and the selected candidate's level of experience and education. These salary calculation procedures are designed to ensure consistent and objective methods for determining compensation and to maintain internal pay equity. 
· Pull reports from the various human resources information systems to complete salary surveys, metrics and benchmarking and state and federal reports including CBM008 and IPEDS. 
· A full time staff member was added a number of years ago to support the compensation work.  
· The number of position compensation review requests have grown significantly, increasing the workload of the HR Analyst.
· Also increasing the workload for the HR Analyst are the increasing numbers of new positions that need to be comped and created in Banner, Cornerstone and the Caspio position repository.  RFPs and Salary Calculation forms must also be updated for each new position.
· An additional support position for the compensation area would greatly reduce the immediate workload of the HR Analyst but conducting the basic information gathering from peer institutions and local industry to support the position compensation reviews.  This position would also help with updating systems and forms.  This would also create a succession position for the HR Analyst position.
· HR Systems:
· Maintain human resources systems that store data including employee demographic, job and salary history information, applicant data, recruitment and selection documentation, and job descriptions.
· Develop and/or participate in system improvements, upgrades and conversions and maintain information security to prevent unauthorized access and use of data. 
· Develop and maintain content of HR website pages, ensuring information is up to date and that content serves as a helpful resource for internal and external users on current human resources policies and procedures. 

· HR Records
· The Records group enters and records the necessary employee demographic, position and salary information necessary for the Payroll department to accurately pay employees.
· This group is also responsible for the updating of changes in positions, substitute instructors, salary reduction calculations, documentation of employment eligibility, educational credentials and other demographic information.
· All three current employees in the group are retirement eligible.  Additionally, the College growth and expected growth will increase the workload of this group.  Even with expected technological advancements in this area with the planned new hire workflow and termination workflows, the actual data entry and customer service is expected to increase.
· A new position, HR Specialist is being filled during January or February, 2019.  This position will be working both for the Records group and the benefits group.  An additional position or positions would be very helpful to continue fulfilling the mission of this group and compliance with regulations and College policy and procedures. 


Compliance:

· Ensure compliance with state and college-required training for all employees. - Establish complaint/grievance policies and procedures for community members, employees, and students. 
· Ensure that all employees are knowledgeable in the areas of preventing harassment and discrimination, as well as understand FERPA requirements in protecting student records. 
· Provide oversight for all complaints received by any person (including students, faculty, staff, or third party). 
· Be available to meet with students who believe sexual harassment or assault has occurred. 
· Upon receiving notice of potential acts of sexual harassment or assault, either personally investigate the incident, or oversee the investigation. 
· Review all complaints received to identify and address any patterns or systemic problems 
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B. Benchmarking:  Review two or three comparable, colleges for the way they accomplish these services.  Discuss what was  learned and what new ideas for service improvement were gained.
Primary self-study questions were adopted from “Structuring the Six Self Study Questions”, Michigan State University, 2008.                                                            2

Employment & Professional Development:  Compared to Lone Star College, Dallas County Community College, and San Jacinto College
Similarities to Peers: 
· Lone Star College provides a variety of professional development opportunities to faculty and staff, including workshops and structured training programs. As at Collin, Lone Star offers programs to support current and emerging leaders, as well as faculty. Lone Star offers competitive scholarships to employees pursuing advanced degrees and tuition reimbursement for job-related courses taken at Lone Star. Lone Star has similar appreciation and years of service awards.
· Dallas County Community College offers professional development online and face-to-face. DCCCD has several employee scholarship programs and a robust onboarding process. DCCCD also has short- and long-term sabbaticals. 
· San Jacinto College offers employee and leadership development programs with online and face-to-face learning opportunities. Sabbatical leave is also available. Tuition reimbursement is available ($1,200 per year) when taking courses at San Jacinto.

