


Process and Results Item and Site Visit Issue Worksheets – Post–Site PDF Versions
[bookmark: _GoBack](thanks to Amy Katschman)
The following pages contain sample worksheets for Items 5.1 and 7.3. 
Typically, Item and SVI worksheets will contain more information; these have been edited to illustrate flow and placement.


Do not delete or re-order comments in the PDF Key Theme or Item Worksheets because it will cause errors during the import back into BOSS at the end of the site visit.  Rather, indicate in the Comments after Site Visit column that “This comment is deleted”.  To re-order, indicate that “This comment should become STR-1” or “This comment should become OFI-2” for example.  The Team Leader will be able to do the re-ordering in online BOSS and BPEP will check in the feedback report. 




[image: ][image: ][image: ]


[image: ][image: ][image: ]


[image: ][image: ][image: ][image: ][image: ]


[image: ][image: ][image: ]



image5.png
51 Applicant # 2016 Site Visit: Item Worksheet
D Item OFI Comments at svi Summary of Evidence Summary of Conclusions / Impact on Comments after Site Visit .
Reference Consensus Comments
OFI-4 |b Itis not clear how the applicant  |1.2  |Reviewed WellFit participation | Refine OFI-4 to ensure it addresses | Deployment of the applicant's

ensures approaches for workforce
climate are fully deployed across
the organization. For example, it
is not apparent if benefits, such as
WellFit, are available to team
members outside the
headquarters location, if HEALTH
is encouraged for all workers, or if
accommodations in the workforce
environment are made for diverse
team members like those hired as
challenged athletes. Processes to
ensure workplace health and
accessibility, and support services
are available or for different
locations may help the applicant
retain skilled team members in
the competitive boutique athlete
market

documentation, however, which
indicates low participation rates
at the Irving & Portland
warehouse locations. Team
member interviews from these
locations suggest reduced
participation due to less
convenient options (i.e. no free
on-site FitCenter).

Discussed use of coaches'
rounding in reinforcing health &
safety, but the approach of
different coaches & experience
of team members varied widely.
Can also weave in deployment
gaps in onboarding process from
SVI-1

deployment of services, benefits, &
onboarding, as well as variations
in coaches' rounding to reinforce
health, safety, & security.

approaches to workforce
climate and new team
member onboarding varies
across its multiple locations
and work groups. For
example, WellFit services and
on-site FitCenter are limited at
the Irving and Portland
locations, resulting in lower
program participation rates.
Similarly, the onboarding
experience of new team
members varies by location
and work shift. The team
member experience with
coaches' rounding to reinforce
workplace health & safety also
varies widely. Processes to
ensure a consistent team
member experience with
services, benefits, & coaching
may help the applicant retain
skilled team members in the
competitive boutique athlete
market
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5.1 Applicant #: 2016 Site Visit: ltem Worksheet

4 ™\

SCORING

Consensus Overall Scoring Range 50-65%

Item Score at Consensus 55

Site Visit Overall Scoring Range 50-65%

Provide arationale for the change to the overall Item scoring range (if appropriate).

Score remains in the 50-65% Range. Systematic approaches address overall and many multiple requirements, with cycles of
refinement evident in key processes, such as the Capability and Capacity Planning model and onboarding/retention processes. The
key processes are well aligned with the strategy and organizational goals. Variations in deployment as cited in OFI-4 limit this item
from moving up to the 70-85% Range.
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Results Site Visit tem Worksheet 7.3 Post-Site
Results SVI

SVIID: Applicant #: 2016

~
Comment ID: | STR-3

Consensus Comment: | The applicant focuses on ensuring appropriate levels of workforce capability and capacity are maintained
by using key indicators such as retention (Fig 7.3-1), recruiting time to fill (Fig 7.3-2) and referrals as a
percentage of new hires (Fig 7.2-2). By segmenting some of the data, improvements including revising
orientation program and introducing the behavioral interviewing, have shown to improve hiring decisions
and positively impact retention. Increase in referrals may be an indicator of workforce pride and loyalty
relating to improved retention rate

Brief Summary: | Good levels & beneficial trends in workforce capability and capacity indicators

Figures: | 7.3-1-3

Good-to-Excellent Levels?: @ Yes ( No

\
>

A

List Beneficial Trends:

