Administrative Services

Goals / Objectives *
2008-2010
4th Quarter Review—FY09/4
&
Annual Program Review
 VPA MISSION STATEMENT:  Facilitate and promote effective student access and success by ensuring a stable, responsive system for providing financial management services, facility and non-instructional equipment support, classified staff management and enterprise services. Contribute to the organizational effectiveness of the College by ensuring functional and effective safety and security programs, risk management and planning processes and systems. Track program success through annual program review and quarterly metric assessments of key management areas in classified personnel, facilities and financial management. 
Organizational Objectives
(C-9)
- As part of the College’s Strategic Planning System, develop and implement the Resource Allocation and Capital Outlay Institutional Plan. Work complete. Annual review completed. 
(C-9)
- Facilitate a review of senior support staff organization in light of new strategic planning system. Work toward the most efficient organization to support College strategic goals and unit objectives. On Hold. No Action contemplated. Continue dialogue on potential organizational changes/realignments within the VPA organization as well as college wide. 
(C-9)
- Realign IT division to VPA for better infrastructure support and customer service.  Consolidate IT support services for division labs, faculty/staff computers and college infrastructure into the IT division. Integrate revised organization with revised resource allocation planning as part of the College’s Strategic Planning System. Consolidation of IT staff into the IT division completed. No action contemplated on realignment of the IT division. IT planning and resource allocation now fully integrated into the college strategic planning process.
PROGRAM REVIEW: Continue review and updates, as appropriate, of the college’s Strategic Planning System documents and plans. Continue dialogue on potential organizational changes/realignments to achieve a more efficient organizational structure for the college, particularly in light of budget constraints that are apparent for the next several years. 

Financial
(C-9)
- As part of the College’s Strategic Planning System, develop and implement the Financial Management Resource Allocation Plan. Annual review completed. Revised plan posted on Inside SCC web site. Continue with periodic review and update based on user feedback. 
(C-9)
- define and identify all fund types in terms of use and timing ROE (worksheets for all, available to all on public folders). All forms have been completed and posted on Inside SCC web site. 
(C-9)
- integrate categorical funding into College baseline. For categorical and CDF funds allocated to divisions/units and/or program managers, establish expected ‘burn rates’ for the execution year and track with quarterly metric measures. Burn rate process established and tracking quarterly. For 08-09 allocations, divisions asked to develop their own quarterly burn rate and plan expenditures by account code.  Account or program code level tracking tools developed and are incorporated into VPA metric summary. Budget plans for 2009-10 planning year are incorporating ‘burn rate’ planning as well as detailed summaries by organization or account types. 
(C-9)
- develop IT infrastructure baseline funding for sustainment of College systems and capability. IT program plan developed with ‘bogies’ for categorical costs. Annual budget memo incorporating capital outlay/bookstore and categorical contributions to IT costs to adjust bottom line CDF that is available for budget committee allocations. Review meetings instituted with IT Dean and applicable categorical program managers to verify categorical amounts that will be factored into the IT Program Plan cost summary. Resolved for the 09-10 budget years and a three year plan is now developed and integrated into the overall 2009-10 budget plan. VPA to track quarterly and will update with the mid-year review, estimated in December 2009. Given current budget constraints, more frequent updates are planned throughout the execution year.  
 (C-9)
- standardize, align and refine all base budgets; address carryover ROE for divisions. All base budgets reviewed and changes made where applicable. In light of the continuing budget challenges for California, the president has implemented a carryover strategy to help manage the 2009-10 execution year. See President’s budget memo dated March 2, 2009. Unspent CDF, IR and lottery discretionary base budget funds are subject to a 50% carryover adjustment. 50% returned to the division and 50% returned to the institution. Institutional carryover now factored into the overall budget planning system to project available funds for the next planning cycle. Base budgets for 09-10 part of a reduction planned to meet reductions in available funds due to state budget shortfalls. 
(C-9)
- As part of the revised strategic planning system for the college, refine process for integration of resource allocation with division/unit planning system.  Resource allocation plans for facilities, financial and IT have been modified to reflect integration of discretionary allocation requests. The budget committee is serving as the focal point for this integration. Process applied to the 09-10 budget plan.  Budget committee work has been completed for the 2009-10 budget plan. IT, financial and facility requests have been integrated into the plan. Additional review of processes to include prioritization mechanism and forms used to submit requests and track is needed. Outcomes will form the basis of updates to the Financial, Facilities and IT resource allocation plans. 
(C-9)
- For the reprographics department, continue to develop a consolidated system of chargeback for better accountability and cost effectiveness. Action underway. Operations division = OPR. Revised processes and electronic forms (located on Inside SCC>>Administrative Services>>Forms) have been developed and briefed to the SLT and VPA workshop, spring 2009.  New procedures implemented effective 1 July 2009 for postage, white paper use, duplicating and graphic impressions work orders on line. 
(C-9)
- duplicating/copy machines under one umbrella contract/system for better accountability. Get a handle on white paper utilization as part of this consolidation. Action underway. Operations Division = OPR. White paper utilization analyzed in terms of volume used and cost using a three-year look-back. New procedures to allocate and charge back for white paper have been developed and have been implemented effective 1 July 2009. System will include a CDF allocation to each division based on division staff/faculty strength. Divisions/units will be required to provide a budget number for white paper purchases. If they exceed the CDF allocation, additional funding will come from division OCB budgets. Any savings (i.e. reduced use of white paper) will accrue to the division/unit. Procedures briefed to the SLT and VPA workshop, spring 2009 for next fiscal year implementation. Allocations have been made and procedures briefed to all divisions/units. 
PROGRAM REVIW: Tracking mechanisms and metrics developed and in place. 2009-10 budget plan adjusted significantly as a result of substantial changes driven by the state budget crisis. Three year planning integrated into the revised budget plan along with reductions in base budget allocations, ‘above the line’ and program plan funding and resulting allocation of funds to the budget committee to address unit plan resource requests. VPA will track all financial expenditures through established metric tools and brief college staff at least quarterly. Given the very fluid nature of the California budget, frequent updates to the college’s budget plan will be addressed as new information is made available. The established resource allocation planning system, part of the overall College Strategic Planning System, have worked well in addressing the dramatic changes to state funding of the community college system. The 2 March 2009 President’s budget memorandum served as the basis for changes to the 2009-10 budget plan and out-year (2010-11 and 2011-12) planning. 
Classified Personnel

