DELTA STATE UNIVERSITY 

Unit Strategic Plan and Annual Report -- Academic Year 2009-10
____Academic Unit      __X__ Administrative/Support Unit
I. Unit Title: Human Resources



School/College or University Division:  Finance and Administration

Unit Administrator: Dr. Myrtis Tabb
Program Mission: "To contribute to Delta State University's strategic and operating success, and enhance the quality of work for all our employees."
Human Resource Foundation Principles
· Understand the business environment in which we perform 

· Protect the dignity of our employees 

· Demonstrate a true service orientation 

· Pursue innovative approaches to human resource management 

· Practice teamwork and mutual support within the human resource function 

· Demonstrate principled leadership 

· Act with integrity and high ethical standards. 

Human Resource Strategic Plan
· Ensure a working environment that emphasizes open communication, respect for the individual, and a healthy balance between work, personal, and family life; and a work environment which ensures that employees derive a sense of accomplishment, contribution, and pride from their association with Delta State University. 

· Establish a culture that values individual diversity, and emphasizes developing employees and their leadership capabilities.

II. User Outcomes Assessment Plan
	TABLE II – User Outcomes



	A. User Outcomes

	B. Data Collection & Analysis
	C. Results of Evaluation
	D. Use of Evaluation Results

	Job postings will be processed within two business days from receipt of an approved Requisition for Employee form.

	· Job postings will be documented in Excel according to the date the Requisition for an Employee is approved and the date the position is posted. Excel will calculate the number of days to process a job posting.
· The number of applications received will be tracked through Excel.
	· The Excel document will show that the approved positions are posted within two business days from the date of approval.
· Actual number of applications received for an approved position.
	· Recruiting guidelines are established in order to ensure that an approved position is posted within two business days.
· Qualified candidate is hired for an approved position.

	Employment Action Forms (EAF) forms are processed within three business days from receipt.
	Excel will be used to record the date the EAF form is received and the date it is processed. Excel will calculate the number of days to process an EAF form.
	The Excel document will show the actual number of approved EAF forms processed within three business days from receipt.
	EAF forms that are submitted before the payroll deadline are processed within three business days. This will ensure that the employee(s) is/are timely paid and/or changes to the employees’ accounts are reflected within that particular payroll cycle.


III. Goals 

-- For the Current Year 
A. Goal # 1:  Initiate Human Resources Projects to continue in the implementation of HR Best Practices and the Business Process  Analysis in agreement with the Vice President for Finance and Administration
1. Institutional Goal which was supported by this goal: SP Goal # 4
Enhance institutional effectiveness (DSU will improve and communicate effectively its financial and physical and resource capacities, demonstrating efficiencies in programs and services.)  
2. Evaluation Procedure(s): Continue the process to restructure staff jobs, salary ranges and grades based on market; finalize cafeteria plan administration and 403(b) plan design and implementation with Mississippi’s eight institutional entities and the Institutions of Higher Learning; build a more strategic relationship between the HR department and the campus community; improve communications from the HR department; implement the changes as recommended through the BPA Process.
3. Actual Results: Staff jobs are being restructured by collecting updated job descriptions for each vacant position and assigned a salary grade level. Human Resources has provided improved services by implementing Employee Self Service to the campus which has provided the campus community more access to their job and benefit information. Automated implementation of personal and major medical leave was implemented July 2010 and will continue to be an ongoing process. Cafeteria plan administration and 403(b) plan design and administration for all eight institutions request for proposals have been conducted in order to enhance employee benefits and to ensure State of Mississippi employees are receiving better benefits with lower costs.

4. Use of Evaluation Results: Updated job descriptions will provide better structure for employee evaluations and the ability to assign a salary grade level. Surveys will be developed to obtain employee feedback on the effectiveness and use of Employee Self Service. Cafeteria plan administration and 403(b) plan design and administration vendors will be decided during 2010 with implementation schedule for January 2011. 
B. 
Goal # 2:   Develop uniform guidelines for faculty recruitment and enhance various services provided by the HR Department

1. Institutional Goal(s) supported by this goal: SP Goal # 3

Assure high-quality, diverse, engaged faculty and staff.   (DSU will attract, retain, and support an engaged and highly-trained workforce)
2. Evaluation Procedure(s): Increase use and understanding of the uniform guidelines by the campus community for faculty recruitment developed for 09-10; Continue implementation of a business process analysis plan on HR functions.


