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2. Background 
 

During the Winter 2014 semester, the College formed a Continuous Process 
Improvement team focused on General Policies and Procedures.  The team examined 
HFC policies and procedures through the lens of Higher Learning Commission 
expectations, and their ultimate goal was “to make the retrieval of college policies a 
streamlined process, and to put a structure in place for communication of the policies 
and procedures for our constituents.”  Team recommendations included: 

• Adopting a system that catalogs college-wide policies and procedures in a 
central location. 
 

• Implementing a system that requires all policies to have a review date. 

Our CPI team, Standardized Employee Operating Procedures, was formed to build on 
the work accomplished by the General Policies and Procedures team, placing emphasis 
on employee operating procedures as opposed to policies.  Our goal was to create a 
framework to improve the documentation of employee operating procedures as 
measured by the increased accessibility to information, increased stakeholder 
satisfaction, and alignment with college policy.   

During the research phase of our project, it was determined that the College is hindered 
by multiple issues regarding employee operating procedures: 

1. Inconsistency of existence/use:  Some departments or offices have employee 
operating procedures in written format, while others do not.   

2. Inaccessibility:  When written operating procedures do exist, they are not 
necessarily accessible to employees who need them. 

3. Lack of updating:  When written operating procedures do exist, they are not 
always updated. 

4. Lack of alignment to college policy:  Overall, our operating procedures do not all 
clearly align to college policy.  This holds true for procedures that are written and 
those that are not.   
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3. Project Statement 
 

STANDARDIZED EMPLOYEE OPERATING PROCEDURES 
 

To create a framework to improve the documentation of employee 
operating procedures as measured by the increased accessibility to 
information, increased stakeholder satisfaction, and alignment with college 
policy. 
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4. Operational Definitions 
 
 

Department/Office - unit of organization grouping related academic programs or 
operational services; a subset of a Division. 

 
Division - unit of organization containg multiple departments and/or offices; a subset 
of a Unit (ex. Teaching and Learning Services Division). 

 
Policies - a system of principles to guide decisions and achieve outcomes that align 
with HFC’s mission, vision, and values. Policies should inform and guide the creation 
of procedures. 

 
Policy Portal – a drupal-based, online repository for policies created by HFC ITS 
Web Services. 

 
Position – the scope of work for which an individual employee is responsible. 

 
Procedures - a set of step-by-step instructions compiled by an organization to help 
workers carry out routine operations. 

 
Taxonomy - a hierarchical classification system used to organize HFC’s procedures 
on the Portal. 

 
Unit - A section of the college containing multiple divisions led by a Cabinet member 
(ex. Academic Affairs Unit).
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5. Current Process 
 

The Winter 2014 General Policies and Procedures CPI team recommended the creation 
of an online repository for Board Policies.  To implement this recommendation, the ITS 
Web team created and is maintaining a Drupal-based system that is similar to the one 
used to manage curriculum at the College.  The online repository, entitled the Policy 
Portal, allows for content to be loaded, saved, and displayed to the Policy Portal website 
and allows for any content work/editing to occur in the background.  When changes to a 
policy are under consideration, a draft can be created which allows for review and 
approval of the updated policy while tracking all changes users make.  Currently, 
access to this system is limited to the Vice Presidents of Human Resources/Special 
Assistant to the President, the Vice President of Legal Services, and their respective 
staff.  Interviews with staff members who work in the system revealed that they are 
satisfied with the online platform and the service provided by the ITS Web Team.  The 
only challenge noted is the need to use Mark Down syntax in order to format text within 
the system.  However, the use of Mark Down is required for tracking changes and 
displaying policies in an accessible format. 

The Board of Trustees (BOT)is actively reviewing policies this semester, but the Board 
members are not working directly within the Policy Portal.  The process is as follows: 

Even with the new online system in place, the College continues to work outside of the 
system thereby increasing the potential for mistakes. 

Another policy repository mentioned in the previous CPI work was the College 
Organization Handbook, now called the Faculty Organization Handbook.  This book 
contains a collection of policies, procedures, and general information that has served as 
a resource to the campus for years.  It is an MS Word document that is converted to 

Staff with 
system access 
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from the 
portal, paste it 

into Word 
docs, and print 

it.

