2011/2012 Assessment Report
Division of Finance and Administration

Department of Human Resources
Desired Outcome—Achieve high levels of efficiency and effectiveness in performing key Human Resource functions.
Assessment Item #1
1. Target activity: Conduct HR policy review, revising as necessary for relevant, compliance and effectiveness.
2. Describe criteria for success and methodology of assessment:

Criteria:  Update all policies and procedures and convert them to the new university policy format for placement on newly created “policy webpage”.
Methodology:  Appropriate Human Resources team members will convert policies to new format, with new policy reference number and will make contact with Public Affairs for placement on the official policy webpage.
3. Provide a summary of data collected:  Forty policies were converted to the new format and placed on the policy webpage.  Four policies were modified to comply with Other Qualified Dependent (domestic partner) benefit policy changes effective 1/1/2012.
4. Describe how assessment results were used to improve administrative operations (closing the loop):  In addition to the Human Resources webpage, all HR-related policies are now accessible at http://www.wku.edu/policies/ along with all other university policies displayed by division.  Employees, prospective employees, administrative leaders and others will now be able to conveniently and efficiently locate policies as required.  The policy changes related to Other Qualified Dependents help to place the institution in a market competitive status with regard to faculty and administrative recruitment and retention.
2011/2012 Assessment Report

Division of Finance and Administration

Department of Human Resources
Desired Outcome—Achieve high levels of efficiency and effectiveness in performing key Human Resource functions
Assessment Item #2
1. Target activity: Develop and implement a safety incentive program within the Department of Facilities Management to promote continuous safety-minded thinking, to encourage safety-related suggestions and to reward safe work habits.
2. Describe criteria for success and methodology of assessment:

Criteria:  Formulate program, get program approved through administrative channels, communicate program, implement, measure results and revise as required.

Methodology:  the Manager, Workers’ Compensation program will work in conjunction with key stakeholders within Facilities Management to design program and to establish recurring funding stream.  The program will be approved by the University’s Administrative Council for implementation.

3. Provide a summary of data collected:  the program was developed with identified recurring funding stream and approved by Administrative Council April 2011 for a July 1, 2011, implementation date.  Recognition and awards are presented at both the individual level and department level based on the pre-established criteria.
4. Describe how assessment results were used to improve administrative operations (closing the loop):  individual and departmental awards are being established as the initial base-line year/period (7/1/2011 – 6/30/2012) and will be used to compare to future years/periods.  Comparative results will be used to confirm increased safety awareness and decreased incidents and severity of cases.
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Division of Finance and Administration

Department of Human Resources
Desired Outcome—Achieve high levels of efficiency and effectiveness in performing key Human Resource functions
Assessment Item #3
1. Target activity: Develop and implement a pre-populated on-line benefits enrollment form for use at initial employment and annual benefit program open enrollment.
2. Describe criteria for success and methodology of assessment:

Criteria:  design an on-line form to be implemented initially for new hires and then used more widely during Fall 2011 open enrollment activities and forward.

Methodology: in partnership with Administrative Systems and Applications, design an on-line form with all appropriate benefit categories and functionality allowing employees to select from benefit program options and then submit form directly to Human Resources for action.  Human Resources team members will audit forms and upload data as applicable.
3. Provide a summary of data collected: during 2011 open enrollment activities, some 900 employees completed on-line forms.  Considering a significant number of employees who make “no” changes during open enrollment, having 900 responses (out of a possible population of some 2,000) was considered significant and highly successful.  
4. Describe how assessment results were used to improve administrative operations (closing the loop):  use of the on-line form tool enabled more efficient communication of key benefit information to employees, allowed for more convenient decision-making on the part of employees and improved administrative efficiencies in entering information into the Banner information system.  While the current on-line form does not allow for the direct upload of data (rather, it must be “hand entered”), the next phase of this process improvement will enable the direct upload of data once the on-line form is submitted by employees.  This further improvement is expected to take place in the Fall of 2013 (for 2014 open enrollment).
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Division of Finance and Administration

Department of Human Resources
Desired Outcome—Achieve high levels of efficiency and effectiveness in performing key Human Resource functions
Assessment Item #4
1. Target activity: integrate wellness programming and workplace injury/illness prevention (workers’ compensation) activities for selected positions within the Department of Facilities Management in order to achieve improved health and wellness results and reduced workplace injury rates.
2. Describe criteria for success and methodology of assessment: 
Criteria: review the frequency, nature and severity of on-the-job injuries for selected positions.  Design wellness programming to address ergonomic and employee fitness levels required for performing job functions in a safe and efficient manner.
Methodology: working with the applicable work units, new work processes will be developed which incorporate ergonomic changes to work methods.  Employee fitness levels will be assessed and standards established for maintaining optimal safety/health.
3. Provide a summary of data collected: during the referenced assessment period, the focus has been on hiring a new Manager of Employee Wellness and getting core wellness functions in place; no significant progress was made on the noted target activity.  The integration with workers’ compensation will take place during calendar 2013.
4. Describe how assessment results were used to improve administrative operations (closing the loop):  N/A, see note above
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Division of Finance and Administration

Department of Human Resources
Desired Outcome—Achieve high levels of efficiency and effectiveness in performing key Human Resource functions
Assessment Item #5
1. Target activity:  in the context of reorganization, review job descriptions, classifications, compensation levels and reporting structure for skilled trade positions within the Department of Facilities Management.  Determine appropriate salary levels and new job classifications.  Implement approved changes as required.
2. Describe criteria for success and methodology of assessment: 
Criteria: the noted activity will be successful if the referenced positions are reviewed and new job classifications assigned with corresponding salary adjustments implemented as approved.
Methodology: this project extended over a 9 - 12 month period and included input from affected employee groups, managers, customers and others.  A pilot group was established for testing the new area maintenance service delivery model.  The model was evaluated and adjusted.  New work units were established along with updated job descriptions, job titles, compensation adjustments and reporting structure changes, effective 7/1/2012.
3. Provide a summary of data collected:  seventy-two employees were impacted by job classification/title/compensation changes.  For each new job classification, salary levels were determined by incumbent seniority/experience, core competencies, market pay data, considerations for internal equity and available budget resources.  
4. Describe how assessment results were used to improve administrative operations (closing the loop):  the revised job classifications, including core competency factors, will allow Human Resources to more effectively assist Facilities Management with talent management going forward.  Clear and updated job descriptions will enable more efficient vacancy searches in the future as well as the ability to better assess individual job performance.  Given the success of this project, other position segments in Facilities Management are likely to be included in a similar endeavor.
