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[bookmark: _Toc394591524]Background
To be a competitive employer, it is vital that state managers engage in management practices that build and reinforce a competent, productive, and inspired workforce.
The HR Management Performance and Accountability system measures and monitors the state's workforce management practices toward achieving this ultimate outcome.
In addition, the HR Management Performance and Accountability system emphasizes the use of data and factual information to:
· Identify and anticipate HR management issues impacting delivery of state services 
· Enable data-driven HR management strategies and solutions 
· Improve processes and recognize HR management successes
For more information, visit the HR Management Performance & Accountability website.
[bookmark: _Toc394591525]HR Management Report Overview
The Office of Financial Management State Human Resources (SHR) is leading Fiscal Year 2015’s HR Management Report activities. The purpose of this report is two-fold:
· Provide agency and enterprise-level workforce data and information to HR Community Working Committees to inform enterprise strategy and policy recommendations; and
· Provide a central place for agencies to report on most HR-related statewide initiatives and executive orders.
There are three main components of the HR Management Report process:
· Statewide HR Management Report. This report contains statewide and agency data on each performance measure (for more information on the measures included in the report, see Performance Measures and Parameters document).  As in the past three years, SHR will run all agency HR performance measure data that can be run in the HRMS and HRMS Business Intelligence (BI) systems and compile the information into a single spreadsheet. Agencies are asked to submit data on a small number of performance measures. The Fiscal Year 2015 Statewide HR Management Report may be used by:
· Agencies to help inform agency workforce strategy and decisions, and as they complete their Agency HR Management Report.
· State Human Resources as they create the Statewide HR Management Report Roll-Up, and to identify issues that may need to be addressed at an enterprise level.
· HR Community Working Committees to help inform enterprise strategy and policy. 
· The Governor’s Office, legislature, media, or public as requested.   
· Agency HR Management Report. This report is created by each agency containing 100 or more employees in the fiscal year. Agencies are asked to provide information on their key workforce strategies, successes, and challenges; a few select statewide workforce initiatives; and workforce plans based on Executive Order including affirmative action employment plans. Agencies that are required to submit affirmative action employment plans or other executive order reporting must complete and submit those sections of the template. The Agency HR Management Report(s) may be used by:
· Agency HR to facilitate conversations with their leadership about the state of their workforce and how HR can strategically support the agency’s mission.
· State Human Resources to better understand the successes and challenges of agencies, and identify issues that may need to be addressed at an enterprise level.
· HR Community Working Committees to help inform enterprise strategy and policy recommendations.
· If specifically requested, by the Governor’s Office, legislature, media, or public as desired.
· Statewide HR Management Report Roll-Up. This report is created by State Human Resources using a combination of the data found in the Statewide HR Management Report and information from Agency HR Management Reports. The Statewide HR Management Report Roll-Up is published on the hr.wa.gov website and provided to the HR community.
[bookmark: _Toc394591526]Fiscal Year 2015 Agency HR Management Report Information
· Due Date: October 15, 2015
· Submit to: strategichr@ofm.wa.gov
· Reporting time period: July 1, 2014 to June 30, 2015 (snapshot data as of June 30, 2015)
· Questions? Email State Human Resources  at: strategichr@ofm.wa.gov
Prior to submitting your Fiscal Year 2015 Agency HR Management Reports:
· Ensure all Fiscal Year 2015 Agency HR Management Report Template fields in brackets have been filled in - such as [Insert Agency Name], [Insert Text Here], [XX.X], etc. 
· Update the template’s table of contents once finalized.
· Ensure report has been reviewed and approved by agency executive management.
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Please note: Completion of each section of this template is required. Unless otherwise noted, most questions are prompts and agencies are not required to answer each question individually. This does not apply to the Affirmative Action section of the template, which requires ALL questions to be answered completely. 
In addition, each section contains “Who, What, and Why?” information to provide context to agencies when completing their report. By knowing who will be using the information, what the purpose of the information is, and why State HR is requesting it, agencies may be better equipped to provide targeted and thoughtful analysis. The Who, What, Why sections are informational only - no agency action is required.