Figure Beneficial Trends Del
7.3-1 Overall retention improved FY2010-FY2015, most notably increasing in the first year of employment
7.3-2 Beneficial trends in Recruiting time to fill, from 40 days in FY2010 to 15 days in FY2015
7.3-3 Doubled the % of employee referrals from FY2010 to FY2015

Add Beneficial Trend

Notes (Trend Issues to Explore On-Site):

A

'

List Favorable Comparisons:

Figure Favorable Comparisons Del

7.3-2 Recruiting time to fill at AFPM 75th percentile

Add Favorable Comparisonl

J
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Results SVI

SVIID: Applicant #: 2016
{ N\
Notes (Favorable Comparison Issues to Explore On-Site):
\. <
{ N
List Appropriate Segmentation and Linkages:
Figure Segmentation and Linkages Del
Retention segmented for High-Performing talent & First-Year employees, both of which have improving
7.3-1
trends.
Add Segmentation/Linkagesl

Notes (Appropriate Segmentation/Linkage Issues to Explore On-Site):

\ <
{ N
List Figures With No
Updated Results:
List Figures With | 7.3-1-3 updated through FY2016YTD
Updated Results:
Describe Changes: | Overall retention (7.3-1) remained stable for FY2016YTD. First-year retention ticked down slightly YTD to
85%, but does not materially affect the comment. Recruiting Time-to-fill (7.3-2) remains at AFPM
benchmark level & Referrals (Fig 7.3-3) currently exceeding 2016 projection at 33%.
\ Z
{ 3

Conclusions / Impact on Comments:

STR-3 remains with minor adjustments to reflect updated figures.
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Results SVI

SVIID: Applicant #: 2016

CLARIFY OFIs

-
Comment ID: | OFI-1

Consensus Comment: | Key workforce-focused results are missing for selected benefits such as spot bonuses, smoking cessation,
stress management and alternative work schedules (Fig 5.1-3). There are also no indicators of the Talent
Review or Talent Development program, leader development, skills and staffing needs by workforce groups
and the efficiency of Learning & Development system. Tracking information on key workforce focused
results may help the applicant understand the effectiveness of processes in meeting current and future
needs of the organization

Brief Summary: | Missing results for services and benefits, Talent Review & Talent Development programs, and effectiveness
of the Learning & Development system.

Figures:

Poor Levels?: ( Yes (@ No

A

\
>

List Adverse Trends:

Figure Adverse Trends Del
Add Adverse Trend

Notes (Adverse Trend Issues to Explore On-Site):

e
Al

List Unfavorable Comparisons:

Figure Unfavorable Comparisons Del

Add Unfavorable Comparison |

Notes (Unfavorable Comparison Issues to Explore On-Site):

Y
A

Identify Lack of Segmentation and Linkages:

Figure Lack of Segmentation and Linkages Del
lg\lic:/;gures Determine whether applicant tracks results in areas where no metrics were presented & evaluate.

Add Segmentation/Linkage |

Notes (Lack of Segmentation/Linkage Issues to Explore On-Site):

Determine whether applicant tracks results in areas where no metrics were presented & evaluate.

Y
A

List Figures With No
Updated Results:
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Results SVI

SVIID:

Applicant #:

2016

List Figures With
Updated Results:

Describe Changes:

development or L&D effectiveness.

Applicant provided results for several additional workforce climate programs mentioned in the original
comment, but following multiple requests from the People Team, no metrics were provided for talent

\ <
{ )
Conclusions / Impact on Comments:

OFI-1 remains with minor refinements to A2A reference and comment language (removing spot bonuses, smoking cessation,

stress management, and alternative work schedules. These were provided and no longer are missing results, but performance in

these areas did not rise to the level of adding their reference to STR-2).
\ v
(., )

=
Comment ID: | OFI-2

Consensus Comment:

Some results provided are not segmented by the diversity of the workforce nor by workforce groups and

segments, including contract workers. Not segmenting results data may prevent meaningful analysis of the
organization's performance critical to identifying distinct needs and expectations of the different workforce

groups, may create risks to retention levels, opportunities for improvement and innovation and to its
strategic advantage of an engaged workforce.

Brief Summary:

Limited segmentation of workforce results.