Differences from Peers: 
· Lone Star has six professional development programs for all employees and three additional for faculty. These include the Next Generation Leadership Academy, a partnership with Civitas Learning; the Leadership Academy; and the Rising Star Institute. Lone Star has a career coaching program, pairing every full-time employee with a coach. The college also has an appreciation award for writing.
· Dallas County Community College requires all faculty to complete 24 hours of professional development annually as part of a structured quality enhancement plan based on strategic goals. DCCCD has an employee education credit program, developmental leave program, and formalized mentorship program. 
· The Team Development program provides organizational consultations, individual and team assessments, and teambuilding programs. The Leadership and Mentoring Institute is committed to diversity in senior leadership, while the leadership development program grants access to many assessment tools. A District Tool Kit for Leaders and Onboarding Guide for Hiring Leaders are both available. San Jacinto seems to focus on staff, with fewer opportunities for faculty. San Jacinto uses upward feedback within performance reviews. 
Compensation, Benefits & HR Systems:  Compared to Austin CC, Dallas CC, Houston CC, San Jacinto CC and Tarrant CC
· With regard to benefits, Collin College participates in the state benefits as administered through ERS, similar to the five comparator institutions.  Collin is looking to implement a defined contribution plan which will encourage eligible staff to contribute up to 3% of their salary.  The college will also make a matching contribution up to 3% of the employee’s salary.  The planned implementation date is fall, 2019.
· As Collin College builds four new campuses (two large and two smaller campuses), it is anticipated that the employee headcount will increase by at least 1,000 employees over the next three to five years.  To maintain the current ratio of HR Employees to total employees (1 to 146), The HR staff will need to increase to at least 26 – 30 positions.  
· If SHRM metrics are followed, the ratio of HR staff to employees should be 1 HR staff member to every 103-122 employees.  
· Using the 1 to 122 ratio, the current HR staffing should be 23 rather than 19.  If the college grows by 1,000 employees, the number of HR staff should be 31 HR staff members.
· The chart below shows how Collin College compares to the comparators with regard to the HR staff ration.  Compared to these institutions, on average, Collin has a lower ratio of HR staff to total employees.



	
	Austin CC
	Dallas CC
	Houston CC
	San Jacinto CC
	Tarrant CC
	Collin CC

	Staffing Levels
	
	
	
	
	
	

	  FT Staff
	1653
	2683
	1678
	851
	1677
	700

	  FT Faculty
	607
	883
	917
	535
	757
	438

	Total FT Employees
	2260
	3566
	2595
	1386
	2434
	1138

	  PT Staff
	175
	1520
	3130
	554
	1202
	709

	  PT Faculty
	1295
	2469
	2653
	1297
	2922
	924

	Total PT Employees
	1470
	3989
	5783
	1851
	4124
	1633

	Total Employee
	3730
	7555
	8378
	3237
	6558
	2771

	HR Staff
	24
	52
	59
	29
	29
	19

	Ratio of HR to FT Employees
	1 to 94
	1 to 69
	1 to 44
	1 to 48
	1 to 84
	1 to 60

	Ratio of HR to PT Employees
	1 to 61
	1 to 76
	1 to 98
	1 to 64
	1 to 142
	1 to 86

	Ratio of HR to All Employees
	1 to 155
	1 to 145
	1 to 142
	1 to 112
	1 to 226
	1 to 146





In regard to leave for full time employees, as the chart below shows, Collin College is competitive with the comparator institutions with the exception of Spring Break holidays.  All five comparator institutions have a five-day holiday for spring break whereas Collin staff only have a one-day holiday for spring break.
	
	Austin CC
	Dallas CC
	Houston CC
	San Jacinto CC
	Tarrant CC
	Collin CC

	Leave
	
	
	
	
	
	

	Vacation Leave
	15 Days < 5 Yrs
20 Days > 5 Yrs
	12 Days – Staff
24 Days – Admin
	10 Days < 5 Yrs
15 Days >5 Yrs but <20 Yrs
20 Days > 20 Yrs
	10 Days
Number of days increases in 8 year increments
	10 Days 1st Year
20 Days after 7 years
	12 Days <3 Yrs
15 Days <5 Yrs
20 Days <10 Yrs
21 Days >10 Yrs

