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 AGENDA
• Intro to NC State & University of Oregon ombuds/ombudsperson offices 

• Office and Role Expectations -                                                        
Measuring success  / Working with groups 

• Financial considerations -                                                                  
Budget / Projecting caseload / Resources 

• Case Tracking -                                                                                          
Data Collection / Reporting 

• Office documents -                                                                              
Charter/Terms of Reference / Intake / Educational Marketing 

• Networking -                                                                                             
Internal / External 

• Other stuff and dinner plans !



Program Goals and Who’s here ??



NC State University 
Raleigh, NC

Land grant university - founded1887 

34,000 students 

2,400 faculty 

6,600 staff 

10 Colleges 

Agriculture & Life Sciences, Design, Education, 
Engineering, Natural Resources, Humanities & Social 

Sciences, Sciences, Textiles, Management, Vet 
Medicine 

Chancellor - Randy Woodson 

Provost - Warwick Arden 

Student Ombuds Services - September 2014                  

Faculty Ombuds Office - February 2015                           

Staff Ombuds Office (pilot) - January 2017     

University of Oregon 
Eugene, OR

Public research university – founded 1876 

Over 24,000 students 

2,081 faculty 

4,625 staff 

Over 300 academic programs  

President – Michael Schill 

Ombuds Program founded in 2012 

- 3 staff, 2 – 5 interns



Office and Role Expectations

• Demonstrating value / measuring success  
(Mary Rowe’s Question) 

• Working with groups 

• Office startup basics 
Physical space

Demonstrating Value

Data about cases 

Number of presentations / workshops 
-How many employees did you present to over the  

           course of the year? 
-What were the topics? Were there changes to  

           conflict levels after trainings? 

Program Accomplishments 
-Did you host an event? 
-Did you assist units in dealing with a major  

           organizational change? 

Future goals and program needs 
-Do you need additional space?



Measuring success

Individual 

Group 

Institution

BASICS OF OFFICE START-UP 
(first week on the job)

❑ Setting up physical office space 
❑ Discussing budget 
❑ Set up web presence 
❑ Begin creating office documents 
❑ Set up database 
❑ Begin outreach / networking 
❑ Create marketing material



Physical Office Space

It’s great to be part of the conversation 
about office space ahead of time, if possible 

-ADA accessible 
-Convenient yet private 
-Properly soundproofed 
-Adequate to provide services you offer 

Other considerations: 

-Necessary equipment / supplies 
-Who else has access?

Financial Considerations

Budget 

Allocating resources 

Projecting caseload



Budget

When creating a budget, you first need to find 
out how the university/organization 
categorizes budget items. 

For example, at OLE MISS:  

-Commodities (office supplies, etc.) 
-Contractual services (software, training) 
-Equipment 
-Travel 
-Telecommunications 
-Salaries and benefits

Allocating Resources / Projecting caseload

How to project caseload: 
-Size of the organization 
-Type of constituency (employees, students?) 
-Other similar resources at organization 
 (i.e. does HR do a lot of labor relations?) 
-Any special needs of organization? 
-For organizations serving employees, a  
 good starting point is between 1 and 5% of the  
 population you serve, per year  

How to predict staffing needs based on caseload: 
-What types of services do you provide? 
-Compare with similar institutions 
-Ask other ombuds in your field if they know how  
 many hours they spend per case



Case Tracking Data Collection

Variety of options including: 

-Paper forms and paper filing system 

-Computer program such as excel 
  spreadsheet  

-Database maintained by a third-party  
         /company 

-Custom-built case tracking system



University of Mississippi Case Tracking Form



Example of database (VU)
University of Oregon Case Tracking System



Office Documents
• What kind of reports and to whom? 

• Internal  

• Chancellor  

• Provost 

• External 

• Faculty Senate 

• Website



Office documents

Documents to consider: 

-Intake forms 
-New Visitor Info / Informed Consent 

(NOT a signed document) 
-Forms for tracking cases, if needed 
-Office Policies and Procedures 
-Charter Agreement 

Marketing: 

-Brochures 
-Flyers

 
Office Charter / Terms of 

Reference 

Start working early 

You take the lead 

Create small working group 

Share drafts (it took 20 for Charter) 
with larger group for input and 

consensus building 

Get it signed !

Charter signing at General Faculty 
Meeting 

October 2015



Operations Materials
• Office forms 

• Internal 
• Disclosure form 
• Data collection 
• Reports  (see later in presentation) 
• Storage 

• External 
• Marketing (Educational Marketing) 
• Handout         Poster           Cards           Website          Brochure 
• Podcasts, video              Social media ? 
• Other ?



Networking                                                                                    

Print Materials 

Website 

Meet and Greets 

Introductions by your organization 

Presence at events 

Presentations – examples: 
• Faculty / Staff Senate 
• Different units / departments 
• New employee orientations

Initiatives

Be Nice Campaign 

Transition Stories



Other Topics of Interest?

Dinner 
Tonight ?!

If you don’t have a plan, 
let’s make one !!
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