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Worksheets for

CUPA-HR 2012 HR BENCHMARKING 
AND WORKFORCE PLANNING SURVEY
Use these worksheets to assist with the data collection process. Actual survey 
submissions must be online at https://surveysonline.cupahr.org

The online Web survey will look somewhat different than these worksheets, but the content is the same.
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© Copyright 2011 by the College and University Professional Association for Human Resources (CUPA-HR). This questionnaire is protected by copyright and may be reproduced only for the purpose of submitting data to CUPA-HR or with prior written permission of CUPA-HR
A.  HR DEPARTMENT BASICS
1.
Which of the following best describes your HR department? Select one.
	HR department at a stand-alone institution with a single campus
	O
	

	HR department at a stand-alone institution that includes satellite campuses
	O
	

	HR department at an institution within a  System that has a centralized HR with system-wide responsibilities
	O
	

	HR department at an institution within a System that does not have a centralized HR with system-wide responsibilities 
	O
	

	System Office HR department that has system-wide responsibilities 
	O
	

	System Office HR department that does not have system-wide responsibilities
	O
	


2.
HR Department and Chief Human Resources Officer
	a.
Is your HR Department part of a Shared Services Center?
	O Yes  O No
	

	b.
Does your Chief Human Resources Officer (CHRO) have responsibility for departments other than HR?
	O Yes  O No
	

	c.
Is your CHRO a member of the President/Chancellor’s cabinet?
	O Yes  O No
	


3. 
To which position does your CHRO report? If none of the available options is appropriate, select “Other.” 

	Drop-down Options

	CEO/President/Chancellor of a System or District [1001]

	CEO/President/Chancellor of a Single Institution [ 1003]

	Executive Vice President [1005]

	Chief Academic Officer / Provost [1026]

	Chief Business Officer [1029]

	Chief Administration Officer [ 1030]

	Chief Financial Officer [1031]

	VP/SVP Business & Finance

	VP/SVP Finance & Administration

	Other (specify below)



If you selected “Other” above, please enter the actual title of the position (and the CUPA-HR position code if you know it) to which the CHRO reports. 
	


4.
Which of the following activities does HR participate in on a regular basis?
	
	Participate in on a regular basis?
	

	a.
President or Chancellor’s cabinet meetings
	O Yes  O No
	

	b.
Dean’s council meetings
	O Yes  O No
	

	c.
Board of Trustee Meetings
	O Yes  O No
	

	d.
Staff council meetings
	O Yes  O No
	

	e.
Data custodian/security meetings
	O Yes  O No
	

	f.
Strategic Planning for institution
	O Yes  O No
	

	g.
Disaster / Emergency preparedness planning
	O Yes  O No
	

	h.
Budget meetings
	O Yes  O No
	

	i.
Faculty council meetings
	O Yes  O No
	


5. 
HR Department Budget: What was and is your HR Department Budget (in whole dollars) for the 2010-11 and 2011-12 fiscal years?
Include all HR operating expenses, including HR staff salaries but don’t include the cost of benefits for HR staff. 

	HR Budget for FY 2010-11 (in whole dollars)
	$      

	HR Budget for FY 2011-12 (in whole dollars)
	$      


6.
HR Department Staff Size: How many staff did your HR Department have at the start of the indicated fiscal years?
	
	At the Start of FY 2010-11
	At the Start of FY 2011-12

	
	1. Exempt
	2. Non-Exempt
	3. Exempt
	4. Non-Exempt

	a.
Number of Full-Time HR Staff
	
	
	
	

	b. 
Number of Part-Time HR Staff 
	
	
	
	

	c.
Number of full-Time Equivalent (FTE) HR Staff
	
	
	
	


7.
Type of Staff: What % of your HR staff are Generalists versus Specialists? Total should equal 100%.  Do not include office support staff.
	Generalist
	%

	Specialists
	%

	
	100%


8.
HR Department Turnover: How many staff left the HR department in the 2010-11 fiscal year? If none, enter 0.
	
	1. Exempt
	2. Non-Exempt

	a.
Number of Full-Time HR Staff that left
	
	

	b. 
Number of Part-Time HR Staff  that left
	
	


