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1:  Non-Academic Departmental Review Participants 
 
List the names of your department personnel who contributed to the writing of this report 
and their position/association within your department. 
 

 

Name Association/Dept Role 

Kellee Munoz Human Resource Director 

Alexis Saenz Human Resource Generalist 

Latricia Sayre Human Resource Assistant 

  

  

  
       
 
 

2:  Departmental Profile    
 
A. Mission/Purpose  

 
1. What is the mission of the department and how does it align with the institutional 

mission and other strategic priorities?  
 
The Human Resource Department is committed to developing and providing innovative 
services that support and align with the mission of Garden City Community College.  We 
do so with recruitment, professional development, and education to promote individual 
success to increase the overall value to GCCC.   
 
The Human Resource Department is dedicated to the college’s mission of producing 
positive contributors to the economic and social wellbeing of society.  The HR Department 
strives to provide exceptional customer service with timely and accurate information on 
topics including benefits, college policies, compensation, employee relations, professional 
development, and talent acquisition.   Human Resources works closely with departments 
across campus in the programs and services it provides to students and the campus 
communities by performing with integrity, responsiveness, and sensitivity.  We assist in 
fostering a culture of diversity and inclusion through a collaborative work environment 
where all members of the college community are treated with dignity and respect.   
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The Human Resources mission statement was revised and adopted in 2019, after review 
and discussion with the Human Resource team.   
 
There are four pillars that represent the basic requirements for institutional and academic 
success: Student Success, Institutional Partnerships, Human, Physical and Financial 
Resources, and Sustainable Infrastructure.   
 
Examples of collaborative efforts include: 

• Coordination of Fall/Spring In-Service 
• Compliance training issued through Safe Colleges-Vector Solutions on Title IX 

Roles of Employees, FERPA Confidentiality of Records, Discrimination Awareness 
in the Workplace, Sexual Harassment Staff to Staff, Blood Borne Pathogens 

• Coordination of Professional Development on campus 
• Coordination with Financial Aid on Work Study Orientation-Student Workers 
• Coordination with Division Directors on departmental training needs 
• Employee Handbook publication and review 
• New Employee Guide publication 
• Employee Appreciation Awareness across campus 
• Providing assistance to all departments with mentoring, employee and/or 

department concerns 
• Implementation of Electronic Employee Performance Evaluation- Paycom 
• Auding faculty personnel files 

 
B. Human Resources  
 

Combine all Sub-units for analysis. 
 
1. How does the department assure that all personnel are qualified for their position?   

 
The Human Resource Department facilitates the process for talent acquisition with respect 
to following all policies and procedures in accordance with federal and state laws. Garden 
City Community College provides equal employment opportunities to all employees and 
applicants for employment without regard to race, color, ancestry, national origin, gender, 
sexual orientation, marital status, religion, age, disability, gender identity, results of genetic 
testing, or service in the military. Equal employment opportunity applies to all terms and 
conditions of employment, including hiring, placement, promotion, termination, layoff, recall, 
transfer, leave of absence, compensation, and training. 
 
The Human Resources Department assures that all personnel are qualified for their position 
by hiring qualified staff, while adhering to the job description and position requirements. 
Within this department, after hiring qualified staff, department and job specific training occurs 
as well as continuous resources are provided.   Frequent Human Resources meetings occur 
to assist in the review of the department, processes as well as individual review of training, 
and resources.  Continuous training and resources are provided for each position to assist 
in compliance as well as institutional policies and procedures.   
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Name Position Credential 
Kellee Munoz Human Resource Director M.S.-Business 

Administration 
Alexis Saenz Human Resource Generalist B.S.-Business Management 
Latricia Sayre Human Resource Assistant A.S. 