Suggested 
changes are 
noted on the 

printed copy and 
distribuuted to 
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HR/Special 
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PDF for posting to the HFC Employee Portal.  Limited copies are printed after each 
revision, one of which is included in the Library archives.  With the exception of recent 
policy changes, the manual has not been updated since December, 2014, but the 
Handbook Revision Committee is currently working to do a complete review and 
update.  Interviews with the Co-Chairs of the committee outlined the current process for 
changes to be made to the existing document, although they do not find the process to 
be ideal.  In addition, the committee must consider the new Shared Leadership structure 
at the College, which may necessitate changes to the process of updating and 
maintaining this document.  The review process may be undertaken a minimum of three 
times per year or more, depending on the work of the Faculty Organization.  (See 
flowchart.) 
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Survey Results Charts 
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Survey Result Analysis 
 

Our team created a brief survey in order to determine A) how many employees have a written 
procedure manual for their job; and B) employee perceptions of written procedure manuals 
overall.  The survey was distributed to the following employee groups: SSA (support staff), 
DSOEA (operating engineers), Local 71 (administrators), Exempt Staff (Human Resources staff 
and Special Assistants to Cabinet members), Cabinet (vice presidents and president), 1650 
(full-time faculty), and AFO (adjunct faculty). 

The survey contained specific questions as well as an open-ended field for respondents to leave 
comments on the topic in general.  (See Appendix A for the survey questions and results.) 

The results revealed that approximately 22% of respondents have a current, written procedure 
manual for their job, while the remaining 78% do not.  The group of respondents who confirmed 
the existence of a manual for their job were given follow up questions to determine relevance, 
clarity and helpfulness of the manual.  From that group, 78% indicated that the manual is clear 
and 81% indicated that the manual is updated regularly.  On a scale of 1-10, 54% rate the 
helpfulness of the manual at an 8 or above.   

All respondents were asked a final question to gauge perceptions of written procedure manuals 
overall.  When asked if having a written procedure manual would help improve departmental 
operations, 52% said yes while 48% said no.  Our team found this surprising and turned to the 
open-ended comments in order to gather additional information that might shed some light on 
the results.   

An analysis of the comments suggested that some 1650 and AFO respondents may have 
misinterpreted the intent of the employee procedure manual project.  Several comments 
mentioned that it would not be appropriate to create a procedure manual for how faculty should 
teach in the classroom.  Our team is in absolute agreement with those sentiments, as that was 
never the intent of our project.   

We separated the 1650 and AFO survey responses to test our hypothesis.  Only taking into 
account the responses from non-faculty, the results still indicated that 54% of respondents 
believe that a procedure manual would be helpful, while 46% do not.  The team also found this 
surprising, and formed a new hypothesis that perhaps the respondents who do have a written 
procedure manual that is both clear and current see the value in such a tool.  Those who do not 
have a written procedure manual may not see the value.   

The original purpose of the survey was to determine the current state of employee operating 
procedures on campus, but the survey results also revealed a potential roadblock to 
implementation of our recommendations that will need to be overcome.  Employee perceptions 
of the usefulness of this project will need to be taken into consideration and additional work will 
need to occur in order to ensure that all employees can find some value in documenting 
procedures.
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Comparison of Policies and Procedures in Current Handbooks 

 

Employee handbooks and procedure manuals were collected from various HFC 
divisions, departments, courses, and employee groups. Five of the manuals were 
randomly selected for further comparison – Learning Lab Associates, Math Department, 
Industrial Technology, Communications/World Languages, and Biology 131. Every 
policy and procedure contained within each of the five manuals was flagged for 
comparison.  

Twenty policies and procedures were identified as occurring in more than one of the five 
selected manuals/handbooks. Eight of those policies and procedures were identified as 
having a high probability of recurring in additional procedure manuals and handbooks 
across campus. The eight selected policies and procedures were then compared 
among the five selected handbooks/manuals and scored into one of the following 
categories:  in agreement, mostly in agreement, moderate agreement, moderate 
disagreement, or disagreement. 

