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Human Resources Annual Report 
to the Board of Education 
for the FY17 School Year 

 
November 16, 2017 

 
Prepared by: Martha Gutierrez, PHR 

Director of Human Resources 
 
 
The Human Resources Annual Report will focus on the department’s goals as well as employee data.  
This annual report will identify the changes made in the department as well as district wide data that 
encompasses staff data that occurred throughout the year, as well as staff to student ethnicity 
comparisons. 
 
 
DEPARTMENT GOALS 
 
One of the FY17 goals for the Human Resources Department was to evaluate the effectiveness and 
efficiencies of the Human Resources department and procedures to see where the department can 
provide enhanced customer service to staff by revamping and documenting the processes needed.  This 
goal was a result of the department having a 50% turnover in staff FY16.  It is best practice when a 
change in a department occurs, to re-evaluate the effectiveness and efficiencies of a department. 
 
 
HUMAN RESOURCES 
 
During the 2016-2017 school year, the new Director of Human Resources acclimated herself to the 
department and district to gain an understanding of current practices in place.  Some areas needed 
improvement in order to meet district wide goals.  The outline below addresses those areas: 
 

• Succession and Recruitment Plan – In December, 2016, the administration presented to the 
Board of Education a Succession and Recruitment Plan.  This Plan was a Superintendent and 
District goal for 2015-2016.  True to that Plan, the District reviews best practices in succession 
planning and is working within the guidelines identified.  To support the Succession and 
Recruitment Plan, a draft of a Staff Selection Process Plan has been developed and will be 
incorporated into the recruitment, selection and hiring process district wide for all district positions. 
 

• Staffing Plan Guide – A Staffing Plan Guide was developed that outlines the process for allotting 
positions for each school as well as outlines other components within the Guide that will ultimately 
affect the staffing this district makes to meet student’s needs.  It will also outline the latitude 
schools have in making decisions related to the staffing process.   

 
This Guide outlines how the budget process affects staffing, how identified staffing levels are 
made, how the process occurs for allotting positions when reductions in staff are not needed, and 
the process the district makes when reduction in staff is needed.   

 
Various factors that can significantly affect enrollment and staffing are taken into consideration, 
such as school restructure, school closures, new school opening, grade expansions or reductions, 
boundary changes, etc. 
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The provisions within the Collective Bargaining Agreement will be utilized in terms of voluntary 
transfers, involuntary transfers, job shares, and communication to the union.  A Staffing 
Committee is identified as part of the staffing process.   
 
Finally, this Guide incorporates processes mandated by PERA and IL School Code.  Action Items 
are noted in the Timelines.   

 
• Worker’s Compensation – Every effort should be made to prevent work place injuries and 

illnesses. However, in the event of an employee work related injury or illness, all employees are 
required to adhere to procedures as part of a risk management prevention program.  A new 
Worker’s Compensation process was created and implemented which included: 

 
o Reporting a workplace injuries or illnesses to the supervisor or person in charge of the 

facility, if capable as soon as possible, preferably within 24 hours after the incident.  
 

o Complete an Employee’s First Report of Injury form.  
 

o Any and all witnesses complete the Witness Report. 
 

o Supervisor completes the Supervisor Review Report. 
  

o Employee calls the Company Nurse Hotline to inform them of your injury or illness.  
 

o If medical attention is needed, employee reports immediately without delay to a medical 
facility as instructed by the Company Nurse Hotline or your supervisor.   

 
• New ADA Process – If an employee believes they have a disability covered by the Americans 

with Disabilities Act of 1990 (ADA) and would like to request an accommodation so that they may 
perform the essential functions of your job, they must complete a new ADA Application form.  A 
completed request includes certification from their health care provider.  Once the form is received 
an ADA Accommodation meeting is held with the Director of Human Resources. 

 
• New Guest Teacher and Substitute Para Professional Salary Schedule – To make certain 

that the district attracts and retains quality substitutes as well as reduce the number of days 
teachers are conducting internal subbing a new pay schedule was created for Guest Teachers 
and Substitute Para Professional.  The pay schedules represent a new compensation term based 
on the numbers of days served as a Substitute.  Substitutes will be compensated when they 
provide consecutive days of service to the district in various positions vs. the previous structure 
that paid a long-term rate when subbing in the same assignment.  Substitutes were communicated 
the new salary structure. 

 
• New Guest Teacher Guidebook – The Guest Teacher Guidebook has been revised to provide 

the Guest Teachers with valuable information to continue being an effective substitute in the 
District.  The Guidebook addresses job assignment information, safety and security measures, 
information related to becoming an effective substitute teacher, absence reporting system, board 
policies related to employments, etc.  The Guidebook also serves as a basis for review of those 
Guest Teachers who are serving our District. 