 
As a part of the processes for talent acquisition, Human Resources work with Division 
Directors/Hiring Mangers on the preparation of each job description.  All job descriptions 
encompass Essential Functions and Responsibilities, Performance Measurements and 
Knowledge and Skills, which include experience, education, interpersonal skills, other skills, 
physical requirements, and the work environment, for each position   

 
 
 

2. Include an organizational chart with names and titles.  
 

 
 
 
 
 

Dr. Ryan Ruda
GCCC President

Vice President for 
Administrative Services, 

CFO

Kellee Munoz
Human Resource 

Director

Alexis Saenz
Human Resource 

Generalist

Latricia Sayre
Human Resource Assistant 

October 2021
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3. List departmental, divisional, College, professional, or community committee or 
board activities and leadership roles, if applicable, of each full-time employee for the 
past five years.  
 

Kellee Munoz- National Member for the Society for Human Resource Management 
(SHRM), member of the SHRM of SWKS, member of GCCC College Council. 
 
Alexis Saenz- National Member for the Society for Human Resource Management (SHRM), 
 
Latricia Sayre- started October 2021. 
 
 

 
4. List names and anticipated dates of retirement (month, year) within the next five 

years. 
 

NAME MONTH YEAR 
None   
   
   

 
5. How are the results of employee evaluations used in identifying professional 

development needs? 
 

On an Annual Basis, Human Resources will send a self-evaluation to each employee as a 
part of the evaluation process. Subsequently, the supervisor will complete the performance 
evaluation while using input from the completed employee self-evaluation.  It is highly 
encouraged that over the course of the year, discussions are held to review progress toward 
individual and team goals, which include professional development and training needs.   
 
In 2021, Human Resources implemented an electronic performance self- evaluations/ 
evaluation through our online platform- Paycom.  During this process, training sessions 
were held for all full-time staff as well as supervisors regarding the evaluation process as 
well as the utilization of the platform.   Human Resources will continue to use the online 
platform for the employee evaluation process. With this capability, each employee as well as 
supervisors have the ability to track personal and professional goals throughout the year.   
 
Specifically, for the Human Resource Department, meetings and planning sessions have 
occurred to assist in identifying individual and program goals.  From these discussions, 
areas of growth have been identified to include opportunities for training including 
leadership training.  Professional development and training are constantly reviewed and 
monitored within the department goals and mission.  
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6. What department-specific professional development opportunities are 
offered/provided by the department? 
 

Human Resources assists in the planning for both Fall and Spring In-Service.  As a part 
of in-service, professional development and training opportunities are included in the 
scheduled itinerary.  Since Spring 2020, topics for training have included, Oh’ Shift by 
Jennifer Powers, Ethics and Stress Management by Corey Ciocchetti and Mental Health 
Awareness by Compass Behavioral Health.  
 
To assist in gaining feedback for whether in-service was helpful, informative, and overall 
satisfaction with in-service as well as information and topics for future training a campus 
wide survey is conducted following each in-service. From the responses, fall 2021 In-
service included afternoon breakout sessions to include, Diversity, Equity, and Inclusion 
(DEI), Canvas training for Instructors and Canvas Basics, KPERS 1,2 and 3, IT Updates 
and Safety and Admissions processes.  For Spring 2022 In-Service, topics of training 
included “Be a Leader You Would Follow” by Corey Ciocchetti and afternoon breakout 
sessions on Diversity, Equity and Inclusion, Benefits Overview, Canvas Basics, Canvas 
New Features for Faculty, IT Updates and Mental Health Awareness.        
 
In October 2020, an online training platform, Safe Colleges-Vector Solutions, was 
implemented to assist in mandatory training compliance as well as program specific 
training needs. Training through Safe Colleges-Vector Solutions includes Title IX Roles of 
Employees, Sexual Harassment Staff to Staff, Blood Borne Pathogens, Discrimination 
Awareness and Ferpa Confidentiality of Records.  
 
Specifically for the Human Resource Department, training opportunities have   included 
CUPA HR training, Title IX training provided by Husch Blackwell and Human Resource 
training at the National Society for Human Resource (SHRM) Conference in September 
2021. Professional development opportunities are encouraged to assist in furthering their 
knowledge as well as assisting in job related responsibilities and functions.   

 
 

7. Show evidence that employees have continued their professional development by 
attaching a list of current full-time employees who participated in professional 
development activities during the past five years, and those activities.   
 