20 Days – Admin

	  Sick Leave
	12 Days – Staff
1 day per month for Faculty
	12 Days – Staff
12 Days – Admin
10 Days – Faculty
	12 Days
	12 Days 

	12 Days – Staff
8 Days – Faculty
	12 Days

	  Personal Lave
	5 Days of Sick can be used as Personal
	
	3 Days of Sick can be used as Personal
	3 Days of Sick can be used as Personal
	3 Days
	3 Days

	  Other Leave
	
	2 Days - Extenuating
	6 Days of Catastrophic leave accrued with a max of 1,000 hours
	
	
	

	 Holidays/Campus Closures
	16 Days
	18 Days
	23 Days
	21 Days including Spring Break
	18 Days
	16 Days

	  Spring Break
	5 Days
	5 Days
	5 Days
	5 Days
	5 Days
	1 Day

	  Thanksgiving
	2 Days
	2 Days
	2 Days
	3 Days
	2 Days
	3 Days

	Miscellaneous
	
	4 Weeks Paid Leave following birth/adoption/foster
	
	
	
	





Compliance:  Compared to Austin Community College, San Jacinto Community College and South Texas College
Similar to Peers:
· Austin Community College requires all employees to complete compliance training within 30 days of start date and every two years via online courses like Collin (harassment, EEO, etc.).  Austin CC has formal and informal complaint processes. Sexual misconduct reports are investigated by the Title IX Coordinator or Deputy.
· San Jacinto Community College facilitates their required training through an online portal. Like Collin, San Jacinto has separate Title IX Coordinators for students and for employees. 
· South Texas College has an informal and formal complaint process for employees. Title IX complaints filed against employees are investigated by Director of Human Resources and conferring with Title IX Coordinator/Deputy.
Differences from Peers:
· Austin Community College offers their Violence Against Women Act (VAWA) training in a live setting as well as online in which employees can enroll themselves for a course. Collin employees are registered for most courses through an automatic data exchange with an external vendor. Austin CC’s has a formal complaint process in which the first step is investigation by the employee’s supervisor. Appeals to the decision may be appealed to each higher level supervisor to the level who reports to the President. For an employee grievance, an employee must submit a written Statement of Grievance form to the Vice President of Human Resources who provides the grievance to the Vice President or Associate Vice President who has supervisory responsibility for the grievant who investigates the grievance. An appeal can go to the Executive VP and then to a Grievance Review Committee who provides a written recommendation to the President whose decision is final.
· San Jacinto has only two required courses for all new employees, versus Collin which has five required courses. San Jacinto distinguishes between employee complaints as an employee “concern” (which is handled through the supervisory chain of the employee submitting the concern) or “grievance” (which may be investigated through a Strategic Leadership Team member or human resources). 
· South Texas College’s employee complaint process has two levels. The first level of investigation is performed by the employee’s immediate supervisor in consultation with the respective division Vice President and HR Director or Employee Relations Officer. Level two investigation is performed by the respective division Vice President. 

4.  HOW DO WE IMPACT STUDENT OUTCOMES?

The human resources service unit is responsible for the recruitment, selection and retention of high-performing faculty, advisors and student support staff. The department’s efforts ensure adequate, qualified faculty and staff are ready to meet needs of the growing student population. 
Human resources supports the college's strategic plan by encouraging and supporting employee participation in community leadership programs and adherence to the college's core values, as well as managing programs to improve employees’ work-life environment. Happier employees are better able to serve our students and are more likely to stay, reducing turnover costs and knowledge loss. 
HR manages professional development opportunities for employees, including training programs, scholarship opportunities, and a sabbatical leave program, all of which enrich the skills of staff and faculty and lead to performance in the classroom. 
Section II.  Are We Doing Things Right?

5.   HOW EFFECTIVELY DO WE COMMUNICATE AND HOW DO WE KNOW?

A.  Make a case that the printed literature and electronic communication are current, provide an accurate representation, and support the college’s recruitment, retention and completion plans.  