 
• Assisted with the new Transportation Driver Handbook – Human Resources has become 

more involved in the revisions of the Transportation Driver Handbook.  The Handbook will provide 
Drivers with information on policies and procedures for the Woodland School District #50 
Transportation Department.  This handbook is not inclusive, but serves as a guide.  The Director 
of Human Resources will now be meeting with the Transportation Department and the Union to 
coordinate the revisions each year. 
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• Administrator Professional Development – To assist Administrators with addressing an 
employee’s performance, a Performance Discussion Worksheet was developed and provided to 
the Administrators.  The Worksheet outlines how a conversation should flow to assist the 
employee improving their performance.   
 
Disciplinary Memo templates (Memo of Concern and Memo to Confirm) have also been 
developed and provided to Administrators so that the memos provide consistent information 
related to the performance/conduct concerns and directives for improved performance.  The 
Director of Human Resources worked with the Union to get consensus on the templates. 

 
• Harassment/Discrimination Complaint Form – The District is committed to providing an 

educational and working environment that is free from harassment and discrimination.  
Employees who believe they have been harassed or discriminated against may complete a formal 
form when filing a complaint.  Specific complaint procedures outlined in the Board Policy 
"Workplace Harassment Prohibited" - Policy Number 5:20 and "Uniform Grievance Procedure" - 
Policy Number 2:260 are provided to the employees as part of the form.   
 

 
HUMAN RESOURCES DEPARTMENT RESTRUCTURE 
 
To enhance customer service the Human Resources Department is providing current and future district 
employees, plus to ensure that confidentiality is being maintained, an assessment of the department 
layout was conducted.   
 
It was determined, based on the current layout where the support staff sits in workstations located in an 
open area with other workstations, it is best that the large closed human resources area be reconfigured 
so that the support staff can be relocated into a confidential environment.  The Human Resources 
Manager, who was initially in the large area was shifted into a confidential workspace.  The picture below 
shows the new staff workstation layout. 
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The office redesign was completed in July 2017.  The response the department received was very 
positive, especially from the employees who needed to discuss confidential information with the Human 
Resources staff.  The fact that the support staff, the Human Resources Manager, and the Director of 
Human Resources are located in closer proximity assists with the flow of information. 
 
 
FORECAST FOR FY18 
 

• Staff Selection Process Plan – A draft of a Staff Selection Process Plan has been developed and 
will be incorporated into the recruitment, selection and hiring process district wide for all district 
positions. 

 
The process defines the posting of positions, application process, application screening, 
development of interview questions, coordination and role of a site-based interview team, 
reference checks, fit interview and the hiring recommendation process.   

 
• Online Employee Health Insurance Enrollment/Changes – In an effort to continue providing our 

employees with enhanced services, the District will be moving toward an Online Employee Health 
Insurance Dashboard.  Once the program is finalized, employees will have the ability to enroll or 
make changes to their benefits via an online portal.  Employees can access the system when it’s 
convenient for them.   

 
• Process Improvements – The department will continue to review our processes to see where 

improvements can be made in an effort to provide quality customer service to our staff. 
 
 
CERTIFIED STAFF EMPLOYMENT STATISTICS 
 

Education Level of Certified Staff 
 

 
 
 
District data indicates that 9% of our certified staff holds a Bachelor’s Degree.  8% of our certified staff 
holds a Bachelor’s Degree, plus additional credits.  33% of our certified staff holds a Master’s Degree.  
50% of our certified staff holds a Master’s Degree, plus additional credits.  1% of our certified staff holds 
a National Board Certification – NBPTS (National Board for Professional Teaching Standards). 
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Years of Service of Certified Staff 
 

 
 

 
District data indicates that 15% of our certified staff has been with the District 0-5 years.  26% of our 
certified staff has been with the District 6-10 years.  34% of our certified staff has been with the district 
11-15 years.  25% of our certified staff has been with the District 16+ years.   
 
 

Retention Rate of Certified Staff 
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Statistics show that there is an increase in the retention of our certified staff.  FY17 shows a 2.4% increase 
in the retention rate of our certified staff over FY15. 
 
 
RESIGNATIONS AND RETIREMENTS 
 

FY17 Resignation/Retirements – Certified Teaching Staff (514) 

Reason for Departure Number of 
Staff 

Percentage 
of Staff 

Contract not renewed/resigned in lieu 
of dismissal/remediation* 0 0 

Leave of Absence** 0 0 
Accepted a New Position 2 .004% 
Relocation 5 .010% 
Retired 1 .002% 
Family/Personal/Medical Reason 13 .025% 
Dismissed 0 0 
Deceased 0 0 
Certification Lapsed 0 0 
Honorable Dismissal – Not Recalled 3 .006% 

TOTAL STAFF 23 .044% 
Turnover Percentage .044% 
Retention Percentage 99.96% 

 
 
A total of 23 certified staff resigned, retired or were not recalled after being Honorably Dismissed.  FY17 
retention rate is higher in this chart due to the fact that almost all staff that were Honorably Dismissed 
was recalled.  
 