9.
Are any HR services partially or totally outsourced? 
	O Yes  O No


10.
If Yes: Which services are outsourced? Select all that are applicable.
	
	Outsourced
	Not Outsourced

	Compensation administration
	O
	O

	Benefits administration
	O
	O

	Payroll administration
	O
	O

	Time and expense reimbursement
	O
	O

	Employee data and records management
	O
	O

	HRIS
	O
	O

	Employee and manager self-service technology
	O
	O

	Workforce analytics
	O
	O

	Domestic relocation
	O
	O

	Expatriate administration
	O
	O

	Policy and legal compliance
	O
	O

	Employee education and training
	O
	O

	Recruiting services
	O
	O

	Risk management
	O
	O

	HR management
	O
	O

	Other (specify in Q. 15)
	O
	O


11.
a.
Do you have a Human Resources Information/Management System (HRIS/HRMS)?  
	O Yes  O No


11.
b.
If Yes: Who is your system provider?
	DataTel
	O

	Oracle
	O

	PeopleSoft
	O

	SAP
	O

	Sunguard/Banner
	O

	Workday
	O

	Other (specify in Q. 15)
	O


11.
c.
If Other, specify here.
	


12.
What % of your HR processes would you estimate are partially or fully automated? Enter a whole number; no decimal places. 
	Estimated % of HR processes fully or partially automated.
	%


13.
To what extent are each of the following processes automated? Check all that apply.
	
	Not
at all
	Partially
	Fully
	
	
	Not
at all
	Partially
	Fully

	a.
Employee self-service
	O
	O
	O
	
	i. 
Learning/training management
	O
	O
	O

	b.
Manager self-service
	O
	O
	O
	
	j.
Recruitment management
	O
	O
	O

	c. 
HR metrics reporting
	O
	O
	O
	
	k.
Career planning support
	O
	O
	O

	d.
Payroll administration
	O
	O
	O
	
	l.
Succession planning support
	O
	O
	O

	e.
Benefits administration
	O
	O
	O
	
	m. 
Employee onboarding support
	O
	O
	O

	f.
Personal and job data management
	O
	O
	O
	
	n.
Health & safety monitoring
	O
	O
	O

	g.
Time & labor management
	O
	O
	O
	
	o.
Issues/grievances recording
	O
	O
	O

	h.
Performance management
	O
	O
	O
	
	p.
Other (please specify below)
	O
	O
	O


If Other, specify here.
	


14.
Exempt Staff Positions – Classification and Re-classification

Jobs are classified based on the duties and responsibilities assigned and exercised. As duties and responsibilities change, a position may be
 re-classified to another job classification or family. 
	Classification of Exempt Staff Positions
	1. Know?
	2. # or %

	a.
Do you know how many new full-time exempt positions were classified in FY 2010-11? If yes, enter the number. If none, enter 0.
	O Yes  O No
	

	b.
Do you know how what percentage (%) this is of your total number of full-time exempt positions? If yes, enter the percentage. If none classified, enter 0.
	O Yes  O No
	

	c.
Do you know how many calendar days, on average, it took to classify a new full-time exempt position in FY 2010-11 from HR receipt of request to decision? If yes, enter the average number of calendar days. Do not enter 0. 
	O Yes  O No
	

	Re-Classification of Exempt Staff Positions
	
	

	d.
Do you know how many full-time exempt positions were re-classified in FY 2010-11? If yes, enter the number. If none, enter 0.
	O Yes  O No
	

	e.
Do you know how what percentage (%) this is of your total number of full-time exempt positions? If yes, enter the percentage. If none, enter 0.
	O Yes  O No
	

	f.
Do you know how many calendar days, on average, it took to re-classify a new full-time exempt position in FY 2010-11 from HR receipt of request to decision? If yes, enter the average number of calendar days. Do not enter 0. 
	O Yes  O No
	


15.
Non-Exempt Staff Positions – Classification and Re-classification
	Classification of Non-Exempt Staff Positions
	1. Know?
	2. # or %

	a.
Do you know how many new full-time non-exempt positions were classified in FY 2010-11? If yes, enter the number. If none, enter 0.
	O Yes  O No
	

	b.
Do you know how what percentage (%) this is of your total number of full-time non-exempt positions? If yes, enter the percentage. If none classified, enter 0.
	O Yes  O No
	

	c.
Do you know how many calendar days, on average, it took to classify a new full-time non-exempt position in FY 2010-11 from HR receipt of request to decision? If yes, enter the average number of calendar days. Do not enter 0. 
	O Yes  O No
	

