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SECTION 1.  OVERVIEW AND PLAN DESIGN 

1.1 Overview and Purpose of the Plan 

The purpose of the Human Resource Services (HRS) Program Review Plan 

(HRSPRP) is to establish the division’s planning goals/objectives, establish metrics for 

evaluating progress in meeting these goals, and to inform HRS practices by providing 

systematic integration into District-wide planning and evaluation. Accreditation Standard 

I, B.3. of ACCJC/WASC requires institutions to systematically assess and evaluate 

various practices towards achievement of institutional goals and objectives.  

The three primary objectives within this initial PRP are to:  

(1) Establish clear Service Area Outcomes (SAOs) and associated metrics 

that are consistent with Institutional and Division objectives, as well as 

Accreditation Standards;  

(2) Establish baselines against which future performance can be assessed 

and practices can be informed by data; and  

(3) Identify current and future resource requirements and priorities 

associated with each SAO. 

The HRSPRP works in conjunction with the Palomar College Strategic Plan 2013 

Annual Action Plan 2010-2011 (Appendix A-1) and the Draft Outline of the Program 

Review Plan (Appendix A-2), the latter of which was presented to the Human Resource 

Services Planning Council (HRSPC) on February 1, 2011. The HRSPRP is also 
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integrated into the District’s Integrated Planning Model (IPM), found at 

http://www.palomar.edu/strategicplanning/IntegratedPlanningModelFINAL.pdf and 

Resource Allocation Model (RAM), found at 

http://www.palomar.edu/strategicplanning/Resource_Allocation_Model.pdf. 

1.2  SAO Integration with Strategic Planning and Accreditation Recommendations 

The HRSPRP identified the following seven major SAO categories: 

    SAO 1: SAO and Evaluation Model Development; 

SAO 2: Hiring, Recruitment and Retention; 

SAO 3: Diversity and Equity; 

SAO 4: HRS Staff Performance; 

SAO 5: Policies, Procedures, and Labor/Employee Relations; 

SAO 6: Employee Performance Feedback and Training; and  

SAO 7: Information Requests and Records. 

Criteria for inclusion within a specific SAO included primarily: (1) consistency with 

areas identified within WASC Accreditation Standard III, Accreditation Site-Team 

recommendations, and the District’s Strategic Plan of 2013; (2) areas involving HRS 

practices with significant District impact; and (3) areas in which outcomes were both 

measurable and could inform future practices.  Appendix A-3 contains the links between 

Accreditation Standards, Strategic Plan 2013, HRS SAOs and the next cycle’s planning 

priorities. 

Notably, the HRSPRP responds specifically to recommendations indicated in the 

June 30, 2009 ACCJC Action Letter: 

http://www.palomar.edu/accreditation/ActionLetter_Response_EvalReport.pdf. 

http://www.palomar.edu/strategicplanning/IntegratedPlanningModelFINAL.pdf
http://www.palomar.edu/strategicplanning/Resource_Allocation_Model.pdf
http://www.palomar.edu/accreditation/ActionLetter_Response_EvalReport.pdf
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Specifically, the HRSPRP addressed the following ACCJC 2009 recommendations: 

 Recommendation # 2.1.e Staffing Master Plan: Addressed in SAO-2, 

Output-Staffing Master Plan. 

 Recommendation # 4.1-3 HRSPC and Program Review Process: 

Addressed in SAO-1, Output-Program Review Plan revision.  

 Recommendation # 6.3, 6.5-6 Board of Trustees Policies to Ensure Due 

Process and Avoid Retaliation: Addressed in SAO-5 Policies and 

Procedures and SAO-6 Evaluation, Outputs-Evaluation Process and Revision 

to BP 7150 Employee Evaluation. 

1.3  Context and Challenges 

 

HRS faces several contextual challenges in the design and implementation of an 

effective PRP.  First, HRS does not have adequate permanent staff to design the SAO 

evaluation model and conduct systematic SAO evaluation.  Second, unlike other areas 

of institutional review, HRS metrics and evaluation, in combination with service area 

outcomes, are less developed in the practical and research literature, particularly as 

compared with the SAO counterpart, student learning outcomes.   

1.4 Roles and Responsibilities.   

 

The primary responsibility for producing the Program Review Plan resides with 

Human Resource Services (HRS) and the HRSPC. Figure 1 depicts these roles and 

responsibilities.   
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Figure 1.  Program review and planning flowchart (Palomar Community College District Follow-Up Report, March 15, 2010). 

 While final authorization resides with the planning councils, primary design, 

revision, implementation and oversight responsibilities for each SAO and output is 

tasked to specific HRS staff, directed by the Vice President, HRS.  Specifically, 

planning, design and methods responsibilities are assigned to the HRS Analyst for all 

SAOs. Implementation typically falls within HRS managerial purview, as indicated in the 

Responsibility Matrix in Figure 2: 

Service Area Outcome 
Primary HRS Staff Assigned for Design and 

Implementation of SAO Measures and Practices 

SAO-1: SAOs, Evaluation Model and PRP 
Updates 

HRS Analyst with support from Manager-HRS 
Operations and Manager-Employment Services 

SAO-2: Recruitment, Hiring and Retention 
Manager-Employment Services with Support 
from HRS Analyst and IR&P 

SAO-3: Equity and Diversity 
HRS Analyst with support from Manager-
Employment Services and IR&P 

SAO-4: HRS Staff Performance 
Manager-HRS Operations with support from HRS 
Analyst 

SAO-5: Policies, Procedures and Employee 
CBAs/Handbooks 

HRS Analyst with support from Manager- HRS 
Operations  

SAO-6: Employee Performance, Training and 
Evaluation 

Manager-HRS Operations with support from HRS 
Analyst 

SAO-7: Records 
Manager-HRS Operations with support from HRS 
Analyst 

 

Figure 2.  Responsibility matrix for HRS SAOs. 

1.6  Resource Allocation 

 As noted briefly above, resource allocation is largely informed by the RAM: 

http://www.palomar.edu/strategicplanning/Resource_Allocation_Model.pdf.  The PRP 

falls within two sources of funding: (1) directly through Council priorities under the 

Division’s discretionary budget; and (2) through Strategic Plan Priority Funding (SPPF) 

under the District’s non-discretionary budget.  Specific allocation of resources 

http://www.palomar.edu/strategicplanning/Resource_Allocation_Model.pdf
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associated with the Council priorities and SPPF are contained in the Human Resource 

Services PRP Linkage to 2010-11 Budget Development contained in Appendix A-4.  

Presentations related to planning and resource allocation presented both to councils 

(HRSPC and SPC), as well as to the EEO Advisory Committee for the past planning 

cycle are summarized in Appendix A-5. 

1.6.1  Resource Allocations  

 Specific resources are identified within each SAO section. In the next planning 

cycle, HRS and HRSPC will focus on developing and implementing more precise ties 

between planning priorities and resource allocation and tracking.  This will allow HRS to 

better address resource needs in advance, as well as evaluate how effectively 

resources were allocated to meet specifically identified needs.  

1.7 Timeframes 

 SAO timeframes with associated major outputs, including identified priorities, are 

contained in Figure 3. Staggered timeframes were utilized to distribute workload for 

methods development.  Most SAOs and outputs alternate between periods of initial or 

formative design in which methods are developed, and periods of implementation and 

summative evaluation, during which practices are implemented and assessed.  The 

next cycle then redesign methods and practices based on outcomes from the previous 

summative evaluation.  As reflected in several outcomes in Figure 3, initial formative 

design tends to take slightly longer than subsequent design and revision processes. 
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Figure 3.  HRS SAOs with outputs and associated timeframes (2010-2012). 

Each SAO’s section concludes with detailed information regarding each SAO’s 

timeframes, outputs and priorities.  Future tracking of council and committee approvals 

of critical PRP-related documents will be established and monitored as indicated in 

Appendix A-6. 
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SECTION 2. SAO-1: SAO AND EVALUATION MODEL DEVELOPMENT 

2.1 Overview 

This section highlights the outcomes associated with the planning process in 

SAO identification and systematic evaluation model and methods development.  This 

provides the framework and general approach in developing and structuring the 

remaining six. 

All of HRS’s SAOs and evaluation models were in the formative stage; thus, the 

initial drivers of this SAO were to: (1) discern HR’s broader vision, mission and values 

and tie them to those identified at the institutional level; (2) identify the various SAOs for 

systematic evaluation based on HRS’s and the District’s mission, vision and values, 

Strategic Plan and the WASC Accreditation Standards; and (3) develop a general 

evaluation model and method that would provide consistent, reliable and valid baselines 

for the other SAOs. 

2.2 Outputs 

 This SAO includes four main outputs: (1) HRS mission, vision and values 

statement; (2) SAO development; (3) evaluation model development; and (4) PRP 

revision.  The outputs are primarily geared towards clarifying objectives and methods 

driving HRS planning. 

2.2.1 HRS Mission, Vision and Values 

In July, 2009, HRS conducted a Strengths, Weaknesses, Opportunities and 

Threats (SWOT) analysis workshop (see SAO-4 for HRS staff analysis), which included 

a component intended to lead to development of a Mission, Vision and Values 



HRS PROGRAM REVIEW PLAN 2010-2011   
 

May 19, 2011  8 

statement for Human Resource Services.  HRS broke into two teams to attempt to 

design a vision, mission and values statement that was: (1) consistent with the 

Institutional mission, vision and values; and (2) that reflected the unique role HRS plays 

in supporting student learning.  Once the two teams presented their respective versions, 

the HRS Leadership Team consolidated and refined the HRS vision, mission and values 

statement and ensured alignment with the revised Institutional mission, vision and value 

statement approved by SPC in November, 2009.  The final version is depicted in Figure 

4: 

 

               Figure 4.  HRS Mission, Vision and Values. 
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2.2.2 SAO Revision 

One of the major limitations noted in the original, 2008 version of the PRPs was 

that the indicated outcomes, while reflective of HRS practices and objectives, were not 

clearly aligned with the revised Strategic Plan 2013 and WASC Accreditation Standard 

IIIA.  Thus, the goal for HRS was to establish SAOs that could be tied to both 

Accreditation Standards and Strategic Plan objectives, while maintaining the activities 

and objectives identified in the 2008 PRP version.  Figure 5 outlines the key links 

between the newly proposed SAOs, Accreditation Standard IIIA and the revised 

Strategic Plan of 2013. 

  

 

 Figure 5.  Planning Ties from Accreditation and Strategic Planning to HRS SAOs and Outputs. 

2.2.3  Evaluation Model Development 

 As HRS did not have a systematic evaluation model in place for determining how 

to identify evaluation questions, develop a research methodology, and gather and 
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analyze relevant data, one of the first steps in the revised PRP process was to generate 

a systematic evaluation model to serve as a general scaffolding around which each of 

the various outcomes and outputs could be assessed. The HRS systematic evaluation 

model was developed based upon research and integration of various approaches 

within higher education, human resources and evaluation science.  The evaluation 

model (Figure 6) sought to address two primary goals: 1) to provide sufficient structure 

for specific outputs that examined availability of and ability to utilize a range of data 

sources, including stakeholder input, and 2) to identify and optimally use available and 

anticipated resources. 

