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THE DATABASE

The HR Pro-Tracker was developed to collect turnover information and was designed as a
database in Microsoft Excel with this accompanying PDF data entry manual.

As Excel 2007 and Excel 2010 have been developed and several organizations are now using
one of these versions, there are 2 sets of files for the HR Pro-Tracker:

1. One set designed for Excel 2003 users
2. One set designed for Excel 2007 or Excel 2010 users
The HR Pro-Tracker for Excel 2007 and 2012 consists of one file:

1. HR Pro-Tracker template

This file contains three separate, visible worksheets:

1. An organization information worksheet
2. An employee information worksheet
3. Aturnover information and summaries worksheet

The organization information worksheet is where you will enter in the requested information
about the organization using a series of checkboxes and type boxes. The employee
information worksheet is where you will enter in the requested information about employees
using a series of drop-down menus and type boxes. The turnover info and summaries
worksheet does not require any data entry. This is where a series of turnover calculations are
completed for you online, as you enter in data in the employee information worksheet (e.g.,
turnover for each employee’s position classification).

Aspects of the database have been password protected and hidden to ensure that there are
no accidental changes made to the overall structure of the file. If any changes are made to
the structure or if the terminology designated in the tool is not used, the turnover summary
information that is calculated online will not be calculated accurately.

© 2012 Alberta Council on Disability Services @ns
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For those of you who are less familiar with Microsoft Excel, a step-by-step guide will walk
you through the process. Note, however, that these steps are for Excel 2007 and 2010.
Microsoft Excel 2003 differs from Excel 2007 and 2010, and there is a separate manual for
users of Excel 2003.

Some organizations will be using a database through a different software program. For those
programs that are compatible with Excel, there is a step-by-step process for merging your
current database with the Excel database for use in collecting turnover information (page 12).

Note: It is advised that everyone review the terminology that is used
(see page 30). This will ensure that the summary information provided within
the HR Pro-Tracker is calculated for you online.

For example, in the summary sheet provided in the HR Pro-Tracker, even if you

have a space(s) before or after any terms, the turnover rates that are calculated
for you will not include information where you have the space(s).

This also ensures that the information you provide for analysis of industry
turnover across Alberta can be analyzed without the analyst having to interpret
the terminology to make it consistent, risking inconsistent data.

If your organization DOES NOT track all of the employee variables in the HR Pro-Tracker,
please fill in the information that you do track and submit that data for provincial analysis.
Even if your organization does not track all of the information in the HR Pro-Tracker, providing
what you do track will provide ACDS with data that they can use to make a provincial case.
Without information from a large number of organizations, ACDS cannot make the case that
the information is representative of the sector provincially.

© 2012 Alberta Council on Disability Services @ns



UprLOADING AND OPENING YOUR FILES

Step 1: UrLoApIiNG DAaTABASE TO YOUR COMPUTER

1. Go to www.hrpro-tracker.ca

2. Login to the site using the username and
password provided to you. Username

. « resources tool designed to track h
NOte. The FOrgOt yOUI’ paSSWOFd? FOI’gOt munity Disability Service Sector in Alberta

) d C 9 esponses to workforce issues. The HR Pro- Password
yOUf' usernames¢ an reate an accou nt are E tool and an effective way to track

. 0 allows the sector to obtain critical and
templated llnkS. If yOU need an account or a rce. The HR Pro-Tracker is a key element
for the Community Disability Services

username/password reminder, please email
Stacey Kowbel at skowbel@vecova.ca.

Remember Me [C]

e Sector acknowledges the generous
niors and Community Supports Persons with

3. Click on the “HR Pro-Tracker” link. am, the expertise of the Vecova Centre for
i Hs e e ant it he IR Broctia

% Q B

Downloads Home Search Document Submit File

4. Click on “HR Pro-Tracker (Excel 2007/10

Categories / -
Templates)”. T

Home | Instructions | HR Pro-Tracker | Contact Us

® & 4

HR Pro-Tracker (Templates)
5. Click on “HR Pro-Tracker Template - 2010” T Date add
or “Download” under the HR Pro-Tracker
Template file for the database file.

Order by : Mame | Date | Hits [ Ascendant ]

g, HR Pro-Tracker Manual
f}; Hits: 58 06/15/20)

6. Save the file to your computer. In submitting
the data, you will be provided with specific Downioad] | View| Details|

instructions for naming the file. a8 ProTracker Tempiate hot!
@ ? Hits: 192 01/05/20)
Download Details|

]
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STEP 2: MACRO SECURITY

Before you open your HR Pro-Tracker Template file, make sure that you set you macro security
at a reasonable level. To check what the security level is:

1. Open Excel.
2. Click on the developer tab (see page 5 if your developer tab is not visible).
3. Click on “Macro Security”.

FR T i i W=

File Home Insert Page Layout

*~] Record Matro
ﬁ Use Relative References

Does vour organization

4. Choose “Disable all macros with notification”. This allows you to know there is content
that has been disabled by Excel and to choose to enable the content if the file is from a
trusted source.

Trust Center

-G}(-? | — 3w e il —
d- Trusted Publishers Macro Settings
Trusted Locations B
() Disable all macros without notification
- Trusted Documents @ Disable all macros with notification
. Add-ins ) Disable all macros except digitally signed macros
") Enable all macros [not recommended; potentially dangerous code can run)
ActiveX Settings

Developer Macro Settings

D

Macro Settings
Protected View [T] Trust access to the VBA project object model
Message Bar
External Content
File Block Settings

Privacy Options

o e O |
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If the developer tab is not visible, in Excel 2007:

1. Click the Windows button (

in the top left corner of
the screen.

Click on “Excel Options”.

3. In the box that pops up,
click on the box next to
“Show Develop tab in the
Ribbon” and make sure
the box has a check mark.

In Excel 2010:

1. Right click anywhere over
your icons (this is your
ribbon).

Click on “Customize the
Ribbon...”

In the box that pops up,
click on the box next to
“Developer” (on the
right side of the pop-up
box) and make sure the
box has a check mark.

Click “OK” and the !
developer tab will now
be available.

Save As B
Print 3
Prepare »
send »

¢ NP AT G

/ Publish »
—

.J Close

Recent Documents

[ T B F PR CER

(=TT

budget.xlsx

budget rev1.xlsx

10 - Oct 2012 xlsx

personal time sheet.xlsx
personal time sheet.xlsx

10 - Oct 2012 .xlsx

Escalation for existing POs.xlsx
167_CL3_Equip_List-Rev-B - Pivot for Procure...

CL Estimating Equipment Master RevM.xlsx

ular | L_ .
i | [j& Change the most popular option
ormulas
raofing Top options for working with Excel
ave Show Mini Toolbar on selection i)

Enable Live Preview (i
dvanced )
Show Developer tab in the Ribbon i)
ustomize /' ) Color scheme: | Blue IZI

FCJ Building\gize Cost Scaler with Piling revF.xlsx
ildi Cost Scaler with Piling revF.xlsx

Organization turnoWer.xlsx

[ Excel Options | | X Exit

Home

Organization Name

B Optons

Insert

Page Layout

E—

I u-

Formulas

PDD Region
of Alberta

Data

Review View Developer PDF Acrobat

S wrap Text

_|p),.v

== Fad Merne & Center =
Add to Quick Access Toolbar

L]

Customize Quick Access Toolbar...
Show Quick Access Toolbar Below the Ribbon
Customize the Ribbon...
Minimize the Ribbon

Poj ulation

ow |
are Su

erientation and/or new J

General

Formulas

Proofing

Save

Language

Advanced
Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

@ Customize the Ribban.

