Agency HR Management Survey Report Instructions
Updated: 10/11/2016

WHO:	All General Government Agencies with 100 or more employees as of June 30, 2016  

WHAT:		Annual HR Management Report Improvements and Instructions  

WHY:              	The annual HR Management Report measures and monitors the state’s workforce management practices. A key component of this process is the Agency HR Management Report process.

WHEN:            	By the end of business on Wednesday, October 12, 2016, please submit your agency’s annual HR Management Report and Affirmative Action policy.

It’s time for the annual HR Management Report! Over the past year, OFM State HR has met with many key stakeholders to improve the reporting process, including HR managers. As a result of these conversations, we’re making several improvements to this year’s process.  

What’s the same? For agencies, much of the reporting process will be similar to last year’s process. We heard feedback from many of you on what works well about the current process, and as a result are keeping the following practices in place:

1. Continue with an annual, centralized process for agencies to report on key workforce issues and HR-related initiatives. This includes workforce strategies, employee performance management practices, and progress on statewide initiatives, including employer of choice and diversity.
1. Keep the agency reporting period similar to years’ past. This year’s agency reporting period will run for ten weeks from Thursday, August 4, through Wednesday, October 12, 2016. 
1. Retain the requirement that agencies with 100 or more employees as of June 30, 2016 provide an agency report. Smaller agencies may participate in the survey, but are not required to do so.
What’s different? Agencies will now report using a Survey Monkey questionnaire instead of submitting a formal agency report (MS Word or PDF) to OFM State HR via email. This way, staff can focus on providing only the necessary content to OFM State HR using the survey tool instead of drafting and revising a formal report. The design of the questionnaire will provide additional clarity to agencies on the level of detail and type of content to include when responding. While most reporting is still based on the state’s fiscal year, the employer of choice/employee engagement section of the reporting survey will now be based on the annual survey cycle. 

In addition, the questionnaire format will reduce time currently spent by SHR staff to manually compile, clean and code agency reports before statewide analysis and reporting can begin. Time saved on this step will be redirected to improve the usefulness and timeliness of statewide analysis and reporting. 

Other reporting changes that will have minimal impact to agencies include improvements to the Statewide HR Management Report (xlsx format) and Statewide HR Management Roll-up Report. 

1. Statewide HR Management Report (xlsx format) – Changes include adding a couple additional measures on the composition of the state workforce and management environment and reformatting the data file for easier analysis. 

1. Statewide HR Management Roll-up Report (PDF format) – SHR will replace this report with a shorter strategy roll-up report and a workforce briefing for agency and HR leaders. The Statewide HR Management Strategy Roll-up Report will include summary information on key workforce-strategies, including Affirmative Action Employment Plans and employment of Veterans and persons with disabilities. We will share additional details on the strategy and workforce reporting in Fall 2016 as this process is developed further.
What do you need to do? By October 12, 2016:

Submit your agency’s annual HR Management Report using the SurveyMonkey link sent out previously. If you need a copy of the link again, please contact SHRPlanning@ofm.wa.gov. 

0. Who should complete the survey? The survey should be completed by an HR manager or designee. It should reflect your agency’s perspective. If multiple employees are involved in reporting, these responses should be compiled into a single response per agency.

0. [bookmark: _GoBack]What information should you consider? As in prior years, we strongly recommend that you refer to the Statewide HR Management Report (xlsx format) for your analysis. Other data sources to consider include, but are not limited to, your agency’s Employee Engagement Survey results and Exit Survey results.

0. How long will it take to complete the survey? The survey includes up to 72 questions and should take approximately 1-2 hours to complete (e.g., data entry) with advanced preparation. To prepare, you will need to spend additional time researching strategies, analyzing data, and drafting your responses. The exact amount of time needed for this preparation will vary based on a number of factors, such as the size and complexity of your agency and your familiarity with the data and your agency’s strategies. We encourage you to begin work on your agency reporting as soon as possible to allow sufficient time for research, analysis, drafting and internal discussions/reviews. Please submit a complete survey response, including answers to all required questions marked with an asterisk (*).  

The editable PDF or Word version of the survey should be used to prepare your agency responses before sitting down to enter them into SurveyMonkey. Due to limitations with the SurveyMonkey tool, you will not be able to start a survey, leave it, and then re-enter to complete your response. Therefore, you should plan to submit your agency’s response in one sitting after preparing responses in advance using the PDF or MS Word version. You will be able to copy and paste from your final PDF or Word version into the text and comment boxes in SurveyMonkey.

As you prepare your responses, please note that the survey allows longer entries in text boxes, which have no character limit. 

Agency HR Management Report Survey Link:
https://www.surveymonkey.com/r/FY16AgencyHRMReport

