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	Annual Unit Plan July 1, 2011 – June 30, 2012
	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):
	
$500.00

	

	Unit Purpose Statement:
	Human Resources will facilitate an equitable environment for employees that support and promote 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. 


	11, 8
	· Training, research and exploration on how to automate HR.
· Training and implementation underway. 
· Create procedures for document scanning, retention of records and auditing of scanned files.
· Full-time instruction personnel files scanned.
· New automated procedures such as timesheet and leave forms 
	· New procedures being followed. 
· Full-time instructional personnel files completely scanned. 
· Automated timesheets and leave forms utilized by the College community.

	
	

	Create, implement and review ongoing Supervisory Training sessions. 

	11,10
	At least one Supervisory training session implemented and held by Spring 2012 – 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 2012

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 
	
	

	Create and complete 25 % of an HR office process and procedures manual. 

	11
	25% of manual complete. 
	25% of manual complete.
	
	

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

	9
	OSHA training completed online for those positions it is required. Online training opportunities available college wide. 

	Online training opportunities available college wide.
· Offer 1 online training by Spring 2012
	
	

	Update HR-related policies and procedures in coordination with the College's policy review committee and the SACS 
Reaffirmation process.
	11, 10
	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 by Spring 2012. 
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