Kellee Munoz- Started January 2019. Scope of Leadership Development Program- 
completed April 2021; seven-month process.  Title IX Training through Husch Blackwell. 
Society for Human Resource Management National Conference 2021. CUPA HR Virtual 
Conference Spring 2022. 
 
Alexis Saenz- CUPA HR Conference 2018.  Kansas Community College Leadership 
Institute (nominated and accepted; eight-month process).   Title IX Training through Husch 
Blackwell. Society for Human Resource Management National Conference 2021.  CUPA 
HR Virtual Conference Spring 2022 
 
Latricia Sayre (Started October 2021)- CUPA HR Virtual Conference Spring 2022 
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C. Description of the Department and the Customers/Clients Served 

 
1. What are the key functions, processes and services provided by the 

department?  Include production level data such as students/customers served, 
transactions processed, etc.  Explain any compliance duties or responsibilities.  

 
 

The Human Resources Department have continued to collaboratively review processes and 
change has continued to occur within the department. In 2019, a review/ needs assessment 
was conducted of the Human Resource (HR) Department by the HR team.  Within this 
process, the team evaluated the mission statement of the department in collaboration with 
the mission, vision, and values of the college.     
 
Human Resources works closely with departments across campus in the programs and 
services it provides to students and the campus communities by performing with integrity, 
responsiveness, and sensitivity.  We assist in fostering a culture of diversity and inclusion 
through a collaborative work environment where all members of the college community are 
treated with dignity and respect. 
 
Human Resources will continue to work toward accomplishing our mission by developing 
and implementing policies, programs and services that balance the efficient use of college 
resources, while effectively addressing the needs of the college.  
 
There are several functions within the scope of Human Resource Management.  Overall, the 
Human Resource Department is responsible for and assists in the processes of: 
 
 
Employment/Recruitment  
Employee Onboarding 
Coordination of Benefits 
Job Classification and Compensation Analysis 
Employee Training/Professional Development  
Compliance/Policy and Procedural Review/ Labor Law Compliance 
Employee Relations  
Performance Management 
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Human Resources Initiatives: 
 

Continue to develop and maintain a system for employment and selection that is responsive 
to the needs of the departments and free from discriminatory biases. 
 
Assisting with the review and implementation of a compensation plan that addresses 
external competitiveness and internal equity. 
 
Continue to improve processes for point factor grading on job evaluations/descriptions.  
Every full-time position will have an updated and current job description. 
 
Continuously reviewing college policies and procedures in an effort to improve college 
services. 
 
Continue exploring new ways to incorporate technology in the delivery of Human Resources 
services to the college. 
 
Continue to explore wellness and benefit options to employees that addresses internal 
equity for employees. 
 

 
2. What impact do those services have on students and other key stakeholders? 

What are the department’s enhancements to the institution? 
 
With enhancing services and support to all departments across campus, continual review 
of compliance, policies and procedures for students and key stakeholders.  With a 
coordinated effort, the Human Resource Department assists in enhancing the institution by 
helping to recruit and retain employees, which ultimately impacts the ability to continue 
with various programs and services across campus.  
 
 As well, we work collaboratively with all departments across campus to fill part-time 
student positions.  Within these supports and services, the Human Resources Department 
continues to stay abreast with all local, state, and federal regulations.       
 
 
 

3. Discuss how the department utilizes appropriate technology to provide services 
to its stakeholders. 

 
Human Resources has continued to evaluate the needs of the department, which has 
included revising the processes for mandatory training capabilities, utilizing an improved 
system for position posting and applicant tracking as well as improving processes for 
employee onboarding, performance evaluations and communication. 
 
With the review of training for employees, Human Resources transitioned to an online 
training platform, Safe Colleges- Vector Solutions.  In October 2020, an online training 
platform, Safe Colleges-Vector Solutions, was implemented to assist in mandatory training 
compliance as well as program specific training needs. Training through Safe Colleges-
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Vector Solutions has included Title IX Roles of Employees, Sexual Harassment Staff to 
Staff, Blood Borne Pathogens, Discrimination Awareness and Ferpa Confidentiality of 
Records   Human Resources will continue to use this training platform to increase in the 
mandatory training options for employees.   
 