 

Figure 6.  HRS Evaluation Model [adapted from Miller (2008), and Edwards, Scott and Raju (2008)].   
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2.3 Resource Requirements 

 SAO-1 will require additional human resource services staffing for ongoing 

evaluation and revision.  Evaluation model modifications will be addressed from a 

resource perspective within the resource requirements of the individual outputs and 

outcomes, where applicable.   The anticipated resources associated with this SAO are: 

 HRS Analyst: Responsible for the planning documentation, design, and revision of 

the PRP, SAOs; data collection and analysis;  and associated outputs and metrics; 

 Metrics Training: Providing sufficient training for personnel responsible for HRS 

metrics to ensure valid and reliable methods, as this is an emerging field and the 

shift to an SAO model requires greater knowledge of data collection and analysis 

strategies; 

 Operations/Staff Time: Staff time for review, data collection, and input into the 

various SAOs on an ongoing basis. 

2.4 Next Cycle Planning Priorities 

 The next planning cycle will implement the SAOs indicated.  The effectiveness of 

the measures associated with the SAOs will be evaluated, and a methodology for 

linking specific resources to each SAO and output will be developed. 
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SECTION 3.  SAO-2: RECRUITMENT, HIRING AND RETENTION 

3.1  Overview 

This SAO consists of three (3) primary and non-discrete outputs: (1) the Staffing 

Plan with retention and attrition analyses; (2) Job Description Analyses; and (3) 

Advertising and Recruitment.  Consistent with ACCJC Accreditation Standard III.A and 

Strategic Plan 2013 Goal 4, the objective of this SAO is to optimize resources to ensure 

recruitment, hiring and retention of highly qualified employees.  There is considerable 

overlap between SAO-2 and the equal employment opportunity (EEO) portions of SAO-

3 Equity and Diversity; thus, these two SAOs will share some metrics by design.  The 

significant dividing line between SAO-2 and SAO-3 is that the former focuses more 

heavily on resource allocation as pertains to staffing needs and levels generally, while 

the core issue for the latter is the proportion of current and anticipated staffing by Title 5 

monitored group status. These two SAOs and their primary outputs, the Staffing and 

EEO Plans, respectively, are intended to operate together and inform/be informed by 

other District plans and Master Plans. 

3.2   Outputs 

 3.2.1  The Staffing Plan 

The Palomar Community College District Staffing Master Plan 2016 (Staffing 

Plan) is the main output for SAO 2, and details a systematic approach to identifying and 

prioritizing the District’s staffing needs over a six-year planning period.  The Strategic 

Planning Council accepted the Staffing Plan in March, 2011 

(http://www.palomar.edu/strategicplanning/StaffingPlan2016Final.pdf).  Linked to 

http://www.palomar.edu/strategicplanning/StaffingPlan2016Final.pdf
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the District’s other planning processes, the Staffing Plan details the human resources 

required in furtherance of the District’s vision, mission and values.  The Plan itself, as 

addressed in Goal 4, Objective 4.2 of the 2013 Strategic Plan, is both the process and 

product by which the District evaluates and recommends staffing actions.   

The Plan utilizes a phased approach, with the first and formative evaluation 

phase focused on establishing staffing baselines measured through gap analysis of 

minimum to optimum staffing levels and staffing prioritization for new and vacant 

positions.  Gap analysis examines current staffing levels against current and future 

demands informed by data, assumptions, and known constraints.   Priorities analysis is 

determined through a ranking system by the District’s four division planning councils 

and a fifth group, the Superintendent/President’s Group (SPG).  Taken together, the 

gap and priorities analyses provide the general foundation from which general staffing 

practices are informed.  Once the staffing priorities and needs are determined, the Plan 

is the vehicle that communicates priorities and needs to the Strategic Planning Council.  

The recommendations contained in the Staffing Plan help guide executive leadership in 

optimizing resource allocation as pertains to staffing decisions.  Figure 7 illustrates how 

the District’s human resource plans (EEO Plan and Staffing Plan) are driven by and tied 

to specific Strategic Planning goals and objectives. 
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               Figure 7.  Connection Between SP 2013 and the Staffing Plan. 

Both the Staffing and EEO plans rely on EE06 occupational categories, general 

employment categories reported by all employers to the Federal government used in 

the analysis of compliance to equal employment opportunity law.  These same 

categories are used for reporting employee demographic MIS data to the State 

Chancellor’s Office; thus, using the EE06 categories allows for Plan integration of data 

the District already collects and reports and for easier comparison between the two 

major HRS plans. The EE06 categories include: (1) executive, administrative and 

managerial; (2) faculty; (3) professional (non-faculty); (4) clerical/secretarial; (5) 

technical/professional; (6) skilled crafts; and (7) service/maintenance. (For definitions of 

each category, see: http://www.cccco.edu/Portals/4/eball.pdf).  From these categories, 

employee data are analyzed across five job classifications: (1) educational administrator 

and (2) classified administrator (EE06 category 1); (3) full-time faculty and (4) part-time 

faculty (EE06 category 2); and (5) classified staff (EE06 categories 3 through 7).   

http://www.cccco.edu/Portals/4/eball.pdf
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Figure 8 depicts the District and Division-level summaries of human resource 

needs identified by the Staffing Master Plan 2016, while Figure 9 provides the District-

level gap analysis from minimum to optimum across the forecasted planning horizon. 

 

Figure 8.  District Staffing Levels from Minimum-Actual to Optimum for FY 2010-11 (Staffing Master Plan 2016). 

 

                       Figure 9. District-Level Staffing Gap Analysis 2010-11 to 2014-15 (Staffing Master Plan 2016). 
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One area of particular concern for HRS is the attrition analysis.  Attrition can be 

largely invisible to most divisions, but for HRS, the costs associated with replacing 

positions can be significant.  Figure 10 indicates the attrition rate across EE06 

Occupational Categories over a ten-year average.  Particularly significant from an HRS 

perspective is the high number of administrative attrites—many of these positions are 

both critical and difficult to fill. 

EE06 Occupation Head Count Attrition Percentage 

1  Educational & Classified Administrators 38 13.8% 

2  Full-Time Faculty 284 4.5% 

3  Professional (Non-Faculty) 38 18.8% 

4  Clerical/Secretarial 247 9.0% 

5  Technical/ Paraprofessional 109 9.9% 

6  Skilled Crafts 19 6.3% 

7  Service/Maintenance 47 11.8% 

Average Across EE06 Categories 781 8.3% 

 
Figure 10.  Attrition Data Across EE06 Occupational Categories 2000-01 through 2009-10 (10-year averages).  Source: Institutional 
Research and Planning, District historical attrition rates based on fall staff data (MIS EB) submissions to the CCCCO.  *Note: an 
employee is considered to have attrited during the year if she/he was not in the same EE06 occupation the following fall. 

Another trend taken in conjunction with the attrition rate data is forecasted 

attrition due to cohort retirements.  In looking comparatively at the full-time faculty and 

administrator data (Figures 11 and 12, respectively), the cohorts are aging over time; 

thus the 50 years and over age category is increasing, while the under 50 year category 

simultaneously decreases. By way of contrast, the classified employee category shows 

relatively constant distributions across the two age groupings (Figure 13). The potential 

for a large wave of retirements from the full-time faculty and administrator groups 

represents a possibly significant staffing challenge for HRS. 
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                                       Figure 11.  Age Comparison of Full-time Faculty, Fall 2004-2009. 

 

                                        Figure 12.  Age Comparison for Administrators, Fall 2004-2009. 

                   

                                   Figure 13.  Age Comparison for Classified Employees, Fall 2004-2009. 
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The initial Staffing Master Plan 2016 was completed and accepted in March, 2011.  The 

Staffing Master Plan 2016 will next be updated in Fall, 2011. 

3.2.2  Job Description Analysis 

Through review of a larger database of standardized job descriptions and 

content-valid applicant testing materials, the District strives to ensure both that a broad, 

diverse range of applicants are attracted and that, ultimately, the best candidate is 

matched with the needs of the specific position. The District has subscribed to the 

Cooperative Organization for the Development of Selection Procedures (CODESP) to 

support this objective.  The primary uses for CODESP include job description creation 

and development of applicant testing and interview materials.   In addition, HRS was 

granted Strategic Planning Project Funds (SPPF) to purchase a license to and 

implement PeopleAdmin, an applicant tracking system which contains the ability to 

electronically create job descriptions and link them to recruitment and performance 

evaluation. These tools support the District’s commitment to diversity of faculty, staff, 

and administration. 

3.2.3  Recruitment and Advertising   

3.2.3.1 Recruitment. 

HRS annually collects and analyzes longitudinal data regarding recruitment.  The  

available data reflect a relatively low number of recruitments (n=12) for the 2009-10 

year, which largely reflects impact of the modified hiring freeze, as the District had 92 or 

10.7% funded, but vacant permanent positions for FY 2010-11 (see Figure 14 and 

Staffing Master Plan 2016).  HRS will increase emphasis on and analysis of recruitment 
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success rates, latencies, and diversity of applicant pools in fiscal year 2011-12 as part 

of the plan for this SAO.   

                                 

                       Figure 14. Recruitment totals by EE06 employment category (2009-10). 

3.2.3.1 Advertisement. 

Human Resource Services (HRS) utilizes a wide variety of employment 

advertising venues to attract large, diverse applicant pools for each advertised position 

(see Appendix B-1).  Depending on the type of position, these resources consist of 

advertisements on higher education, general employment, diversity-related, and 

position-specific websites and print publications; direct mailings of position 

announcements to other educational institutions and/or other appropriate agencies; 

postings on the District’s web site and job line; and emails to interested candidates 

listed in the California Community Colleges Registry (the Registry) database (Palomar 

College Advertising Resources). 

Although the District utilizes an extensive range of advertising resources to 

attempt to maximize applicant pool diversity, most applicants report learning about open 

positions at Palomar from a handful of resources--in light of mounting budgetary 
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constraints, this finding is particularly important.  For all positions, the top three 

resources used by applicants for 2009-10 and 2010-11 were as follows: 

 Palomar College website (www.palomar.edu/hr/palomarjobs.htm) 

 San Diego Craigslist website (sandiego.craigslist.org) 

 EdJoin website (www.edjoin.org) 

The three resources used above were also the most-used by applicants for classified, 

Confidential and Supervisory Team (CAST), and administrative positions for both 2009-

10 and 2010-11.  Faculty applicants reported that they primarily used the following 

advertising resources for 2009-10 and 2010-11: 

 Palomar College website (www.palomar.edu/hr/palomarjobs.htm) (25.0% for 

2009-10 and 17.33% for 2010-11) 

 Colleague/Friend/Relative (25% for 2009-10 and 14.40% for 2010-11) 

 HigherEdJobs website (www.higheredjobs.com) (16.67% for 2009-10 and 

19.47% for 2010-11). 