Choose commands from: (i)

Popular Commands

¥ SRR < s

e >

€.

L'ﬁ'"n“-

BE~

All Chart Types...
Borders

Caleulate Now
Center

Conditional Formatting
Connections

Copy

Custom Sort...

Cut

Decrease Font Size
Delete Cells...

Delete Sheet Columns
Delete Sheet Rows
E-mail

Fill Colar

Filter

Font

Font Color

Font Size

Format Cells...
Format Painter
Freeze Panes
Increase Font Size
Insert Cells...

Insert Function...
Insert Sheet Columns
Insert Sheet Rows
Macros

Merge & Center
Mame Manager

I~

=

n

Customize the Ripbon:
| Main Tabs

Background Removal
Add == -

<< Remove

Mew Tab ] [ﬂewGreup] [ Rename... ]

Customizations: i)
Import/Export ¥ |7

coce
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Step 3: OPENING THE FILE

Unlike previous versions of Excel that would produce a pop-up box to notify you about
marcos, Excel 2007 and 2010 produce a yellow warning bar in place of the ribbon.

File Home Insert Page Layout Formulas Data Review View Developer PDF Acrobat

Enable Editing

o Protected View  This file originated from an Internet location and might be unsafe, Click for more details,

a2 x
Because the file is being downloaded from the internet, the first warning it will produce is
“Protected View” which does not allow to make any changes or save the file to your computer
if you have not already done so. To be able to work with the file, you need to click “Enable
Editing”.

Once you enable editing, if you have your Macro Security set as in page 5, you will get the
following Security Warning below your ribbon:

Formulas Data Review View Developer PDF Acrobat

r\_!) Security Warning Some active content has been disabled. Click for more details.

An
To be able to work with some features of the HR Pro-Tracker, like check boxes, you need to
click “Enable Content”.

If you have your Macro Wecurity set to any of the other options, you will get the following
Seucrity Warning below your ribbon:
EIN™ N i ] HR_Pro-Tracker_Template [Compatibility Mode] -

File Home Insert Page Layout Formulas data Leview View Developer PDF Acrobat

. Z]Record Macro i - 21 Properties @ T Map Properties [T Import @
-l = Emm*ﬁm B .- ! % Expansion Pack @Bpurt Miomssi

-\!) Security Warning  Automatic update of links has been disabled [W]

A2 =
If this is the only Security Warning you receive, you should close the file and change your
Macro Security setting to ensure that the marcros are enabled.

© 2012 Alberta Council on Disability Services @ns



SteP 4: MoviNG BETWEEN WORKSHEETS

For those of you who are less familiar with Excel, you can have several worksheets in one file.

Each file has a tab at the bottom of the screen.

In order to move between worksheets, click on the tab of the worksheet you wish to work
in. The tab of the worksheet you are currently working in will be highlighted with a white
background; inactive worksheets will have a grey background.

The HR Pro-Tracker has 3 worksheets:

1. Organization Information
2. Employee Information

3. Turnover Info and Summaries

]
4
4

q Developer
— 7] Record Macro P |'\—E,' “r Properties E % Map Properti
==F (2] s |
- = {7 Use Relative References | 2 —= (3| view Code 2| Expansion P
Visual Macros Add-Ins  COM Insert Design Source
Basic & Macro 5ecurity Add-Ins - Maode 7] Run Dialog <0§ Refresh Data
Code | adamns | Controls ;
A2 -
A B
Doe 0 orga 0
o FDD Regio 0 Q) e new employee
g = of Albe Populatio orie on and/o e
e e 0D {
™ Calgary [~ =1,000 ™ Yes
2 [~ Central [ 1,001-10,000 ™ Mo
[ Edmonton [~ 10,001 - 39,999
[™ Mortheast I 40,000 +
™ Northwest
[~ South

Worksheet Tabs

Organization Information ! 0rma and

© 2012 Alberta Council on Disability Services
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ORGANIZATION INFORMATION

The organization information will provide general information (such as size of organization,
funding sources, and services/supports provided) to understand the nature of the
organizations involved in the survey as well as to examine some of the organization factors
that may influence turnover. When entering data into the organization information worksheet,
you will need to enter some information only once, then update this information if changes
occur. Some of the information will need to be entered at the beginning of the year and some
will need to be entered at the end of the year.

ST1eEP 1: SELECT ORGANIZATION INFORMATION TAB

Step 2: DatAa ENTRY

1. Organization Name
This field is a free field, meaning you can type in your response freely with no restrictions.

In entering the organization name, click the first cell below the heading “organization name”
and type in the full name of your organization.

This information will only be used to keep track of which organizations have submitted data
and will not be used in the analysis. This information will be deleted from the final data file
containing the amalgamated data.

2. PDD Region of Alberta
This field is a checkbox field.

All six PDD regions have been input into the checkbox field. You can only choose an option
that is provided in the list. Click in the box next to the appropriate region.

3. City/Town Population
This field is a checkbox field.

Choose a population category provided in the list.

If you do not know the population of . — i

your city, a search in a search engine
such as Google should pull up a link to
the population of your city. Using the

PDD Region City/Town
of Alberta Population

Organization Name

following search terms should provide a -
. . . Calgary I~ = 1.000
useful link: population of <city name>, | - contl | 1.001- 10000
Alberta. [TTT T T T T T T T T T T T T T - Edmontan |7 10.001-39.989
3 ™ Mortheast I™ 40,000 +
I ™ Morthwest
- ™ South
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4. Does your organization require new employee orientation and/or new employee job
training?
This field is a checkbox field.

If your organization requires new employees to participate in an orientation and/or job
training within their first few months on the job, please check the “yes” checkbox. If your
organization does not require either of these, please check the “no” checkbox.

5. How many clients are supported as of April 1?7
This field is a free field.

At the beginning of each fiscal year (using the PDD fiscal year beginning April 1 and ending
March 31), please type in the number of clients that are being served by your organization in
the cell directly below the heading. As we will not be keeping track of individual organization
data on a yearly basis, it is necessary to continue using the same cell for this information.

If you wish to keep a record of your organization information on an annual basis, you can
either save the file at the beginning of each year with a year in the file name to denote the
appropriate year, or you can copy the information and paste it in a different spot in the same
worksheet.

6. How many clients are supported as of March 31?
This field is a free field.

At the end of each fiscal year, please type in the number of clients that are being served by
your organization in the cell directly below the heading. Again, please continue using this cell
to provide client numbers.

Note that ACDS collects the HR Pro-Tracker information from organizations twice a year based
on the calandar year, from January-August and from January-December. When submitting your
data, you can enter in the current number from the end of the month the upload has been
request (i.e., August or December), or leave the cell blank.

7. Funding Source(s)
This field is a checkbox field. B B B G u

Does your organization

How Many Clients How Many Clients are

The list provides you with six options; e i ol aow, | aTe Supported asof  Supported asof  Funding Sourcefs) S
please check all funding sources ety | A s
that apply to your organization. For - ;’ﬁi?i"nauﬁhi'”‘e” ]
example, if you receive PDD fundingand | vor N
Employment Insurance funding, check the and Wellnsss |7
boxes that apply to both PDD funding and - Empoyment |1
Employment Insurance funding. r POD i
Rehabilitation %
If you receive funding from a source not Socieny -
identified in the list, please check “other” B e b ’_
and type in what that source is in the first [ 7T
empty cell in that coluln. — p | :
r

Employee Information Turnover Info and Summaries -

: Paste

© 2012 Alberta Council on Disability Services @ns
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8. Service/Support Type
This field is a checkbox field.