B.  Provide unit website URLs.   If no website is available, describe plans for creation of website or explain the absence.

C.  Describe the process used to keep all literature and electronic sites updated.



Unit Literature Review Table
	Title
	Type (i.e. URLs, brochures, handouts, etc.)
	Date of Last Review/Update
	
	Responsible Party

	HR Homepage

	HR home page website, which provides links to important human resources information, policies, procedures, forms and guidelines.
	Dec 2018
	 Current
 Accurate
 Relevant
 Available
	Administrative staff

	Employment Homepage
	Employment home page website that provides links to recruitment and selection procedures, guidelines and related information for hiring full-time and part-time staff, faculty and administrators.  Included on this page is the link to the ATS/Cornerstone. 
	Dec 2018
	 Current
 Accurate
 Relevant
 Available
	Employment & Professional Development Team 

	Professional Development Homepage
	Professional Development home page website which provides information and links regarding job-related training, schedules of professional development course offerings, tuition reimbursement procedures and information about attending work-related continuing education courses. Includes links to EEO Training, FERPA information, Professional Development Travel Procedures, Tuition Reimbursement, UTD Scholarship Information, Collin Employee Scholars Program, Endowed Chairs, and Administrative Immersion Program. 
	Dec 2018
	 Current
 Accurate
 Relevant
 Available
	Employment & Professional Development Team 

	Performance Management Web Page
	Web page that provides links to performance management and employee relations procedures including annual performance appraisals, employee recognition, employee complaints, and employee coaching and discipline.
	Dec 2018
	 Current
 Accurate
 Relevant
 Available
	Employment & Professional Development Team 

	HR Forms Web Page
	Web page which provides links to frequently used benefits, compensation, employment, performance management, professional development, security and other general HR forms.  
	Dec 2018
	 Current
 Accurate
 Relevant
 Available
	Employment & Professional Development Team 

	Organization Chart Web Page
	Web page containing a current list of Collin College’s leadership team as well as a comprehensive faculty list with positions, emails, and phone numbers. 
	Dec 2018
	 Current
 Accurate
 Relevant
 Available
	Employment & Professional Development Team 

	Contact HR Web Page
	Web page with a list of all Human Resources staff, their position and duties, as well as their location, phone numbers and email. Also contains link to Personnel Head Count for different campuses as well as total between all campuses. 
	Nov 2018
	 Current
 Accurate
 Relevant
 Available
	Employment & Professional Development Team 

	Benefits Homepage
	Benefits home page website that provides links, information and forms for medical, dental, retirement, disability and life insurance, leave benefits, workers compensation and other benefits that are available to eligible Collin College employees.  
	Nov 2018
	 Current
 Accurate
 Relevant
 Available
	Benefits, Compensation & HR Systems Team

	Compensation Homepage
	Compensation home page website that provides links and information about positions at Collin College, salary ranges, faculty load, TRS guidelines and other information related to compensation at Collin College. Includes links to payroll, compensation review forms, reclassification procedures, and a number of forms relating to compensation. 
	Nov 2018
	 Current
 Accurate
 Relevant
 Available
	Benefits, Compensation & HR Systems Team

	Job Descriptions   
  
	Online database of all position descriptions including job qualifications and required skills, job duties, responsibilities and salary range for each position
	Dec 2018
	 Current
 Accurate
 Relevant
 Available
	Benefits, Compensation & HR Systems Team

	Web Extender 
	Document management system used to sort and store employee records and personnel file documents. 
	Dec 2018
	 Current
 Accurate
 Relevant
 Available
	Benefits, Compensation & HR Systems Team

	Banner 
	Banner is the main human resources information system (HRIS) which is used to enter and maintain employee demographic information, job and salary history
	Dec 2018
	 Current
 Accurate
 Relevant
 Available
	Benefits, Compensation & HR Systems Team

	Complaints Web Page
	Web page that provides links to relevant Board policies, procedures and online complaint submission forms for student, employee and community member complaints, which are tracked and maintained in a complaint database system. Also provides name and contact information for Collin College’s ADA/Section 504 & Title IX Coordinator. 
	May 2018
	 Current
 Accurate
 Relevant
 Available
	Complaints Team





6. HOW WELL ARE WE LEVERAGING PARTNERSHIP RESOURCES AND BUILDING RELATIONSHIPS, AND HOW DO WE KNOW?
Partnership Resources:  List any business, industry, government, college, university, community, and/or consultant partnerships, including internal Collin departments, to advance the service unit outcomes.  If a formal agreement is involved, indicate its duration.	