In January 2020, Human Resources transitioned to an enhanced applicant tracking 
system, NeoEd.  Transitioning to the new platform has assisted in improving efficiency for 
the requisition, approval and posting of positions. The online platform also has improved 
the process in the ability for candidates to upload all required documents  
when applying for the position. This enhancement has assisted in facilitating the process 
for the review of all applicants. 
 
In January 2020, the College transitioned to a new HRIS platform, Paycom, which assisted 
in the ability to complete all required paperwork electronically for an efficient onboarding 
process for all new employees.  Human Resources have continued to utilize Paycom with 
improving in communication and processes by sending documents to employees as well 
as facilitating the performance evaluation process.  
 
We currently use Bustermail and Paycom to disseminate information to employees.  In the 
future, Human Resources would like to streamline our communication and resources 
available, so that employees are able to access all Human Resources information in one 
location on our website to include, Employee Handbook, Benefits, Employee Resources, 
Policies and Procedures and Forms to submit.   
 

4. Describe any existing continuous improvement activities. 
 
Since October 2020, an online training platform, Safe Colleges-Vector Solutions, was 
implemented to assist in mandatory training compliance as well as program specific 
training needs. Training through Safe Colleges-Vector Solutions has included Title IX 
Roles of Employees, Sexual Harassment Staff to Staff, Blood Borne Pathogens, 
Discrimination Awareness and Ferpa Confidentiality of Records   Human Resources will 
continue to use this training platform to increase in the mandatory training options for 
employees.   
 
 

2019-2020 Percentage Completed 
Discrimination Awareness in the Workplace 89.67% 
Sexual harassment Staff to Staff 88.68% 
Title IX Roles of Employees 88.15% 

 
2020-2021 Percentage Completed 
Blood Borne pathogens Exposure Prevention 84.69% 
FERPA Confidentiality of Records 92.12% 
Title IX Roles of Employees 92.08% 

 
2021-2022 Percentage Completed 
Blood Borne pathogens Exposure Prevention 95.0% 
FERPA Confidentiality of Records 85.40% 

 
All new employees are assigned and complete all five (5) assigned mandatory compliance 
trainings during new employee onboarding and orientation.   
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Starting January 2020, the department processes were enhanced by transitioning to an 
advanced applicant tracking system, NeoEd.   Transitioning to this new platform has 
assisted in improving efficiency for the requisition, approval and posting of positions.  The 
online platform as well has improved for all candidates to have the ability to upload 
required supporting documents. This enhancement has assisted in facilitating the process 
for the review of all applicants.  
 
In January 2020, the College transitioned to a new HRIS platform, Paycom, which assisted 
in the ability to complete all required paperwork electronically for an efficient onboarding 
process for all new employees.  Human Resources have continued to utilize Paycom with 
improving in communication and processes by sending documents to employees as well 
as facilitating the performance evaluation process.  
 
 

 
 

Year 

 
Number of Performance 
Evaluations Assigned 

 
Number of Performance Evaluations 

Completed by Employee 

 
 

Percentage Complete 
2021 136 129 95% 

 
 

 
 

Year 

Number of 
Performance 

Evaluations Assigned 

Number of Performance 
Evaluations Finalized by 

Supervisor 

 
Percentage 
Complete 

Number of Performance 
Evaluations Completed by 

Supervisor 

 
Percentage 
Complete 

2021 136 77 57% 24 17% 
 
 
 
Human Resources will continue to use new avenues to communicate with all current and 
prospective employees about our services, supports and benefits.  As well assist in 
improving processes for New Employee Orientation and Training. We would like to assist 
in improving this process with new ways of communicating and disseminating information 
on departments on campus, resources and supports available to students.    
 
 
Fall of 2021, Human Resources collaboratively worked with the Marketing Department to 
create a New Employee Booklet, which includes information and resources on Campus 
Technology, Benefits, Employee Assistance Program (EAP), Contact Information, Pay 
Dates, Policy Information on Code of Conduct, Title IX and reporting, Ferpa Confidentiality 
of Records, Discrimination and Sexual Harassment and Campus Safety.  We will continue 
to improve the information disseminated in the New Employee Guide.   
 