	Re-Classification of Non-Exempt Staff Positions
	
	

	d.
Do you know how many full-time non-exempt positions were re-classified in FY 2010-11? If yes, enter the number. If none, enter 0.
	O Yes  O No
	

	e.
Do you know how what percentage (%) this is of your total number of full-time non-exempt positions? If yes, enter the percentage. If none, enter 0.
	O Yes  O No
	

	f.
Do you know how many calendar days, on average, it took to re-classify a new full-time non-exempt position in FY 2010-11 from HR receipt of request to decision? If yes, enter the average number of calendar days. Do not enter 0. 
	O Yes  O No
	


16.
Performance of HR Department: Does your HR Department formally assess how well it is meetings its goals and the needs of the institution?
	O Yes  O No


17.
If Yes: Which, if any, of the following tools do you use to assess it performance?
	
	Use?
	

	a.
HR metrics reporting
	O Yes  O No
	

	b.
Progress against strategic plans/goals
	O Yes  O No
	

	c.
Employee surveys
	O Yes  O No
	

	d.
Formal feedback from leadership
	O Yes  O No
	

	e.
Formal feedback from other departments 
	O Yes  O No
	

	f.
External benchmarking
	O Yes  O No
	

	g.
Other (please specify below)
	O Yes  O No
	


18. Use this space for comments or caveats regarding any of your responses in this section.
	


Save and return to menu
Save and stay here
Save and go to next section
After entering your data online, save it before going to another section.
B.  HR DEPARTMENT RESPONSIBILITIES  
	Item c. is a drop-down menu in SOL:
5 – Very effectively

4 – Effectively

3 – Somewhat effectively

2 – Ineffectively

1 – not being done
	a. 
Is HR responsible for this activity?
	b. 
IF NO: 
Should HR be responsible for this activity?  
	c. 
Regardless of who is responsible, how effectively is the activity currently being performed?
(Drop down)
	d. 
What are the 5 most important HR services?
(Number the top 5 from 1 - 5)
	e. 
What does the Pres/Chan think are 
the 5 most important HR services?
(Number the top 5 from 1 - 5)

	1.
Benefits administration
	O Yes  O No
	O Yes  O No
	
	
	

	2.
Benefits contract negotiation
	O Yes  O No
	O Yes  O No
	
	
	

	3.
Title IX Compliance & Reporting
	O Yes  O No
	O Yes  O No
	
	
	

	4.
ADA Compliance & Reporting
	O Yes  O No
	O Yes  O No
	
	
	

	5.
AA/EEO/Diversity Compliance & Reporting
	O Yes  O No
	O Yes  O No
	
	
	

	6.
Employee / Labor Relations
	O Yes  O No
	O Yes  O No
	
	
	

	7.
Union contract negotiations 
	O Yes  O No
	O Yes  O No
	
	
	

	8.
Health & Safety
	O Yes  O No
	O Yes  O No
	
	
	

	9.
HR Information Systems
	O Yes  O No
	O Yes  O No
	
	
	

	10.
Institutional Metrics
	O Yes  O No
	O Yes  O No
	
	
	

	11.
IPEDS
	O Yes  O No
	O Yes  O No
	
	
	

	12.
Employee Records
	O Yes  O No
	O Yes  O No
	
	
	

	13.
Leadership development/talent management
	O Yes  O No
	O Yes  O No
	
	
	

	14.
Life/Work connections – e.g. EAP
	O Yes  O No
	O Yes  O No
	
	
	

	15.
Organizational development consulting
	O Yes  O No
	O Yes  O No
	
	
	

	16.
Payroll
	O Yes  O No
	O Yes  O No
	
	
	

	17.
Personnel policies & procedures
	O Yes  O No
	O Yes  O No
	
	
	

	18.
Recognition & rewards programs
	O Yes  O No
	O Yes  O No
	
	
	

	19.
Risk management
	O Yes  O No
	O Yes  O No
	
	
	

	20.
Strategic planning for the institution
	O Yes  O No
	O Yes  O No
	
	
	

	21.
Training / Career Development
	O Yes  O No
	O Yes  O No
	
	
	

	22.
Wellness programs
	O Yes  O No
	O Yes  O No
	
	
	

	23.
Workforce planning
	O Yes  O No
	O Yes  O No
	
	
	

	24.
Staff classification & compensation
	O Yes  O No
	O Yes  O No
	
	
	

	25.
Staff performance management
	O Yes  O No
	O Yes  O No
	
	
	

	26.
Staff recruiting
	O Yes  O No
	O Yes  O No
	
	
	

	27.
Staff selection
	O Yes  O No
	O Yes  O No
	
	
	