Our analysis showed content topics that should apply equally to employees, such as 
emergency procedures, varied or were not included.  Expected variance was observed 
in some content topics, such as textbook ordering, which confirmed a need for 
customization capability in any system that is designed.  
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6. Analysis of Current Process 
Relation Diagram 

 

A relations diagram differentiates the root cause of a problem from the symptoms of that 
problem.  When creating this diagram, our team brainstormed the various elements that 
relate to the lack of employee operating procedures at HFC.  Each element was 
discussed individually in order to determine its relationship to the other elements.  Is it a 
cause, or an effect?   

This process revealed that there are two primary causes of the overall lack of operating 
procedures.  One cause is the lack of ownership of various procedures, and the other 
cause of simply the lack of documentation of any existing procedures.  The primary 
effect of the lack of employee operating procedures is a lack of consistency of employee 
practices.   

Our team determined that there are several elements or issues that feed into the 
consistency of employee practices.  One issue is in the development, documentation, 
and maintenance of procedures; another issue is the communication of those 
procedures. 

In order to explore this concept further, our team used “consistency of employee 
procedures” as a starting point for a Cause and Effect Diagram.   
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Cause-and-Effect Diagram – (Fishbone) 
 

 

A Cause and Effect Diagram illustrates the main causes and sub causes of a problem.   

Our team used the Relations Diagram to identify “consistency of employee practices” as 
the primary effect of the lack of employee operating procedures.  The Cause and Effect 
diagram allowed us to explore this specific idea further by brainstorming the causes that 
contribute to the lack of consistency.  All possible causes were categorized as a 
process issue, a people/personnel issue, a policy issue, or a material issue. 

The process of building and analyzing this diagram revealed that the People and 
Policies categories both had several items that contribute to a lack of consistency.  
Within the People category, a lack of staff training and turnover rates of employees’ 
present challenges.  Under the Policies category, ownership of procedures and the 
communication of those procedures are issues.  

In order to remedy the lack of consistency, HFC will need leadership to devise and take 
ownership of various procedures, implement documentation and communication 
strategies, and emphasize the importance of employee training. 
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Driving and Restraining Forces Diagram 

 

 
 

The CPI team identified several key driving forces that are pushing for the development 
of standard employee operating procedures – each pointing to an area for improvement.  

Deeper analysis also indicated where roadblocks, or restraining forces, negatively 
impact the movement toward this initiative. By outlining the key forces on both sides of 
the issue, the team has been able to determine specific strategies for addressing 
restraints, as well as identify a starting point that can have the most effective immediate 
impact toward the goal.   
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7. Improvement Theory 
 

Our team was pleased to find that the College has made good progress toward creating 
a repository for operating procedures.  The analysis of the current state has shown that 
even with the creation of the Policy Portal, users continue to work outside of the system 
to update content and track changes.  Therefore, improvements are needed to ensure 
that the Policy Portal is of maximum benefit and that content managers receive 
adequate training to do their work entirely within the system.  We propose a phased 
approach to modifying the Policy Portal followed by a period of review and 
improvements prior to loading additional content.  

Phase I – Pilot with content from the Faculty Organization Handbook.  Much of the 
content contained in this document can be considered “umbrella content” as it affects 
most employees.  This handbook is seen as one of the most critical resources to faculty 
and staff and should be updated and maintained in a manner commensurate with that 
value.  To achieve this end, we recommend the Creation of a Policy Portal 
Implementation Team tasked with: 

• Developing taxonomy for, and making modifications to, the Policy Portal to allow for 
connections between policy and procedure, where applicable, and customization of 
portal content to the position level; 

• Building a user-friendly web-based display of employee operating procedures that 
would be exportable and printable; 

• Crafting a communication plan to increase knowledge of the project, create dialogue 
among community to gain acceptance of the new platform, and provide opportunities 
for feedback; 

• Creating a proactive notification system so updates to policies and procedures are 
distributed in a timely manner; 

