February 2017 FYI Report – 
No action needed
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1. OWNERS WEEK runs from February 4 through February 12!
2. Per an action item from the January meeting, attached is an update on all the work we completed as a result of the 2013 HR Audit.
3. The new meat cooler we ordered in November arrived on the 31st of January and was installed on the 1st of February.
4. The Co-op didn’t experience any losses due to the recent downtown power outage on January 20th.
5. Expansion Work & Timeline
a. [bookmark: _GoBack]Nationally, October-November-December (4th quarter for the co-op) sales were slow. They were slower than projected for us, as well. We did not perform as we anticipated. This slowdown combined with the 12-month drop in the consumer price index means that grocery sales were hard fought for. I’m attaching a brief Supermarket News article about the CPI for your reference.
b. Slow sales push any expansion projects further out. The Moscow store must have strong sales in order to meet our financial feasibility targets. Strong sales are a must.
6. I’m excited to inform you that I’m working with two groups of students from WSU. We were invited as an industry partner to develop two group projects for AFS 401, a senior capstone class. The students are addressing negative price perception and local producer capacity. Let me know if you have any questions.
7. Wine, Chocolate & Cheese tasting event – we had a huge turnout for this event last week. There were lines around the store and out the door. 
8. Melinda’s upcoming schedule and other events:
a. Feb 27-March 1 – Back to Basics Cooperative Summit
b. March 11-19 – Vacation


HR Audit Update
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CompletedInstitute a system of 4 separate files - personnel, payroll, restricted, and medical.

CompletedRemove the space fo Social Security Number on Employee Data Sheet.

2014 Remove the space for an employee signature on the Employee Status Change form.*

CompletedMove all documents listed under "payroll" in audit report to separate payroll files.

Completedmove management's printed emails requesting PTO to payroll files.

CompletedModify Welcome Sheet to become a true checklist, add signature line.

Completed

Include Orientation  with the GM & Andvancement as a section on the Welcome 

Sheet.

Completed

Ensure all training checklists have employee's name and date at top and signature at 

end.

*Kept Employee Signature line for 401k verification.

Completed

/Ongoing 

Training

Add after reviewing the job discription for the job for which you are applying, are you 

able to carry out the essential functions of the job, with or without reasonable 

accomodation? to every interview question set.

CompletedEliminate the requirement for applicants to provide two letters of recommendation.

Completed

Require up-to-date contact information for previous employers so they can be 

contacted.

CompletedMake resumes optional for entry-level positions.

CompletedRequire applications to be filled out completely in all cases.

CompletedProvide an internal application form with a standard question set.

HR Audit Implementation Timeline & Progress

Audit Recommendations for Personnel Files:

Audit Recommendations for Hiring:
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2016 Revise and update all job descriptions to bring them into alignment.

Audit Recommendations for Job Descriptions:
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CompletedRequire managers and supervisors to use the same instrument.

Completed

Instruments should list job-specific criteria against which the employee's 

performance can be measured. There must be some degree of customization to the 

actual job.**

Completed

Evaluation instruments should compare supervisor and employee ratings side by side.

Completed

Evaluation forms need a space for the supervisor's name, as well as signature, and the 

complete date.

Completed

Evaluation form should include a section to prompt reverences to any previous 

corrective actions stating either the problem was fixed or it's still being worked 

on.***

Completed

Document goals set in the performance review meeting (either remedial or 

developmental).

Completed

/ On-going 

Training

Low ratings by the supervisor in any area must result in a stated goal for 

improvement.

Completed

Evaluation forms should prompt follow-up with the goals set in the previous 

evaluation.***

Completed

When there are multiple evaluatiors in a department, their conclusions must be 

harmonized so that the supervisors speak with one voice to the employee.

**Evaluations and Job Descriptions have the same criteria listed.

***Being added to new HR management system to streamline process.

Audit Recommendations for Performance Evaluations:
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Completed

Integrate all documented corrective actions into one form with checkboxes for the 

category of action taken.

CompletedClarify for all supervisors the real meaning of the word misconduct.

CompletedGet rid of probation as a disciplinary tool.

Completed

Ensure that all Corrective Action Reports are dated and signed by the supervisor 

issuing the document.

Completed

Inculude a section on the Corrective Action Report to document follow-up after a 

warning is given. 

Completed

Evaluations must refer to recent pervious corrective actions and note improvement or 

lack of it.

Audit Recommendations for Corrective Action:
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Completed

Place the at-will disclaimer prominently at the start of the handbook. Don't bury or 

sugarcoat.

CompletedWrite the policies in the second person to the audience for the handbook

CompletedReference related policies that appear elsewhere in the handbook

Completed

Replace the grievance committee with the jury duty model of committee members 

randomly selected from a pool of management and non-management staff.

Completed

Adopt a policy for paid and unpaid breaks that is observed uniformly by all 

departments.****

****Working on improving the current system.

CompletedGet rid of level one.

CompletedReview and modify positions like Cook, Cook 1, and Cook 2.

CompletedEnsure that every position on the pay scale has a job description

CompletedEnsure that every existing job is listed on the pay scale

CompletedExpand the ranges on the wage tier, raising the tops where affordable.

CompletedSet the expectation that the tops of the tiers will be enforced

CompletedReview raise protocols

2017 Focus on gainsharing as an incentive program using Open Book Management

CompletedMake the wage structure available to staff

Ongoing Ensure that all employees understand why some positions pay more than others

Audit Recommendations for Pay Scale:

Audit Recommendations for Personnel Policies:
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