[bookmark: _Toc393273894][bookmark: _Toc394591528]Executive Summary
Who? [Who will be using the information?] 
· State Human Resources 
· HR Community Working Committees 
· Agency leadership
What? [What is the purpose of this information?] 
· Provide agencies with an opportunity to share their successes, anticipated challenges or areas of risk, and workforce strategies and goals. 
· Provide agencies with an opportunity to initiate internal discussions with leadership regarding decision-making and strategy development as it relates to the workforce.
Why? [Why are we requesting it?] 
· Assist in the content and analysis of the Statewide HR Management Rollup report.
· Assist HR Community Working Committees and State Human Resources in developing agency-specific or enterprise-wide strategies, recommendations, or analyses of workforce measures. 
· Assist HR Community Working Committees and State Human Resources in identifying common challenges or areas of risk that may need to be addressed at an enterprise level.
Instructions / Additional Information:
· Each section of the Executive Summary is required; however, agencies are not required to answer every question listed below. Questions are prompts only.
· It is not necessary to cover workforce strategies or successes from other sections of the report in the Executive Summary.
· If appropriate, include charts or tables to support analysis. 
· We highly recommend using the Fiscal Year 2015 Statewide HR Management Report as a tool for analysis.
Key Workforce Strategies:
· What are some key workforce-related strategies your agency implemented in fiscal year 2015 or strategies you plan to implement in fiscal year 2015? Who is doing what, by when?
· What were some key strategies your agency implemented in fiscal year 2015 to attract, develop, mobilize, and/or retain critical talent?
Example: 
· Expanded a pilot internship program to include IT internships to develop the talent pool and promote a positive perception of state employment.
· Developed and tested a leadership development training course.
· Did these critical talent strategies achieve the desired results? If so, what contributed to that success?
· If not, what are your agency’s future strategies to address key issues? Who is doing what, by when?
Example: To address a talent shortage in auditor positions:
· By December 1, 2015, HR staff will work with agency managers to increase the use of in-training auditor positions from the current rate of 5% of all auditor recruitments to 10% of all auditor recruitments. 
· By June 30, 2016, training staff will develop a process to identify and develop potential future leaders.
Key Workforce Successes:
· Were your fiscal year 2015 workforce strategies successful?
· If yes, what factors were essential to that success?
· If no, why were they unsuccessful and what are some areas for improvement? What were lessons learned?
Workforce Challenges & Areas of Risk:
· What workforce challenges did you experience in fiscal year 2015?
· What mitigation strategies did you use to address your challenges?
· What areas of risk or challenges do you anticipate for the future?
· What mitigation strategies do you have in place to address your anticipated areas of risk or future challenges?
· Do you have recommendations for enterprise-wide strategies to address future workforce challenges?
· What are some issues your agency is facing in its ability to attract, develop, mobilize and retain critical talent?
Example:  
· Ability to attract and retain critical talent in auditor positions
· Identification and development of potential future leaders
[bookmark: _Toc394591529]Employee Performance Management 
[bookmark: _Toc393377324]Who? [Who will be using the information?] 
· State Human Resources
· HR Community Working Committees
· Agency Leadership
What? [What is the purpose of this information?] 
· Measure the level of commitment each agency and the enterprise has in building a culture that links individual performance to organizational goals and performance measures.
· Provide agencies with an opportunity to initiate internal discussions with leadership regarding decision-making and strategy development as it relates to the workforce. 
Why? [Why are we requesting it?] 
· Required to provide agency-tracked numbers for the statewide rollup percentages for percent of employees with current position/competency descriptions, individual development plans, and current performance evaluations.
· Provide HR Community Working Committees with performance management information to inform future strategies and monitor the state of employee performance management.
Instructions / Additional Information:
· The table information is required. Optional analysis of the data may be included in the Executive Summary of this report.
· Fill in all [XX] fields in the table for percentages and the numbers used to calculate the percentages.
· Include employees in permanent positions, both WMS and WGS.
[bookmark: _Toc394591530]Employee Survey
Who? [Who will be using the information?] 