Qualified candidates interviewed and eventually hired for all types of positions 

predominantly report learning about positions from the Palomar College website 

(40.74% of those hired in 2010-11) and colleagues/friends/relatives (18.52% of those 

hired in 2010-11).  Additionally, a notable proportion of classified hires in 2009-10 and 

2010-11 reported learning about vacancies directly from Human Resource Services 

(11.11% and 11.76%, respectively), and in 2010-11, a considerable number of classified 

hires reported using the EdJoin website as a resource (11.76%).  In 2009-10 and 2010-

11, two successful CAST hires out of the total of four Administrative and CAST positions 

filled during those years reported using the Southern California Higher Education 

http://www.palomar.edu/hr/palomarjobs.htm
http://www.higheredjobs.com/
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Recruitment Consortium website (SoCal HERC, www.socalherc.org) as their advertising 

resource.  One of the faculty hires in 2010-11 indicated learning about the position from 

a website specific to the academic discipline of the position, and three opted not to 

report the advertising sources they used (Palomar College Employment Advertising 

Data, 2009-10 and 2010-11). 

The least successful advertising resources were the publications and web 

resources that traditionally provided access to underrepresented groups (The Chronicle 

of Higher Education print publication and website (www.chroniclecareers.com),  and for 

public access (the California Community CollegeRegistry at 

https://www.cccregistry.org/jobs/index.aspx).  These resources were formerly among 

the top resources applicants indicated every year.  In 2009-10 and 2010-11, however, 

only one candidate reported learning about a position from the Chronicle of Higher 

Education publication, and 16 out of a total of 387 faculty applicants (4.1%) used the 

Chronicle’s website. In prior years, the percentage of applicants using the Chronicle’s 

website ranged from a low of 6.9% to a high of 13.5% between the years of 2004-05 

through 2007-08 and resulted in three (3) hires.  The print and web versions of the 

Chronicle did not yield any hires for 2009-10 or 2010-11.  In 2009-10 and 2010-11 the 

Registry attracted 4.29% and 12.80% of faculty applicants respectively and no hires, 

whereas from 2004-05 through 2007-08, the Registry accounted for 14.8% to 17.68% of 

faculty applicants and yielded three (3) hires. 

The main trend for classified positions is that a large number of applicants are 

now using two additional websites, San Diego Craigslist and EdJoin.org, as advertising 

resources.  The District began using these two resources in 2007-08.  The Palomar 

http://www.chroniclecareers.com)/
https://www.cccregistry.org/jobs/index.aspx
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College website has consistently been the top resource used by classified hires from 

2005-06 to the present.  An assessment of advertising trends for these positions over 

time indicates that a wider variety of resources are used when compared with other 

applicant groups, with the Palomar College website serving as the most-used resource 

for applicants, interviewees, and hires.  Other venues utilized by administrative and 

CAST hires include SoCal HERC, the Registry, HigherEdJobs.com, and the Chronicle 

website. 

The data from 2009-10 and 2010-11 indicate two important trends: Applicants 

predominantly used web resources during the employment search process and the 

best-qualified candidates interviewed and hired also learned about open positions 

through colleagues, friends, or relatives (Figure 14 depicts aggregated advertising data 

for 2010-11; see Appendices B2-B5 for breakdowns by employee group).   
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Figure 14.  Advertising sources indicated across all positions and all applicant stages for 2010-11. 

Additionally, the most successful advertising resources cost little to nothing to 

use.  Of the fee-based websites, HigherEdJobs.com is currently the most cost-effective 

resource-the District posts faculty ads on this site with a fee of $1,895 for unlimited 

postings. Craigslist costs $25 per ad and the Palomar College website and EdJoin.org 

are free.  SoCal HERC, although more expensive with an annual fee of $2,800, enabled 

the District to successfully hire well-qualified candidates for two difficult-to-fill CAST 

positions. 
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The District will continue to advertise in a wide variety of venues to attract diverse 

and well-qualified applicant pools and evaluate the effectiveness of each advertising 

resource. HRS utilizes an employment advertising agency, JobElephant, which provides 

detailed information about advertising resources and assists in developing cost-effective 

advertising campaigns for the District. Each year during the spring semester, HRS staff 

review the effectiveness of the year’s selected advertising resources with JobElephant 

to decide on the resources to utilize the following year based upon cost, relevance, prior 

effectiveness, and number of job seekers likely to use them. 

To buttress the effective of its own website, HRS is currently in the process of 

revising the HRS website to update content, simplify navigation, enhance visual appeal, 

and ease viewing for those with visual disabilities.  All these actions could have a 

positive impact on potential job seekers (see SAO-6).  Discussed in detail below, in 

November 2010, the Strategic Planning Council approved one-time funds through 

Strategic Planning Priority Funding to implement PeopleAdmin, an online applicant 

management system, in 2011-12.  PeopleAdmin will shift the District’s employment 

application process from a paper-based system to a web-based system that will allow 

applicants to complete and submit employment applications online.  As PeopleAdmin 

will be linked to the HRS website and allows applicants to easily complete the 

application process and store their data for use in future applications, the potential result 

could be a greater number of applicants and increased diversity of applicant pools. 

HRS is also investigating the use of social media in employment and developing 

plans for utilizing available tools.  Many popular social media outlets, such as Twitter 

and Facebook, are free to use, and could result in better promotion of open positions 



HRS PROGRAM REVIEW PLAN 2010-2011   
 

May 19, 2011  25 

through word of mouth and reach passive job seekers not actively looking for 

employment through traditional employment advertising venues. The District has piloted 

the use of these resources in 2010-11, and will continue development in 2011-12 and 

beyond. 

3.3  Resource Requirements 

While the Staffing Plan is integrated with all other aspects of the District's 

planning processes, District staff currently manually compiles and integrates all data 

and information related to positions.  This manual compilation and integration limits the 

District's ability to iteratively update the Staffing Master Plan in response to the planning 

councils’ and SPG’s input.  To perform this data and information integration 

electronically, the District will upgrade PeopleSoft.  The Strategic Planning Council has 

allocated $45,000.00 in 2010-11 SPPF (Strategic Planning Priority Funding) to 

implement appropriate upgrades, including the Position Monitoring module.  This 

module will assist in automating data collection and reporting for the Staffing Master 

Plan.  Estimated maintenance costs for this module are outlined in Appendix B-6.   

Recognizing that manual application processes would not well serve the District’s 

equal opportunity responsibilities and reporting, SPC approved one-time SPPF 2010-11 

funding of $67,000.00 to implement on-line application and applicant tracking software. 

This software will be implemented in 2011-12, and will significantly enhance applicant 

access to employment opportunities. 

3.4  Next Cycle Planning Priorities  

 The next planning cycle will focus on the following planning priorities: 
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 Implementation of PeopleSoft upgrades, specifically Position Management and 

PeopleAdmin and addition of HRS PeopleSoft Applicant Tracking Help Desk staff 

to respond to addition of online questions, issues and process flow;   

 Staffing Master Plan annual update; 

 Development of job description metrics, updates and formative analysis; 

These priorities automate previously manual processes.   
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SECTION 4.  SAO-3 EQUITY AND DIVERSITY 

4.1 Overview 

The primary objective of this SAO is determining to what extent and through 

which practices Palomar can best encourage equal opportunity and a climate and 

culture of inclusion; this SAO primarily speaks to ACCJC Accreditation Standard III.A.3 

and III.A.4, as well as Strategic Plan 2013 Goal 4, Objective 4.1. While the primary 

responsibility for this area resides with the Vice President of HRS, at present (unlike 

many other community colleges) Palomar does not have a permanent employee 

resource to utilize for day-to-day operational equity and diversity issues or for the 

longitudinal study of these issues, nor an assigned project specialist.  

4.2 Outputs 

 This broad objective has four primary outputs: (1) revision of the Title 5 EEO 

Regulations and approval; (2) creation of a formative EEO Plan; (3) non-discrimination 

and harassment investigations processes and outcomes; and (4) institutional training 

and awareness of diversity and equity.   

4.2.1 Title 5 EEO Regulations 

HRS participated in a statewide writing team that drafted revised Title 5 EEO 

Regulations, which were approved by the State Board of Governors in March, 2011.  

The Vice-President, Human Resource Services served as the writing team chair, while 

a project specialist served as a member of the writing team itself. In addition to 

numerous meetings with the writing team and regional presentations to ACHRO/EEO 

and other community college leaders, the writing team conducted an ongoing state-wide 
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dialogue to support regulation development and revision, and conducted studies to 

document the mandated cost neutrality of the proposed regulations.  The revised Title 5 

EEO Regulations as presented to the BOG March, 2011 can be accessed at: 

http://www.cccco.edu/Portals/4/Executive/Board/2011_agendas/mar_2011/1_3_eeo.pdf 

Appendix C-1 contains the Consultation Council Digest drafted to assist in review and 

approval of the revised Title 5 EEO Regulations.  The Title 5 DOF study can be 

accessed at: http://www.palomar.edu/hr/researchandplanning/. 

4.2.2 EEO Plan 

The EEO Plan introduces an ongoing, systematic and utilization-focused 

approach to evaluating current District practices.  The primary goal of the Plan is to 

assess which EEO practices best ensure equal treatment of all applicants and 

employees, to ensure that those practices are supported by institutional data, and 

ultimately to create a culturally inclusive environment that maximally supports a diverse 

workforce.  In furtherance of this goal, the Plan’s 14 Components focus on four (4) 

general areas of emphasis built to work with revisions to CCR Title 5, Section 53001, et 

seq.:   

(1) Introduction of Systematic Evaluation and Use of Multiple Measures Tied to 

Specific EEO Practices; 

(2) Improved Employee Training on the Plan, Relevant Policies and Procedures, 

and Applicable Laws with Applications;  

(3) Improved Standardization and Assessment of Complaint Processes; 

http://www.cccco.edu/Portals/4/Executive/Board/2011_agendas/mar_2011/1_3_eeo.pdf
http://www.palomar.edu/hr/researchandplanning/
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(4) Increased District and Community Awareness of the EEO Plan and its 

Objectives. 

The EEO Plan works in conjunction with the Staffing Plan to inform District Staffing 

practices and decisions (Figure 15). 

 

              Figure 15.  Connection Between SP 2013 and the EEO Plan. 

The 2008 PRP provided some baseline data for analysis of EEO; however, delays in the 

approval of the Title 5 EEO Regulations, which largely govern this area, have left the 

associated EEO Plan design in a development stage.   

The EEO Plan is structured to mirror the PRP and SAO process in terms of 

systematic evaluation, is built around a newly designed multi-factor integrated model 

(Appendix C-2), and consists of fourteen (14) main components driven largely by the 

revised Title 5 EEO Regulations: 

Component 1 Introduction and Plan Design 

Component 2 Equal Employment Opportunity Policy 

Component 3 Definitions 

Component 4 Responsibility, Authority and Compliance 
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Component 5 EEO Advisory Committee 

Component 6 Complaint Processes 

Component 7 Notification to Employees 

Component 8 Notification to Community Organizations 

Component 9 Training 

Component 10 Methods for Assessing EEO Practices 

Component 11 Analysis of Workforce 

Component 12 Analysis of Applicants 

Component 13 EEO Practices: Overview and Evaluation  

Component 14 Recommended EEO Practices Based on Analyses 

 

 The first implementation of the Plan is developmental and formative; it aims at 

collecting baseline data on current practices to evaluate their efficacy over time.  The 

revised Title 5 regulations contain a best practices section, Section 53024.1, which 

forms the basis for measuring District EEO practices under the PRP and the EEO Plan.  