 

5. Provide any other relevant information needed for a complete understanding of 
your department. 

 
Local, State and Federal Regulations is constantly changing and because of its evolving 
nature, it is imperative to stay on top of trainings, webinars, and notifications.   As a result, 
Human Resources consistently review, discuss, and implement ways to improve our 
policies and procedures to stay in compliance with regulations and to meet the needs of 
the institution.   
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3:  Departmental Resources 
 
1. Describe the overall adequacy of resources (human, technological, capital, facilities, 

and fiscal) available to the department for providing effective service delivery and 
achieving outcomes.  If additional resources are needed, please provide data and 
describe how those resources would improve services. 

 
 Include documentation if requesting additional resources. 

   
 

Human Resources has continued to evaluate the needs of the department.  Throughout 
this process, we have identified that additional resources and support is needed to assist 
in meeting the needs of recruitment, onboarding, benefit coordination, employee 
separations, employee relations, training, professional development, and compliance.  We 
have continued to review personnel policies and procedures and developed the Employee 
Handbook, published to employees in 2021.  Annual review and revisions will be made 
based on policy revisions.  

 
With continuously evaluating the needs of the department and addressing continuous 
improvement areas, Human Resources was able to continue with operations and met the 
needs of the institution, through the COVID 19 pandemic, with the application platform 
(NeoEd) and continuing with the position review, review of applications and work with the 
selection and interview committee to maintain consistent processes. As well, the institution 
transitioned to a new HRIS platform, Paycom, which assisted in the ability to complete the 
required paperwork electronically for an efficient remote onboarding process.  

 
With the budgetary planning process in fiscal year 2021, Human Resources was able to 
restructure the department to add an additional position, Human Resource Generalist.   
From this restructure, the department now has three positions: Human Resource Director, 
Human Resource Generalist and Human Resources Assistant.   
 
From this restructuring, Human Resources is continuing with providing training and cross-
training within the department as well as identifying the continued needs to assist in 
facilitating institutional support.  As well, with the review, we are continuing to identify 
areas of improvements within this department that will improve our service delivery and 
compliance to the institution. 
 
There are several improvement items and innovative services that this department would 
like to implement that we currently have on our plan.  
 

• Human Resources Webpage.  This would allow for department information to be 
available to external candidates as well as internally for employee information and 
resources.  

 
• Enhancements to the New Employee Onboarding and Orientation processes.  This 

would include the development of an orientation video for new employees as well as 
creating processes that would allow for the facilitation of a new employee mentoring 
program. 
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• Creating a process for 90-day new employee, performance reviews.  In 2021, 

Human Resources transitioned employee evaluations (non-faculty) electronically, 
with utilizing Paycom. 

 
• Creating and implementing additional ways to recognize employee appreciation to 

assist in recruitment and retention efforts. 
 

• Continue to work with each department of the institution to assist in identifying a 
training plan for continuous professional development and compliance for each 
program. 
  

 
 
With the planning process, this department would Ike to collaborate with other departments 
to incorporate a Compliance Officer as an additional position to the institution.  This 
position would be responsible with ensuring compliance with Title IX, Federal Civil Rights 
Laws, Fair Labor Standards Act, Family and Medical Leave Act, and I-9 Compliance within 
Human Resources.    
 
As a long-term goal, there are facilities related requests that would assist the department 
in maintaining confidentiality.   Within this request, we would like to request a closed space 
that would assist in the process for confidential phone calls and conversations within 
Human Resources as well as a meeting room space that is equipped to serve as a 
confidential meeting room as well as computer stations for new employee onboarding and 
mandatory training as a part of new employee orientation.     
 
 

4:  Departmental Innovation 
 
1. Does the department engage in extracurricular activities as a service to the students 

and community (yes or no)?  
 