• Developing a shared vocabulary to promote clarity in communication among faculty, 
staff, students, and the community; 

• Identifying content owners and assisting in the content update process, where 
appropriate; 

• Facilitating the importing of the Faculty Organization Handbook content to the Policy 
Portal; 

• Managing the content review and approval process; 
• Identifying and ensuring personnel responsible for content maintenance are properly 

trained and supported; 
• Measuring effectiveness of Policy Portal and implementing changes for further 

improvement; 
• Developing a schedule for additional content gathering in Phase II. 
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Phase II – Open Portal to further content entry with features in place to customize 
content to the unit, division, department, and position levels.  Develop/update and enter 
content for student procedures in keeping with principles of Guided Pathways to assist 
students in navigating the HFC landscape. The Gantt and RACIS charts on the following 
pages may be modified and used to guide this work. 



- 21 - 
 

 

8. Implementation Recommendation – Gantt Chart 
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9. RACIS Chart 
 

 

R - Responsible: The person(s) who is ultimately responsible for delivering the project and/or task successfully. 

A – Accountable: The person(s) who has ultimate accountability and approval authority; they review and assure quality 
and are the person(s) to whom “R” is accountable. 

C – Consulted: Those who provide valuable input into product design or establish quality review criteria. Their buy-in 
is important for successful implementation. 

I – Informed: Those who provide input and must be informed of results or actions taken but are not involved in final 
decision-making. 

S – Supporting: The team or person(s) supporting the "real" work with resources, time or other material benefit. They 
are committed to its completion.
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10. Steering Committee Feedback (Recommendation) 
 

Team name and number: Standardized Employee Operating Procedures 

Date: December 2, 2016   Sponsor: Vice President Chadwick 

Ideas for Improvement  Support 

1. Creation of Implementation Team  

2. Develop communication plan  

3.  Make modifications to existing policy portal  

4.  Develop College shared vocabulary  

5.  Identify content owners  

6.  Update existing content  

7.  Enter content into policy portal  

8.  Review and approve content  

9. Identify responsible personnel for content maintenance  

10. Train responsible personnel for content maintenance  

11. Introduce policy portal to College community  

12. Measure effectiveness of Policy Portal and implement changes 
for further improvement 

 

13. Develop schedule for additional content gathering for Phase II   
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Appendix A: Standardized Employee Operating Procedure – Gantt Chart 
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Appendix B: Full Survey Results 
 

 
CPI Team: Standardization of Employee Procedures 
Fall 2016 
 

1. Please select your employee group: 

 Frequency Percent Valid Percent Cumulative 

Percent 

Valid 

SSA 40 21.9 21.9 21.9 

DSOE 1 .5 .5 22.4 

Local 71 33 18.0 18.0 40.4 

AFO 40 21.9 21.9 62.3 

1650 53 29.0 29.0 91.3 

Exempt 8 4.4 4.4 95.6 

Cabinet 2 1.1 1.1 96.7 

Other 6 3.3 3.3 100.0 

Total 183 100.0 100.0  

 
1a. If Other, please specify: 

• SSA and AFO 
• Don't know 
• Contract 
• Contract 
• Contract 
• Contract 
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2. How many years have you been employed at the college? 

 Frequency Percent Valid Percent Cumulative 

Percent 

Valid 

Less than 1 year 1 .5 .5 .5 

1-5 years 46 25.1 25.3 25.8 

6-10 years 43 23.5 23.6 49.5 

11-15 years 33 18.0 18.1 67.6 

More than 15 years 59 32.2 32.4 100.0 

Total 182 99.5 100.0  
Missing System 1 .5   
Total 183 100.0   

 

 
3. A current, written procedure manual exists for my job. 

 Frequency Percent Valid Percent Cumulative 

Percent 

Valid 

Yes 39 21.3 21.7 21.7 

No 141 77.0 78.3 100.0 

Total 180 98.4 100.0  
Missing System 3 1.6   
Total 183 100.0   

 

 
3a.  Is the procedure manual updated regularly? 