Figure 16 outlines the connection between the various Section 53024.1 practices and 

the associated SAOs. 

 

   Figure 16. Title 5 Section 53024.1 practices tied to HRS SAOs and Outputs. 
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4.2.2.1  Summary EEO Data 

The accreditation self-study in 2002 recommended that Palomar College 

restructure its hiring practices to ensure a more diverse workforce within the District, 

and in particular, more diverse faculty; meeting this goal during a hiring freeze has 

proven challenging, as one clear way to increase diversity is through hiring of diverse 

applicants.  The hiring data over 2005-2010 suggest Palomar will likely benefit from 

many of the systematic evaluation practices that will be implemented through the EEO 

Plan (Appendix C-3)—these will allow for some understanding both cross-sectionally 

and longitudinally as to how specific hiring and EEO practices impact diversity (e.g., 

timing of recruitments and committee training on diversity).  Figure 17 provides an 

analysis of the 2009-2010 applicant demographics through each stage of the hiring 

process.  

 

                         Figure 17. Aggregated applicant demographics across recruitment and hiring stages, 2009-2010. 
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A more detailed analysis, both in terms of changes reflected between applicant to 

interviewed totals by monitored group, is contained in the EEO Plan. 

 The employment data over the period from 2004-2010 reflect some overall 

improvements in terms of diversity. From 2010 employee totals, employee sex 

distribution were fairly even in four of the seven EE06 Occupational Categories, 

including full-time faculty (47% female), part-time faculty (49% female), administrators 

(56% female), and technical (42% female), with one of the categories that had been 

significantly underrepresented in 2004 (just 13% male for the professional category) 

climbing to 30% in 2010 (Figure 18). 

 

Figure 18.  Sex comparison across EE06 Categories, 2004-2010 (Source: IR&P, 2011). 

 In terms of monitored race-ethnicity, the proportions of historically 

underrepresented groups have shown modest, but general improvement over the 2004-

2010 timeframe.  This raises two questions for analysis within the EEO Plan and the 

next planning cycle: (1) how is the District performing in terms of retaining diverse 
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employees; and (2) how is our diversity changing or not changing as a function of 

recruitment and hiring.  With a modified hiring freeze in place for portions of the period 

under analysis, significant shifts in employee demographics were not evident, nor 

expected.  Figure 19 reflects the employee totals from 2004-2010 for Title 5 EE06 

reported groups by race-ethnicity collapsed across employment units. Viewed in terms 

of percentages, there was a slight overall decrease in White, non-Hispanic employees 

from 2004 to 2010 (76% to 74%), with a slight overall increase in Hispanic employees 

over the same timeframe (13% to 17%).  By employee group, there were few changes 

across monitored racial-ethnic groups from 2004-2010, with the exception of the 

Hispanic category.  For instance, under the Clerical employee group, employees 

identifying as Hispanic rose from 19% in 2004 to 29% in 2010, while those identifying as 

White, non-Hispanic dropped from 72% to 66%. A similar trend was observed in the 

Skilled employee group, with 26% identifying as Hispanic in 2004 and 40% in 2010, with 

a concurrent drop in those identifying as White, non-Hispanic from 53% in 2004 to 45% 

in 2010. 

 

          Figure 19.  Race-ethnicity totals by race-ethnicity for EE06 employee groups, 2004-2010 (source: IR&P, 2010).  
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 Again, the EEO Plan will analyze both employee and applicant demographics in 

greater detail and attempt to assess the impact of specific District practices on the 

outcome of employee diversity. 

4.2.3  Non-Discrimination and Harassment 

 Before 2009 HRS did not have a standardized approach to discrimination and 

harassment investigations and tracking.  Without standardization and tracking, it was 

difficult to discern any patterns in the numbers and types of discrimination and 

harassment complaints that could help inform as to which human resource practices 

worked, required revision and/or areas in which additional practices were warranted. 

In Fall 2009, HRS commenced a standardization and assessment effort aimed at 

two primary objectives: (1) create a systematic set of templates and processes for 

discrimination and harassment complaint intake, investigation and reporting; and (2) 

establish a tracking system to ensure timely response and data collection from which 

analyses could follow that would inform future practices.  Thus, the discrimination and 

harassment output is in a formative stage of evaluation.  From these baseline 

standardized processes and data, revisions to discrimination and harassment 

procedures, as well as possible future practice revision and implementation will follow. 

4.3.2.1 Discrimination and Harassment Complaints. 

 From October, 2009 to April, 2011, HRS received 15 Title 5 discrimination and/or 

harassment complaints.  Of these, ten (10) advanced to full investigations, while the 

other 5 were eventually dismissed due to complainant non-response.  Of the ten for 

which investigations were conducted or are in progress, the breakdown is as follows: 
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 Only one (10%) involved both an employee as the complainant and the 

respondent.  One complaint involved two student workers.  Thus, 9 or 

90% involved students either as the complainant, respondent or both. 

 Sexual harassment-only complaints comprised 60% (n=6) of those 

investigated, while discrimination-only comprised 20% (n=2).  Combination 

complaints (both sexual harassment and discrimination) constituted 20% 

(n=2) of all complaints.  One complaint of reverse discrimination (10%) 

was received. 

 Sufficient evidence was found in two (2) or 25% of the eight (8) completed 

investigations; both of these complaints were based on sexual 

harassment.  Two investigations are still in-progress. 

 Case analysis of discrimination and harassment complaints over the planning 

cycle reveals several trends, notably: (1) higher proportions of student-to-student 

complaints and/or complaints involving students; (2) increased use of electronic devices 

in harassment complaints (e.g., “sexting” and sharing of explicit photos); and (3) general 

misunderstanding of the concept of retaliation as pertains to discrimination and 

harassment.  At the same time, the forms of harassment and discrimination have 

become more subtle and/or covert; thus, the complaints alleged less a single instance 

of severe conduct, but rather conduct that is both more subtle and more pervasive.  

Most of the complaints alleged multiple bases/protected statuses for the complaint; 

thus, the complexity of the investigations and, correspondingly, the time required for 

making an administrative determination have increased.  Another complicating factor is 

that several cases required coordination between multiple departments and/or divisions; 
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in general, complaints involved at least three different departments/divisions (Human 

Resource Services, Student Affairs-Student Services and Campus Police).  Two 

complaints required a risk assessment for potential violence towards others. 

4.3.2.2 Process Standardization.   

One area of major improvement was the standardization of notification and 

investigatory processes associated with Title 5 discrimination and harassment 

investigations.  Standardized notices and forms were created for each stage of the 

investigation, including: notice to the Chancellor’s Office of receipt of 

discrimination/harassment complaint; notice of findings and report template; extension 

request letters; notice of appeal findings; and interview protocol (Appendix C-4).  As 

these investigations have become increasingly frequent and complex, having a 

standardized process better ensures fairness, thorough handling of complaints and 

timely compliance with Title 5 requirements.  In addition, a standard triage and intake 

protocol has allowed for prompt e-mail notification of complaints received in HRS to 

other affected departments/divisions (i.e., Student Affairs and Campus Police) for 

coordinated response, where warranted. 

4.2.4  Institutional Training and Awareness 

 Training and awareness focused on three aspects in this planning cycle: (1) 

implementation of AB 1825 Online Harassment Prevention Training; (2) conducting a 

Diversity Event and collecting data both on the event and diversity climate at Palomar; 

and (3) development of an EEO, Diversity and Equity website. 
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4.3.2.1 AB 1825 Harassment Training.   

In compliance with AB 1825, in May, 2010 the District offered sexual harassment 

training to all administrators, confidential and supervisory team (CAST) employees, 

supervisors, managers, department chairs, deans, directors and HRS staff.  125 

employees were offered training.  The training was administered online using the 

Keenan SafeColleges course entitled “Sexual Harassment: Policy and Prevention (AB 

1825 full-course),” which contained two-hours of instruction, including scenarios and 

quizzes.  Contact information for the Vice President of Human Resource Services was 

provided at the bottom of each training slide and legal counsel was available for 

consultation to respond to any questions regarding the training. 

 Use of the online course was deemed a success, as it did not require additional 

expenses beyond what the District already incurs through Keenan and Associates for 

other services.  Apart from normal log-in difficulties, of 125 employees who completed 

the course, only one experienced a technical difficulty requiring manual input of course 

completion; no employee complaints as to the content of the course or the delivery 

method were received. As of April, 2011, 96% of assigned employees had completed 

the training.  Human Resource Services had a 100% on-time completion rate.  

4.3.2.2 Diversity Event.   

The EEO Advisory Committee sponsored the 7th annual Unity and Diversity 

Event on Thursday, April 7, 2011 (see: Appendices C-5 through C-7).  The Committee 

begins planning for the event four months in advance, gathering recommendations for 

topics and keynote speakers, as well as entertainment, through interactive discussions 

among the Committee members.   The Diversity Event consists of both afternoon and 
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evening events.  The Committee coordinates with the Office of Student Affairs to 

organize and promote the afternoon event.  The afternoon event began two years ago 

to promote and better inform the students about the evening event.  The evening offers 

live entertainment from diverse performers, an inspirational keynote speaker, a range of 

different foods from around the world and panel discussions with open microphone 

sessions aimed at raising awareness and encouraging dialogue around current and 

critical diversity and equity issues.  The event is attended by students, faculty, staff and 

members of the community.  The webpage describing the April, 2011 Diversity Event is 

provided in Appendix C-5. 

 One notable change in this year’s Diversity Event was the inclusion of a survey 

instrument to gather data about the Event and attendees, as well as get their feedback 

on a range of diversity topics.  Fifty-nine (59) event participants filled out cards 

indicating their e-mail addresses; these were then input into a SurveyMonkey 

distribution list.  One week after the event, participants received a 13-item online survey 

(Appendix C-8) that examined respondent perceptions of the day and evening events, 

means of learning about the Event, climate at Palomar College across various 

monitored group statuses, and possible future diversity event training needs and 

themes. The response rate was 30.5% (n=18) with the following breakdown: 

students=12 (66.7%); employees=5 (27.8%); and community members=1 (5.6%). Most 

respondents attended either the Evening Event only (86.7%) or the Day and Evening 

Events (13.3%). Over 60% of respondents had attended two or more Diversity Events, 

while 58.8% (n=10) indicated that they also participated in District diversity-related 

programs, trainings clubs or activities.  The most effective form of advertising for the 
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Diversity Event was word-of-mouth (75% of respondents), with print and electronic/web-

based advertising both coming in at 16.7% each.  Notably, 72% of respondents 

indicated that it was either highly likely or likely that they would attend future diversity 

events. 

 The data for the remainder of the survey are depicted below, specifically: 

responses rating satisfaction with the Daytime and Evening Events (Figures 20 and 21, 

respectively), impact of event aspects on raising respondent’s awareness/knowledge 

about diversity (Figure 22), and evaluation of District practices regarding and interest in 

events and/or trainings pertaining to specific monitored groups (Figures 23 and 24, 

respectively). 

 

    Figure 20.  Respondent satisfaction with Daytime Diversity Event (2011). 
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         Figure 21.  Respondent satisfaction with the Evening Diversity Event (2011). 

