Planning and Evaluation Tracking

Amarillo College
College Year: 2010-20112009-2010

Division of: Finance & Admin. Svcs. Person Responsible: Terry Berg

Department of: Human Resources Person Responsible: Lynn Thornton
& Brenda Waren

Purpose Statement: To assure the College provides human resource and payroll
services to all employees including benefits and explanation of responsibilities,
benefits, privileges and rights of employment and assure that the college is in
compliance with state and federal employment laws.

Goal Statement #1: Receive appropriate paperwork from departments on time
and completed accurately, primarily the Personnel Form 310.



Objectives/Outcomes (including assessment tools and standards): Aftera
training session, clerical staff that completes Personnel Form 310 and other HR
paperwork will accurately complete these forms (primarily 310) in a timely manner
75% of the time as measured by a log of 310 discrepancies.

Results:
e 2009-2010 - Did notlog 310’s due to other projects.

e 2008-2009 - Approximately 152 Personnel Form 310s were received during
the November, December 2008 and January 2009 time period. 94 (62%) were
correct and 58 (38%) were incorrect.

e 2007-2008 - Log of 310s for November, December 2007 and January 2008.
Received 123 Personnel Form 310s. 82 were correct and 41 were incorrect.
67% of the 310s were correct and 33% were incorrect.

e 2006-2007 - Log of 310 for November, December 2006 and January 2007.
Received 147 Personnel Form 310s. 101 were correct and 46 were incorrect.
69% of the 310’s were correct and 31% were incorrect.

e 2005-2006 Will log and track 310’s for 2010-20112005-2006 - Log of 310 for
October, November, and December 2005. Received 173 Personnel Form 310’s.
104 were incorrect and 69 were correct. 60% of the 310’s were incorrect.

allaVelila o N

have-as-many-forms-aceurately-completed: 2009-2010 — May-nreedte Will schedule training
sessions for Fall 2010 in ? . ldentify-departmentsthatare-havingproblems The departments
that are having the most difficulty with this form are ?, ?, ?, ?. We will work with them in
understanding and correctly completing the Personnel Form 310.




Status-quo-atthistime—2008-2009—Statusque. 2009-2010 — Will train current employees in

those departments that tr-te-havemere trainingsessions forcurrentemployees totrainthem
on-thePersonnel-Form-310—Will log and track the 310’s for November, December 2010 and

January 2011 to determine which do not meet expectations upon submission.

Goal Statement #2: - HumanResources beganimplementing the NovusHR

A

and-will send-the infoermation-electronically to-the- departments- Implement Novus
HR Solutions Applicant Tracking system. (created 2007-2008)

Audience —

Behavior (desired) —
Condition (intervention ) —
Degree (target of audience who will correctly fulfill the behavior) —

Evaluation (method) -



Results:

e 2009-2010 -

Use of Results (including 1mprovements and revisions):
Analysis: 2007-2008 i

Goal Statement #3: Implement online processes in all aspects of HR. Payéitu-bsand

’

te—thempaypeﬂ—mfeﬁnatlen—vm—WebAMep(created 2008- 2009)

Ob]ectlves/Outcomes (1nclud1ng assessment tools and standards) Objeetwe-rs

2008-20090

Audience — Employees

Behavior (desired) — access all HR documents via Web Advisor



Condition (intervention ) — Notify employees of shift to paperless documents and cost savings to AC
Degree (target of audience who will correctly fulfill the behavior) — 100%
Evaluation (method) — No employees requesting paper documents from HR

After notifying employees of the shift to paperless documents to save AC funds, all
employees will access these documents via Web Advisor and no one will request
printed documents from HR. (Revised March 2011)

Results:

Use of Results (including improvements and revisions):
Analysis: 2009-2010 — All AC employees access Payroll Advices online as of February
2010. This geal pay stubs access has been successfully completed.

Plan of Action: 2009-2010 — All AC employees access Payroll Advices online as of
February 2010. This pay stubs access is complete but other documents need to be transitioned
to paperless including ?, ?, ?. W-2’s cannot be online due to federal regulations and Colleague
limitations at this time but will continue to review W-2 distribution via online.