 Frequency Percent Valid Percent Cumulative 

Percent 

Valid 

Yes 30 16.4 81.1 81.1 

No 7 3.8 18.9 100.0 

Total 37 20.2 100.0  
Missing System 146 79.8   
Total 183 100.0   
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3b.  Is the procedure manual clear? 

 Frequency Percent Valid Percent Cumulative 

Percent 

Valid 

Yes 29 15.8 78.4 78.4 

No 8 4.4 21.6 100.0 

Total 37 20.2 100.0  
Missing System 146 79.8   
Total 183 100.0   

 

 
3c. On a scale of 1 to 10, with 1 being the lowest, please rate the extent to which you 

find the procedure manual helpful. 

 Frequency Percent Valid Percent Cumulative 

Percent 

Valid 

1 2 1.1 5.4 5.4 

2 2 1.1 5.4 10.8 

3 1 .5 2.7 13.5 

4 3 1.6 8.1 21.6 

5 3 1.6 8.1 29.7 

6 1 .5 2.7 32.4 

7 5 2.7 13.5 45.9 

8 9 4.9 24.3 70.3 

9 6 3.3 16.2 86.5 

10 5 2.7 13.5 100.0 

Total 37 20.2 100.0  
Missing System 146 79.8   
Total 183 100.0   
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4. Do you think having a written procedure manual for your job would help improve 

departmental operations? 

 Frequency Percent Valid Percent Cumulative 

Percent 

Valid 

Yes 74 40.4 52.5 52.5 

No 67 36.6 47.5 100.0 

Total 141 77.0 100.0  
Missing System 42 23.0   
Total 183 100.0   

 

 
5. Do you have any additional thoughts regarding departmental procedures at HFC? 

 
 Yes, there needs to be distinctions of 1650 employees.  Some faculty are program 

leads with MANY responsibilities outside of the classroom.  Many of which, if put 
into a department procedure might show why there should be differences in work 
requirements (hours taught each semester) or EC pay for required responsibilities.  
Even program leads in large programs can spread out the job responsibilities.  Small 
programs cannot.    That is just for administrative work, it would also be important to 
know what building procedures we are to follow.  Who are we expected to hear from 
after a fire alarm goes off?  Last time, no one ever came out to give us the green 
light to go back into the building.  Do we keep walking back into what might be a 
dangerous situation to check on the status??  Also, when we went to bomb 
awareness seminar, we were told that there was someone in each building who was 
assigned to check out the building, but no one in the room had any idea who that 
might be.  Heard we now have an emergency plan on the web but no one knew.  It 
just seems everything here is figure it out yourself. 
 

 Written procedures would be helpful, but only if followed. 
 

 Written procedures are not a panacea for what ails the college.  In areas with 
repetitive tasks that occur in regular cycles, then written procedures would be of 
some benefit.  However, many people have responsibilities that require constant 
creative thought.  Written procedures for such a position would be a waste of time. 
 

 Would like to see procedures put in without infringing on contract language. 
 

 While the AFO is an extremely necessary structure, and I value the union, there 
seems to be a lack of cohesion/integration between the AFO "guidelines" and the 
reality of how each department operates (both formally and informally.) Unless 
operational manuals and rules are universally enforced within departments and 
throughout the institution they will be useless. 
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 This seems like a daunting process to implement, but I agree that it is quite 
necessary. A more consistent procedural process will increase staff and student 
satisfaction, and hopefully ultimately increase enrollment. 
 

 This is news to me.  Never knew such a thing existed.   Might be there - but have 
never seen or don't ever remember being offered to see it or participate in its 
revision.  Been at HFC x 22.5 yrs 
 

 They would be very helpful for both new and veteran employees. 
 

 They seem to keep changing. 
 

 There should be some departmental procedures for consistency, and we do have 
some in our division.  But we have many different jobs within the division that one for 
each job would not be useful 
 

 There should be procedural manuals about how to's relative to student success, 
how to direct students to whom and where, etc,. 
 