If yes, list activities and explain how they benefit the students and/or community (e.g. fliers, internal 
department documentation) 
   

No, Human Resources (HR) has not engaged in extracurricular activities as a service to 
students and the community. The only exception is when students visit the HR department 
after receiving approval for a work study position. Soon, the HR department would like to 
begin holding resume builder workshops as well as Interviews Do’s and Don’ts for students 
and the community. These workshops will be held twice a year, once in the fall and once in 
the spring.  
 
 

 
2. What innovative ideas have been incorporated into the operation of the department 

during the last five years? Discuss the results and provide documentation. 
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• October 2020, an online training platform, Safe Colleges-Vector Solutions, was 
implemented to assist in mandatory training compliance as well as program specific 
training needs  
 

• Starting January 2020, the department processes were enhanced by transitioning to 
an advanced applicant tracking system, NeoEd.   Transitioning to this new platform 
has assisted in improving efficiency for the requisition, approval and posting of 
positions as well as facilitated in enhancing our internal process of 
selection/interview committee to review candidates. The online platform as well has 
improved for all candidates to have the ability to upload required supporting 
documents. This enhancement has assisted in facilitating the process for the review 
of all applicants.  
 

• In January 2020, the College transitioned to a new HRIS platform, Paycom, which 
assisted in the ability to complete all required paperwork electronically for an 
efficient onboarding process for all new employees.  Human Resources have 
continued to utilize Paycom with improving in communication and processes by 
sending documents to employees as well as facilitating the performance evaluation 
process.  
 

• Fall of 2021, Human Resources collaboratively worked with the Marketing 
Department to create a New Employee Booklet, which includes information and 
resources on Campus Technology, Benefits, Employee Assistance Program (EAP), 
Contact Information, Pay Dates, Policy Information on Code of Conduct, Title IX and 
reporting, Ferpa Confidentiality of Records, Discrimination and Sexual Harassment 
and Campus Safety.  We will continue to improve the information disseminated in 
the New Employee Guide.   
 

 
• Fall 2021, starting October 2021, Primary Care Services through Grow Well Clinic, 

as a collaborative effort with Blue Cross Blue Shield of Kansas, for all employees 
and dependents who enroll through health coverage. Mental Health services were 
expanded, effective, January 2022. 

 
• Creating EEO Guide to Interviewing Candidates.  

 
• Development of a guide for Division Directors and Administration with position 

grading through Compease- Compensable Factors. 
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5:  Outcomes, Assessment Measures, Targets of Achievement, and 
Prior Results   
 

1. If data has previously been gathered, list the intended objectives for the department 
for the past three years and cite the institutional Essential Skills and other Strategic 
Plan priorities that each objective supports. 
 
 

Provide professional development for college employees tied to Pillar 3 Human, Physical 
and Financial Resources with a target completion rate of 80%. 
 
 

 
2. Describe the data gathering process and give results. 

 
 

For all mandatory training assigned, tracked employee completion through Vector 
Solutions-Safe Colleges. 

 
 

2019-2020 Percentage Completed 
Discrimination Awareness in the Workplace 89.67% 

Sexual harassment Staff to Staff 88.68% 
Title IX Roles of Employees 88.15% 

 
2020-2021 Percentage Completed 

Blood Borne pathogens Exposure Prevention 84.69% 
FERPA Confidentiality of Records 92.12% 

Title IX Roles of Employees 92.08% 
 

2021-2022 Percentage Completed 
Blood Borne pathogens Exposure Prevention 95.0% 

FERPA Confidentiality of Records 85.40% 
 

 
 

3. Analyze the data by comparing the actual results to the targeted levels of 
achievement and document what was learned. 

 
 
Professional development opportunities were offered on campus through the All-employee 
In-Service as well as the Breakout sessions offered for the afternoon sessions.  Human 
Resources will continue to gather information from employees regarding identifying the 
training needs on campus and assist in offering additional options for breakout sessions 
and mandatory compliance training opportunities.    
 
 
 

4. The department will gather feedback regarding expectations and performance from 
stakeholders through interviews, surveys, focus groups or other appropriate 
measures. This feedback shall be considered when selecting performance 
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measures and when continuous improvement plans are developed.  Describe what 
changes have been made in response to these measures. 

