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	Annual Unit Plan July 1, 2010 – June 30, 2011
	Unit:
	Human Resources

	
	
	
	

	
	FKCC Mission Statement: Florida Keys Community College is an open-access, educational institution dedicated to serving the intellectual, diverse, cultural, and occupational needs of the Florida Keys as well as the global community. The college is committed to student-centric academic programs and services, workforce development, continuing education, diverse partnerships, electronically delivered instruction, and sustainable practices that prepare students for personal success and responsible citizenship.    

	

	Type of Plan:
	X
	Zero-based
Budget
	
	Self-Funded
	X
	Additional Budget Requests for Personnel, 
Supplies, Equipment (attach budget request form)
	
	Additional Budget Request for Renovations/ remodeling (attach budget request)

	

	
Division:
	
Administrative
	Unit Director:
	Tinker
	Budget Acct No.:
	632000/480117
	Total Amount Requested (Only for Annual Plans requesting new/additional money):
	
$6,170.00

	

	Unit Purpose Statement:
	Human Resources will facilitate an equitable environment for employees that supports and promotes respect, productivity, efficiency and innovation in accomplishing tasks to achieve the FKCC mission.

	Unit Goal:
	Increase the productivity and efficiency of human resources policies and support services to better support FKCC’s mission and goals.

	Link to College Goal:
	1, 3

	

	Unit Objective/Project Description
(assign priority - #1 = highest)
	Link to Plan
	Expected Outcome
	Assessment Criteria &  Evaluation Methods
	Assessment Results
(use of actual data to describe annual performance)
	Use of Results

	"Going Paperless" for HR processes and filing systems. Increase productivity, efficiency and storage in HR office. Create related procedures. 


	1, 3
	New office equipment  (scanner, printer, copier fax machine) purchased, installed and utilized.

Training and implementation 100% complete. 

Create procedures for document scanning, retention of records and auditing of scanned files.

Full-time instruction personnel files scanned 
	Equipment installed by summer 2010. 
New procedures being followed. 

Full-time instructional personnel files completely scanned. 




	Equipment installed fall summer 2010

Procedures for document scanning developed and followed 

Full-time instructional files 100% scanned
	Equipment has been installed and working. Efile cabinet software has been installed.
Training on both the equipment and software is complete. Various types of files are continually being scanned for electronic storage. One unforeseen drawback to this process was the amount of time it takes before hard copy files can actually be destroyed. Once documents are scanned into the Efile software they must be audited by a second party for accuracy. This is extremely time consuming.

	Create, implement and review ongoing Supervisory Training sessions. 

	1, 3
	At least one Supervisory training session implemented and held by Spring 2011 – Types of training include but are not limited to:
Team Building, Prioritizing / Time Mgt., Managing Change, Discipline, Harassment/Non-Discrimination, Safety, College Processes and Procedures
	One supervisory training session offered in Spring 2011

Purchase and creation of training materials such as DVDs, manuals and videos. Training schedule and tracking mechanism created.  

Conduct a pre & post training survey with 90% satisfaction .
	Objective incomplete due to limited resources
	Unit was unable to follow through with this objective as we have been an employee short this spring and funding has been cut. We have succeeded in collecting topics but will not be able to purchase any training materials due to low funding. We may need to be slightly more creative when it comes to resources.  For example, the college is looking in-house or locally to see if there is an option to provide training at little to no cost to staff.

	Create and complete 25 % of an HR office process and procedures manual. 
	1,3
	Table of contents 100% complete. 25% of manual complete. 
	Table of contents 100% complete. 25% of manual complete.
	100% of Table of contents document is complete

0% of manual complete
	Due to limited personnel resources in the HR department this Spring, the unit has been successful with the completion of the table of contents, but unsuccessful with completing 25% of the manual.  Plans to recommence this project are in place for May 2011.

	Research and implement online training opportunities for employees College-wide i.e. OSHA 

	1,3
	OSHA training completed online for those positions it is required. Online training opportunities available college wide. 

	Online training opportunities available college wide.
	Objective unmet.
	Unable to follow through with this objective as we have been an employee short this spring and funding has been cut.  Plans are currently discussed to be slightly more creative when it comes to in-house and local resources.  This would allow for training at a discounted rate.

	Update HR-related policies and procedures in coordination with the College's policy review committee and the SACS 
Reaffirmation process.
	1,3
	Purposed updates to 50% of HR policies and procedures are reviewed and approved by the BOT.

	50% of updated/revised/created HR policies and procedures approved by the BOT. 

	Objective in progress:
· 4 board rules revised or created
· 5 procedures revised or created


	We have overestimated the amount of time it would take to revise 50% of all the HR policies and procedures.  (52 HR related Board Rules and 48 HR related procedures)  Four Board Rules and Five Procedures have been revised or created. HR also assisted with many other revisions not pertaining to HR this fiscal year.  The unit now has a realistic idea of how long each revision or policy/procedure creation takes.  As a result, unit can estimate practical number of rules or procedures that are revised or created in a fiscal year.
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