 There should be an easily accessible manual that is updated regularly, perhaps a 
Google document where all changes are live, everyone has access to the same 
version and changes are trackable.  I was given a binder with information regarding 
my position when I started, but much of it was outdated. Additionally, many of the 
'procedures' were handwritten notes, handwriting that was very difficult to read. I 
have created my own notes and update them as procedures change, even if I know 
the procedure by memory. I have been doing my best to date them as I change 
them so I am always using the most current version. However, this is not the same 
across the board. 
 

 There is some documentation for many items in our area and we do have a 
procedure folder on the G drive to keep things up to date and assessable for 
everyone in our area. . (as well as a print out operating book for daily routine 
processes that must be done in case someone is sick or on vacation). There are just 
so many variations for some processes that it is hard to do for some items as things 
are not always black and white.  I think a standardized process would aid everyone 
for the processes that are able to be documented....especially for routine daily tasks.  
Should also include a "revision date" so people know when the process was last 
updated. Maybe processes should be signed off by mgmt. or a higher authority so 
there is some validity and agreement that the process is correct? 
 

 There are some DOCUMENTED departmental procedures that would be wonderful 
to have...such as HR, Facilities, ITS (Updated information).  Also, it would be good if 
there was some protocol that ITS and Communications and Marketing followed 
when rolling out changes instead of just surprising people with changes that we find, 
such as a brand new website and instructions for links within ITS change. 
 

 There are many jobs have responsibilities that occur on a regular basis, or complex 
processes where there are no other cross-trained employees who could step in, that 
would benefit from a manual or documented procedures. 
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 The need for such a manual depends on the department/position.  Most 
"department" procedures are actually College procedures that should be defined in 
a College handbook.  Within a department procedures can be so vast and change 
so frequently that such a published manual could be out-of-date before it returns 
from print.  In that case, a lot of time and energy would go wasted.  Depending on 
the area and responsibilities there is a need for documentation.  But how that occurs 
and across what responsibilities would have great variance across the board. 
 

 The job duties of an instructor cannot easily be described in a single operating 
procedure.  Instructors in different divisions or departments (or even in different 
classes) may perform their teaching duties quite differently.  In addition, instructors 
perform a wide variety of other activities outside the classroom that are tailored to 
their area of specialty.  This type of profession, therefore, would be very difficult to 
serve as the basis for a unified procedural manual.  Many divisions, departments, 
and even courses have manuals or handbooks which provide information and 
direction to employees.  While these are not "standard operating procedures," they 
provide useful information for employees.  However, if there were specialized 
standard procedural resources for how to perform a specific task at the College, that 
could be helpful. 
 

 The job description identifies my responsibilities, but as noted, a formal Operations 
Manual doesn't exist. 
 

 The departmental procedures in my department change without warning. They also 
change depending on the person that must follow them. It is difficult to know how the 
department operates because of this reason. 
 

 Standardize the process 
 

 Standard procedures would be welcome. In our division the rules seem to change 
weekly.  We never know what we will be reprimanded for from one week to the next. 
 

 Since jobs seem to turn over quite frequently, and job responsibilities don't get 
related to new incoming personnel, I think a Department Procedures brochure would 
be quite beneficial. 
 

 Our department keeps the procedures updated on a regular basis. 
 

 Our department has a very detailed procedures manual for the functioning of the 
department.  We have had, and are recreating procedures documents to assist new 
faculty with regard to expectations and services.  Administrative positions and 
support positions, and many processes do not have adequate documentation. 
 

 Note of explanation: My time employed by the college is not the same as the 
amount of time in my current position. As it is a new position, there is no procedures 
manual yet. I will be creating one as I go. 
 

 Not only should a procedures manual be developed for departments and divisions, 
but a procedures manual should be developed for certain staff.  For example, a 
procedures manual should be developed for administrative assistants so that, if an 
assistant is off work for a period of time, a temporary worker can read the manual 
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and perform adequately to keep the division functional.  Our division has a manual 
for adjunct instructors; however, that manual has not been updated in several years.  
No manual exists for full-time instructors. 
 

 Not at this time. May be later. Thank you. 
 

 None 
 

 none 
 

 No. 
 

 No. 
 

 No! Our department regularly updates the procedures. 
 

