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HUMAN RESOURCES — NON-INSTRUCTIONAL PROGRAM REVIEW (NIPR) Annual UPDATE

2025-2026 Annual Update (Transition to ACCJC Standard Ill Benchmarks)

SECTION 1 — Mission Alighment, Prior-Year Follow-Through, and Benchmark/AUO Assessment

1.1 Mission Alighment

Human Resources supports Lassen Community College’s mission by ensuring compliant, equitable, and
effective employment practices that sustain a safe environment and a high-functioning workforce. HR

contributes directly to institutional goals in institutional effectiveness, operational integrity, equity,
workforce excellence, and student success.

How Legacy AUOs Supported Institutional Goals

AUO #1 — Maintain Compliance Training

Institutional Goals Supported: Institutional Effectiveness; Student Learning Environment; Equity

AUO Description: Maintain compliance training (i.e. EEQ, Title IX, harassment, FERPA, IIPP
improved safety, legal compliance, and nondiscrimination).

AUO Measure: Number of LCC employees taking all of the required training per year.
AUO Target: From baseline, increase 5% annually until 90% or higher is reached.

AUO Data Source: Keenan Vector LMS, Higher Education Edition Training Compliance accessed by
HR Staff.

AUO Results:

In the 2024-2025 school year (July 2024 - June 2025), a total of 1508 trainings were assigned. Out
of these, 824 were completed, resulting in a completion rate of 55%. This marks a 21% decrease
from the 76% completion rate in the 2023-2024 school year.

Proposed Action:

The completion rate decreased by 21%, which does not exceed the targeted 5% increase goal. The
goal for 2024-2025 was to achieve a completion rate of at least 79%. (Please note that 2023-2024
is the baseline for future years). The decrease in completion can be attributed to huge number of
additional trainings that were added during 2024-2025. Next year’s goal 2025-2026 is a
completion rate of 60%. The Vision Resource Center integration is still in progress. The
completion of the Vision Resource Center and the ease of assigning these trainings through that
platform should help in the achievement of this goal.

*As part of prior-year follow-through and alignment with PRR Task Force recommendations - AUO #1 is

carried forward as Benchmark 3.2b.
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AUO #2 — Ensure LCC HR Website Page - Document Currency
e [nstitutional Goals Supported: Operational Effectiveness; Integrity; Transparency

e AUO Description: Ensure the HR website contains the up to date/accurate HR manuals, CBAs, and
forms improved clarity, trust, and procedural consistency.

e AUO Measure: Documents for the academic year are distributed or posted on the LCC Portal and
HR webpage prior to July 31 of that year.

e AUO Target: From baseline, increase 5% annually until 100% is reached.
e AUO Data Source: Email verification, LCC Portal / LCC webpage verification.
e AUO Results:

(14) total forms on the Employment webpage, (5) were updated by July 31.

e Qut of the remaining (9) documents, these (5) documents did not require an update:

o LCFACBA
o MQ/Equivalency Handbook
o EEO Plan

o The Suspected Child Abuse Form
e OQOutof the remaining (9) documents, these (2) documents need to be updated, so we can
upload:
o LCC Selection and Hiring Manual (v. 2012)
o Employee Handbook (v. 2019)
e Thisis an 86% updated rate.

In addition: The HR main webpage was updated to reflect current hours of operation and phone number.
o Title IX, page was updated
o US Dept. of Education Office for Civil Rights link
Filing a Complaint/Reporting an Incident, page updated
o Verbiage updated to align with our process
o U.S. Dept. of Education for Civil Rights contact info updated
o LCC contact names and phone numbers updated
Unlawful Discrimination Policy, page updated
o Title IX Coordinator contact information updated
LCC HR Portal Homepage, updated
o Reflects current staff and hours of operation
o CalPERS and Anthem Blue Cross webpage links, fixed
Employment Opportunities/PeopleAdmin webpage, links fixed
o LCC HRwebpage
o Salarytables
o CSEACBA
o LCFACBA
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e Proposed Action:

A data error was identified in the 2023-2024 report regarding the completion rate for the forms
listed on the website. The report initially indicated that there were 13 total forms, with 12 updated,
resulting in a 92% completion rate. However, the correct total is 14 forms, not 13, which
recalculates the completion rate to 86%. This is consistent with last year's completion rate,
meaning the target of a 5% annual increase was not achieved.

Additionally, the Employee Handbook and the Selection and Hiring Manual require updates to
ensure compliance with current laws, regulations, and best practices. These updates will be
prioritized in collaboration with the HR Master Planning Committee, with the goal of ensuring full
compliance by next year.