 

Figure 22. Respondent Perception of Diversity Event activities effectiveness in increasing knowledge/awareness (2011). 
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         Figure 23. Respondent ratings of District practice effectiveness across various monitored categories (2011). 

 

       Figure 24. Respondent interest in events and trainings focused on specific monitored groups (2011). 

4.3.2.3 EEO, Equity and Diversity Webpage.   

In conjunction with updating the HRS website, a new need was realized: creation 

of an equity and diversity webpage to allow for wider distribution of the EEO Plan, basic 

employee training, and easy access to District forms and processes. Review of both 
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college and university diversity, EEO, discrimination and harassment webpage content 

revealed a list of common areas of coverage (see Appendix F-6).  These, in conjunction 

with the items identified under the revised Title 5 EEO Regulations and by extension the 

EEO Plan, formed the basic content areas for the design of the new EEO, Equity and 

Diversity webpage.  A color-scheme and draft sitemap was developed (Appendix C-9) 

and several meetings conducted with a Project Team consisting of two HRS Managers, 

two HRS staff members, an HRS Project Specialist and representatives from Academic 

Technology Resources to examine ease of use, particularly for website users with 

disabilities. 

4.4 Resource Requirements 

At present, the only resources associated with this SAO have been significant 

staff time.  The EEO Plan itself, as well as most of the outcomes for this SAO, are 

funded through restricted EEO funds.  Given the uncertainty of restricted funding, the 

EEO Plan and this SAO are designed to maximize available resources (i.e., use of 

existing resources like Keenan SafeColleges online training for diversity, discrimination 

and harassment awareness).  Discrimination and harassment investigations are 

conducted by the Vice President of HRS along with a project specialist; again, the main 

cost is staff time.  A breakdown of the Title 5 EEO restricted funds for 2009-10 is 

provided in Appendix C-10.  

4.5     Timeframes 

The additional work and delays associated with approval of the revised EEO 

Regulations caused corresponding delays in progress on implementing an EEO Plan. 

Steps completed towards this objective are as follows: 
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1) Review of system Model Plan and Title 5 (this revealed inherent flaws in both 

the methods and legality of the existing regulations)—this required 

development of a new EEO paradigm and methods (contained in revised Title 5 

Regulations—see specifically Section 53024.1); 

2) Revised Title 5 for compliance with Proposition 209 (approved by Board of 

Governors in March, 2011 and awaiting DOF approval of cost analysis). 

At present, the EEO Plan is being drafted for compliance with the revised Title 5 EEO 

Regulations.  Assuming timely approval by DOF, drafting of the EEO Plan will complete 

in Fall, 2011.  Adoption of the EEO Plan will be rescheduled to Spring 2012, with 

implementation and assessment in Fall, 2012 and Fall 2013, respectively. 

4.5 Next Cycle Planning Priorities 

 The next planning cycle for this SAO and will center on design, approval and 

implementation of the EEO Plan. Commensurate with this will be both the 

implementation of PeopleAdmin and online applicant tracking, as well as extensive 

training of and revising the role of the Equal Employment Opportunity (EEO) Advisory 

Committee. Under the new Title 5 Regulations and proposed EEO Plan, the EEO 

Advisory Committee takes a more central role in training and establishing planning 

direction for equity and diversity. Part of the proposed actions for the next planning 

cycle is to extend online diversity and equity training to the entire campus community 

and to develop a student orientation program that focuses on issues of inclusion, and 

discrimination and harassment policy.  Training aspects will also include finalization and 

implementation of an Equity and Diversity website to allow easy access to policies and 

procedures, the EEO Plan, and relevant links and forms. 
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There will also be a focus on updating policies and procedures pertaining to 

equity and diversity, specifically: AP 3420 Equal Employment Opportunity, BP/AP 3430 

Prohibition of Harassment, AP 3435 Discrimination and Harassment Investigations and 

Training, subject to implementation negotiations with representative unions as 

appropriate.  In addition, a new policy on anti-hate/anti-bullying will be drafted.   

Finally, the 2010-11 cycle disclosed a need for the District: investigate 

establishing a risk assessment instrument to assist divisions and departments in dealing 

with discrimination and harassment issues.  Research and development will be ongoing, 

but to-date, the District has begun reviewing the NaBita Threat Assessment Tool. 

(http://www.nabita.org/documents/THREATASSESSMENTTOOL.pdf). 

  

http://www.nabita.org/documents/THREATASSESSMENTTOOL.pdf
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SECTION 5.  SAO-4 SATISFACTION, SERVICE AND PRODUCTIVITY 

OF HRS STAFF 

5.1 Overview 

This SAO primarily focuses on two factors: (1) staffing levels within HRS; and (2) 

performance indicators, inclusive of productivity, from both internal and external 

sources.  The rationale behind these focal areas was premised on a properly staffed, 

properly trained HRS staff being better able to serve the Institutional and Departmental 

vision, mission and values, and is consistent with ACCJC Accreditation Standard III.A.2 

and III.A.5, as well as Goal 4 of the Strategic Plan. This is one of the SAOs for which 

the 2008 PRP provided some baseline data in terms of staffing levels and quality 

management. 

5.2 Outputs 

 The main outputs for this SAO are: (1) identification of relative HRS staffing 

levels; (2) internal measurement of HRS Leadership and Staff Performance and HRS 

climate; (3) assessment of HRS bench-depth and training needs; and (4) external 

customer satisfaction. 

5.2.1 HRS Staffing Levels and Priorities 

HRS staffing levels can be examined and understood in several ways, each with 

its relative strengths and limitations.  For this PRP, two primary approaches were 

utilized to attempt to triangulate the data: (1) comparison to an external reference group 

of California community college districts; and (2) internal gap analysis or current supply 

versus anticipated demand, including consideration of funded, but vacant positions.   

5.2.1.1  Comparison Group Analysis.  
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For assessing across comparison groups in this planning cycle, an e-mail survey 

was distributed in March, 2011 to the CHRO-ALL listserv, which consists of all 

community college chief human resource officers statewide (survey is contained in 

Appendix D-1).  A prior survey conducted in 2008 across a three-year span examined 

Palomar’s HRS staffing levels against the comparison cohort (the Gooder Colleges), but 

had some serious limitations, not the least of which was the lack of consistency 

between districts and positions and roles encompassed by Human Resource Services.  

To address this concern, the revised survey used Palomar’s HRS Staff as the basic 

comparison group against which districts could identify: (1) whether they had 

comparable positions and the number of employees in such positions; and (2) whether 

such positions/functions were handled within or outside of HRS.  The response rate for 

this revised survey was 27.78% (n=20); however, one incomplete response and three 

outlier responses led to an adjusted response rate of 22% (n=16), of which three (3) 

were Gooder Colleges. 

For purposes of this analysis, comparative HRS staffing levels were based 

largely on self-reported permanent employee totals using Palomar as a baseline, as 

well as FTES totals extrapolated from the Chancellor’s Office Data Mart using base 

FTES from the Recalculation Apportionment Reports 

(http://www.cccco.edu/ChancellorsOffice/Divisions/FinanceFacilities/FiscalServices/Fisc

alStandardsInformation/FiscalDataAbstract/tabid/340/Default.aspx). The HRS Staff 

information was then adjusted for differences in the scope of work assigned to each 

District’s Human Resources organization.  After examination of the data, adjustments 

required two assumptions: (1) that all districts offer employee benefits and this job may 
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be performed outside of HRS (thus a comparable 1.0 position was assigned); and (2) 

that all districts have something equivalent to PeopleSoft for tracking employees and 

that this function likely occurs outside of HRS where no staff were assigned by 

respondents (thus, a 1.0 position was assigned for comparison purposes).  The data 

and adjustments are presented in Appendix D-2.  Figure 25 below shows the 

comparison across the 16 districts, with the red line extending across from Palomar’s 

totals for HRS employee to permanent employees served.  When looking at adjusted 

totals, Palomar is in the top-half in terms of ratio of permanent employees served per 

HRS employee. 

 

   Figure 25.  HRS staffing level comparison across 16 districts (2010-2011) adjusted. 

Optimal productivity is difficult to measure within HRS and comparatively across 

districts; what is clear, however, is that considerations of service quantity and quality 

were significant factors to HRSPC, as both were listed as Staffing Master Plan 

prioritization factors for new and vacant HRS positions.  Maintenance of both quantity 
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and quality of service depends on adequate staffing levels; both quality and quantity of 

service can be impacted where the number of employees served per HRS employee 

increases.  

5.2.1.2  Gap Analysis.  

 Gap analysis was conducted largely through interactive discussions with HRS 

leadership and staff and based on final recommendations from HRSPC through the 

staffing plan’s staffing levels and prioritizations (Appendix D-3).  From these data, the 

gaps in Employment Services and HRS leadership, particularly an Operations Manager 

and HRS Analyst, were ranked highest.  At present, HRS is staffed largely by 

specialists; to some extent, cross-training is being utilized to allow continuation of 

service in the event of employee absences and to respond to variable workload.  In 

addition, the prioritization form established the need for an HRS generalist, as this 

would maximize flexibility. One position not originally anticipated, but likely to be added 

will be a PeopleAdmin Help Desk position to respond to HRS’s shift to online 

applications and applicant tracking.  

An area for further analysis will be estimating the impact of other Division’s 

minimum and optimum staffing levels on HRS staffing needs, as the primary unit of 

analysis for HRS staffing is number of HRS staff per employees served.  Thus, the next 

planning cycle will look closely at how HRS’s staffing levels align with ranges provided 

by the other divisions. 
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5.2.2 HRS Climate, Leadership and Staff Performance 

 Another critical aspect in understanding HRS performance involves employee 

satisfaction and performance measures.  This is critical not only in terms of improving 

quality and quantity of service, but also in terms of better assuring HRS employee 

retention through maintenance of a healthy employment climate and culture. 

  5.2.2.1 Staff SWOT Analysis.   

In July, 2009, HRS Staff participated in an all-day workshop intended to assess 

the performance of the department across a wide-range of measures.  The workshop 

itself was built around results from a SWOT (Strengths-Weaknesses-Opportunities-

Threats) analysis and interviews with a facilitator that had been completed in the month 

prior. Sixteen (16) key factors were identified as critical to the success of the HRS Staff 

and/or were perceived as needing improvement.  To enable future evaluation of these 

baseline factors, an online survey was developed in May, 2010 using a simple five-point 

Likert scale to assess current versus past perceptions across the sixteen factors 

(Appendix D-4).  Additional space for comments was provided in conjunction with each 

factor.  The survey contained three basic parts as pertains to climate: (1) HRS general 

climate; (2) staff perceptions of leadership interactions; and (3) staff perceptions of staff 

interactions.  In addition, there was a section on bench-depth and cross-training that will 

be discussed later. 

5.2.2.2 Climate Analysis.   

 Climate analysis consisted of a survey item aimed to address change in HRS 

climate across HRS staff-identified critical factors (Figure 26).  Climate is defined here 

as those factors critical to HRS staff and leadership in maximizing performance and job 
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satisfaction, including trust, collaboration, communication, knowledge, accountability 

and cooperation. On the whole, respondents indicated a trend of climate improvement 

across all factors, with considerable improvement for factors of “trust” and “openness of 

communication” (85.6% indicating somewhat-to-far better this year as compared to last 

year).  Areas for continued attention include “effectiveness of communication” and 

“consistency of leadership decision-making,” 

 

          Figure 26.  HRS Climate Factor Comparison 2009 to 2010. 