Figures:

7.3-1,3,13,14

Poor Levels?: ( Yes (@ No

\
>

List Adverse Trends:

Figure

Adverse Trends

Del

Add Adverse Trend

Notes (Adverse Trend Issues to Explore On-Site):

A

Y

List Unfavorable Comparisons:

Figure

Unfavorable Comparisons

Del

A
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Results SVI

SVIID:

Applicant #: 2016

N

Notes (Unfavorable Comparison Issues to Explore On-Site):

| Add Unfavorable Comparison |

\, Z
{ N
Identify Lack of Segmentation and Linkages:
Figure Lack of Segmentation and Linkages Del
Add Segmentation/Linkage |
Notes (Lack of Segmentation/Linkage Issues to Explore On-Site):
Explore segmentation used by the organization, specifically segmentation of workforce results by diverse demographics & contract
workforce members.
\. Z
' 3
List Figures With No
Updated Results:
List Figures With | 7.3-7-8,7.3-15-18,7.3-21, 7.3-22, 7.3-23
Updated Results:
Describe Changes: | Applicant provided segmented results by work group, demographics & location, as requested for
several additional figures where segmentation was not originally provided. Workforce metrics were
unavailable for contract workforce. Further, several metrics lag, for non-Richmond locations, consistent
with deployment gaps noted in 5.1.
\ Z
{ Y

Conclusions / Impact on Comments:

Change OFI-2 to address lagging results for Irving & Richmond locations instead of lack of segmentation. If needed, and
additional OFI could be added or OFI-1 could be expanded to address missing results for the contract workforce.
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Results Item Worksheet Sample Post-Site

Site Visit: Item Worksheet

7.3 Applicant #: 2016
~
D Re:tem Strengcth Comments at svi Summary of Evidence Summary of Conclusions / Impact on Comments after Site Visit -
erence onsensus LTINS
STR-3 |a(1) The applicant focuses on Overall retention (7.3-1) STR-3 remains with minor The applicant focuses on

ensuring appropriate levels of
workforce capability and
capacity are maintained by using
key indicators such as retention
(Fig 7.3-1), recruiting time to fill
(Fig 7.3-2) and referrals asa
percentage of new hires (Fig
7.2-2). By segmenting some of
the data, improvements
including revising orientation
program and introducing the
behavioral interviewing, have
shown to improve hiring
decisions and positively impact
retention. Increase in referrals
may be an indicator of workforce
pride and loyalty relating to
improved retention rate

remained stable for
FY2016YTD. First-year
retention ticked down slightly
YTD to 85%, but does not
materially affect the comment.
Recruiting Time-to-fill (7.3-2)
remains at AFPM benchmark
level & Referrals (Fig 7.3-3)
currently exceeding 2016
projection at 33%.

adjustments as needed to
reflect updated figures.

ensuring appropriate levels
of workforce capability and
capacity are maintained by
using key indicators such as
retention (Fig 7.3-1),
recruiting time to fill (Fig
7.3-2)and referrals as a
percentage of new hires (Fig
7.2-2). By segmenting some
of the data, improvements
including revising
orientation program and
introducing the behavioral
interviewing, have shown to
improve hiring decisions
and positively impact
retention. Increase in
referrals may be an indicator
of workforce pride and
loyalty relating to improved
retention rate

Page X of Y

Exported Ffrom BOSS on MM/DD/YYYY 00:00:00





image13.png
=

73 Applicant #: 2016 Site Visit: ltem Worksheet
OFls Examples
D Item OFI Comments at svi Sy e Summary of Conclusions / Impact on Comments after Site Visit
Reference Consensus Comments