Service/Support Type

The list provides you with two sets of options:

1. 5 options for PDD funded organizations

PDD
2. 7 options for Alberta Children and Youth Services funded I Community Access
organizations ™ Community Living
. [ Employment
Please choose all service/support types that apply to your Specialized

Organization. Community Supports
Other_ (please

If you provide services/supports not identified in the list, please explain below)
choose “other” and type in what that service/support is in the first Alberta Children and

. Youth Semices
empty cell in that column.

Information and
Referral Support

9. Organizational Benefits Family Support
This field is a checkbox field. Senices
Child-Focused
The list provides you with nine options; please check all benefit Senices
types that your organization offers employees. r S;gglrgpt'ﬁ;i}

If you offer benefits not identified in the list, please check
“other” and type in what that benefit is in the first empty cell T
in that column.

10. Number of Position Vacancies on April 1
(if available)
ThiS ﬁeld 1S a free ﬁeld. e raanizaional Vacancies on April 1 Vacancies on March 31  of

Benefits (if available) (if available)

Number of Position Number of Position Ay

At the beginning of the fiscal year, please type

™ Alberta Health Care

in the number of vacancies, if known to your T DemalBerefts | |
organization, in the cell directly below the T Health Benefits

. . P . . I Life Insurance
heading. Again, it is necessary to continue using - Long Torm Disabiy

Insurance
I™ Optical Benefits
I Pension/RRSP

the same cell for this information.

If you wish to keep a record of your organization I Shor-Term Disabiity
i i 3 5 Insurance
information on an annual basis, either save the Other (desse
file at the beginning of each year with a year in Sxolain belo)

the file name to denote the appropriate year, or
copy the information to a different section of the
same worksheet.

11. Number of Position Vacancies on March 31 (if available)
This field is a free field.

At the end of the fiscal year, please type in the number of vacancies, if known to your
organization, in the cell directly below the heading. Again, please continue using this cell for
this information.

© 2012 Alberta Council on Disability Services @ns
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12. Average Number of Employees in the Organization
This is a locked field.

This cell automatically provides you with the average
number of employees on an annual basis. It continuously

Organization Turnover
r of Position Average Number (total number of

5 on March 31 of Employees in employees who left /

updates the number of employees as you input new R R I

employees)

information related to the average number of employees
in the organization (see “Turnover Definitions” on page 24
for how the average number of employees is calculated).

420 16.78

13. Organizational Turnover

This is a locked field. This cell automatically provides
you with the annual turnover rate for your organization.
It continuously updates the turnover rate as you input
new information related to turnover (see “Turnover
Definitions” on page 24 for how organizational turnover is
calculated).

Step 3: ApDITIONAL ORGANIZATION INFORMATION

The information we have asked you to provide is information that will help in understanding
the factors involved in turnover. This, in turn, will aid in the development of strategies to
help reduce turnover.

Your organization may wish to keep track of information that is not required for tracking
turnover. If you wish to include additional information, use the columns that remain to the
right of the information requested in the HR Pro-Tracker or the rows to the bottom of the
information. These cells will remain unlocked.

Because each worksheet is protected to ensure structure stability, you cannot insert any
columns or rows into any worksheets. All worksheets in this file rely on information from other
worksheets in order to function.

© 2012 Alberta Council on Disability Services @ns
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EmMPLOYEE INFORMATION

This worksheet contains employee information that is updated on a continuous basis.

Each row in this worksheet represents an employee in your organization. The employee
information will help determine what factors related to the employee (such as wage,
position, and length of employment) are related to turnover.

You will be required to enter information about an employee only once, and then continue
to update information related to promotions, change of position, and termination of
employment as changes occur for the employee.

You may also need to enter an employee’s information in more than one row if the employee:

1. Is paid by more than one funding source (e.g., PDD funded position and Employment
Insurance funded position)

2. Holds more than one position in your organization

Note that if an employee leaves but is rehired after any period, this is classified as turnover.
As such, you will need to create a new row in the database for this employee, even if you
continue to use the same employee ID.

Step 1: SeLect EMPLOYEE INFORMATION TAB

STeEP 2A: DATA ENTRY — MERGING INFORMATION FROM AN EXISTING DATABASE

If you already have an employee database set up for your organization, you can export
the information into an Excel spreadsheet and copy the relevant information into the
HR Pro-Tracker. You DO NOT need to enter the data by hand.

1. Synchronize your terminology.

Each field in the HR Pro-Tracker contains a set list of information. The information you copy
into the HR Pro-Tracker needs to use the exact wording. Any changes in terminology or
additional spaces within your terms will result in the turnover summary information not being
updated accurately; the formulas will not catch these errors and will not include them in the
count. The “Terms and Definitions” section (starting on page 30) of this document contains
each field of data along with the list of options provided.

Please check your file to ensure this wording is used and no additional spaces or tabs are
included before, after, or within your terms.

If you do not use the exact wording in your file as the wording in the HR Pro-Tracker,

you can adjust things either within your database so that you make the change only once, or
you can make the change in the exported data. Use the “find and replace” tool in the “edit”
menu in Excel (or within your database) to make these changes quickly and easily.

Even if you are not using the Turnover information and summaries that are
provided to you within the tool, the research consultant needs to have

the terminology synchronized as they are not able to guess at how your
organization’s terminology fits with the terminology within the HR Pro-Tracker.

© 2012 Alberta Council on Disability Services @ns
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2. Ensure all cells are unprotected.

If you plan to work within the HR Pro-Tracker, once your file wording matches that of the HR
Pro-Tracker, select all of the cells in that worksheet (click on the box beside Column A and
above Row 1) and ensure that the cells are not locked:

1. Click on the “format” menu
2. Click on “cells”
3. Select the “protection” tab
4. Ensure the box next to “locked” is unchecked.
If your cells are locked and you copy the information into the HR Pro-Tracker, then you will

not be able to edit this information.

3. Copy and paste.

Once you ensure your cells are unlocked, select the information in each column individually
and copy the data from that column into the appropriate column of the

HR Pro-Tracker. Rather than selecting the entire column, please select only the cells in which
data appears.

1. Click on the first cell where your data starts (ignoring the heading row).

2. Press the “end” key, then hold the “shift” key and press the “down arrow” key.
This will select everything from the first cell to the last cell that has information.
Note that if you have information missing for an employee, you may need to scroll
down to the last employee to ensure all of the information is selected.

3. Copy this selection (short-cut is control+C).

4. Paste the selection into the HR Pro-Tracker template file
using “paste special” in the “paste” menu and using the
“values” option in the pop-up menu. There is formatting in
the worksheet that will highlight any data entry errors that
may have occurred. Pasting only the values will ensure that |
the formatting built in will remain. i

5. Follow this process for each column of data.

4, Fill in missing information.

If your database does not contain a column of information within
the HR Pro-Tracker, please fill in the information for each employee
following the instructions provided under “Manual Data Entry” if the
information is available for your employees.

Other Paste Options
%, (=] (] (58

Paste Special...

5. Check for accuracy.

The worksheet has been formatted to highlight cells where a data
entry error may have occured. Please have a quick look through the
worksheet to identify any cells highlighted in red to ensure that the entry is correct or to
correct that entry.