 No 
 

 No 
 

 No 
 

 No 
 

 no 
 

 no 
 

 no 
 

 N/A 
 

 My only recommendation is that you should include those who currently perform the 
jobs an opportunity to contribute to the creation of the procedural manuals. 
 

 My office creates a great deal of written procedures for various processes as we 
determine they are needed.  What might be helpful is related to hiring:  what is the 
procedure for setting up new employees in HANK, requesting an access card, keys, 
etc....    Also, I am not sure if something exists regarding procedures that can be 
referenced related to how to submit grades, NA flag procedures, what to do if you 
need to make a grade change. Thanks for looking into this.  Every little forward step 
helps! 
 

 My job probably don't have any set procedures that this would be useful for. 
 

 More communication and ideas gathered from all people in the process.  More 
inclusion of all workers opinions, ideas, suggestions, and not just by those at the 
levels that make all the decisions here.  Morale needs to be considered more in the 
process and procedures, so all members feel part of the team.  It seems around 
here, it's always the chosen few that are asked or included in procedural processes.  
It seems most of the time procedures, guidelines, etc., are developed by those who 
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aren't even part an individual group's process.  For example, what really do those in 
HR really know about the SSA jobs?  It's not like we hardly ever interact with each 
other? When you haven't walked a mile in another person's shoes so to speak, how 
can you pretend to know or understand what their concerns are on a daily basis?!  
Much more interpersonal communication, and inclusion on a daily basis! 
 

 Many of my procedures are documented, but not specifically in a manual. 
Documentation is crucial to my job, but I'm not sure it would be practical or feasible 
to consolidate this information into a single manual. 
 

 It's one thing to write a manual...it should be followed if it agreed to. Some CPI 
initiatives have been completely ignored. The time spent was a total waste. 
 

 It would be nice to have a wiki or some other living document that can be easily 
added to by multiple contributors regarding college procedures. 
 

 It would be helpful to have instructions for all of the administrative work done by 
program leads. Protocol and identifying forms and locations. 
 

 It would be great to have this especially when you are a new employee because 
there are so many things you do not know and do not know what to ask. 
 

 It seems that employees should receive a manual/binder covering most of the broad 
procedures including some maps of places, a current phone list with people by 
department (as well as a short list of key contacts needed during the first weeks), a 
list of common jargon/computer system names, and general procedures for starting 
your work (i.e. "you will need" checklist), the job description, the person's keys, the 
ID, and login information on the first day when signing papers with Human 
Resources. The more detailed departmental procedures would be useful in the long 
run, but broad campus procedures are what is needed to get started. 
 

 In my department the rules are different depending on who you are.  This gets 
frustrating. 
 

 Improve communication at each level. 
 

 If something arises, I usually talk with my chair about the proper procedures.  I have 
not had to consult the manual. 
 

 I've never seen the manual, have no idea what it is 
 

 I'm not sure what departmental procedures you're trying to gather information about 
- is it the procedure manual? I created the procedure manual, as it did not exist until 
I was about to go on maternity leave. The person that was in my position previously, 
retired months before I was hired - so if something existed before, it was not carried 
over. There was no formal training given to me for this position - mostly just learned 
from researching other colleges. 
 

 I wrote the procedure manual because when I started in this Division there were no 
instructions.  It is VERY helpful to have information that is here for new people.  If 
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you change jobs and someone in your old department asks questions it is easy to 
forget when you've been gone for a while. 
 

 I think it would take a real commitment of time and money to keep a manual current.  
Technology changes so quickly that what we do one year will most like change for 
the following year.  I'm not sure that we have the time or the personnel to write and 
keep procedure manuals up to date. 
 

 I think it would be helpful to have a mentor, or some type of training for new 
employees.  It seems that so many people, get hired and are placed in a position 
with absolutely no training. 
 

 I think it is a good idea.  However this is a difficult piece of information to keep 
updated. 
 

 I think departmental procedures are very good for jobs where a lot of the same tasks 
are performed, or tasks that change a bit depending on specific occurrences/events.  
For jobs where the day-to-day tasks are always changing and you are never really 
doing the same thing frequently I think they're less useful as you're not going to be 
able to document and prepare for everything that may or may not occur. 
 