 5.2.2.3 Leadership Analysis.   

 Leadership analysis contained both a 360-degree analysis of three members of 

the leadership team combined with a self-analysis, as well as the HRS climate survey. 

The initial assessment involved use of a self-administered online survey designed 

around the Administrator’s Survey and customized to address each Leadership Team 
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member’s specific scope of responsibility (Appendix D-5).  The purpose of the review 

was to permit a more thorough examination of strengths and areas for improvement as 

perceived from a broader range of perspectives than typically addressed via a standard 

evaluation process.  Each leadership team member incorporated survey results into 

his/her evaluation, particularly in addressing areas for improvement. 

 Data from the HRS climate survey examined leadership as a unit, rather than 

individually as in the 360-degree analysis.  All factors received scores of average or 

above; highest ratings were in terms of leadership accountability and trust (both with 

77.8% indicating above average ratings), while areas for improvement centered on the 

two communication factors (Figure 27). 

 

Figure 27.  HRS Staff perception of leadership to staff interaction (2010). 

 



HRS PROGRAM REVIEW PLAN 2010-2011   
 

May 19, 2011  52 

5.2.2.3 Staff Analysis.   

 A third area for climate analysis were interactions among staff members.  The 

HRS climate survey revealed average to above average ratings across factors, with 

highest satisfaction levels for openness of communication, and lower ratings for trust 

and effectiveness of communication (Figure 28). 

 

 

Figure 28.  Staff Assessment of Climate Factors (2010). 

 

5.2.3  HRS Training and Bench-Depth Development 

 Bench-depth is indicative of the ability to absorb absences and variable 

workload.  Cross-training can also serve as a means for temporarily meeting increased 

and variable workloads and for reallocating work as demands increase from growth and 

the addition of the two new educational centers.   
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 For cross-training and bench depth analysis, data were collected via an online 

survey distributed to HRS staff (Appendix D-4).  Of the nine respondents, 6 (66.67%) 

indicated they had participated in cross-training within the past year. Figure 29 shows 

HRS Staff perceptions as to the importance of cross-training in terms of service. 

 

Figure 29. Staff Perception of Cross-Training Importance (2010). 

Given the stated need for cross-training, ongoing efforts are being made to identify 

areas for which training would be helpful and delivered in two modalities: (1) one-on-one 

training time between employees; and (2) group trainings on matters of general 

importance to staff. 

5.2.3.1 One-on-One Trainings.  

One area for continued development is the systematic design of one-on-one 

cross-training.  For the leadership team, cross-training on discrimination and 

harassment investigations allowed for greater flexibility in interview scheduling and 
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resultant expedition of investigations.  Among staff, cross-training has allowed for better 

coverage in terms of: workers’ compensation, employment services, and processes 

associated with short-term and student workers.  The next cycle will include greater 

cross-training in a staff-identified area of concern: benefits.  With only one benefits 

specialist, this area has high volume with minimal support; it is anticipated that cross-

training in this area will yield higher service levels.  

 5.2.3.2 HRS Group Trainings.  

In 2010-2011, HRS leadership conducted three (3) online and four (4) in-person 

HRS staff trainings based on feedback from staff as to critical training areas, as well as 

current priorities for HRS.  Online training topics included: (1) AB 1825 Harassment 

Policy and Prevention; (2) SafeZones Policy training; and (3) Mandated Reporters 

Policy training. The live trainings focused on HRS staff and covered the following areas, 

as identified by leadership assessment of need and feedback from the HRS Staff 

Survey: (1) Governing Board Policies and Administrative Procedures; (2) Planning, 

Program Review and Service Area Outcomes; (3) Recruitment and Hiring Processes; 

and (4) Staffing Plan Basics.  Staff trainings can be accessed at: 

http://www.palomar.edu/hr/researchandplanning/. Future trainings will focus on: (1) 

records retention and destruction processes; (2) discrimination and harassment 

investigation laws, policies and procedures; and (3) fundamentals of labor relations. 

5.2.4  External Service Measures 

 The previous HRSPRP relied on a survey of five key customer service areas 

drawn from a District institutional effectiveness survey.  Specifically, the survey focused 

on the following areas: accuracy of information; timeliness of information; timeliness of 

http://www.palomar.edu/hr/researchandplanning/
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filling positions; adequacy of staff training and development programs; and fairness. 

While the results reflected overall moderate to high-level respondent satisfaction across 

most measures and groups, several trends were evident.  Satisfaction decreased as a 

function of time in service, while the Confidential and Supervisory Team (CAST) 

revealed a lower satisfaction rate as compared to other employment groups, particularly 

in response to providing adequate staff training and development programs 

(approximately 70% indicating neutral or lower score).  Scores were particularly high 

across HRS fairness measures with the exception of consistent policy and procedure 

application, a condition that may in part be attributable to the current changes occurring 

with the Board policies and procedures and efforts to bring HRS forms and practices 

into alignment. 

 What was less clear, however, was how to address the specific issues identified 

in the survey or the “why” behind the lower satisfaction response areas.  As such, the 

next planning cycle will develop and implement a more detailed, mixed-methods 

approach to customer service and will allow for open-ended responses to enable better 

understanding of data and translation into practice. 

5.3 Resource Requirements 

 The major resource requirement for this area is staff time; specifically, the HRS 

Analyst will need to design and administer a new external customer service satisfaction 

instrument.  In addition, the HRS Analyst will need to design and deliver, under the 

guidance of the Vice President of HRS, staff trainings on the identified areas.  Further, 

the Manager of Operations will need to implement cross-trainings to address identified 

service area vulnerabilities. 
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5.4 Timeframes 

 The timeframe for this SAO is ongoing.  Formative evaluation of HRS staff 

climate factors has been completed; implementation and summative evaluation will 

occur in the next planning cycle.  External measures of satisfaction were last completed 

for the previous PRP; however, the data were not particularly informative for practice 

revision.  Thus, the next planning cycle will be a formative one for development, 

distribution and analysis of a new external customer satisfaction instrument. 

5.5 Next Cycle Planning Priorities 

 This cycle focused heavily on evaluating internal measures of HRS performance; 

a shift in HRS leadership structure made this analysis time-critical to ensure further 

revisions weren’t warranted.  The next cycle will focus on implementing practices based 

on these data, including staff trainings as identified in various survey instruments, 

focusing specifically on: records retention and destruction, discrimination and 

harassment laws and processes, and labor relations basics.  One-on-one trainings will 

be designed to maximize staff performance, and will focus particularly on benefits.   

The formative focus for the next planning cycle will be revision and administration 

of an external customer service instrument.  The instrument will aim not only to gather 

quantitative measures of customer satisfaction across HRS performance criteria, but 

also will include qualitative components to help identify differences between respondent 

groups, as well as specific practices for implementation or improvement. 
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SECTION 6.  SAO-5 POLICIES, PROCEDURES AND EMPLOYEE 

HANDBOOKS/AGREEMENTS 

6.1 Overview 

This SAO focuses on cohesion between the documents by which employees are 

informed of standard practices, policies, procedures, and reciprocal obligations.  Driven 

by ACCJC Standard III.A., requirements of collective bargaining, and the importance of 

shared governance, this SAO focuses largely on HRS’s interaction with various District 

constituencies.   

6.2 Outputs 

 Three main outputs fall under this SAO: (1) HRS assigned District policies and 

administrative procedures (contained largely under Chapter 7 Human Resource 

Services and Chapter 3 General Institution); (2) employee handbooks and collective 

bargaining agreements; and (3) HRS practices and forms related to implementation of 

policy and procedure and legal requirements. 

6.2.1 HRS Assigned District Policies and Administrative Procedures 

A large portion of this SAO consists of development and revision of Governing 

Board policies and administrative procedures.  HRS activities are largely governed 

under policies and procedures contained in Chapter 7 Human Resource Services, with 

several also contained in Chapter 3 General Institution (approved policies and 

procedures are accessible online at: 

http://www.palomar.edu/GB/LeftNav/PoliciesAndProcedures.html).  As of Spring, 2011, 

HRS has drafted and presented before the Policies and Procedures Task Force 96 of 

the HRS-assigned policies and procedures from Chapters 3 and 7 (Figure 27).  Delays 
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in advancing policies and procedures through SPC and onto the Governing Board have 

largely been a function of two factors: (1) response/holds from other District governance 

(specifically the Faculty Senate) for policies and procedures posited as within their 

purview; and (2) demand to bargain holds due to implementation issues for policies and 

procedural matters touching on subjects argued as within the scope of bargaining. 

Figure 27 details the progress on HRS-assigned Chapter 3 and 7 policies and 

procedures, as well as “assists” (defined as policies and procedures for which HRS 

assists other assigned divisions in drafting due to intersection with HRS subject 

matters).  

 

Figure 27. Progress on HRS-Assigned Chapter 3 and 7 Board Policies and Administrative Procedures. 

 In addition, HRS responded to a couple of specific 2009 ACCJC 

recommendations regarding policies and procedures, specifically a District Code of 

Ethics and a stronger policy statement on diversity.  Regarding a code of ethics, HRS 

lead the drafting process that resulted in adoption of a revised District Board Policy (BP 

3050) Institutional Code of Ethics. http://www.palomar.edu/GB/Board%20Policies%20-

%20Final/Chapter%203%20BP/BP%203050%20Institutional%20Code%20of%20Ethics

.pdf--adopted April, 2011).   

http://www.palomar.edu/GB/Board%20Policies%20-%20Final/Chapter%203%20BP/BP%203050%20Institutional%20Code%20of%20Ethics.pdf--adopted
http://www.palomar.edu/GB/Board%20Policies%20-%20Final/Chapter%203%20BP/BP%203050%20Institutional%20Code%20of%20Ethics.pdf--adopted
http://www.palomar.edu/GB/Board%20Policies%20-%20Final/Chapter%203%20BP/BP%203050%20Institutional%20Code%20of%20Ethics.pdf--adopted
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With regards to the diversity policy, the District currently follows BP 7100 

Commitment to Diversity (http://www.palomar.edu/GB/Board%20Policies%20-

%20Final/Chapter%207%20BP/BP%207100.pdf).  This broad statement, however, was 

never intended to stand as the sole reflection of Palomar’s commitment to diversity, but 

rather was to work in conjunction with numerous policies and procedures, as well as the 

EEO Plan, to promote a climate of inclusion.  Since the ACCJC’s recommendations, 

HRS has advanced several policies and procedures designed to promote diversity, 

including: BP/AP 7120 Recruitment and Hiring (which begins with a strong statement 

regarding equal employment opportunity), BP 3410 Non-Discrimination, BP 3420 Equal 

Employment Opportunity, BP/AP 3430 Prohibition of Harassment, AP 3435 

Discrimination and Harassment Investigations and Training.  Also, HRS has played a 

central role in revising the Title 5 EEO Regulations that are central both to the District’s 

diversity efforts, as well as the implementation of its main diversity planning document, 

the EEO Plan.  Thus, HHRS views diversity less as a reflection of a single policy, but 

more as a fabric of policies, procedures and plans aimed to take a comprehensive and 

in-depth approach to a complex and vital component of our District. 