© 2012 Alberta Council on Disability Services @ns
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Step 28: MaNuAL DATA ENTRY

It is important to note that when you enter in data, the file will be automatically updating
the “Turnover info and summaries” worksheet. Because of the size of the files, this update
can take some time. You can continue to work in the file rather than waiting for each number
to be updated. To continue working rather than waiting for the update after each piece

of information is entered, simply continue to the next cell and enter in the appropriate
information. The file will then hold off updating until you take a pause in data entry.

1. Employee Name (for organizational use only)
This field is a free field, meaning you can type in the information.

Enter in the employee’s name.

The employee’s name is solely for the record of the organization and has been highlighted in
red as a reminder. Upon submitting the data for analysis, you will be instructed to delete this
information.

Note that if you forget to delete the column, the research consultant will delete the
information upon receiving the file to maintain confidentiality.

When entering in new employees, use the next available row. Because the spreadsheet is
protected, you cannot add in a row. You can sort your data to maintain an alphabetical list.
To sort your data, select the first employee to the last employee. You cannot sort the
information if you have the heading row selected.

2. Employee ID Number
This field is a free field and can be composed of numbers, letters or both.

Enter in the employee’s identification number.

This field is a required field. If you do not include employee ID numbers, the turnover info and
summaries worksheet will not calculate the rest of the employee information inserted. If your
organization does not use employee ID numbers, you can insert anything into this field.

This information will serve as a participant number but will not be used for any analysis and
will be removed upon completion of analysis. Only the research consultant analyzing the data
will have access to the employee ID number.

3. Gender
This field is a drop-down field.

You must choose a response from the choices provided.

When your cursor block is in the first cell below the heading a drop arrow will appear. Choose
the employee’s gender from the list.

Employee ID

Number EIREES
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4, Birth Date
Month
This field is a drop-down field.

Choose the employee’s month of birth from the list.

Day
This field is a drop-down field.

Choose the employee’s day of birth from the list.

Year
This field is a free field.

Type in the employee’s year of birth. The field is locked down so that if you enter a year that
indicates the employee is younger than 12 or older than 100, you will get an error message to
check that you entered the information correctly.

5. Start Date with Organization
Month
This field is a drop-down field.

Choose the month the employee started working for the organization from the list.

Day
This field is a drop-down field.

Choose the day the employee started with the organization from the list.

Year
This field is a free field.

Type in the year the employee started with the organization. Please be careful in your entry
and ensure that you have typed in the correct year. The field is locked down so that if the
year you entered indicates the employee is under 12 when they started or older than 100
when they started, you will get an error message to check that you entered the information
correctly.

Hic
Birth Date Start Date with Organization of
E

Employee ID
Number

Month Day Year  Month Day Year

Note in the above screenshot that “Employee Name” and “Employee ID Number” have
remained on the screen. As you scroll across the worksheet, these columns will remain frozen
on the left side of the screen for easy referencing when adding information beyond one
screen. Additionally, the heading row has also been frozen so that once you have entered in
more employees than fit on one screen, the headings will remain for easy reference when
adding in additional employees.
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6. Highest Level of Education
This field is a drop-down field.

If your organization tracks level of education, choose the highest level of education the
employee has achieved.

If the employee has completed high school and has received specialized training that does not
provide a recognized college or university certificate, diploma, or degree (options provided),
please select “other.”

Update as necessary for the employee.

7. Is the Highest Level of Education in a Related Field?
This field is a drop-down field.

Choose whether the employee’s education was in the community disability field (university or
college program), the social sciences (e.g., social work, sociology, psychology, etc.), or other
field.

8. Foundations Training
This field is a drop-down field.

Choose whether the employee has completed foundations training, partially completed
foundations training, or has not enrolled in foundations training.

9. Community Disability Services Employee Position Classification
This field is a drop-down field.

Choose an appropriate position from those provided in the list (see “Terms and Definitions” on
page 26 for a description of all positions listed). If the employee holds a position (e.g., human
resources manager, supportive roommate, information technologist) that is not in the list,
select “other - administrative, human resources, finance, management” or “other - otherwise
unclassified.” You can use the next cell to the right to type in the position if you wish to have
a more detailed description of the position for your reference.

If the employee holds more than one position with the organization, please enter that

employee twice and treat them as two separate employees. As the hours and wage for both
positions may vary and because it is possible for the employee to leave one position and not
the other, having the person in twice can account for the differences between the positions.

K N
If Community
Is the Highest Disability Services
Level of Education Foundations Community Disability Services Employee Position
in a Related Training Employee Position Classification Classification is
Field? "Other” please explain
in this column

Highest Level
of Completed
Education

Employee ID

Number
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10. Funding/Service Type
This field is a drop-down field.

Choose the appropriate funding/service type provided for the employee. If the employee

is funded and providing services in more than one area, please add a second row for this
employee and fill in the fields accordingly for both types of funding/service. Update funding/
service type as necessary for the employee. Note that you cannot insert or delete rows
because the worksheet is locked to prevent any structural changes. You will need to enter the
information in the next available row and you can sort the data alphabetically/numerically as
needed.

11. Employment Status (full-time/part-time/student)
This field is a drop-down field.

Choose the appropriate employment status for the employee. The employee’s status
should be based on your organization’s definitions of full-time and part-time and what their
classification is in your organization.

If an employee is a summer or practicum student, you would choose that status here so that
their term turnover does not affect your overall turnover rate. Summer/practicum students
are not included in any of the counts in the “Turnover info and summaries” worksheet.

In order for an employee to be tallied in the turnover info and summaries worksheet, this
field must be filled in.

Update employee status as necessary.

12. Employment Status (permanent/casual/contract)
This field is a drop-down field.

Choose the appropriate employment status for the employee from the list. Update employee
status as necessary.

13. Is The Employee Eligible for Benefits?
This field is a drop-down field.

Choose from the list whether the employee is eligible for benefits (yes) or not (no). If there
is a qualifying period within your organization before the employee can receive benefits, you
can choose “yes” as their eligibility when you enter in their information initially. However, if
they leave the organization prior to the end of their qualifying period, please ensure that you
change the benefit eligibility to “no” for turnover purposes. Otherwise, update eligibility for
benefits as necessary for the employee.

P G R

If Service Type is
"Other” please  Employment Status Lonphaymeat Mt

I I/
explain in this  (full-time/part-time) el sl 2
i contract)

Employee 1D
Number

Is the Employee
Eligible for Benefits?

Funding/Service Type
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14. Average Hourly Wage
This field is a free field.

Type in the hourly wage received by the employee. Update hourly wage as necessary for the
employee.

If they work more than one position at different rates or if they are casual employees who
receive different rates, please provide an average hourly wage for the employee.

For those employees who are paid based on a set amount rather than an hourly wage (i.e.,
certain figure for a 24-hour period, week, or month), please leave hourly wage blank.

This field is locked down so that you must enter in a number only. If you do not enter a
number, you will get an error message prompting you to enter an number only.

You will also get an error message if you entered an amount lower than the minimum
wage rate in 2012 ($9.75) or higher that $200.

15. Average Hours Worked per Week
This field is a free field.

Type in the hours worked per week by the individual as designated by his/her status. For
example, if the employee was hired to work 35 hours/week but regularly puts in 5 hours
of overtime per week, only record 35 hours in this cell. Update hours worked per week as
necessary for the employee.