OFI-1 |a(1,2,4) |Key workforce-focused results are Applicant provided resultsfor | OFI-1 remains with minor The applicant does not track
missing for selected benefits such several additional workforce refinements to A2A reference and | key workforce results of its
as spot bonuses, smoking climate programs mentioned in | comment language (removing Talent Review or Talent
cessation, stress management the original comment, but spot bonuses, smoking cessation, | Development program, leader
and alternative work schedules following multiple requests from | stress management, and development, skills and
(Fig 5.1-3). There are also no the People Team, no metrics alternative work schedules. These |staffing needs by workforce
indicators of the Talent Review or were provided for talent were provided and no longer are | groups and the efficiency of
Talent Development program, development or L&D missing results, but performance | Learning & Development
leader development, skills and effectiveness. in these areas did not rise to the system. Tracking outcomes of
staffing needs by workforce level of adding their reference to | key workforce learning and
groups and the efficiency of STR-2). development activities may
Learning & Development system. help the applicant understand
Tracking information on key the effectiveness of processes
workforce focused results may in meeting current and future
help the applicant understand the needs of the organization.
effectiveness of processes in
meeting current and future needs
of the organization

OFI-2 |a(1,2,4) Some results provided are not Applicant provided segmented | Change OFI-2 to address lagging | Several results provided for

segmented by the diversity of the
workforce nor by workforce
groups and segments, including
contract workers. Not
segmenting results data may
prevent meaningful analysis of
the organization's performance
critical to identifying distinct
needs and expectations of the
different workforce groups, may
create risks to retention levels,
opportunities for improvement
and innovation and to its strategic
advantage of an engaged
workforce.

results by work group,
demographics & location, as
requested for several additional
figures where segmentation was
not originally provided.
Workforce metrics were
unavailable for contract
workforce. Further, several
metrics lag, for non-Richmond
locations, consistent with
deployment gaps noted in 5.1.

results for Irving & Richmond
locations instead of lack of
segmentation. If needed, and
additional OFI could be added or
OFI-1 could be expanded to
address missing results for the
contract workforce.

the Irving and Portland
warehouse locations
demonstrate unfavorable
comparisons to the
organization total and external
benchmarks. <Insert
comparison example from on-
site data> Location
segmentation of workforce
results may help create
meaningful analysis of the
organization's performance
critical to identifying distinct
needs and expectations of the
different workforce groups,
helping to improve retention
levels and opportunities for
improverment and innovation.
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7.3

Applicant #: 2016

Site Visit: ltem Worksheet

SCORING

Consensus Overall Scoring Range 50-65%
Item Score at Consensus 60
Site Visit Overall Scoring Range 50-65%

Provide arationale for the change to the overall Item scoring range (if appropriate).

Beneficial trends and favorable comparisons provided for a number of key results. However, few trends are sustained
over the 6-year period provided for most results and most comparisons do not yet rise to the level of industry
leadership. Several missing results that remain for Workforce Development (7.3a(4)), as well as lagging results for
remote locations prevent 70-85% from being the best fit.

=
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Process Site Visit Issue Worksheet 5.1 Post-Site _

svi

Applicant # 2016 Process

Svi

Not evaluated at consensus: ||

o

Verify/Clarify:

Verify/clarify workforce planning, recruiting, hiring, & on-boarding processes.

\.

r
Comments Affected:

Item Comment Key Theme Evaluation Factors

5.1 STR-1 KTa4 XA KD XL X

[X]

5.1 STR-2 KTa4 XA XD [OL X

&

5.1 OFl2 Ka ®po [t X

x]

‘ Add Comments Affec

ted |

J

Analysis Required:

What questions must be answered in order to draw conclusions about the accuracy of the comments affected?

\

Question:

How is the 7-Step Capability & Capacity Planning Model used to evaluate workforce current state & forecast
future state? How is the model informed by the SPP? How has the model been refined over time?

Evaluation Factors:

Kr Ko KU K

Evidence:

Reviewed Capability & Capacity planning model & its integration with the SPP. People team walked
through use of the model and how, for example, the long-term goal to increase warehouse capacity by
50% impacts the workforce forecast. Reviewed refinements to the model, including addition of
benchmarking step, where appropriate.

Conclusions /
Impact on
Comments:

STR-1 remains with no/few changes.

Question:

How is the candidate screening & hiring process used to attract & retain the right workforce members?
How do FitWelcome! Orientation and other onboarding activities help aid in new team member retention?

Evaluation Factors:

Kr Ko KU K

Evidence:

People Team walked through the candidate screening & interviewing process, including behavioral-based
interviewing techniques used. Spoke to new team member focus group to verify deployment and
effectiveness of onboarding process. All had been through FitWelcome! Orientation but several had not
been assigned a FitBuddy or included in lunch with the CEO due to non-day shift scheduling.