Partnership Resources
	Partner/Organization
	Description
	Formal Agreement Duration, if any
	Briefly explain the Partnership’s Value to Service Unit

	Payroll
	Work in conjunction to make sure employees are paid in a timely manner. 
	n/a
	Ensures employees are accurately compensated in a timely manner.

	Information Technology
	Partner with IT to ensure systems function properly and provide reporting.
	n/a
	System functionality.



7. ARE WE HIRING QUALIFIED STAFF, AND SUPPORTING THEM WELL WITH PROFESSIONAL DEVELOPMENT, AND HOW DO WE KNOW?
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Make a case with evidence that staff are qualified, keep current, and fulfill roles that advance the service unit and the college.  List service unit employees (full-time and part-time), their roles, credentials, and known professional development activity in the last four years.
Primary Self Study Questions were adapted from Academic Program Review “Structuring the Six Self Study Questions,“ Michigan State University, 2008.                               22


Employee Resources
	Employee Name
	Role in Unit
	Credentials
	Professional Development since Last Program Review**

	Floyd Nickerson
	Chief Talent Officer
	M.B.A. Finance
B.B.A. Business Management
20+ years of related experience
	CUPA Membership & Conference 2017

	Shelley Sheldon
	HR Director, Employment & Professional Development  
	M.B.A. 
B.A. Business and Finance 
SPHR
SHRM-SCP
20+ years of related experience
	SPHR/ SHRM-SCP recertification credits, annually
CUPA membership, 2018
HR Southwest Conference, 2016-2018 (Speaker Committee member 2018)
SHRM Annual Conference 2015-2017
AEIS Employment Issues Symposium 2016

	Larry Robertson
	HR Director, Benefits, Compensation & HR Systems 
	M.A. Religious Education
B.S. Business Education & Administration
PHR, SPHR
	SHPR recertification credits, annually
CUPA conference 2016-2018
CUPA ALP, 2015-2016
CUPA regional conference 2017
TCC, 2017

	Tonya Jacobson
	HR Manager, Employee Relations
	B.B.A. 
15+ years of related experience
	UNT Higher Education Law Conference
ATIXA Title IX Training
Title IX Investigator Training

	Kiran Patel
	HR Manager, HRIS
	M.B.A.
B.S. Combined Engineering
PMP Certification

	Intro to Wordpress, 2017
CUPA HR Boot Camp, 2017
Banner Upgrade, 2017
Intro to Caspio, 2017
Scrum Master Certification, 2015
Certified Salesforce Administrator, 2015

	Christina Canales
	HR Manager, Benefits
	M.B.A.
B.S.B.A.
	TASB conference, annually
TACCHRP conference, annually
Workers’ comp event 2016
FML master class, 2017-2018
Weekly webinars
M.S.O.D.L. in progress

	Genevieve Northup
	HR Manager, Professional Development
	M.B.A. 
B.S. Public Relations
	Member Dallas HR, 2018
Member ATD, 2018
McKinney Young Professionals, 2018
BizWomen Mentoring Monday, 2018
Keynote speaker ABWA, 2018
CE HRM certificate, January 2019

	Rebecca Acuna
	Human Resources Consultant
	M.S. Behavioral Science 
B.A. Psychology
	HR Southwest Conference 2018

	Jaslyn Lue
	Human Resources Consultant
	B.B.A. Management (HR concentration)
SHRM-CP
	TACCHRP Conference, 2018
SHRM-CP, 60 recertification hrs every 3 years
Mediation and Dispute Resolution Certificate Training, 2016