 
Attach copies of any stakeholder survey results for your department.  
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5. Use the results to develop a Continuous Improvement Plan for the department, 
improving efficiencies based on targeted outcomes.  Include consideration for 
resources, processes, data collection, analysis and timelines for monitoring and 
assessing the results.  List intended outcomes for the department that insure 
alignment with institutional Essential Skills and other strategic priorities. 

 
For each outcome identify at least one method of measurement that will be used to 
assess progress toward the outcome. Assessment is strengthened when multiple 
measures are used. An assessment measure should provide meaningful, actionable 
data that the department can use to assess efficiency and improve processes. 

 
Describe the target level of achievement for each measure. Levels of achievement 
shall be:   

• Specific and measurable.  
• Stated in numerical terms.  
• Stated in realistic terms. 
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• Directly related to the outcome. 
• Inclusive of all aspects of the outcome. 
• Manageable and practical. 

 
To demonstrate efficiency, determine if external or internal benchmarks are 
available for comparison. 
 

 
 

 

6:  Additional Comments 
 
This space is for the department to add any additional comments to help clarify or explain 
its functions, if applicable. 
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7: Executive Summary 
 

1. Briefly describe how the department review was conducted: 
 

 
 

All staff from the Human Resources Department were involved.  An introductory meeting 
was held to help familiarize with the department review.  From this, several discussions 
were held to discuss questions and help in answering collaboratively as much as possible.   

 
 
2. Describe the MAJOR conclusions regarding the present state of the department: 
 

     The Human Resource Department is efficient in supporting the needs of employees, both 
current and prospective.  We remain compliant in all aspects, and we strive to be 
innovative while constantly improving effective communication with all we serve. 

 
     The Human Resources staff are capable of all functions related to recruitment, 

onboarding, employee relations, personnel as well as compliance.  We are continuously 
reviewing and improving in processes alongside being fully cross trained within 
operations.  

 
 

3. Briefly describe the goals and objectives of the department: 
 

Continue to develop and maintain a system for employment and selection that is responsive 
to the needs of the departments and free from discriminatory biases. 
 
Assisting with the review and implementation of a compensation plan that addresses 
external competitiveness and internal equity. 
 
Continue to improve processes for point factor grading on job evaluations/descriptions.  
Every full-time position will have an updated and current job description. 
 
Continuously reviewing college policies and procedures in an effort to improve college 
services. 
 
Continue exploring new ways to incorporate technology in the delivery of Human Resources 
services to the college. 
 
Continue to explore wellness and benefit options to employees that addresses internal 
equity for employees. 
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4. Comment on the progress on previous Departmental Review Action Plans or 
Recommendations  
 
Departments completing the review for the first time will not have these items and need not answer 
this question. 

 
  

5. Describe the department strengths: 
 
 

The strengths of the Human Resources Department are the team.  We all have a passion for 
helping others.  Human Resources works closely with departments across campus in the 
programs and services it provides to students and the campus communities by performing 
with integrity, responsiveness, and sensitivity.  We assist in fostering a culture of diversity and 
inclusion through a collaborative work environment where all members of the college 
community are treated with dignity and respect. 
 

     Human Resources will continue to work toward accomplishing our mission by developing and 
implementing policies, programs and services that balance the efficient use of college 
resources, while effectively addressing the needs of the college. 

 
 

6. Describe what areas need improvement: 
 

 
There are several improvement items and innovative services that this department would 
like to implement that we currently have on our plan.  
 

• Human Resources Webpage.  This would allow for department information to be 
available to external candidates as well as internally for employee information and 
resources.  

 
• Enhancements to the New Employee Onboarding and Orientation processes.  This 

would include the development of an orientation video for new employees as well as 
creating processes that would allow for the facilitation of a new employee mentoring 
program. 

 
• Creating a process for 90-day new employee, performance reviews.  In 2021, 

Human Resources transitioned employee evaluations (non-faculty) electronically, 
with utilizing Paycom. 

 
• Creating and implementing additional ways to recognize employee appreciation to 

assist in recruitment and retention efforts. 
 