3. Actual Results:  Forms were redesigned into an electronic format and uploaded to the Human Resource website. The Human Resources Strategic Training Manual was updated to assist department heads with uniformed guidelines for the recruitment process. A web page was designed with recruiting guidelines for faculty and staff positions and the forms needed to initiate and complete the recruitment process. Human Resources services were improved by providing training on Documentation and Discipline, emailed newsletters to faculty and staff to inform employees regarding benefit changes and health updates and implemented short and long term disability policy in May 2010.


4. Uses of Evaluation Results: Human Resources is viewed as a strategic partner.

C. 
Goal # 3:  Expand efforts to retain quality faculty and staff and build diversity to both groups

1. Institutional Goal which was supported by this goal: SP Goal # 3 
Assure high-quality, diverse, engaged faculty and staff.   (DSU will attract, retain, and support an engaged and highly-trained workforce)
2. Evaluation Procedure(s):  Development of strategies to retain quality faculty and staff; increase diverse publications for job postings; and, increase percentage of minority faculty by 21 percent by end of FY 10.


3. Actual Results: Minority employees increased and decreased in certain categories as shown in the table below. Overall, the percentage of minorities decreased.
	2009
	FT Fac
	PT Fac
	FT Staff
	PT Staff
	Total
	% Minority
	 
	Grad Asst
	Total w/GA
	% Minority w/GA

	Minorities
	30
	6
	123
	13
	172
	26.54%
	 
	32
	204
	27.91%

	Total
	193
	66
	338
	51
	648
	
	 
	83
	731
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	2008
	FT Fac
	PT Fac
	FT Staff
	PT Staff
	Total
	% Minority
	 
	Grad Asst
	Total w/GA
	% Minority w/GA

	Minorities
	28
	7
	134
	16
	185
	27.09%
	 
	31
	216
	28.84%

	Total
	192
	65
	361
	65
	683
	
	 
	66
	749
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	2007
	FT Fac
	PT Fac
	FT Staff
	PT Staff
	Total
	% Minority
	 
	Grad Asst
	Total w/GA
	% Minority w/GA

	Minorities
	28
	7
	133
	14
	182
	26.61%
	 
	32
	214
	27.94%

	Total
	190
	71
	372
	51
	684
	
	 
	82
	766
	


 4. 
Use of Evaluation Results: Actively pursue minority in diverse publications for job postings and seek suggestions from department chairs/deans for minority recruiting in the respective discipline.

D.      Goal # 4:  Determine the services and trainings employees would like Human Resources to provide.  
1. Institutional Goal which was supported by this goal: SP Goal # 4


Enhance institutional effectiveness (DSU will improve and communicate effectively its financial and physical and resource capacities, demonstrating efficiencies in programs and services.)   

2. Evaluation Procedure(s):  Conduct a survey prepared by Institutional Research and Planning to determine trainings and services needed. 

3. Actual Results: Survey was not completed.
4. Uses of Evaluation Results: Not Applicable
-- For Coming Year(s) 
A.
 Goal # 1:  Initiate Human Resources Projects to continue in the implementation of HR Best Practices and enhance services of the Human Resource Department in agreement with the Vice President for Finance and Administration
1. Institutional Goal which was supported by this goal: SP Goal # 4

Enhance institutional effectiveness (DSU will improve and communicate effectively its financial and physical and resource capacities, demonstrating efficiencies in programs and services.)  
2. Evaluation Procedure(s): Continue the process to restructure staff jobs, salary ranges and grades based on market; implement Human Resources efficiencies and mentoring processes with the eight institutional entities and the Institutions of Higher Learning. Implement cafeteria plan administration and 403(b) plan design and administration; build a more strategic relationship between the HR department and the campus community; improve communications from the HR department.

3. Expected Results: Human Resources will provide improved services to the campus and be viewed as a strategic partner.

4. Anticipated/Intended Use of Evaluation Results: Implementation and accomplishments of Best Practices for Human Resources.

B.
Goal # 2:   Develop uniform guidelines for faculty and staff recruitment
1. Institutional Goal(s) supported by this goal: SP Goal # 3
Assure high-quality, diverse, engaged faculty and staff.   (DSU will attract, retain, and support an engaged and highly-trained workforce)
2. Evaluation Procedure(s): Increase use and understanding of the uniform guidelines by the campus community for faculty recruitment.
3. Expected Results:  Improvement percentages, increase/decrease in numbers; documented process for faculty recruitment evident in all faculty searches; increase the use of on-line forms; improved time for paperwork processing in various departmental units; greater use of technology in HR processes and procedures.
4. Anticipated/Intended Uses of Evaluation Results: The University will benefit from the streamlined and improved procedures of the HR services.  The uniform guidelines for faculty recruitment will assist in the hiring of quality faculty members. 