While this is not a formal action item, it is important to note that we are also ensuring the accuracy
and relevance of information across the LCC HR webpages, the LCC Portal, and the
PeopleAdmin/Employment Opportunities pages. Although this update was inadvertently omitted
from last year’s assessment, it has been included in this year's review.

Moving forward an HR Generalist will ensure this duty happens on a semi-annual basis. A
checklist has been established.

* As part of prior-year follow-through and alignment with PRR Task Force recommendations, AUO #2 is
retired from institutional reporting.

AUO #3 — Campus Satisfaction

Institutional Goals Supported: Workforce Excellence; Institutional Effectiveness; Communication

AUO Description: Maintain high level campus satisfaction with services offered by HR
Department.

AUQO Measure: Survey

AUOQO Target: Reach and maintain a 90% satisfaction rate
AUOQ Data Source: Survey Monkey

AUO Results:

The Spring 2025 Staff and Faculty Survey received 39 responses to HR-related questions. To
determine the satisfaction rate, we totaled all “Very Satisfied” and “Somewhat Satisfied”
responses. Overall, 48.5% of responses fell into these categories — well below the 90% target.

Proposed Action:
The limited response pool may not fully reflect overall campus sentiment. To gain more accurate
insights, the survey sample size should be increased in the next cycle.
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Recommended improvements based on quantitative and qualitative feedback:

1. Improve Onboarding — Create checklist-driven systems with clear accountability to reduce
delays and errors.

2. Enhance Communication — Supplement email with phone calls for time-sensitive items;
ensure equitable communication for employees without regular computer access.

3. Training & Development — Provide HR staff with additional training on policy clarity,
confidentiality, and customer service professionalism.

4. Celebrate and Build on Progress — Acknowledge the positive contributions of new staff (e.g.,
responsiveness improvements noted with Jenn Tupper and Codi Mortell) and reinforce those
practices.

5. Interview Panel Support — Strengthen procedures to ensure timely, accurate preparation of
materials for committees.

By addressing these areas, HR can work toward increasing satisfaction scores and meeting the
90% target in future assessments.

*As part of prior-year follow-through and alignment with PRR Task Force recommendations, AUO #3 is
retired from institutional reporting.

1.2 Benchmark & AUO Assessment Summary
ACCJC Standard 3.1

The institution employs qualified faculty, staff, administrators, and other personnel to support and
sustain educational services and improve student success. The institution maintains appropriate
policies and regularly assesses its employment practices to promote and improve mission
fulfillment.

Benchmark 3.1 — Hiring, Recruitment & MQ Process

100% of all new hires will meet or exceed the minimum qualification standards or equivalency for their
positions, as verified through HR's screening and documentation process.

e Status: New; no historical audits.
e Plan:
Current State

o Allrecruitment folders are centrally stored on the P Drive.

o A Strategic Planning Recruitment spreadsheet tracks all hiring committees and positions
advertised.

o Faculty MQ processes are tracked through PeopleAdmin, the MQ Coordinator, and
supporting documentation managed by HR.
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o MQ processes for classified staff, managers, and administrators were previously tracked
individually by HR Generalists.

Improvements Implemented

o Astandardized MQ tracking spreadsheet has been developed for classified, manager, and
administrator positions.

o This unified tracking tool will be implemented starting January 2026.

o Combined use of the MQ tracking spreadsheet and PeopleAdmin faculty reports will allow
HR to measure progress against the new benchmark.

Action

o Develop and deploy a survey for new employees to gather feedback on recruitment, hiring,
and orientation processes.

o Review and discuss survey results at HRMP meetings and document outcomes in the
meeting minutes.

e Evidence: MQ/EQ files, Selection & hiring manual, EEO plan, BPs/Aps, Employee Handbook,
HR/EEO checklist, Committee Scoring Rubric, Committee Chair Checklist, Strategic Planning
Recruitment spreadsheet, Position Recruitment Form, Conflict of Interest form, Search
Committee Guidelines Summary, Sample Questions, Sample Diversity Questions, Selection
Committee Training PowerPoint, New Employee Orientation Video on Portal.

ACCJC Standard 3.2

The institution supports its employees with professional learning opportunities alighed with the
mission and institutional goals. These opportunities are regularly evaluated for overall
effectiveness in promoting success for all students and in meeting institutional and employee
needs.