Conclusions /
Impact on

STR-2 standswith minor changes to reflect deployment variations. Possible addition of an OFl or
expansion of OFI-4 to address deployment gaps.

Comments:

E
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Applicant # 2016 Process SVI

Svi
-
(
Question: [How are diversity recruiting goals established? Describe how the diversity of the customer community is
considered when setting/refining diversity goals?
Evaluation Factors: A []D L |
Evidence: |Chief People Officer described how workforce/hiring diversity targets are established, clarifying that the
process includes an analysis of current community and customer diversity, as well as strategic/emerging
customer groups that may need to be represented in the workforce (e.g. challenged athletes).
Conclusions / |OFI clarified & removed in post-site visit feedback.
Impact on
Comments:
\ 7
Add Analysis Question
\
Information Needed: What information will be needed through interviews, document review, observations, and walk-arounds in order to verify/clarify?
Interviews:
People Team
New Team Member group
\.
Questions To Ask:
- N
Name or Group: |People Team E
Questions
How is the 7-Step Capability & Capacity Planning Model used to evaluate workforce current state & forecast future E
state? How is the model informed by the SPP? How has the model been refined over time?
Describe the steps in your recruiting & hiring process. How do you screen & select candidates? How do you know the E
process is effective?
Describe the steps in on-boarding new team members. How has the process been refined over time? How do you E
know it is effective?
How do you set diversity recruiting goals? What inputs are considered during goal-setting? How is the diversity of E
your customer base considered in the process?
Add Question To Ask
\ S
[ D |
\
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Applicant # 2016 Process SVI

svi
( ~ N
Name or Group: |New Team Member group E
Questions
Tell me about your onboarding experience. How did FitWelcome orientation & your FitBuddy help you acclimate to E
your new role.
Please tell me about how you've used the Onboarding Inside Track repository of information. Was it useful in your E
onboarding process?
Did you have lunch with the CEO during your first 30 days with the organization? How did that impact your E
onboarding experience?
Have you had the opportunity to provide feedback on your onboarding experience or make suggestions for E
improvement?
Add Question To Ask
\ S
Add Interview
\ J
' N N
Documents to Review:
Document
Capability & Capacity Planning Model [x]
FitWelcome! Orientation curriculum E
. J
e 3
Walk-Around Questions:
Question
Have you been involved in interviewing new members for your team? What type of interview training did you E
receive in order to participate in this process?
Did you participate in FitWelcome! Orientation? Tell me about it. How did it help you acclimate to your new role? E
Have you had/been a FitBuddy as/for a new team member? Tell me about it. If you have been a new team members' E
FitBuddy, what training or direction did you receive from the People Team regarding your role?
\. J
e )

Observations to Make:

Observation

Add Observation
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Process Item Worksheet 5.1 Sample Post-Site _

5 Applicant #: 2016 Site Visit: Item Worksheet
f Yy
Strengths (000 Garatrimio | [0 charaterimiy_|
D Item Strength Comments at svi Cmmrery o Summary of Conclusions / Impact on Comments after Site Visit -
Reference Consensus Comments
STR-1 |a(1) The applicant uses a 7-Step 1 Verified approach, deployment, |Strength remains wtih no changes. | The applicant usesa 7-Step
Capability & Capacity Planning learning, & integration of the Capability & Capacity Planning
Model (Fig 5.1-1), integrated with Capability & Capacity Planning Model (Fig 5.1-1), integrated
the SPP to assess workforce model. with the SPP to assess
needs. The model enables the workforce needs. The model
People team to evaluate the enables the People team to
current state of the workforce,

evaluate the current state of
the workforce, forecast the
future state, review forecast
against benchmarks, and
develop plans to close gaps

between current and future D

forecast the future state, review
forecast against benchmarks, and
develop plans to close gaps
between current and future
states. The process is reviewed

annually and has been through states. The process is reviewed
cycles of refinement such as the annually and has been through
addition of the benchmarking cycles of refinement such as
stepin 2013. Thisapproach to the addition of the
assessing the workforce may help benchmarking step in 2013.
address the strategic challenge of This approach to assessing the
retaining skilled team members. workforce may help address
the strategic challenge of
retaining skilled team
members.
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