The Northwest Region of the Washington State Department of Transportation wanted a better way of notifying service areas when an employee was hired, changed office or when they left state service.  Each service area had their own form that the manager filled out to get services.  If a manager forgot to send in a form, the new hire didn’t have a phone or computer when they arrived.  In addition, we had people with access to a building and computer service months after they left state service, because no one knew they were gone.  

The Employee Action Form was created as a more efficient way of notifying service areas.  What started as six paper forms became a one-entry online form.  It used to take several days and sometimes weeks to get all of the services a new employee needed to do his job.  Now, a manager can input the information into the system, have it approved at a higher level and notify Human Resources along with other service areas in less than a day.  
The notification system was put together from information gathered in meetings with Human Resources, Financial Services, Information Technology, Building Management, Telecommunications and Purchasing.  We found that each group needed the same basic information and that managers sometimes had to sign several forms from different work groups for the same person.  We identified the items needing management approval and this was built into the system.
Access is restricted to managers and their delegates.  For a new hire, the action starts with a “Request to Fill”.  The form requires the name of the Appointing Authority and has to have his/her approval before it is sent on to Human Resources.  Once the person has been selected, the manager goes back into the system and fills in the “New Hire” information.  This includes information about specific wage requests, IT and telephone service, and building needs.  When the manager hits “send”, the system automatically knows which service areas need notification based on the specific fields entered.  Each service area receives only the information they need to complete the action.

When someone leaves state service or transfers to another office or region, the office losing the person fills out an exit form.  The form has a check list to make sure that keys and equipment are collected.  In addition, Human Resources, IT, Telecommunications and the building representative are notified when the form is sent, so they can cancel services and remove them from the various systems and directories.
The person or persons attached to each service area receives an email telling them that an action needs to be taken.  They go into the system, pull up the information and process the action.  The form can be tracked throughout the procedure so the manager can see where it is and if the service areas have completed their action.
For more information, please contact Jana Mercer, (206) 440- 4103       