For those employees who are casual employees and do not work a set amount of weekly
hours, please provide an estimate of the average number of hours they work per week (if this
is not possible, please leave the field blank).

This field is locked down so that you must enter in a number only, and the hours must range
from 0 to 84, the maximum weekly hours allowed in Alberta without written permission from
the Director of Employment Standards. You will get an error message prompting you to ensure
the data was entered correctly.

16. Hourly Wage for Sleep Hours
This field is a free field.

If the employee has regular sleep shifts, enter in the hourly wage they receive during sleep
shifts. Update this hourly wage as necessary for the employee.

17. Hours Worked per Week for Sleep Hours
This field is a free field.

If the employee has regular sleep shifts, enter in the hours worked per week during sleep
shifts. Update the hours as necessary for the employee.

u v w

Hours
Worked
per Week
for Sleep
Hours

Average Hourly

Employee ID Hourly Hours Wage for
Number Wage Worked Sleep
per Week Hours

1
2 |
i | |
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18. Termination Date
Upon termination of the employee, enter the last day worked by that employee.

Month
This field is a drop-down field.

Choose the month of the employee’s last day of work from the list.

Day
This field is a drop-down field.

Choose the day of the employee’s last day of work from the list.

Year
This field is a drop-down field.

Choose the year of the employee’s last day of work from the list. This is a locked field and
if you enter in a date that indicates the employee left the organization before they started
working there, you will get an error message prompting you to ensure the data was entered
correctly.

19. Who’s Decision was it for the Employee’s Termination?
This field is a drop-down field.

Choose whether it was the employer’s or the employee’s decision to terminate the employee’s
position.

20. Is the Employee Leaving the Field?
This field is a drop-down field.

If known, choose whether the employee is leaving the disability field or is getting another
position in the disability field with another organization.

21. Employee’s Reason for Leaving
This field is a drop-down field.

If known, choose the reason or reasons the employee has provided for leaving his/her
position. Choose all reasons that apply. Five columns have been provided for you to choose up
to five reasons.

If the reason provided is not in the drop-down list, choose “Other” and type in the reason in
the cell of the last column (Al) for that employee.

If you do not know the reason the employee has left, then leave this field blank.
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Step 3: ApbpITIONAL EMPLOYEE INFORMATION

The information we have asked you to provide is information that will help in understanding
the factors involved in turnover which will aid in the development of strategies to reduce
turnover.

If you are using the HR Pro-Tracker as your primary human resources tracking tool, your
organization may wish to keep track of information that is not required by the HR Pro-Tracker.
If you wish to include additional information, use the columns that remain to the right of the
spreadsheet, starting in column AJ. These cells will remain unlocked.

Please note that you cannot insert any columns into this worksheet as it is a protected
worksheet and information in other worksheets rely on these cells.

© 2012 Alberta Council on Disability Services
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SuBMITTING THE DATA

SteP 1: Copy SELECTED WORKSHEETS TO A NEw FILE

In providing a database for your organization, we included demographic and turnover
information that is specific to your organization. These calculations are drawing information
from hidden worksheets which increases the size of the file. In order to decrease the file size
for easy data transfer, we would like you to provide the research consultants with only the
organization and employee information worksheets.

1.
2.

Follow steps 4 - 8 for the “employee information” worksheet.

Open a new workbook: Click on “File” and choose “New”.

Save llIiS VVOI kbOOk With a Iile na“le that inClUdeS L ; - -
yOUI (o] gal ”Zat]o' 1 Name al Id tl 1€ yeal. I II]S I)I ( )Vi( IeS Home Insert Page Layout
b ﬁ I — ﬁ Use Relative References

collecting the data. It also ensures that you are not Visual Macros )
Basic ' &Mal:m.Sg(_u_lr_Ig

trying to upload a file with the same name as another
organization. The upload website will not allow two
files to be uploaded with the same name.

In your original file, click on the “organization
information” worksheet tab.

In the top left corner of the worksheet, select the
square to the left of column letter “A” and above row
number “1” (a cross will appear when your cursor is
on the square). This will select the entire worksheet.

Click on “Copy” in the Home tab
(or use the shortcut, Ctrl+C).

Select the new workbook you created.

Click on the down arrow under “Paste”. Paste

- | J Format Painter

Choose the first clipboard under “Paste Values”.

123 123 l%
Other Paste Options
%oyl |=2] |l <=l

Paste Special...
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STeP 2: REMOVING UNNECESSARY INFORMATION

The only information required by the research consultants is the information that was
requested. Please delete any additional information you included in your spreadsheets:

1. Select the column(s) you added by clicking the column letter.
2. Under the “edit” menu choose “delete”.

As the employee name was only for the reference of the organization for ease of data entry,
please delete the “Employee Name” column as well:

1. Click on column letter “A”.

2. Under the “edit” menu choose “delete”.

SteP 3: SuBMITTING YOUR DATA FILE

Within the HR Pro-Tracker file are hidden worksheets. This information
increases the size of the file. As such, sending the entire file may cause
some problems in uploading. Because of this, please follow the steps under

“Step 2: Removing Unnecessary Information” to reduce the file size and
send only the relevant information - the organization information and the
employee information worksheets.

1. Go to www.hrpro-tracker.ca

2. Login to the site using the username and password you were given. If you do not have the
username and password, please email Stacey Kowbel at Vecova (skowbel@vecova.ca).

3. Click on the “HR Pro-Tracker” link.
4. Click on the “Submit File” link.

Logout

Files

=

Home | Instructions

HR Pro-Tracker | Contact Us
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5.

In Step 1 of 3, click on “upload a file from
your computer” and click “next”.

Submit a Document

Step 1of 3

Choose the

Upload a file from your computer -

| TransTeTerfte=fam-anathas e tiTs Server

|Link a file from anather server to this server

6. In step 2 of 3, click on “browse”, select the

file, and click “upload”.

Submit a Document
Step2of 3

Upload a file from your computer

Select a file

Choose File | HR_Pro-Tra... ACDS xlsm

7. In step 3 of 3, choose “HR Pro-Tracker Upload” from the “category” drop down list.
You do not need to change any other field in step 3 of 3.

8. Click on the checkmark at the top right side of the screen to upload the file.

Submit a Document

Step3of 3
Document Permissions License Details
Title
Vecova - HR Pro-Tracker
C
7" | Select Category N -

( Select Catego
HR Pro-Tracker Upload

[]

| Select Image

File

Homepage

|a fair and balanced look at the news - what affects memory for controversial arguments pd [+

@

{Make sure fo start the URL
with hEtp:d /)

© 2012 Alberta Council on Disability Services

(acos



(@I 24

MEANINGFUL WO, TRONGER COMMUNITES

TURNOVER INFORMATION AND SUMMARIES

TuRNOVER DEFINITIONS

Fiscal Year
The fiscal year being used is PDD’s fiscal year: April 1 to March 31.