	28.
Faculty evaluations/productivity reporting 
	O Yes  O No
	O Yes  O No
	
	
	

	29.
Faculty personnel – hiring, reappointment, 
promotion & tenure, salary determination
	O Yes  O No
	O Yes  O No
	
	
	


	30.
Use this space to qualify your responses from above.


Save and return to menu
Save and stay here
Save and go to next section
After entering your data online, save it before going to another section.
C.
INSTITUTIONAL WORKFORCE MEASURES 
1.
Number of Staff Employed by your Institution 

How many staff were employed by your institution in the fall of the 2010-11 academic year. If you can also provide numbers by staff type, please do. Do not enter 0. Please answer carefully as these numbers will be used to calculate percentages for other questions. 

Include all full-time and part-time staff institution-wide, across all functional categories, NOT just HR. Staff includes executive, administrative and managerial staff, other professional staff and non-professional staff - i.e. all employees "without faculty status." It does not include faculty.

	As of fall 2010-11
	1.
Total
	2.
Executives
	3.
Exempt
	4.
Non-Exempt

	a.
Number of Full-Time Staff
	
	
	
	

	b. 
Number of Part-Time Staff 
	
	
	
	

	c.
Number of full-Time Equivalent (FTE) Staff
	
	
	
	


2.
Number of Faculty Employed by your Institution

How many faculty were employed by your institution in the fall of the 2010-11 academic year. Include all full-time and part-time faculty institution-wide. Please answer carefully as these numbers will be used to calculate percentages for other questions.

	
	As of fall 2010-11

	Full-Time Faculty Headcount (number)
	

	a.
Tenured
	

	b.
Tenure-track
	

	c.
Non tenure-track
	

	d.
Total full-time
	

	Part-Time Faculty Headcount (number)
	

	e. 
Number of Part-Time Faculty
	

	Faculty FTE
	

	f.
Total FTE for All Faculty
	


3.
Salaries and Benefits: What percentage of your total operating budget is comprised of salaries and benefits for employees? 
	% of budget spent on salaries and benefits 
	


4.
Benefits Eligible Employees (staff + faculty): How many benefits eligible employees did your institution have in fall of the 2010-11 academic year?  

	Number of benefits eligible employees
	


5.
How many W-2 Forms were cut last year by your institution? 
	Number of W-2 forms cut last year
	


6.
Profile of Workforce: What percentage of your full-time employees (staff and faculty) fall into each category?
	
	1. Staff
	2. Faculty

	a.
% of full-time employees 55 or older
	
	

	b.
% of full-time employees that are female
	
	

	c.
% of full-time employees that are minorities
	
	


7.
Expected Retirements: What percentage of your current staff and faculty do you expect to retire in the next 3 years?
	
	1. Staff
	2. Faculty

	% expected to retire in next 3 years
	
	


8.
Outsourcing and Reduction in Force (RIF) of Full-time Staff (non-faculty). Did your institution outsource any full-time staff positions in FY 2010-11 or have a reduction in force that impacted full-time staff? If yes, indicate the number of positions and employees impacted. Also provide numbers by staff type if you can.

	
	1.
Outsourcing or RIF in FY 2010-11
	2.
# of full-time staff Positions affected
	3.
Total # of full-time staff affected
	4. 
# of exempt full-time staff affected
	5. 
# of non-exempt full-time staff affected

	a. 
Outsourcing occurred?
	O Yes  O No
	
	
	
	

	b.
Reduction in force (RIF)?
	O Yes  O No
	
	
	
	


9.
Hiring Freeze: Did your institution have a hiring freeze in FY 2010-11?  

	a.
Hiring freeze in FY 2010-11 for staff (non-faculty)?
	O Yes–for all staff positions   O Yes–for selected staff positions   O No   

	b.
If Yes: Is freeze still in place?
	O Yes  O No

	c.
Hiring freeze in FY 2010-11 for faculty?
	O Yes–for all disciplines   O Yes–for selected disciplines   O No   

	d.
If Yes: Is freeze still in place?
	O Yes  O No


10.
Staff Hiring and Turnover: Please answer these questions for all full-time staff and, if you can, for each category.
	
	1.
Know how many? 
	2. 
All Staff
	3. Executives
	4. 
Exempt
	5.
 Non-Exempt

	a.
Do you know how many vacant or new full-time staff positions were filled at your institution in FY 2010-11? If yes, please enter the number. If none, enter 0.
	O Yes  O No  
	
	
	
	

	b.
Do you know how many full-time staff members left the institution in FY 2010-11? If yes, enter the number. If none, enter 0. Include individuals that have died or gone on permanent disability. 
	O Yes  O No  
	
	
	
	


11.
Faculty Hiring and Turnover: Please answer these questions for all full-time faculty and, if you can, for each category.
	
