[image: image1.png]Yo
/a
a4

HOUSTON COMMUNITY COLLEGE







- 1 -



Time for PEP Discussions 

In January, the 2008-09 PEP templates were released to all supervisors.  HR incorporated stakeholder suggestions for improvement into the new templates.  The implementation of requested changes and other HR priorities contributed to the delayed release.  Highlights of this year’s templates include:

· The faculty templates remain the same as last year.

· Police Department templates have been added to reflect the unique duties and responsibilities of those positions.

· Individual job responsibilities are no longer entered in all non-faculty forms.  Official job descriptions should be referenced for this information.

· Descriptions of the Values-based Dimensions of Performance have been condensed.    

Supervisors should log into the PeopleSoft (PS) Manager Self-Service, Performance Management Home, to be sure all direct reports are listed.  If not, email the PEP mailbox at PEP@hccs.edu.  New supervisors are required to complete an on-line PEP tutorial via UTRAIN before access to PS PEP is granted. To access UTRAIN log in and instructions, go to the HCC Home Web page>Faculty and Staff>Performance Excellence Program>Training.

The process of performance management should be underway!  As a reminder, the PEP timeline continues to be:

June: performance planning begins

October-February: performance observation & feedback

November: mid-year review (9-month faculty)

February: mid-year review (12-month faculty & all FT 12-month employees)

March-April: performance review (9-month faculty)

April 31: 9-month faculty evaluations completed via e-approval in PS-PEP

April-May: performance review (12-month faculty & all FT 12-month employees)

June 15: 12-month faculty & all FT 12-month employee evaluations completed via e-approval in PS-PEP

July: Ratings spreadsheets reviewed by senior administrators for consistency, adherence to guidelines, outliers or possible rating inflation/deflation.
NOTE: no paper copies of the completed documents will be filed in Human Resources.  PeopleSoft PEP will be the archival repository for these documents.    

For more information, check out the Performance Excellence Program web site (HCC Home>Faculty and Staff> Performance Excellence Program), email PEP@hccs.edu, or contact your HR Generalist.

Coming Soon: New and Improved PeopleSoft Time Entry System

Building on the recent adoption of PeopleSoft Self-Service (@ Your Service), HCC will soon implement a new automated time and labor module to streamline and simplify the time entry process.  The current cumbersome multi-step process requires the collection of data on paper forms, manual overtime computations, manual entry by time entry personnel, and volumes of paper storage.   This manually intensive process will be replaced by automatic computer clock-in (for non-exempt personnel) and efficient computer exception reporting (for all employees).

The need for a more efficient automated system was first identified as an audit finding in the 2003 Texas Comptroller’s audit “A Performance Review of Houston Community College System.”  Citing numerous errors and non-compliance with Fair Labor Standards Act (FLSA) regulations, the report recommended that HCC “implement an automated timekeeping system for employees.”  Automating the time entry process is also one of the Chancellor’s “top 12 ideas” for Cost-Savings and Revenue-Generation, Phase II.

Benefits of automation include:

· Reduced paperwork, signatures and date-entry time

· Increased efficiency

· Employees share ownership of time reporting accountability

· Compliant with FLSA and Comptroller audit findings

· Accurate automatic overtime calculations

· More accurate pay amounts and leave accounting

· Enhanced tools to manage time and budgets

· Increased reporting options

Even though the system will be automated, the basic time reporting processes will remain the same.  For example:

Current Manual System
· Non-exempt (FT/PT) employees sign-in and –out daily via time log, time clock or thumb print device

· All full-time employees report exception time (vacation, sick leave, etc.) via leave forms

· Time Entry Personnel enter time and leave into time entry system which feeds to PeopleSoft

· Managers sign all time reporting documents

· Manager manually computes overtime

Future (Time & Labor-Automated) System

· Non-exempt employees sign-in and –out daily via computer Web Clock

· All full-time employees report exception time (vacation, sick leave, etc.) via computerized Exception Reporting

· Employees directly access the PeopleSoft system, eliminating in most cases the need for a designated time entry person

· Managers electronically approve time reporting

· PeopleSoft automatically computes overtime
Did you Know?

With today’s economic uncertainty, you may have financial questions or concerns.  The UT-EAP Financial Assist program provides telephonic access to qualified financial advisors.

   • Counselors address issues via toll-free information line and follow-up by mailing supporting educational materials.  All counselors are knowledgeable in a wide range of financial topics.

   • Advisors are available without an appointment Monday through Friday or through pre-scheduled Saturday sessions.  Advice is objective and pressure-free.

