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EMPLOYEE CONCERNS PROGRAM TRENDING TOOL

PURPOSE

To provide guidance for the process of tracking and trending of issues raised
through the Employee Concerns Program (ECP).

TERMS AND DEFINITIONS

REFER to Employee Concerns Program Process (Add document ID).

RESPONSIBILITIES

REFER to Employee Concerns Program (Add document ID).

MAIN BODY
The ECP Manager shall:

PROVIDE a periodic analysis of ECP Concern data, including updating and
analyzing ECP Program performance indicators, to Senior Management.

DETERMINE the frequency of the analysis based on the number of ECP concerns
received during the year.

ECP Contact Review

REVIEW the site Contact Log and database for issues that were received during the
time period being analyzed.

REVIEW the appropriate case files for the issues received utilizing the ECP
Concerns Database and/or the ECP Trending Issue Summary Form (Attachment 1 ).
Attachment 2 provides guidance for this analysis.

Communicating Trends

The Employee Concerns Manager will provide a briefing on trend analysis to the
Executive Protocol Group and Senior Management, including any potential adverse
trends or areas of concern.

DOCUMENTATION

No requirements exist for retention of trending documentation.
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REFERENCES

Employee Concerns Program, (Add document ID).
Employee Concerns Program Process, (Add document ID).
Executive Protocol Group, (Add document ID).

ATTACHMENTS
Attachment 1 — Sample ECP Issue Trending Summary Form
Attachment 2 — ECP Concerns Analysis Sample Guidelines
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