	1.
Know how many? 
	2. 
All Faculty
	3.
 Tenured
Faculty
	4.
 Tenure-Track Faculty
	5. 
Contingent/
Adjunct Faculty

	a.
Do you know how many vacant or new full-time faculty positions were filled at your institution in FY 2010-11? If yes, please enter the number. If none, enter 0.
	O Yes  O No  
	
	
	
	

	b.
Do you know how many full-time faculty members left the institution in FY 2010-11? If yes, enter the number. If none, enter 0. Include individuals that have died or gone on permanent disability. 
	O Yes  O No  
	
	
	
	


12. 
Are any of your employees unionized?   

	a.
Non-exempt Administrative support staff
	O Yes  O No  

	b.
Exempt Professional staff
	O Yes  O No  

	c.
Facilities and Trade
	O Yes  O No  

	d.
Security / Police
	O Yes  O No  

	e.
Food Service
	O Yes  O No  

	f.
Regular faculty
	O Yes  O No  

	g.
Part-time contingent faculty
	O Yes  O No  

	h.
Graduate assistants
	O Yes  O No  

	i.
Library staff
	O Yes  O No  

	j.
Other
	O Yes  O No  


13.
Background Checks: Does your institution conduct background checks on some or all prospective employees?   

	O Yes  
O No


14.
If Yes: Which employee groups are included in each type of background check? 
	
	a. Criminal
	b. Employment
	c. Educational

	All staff employees in regular, continuing positions
	O
	O
	O

	Selected staff employees in “sensitive” positions – e.g. childcare workers, police officers, “pass key” employees, staff with access to funds/credit card info, etc.
	
	
	

	Temporary staff
	O
	O
	O

	All full-time faculty
	O
	O
	O

	Temporary, adjunct, contingent faculty
	O
	O
	O

	Student workers
	O
	O
	O

	Volunteers
	O
	O
	O


15. Use this space for comments or caveats regarding your responses above.
	


Save and return to menu
Save and stay here
Save and go to next section
After entering your data online, save it before going to another section.
D. EMPLOYEE TRAINING
1. 
Employee Job Related Training in FY 2010-11: Please include both classroom and online training.  
	
	1.
Do you know how many employees completed 1 or more hours of job related training in
 FY 2010-11?
	2.
If Yes:
How many employees in total?
	3.
Do you know the total number of hours of training completed by each group in 
FY 2010-11? 
	4.
If Yes:
How many hours in total?

	a.
All Employees (staff + faculty)
	O Yes  O No
	
	O Yes  O No
	

	b.
All Staff
	O Yes  O No
	
	O Yes  O No
	

	c.
Exempt Staff
	O Yes  O No
	
	O Yes  O No
	

	d.
Non-Exempt Staff
	O Yes  O No
	
	O Yes  O No
	

	e.
Faculty
	O Yes  O No
	
	O Yes  O No
	


2. 
Types of Training Offered to employees? 
	
	1.
Is this type of program offered to employees?
	2.
If Yes: 
Number of different programs available?
	3.
Do you know how many employees completed this training in 
FY 2010-11?
	4.
If Yes:
How many in total?

	a.
Job/skills development training
(including software training) 
	O Yes  O No
	
	O Yes  O No
	

	b.
Supervisory/management training
	O Yes  O No
	
	O Yes  O No
	

	c.
Leadership/strategic planning training
	O Yes  O No
	
	O Yes  O No
	

	d.
Diversity training
	O Yes  O No
	
	O Yes  O No
	

	e.
Traditional harassment training (e.g. sexual harassment, workplace violence, etc.)
	O Yes  O No
	
	O Yes  O No
	

	f.
Business Processes training
	O Yes  O No
	
	O Yes  O No
	

	g.
High school diploma / GED
	O Yes  O No
	
	O Yes  O No
	

	h.
Safety/Risk training
	O Yes  O No
	
	O Yes  O No
	

	i.
Title IX training
	O Yes  O No
	
	O Yes  O No
	


3.
Use this space for comments or caveats regarding your responses above.
	


Save and return to menu
Save and stay here
Save and go to next section
After entering your data online, save it before going to another section.
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