Benchmark 3.2a — Professional Development Alighment

At least 80% of employees will report that professional development opportunities support their job
responsibilities and institutional goals.

o Status: No baseline; survey launches this year.

e Plan:

Action
o Revise the Travel Authorization form to capture PD alignment with LCC mission and goals.

o Conference data collection site to track travel reimbursements
o Discuss the results at HRMP to capture in minutes

LCC HR NIPR 5|Page



e Evidence: PD schedules, Flex evaluations, HR/VRC/Canvas postings, HR Newsletter, New
Employee Orientation

Benchmark 3.2b — Compliance Training (Former AUO #1)
¢ Results:
o 2021-22:62%
o 2023-24:76%
o 2024-25:55%
¢ Interpretation: Recent decline due to inconsistent Keenan assignments and volume growth.

e Action: Improve assignment logic and roster integrity.

ACCJC Standard 3.3

The institution evaluates its employees regularly, using clear criteria that align with professional
responsibilities and reflect the institution's mission and goals.

Benchmark 3.3 —Performance Evaluations

At least 90% of employees will receive an evaluation using union and Board policy criteria that align with
their professional responsibility and the institution's mission and goals.

e Current: ~85% on time for CY2024.
e Goal:=90%.

e Plan:

o Inorderto capture “data” showing alighment w/ LCC’s Mission & Goals the evaluation
forms need to be revised to include an LCC Mission and LCC Institutional Goals area. Area
supervisors need to capture the connection(s) between an employee’s job performance
and LCC’s Mission & Goals on the evaluation forms.

BP language for Administrator Performance Evaluations is needed
Utilize a master spreadsheet to track faculty evaluations
Discuss the results at HRMP to capture in minutes

o Report that captures employee retention rate
e Evidence: BPs, CBAs, Evaluation forms, Faculty Evaluation Memos on Board Agendas at the end

of each semester.

O O O

e Action: Standardized due dates for Administrator evaluations.
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SECTION 2 — Compliance
HR maintains compliance with:
e Education Code &Title 5
e FLSA, FMLA, ADA, ACA
o Title IX, Clery, FERPA, Mandated Reporter
e EEOrequirements
e CBAs (LCFA, CSEA)
o Board Policies & Administrative Procedures
¢ MQ & Equivalency
¢ Worker’s Compensation
e VAWA
o CALaborCode
Compliance Verification Tools
e Annual HR Website Review Log — See Appendix
o Keenan SafeColleges System (training assignments & completions)
e PeopleAdmin (evaluations)

These systems collectively fulfill HR’s compliance obligations and support ACCJC Standard
documentation expectations.

SECTION 3 — SWOT ANALYSIS and Planning
Strengths
e NewACCJC-aligned benchmarks (3.1-3.3)
e Strong evidence systems (PeopleAdmin, Canvas, VRC)
o Document Review Checklist established
¢ Alljob classifications meet qualification standards
e HR/EEO Hiring Checklist
¢ New Employee Orientation Video
o Performance evaluation schedule
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o Effective collaboration with IE
Weaknesses
e Keenan system inconsistencies

e Benchmark/AUO data isn’t being discussed with HRMP. We need to capture this in
agenda/minutes.

e Centralized area to capture PD data.
e Revise the Travel Authorization form to capture PD alignment with LCC mission and goals.
¢ Performance evaluations must show alignment w/ LCC Mission & Goals.
Opportunities
e Automation via SharePoint
e Streamlined training/evaluation workflows
e Stronger alignment with Standard Ill leading to cleaner evidence
Threats
e Continued gaps in PD training assignment data
¢ Highworkload impacting adoption timelines

e Cross-departmental dependencies (supervisors, committees)

SECTION 5 — Resource Needs
(Each need is justified by evidence and tied to benchmark performance.)
Staffing

No additional staffing is requested at this time. Human Resources will continue to meet
operational, compliance, and accreditation responsibilities with existing personnel and will
prioritize work based on legal requirements, accreditation standards, and institutional risk
mitigation.

HR has experienced a steady increase in regulatory requirements, reporting expectations, and

workforce support needs. While current staffing levels remain sufficient to maintain core

compliance functions, the department will continue to monitor workload, regulatory demands,

and service expectations and will reassess resource needs through future program review cycles if

institutional requirements or risk exposure increases.
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Other Resources

At this time, HR is not requesting additional budget allocations. The department will continue to
leverage existing systems (PeopleAdmin, SafeColleges, SharePoint, and internal tracking tools) to
support recruitment, evaluations, compliance training, and professional development tracking.

The current HR budget includes allocated funding for professional development and compliance-
related training. Continued support for this funding is important to ensure HR staff remain current
on regulatory updates, accreditation expectations, and best practices that directly protect the
District from compliance risk.

As regulatory expectations, workforce needs, and accreditation standards evolve, HR will evaluate
whether future resource adjustments are necessary to maintain compliance reliability, service
quality, and institutional risk reduction.
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