Average Number of Employees

Average number of employees is calculated by adding together the number of employees at
the beginning of a specified time period (e.g., year, quarter) and the number of employees at
the end of a specified time period (e.g., year, quarter) and dividing that by two:

number of employees beginning of year + number of employees end of year

2

Turnover

Turnover is the number of employees who have left an organization in any given time period.
Turnover does not include students or any kind of leave of absence (maternity leave, medical
leave, etc.). Any kind of leave of absence is not considered turnover until the employee
officially does not return to work and terminates the position. Turnover is calculated as a
percentage:

number of employees who left during the specified time period
x 100
average number of employees during the specified time period

© 2012 Alberta Council on Disability Services @ns
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TUuRNOVER CALCULATIONS

Each table calculating turnover (using the different employee characteristics as categories)
within the first year contains five different columns:

1. Number of employees at the beginning of year (or quarter)
Number of employees at the end of year (or quarter)
Average number of employees

Number of employees who left during the year (or quarter)

u N W N

Turnover percentage for the year (or quarter)

Turnover will be calculated on a continuous basis using eight different categorizations.
Each one is described below. This information is held in the “turnover info and summaries”
worksheet of the HR Pro-Tracker. To view this information click on the worksheet tab and
scroll down through the worksheet to view all of the information provided.

Turnover by Quarter (2012/2013)

Number of

Employees (at Employees (at

beginning of  end of quarter/
quarteriyear) year)

Number of Average Number of Number of

Number of Emlpoyees who Employees who
Employees Left Left the Field

Turmover
Percentage

April 1 -June 30

64

a0

720

16.67%

July 1 - September 30

a0

a0

0.0

5.00%

October 1-December 31

a0

a0

80.0

11.25%

January 1-March 31

a0

96

88.0

6.82%

Annual

64

96

80.0

N

38.75%

Turnover by Quarter

This table provides a calculation of turnover for each quarter and for the fiscal year as a
whole. In addition to the five columns in all of the tables, this table also provides information
regarding the number of employees who have reported to the organization that they are
leaving the disability field.

Turnover by Wage Range

This table provides a calculation of turnover for six different hourly wage ranges: < $10.00,
$10.01-$15.00, $15.01-$20.00, $20.01-$25.00, $25.01-$30.00, >$30.00. These hourly wage
ranges were chosen based on what these rates would calculate to as an annual salary based
on full-time employment with a 40-hour work week (e.g., $10.00/hour = $20,000/year).

Turnover by Position

This table provides a calculation of turnover for eight position classifications from Community
Disability Services (an additional “other” category was added; see “Terms and Definitions”
page 26 for this addition).
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Turnover by Position and Wage Range
This table provides a calculation of turnover for the eight position classifications from
Community Disability Services by the six wage categories.

Turnover by Gender
This table provides a calculation of turnover for men and turnover for women.

Turnover by Length of Employment

This table provides a calculation of turnover based on the length of time an employee has
worked at the organization. Length of employment has been categorized into six time lengths:
<6 months, 6 months to 1 year, 1 year to 2 years, 2 years to 5 years, 5 years to 10 years, >10
years.

Turnover by Age
This table provides a calculation of turnover for five age categories: <25, 25-34, 35-44, 45-54,
55+,

Turnover by Employment Status
This table provides a calculation of turnover based on full-time/part-time status and
permanent/casual/contract status.

Turnover by Education Level
This table provides a calculation of turnover based on the level of education of the employee:
high school, certificate, diploma, degree, graduate degree, and other.

5-Year Forward Capacity of the File
The file has been created so that up to 5 years of calculations can be completed.
The last 4 years of turnover summary tables contain three additional columns:

1. Difference in Turnover
2. Is this Difference Significantly Different?
3. t-Test Value

The “Difference in Turnover” column presents the numerical difference in turnover from the
current year to the previous year.

The “Is This Difference Significantly Different?” column determines whether the difference
is statistically higher, statistically lower, or not statistically different from the previous year.
The cells are colour-coded depending on the result: statistically higher turnover has a red
background, statistically lower turnover has a light yellow background, and no statistical
difference has a white background.

The “t-test value” column provides the statistical number for those who are interested in
seeing this number; a higher absolute value indicates a stronger difference whereas a lower
absolute value indicates a weaker difference or no difference.

Frequency of Reasons for Leaving Position Provided by Employee

This table provides a count of the number of times a particular reason was provided by an
employee for why s/he left the position. This table includes a summary for all 5 years of the
file’s forward capacity.
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TURNOVER INFORMATION AND SUMMARIES FOR INTERNAL USE

By keeping the HR Pro-Tracker up-to-date, you can take immediate snapshots of your
organization if you need to provide information to your CEO or ED, Board of Directors, or any
other stakeholders. You can use the information in the turnover info and summaries worksheet
to provide an annual or quarterly comparison.

Step 1: Save MuLTipLE CoPIES

If you would like to provide any comparitive information, you should save copies of your HR
Pro-Tracker file by quarter or by year. When you update the information throughout the year,
this will change the numbers throughout the worksheet, not just the numbers related to the
current year.

For example, on April 1, 2012 an employee was earning $14.50 an hour. In the turnover info
and summaries worksheet, they will be counted in the $10.01-$15.00 an hour category. In
June 2013, they received an increase to $15.50 an hour. They will now be counted in the
$15.01-$20.00 an hour category for the 2013/14 fiscal year, but also for the 2012/13 fiscal
year.

The spreadsheet can only keep track of the current information you have entered. As such,
if you are using the HR Pro-Tracker for comparitive information on the employee variables,
you should save a copy of your file each year or quarter, by including the date in the file
name. While in most cases employees will not cross over categories within a fiscal year, by
saving multiple copies of your data, you will ensure the most accurate information for your
organization.

For example, if ACDS were to use the information in the HR Pro-Tracker for comparitive
information on a quarterly basis, they would save the files: HR Pro-Tracker - ACDS - April 1,
2012, HR Pro-Tracker - ACDS - July 1, 2012, HR Pro-Tracker - ACDS - October 1, 2012, etc.
They can then compare the information from the April 1 file to the July 1 file, then the July 1
file to the October 1 file to provide a comparison between quarters.
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ST1eP 2: UsING THE INFORMATION TO MAKE COMPARISONS

When using the information in the turnover info and summaries worksheet to make
comparisons, you should look from your most recent file saved to the previous file(s) saved.
For example, in making a comparison using wage categories:

Wage table on July 1, 2012: Wage table on October 1, 2012:
Turnover by Wage Categories (2012/2013) Turnover by Wage Categories (2012/2013)
iz Number of Average Number of Mz of Number of Average Number of
Employees (at Turnover Employees (at Turnover
Wage Range A Employees (at Number of  Employees who Wage Range P Employees (at Number of  Employees who
beginning of Percentage beginning of Percentage
end of year) Employees end of year) Employees Left

< $10.00 15 135 4 < 510.00
$10.01 - $15.00 46 45 455 8 17.58% $10.01 - $15.00 45 43 470 16 34.04%
515.01 - $20.00 38 41 39.5 5 12.66% $15.01 - $20.00 39 42 40.5 9 22.22%
$20.01 - $25.00 19 19 19.0 3 15.79% $20.01 - 525.00 19 18 18.5 3 16.22%
$25.01 - 530.00 5 5 50 0 0.00% $25.01 - $30.00 5 5 55 1 18.18%
> $30.00 0 ] 0.0 0 > $30.00 0 0 0.0 0

In the July 1, 2012 table:

1. The “Number of Employees (at beginning of year)” represents the number of employees
who were employed in your organization as of April 1, 2012.

2. The “Number of Employees (at end of year)” represents the number of employees who
were employed in your organization as of July 1, 2012.

3. The “Number of Employees who Left” column represents the number of employees who
left the organization from April 1, 2012 through July 1, 2012.