· State Human Resources 
· HR Community Working Committees 
· Agency Leadership
· Governor’s Office Goal 5.1.2, Employer of Choice participants
What? [What is the purpose of this information?] 
· Know the status of agency efforts to respond to 2014 State Employee Survey results.
· Provide agencies with an opportunity to initiate internal discussions with leadership regarding decision-making and strategy development as it relates to the workforce.
Why? [Why are we requesting it?] 
· Assist in the content and analysis of the Statewide HR Management Rollup report.
· To have a comprehensive summary of agency improvement efforts related to the 2014 State Employee Survey occurring outside of the two statewide Employer of Choice cohorts (“Better Ways” and “Customer Feedback”) that were led by Results Washington.
· Provide HR Community Working Committees with information on agency improvement efforts related to the 2014 State Employee Survey. 
Instructions / Additional Information:
· Each section of the Employee Survey is required; however, agencies are not required to answer every question listed below. Questions are prompts only.
· We recommend you refer to your agency’s 2014 State Employee Survey results and related Employer of choice analysis and improvement planning.

The following are sample questions only. Agencies are not required to answer every question in each section.
Impact of Prior Strategies: 
· What happened as a result of the employee survey strategies detailed in the 2014 HR Management Report? 
· Did these strategies achieve the desired results, as demonstrated by the 2014 State Employee Survey results? If not, why not? If so, what do you think contributed to success?
· Did your agency participate in in one or both of the Employer of Choice cohorts led by Results Washington (“Better Ways” and “Customer Feedback”)?  
· What was the outcome of your agency’s improvement efforts? 
Areas of Current Focus:
· [bookmark: _GoBack]What are one or two areas of focus you have chosen to work on to improve your employee survey results? Is this a continuation or refinement of your agency’s previous focus, or is the focus changing to different question(s)?
· What other strategies, if any, is your agency working to improve as an Employer of Choice?
Summary of Current Improvement Efforts:
· Are you using a Lean problem solving approach to improve in these focus areas?
· What caused or contributed to the problems?
· What is the current status of these improvement efforts?
Future Strategies:
· What strategies have you implemented or plan on implementing to address the current issues?
· For future strategies, who is doing what, by when?
· Describe how your agency is using the Lean problem solving approach as part of this work.

Partnerships and/or Collaborative Relationships:
· What partnerships does your agency have or plan to pursue to implement your strategies? These relationships may be both internal (e.g., agency Lean practitioners, employees, other agencies, Results Washington, OFM State Human Resources) and external to the state (e.g., labor unions, outside consultants).
· How will these relationships help address the areas of current focus listed above? Provide a description of the partnerships and/or relationships that will be leveraged as part of your plan.
Example: Our partnership with our labor unions will be used to ensure labor partner and employee buy in of strategies developed to improve employee engagement.  
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Who? [Who will be using the information?] 
· State Human Resources 
· HR Community Working Committees 
· Agency Leadership
· Agency Affirmative Action Coordinator, HR practitioners, and managers
What? [What is the purpose of this information?] 
· Provide agencies an opportunity to share successes, anticipated challenges, and goals as they relate to affirmative action in fiscal year 2015. 
· Provide agencies with an opportunity to initiate internal discussions with leadership regarding decision-making and strategy development as it relates to the workforce.
Why? [Why are we requesting it?] 
· Compliance with requirements of Executive Order 12-02.
· Provide a foundation for enterprise support for individual agency affirmative action efforts.
· Provide a framework for agencies to measure and evaluate their individual affirmative action efforts.
· Assist HR Community Working Committees and State Human Resources in identifying common challenges related to affirmative action that may need to be addressed at an enterprise level. 
Instructions / Additional Information:
· A complete response is required for each section and every question of the Affirmative Action Employment Plan.
Contact:
· Who is the designated agency coordinator responsible for your affirmative action plan? 
Include name, title, email address, and phone number.
Policies:
· What are your agency policies on (1) affirmative action and equal employment opportunity; (2) sexual harassment; and (3) reasonable accommodation?
· Provide policies as an attachment to the HR Management Report.
Note: Submission of your current affirmative action and equal opportunity policy will be considered confirmation that the policy has been reviewed and approved by the agency head per WAC 357-25-025.