	Andreina Fowler
	Human Resources Consultant
	B.B.A.
SHRMC-CP
15 years of related experience
	SHRM-CP earned in 2018
North Texas SHRM 2018

	Monica Barron 
	HR Analyst
	B.S. General Studies (Business & English) 
SHRM-CP
25+ years of related experience
	TACCHRP, 2018
SHRM North TX Conference 2017, 2018
SHRM-CP earned in 2018

	Tara Rice
	HR Generalist
	B.B.A. HR Management
PHR
15+years of related experience
	PHR, 60 recertification hrs every 3 years
CUPA HR courses
Collin College CE HR courses

	Vinna M. Cook
	HR Generalist
	B.B.A. HR Management
CBP
SHRM-CP
PHR
25+years of related experience
	CUPA HR
PHR, 60 recertification hrs every 3 years
SHRM-CP, 60 recertification hrs every 3 years
CBP, 96 recertification hrs every 3 years
Webinars, seminars, luncheons


	Vicki York
	HR Specialist
	25+ years of related experience
	Student Employment training, 2017

	Sarah Henderson
	HR Specialist
	A.A. Fine Arts
Certificate - HR Business Management
15+ years of related experience
	SASEA Conference, 2017

	Cherie Hill
	HR Coordinator
	A.A.S. Office Support
25+ years of related experience
	Banner Upgrade Training
I-9 Training
TCP Training
BDMS Training

	Jonene Kemp
	HR Specialist
	25+ years of related experience
	Banner Upgrade Training
I-9 Training
TCP Training
BDMS Training

	Mae Francis
	HR Specialist
	A.A.S. Office Support
25+ years of related experience
	Banner Upgrade Training
I-9 Training
TCP Training
BDMS Training

	Justina Conley
	Executive Assistant to VP of HR
	A.A.S. Paralegal 
Notary Public
	Excel 2016 TRG

	Annette Powell
	PT – Secretary I
	Durham Business School Office Administration 
50+ years of related experience
	Banner Upgrade Training
I-9 Training
Security Awareness Training
Section 504 and Academic Accommodations Training
BDMS Training


8. DO WE SUPPORT THE SERVICE UNIT WELL WITH FACILITIES, EQUIPMENT, AND THEIR MAINTENANCE AND REPLACEMENT,
AND HOW DO WE KNOW?
Make a case with evidence that current deficiencies or potential deficiencies related to service unit facilities, equipment, maintenance, replacement, plans, or budgets pose important barriers to the service unit or student success.  
Facilities Resources
	Room/Office Location and Designation
	Description
(i.e. Special Characteristics)
	Meets Needs (Y or N):
Current          For Next 5 Years
	Describe additional needs for any “N” answer

	Rom 339
HR Suite
	Conference room, kitchen with sink, refrigerator, microwave, industrial coffee maker.
Private offices and cubicles.
	Y
	N
	As the College is building new campuses, more faculty and staff will be added to continue our academic excellence and student success. Additional HR staff will be added in the next three years, and the current facilities will not accommodate additional staff.


Equipment ($5,000 or more)
	Current Equipment Item or Budget Amount
	Description
	Meets Needs (Y or N):
Current          For Next 5 Years
	For any “N”, justify needed equipment or budget change

	None valued at $5,000 or more
	
	
	
	



Financial Resources
	Source of Funds
(i.e. college budget, grant, etc.)
	Meets Needs (Y or N):
Current          For Next 5 Years
	For any “N”, explain why
	For any “N”, identify expected source of additional funds if needed

	College budget
	Y 
	N
	The department will need to budget for new software and hardware in order to be agile in meeting the needs of current and additional campuses.

The expected growth in students, staff and faculty will result in the need for additional HR staff to meet the HR-related needs of the College’s community of faculty, staff and administrators in Compensation, HR Systems, Benefits, Recruitment, Compliance, Professional Development and Employee Relations.