In the October 1, 2012 table:

1. The “Number of Employees (at beginning of year)” still represents the number of
employees who were employed in your organization as of April 1, 2012 and should be the
same as the July 1, 2012 table. In this example, however, the $10.01-515.00 category has
gone from 46 to 45 and the $15.01-520.00 category has gone from 38 to 39. This shows
that one employee who received a wage increase between July 1 and October 1 changed
wage categories.

2. The “Number of Employees (at end of year)” represents the number of employees who
were employed in your organization as of October 1, 2012.

3. The “Number of Employees who Left” column represents the number of employees who
left the organization from April 1, 2012 through October 1, 2012.

Making comparisons from October 1, 2012 to July 1, 2012:

1. To make a comparison of your employee demographic profile for the organization, you
would compare the numbers in the “Number of Employees (at end of year)” column. In
this case, compared to July 1, 2012, there is one less employee who earns less than $10.01
an hour, there are four more employees who earn $10.01-$15.00 an hour, etc.

2. To make a comparison of your turnover (or retention) profile, you need to subtract the
number of employees who left in your July table from your October table. Looking at the
less than $10.01 an hour, it would be 6 minus 4 giving you 2 employees who left between
July 1, 2012 and October 1, 2012.
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STteP 3: PRINTING THE TURNOVER INFO AND SUMMARIES TABLES

Printing select tables

1.

S e

Select the table you want to print by clicking in the top left cell of the table and dragging
to the bottom right cell of the table.

Click “Print” in the Windows button menu in Excel 2007 or the “File” menu for Excel 2010.

In the first option under “Settings”, choose “Print selection” from the drop down menu.
Change the page orientation from portrait to landscape.
Under the page scaling options, choose “Fit all columns on one page”.

Click print.

Printing all tables for the current year

1.

S e

Select the set of tables you want to print by clicking in the top left cell of the first table
(Turnover by Quarter) of the year and drag to the bottom right cell of the last table of the
year (Turnover by Highest Level of Education).

Click “Print” in the Windows button menu in Excel 2007 or the “File” menu for Excel 2010.

In the first option under “Settings”, choose “Print selection” from the drop down menu.
Change the page orientation from portrait to landscape.
Under the page scaling options, choose “Fit all columns on one page”.

Click print.
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TeERMS AND DEFINITIONS

ORGANIZATION INFORMATION

Organization Name
Full name of your organization.

PDD Region of Alberta
The PDD region in which your organization conducts services. There are 6 PDD regions:

Calgary
Central
Edmonton

Northeast

ok W os

Northwest
6. South

City/Town Population

Population of the city or town in which your organization is located. City/Town Population has
4 categories:

1. <1,000
2. 1,001 - 10,000
3. 10,001 - 39,999
4. 40,000+

If you do not know the population of your city, you can go to any search engine, like Google,
and use the following search terms (including the quotation marks): “population” “city name,
Alberta”. This should provide a link to the population of your city.

Does Your Organization Require New Employee Orientation and/or New Employee Job
Training?

New Employee Orientation: An introductory information session to the organization and the
different services/departments of the organization.

New Employee Job Training: An introductory “seminar” of the tasks required for a
position (e.g., for new support workers, a training session of the tasks required with
possible role-playing scenarios).

How Many Clients are Supported as of April 1? As of March 31?
The number of clients the organization is providing services to at the beginning and end of the
PDD fiscal year. The PDD fiscal year runs from April 1 to March 31.

Note that ACDS collects the HR Pro-Tracker information from organizations twice a year based
on the calandar year, from January-August and from January-December. When submitting your
data, you can enter in the current number from the end of the month the upload has been
requested (i.e., August or December), or leave the cell blank.
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Funding Source(s)
The source from which the organization receives funding to support clients and staff. Five
options have been provided in addition to an “other” category:

. Alberta Children and Youth Services (e.g., FSCD)

Alberta Health and Wellness (including services such as Home Care)
Employment Insurance

PDD
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5. Rehabilitation Society

Service Type

The type of services the organization provides to clients. Service type has been divided into
PDD service and FSCD service. Please choose the services that your organization provides
under PDD services, and those services under FSCD services.

For PDD service, 4 options have been provided in addition to an “other” category:

1. Community access: Supports that promote an individual’s participation in community
activities.

2. Community living: Home living supports provided in a range of settings (e.g.,
overnight staffed residence, support home, supported independent living, in home,
and home respite).

3. Employment: Supports to assist individuals to gain and maintain employment.

4. Specialized community supports: Includes behavioral supports, professional supports,
assessments, and other specialized supports.

For FSCD service, 3 options have been provided in addition to an “other” category':

1. Information and Referral Support: Information and referral supports are available to
all families, regardless of eligibility for the FSCD program, including: a) information
about federal and provincial government programs and services, community supports
and local resources; b) assistance obtaining and coordinating supports and services; c)
referral to community support and advocacy resources, such as parent support groups,
disability associations or advocacy organizations; and d) information and support to
empower parents to advocate for their child.

2. Family Support Services: Family support services may be provided based on the
family’s needs and circumstances, including: a) individual and family counseling;
b) assistance with the cost of clothing and footwear needs related to the child’s
disability; c) assistance with the cost of attending medical appointments, such as
parking, mileage, meals, accommodation and sibling care; and d) respite services

" Note that all definition information was obtained from the Alberta Government Children and Youth Services
website (http://www.child.gov.ab.ca/home/802.cfm) on December 3, 2012.
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3. Child-Focused Services: Child-focused services are provided when a child’s disability
significantly limits his or her ability to function in normal daily living activities, and
are based on the child’s and family’s individually assessed needs. Child-focused
services include: a) a range of respite services; b) assistance with extraordinary child
care needs related to the child’s disability; c) a range of aide supports; d) assistance
with some of the extraordinary costs for prescription drugs, prescribed formulas
and diets, ambulance or medical supplies; €) specialized services for children with
severe disabilities, involving support and consultation from occupational or physical
therapists, speech language pathologists, psychologists and aides; and f) temporary
out-of-home living arrangements, if necessary, to support a child when all other
alternatives for in-home supports have been explored.

Organizational Benefits
The type of benefits offered to the employee by the organization. Eight options have been
provided in addition to an “other” category:

. Alberta Health Care

Dental benefits

Health benefits

Life insurance

Long-term disability insurance
Optical benefits

Pension/RRSP contributions

@ N o U s w DN

Short-term disability insurance

Number of Position Vacancies as of April 1? As of March 31?
If this information is available to your organization, the number of positions that are vacant
at the beginning and at the end of the PDD fiscal year.

Note that ACDS collects the HR Pro-Tracker information from organizations twice a year based
on the calandar year, from January-August and from January-December. When submitting your
data, you can enter in the current number from the end of the month the upload has been
requested (i.e., August or December), or leave the cell blank.

Average Number of Employees in the Organization

This information is automatically calculated as you enter information into the
“Employee Information” worksheet. See “Average Number of Employees” in the
“Turnover Information and Summaries” section on page 24 for the calculation used.

Organization Turnover

This information is automatically calculated as you enter information into the
“Employee Information” worksheet. See “Organization Turnover” in the

“Turnover Information and Summaries” section on page 24 for the calculation used.
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EMPLOYEE INFORMATION

Note that in order for the calculations to work in your “Turnover Information and Summaries”
worksheet, all information needs to be entered in as it appears below for each category
heading. If there are any additional spaces or tabs before or after each category heading, the
calculations will not work.