 I left most the questions blank, as I have no idea if there is a procedure manual.  It 
wasn't very clear what the procedures were for. I don't recall being told about a 
manual, but that doesn't mean one doesn't exist.  In creating a survey, remember 
that there are sometimes more answers than just "yes" and "no"...because I needed 
an "I don't know" option.  Happy Trails. 
 

 I have written a partial SOP manual for my job - Has not been approved by 
supervisor 
 

 I have worked in other departments where it was sink or swim with no direction 
given.  The prior person in the position had left and with them was the necessary 
knowledge that would have been helpful if a little overlap of employees was allowed.  
My current position had a manual because the supervisor took the initiative to create 
one. 
 

 I have never seen a procedure manual of any kind.  They may exist, but I was never 
made aware of this. 
 

 I have never seen a manual. 
 

 I get calls all the time about how to do things, where to go for assistance, etc. 
 

 I don't believe you can have a standard procedure for every office. We have 
different goals and processes. 
 

 I believe that there should be a procedure book for every position with specific 
examples and illustrations (such as print screens) to make a job easier to learn and 
understand. 
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 I am still compiling my procedural manual.  There were brief random notes when I 
started my job so I assembled my manual.  Procedural manuals are kind of like the 
Constitution; it is a living document that needs regular updating. 
 

 I am creating the manual.  I work in an ever-changing and challenging environment 
therefore the manual will only provide me reminders of how to resolve issues that 
occurred in the past and some basic framework to fix issues in the future.  It would, 
however, be helpful to have access to other offices manuals to perform my job. 
 

 Having the associate dean available for both nursing and health careers would be 
helpful. Not enough time for over site of both groups. 
 

 Faculty have a wide variety of interactions with various non-academic areas of the 
college but not frequently enough for the procedures to be easily remembered. 
 

 Due to the complexities of some jobs its impossible to have one procedure manual 
to cover the whole job. However, I do believe that if portions of your job are of critical 
importance, there should be a manual or manuals to cover those functions in the 
event you're not around to fulfill that obligation. 
 

 Departmental procedures should be created at the college level for common 
procedures, like sick time, over time, and union contracts. My department makes 
them up as needed. 
 

 Departmental procedures are constantly changing at the college based on staff 
experience and not the correct reporting lines.  Oftentimes process end up in the 
wrong department with oversight that does not comply to GAAP standards. 
 

 Business & Technology places manuals & other documents in MoodleRooms. It's 
convenient to access. For one of the survey questions, I'm presuming that items are 
updated, but I don't know for certain. 
 

 Besides department procedure, each new employee should also get a small binder 
walking them thru the basics of Hank with screen shots, etc.  The little colleague 
"get started" online thingy is not very good.  Also in this basic new employee booklet 
could be some helpful pages on how scanning is done (steps) and how mail works, 
email with Groupwise info (since most are coming from either a small business or 
other). 
 

 Before efforts are made to create department procedure manuals, a general 
employee handbook for new employees is needed. 
 

 Be sure to include those actually performing the job have input on the procedures. 
 

 As a teacher, taking away "discretion" in resolving issues and following written 
procedures will be impossible.  No set of guidelines can/will address all the different 
situations that arise in dealing with students. 
 

 Any documentation detailing job procedures, expectations and responsibilities is 
important.  An employee needs to know what is expected of him or her.  Evaluation 
of job performance cannot be objective unless they are in place. 
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 Adjuncts whose HFC workday begin after most offices are closed definitely need 
this information, in print and in an online format.   In addition, a basic calendar of 
events for the division/department should be easily accessible online and in print -- 
something that publishes the date/time/location of division or department meetings 
and other events that are scheduled month by month. Even if adjunct faculty are not 
available to participate in anything beyond their own teaching schedule, the 
information should automatically be available as an FYI to everyone who is teaching 
classes in that division/department. 
 

 "software developer" can require a broad array of skills depending on the project. 
Trying to enumerate them all would be a fools errand 
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