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Service Area/Administrative Unit Name: 
 

Service Area/Administrative Unit Name: ____________________________________________ 

 Submitter: ____________________________________________________________________ 

 

 

I. Area Description 
 

In this section, areas will answer the questions “Who are we? What do we do?” The purpose of this 
section is to orient the reader/ reviewer to the area and provide context to the program review. This 
section should be kept short, a few paragraphs at the most. 

 

Mission/Vision  
 

Description – short description only  
 
 

Alignment to/ support of BCC Strategic 
Goal 

 
 
 

 

 

II. Area Effectiveness 
 

In this section, areas will answer the question “How is the area doing?” by reviewing and analyzing data. 
The purpose of this section is to evaluate the area holistically in terms of serving the area’s internal and 
external customers, helping students reach their goals, and furthering the mission of BCC.  

For each item below, review the data and look for trendlines, outliers, etc., and provide a short analysis 
(2-3 sentences) for each. If data are not available (i.e., student satisfaction surveys), indicate that on the 
form.  
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Area Data  Analysis 
Demographics of customers – who do you serve? 
- Internal 
- External  

 

Area Organization – state any changes in past few 
years 

 

Staff Professional Development  
 

Service Area Outcomes (SAOs) 
or Administrative Unit 
Outcomes (AUOs) 

Assessment Results – Summary 
of Data 

Use of Results 

1.   

2.   

3.   

4.   

5.   

 

Area Effectiveness Data Analysis 
Satisfaction Surveys  
Audits, project tracking, etc.  

Student Equity Data 

Specifically address any equity gaps. What innovative 
plans or projects will help to close these gaps? 

 

 

Policies and Process Response 
What recent changes in policies, procedures and 
processes have impacted or will impact your 
Service Area or Administrative Unit (BCC BP/AP; 
Federal, State & local regulations; guidelines). 
 
Describe the effect the changes or updates in 
policies and processes have had on the unit. 
 

 

What in-house policies, procedures, and processes 
need to be updated, created, or deleted? 
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Collaboration with Other Areas Response 
What areas are integral to the work of this area and 
why?  
 
Provide examples of collaborating with other areas 
on projects, process improvement, etc. 

 

 

What other areas have you worked with?  
 
Provide examples of collaborating with other areas 
on projects, process improvement, etc. 

 

 

What other areas do you want or need to work 
with more and why? 
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SWOT Analysis 

Conducting a SWOT Analysis (Strengths, Weaknesses, Opportunities, 
Threats) is another tool that can help areas evaluate themselves. The 
SWOT Analysis not only looks internally, but externally as well. The SWOT 
Analysis provides a way for areas to highlight their accomplishments and 
also identify possible gaps or issues that need to be addressed. 

 

 

 

 

 

 Positive/ Helpful Negative/ Harmful 

In
te

rn
al

 

 

STRENGTHS 
 

 

 

 

WEAKNESSES 
 

 

Ex
te

rn
al

 

 

OPPORTUNITIES 
 

 

 

 

THREATS 
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III. Area Goals  
 

In this section, areas will answer the question “How can we improve? What do we need to meet our 
goals?” The purpose of this section is to use data to develop goals and objectives for the next three 
years.  

Reflect on the responses to all the previous questions and the SWOT analysis in Section Two. As you 
develop goals and objectives,  

• Formulate three to five Area Goals to maintain or enhance program strengths, or to 
address identified weaknesses. 

o Cite evidence from assessment data and/or other area effectiveness data. 
• Indicate how each Goal is Aligned with the College’s Strategic Priorities. 
• Identify explicit Objectives for reaching each goal. 
• Develop Outcome statements and appropriate measures for each objective. 

 

  

http://www.barstow.edu/ie/Planning/Strategic.Priorities.pdf
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Copy and paste the table below for each goal. 