6.2.2 Employee Handbooks and Collective Bargaining Agreements 

This planning cycle focused on producing a comprehensive agreement for the 

classified bargaining unit (CCE/AFT).  The District presented its first comprehensive 

proposal to the CCE in September, 2009.  The District’s comprehensive proposal 

contains 28 articles.  As of March, 2011, the District and bargaining representatives 

from the CCE had made the following progress: 13 articles (46%) had tentative 

agreements; 9 articles (32%) were in active negotiations (awaiting proposals or 

http://www.palomar.edu/GB/Board%20Policies%20-%20Final/Chapter%207%20BP/BP%207100.pdf
http://www.palomar.edu/GB/Board%20Policies%20-%20Final/Chapter%207%20BP/BP%207100.pdf
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counterproposals); and 6 articles (21%) were awaiting CCE’s response to the initial 

District comprehensive proposal. 

6.2.3  HRS-District Practices and Forms Updates and Alignment 

 One area still under development is review and revision of HRS forms to align 

with newly enacted policies and procedures. This process requires both a review of the 

substantive contents of forms, as well as determination as to effective means of 

distribution and, where applicable, receipt of forms.  A mechanism for efficient delivery 

was tested on HRS staff using the Keenan SafeColleges website’s policy course option 

and a newly revised form for Mandated Reporters (Appendix E-1)—this approach was 

viewed as far more cost effective in terms of HRS staff time and reproduction costs (i.e., 

employees could view the documents online and then simply print signature pages as 

needed).  A remaining issue is determining effective distribution methods for those who 

do not have computer access, as well as a list of those employees falling within this 

category.  In addition, the next planning cycle will seek to determine: (1) which forms 

require revision given the current Governing Board policy and procedures; (2) which 

forms require hard copy versus mere electronic acknowledgment of receipt; and (3) 

which groups need to receive what forms. 

6.3 Resource Requirements 

 Most of the resources in this area are human resources; specifically, the Vice 

President Human Resource Services who serves both as a member of the Policies and 

Procedures Task Force and as the District’s Chief Negotiator.  Legal research and 

analysis is performed by the HRS Analyst, while HRS practice and form revisions and 

updates are conducted jointly by the HRS Analyst and the HRS Operations Manager. 
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Contract administration resides primarily with the VP of HRS and the HRS Operations 

Manager. 

 Other resource requirements are minimal cost, including: access to the Collective 

Bargaining database and use of the ACHRO/EEO Listserv for survey administration and 

comparative data collection.  In the future (Fall, 2012), the District will need to gain 

access to a legal research database like Lexis-Nexis or Westlaw.  This need was 

identified during HRSPC’s feedback for the Technology Master Plan 2016, but was not 

listed as a tiered initiative (http://www.palomar.edu/strategicplanning/TMP2016.pdf).  

Thus, this may be an expense that will fall to HRS. 

6.4 Timeframes 

 Timeframes here are difficult to project, as they depend on availability of and 

feedback from a variety of District groups.  The remaining HRS-assigned policies and 

procedures are anticipated to go to the Policies and Procedures Task Force in Fall, 

2011, with final approval by Spring, 2012.   Implementation and updates of the HRS-

assigned Policies and Procedures will be ongoing; however, the next planning cycle will 

focus heavily on form and practice review and revision for alignment with approved 

policies and procedures. 

 CCE negotiations may be complete by Spring, 2012.  PFF negotiations should 

commence in May-June, 2011.  The revision of the Administrative Association (AA) 

Handbook will commence in Fall, 2011 with an anticipated draft completion in Spring, 

2012. The 2012-13 planning cycle will then focus on revision of the CAST Handbook. 

 

http://www.palomar.edu/strategicplanning/TMP2016.pdf
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6.5 Next Cycle Planning Priorities 

 The next planning cycle priorities include: completion of remaining policies and 

procedures; updating of forms and practices to align with approved Governing Board 

policies and administrative procedures; finalization of the CCE’s comprehensive 

agreement; and revision to the Administrative Association Handbook. 
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SECTION 7.  SAO-6: EMPLOYEE PERFORMANCE FEEDBACK AND 

TRAINING 

7.1 Overview 

In May, 2010, a meeting between planning and operational staff revealed the 

following primary objectives to be analyzed under this SAO generally, and professional 

feedback and growth specifically: (1) providing programs and opportunities that allow for 

matching/aligning employee skills with changing needs/climate and needs of District 

and students; and (2) increasing staff satisfaction, skills, retention and promotion 

through opportunities for growth and development.  In addition, the 2009 Accreditation 

Site Team revealed concerns about the evaluation policy and processes in its 

Recommendation #6.  This SAO is largely driven by ACCJC Standard III.A.1, which 

speaks to regular evaluations, employment of qualified personnel, and opportunities for 

professional growth, as well as Standard III.A.5, which addresses professional 

development. 

7.2 Outputs 

 For this SAO, outputs include: employee training (online and live); evaluations 

(policy, processes and timeframes); and website development.  Most of the outputs are 

revisions to existing processes.  For example, the District’s Evaluation Policy required 

revision, as did its process and timeframe for evaluation, to allow for greater clarity as to 

expectations in this area and to respond to concerns identified by the 2009 

Accreditation Site Team.  Similarly, the website revisions reflect awareness of difficulties 
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in navigation; revision has thus focused both on the appearance of the website (ease 

and visibility of content areas), as well as how the information/content is organized. 

7.2.1 Employee Training 

Employee training this year focused on two primary objectives: (1) greater 

involvement of planning councils and committees (HRSPC and EEO Advisory) in HRS 

planning; (2) use of existing structures to promote employee learning.  Both the Vice 

President of HRS and a project specialist presented several trainings on the key HRS 

planning documents, including: the background and development of HRS SAOs and the 

PRP document, the Staffing Master Plan process and document, and the Title 5 EEO 

Regulations and EEO factor model (see Appendix A-5 for list of meeting dates and 

corresponding trainings/presentations, as well as the HRS Planning site at: 

http://www.palomar.edu/hr/researchandplanning/default.htm).  To further promote 

HRSPC and EEO Advisory roles, the next planning cycle will include a proposed 

schedule of presentations and trainings on relevant matters pertaining to HRS planning 

and, particularly, EEO (Appendix A-6). 

The second goal was achieved through use of both online and live group 

trainings.  Online trainings were made available through the Keenan SafeColleges 

website, which provides a range of human resource-relevant trainings, including: 

diversity awareness, conflict resolution, harassment prevention, and abuse reporting.  

Working with employees from HRS for Professional Growth and from the Faculty for 

Professional Development, HRS created a range of online courses for eligible 

employees to take for credit (see Appendices F-1 and F-2, respectively).  In addition, a 

couple of policy courses were created and piloted with HRS staff for use with 
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specialized training materials on Mandatory Reporters and SafeZones.  As part of this 

training, feedback on the online format was requested—only positive responses were 

received, and so the online training process appears to have worked well for the 

employees who participated. Over the next planning cycle, HRS will explore ways to 

expand training to all employees and across a wider-range of subject areas, particularly 

policies and procedures.  All courses are accessible via the Keenan SafeColleges 

website at: http://palomar.keenan.safecolleges.com/training/home. 

Live trainings were made available to a broad base of employees through 

Liebert, Cassidy, Whitmore’s Southern California Employment Relations Consortium 

(Appendix F-3). The next planning cycle will include developing a method to better 

identify employee training needs, as well as examine attendance trends and attendee 

evaluations of the various live trainings. 

7.2.2 Evaluations 

In the 2009 Site Visit by the Accrediting Commission for Community and Junior 

Colleges (ACCJC), the report recommended that Human Resources Services improve 

performance evaluation practices. The report noted that Human Resource Services was 

to “establish and monitor a follow up system to ensure all employees are evaluated 

annually or less frequently when agreed to by employment agreements.”  Other 

concerns pertained to due process aspects of administrator evaluations.  To address 

these concerns, HRS: (1) revised existing processes to clarify timeframes for 

evaluations; and (2) revised existing Board Policy to better ensure due process for 

administrator evaluations. 

http://palomar.keenan.safecolleges.com/training/home


HRS PROGRAM REVIEW PLAN 2010-2011   
 

May 19, 2011  66 

7.2.2.1 Evaluation Process and Timeframes.   

Classified evaluation due dates have not been aligned with the employees 

anniversary date; this created difficulty in ensuring timely evaluation completion and 

tracking. To correct this in PeopleSoft, HRS established the following guidelines: 

 Probationary employee performance evaluations are due six (6) months after the 

employee’s hire date in a career position.  

 Career employee performance evaluations are due annually on the employee’s 

original hire date in a career position. When revising the date, HRS ensured that 

there was at least a six month period of review within the position. If it was less 

than six months in the position for review, then the employee would be rolled to 

the next year’s review date. In no case would an employee go longer than 18 

months without a review. If the evaluation was already past due, the due date 

was changed to the most recent anniversary date. 

HRS created an internal process to better standardize the evaluation process and 

timeframes (Appendix F-4).  The next planning cycle will examine evaluation 

completion rates utilizing the new process and timeframe.  HRS has also created 

Excel spreadsheets and pivot tables to assist in evaluation notification and 

completion tracking.  In 2010-11, the Strategic Planning Council granted Strategic 

Planning Project Funding (SPPF) funds for the acquisition and implementation of a 

PeopleAdmin software license.  This software when implemented will automate the 

evaluation notification and tracking processes. 
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7.2.2.1 Evaluation Due Process for Administrators-Revision to Board 

Policy.   

Based on concerns raised by the Accreditation Team in 2009, BP 7150 

Employee Evaluation (Appendix F-5) was revised to address concerns about due 

process. 

7.2.3  Website Development 

 An HRS website project team, consisting of two HRS managers, a project 

specialist and several HRS staff, was tasked to assess the needs for website redesign 

to make access to information both easier and more comprehensive. This process 

involved several steps: (1) researching and comparing current websites from other 

institutions for content, design and ease of use (Appendix F-6 includes content 

comparisons); (2) determining the basic structure, content and design of the website 

(see Appendix F-7 for draft designs); and (3) coordinating with Academic Technology to 

work on redesign and implementation. This output did not progress as quickly as 

anticipated due to transitions in project assignment within Academic Technology.  HRS 

is currently meeting with Academic Technology to finalize format and content of the 

website.  

7.3 Resource Requirements 

 The bulk of resources required for this SAO are HRS staff hours, although some 

work with other District groups is required, like Academic Technology for completion of 

the website updates. Online training will be managed by the HRS Analyst; this will 

require minimal time in setting up and administering via e-mail notification training 
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courses like new employee orientations (coordinated with the Benefits Specialist) and 

policy and procedure trainings. In addition, the HRS Analyst will develop a method for 

identifying employee training needs using the online platform.  Monitoring and recording 

evaluation completion rates will fall largely to the HRS Manager-Operations and a 

personnel technician.  The website project team will need to continue working on 

updating the website. 