*Contract Not Renewed:  These are probationary certified staff whose contract was not renewed due to performance or other reasons. 
 
**Leave of Absence:  These are certified staff who were on a leave of absence and did not return due to child rearing and/or accepted a new 
position. 

 
 

FY17 Resignation/Retirements – Educational Support Staff (383) 

Reason for Departure Number of 
Staff 

Percentage 
of Staff 

Contract not renewed/resigned in lieu 
of dismissal/remediation* 1 .003% 

Leave of Absence** 0 0 
Accepted a New Position 3 .008% 
Relocation 4 .010% 
Retired 0 0 
Family/Personal/Medical Reason 15 .039% 
Dismissed 1 .003% 
Deceased 0 0 
Honorable Dismissal – Not Recalled 0 0 

TOTAL STAFF 24 .06% 
Turnover Percentage .062% 
Retention Percentage 99.94% 
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Resignation/Retirements – Administrators (19) 

Reason for Departure Number of 
Staff 

Percentage 
of Staff 

Contract not renewed/resigned in lieu 
of dismissal/remediation* 0 0 

Leave of Absence** 0 0 
Accepted a New Position 2 .10% 
Relocation 0 0 
Retired 0 0 
Family/Personal/Medical Reason 0 0 
Dismissed 0 0 
Deceased 0 0 

TOTAL STAFF 2 .10% 
Turnover Percentage .10% 
Retention Percentage 99.9% 

 
 
In summary, overall the district retained over 99% of our employees in each category identified above. 
 
Below you will find ethnicity data comparisons for FY15, FY16, and FY17 as well as the staff exit interview 
assessment data for the FY17 school year. 
 

Ethnicity Data (Certified Staff and Students) 

Ethnicity FY15 
Staff 

FY15 
Students 

FY16 
Staff 

FY16 
Students 

FY17 
Staff 

FY17 
Students 

Asian 1.4% 12.3% 1.4% 11.3% 1.3% 11.4% 
Black Non-Hispanic 1.4% 7% 1.4% 7.7% 1.2% 7.1% 
Hispanic 4.7% 28.9% 3.6% 30.4% 5.8% 31.6% 
White Non-Hispanic 92.2% 46.4% 93.1% 45% 91.2% 44% 
Native Hawaiian/Pacific Islander .2% .1% .2% .1% .2% .1% 
American Indian 0 .4% .2% .4% .2% .4% 
Two or More Races 0 5% 0 5% 0 5.5% 

 
 

FY17 Ethnicity Date of Certified Staff and Students 
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The table above illustrates our ethnicity data comparisons between student and staff.  Although our 
students to staff ratios do not match, we continue to promote and recruit a diverse staff.  (Student and 
staff data taken from the IL District Report Card.) 
 
 
EXIT INTERVIEW ASSESSMENT 
 
Staff who have resigned, retired or were honorably dismissed were provided an opportunity to participate 
in the exit interview process.  Staff has the option to meet face to face for an exit interview, or to complete 
an exit interview form that is returned to the Human Resources Department. A total of 15 of 49 staff 
participated in the process.  
 
The exit interview captured data on the following scale:  Excellent, Satisfactory, Unsatisfactory 
 
Based on exit interviews with staff, we continue to maintain satisfactory to excellent ratings with regard 
to climate.  
 
1. Overall staff felt the quality of professional development provided by the district is satisfactory.  
 
2. Overall staff felt… 
 

a. The climate for their school/building is satisfactory. 
b. The climate for the district is satisfactory. 

 
3. Overall staff felt… 

 
a. The support they received from their peers/co-workers is excellent. 
b. The support they received from their supervisor is satisfactory. 
c. The support they received from their school administrators is excellent. 
d. The support they received from district office personnel is excellent. 

 
4. Overall staff felt they were aware or had a good understanding of policies and procedures of the 

district. 
 
5. Overall staff felt they had a good understanding of policies and procedures of their school/building. 
 
6. Overall staff felt that Woodland provides a positive environment for children. 
 
7. Overall staff felt that initiatives are being carried through. 
 
8. Overall the majority of staff felt that student discipline policies were enforced consistently by 

administration. 
 
9. Overall staff felt Woodland provides safe working conditions. 
 
10. Overall the majority of staff felt communication at the district level is satisfactory. 
 
11. Overall the majority of staff felt communication at the school/building level is satisfactory. 

 
12. Overall the majority of staff indicated that they would return to work at Woodland.  