	General budget



Section III.  Continuous Improvement Plan (CIP)
9.  HOW HAVE PAST PROGRAM REVIEWS CONTRIBUTED TO SUCCESS? 
Please describe how you have used your continuous improvement plan (CIP) to make the following improvements to your program over the past 4 years (your last program review can be found on the Program Review Portal):
1. Student Learning Outcomes
2. Overall improvements to your program
The overall satisfaction for HR subunits was 71.6% in 2016 and 70.8% in 2018, below the CIP goal of 85% overall satisfaction. New initiatives and goals in 2019 and beyond will help to increase satisfaction in HR.  New applicant tracking and performance management software are being implemented. HR efficiencies should increase resulting in better customer satisfaction.






*Please attach previous CIP Tables in the appendix



10.  HOW WILL WE EVALUATE OUR SUCCESS? 
Based on the information, analysis, and discussion that have been presented in your Program Review submission to this point, please summarize the strengths and weaknesses of this program or unit.  This response should be based on information from prior sections of this document.  Please describe how the continuous improvement plans you propose below will capitalize on the strengths, mitigate the weaknesses, and improve student success.

Strengths:
Human Resources' knowledgeable and skilled staff is one of the department's key strengths, with 65% of the staff holding baccalaureate degrees or higher and averaging 15+ years of related experience. Through the recent change of HR leadership due to resignations and retirement, the department was able to capitalize on the skills and abilities of several of the HR team members to help build capacity and bench strength within the work group. Replacements for those who left the college have brought new ideas and skillsets which have been a great addition to the team. These changes will help the department better support the college's mission and achieve the goals outlined in the strategic plan, as well as serve as a valued resource to hiring managers and leaders across the district.

Another strength is the HR department's commitment to implementing new and modern technology to help improve workflow throughout the department and college. As noted earlier in this report, a number of improvements have been made in this area and others are in the development stage. Collin's HR department capitalizes on the strong reputation of the college, along with its efforts to maintain a competitive compensation structure to recruit and retain talented employees to meet the workforce needs of the district.

The professional development unit is well-regarded among employees and has solid staff communication with employees; in addition, most college leaders and many supervisors support the use of the unit to help build employee skills, knowledge and competencies. The compliance unit has established procedures for receiving, tracking and promptly responding to complaints from employees, students and community members. This strength helps the college promptly address all issues of concern and comply with Title IX regulations.

Weaknesses:

The human resources department recently faced the retirement of two long-term employees in the areas of benefits and professional development, as well as the resignation of the employment director. Though these losses have been recently addressed by reclassifying a position, filling vacancies, and adding two new positions (currently vacant), human resources employees face extraordinary challenges to perform at capacity. The challenges of increased workloads due to vacancies are compounded by the organization’s rapidly growing employee headcount.  

[bookmark: _GoBack]Although newly implemented technology solutions will streamline and automate procedures, there are some limitations due to a need for training and competency-building in the use of the new systems and tools. The department will need to address the training needs of all system users to be able to maximize the use of these systems to their full potential. The newly implemented systems will also require ongoing updates and maintenance by trained and knowledgeable system administrators, and users will need ongoing training to stay knowledgeable regarding system upgrades and technological advances.

Because HR staff has been focused on multiple activities, some functions have had less time and resources to devote to addressing sub-unit needs. The recent changes in the human resources department will help the unit to be more effective in the future; however, the learning curve of replacement staff will take time to address. 

Improvement in employees' skills and knowledge should result in enhanced student and employee satisfaction with human interactions. The unit can assist with this enhancement in multiple ways such as additional training and professional development opportunities, communication and process and technological improvements. Also, the more Human Resources can improve and streamline processes and, thus, reduce the administrative burden on supervisors and employees, the more effective and efficient employees will be as they perform essential job functions.



11.  COMPLETE THE CONTINUOUS IMPROVEMENT PLAN (CIP) TABLES THAT FOLLOW. 
Within the context of the information gleaned in this review process and any other relevant data, identify program priorities for the next two years, and focus on these priorities to formulate your CIP.  This may include short-term administrative, technological, assessment, resource or professional development outcomes as needed.  