Impact of Prior Strategies: 
· What happened as a result of the affirmative action strategies detailed in the last HR Management Report? 
· What measurable impacts can you report as a result of your targeted efforts the previous year? 
Key Current Issues: 
· What are the top two or three affirmative action priorities that your agency intends to address?
Note: Availability and utilization data will be provided by OFM State HR.
Example:  In the next year, the Department of Widgets will focus on addressing under-representation of:
· Women in Officials and Administrator positions
· African-Americans in financial professional positions
· Veterans in skilled craft positions
Future Strategies: 
· What are your agency’s future strategies to address the key issues listed above? Provide details on who will do what by when, including timelines, project milestones, metrics, and any other parts of your internal audit / documentation process that will be used to determine the success of your strategies.
Example: To address under-representation of African-Americans in financial professional positions:
· By January 1, 2015, agency recruiting staff will meet with current African-American financial professionals in the agency to discuss and identify recruiting sources and strategies. 
· Quarterly, agency recruiting staff will reach out to and meet with leaders of targeted professional and civic organizations (National Black MBA Association, National Association of Black Accountants, Washington Commission on African American Affairs, and Urban League of Metropolitan Seattle) to discuss and identify recruiting sources and strategies.
· As available, agency recruiting staff and HR generalists will distribute and post all financial professional job announcements to targeted organizations (National Black MBA Association, National Association of Black Accountants, and WA Commission on African American Affairs).


Partnerships and/or Collaborative Relationships:
· What partnerships does your agency have or plan to pursue to implement your strategies? These relationships may be both internal (e.g., agency affinity groups, other agencies addressing similar under-representations) and external of the state HR enterprise (e.g., specific professional/civic organizations, schools, and state/federal agencies that provide targeted support to job seekers).  
· How will these relationships help address the key current issues listed above? Provide a description of each partnership and/or relationship that will be leveraged as part of your plan.
Example: Our partnership with the WA Commission on African American Affairs will be used to both source financial professional candidates, and develop/evaluate recruitment and retention strategies.
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Who? [Who will be using the information?] 
· State Human Resources 
· HR Community Working Committees 
· Agency Veterans Employment Coordinator, HR practitioners, and managers
What? [What is the purpose of this information?] 
· Provide agencies an opportunity to share successes, anticipated challenges, and goals as they relate to veterans employment in fiscal year 2015. 
Why? [Why are we requesting it?] 
· Compliance with requirements of Executive Order 13-01.
· Provide a foundation for enterprise support for individual agency veterans employment efforts.
· Provide a framework for agencies to measure and evaluate their individual veterans employment efforts.
· Assist HR Community Working Committees and State Human Resources in identifying common challenges related to veterans employment that may need to be addressed at an enterprise level. 
Instructions / Additional Information:
· Each section of the Veterans Employment Plan is required; however, agencies are not required to answer every question listed below. Questions are prompts only.
Contact: 
· Who is the designated agency coordinator responsible for your veteran employment plan? Include name, title, email address, and phone number.
Impact of Prior Strategies: 
· What happened as a result of the veterans strategies detailed in the last HR Management Report? 
· What measurable impacts can you report as a result of your targeted efforts the previous year? 
Key Current Issues: 
· What are the top two veterans employment priorities that your agency intends to address?
Note: Availability and utilization data will be provided by OFM State HR.
Example:  In the next year, the Department of Widgets will focus on addressing the following challenges:
· Veterans are making it past the initial application screening at a lower rate than other applicants
· Veterans have a higher turnover rate in their first year than other new employees.
Future Strategies: 
· What are your key agency strategies to address the key issues listed above? Provide details on who will do what by when, including timelines, project milestones, metrics, and any other parts of your internal audit / documentation process that will be used to determine the success of your strategies. 
Note: In accordance with Executive order 13-01, agency veteran employment plans must include:
(1) utilization of veteran job seeker support services available through the Employment Security Department (ESD); and 
(2) creation of bridge employment opportunities such as temporary, seasonal, internship, and job shadow assignments.   