GOAL  

Objective 1  

Actions, Tasks  

Outcomes, Measures, 
Assessment 

 

  

Objective 2  

Actions, Tasks  

Outcomes, Measures, 
Assessment 

 

  

Objective 3  

Actions, Tasks  

Outcomes, Measures, 
Assessment 

 

Alignment to BCC 
Strategic Priority (Select 
all that apply – click 
Choose an item for the 
drop-down list to appear) 

 

Choose an item. 

Choose an item. 

Choose an item. 

Choose an item. 
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III a. Resource Requests: What does the area need to meet its 
goals and objectives?  
 

Areas can submit their requests for resources by utilizing the Resource Request Form. Requests 
should be evidence-based and tied to goals and objectives.  

This form may also be updated and submitted in Years Two and Three if needed.  
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III b: Annual Update Form: Progress towards Achieving Goals  
 

An Annual Update must be submitted each year that a Program Review is not submitted.  

 

For Existing Goals, copy and paste each goal from your Program Review. 

GOAL - copy and paste each goal from 
your Program Review; add more rows if 
needed 

Progress Resource 
Requested? 
Yes or No 

Goal 1    

Goal 2    

Goal 3    

 

For New Goals, fill out the table below. Copy the table for each new goal. 

GOAL  

Objective 1  

Actions, Tasks  

Outcomes, Measures, 
Assessment 

 

  

Objective 2  

Actions, Tasks  

Outcomes, Measures, 
Assessment 

 

  

Alignment to BCC 
Strategic Priority (Select 
all that apply – click 
Choose an item for the 
drop-down list to appear) 

 

Choose an item. 

Choose an item. 

Choose an item. 

Choose an item. 

 


	Service Area/Administrative Unit Name:
	I. Area Description
	II. Area Effectiveness
	III. Area Goals
	III a. Resource Requests: What does the area need to meet its goals and objectives?
	III b: Annual Update Form: Progress towards Achieving Goals

	Service AreaAdministrative Unit Name: Human Resources
	MissionVision: Mission:The mission of the HR Department is to recruit, employ and retain a highly qualified and diverse
workforce; facilitate an environment for positive labor and employee relations; provide quality
customer service for employees, students and the public; and to provide employees a safe and
healthy work environment.
Vision:  Provide key institutional support leading to a collaborative, innovative, inclusive and safe work environment. 
	Description  short description only: In an effort to accomplish the mission and vision of the college, HR supports all college operations. 
	Alignment to support of BCC Strategic Goal: Functions that support the strategic goals include: advising the Superintendent/President on personnel matters, EEO, recruitment and screening, negotiation of labor contracts, labor relations, handling grievances, employee
complaints, handling sexual harassment & discrimination cases, personnel policies and procedures, employee professional development and training, employee recognition, employee evaluation scheduling and tracking, employment, handling discipline cases, administering layoffs and reorganizations, and leave tracking.
	AnalysisDemographics of customers  who do you serve  Internal  External: Human Resources primary customers are the employees of the district.  Human Resources provides services to students through the student worker programs and in handling any sexual harassment
or discrimination complaints. HR also provides services to the public though permanent and temporary job opportunities.
	AnalysisArea Organization  state any changes in past few years: HR staff reorganization included title changes and the addition of a director and additional service partner.  
	AnalysisStaff Professional Development: HR consultant worked with the HR team to develop and support professional competency, trust, collaboration and communication.  Development was provided through interal and external facilitators.  
	Use of Results1: Improved customer service and time savings; enhanced recruitment of more diverse candidate pools, improved tracking of EEO data; 
	Assessment Results  Summary of Data2: ELTS Implemented; Employees have access to leave balances through Bestnet.
	Use of Results2: Data provided to management team to enhance leave tracking and balance control. Increased transparency and effectiveness with leave managment.  
	Assessment Results  Summary of Data3: Ongoing.  Policies are being reviewed for update. 
	Use of Results3: Important to systemic campus compliance and real time adjustments with legal or procedural clarification/enhancement.
	Assessment Results  Summary of Data4: Enhance onboarding, evaluation and program review availability of data and tracking. 
	Use of Results4: Build is complete. Implementation has begun on both products.  Further testing, training and a communication plan is needed to move to full implementation.  
	Assessment Results  Summary of Data5: Added Director and HR Administrative Service Partner.
	Use of Results5: Improved leave management for exended leaves & worker's comp.  Improved tracking of board items. Increased clerical support.  Additional support of the management team on personnel issues.  Improved response time for stakeholders served by HR.
	AnalysisSatisfaction Surveys: HR worked with Instiutional Research to survey the campus regarding employee professional development and Health & Welfare.  Both of these have informed the committees respective to the information gathered.  Response to the data gathered is ongoing.  
	AnalysisAudits project tracking etc: Life Insurance audit led to continued improvement of product tracking and vendor accountability. Need for Benefits Bridge software stemmed from a need determined for more transparency for employees regarding thier total compensation.
	AnalysisStudent Equity Data Specifically address any equity gaps What innovative plans or projects will help to close these gaps: EEO hiring data has improved.  We understand that improvements in EEO data has an impact on student equity data.  Effective recruitment processes contribute to less equity gaps.  The EEO data is provided as evidence on a separate attachment. 
	ResponseWhat recent changes in policies procedures and processes have impacted or will impact your Service Area or Administrative Unit BCC BPAP Federal State  local regulations guidelines Describe the effect the changes or updates in policies and processes have had on the unit: COVID-19, Title IX, Title V, Collective Bargaining.  

