Rancho Santiago Community College District

District Services Administrative Unit Review
TR =2 Human Resources

all Canvon Coll 2013-2015

I. Department Mission Statement: (Please provide a mission statement for your unit.)

The mission of the Human Resources Department is to provide high-quality professional
assistance to our colleges and District in the areas of employee relations, recruitment, and
training opportunities. Our goal is to effectively develop, implement and communicate sound
and principled policies and procedures that contribute to the well-being and core values of the

institution which include fair and equitible treatment of our employees, open and transparent
communications, trust, integrity, and mutual respect.

II. Functions and services: (Please provide the basic functions and services for your unit.)

Human Resources is responsible for personnel recruitment and the selection processes for all
positions in the district; training and professional development for district employees and
orientation for new employees; collective bargaining and implementation of collective
bargaining agreements; administration and maintenance of all employee records; compliance
with state and federal and regulations; management of performance evaluation processes,
employee discipline and complaints, and employment related investigations.

lll. Customers and recipients of services: (Who are the customers/recipients of your
services?)

Human Resources serves the entire district and all of the employees in the District. We also
serve all applicants for employment and the general public.



IV. Staffing: (Please summarize the status of your staffing since the last planning cycle
and concerns.)

In 2008, before the lay-off occurred, the Human Resources Department had 3 HR Analysts, 5
HR Technicians and 1 Administrative Clerk. During the lay-off, the Department was reduced
by 2 HR Technicians and 1 Administrative Clerk. Most recently, we were provided an
Administrative Clerk through transfer.

The Department continues to struggle with the loss of 2 technical positions.

V. Budgets: (Please summarize the status of your depariment budget and concerns)

Please see attachment



VI. Department Assessment: (Please provide internal assessment of your department
(by all unit staff) and external assessment (from data provided by the District
Services Satisfaction Survey, as well as other sources that your department would
like to use). What recommendations would you like to bring to the District’s
attention?

Internal Assessment:

The Human Resources Department has been experiencing an unprecedented volume of work in the past 18 months as the institution recovers
from the economic downtum and continues to restore programs and services. In effect, the organization is resetting itself to pre lay-off standards
without the commensurate HR restaffing that is essential to meeting our challenges and goals. Hiring keeps increasing, and the district has
forged bargaining agreements with the various unions to restore pay increases for employees that were suspended dunng the austerity years,
including a steady stream of "catch up" and "retro” rate and step increases. Since December 2012, HR has batch processed six discrete step
increase events (two for CEFA, three for FARSCCD, and one for CSEA) and has also batch processed four rate increase (COLA) events. Each
of these events involves determining rate and/or step increase eligibility which is a convoluted process because the District has less-than-optimal
reporting systems and non-integrated HR, Payroll, and Benefits systems. Nevertheless, we have successfully kept up with the processing
deadlines and are proud of the work and interdepartmental cooperation that has resulted in employees continuing to be paid accurately and on
time. Employee complaints about their paychecks due to HR ervor is virtually non-existent

Our workflow continues to expand in scope and complexity, the result of increased external demands and regulations (ACA, FMLA, STRS
accountability, etc.) as well as increased internal demands from new policies and system enhancements (Budget Encumbrance, Position Control,
ImageNow systems, District website, etc.). Each of these initiatives brings new responsibilities to HR, in terms of new screens that need to be
updated and/or new reports that need to be run, analyzed, and responded to. Having data is good, but now there is more data to input, update,
and track; therefore, we are constantly stretching our resources at the current level of staffing

External Assessment:

The recent District Services Satisfaction Survey results indicate that overall the HR department
is viewed in a positive manner and is characterized as an important source of assistance to the
colleges and district community.

However, there were concerns raised about responsiveness of the HR staff to phone calls and
emails, the timely processing of status change forms, the timely updating of our website, and
elements of the hiring process.

Recommendations:

The Human Resources Department is staggering under the weight of providing service and
support for the District with a workload that has only increased in scope and complexity but
where the staff that supports this workload has been significantly reduced. The Department
needs to restore two (2) positions to support the challenges and expectations that are being
placed upon it. This would simply replace employee positions that were lost during the lay-off.
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e . Rancho Santiago Community College District
District Services Administrative Unit Review

Risk Management

2013-2015

I. Department Mission Statement: (Please provide a mission statement for your unit.)

The overall mission of the Risk Management Department is to minimize the risk of loss, financial or otherwise
through the protection of district resources which include employees, students, visitors and property.

It is the mission and goal of the Benefits department to work diligently to provide professional and courteous
support to employees and retirees in the orientation, implementation and equitable administration of benefits in
accordance with applicable state and local laws and regulations, policies and collective bargaining agreements.

II. Functions and services: (Please provide the basic functions and services for your unit.)

RISK MANAGEMENT provides support and resources to staff and faculty on a wide range of
matters including Workers Compensation, ergonomic assessments, safety issues, hazardous
materials, waivers and releases, Certificates of Insurance, subpoenas and other legal matters,
DMV checks, and contract review for proper insurance and indemnification clauses.

The BENEFITS DEPARTMENT manages the medical, dental, and vision plans for eligible
employees and their dependents as well as other fringe benefits such as life insurance,
Employee Assistance Program, Hyatt Legal, and United Pet Care.

lll. Customers and recipients of services: (Who are the customers/recipients of your
services?)

Risk management services are enjoyed by all employees, students and visitors and Employee
Benefits are enjoyed by benefits-eligible employees and retirees.



IV. Staffing: (Please summarize the status of your staffing since the last planning cycle
and concerns.)

We are at full staff with 3 people in the office and we are able to manage the day-to-day
activities of Risk Management and Employee Benefits. We have done a lot of cross-training so

each of us can help out in other areas when needed, such as open-enrollment. I don't see any
staffing concerns.

V. Budgets: (Please summarize the status of your department budget and concerns)

Our department budget has been adequate as we continually strive to reduce costs.



VI. Department Assessment: (Please provide internal assessment of your department
(by all unit staff) and external assessment (from data provided by the District
Services Satisfaction Survey, as well as other sources that your department would
like to use). What recommendations would you like to bring to the District’s
attention?

Internal Assessment:

We have put out a focus on guest satisfaction, with our guests being our employees and retirees,
and we feel we have made improvements in this area. Diane Loya was hired 2 years ago and
she has made a strong impact in this area. She is very friendly and responsive to the employees
and retirees who have questions about their benefits. We have also made huge improvement to
our Internet and Intranet web sites so more information is available to those who need it.

External Assessment:

The recent District Services Satisfaction Survey confirms that our department is friendly and
responsive to the needs of our employees.

Recommendations:
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