Employee Name
This field is not to be sent to the research consultants with your organization file. As such,
this column can be formatted in the most convenient way for the organization.

Employee ID Number
This field is a free field and can be formatted according to your organization Employee ID
system. This field can be numeric, text, or alpha-numeric.

Gender

When copying and pasting information from an existing database, please ensure your text
appears using the following options (note that all options are numbered in the manual but
that you should not include the numbers when copying and pasting:

1. Male
2. Female

Birth Date

The employee’s birth date has been set out in three separate fields: month, day, and year.
When copying and pasting information from an existing database, please use the 3-letter code
for the month (e.g., Jan, Feb, Mar, Apr, etc.).

Start Date with Organization
The employee’s start date with the organization has also been set out in three separate fields
using the same formatting as “birth date”.

Highest Level of Education

You have been provided with 5 specific choices of education level plus an “other” option.

You should choose the highest level of education the employee has completed. If the
employee has not completed their program and high school is their highest level of completed
education, then you should choose “High school” for that employee. If the education level is
not listed, use the “other” option. “Other” should not be used for things like First Aid training
or Medication Administration training.

When copying and pasting from an existing database, please use the following options:

1. High school
Certificate
Diploma

Degree
Graduate degree
Other

S
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Is Highest Level of Education in a Related Field?

This is to keep track of individuals who have education in a field related to the community
disability services sector. You have been provided with 3 options. When copying and pasting
from an existing database, please use the following options:

1. Community disability field
2. Social science
3. Other

Foundations Training

This is to keep track of individuals who have completed or are enrolled in the Foundations
Training. You have been provided with 3 options. When copying and pasting from an existing
database, please use the following options:

1. Completed
2. In progress
3. Not enrolled

Community Disability Services Employee Position Classification
You have been provided with 6 specific choices plus two “other” options. When copying and
pasting from an existing database, please use the following options, excluding the definition:

1. Community disability services worker: Provides front-line service.

2. Community disability services practitioner: Provides service in more complex
circumstances and covers a broader range of service options. May have some
responsibility for coordinating less experienced workers.

3. Community disability services team leader: Has front-line supervisory leadership
responsibilities for a team of workers, plus direct service responsibilities. A key aspect
of this role is training and support of direct service staff.

4. Community disability services specialist consultant: Provides a resource to direct
service providers. Plays a consultant type, rather than a direct service role.

5. Community disability services coordinator: Responsibility for coordinating a set of
services or programs within an agency. Work is primarily administrative. Key aspects
include development and implementation of process guidelines, service monitoring
and evaluation, service delivery coordination and intervention, budget administration
and management, funding proposal development, and community liaison.

6. Community disability services director: A senior management role with broader
program and service area responsibility. While not at the executive director level, this
role has responsibility for involvement in strategic planning, community liaison, and
greater scope of responsibility for service planning and funding.
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7. Other - Administration, management, etc.: This option incorporates employee
positions that do not fit into the above categories but are administration, human
resources, finance, or management positions. This option also includes positions like
Executive Directors. If desired, you can use the cell to the right to provide more detail
about the position.

8. Other - Otherwise unclassified: This option is for all other positions that do not fit
under any of the other categories (e.g., information technologist, researcher, etc.).
If desired, you can use the cell to the right to provide more detail about the position.

Funding/Service Type

The source from which the employee receives his/her funding to support clients. Eight options
have been provided in addition to an “other” category. When copying and pasting from an
existing database, please use the following options (do not include definitions or the “:”
preceding a definition as part of the position classification):

1. Adult (PDD) Services

2. Alberta Children and Youth Services: this includes any funding provided by Alberta
Children and Youth Services to provide services to children with disabilities, including
FSCD funding.

3. Alberta Health and Wellness: this includes any funding provided by Alberta Health and
Wellness to provide services to persons with disabilities, including Home Care.

4. Employment Insurance
5. Rehabilitation Society
6. Other (please explain in the next cell to the right):

For the “other” category, please include the text in parentheses

and the colon as this is the exact text used in the tool.

Employment Status (full-time/part-time)
Three options have been provided for this level of employment status. When copying and
pasting from an existing database, please use the following options:

1. Full-time
2. Part-time

3. Summer/Practicum student

Employment Status (permanent/casual/contract)
Four options have been provided for this level of employment status. When copying and
pasting from an existing database, please use the following options and formatting:

Permanent
Casual

Term contract

A W N =

Self-employed contract
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Is the Employee Eligible for Benefits?

This field is to determine which employees are eligible for benefits. If you have a range of
packages, dependent on position and tenure, as long as the employee is eligible for some of
the benefits offered by your organization, please choose “yes”.

Average Hourly Wage

This is a numeric field only. When entering the hourly wage, the cell supports two decimal
places and will round if more than two decimal places are entered. If only one decimal place
is entered, it will automatically add a zero for the second decimal place. The cell is
auto-formatted and it will automatically insert a dollar sign when a number is entered.

For those employees who may have a variable wage, please provide an estimated average
hourly wage based on the entire fiscal year.

For those employees who are paid based on a set amount rather than an hourly wage (i.e.,
certain figure for a 24-hour period, week, or month, etc.), please leave hourly wage blank.

Average Hours Worked per Week

This field is for the number of hours the employee has been hired to work per week. Overtime
and relief shifts should not be included in the hours worked per week unless this is part of the
employee’s conditions of employment. For those employees who are casual employees and do
not work a set amount of weekly hours, please calculate an average number of hours worked
per week across the entire fiscal year.

Hourly Wage for Sleep Hours
This is a numeric field only and has the same formatting as “Average Hourly Wage” (see above
description for “Average Hourly Wage” for more details).

Hours Worked per Week for Sleep Hours
This field is for the number of hours the employee spends working sleep shifts on a regular
basis. Please enter in the hours the employee regularly spends working sleep shifts.

Termination Date
The employee’s termination date has also been set out in three separate fields using the same
formatting as “birth date” and “start date with the organization”.

Who's Decision was it for the Employee’s Termination?
When copying and pasting from an existing database, please use the following options and
formatting:

1. Employee was fired

2. Employee quit
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Is the Employee Leaving the Field?
If the employee has provided you with this information, when copying and pasting from an
existing database, please use the following options and formatting:

1. Employee is leaving the field
2. Employee is staying in the field

Employee’s Reason for Leaving
If the employee has provided you with this information, when copying and pasting from an
existing database, please use the following options and formatting:

Burnout or stress/pressure of the position
Conflict with supervisor

Going back to school

Health

Insufficient decision-making opportunities
Lack of opportunity for advancement

Moving
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Personal reasons

9. Position did not fit with personal goals

10. Position interfered with family commitment
11. Retired

12. Spouse was relocated

13. Unsuitable career position

14. Wage

15. Workload was too high

16. Workload was too low (need more challenge)
17. Workplace conflict

18. Other (please explain in cell Al in this row):
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CoNnTACT INFORMATION

TecHNIcAL DIFFICULTIES

If you have any technical difficulties with the tool (e.g., downloading the tool, uploading
your data, data entry, etc.), please contact Stacey Kowbel in the Research Service at Vecova
Centre for Disability Services and Research.

Phone: 403-284-1121 ext. 383

email: skowbel@vecova.ca

ALL OTHER INQUIRIES

If you have any other questions regarding the tool, definitions or categories used, or the
process, please contact Jim DesRoches at the Alberta Council on Disability Services.

Phone: 403-250-9495 ext. 233

email: jim@acds.ca
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