-Extensive adjustment made to campus during pandemic, including responding to frequent changes in legislative requirements.  
-Reopening considerations and guidance.
-DEI requirement changes through CCCCO
-Reporting for gender identity and descrimination changes.
-Sexual harassment training requirement changes for non-management.


	ResponseWhat inhouse policies procedures and processes need to be updated created or deleted: Legislative updates have been frequent.  We have identified several that should be reviewed and updated.  
-AP3515
-AP3516
-AP3420 
-AP3430 
-AP/BP3433 (Title IX)
-AP3434 (Title IX)
-AP3435 (Discrimination, Harrasment, 
-AP3540 (Sexual & Other Assualts Title IX)
-AP/BP 5500 (Student Conduct)
-AP5700 (Title XI)
-AP5520 (Student Discipline)
-Discrimination policies & reporting
-Sexual Harrassment Training Updates & Timelines
-Email Signatures
-Social Media Policy
HR will be reviewing additional policies for review, update, deletion or creation for compliance. 

	ResponseWhat areas are integral to the work of this area and why Provide examples of collaborating with other areas on projects process improvement etc: -Business Office and HR continue collaboration in order to refine and update processes.  This is ongoing. 
-Return-to-Work is a collaborative effort.
-M&O and HR collaborate on campus safety.
-PIO communication on reopening, COVID, website/HR webpage, general annoucements
-IT regarding collaborative work enviornments, technology updates, integration/implementation of work software/products
-M&O for ergonomics for increased productivity and reduction in worker's comp
-HR & hiring managers collaborate for expanded advertising and recruitment efforts
-Multi-departmental collaboration and process improvements related to required board agenda documentation. 
-Student Services: Collaboration on faculty contracts and evaluations; faculty priority. 
	ResponseWhat other areas have you worked with Provide examples of collaborating with other areas on projects process improvement etc: Instruction, Student Services, Classified and Faculty Bargaining Units/CSEA/BCFA
Institutional Research
-Surveys (H&W, PD)
-Bargaining
-Personnel issues, topics, assistance
-Meetings with hiring mangagers to idenify targeted recruitment resources
	ResponseWhat other areas do you want or need to work with more and why: HR is constantly interfacing with all areas of the district.  The work of the area is integrated heavily in all aspects of the college district operations.
	STRENGTHS: Human Resources has dedicated and knowledgeable employees with a clear vision of what it takes to be more successful through efficiency and effectiveness in their respective areas.  
	WEAKNESSES: Continued need for sustainable infrastructure, processes,and procedures. There is a need for additional personnel, succession planning and cross training to support all critical functions throughout the department. Core functions between HR and Business Services lack appropriate coordination and communication.