Example: To address the higher than average turnover of veterans during their first year:
· By January 1, 2015, all newly hired veterans will be matched with an existing veteran peer mentor to assist them in managing the transition into civilian public service. 
· Quarterly, during a veteran’s first year of employment, HR consultants will have a ‘check-in’ meeting with the veteran to evaluate any issues impeding retention of that employee.
Partnerships and/or Collaborative Relationships: 
· What partnerships does your agency have or plan to pursue to implement your strategies? These relationships may be both internal (e.g., agency affinity groups, other agencies addressing similar under-representations) and external of the state HR enterprise (e.g., specific professional/civic organizations, schools, and state/federal agencies that provide targeted support to job seekers).  
· How will these relationships help address the key issues listed above? Provide a description of each partnership and/or relationship that will be leveraged as part of your plan.
Example: Our partnership with the Veterans Employee Resource Group (VERG) will be used to help identify peer mentors to support newly hired veterans during their first year of employment, and mitigate factors that may lead to turnover.
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[bookmark: _Toc393377330]Who? [Who will be using the information?] 
· State Human Resources 
· HR Community Working Committees 
· Agency Disability Employment Coordinator, HR practitioners, and managers
What? [What is the purpose of this information?] 
· Provide agencies an opportunity to share successes, anticipated challenges, and goals as they relate to disability employment in fiscal year 2015. 
Why? [Why are we requesting it?] 
· Compliance with requirements of Executive Order 13-02.
· Provide a foundation for enterprise support for individual agency disability employment efforts.
· Provide a framework for agencies to measure and evaluate their individual disability employment efforts.
· Assist HR Community Working Committees and State Human Resources in identifying common challenges related to disability employment that may need to be addressed at an enterprise level. 
Instructions / Additional Information:
· Each section of the Disability Employment Plan is required; however, agencies are not required to answer every question listed below. Questions are prompts only.
Contact: 
· Who is the designated agency coordinator responsible for your disability employment plan? 
Include name, title, email address, and phone number.
Impact of Prior Strategies: 
· What happened as a result of the disability strategies detailed in your last HR Management Report? 
· What measurable impacts can you report as a result of your targeted efforts last year? 
Key Current Issues: 
· What are the top two disability employment priorities your agency intends to address?
Note: Availability and utilization data will be provided by OFM State HR.
Example:  In the next year, the Department of Widgets will focus on addressing the following challenges:
· Persons with disabilities appear to be applying at a lower rate than other applicants.
· Persons with disabilities appear to not be disclosing that they have a qualified condition.
Future Strategies: 
· What are your key agency strategies to address the key issues listed above? Provide details on who will do what by when, including timelines, project milestones, metrics, and any other parts of your internal audit / documentation process that will be used to determine the success of your strategies. 
Note: In accordance with Executive order 13-02, agencies have a goal that five percent of the state workforce be comprised of persons living with a disability. Additionally: 
(1) The Governors Disability Employment Task Force will have recommendations to assist agencies with recruitment and retention of persons with disabilities. 
(2) Supported Employment standards will be created in collaboration with DVR.   
Example: To address the apparent low application rate for persons with disabilities:
· By January 1, 2015, all agency vacancies will be posted in the new Talent Acquisition Portal (TAP) currently being populated with vocational Rehabilitation clients of DVR and DSB.
· [Name] will review applicant pools each quarter to evaluate whether there is a change in the representation of persons with disabilities.
· [Name] will work with DVR Supported Employment Specialist to fill open positions.
Partnerships and/or Collaborative Relationships: 
· What partnerships does your agency have or plan to pursue to implement your strategies? These relationships may be both internal (e.g., agency affinity groups, other agencies addressing similar under-representations) and external of the state HR enterprise (e.g., specific professional/civic organizations, schools, and state/federal agencies that provide targeted support to job seekers).  
· How will these relationships help address the key issues listed above? Provide a description of each partnership and/or relationship that will be leveraged as part of your plan.
Example: Our partnership with the DVR and DSB employer liaisons will be used to identify and solicit current job-ready vocational rehabilitation clients to apply for vacancies as they occur.
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