C.      Goal # 3:  Human Resources will seek to assist departments in their efforts to recruit, retain and develop a diverse faculty and staff who possess the core competencies needed for personal and institutional success.
1. Institutional Goal which was supported by this goal: SP Goal # 3 
Assure high-quality, diverse, engaged faculty and staff.   (DSU will attract, retain, and support an engaged and highly-trained workforce)
2. Evaluation Procedure(s):  Development of strategies to retain quality faculty and staff; increase diverse publications for job postings; and, increase percentage of minority faculty by 21 percent by end of FY 11. Treat every employment decision as an opportunity to hire or promote. Develop tools and techniques that managers and administrators can use to assess and improve their efforts to recruit, hire, train, promote, and retain individuals from diverse groups. The employment section of our website is updated with comprehensive information.

3. Anticipated/Intended Uses of Evaluation Results: Retention rate for faculty and staff will increase.  Diversity in faculty and staff will increase. 
4. Anticipated/Intended Uses of Evaluation Results: Progress will be shown toward meeting IHL’s goals for DSU and the diversity goals established internally by the DSU Diversity Committee and the administration.

D.      Goal # 4:  Determine the services and trainings employees would like Human Resources to provide.  
1. Institutional Goal which was supported by this goal: SP Goal # 4

Enhance institutional effectiveness  (DSU will improve and communicate effectively its financial and physical and resource capacities, demonstrating efficiencies in programs and services.)   

2. Evaluation Procedure(s):  Conduct a survey prepared by Institutional Research and Planning to determine trainings and services needed. 

3. Expected Results: Services and trainings would consist of benefit issues, retirement planning, FMLA, workman’s compensation, recruitment process, and human resources procedures (Employee Self Service, timekeeping, etc.).

4. Anticipated/Intended Uses of Evaluation Results: Human Resources would conduct trainings and provide seminars as requested. 
E.
Goal # 5: To design and administer innovative and cost-effective benefit programs that meet the needs of today's diverse workforce and enhance the institution's ability to attract and retain employees.
1. Institutional Goal which was supported by this goal: SP Goal # 3 and 4
Assure high-quality, diverse, engaged faculty and staff  (Delta State will attract, retain, and support an engaged and highly-trained workforce.)
Enhance institutional effectiveness  (DSU will improve and communicate effectively its financial and physical and resource capacities, demonstrating efficiencies in programs and services.)  
2. Evaluation Procedure(s):  Human Resources will develop and implement strategies to strengthen benefit communications to faculty and staff.
3. Expected Results:  Faculty and staff will be more informed regarding their benefit and retirement choices.
4. Anticipated/Intended Uses of Evaluation Results: Evaluate, expand and improve employee education services that enable faculty and staff to make the right benefit plan choices for their needs over time.
IV. Data and information for department:  
· Delta State University received $14,382 from the WIN Job Center for On-The Job Training Program.
	Human Resources Processed Forms

	
	

	New Employee and Benefits
	85

	Employee Terminations
	95

	Retirement Applications
	21

	Employment Applications
	1,598

	Job Postings
	89

	Employment Action Forms
	957

	Employment Contracts
	378

	Letters of Employment
	338


V.    Personnel:          
Noteworthy activities and accomplishments: 
Human Resources conducted the following trainings: 

· Automated Personal and Major Medical Leave Time Keeping

· Automated Bi-weekly Time Keeping
· Documentation and Employee Discipline
Human Resources implemented the following BPA processes:

· On-line bi-weekly time entry was implemented July 2009.

· On-line monthly and bi-weekly leave accruals were implemented July 2009.

Conferences Attended and Sessions Presented
· Lisa Giger, Cara Kreikemeier and Stephanie Thompson attended the Mississippi Banners Users Group Conference in Natchez, MS in September 2009.

· Lisa Giger presented a session on Leave Accruals at the Mississippi Banners Users Group Conference.

· Myrtis Tabb and Lisa Giger attended SCT Summit in April 2010.

· Myrtis Tabb and Lisa Giger presented a session on HR Review Process Creates Efficiencies at SCT Summit.

· Cara Kreikemeier and Lisa Giger attended the Delta Human Resource Management Associations monthly meetings

Resignations
· Resigned:  Stephanie Thompson, Data and Employee Relations Generalist
New position(s) requested, with justification: 
None
Recommended change of status:
Cara Kreikemeier title change from Employment Services Generalist to Employment and Benefits Administrator
Data and Employee Relations Generalist position title change to Human Resource Generalist
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