	OPPORTUNITIES: Under the direction of a new Vice President Human Resources and in conjunction with the reorganization of the department opportunity exists to redevelop the internal structure, and review processes and procedures. The increased capacity creates the bandwith for 
improved and innovative approaches for supporting key HR functions and customer service. 
Collaboration efforts in recruitment have led to more diverse applicant pools and increased our applicant pools for hard to fill positions. While we are please with the results, there are still significant opportunities for improvement of the overall College demographics.  HR strongly continues to advocate and place priority in this area.


	THREATS: Uncertainty created by COVID-19 creates a drain on time, resources, and capacity for the HR staff.  The turnover in Administrative Services hinders effective business operations and collaborative efforts required between HR and Business Services.
	Objective 1 Actions Tasks Outcomes Measures Assessment: Objective: A comprehensive and robust document management system and records retention process. Need to develop more electronic access was prompted by the conversion to a digitally driven operation based on the recent pandemic and a backlog of the paper driven processes that went unaddressed. Actions: Inventory paper documents, categorize, create a timeline for project, hire staff to assist and append a records rention and document retrieval practices. Outcomes: A comparison can be peformed to determine cost savings related to this paperless process, a time and resource saving analysis can be compared (time/paper/ink), time saved in responding to stakeholder requests for data/records, increased productivity by HR resulting in increased customer satisfaction and business continuity, increased safety due to removal of paper records to support social distancing and enhanced aesthetics of existing space in HR to define professionalism and increased use of space for HR operations: interviews, testing, fingerprinting, computer station to allow for applicants to apply on site, etc.
	Objective 2 Actions Tasks Outcomes Measures Assessment: 
Objective: The implementation of an electronic evaluation system for management and classified employees. Actions: Create an implementation plan that includes pilots for each employee group along with a comprehensive training toolbox that includes how to effectively use the technology as well as how to properly administer a comprehensive performance evaluation. Outcomes: A comparison can be peformed to determine how many evaluations are now paperless through the implementation, a time and resource saving analysis can be compared (time/paper/ink), analysis to determine adherence to due dates and finally assess the impact of increased communication and intervention in terms of increased employee engagement and performance (surveys before and after will have to be used to provide the necessary data as well as data on discipline matters related to performance before and after assessed, contemplation of increased productivity, employee retention and job satisfaction are additional data points to be considered).

	Objective 3 Actions Tasks Outcomes Measures Assessment: 
Objective: Implementation of Benefits Bridge Actions: plan project for current and future use, configure functions to utilize within the Saas, load and validate data, develop necessary communication to stakeholders, develop training and support product sustainability. Outcomes: Customer satisfaction before and after implementation related to the ability to have a view/self-service access to employee benefits at the individual employee level. Reduction of costly errors, both in staff time and employee trust in District stewardship of this critical component of their compensation.

	Goal 1: 
	ProgressGoal 1: 
	Resource Requested Yes or NoGoal 1: 
	Goal 2: 
	ProgressGoal 2: 
	Resource Requested Yes or NoGoal 2: 
	Goal 3: 
	ProgressGoal 3: 
	Resource Requested Yes or NoGoal 3: 
	Objective 1 Actions Tasks Outcomes Measures Assessment_2: 
	Objective 2 Actions Tasks Outcomes Measures Assessment_2: 
	Submitter: Jennifer Burchett, Rosalinda Palakiko, Paulette Pereira, Barbara Rose, Kim Young
	Assessment Results  Summary of Data1: Improved application, tracking & recruitment electronically
	SAO/AUO1: Applicant Tracking (Neogov)
	SAO/AUO2: Implement Leave Tracking
	SAO/AUO3: Board Policy Updates
	SAO/AUO4: Neogov Implementation
	SAO/AUO5: Increase HR Staffing
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