• Continue to work with each department of the institution to assist in identifying a 
training plan for continuous professional development and compliance for each 
program. 
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7. State the recommendations for the department: 
 

 
• With the planning process, this department would Ike to collaborate with other 

departments to incorporate a Compliance Officer as an additional position to the 
institution.  This position would be responsible with ensuring compliance with Title 
IX, Federal Civil Rights Laws, Fair Labor Standards Act, Family and Medical Leave 
Act, and I-9 Compliance within Human Resources.    

 
 

• There are facilities related requests that would assist the department in maintaining 
confidentiality.   Within this request, we would like to request a closed space that 
would assist in the process for confidential phone calls and conversations within 
Human Resources as well as a meeting room space that is equipped to serve as a 
confidential meeting room as well as computer stations for new employee 
onboarding and mandatory training as a part of new employee orientation.     
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8: Departmental Action Plan (with timelines for recommendations) 
 Year 1 Year 2 Year 3 Year 4 Year 5 
 Actions & Budget 

Implications 
Actions & Budget 

Implications 
Actions & Budget 

Implications 
Actions & Budget 

Implications 
Actions & Budget 

Implications 
Recommendation 1:  
Measure of Success:  
 
Human Resources 
Webpage.  This would 
allow for department 
information to be 
available to external 
candidates as well as 
internally for employee 
information and 
resources.  
 

Actions:  
Budget Implications:   
 
 
Timeline:  
Spring Semester 2023 

Actions:  
Budget Implications:   
Timeline:  

Actions:  
Budget Implications:   
Timeline:  

Actions:  
Budget Implications:   
Timeline:  

Actions:  
Budget Implications:   
Timeline:  

Recommendation 2:  
Measure of Success:  
 
Enhancements to the 
New Employee 
Onboarding and 
Orientation processes.  
This would include the 
development of an 
orientation video for 
new employees as well 
as creating processes 
that would allow for the 
facilitation of a new 
employee mentoring 
program. 
 

Actions:  
Budget Implications:  
 
Coordinate with 
Marketing & Public 
Relations 
 
Timeline:  
 
Spring 2023 

Actions:  
Budget Implications:   
 
Coordinate with College 
Council regarding creating 
a mentoring program to 
assist in facilitating 
discussion of next steps. 
 
Timeline:  
Spring 2024 

Actions:  
Budget Implications:   
Timeline:  

Actions:  
Budget Implications:   
Timeline:  

Actions:  
Budget Implications:   
Timeline:  
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Recommendation 3:  
Measure of Success:  

Actions:  
Budget Implications:   
Timeline:  

Actions:  
Budget Implications:   
Timeline:  

Actions:  
Budget Implications:   
Timeline:  

Actions:  
Budget Implications:   
Timeline:  

Actions:  
Budget Implications:   
Timeline:  

Recommendation 4:  
Measure of Success:  

Actions:  
Budget Implications:   
Timeline:  

Actions:  
Budget Implications:   
Timeline:  

Actions:  
Budget Implications:   
Timeline:  

Actions:  
Budget Implications:   
Timeline:  

Actions:  
Budget Implications:   
Timeline:  

Recommendation 5:  
Measure of Success:  

Actions:  
Budget Implications:   
Timeline:  

Actions:  
Budget Implications:   
Timeline:  

Actions:  
Budget Implications:   
Timeline:  

Actions:  
Budget Implications:   
Timeline:  

Actions:  
Budget Implications:   
Timeline:  

 



23 
 

GCCC Non-Academic Program Review Template    
 

9: Signature Page and Archiving 
 
 
 

   
______________________________________________________________________________________ 
Department Head/Director                   Date 
  
 
 
______________________________________________________________________________________ 
Appropriate Vice President         Date 
 
 
 
 
______________________________________________________________________________________ 
Vice President for Instructional Services       Date 
 
 
 
______________________________________________________________________________________ 
President           Date 
  

 
 
 
 
 
 
 
 
Archiving: 

 
 
Division Leader submits to VP for Instructional Services 
 

1. A complete electronic version of the Academic Comprehensive Program Review 
2. All documentation (electronic) 
3. A signed signature page  
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