Table 1. CIP Outcomes, Measures & Targets Table (choose up to 5 outcomes)
	A. Expected Outcome(s)
Results expected in this unit
(e.g. Authorization requests will be completed more quickly; Increase client satisfaction with our services)
	B. Measure(s)
Instrument(s)/process(es) used to measure results
(e.g. surveys, focus groups, etc.)
	C. Target(s)
Level of success expected
(e.g. 80% approval rating, 10 day faster request turn-around time, etc.)

	

	

	


	

	

	


	
	
	

	
	
	

	
	
	





Continuous Improvement Plan

Outcomes might not change from year to year.  For example, if you have not met previous targets, you may wish to retain the same outcomes.  If this is an academic, workforce, or continuing education program, you must have at least one student learning outcome.  You may also add short-term administrative, technological, assessment, resource or professional development goals, as needed.  Choose up to 2 outcomes from Table 1 above to focus on over the next two years.

A. Outcome(s) - Results expected in this program (from column A on Table 1 above--e.g. Authorization requests will be completed more quickly; Increase client satisfaction with our services).
B. Measure(s) - Instrument(s)/process(es) used to measure results (e.g. surveys, test results, focus groups, etc.).
C. Target(s) - Degree of success expected (e.g. 80% approval rating, 10 day faster request turn-around time, etc.).
D. Action Plan - Implementation of the action plan will begin during the next academic year. Based on analysis, identify actions to be taken to accomplish outcome.  What will you do?
E.  Results Summary - Summarize the information and data collected in year 1.
F.  Findings - Explain how the information and data has impacted the expected outcome and program success. 
G. Implementation of Findings – Describe how you used your findings and analysis of the data to make improvements to your program.  

Table 2. CIP Outcomes 1 & 2

	A. Outcome #1


	B. Measure (Outcome #1)

	C. Target  (Outcome #1)



	D. Action Plan (Outcome #1)
 

	E. Results Summary (Outcome #1)  TO BE FILLED OUT IN YEAR 2


	F. Findings (Outcome #1) TO BE FILLED OUT IN YEAR 2


	G. Implementation of Findings (Outcome #1) TO BE FILLED OUT IN YEAR 2




Table 2. CIP Outcomes 1 & 2 (continued)

	A. Outcome #2


	B. Measure (Outcome #2)

	C. Target  (Outcome #2)



	D. Action Plan (Outcome #2)
 

	E. Results Summary (Outcome #2)  TO BE FILLED OUT IN YEAR 2


	F. Findings (Outcome #2) TO BE FILLED OUT IN YEAR 2


	G. Implementation of Findings (Outcome #2) TO BE FILLED OUT IN YEAR 2





12.  HOW DO OUR IMPROVEMENT PLANS IMPACT THE BUDGET?
A.  What additional funding beyond the unit’s base budget is needed to implement your Continuous Improvement Plan? 
The human resources department will request additional funds through the supplemental budget request process.

B. With these additional funds, please explain how funds will be used to improve student learning or other outcomes. 
[image: ]service unit Review[image: ] 	             		REV. 10-01-2018

The human resources department will use the funds to implement new HR systems and expand the functions of current systems. The department will also be able to better fill positions when an employee leaves the position or the College. Human resources will also have the ability to design important training programs in order for employees to attend professional development opportunities to increase their job knowledge and enhance skillsets, which will improve performance levels.


What happens next?  The Program Review Report Pathway

A. Following approval by the Steering Committee, 
· Program Review Reports will be evaluated by the Leadership Team 
· After Leadership Team Review, the reports will be posted on the intranet prior to Fall semester.
· At any point prior to Intranet posting, reports may be sent back for additional development by the department.

B. Unit responses to the Program Review Steering Committee recommendations received by August 1st will be posted with the Program Review Report.

C. Leadership Team members will work with program supervisors to incorporate Program Review findings into planning and activity changes during the next five years.
image1.jpeg
©

COLLIN
COLLEGE