7.4 Timeframes 

 Employee training will be ongoing.  This planning cycle consisted largely of 

piloting the use of online training as an efficient and effective means for covering a 

broad-range of HRS materials.  The next planning cycle will expand both the training 

courses offered (to include a broader list of policy courses specific to Palomar College), 

as well as the numbers of employees to which the training is offered. HRS will continue 

to work with Professional Growth and Professional Development to offer HRS-related 

training courses online. 

For this planning cycle, the Evaluation Policy (BP 7150 Employee Evaluations) 

has been updated and no further work is anticipated.  Evaluation rates need to be 

measured post-implementation of the new evaluation timeframe and process.  

Monitoring of evaluation completion rates will be ongoing. 

Website development and updates will continue, with a full design of the new site 

anticipated in Summer, 2011.  After content review with HRS, EEO Advisory and 

HRSPC, it is anticipated that the new website will go live in Fall, 2011 or Spring, 2012 
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7.5 Next Cycle Planning Priorities 

 The next planning cycle will focus on the following planning priorities: 

 Tracking of evaluation completion rates using the new process for determining 

evaluation timeframes; 

 Expansion of current online training offerings and extension to all employees; 

 Creation of a new employee online orientation training packet. 

 Creation of a means for employee training needs identification. 

 Implementation of a new HRS website that is more user-friendly and 

comprehensive in scope. 

 

 

 

  

  



HRS PROGRAM REVIEW PLAN 2010-2011   
 

May 19, 2011  70 

SECTION 8.  SAO-7: INFORMATION REQUESTS AND RECORDS 

8.1 Overview 

The primary objective of this SAO is ensuring proper records retention, retrieval 

and destruction; this SAO is driven largely by the requirements of Title 5 Section 59020 

et seq. pertaining to records classification, retention and destruction and Palomar 

College Governing Board Policy and Administrative Procedure (BP/AP) 3310 Records 

Retention and Destruction; and ACCJC Accreditation Standard III.A.3.b and 

Administrative Procedure (AP) 7145 and associated collective bargaining agreements 

and employee handbooks, which address personnel files. The major considerations 

under this SAO are: ensuring confidentiality of information; providing public access to 

information, where appropriate; and developing and maintaining efficient and effective 

records classification, retention, retrieval and destruction processes. 

8.2 Outputs 

 Outputs associated with the SAO include: records retention-scanning 

(Singularity), information/data requests, and records classification, retention and 

destruction form and process standardization. 

8.2.1 Records Retention-Scanning 

One major implementation from the last planning cycle was the transition from 

hard copy to Title 5 compliant duplicate files using scanning through Singularity 

(formerly Hershey).  The rationale behind this transition was the realization that District 

files were vulnerable given their being single and hard copy only; thus, a natural 
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disaster (like the 2007 San Diego firestorms) prompted a transition to electronic 

retention methods.  

 With new implementation of Singularity, HRS examined the current progress for 

scanning of currently active District employees (Figure 30).  Scanning progress is 

measured based on estimated completion of active personnel files across the following 

employment groups: Classified and Confidential and Supervisory Team (CAST), Full-

Time Faculty, Part-Time Faculty, and Administrators. 

 

Figure 30.  Singularlity Scanning Progress by Employee Group. 

Future analysis will examine whether it is more cost-effective to retain this function in-

house or to outsource it based on the number of inactive employee files and the 

scanning rate per file. 
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8.2.2 Information/Data Requests 

A considerable amount of HRS time and resources are allocated to a fairly 

invisible function: responding to information and data requests.  The general public, as 

well as the District’s bargaining units, often request information pertaining to District 

functions.  In addition, requests for production in association with legal proceedings 

require significant staff time both for retrieval and reproduction of documents.  As this 

area had not been measured previously, this evaluation cycle sought to produce a form 

that would allow for easy tracking of large document requests.  A form was designed, 

reviewed and revised based on feedback from HRS staff (Appendix G-1).  The next 

evaluation cycle will involve implementation of the form and tracking process to attempt 

to estimate time and resources associated with information/data requests and, where 

possible, to attempt to identify ways in which to optimize staff performance in this area, 

as measured by time from request to production and number of documents produced. 

8.2.3  Records Process Standardization, Retrieval and Updates 

 This output has two elements: forms standardization for updating to current laws 

and regulations, and organization of existing stored files for easier retrieval. The first 

part of this output experienced delays as a result of a demand to bargain hold on the 

governing Board Policy and Administrative Procedure, BP/AP 3310 Records Retention 

and Destruction, with AP 7145 Personnel Files.  With both BP/AP 3310 and AP 7145 

advancing through the Policies and Procedures Task Force, with approval anticipated in 

Spring, 2011, this output will become a priority for the next planning cycle.  Draft forms 

for submitting document classification and destruction requests have already been 
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designed and will be finalized through legal counsel once BP/AP 3310 receives final 

approval. 

 The second part largely focused on organization and creating content logs for the 

HRS file room in which closed personnel files and other HRS files are retained.  A 

numbering system had to be developed to identify file locations and facilitate retrieval 

(see Appendix G-2 for file room map and numbering assignments).  The next planning 

cycle will attempt to catalogue the contents of the HRS file room and determine 

feasibility of off-site storage and/or destruction, where appropriate, due to space 

considerations and records preservation needs. 

8.3 Resource Requirements 

 Records-related activities are a huge and largely invisible cost for HRS.  

Document production and retrieval is time-consuming; scanning processes are highly 

labor-intensive.  The largest resources required are not adequately tracked—they 

consist of HRS personnel time in retrieving, screening for confidentiality and 

exemptions, and reproducing requested material; this year produced a form for records 

requests that will better allow HRS to estimate the time and cost associated with various 

document requests and to plan accordingly.  The next planning cycle will seek to pilot 

the form and discern more efficient practices based on the data provided.   

8.4 Timeframes 

 This SAO is still largely in the formative stage; the policies and procedures 

governing records retention and destruction, as well as personnel files, are being 

approved during this planning cycle.  As a result, implementation in terms of HRS 
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practices has been delayed.  It is anticipated that records retention, destruction and 

retrieval protocols and standardized forms and naming conventions, along with 

appropriate trainings, will be developed and administered in the next planning cycle. 

 The scanning process associated with Singularity has also faced considerable 

delays due to staffing constraints.  Based on this, HRS leadership has decided to spend 

the first part of the planning cycle reassessing the manner in which files are scanned to 

see whether: (1) it can be done more efficiently without significant compromise in 

quality, security and/or access to scanned files; and (2) whether it would be more 

economical to outsource some or all of the remaining files for scanning. 

8.5 Next Cycle Planning Priorities 

 The priorities for the next planning cycle will include: continued implementation of 

Singularity scanning of active employees and continued implementation of the HRS file 

room-retained hard file logging.  Newly implemented processes will include establishing 

clearer records retention and destruction protocols and associated forms, in conjunction 

with passage and approval of BP/AP 3310 Records Retention and Destruction, as well 

as HRS staff training on Title 5 records classifications (this was noted by staff as a 

training need—see SAO-4).  In addition, HRS will work with Information Services and 

Finance and Administrative Services to design and implement an administrative 

procedure for electronically stored information (ESI). 
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APPENDICES 

Appendix A-1.  Palomar College Strategic Plan 2013 Annual Action Plan. 
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Appendix A-2.  Draft Outline of Program Review Plan. 
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Appendix A-3.  Ties between Accreditation Standards, Strategic Plan 2013, SAOs 

and Planning Priorities. 
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Appendix A-4.  Human Resource Services PRP Linkage to 2010-11 Budget 

Development 
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Appendix A-5.  HRS Planning Input from Councils and Committees Pertaining to 

PRP Implementation. 
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Appendix A-6.  HRS Planning Schedule for Councils and Committees (draft). 
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Appendix B-1.  Advertising Resource List. 
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Appendix B-2.  Advertising Resources (Aggregated) for 2009-10. 
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Appendix B-3.  Advertising Resources for AA and CAST Positions 2009-11. 
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Appendix B-4.  Advertising Resources for Full-Time Faculty Positions 2009-11. 
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Appendix B-5.  Advertising Resources for Classified Positions 2009-11. 
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Appendix B-6.  Implementation Costs Associated with Position Management. 

 

 

Cost Component Cost Factors 
Estimated 
Cost 

License Fee   $70,000 

First year support 22% of license fee $15,400 

Consulting/training 
services 

6 weeks @ $150 per hr. + $1,500 per week 
travel expenses  $45,000 

HRS staff time    

   Functional Specialist 80% time for 4 months = 500 hrs 

   Supervisor 120 hrs   

  User training 12 hrs per staff member   

Fiscal services staff 
time      

  Functional Specialist 80% time for 4 months = 500 hrs   

  Supervisor 120 hrs   

  User training 20 hrs per staff member   

IS staff time      

  Programmer 50% time for 4 months = 320 hrs   

  DBA 80 hrs   

  Supervisor 120 hrs   

  Project management 120 hrs   
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Appendix C-1.  Title 5 EEO Regulations: Consultation Council Digest. 
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Appendix C-2.  EEO Plan Factor Model. 
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Appendix C-3.  Hire Demographics by Employment Unit and Monitored Group, 

2005-2010. 
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Appendix C-4.  Standardized Discrimination Interview Protocol. 
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Appendix C-5.  Diversity Event Webpage.  
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Appendix C-6.  Daytime Diversity Event Flier. 
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Appendix C-7.  Evening Diversity Event Flier. 
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Appendix C-8.  Diversity Event Survey. 
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Appendix C-9.  EEO, Equity and Diversity Webpage Draft Sitemap. 
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Appendix C-10.  EEO Fund District Expenditure Report (FY 2009-10). 
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Appendix D-1.  Human Resources Staffing Level Questionnaire. 
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Appendix D-2.  HRS Staffing Levels Comparison (2010-11) with Adjusted Totals. 
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Appendix D-3.  HRS Staffing Minimums, Optimums, Priority Factors and 

Prioritizations (from Staffing Master Plan 2016). 
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Appendix D-4.  HRS Staff Survey. 

 



HRS PROGRAM REVIEW PLAN 2010-2011   
 

May 19, 2011  121 

 

  



HRS PROGRAM REVIEW PLAN 2010-2011   
 

May 19, 2011  122 

 

  



HRS PROGRAM REVIEW PLAN 2010-2011   
 

May 19, 2011  123 

 

  



HRS PROGRAM REVIEW PLAN 2010-2011   
 

May 19, 2011  124 

Appendix D-5.  HRS Leadership-Individual 360 Survey. 
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Appendix E-1.  Mandated Reporter Form. 
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Appendix F-1.  Professional Growth-HRS Online Course E-mail Notification. 
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Appendix F-2.  Professional Development-HRS Online Course E-mail Notification. 
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Appendix F-3.  Liebert, Cassidy, Whitmore Trainings (2010-11). 
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Appendix F-4.  Evaluation Notification Procedures and Timeline. 
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Appendix F-5.  Board Policy (BP) 7150 Employee Evaluation (revised). 
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Appendix F-6.  Website Content Topics Map. 
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Appendix F-7.  Webpage Draft Designs. 
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Appendix G-1.  Information/Data Request Tracking Form. 
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Appendix G-2.  File Room Inventory (File Map). 

 

 

 