   • More information and a database of referral resources are accessible at www.uteap.org  
Time to Apply for CLP Graduation

This year’s College Leadership Program Graduation ceremony will be Friday, April 24, 2009.  If you have completed your CLP core classes and electives, please apply for graduation today.  Applying is easy.  Just email your list of completed courses including dates of completion to ELOD@hccs.edu, with CLP Graduation Application in the Subject Line.  ELOD will verify your status and send you a reply.  While the deadline to apply for CLP graduation is April 8, we appreciate receiving your application as early as possible.  So don’t delay!  
If you have not completed requirements for graduation, review the CLP training opportunities on page 4 and enroll today!  Enroll in CLP courses by logging on to PeopleSoft @ Your Service.

From the HCC Home Page, click “Faculty & Staff” > “@ Your Service” (in the Employee Support column) > “@ Your Service Login.”  Log in using yourfirstname.yourlastname and your PeopleSoft password.  The log in will take you to the Employee Home Page.  

Click “Training and Development Home,” and then “Request Training Enrollment.”  On this page, you will be able to search courses by name, number, location, date and program.  Depending on the criterion you prefer, you may enroll in CLP courses using either identifying field.  

Return to Training and Development Home to cancel a course enrollment.  PeopleSoft will send you an email reminder when you enroll in or when you cancel a course.

We know there are many demands on your time, but we hope you will roll up your sleeves and cross the CLP Graduation finish line this year!  No matter how long it has been since you began CLP, it is still extremely important that you graduate!  If you have questions or need more information, please call ELOD at 713.718.8614.

OPEN Job Fair Results

HCC hosted its first Opportunity Productive Employment Network (OPEN) Job Fair at the 3100 Main Auditorium on February 18, 2009.  Approximately 500 job seekers, including about 100 HCC students participated. HCC was actively recruiting for open faculty, staff, and intern positions at the fair.

 James Corona, HR Diversity Recruiting Manager, thanks all OPEN Job Fair partners and volunteers who contributed to the success of this first HCC OPEN Job Fair.  The OPEN Employer Committee (comprised of 40 area employers) is planning another job fair in October 2009.

Training Opportunities at a Glance – April
PeopleSoft 101: The Basics for Finance Administration

These 3.5 hour courses provide you with an overview of navigation and basic functionality for PeopleSoft 8 Finance.

Monday, April 6, 2009

1 p.m.—4:30 p.m.

3100 Main, Computer Lab BD12

Performance Excellence Program (PEP)

PeopleSoft PEP Training is available using UTRAIN. The computer-based, hands-on, self-study module will take you through the PeopleSoft PEP process using a simulated scenario. To access UTRAIN, go to the HCC webpage > Faculty & Staff > Performance Excellence Program (PEP).

Remember to register for all ELOD training classes using @ Your Service.

College Leadership Program (CLP)

Open to all supervisors, managers, department chairs and CLP participants.

Operational Effectiveness & Efficiency
Wednesday, April 1, 2009 - Please note the date change!
1 p.m.—3 p.m.

3100 Main Seminar Room B
Instructor: Various
Participants will learn how information technology, safety, inventory control and asset management services support college operations and how to leverage services to obtain operational advantages.  Participants will identify the supervisor’s role in ensuring a safe workplace, responding to emergency situations, identifying ways to become environmentally accountable and making the connection between resources and results.
Setting Priorities & Meeting Deadlines
Tuesday, April 7, 2009

1 p.m.—3 p.m.

3100 Main Room 3A11
Instructor: Mary Brammer
Using Stephen Covey’s Time Management Matrix, participants will learn ways to manage priorities effectively, producing essential outcomes and meeting required deadlines.

College Office Professionals Program (COPP)

Open to all full-time and part-time HCC employees.

Bridge the Generation Gap
Wednesday, April 8, 2009

1 p.m.—4 p.m.

Central – Willie Lee Gay Hall

Instructor: Jan Heidke
For the first time in history, four generations are working side by side in the workplace.  Differences in their approaches to work, work/life balance, employee loyalty and authority can impact an organization’s productivity and morale.  Responding to these differences requires awareness of each generation’s work ethic, values, and preferred communication style.  Discover the diverse characteristics and expectations of the four generations at work and build a more effective multigenerational workplace.

Advanced Connections
Tues/Wed., April 14-15, 2009

8:30 a.m.—12:30 p.m.

3100 Main Room 3A11
Instructor: Jan Heidke & Leslie Landrey
Excellent customer service is vital to the success of every organization.  This eight-hour video-based course focuses on the importance of building a service culture throughout HCC.  It addresses individual roles and responsibilities, interdepartmental collaboration, overcoming barriers to servce excellence, meeting service challenges, and practicing service recovery.

Appreciating Differences
Tuesday, April 21, 2009

2 p.m.—4 p.m.

Southwest - Scarcella
Instructor: UTEAP Trainer
Learn to work effectively in HCC’s diverse culture by understanding and appreciating colleagues and customers whose backgrounds, cultures, work styles and life experiences are differenct from yours.  Examine how perceptions can influence productivity at work.  Make decisions based on recognizing and understanding our similiarities and differences.
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