(C-6)
- As part of the College’s Strategic Planning System, develop and implement the Classified Staff Management Resource Allocation Plan. Plan complete. Inputs from the classified senate were incorporated into the request forms and basic plan. 2009-10 request cycle worked and new positions requests have been gathered and prioritized. Budget crisis will likely restrict or eliminate new positions for the 2009-10 fiscal year. 
(C-6)
- Refine procedures for use of the People Admin system for personnel transactions. Track errors and issues and provide feedback to District HR. Ongoing. System working well. Metric information analyzed quarterly and briefed to management team to address overall classified staff manning and hiring efficiency. 
(C-6)
- As part of the new strategic planning system for the college, integrate classified personnel requirement requisitions into the division/unit planning system  Classified Staff Resource Allocation plan reflects unit plan requirements and timelines. Ongoing refinements based on annual process review. 2009-10 new position requests have been collected and prioritized through the classified senate. Presidential ranking pending. 
(C-6)
- continue to provide periodic training seminars/workshops to review/discuss business practices and procedures. Select topics based on assessment of error rates metrics and division requests. Ongoing. Training workshops conducted at least once per semester. Attendance tracked through quarterly metric review. Spring 2009 workshop completed on 23 April 2009. 48 staff attended. Subjects covered included budget update, white paper analysis and new processes, year-end close out procedures and timing and evaluation timeliness. Entire briefing available for review on Inside SCC>>Administrative Services>>Workshops.   
PROGRAM REVIEW:  Classified staff resource allocation processes and procedures codified in the Classified Staff Resource Allocation Plan. Updates conducted after each annual cycle and improvements/changes incorporated. Processes working well and understood by the classified staff and management leadership. Requests linked to unit planning as one of the resources that are considered as part of the overall planning process. Classified staff metrics routinely collected and briefed to staff regarding manning levels, hiring efficiency, evaluation timeliness, workshop attendance, and new personnel orientation. Longitudinal comparisons are available to assist with process improvement decisions and initiatives. 
Facilities / Space Utilization Procedures

(C-9)
- As part of the College’s Strategic Planning System, develop and implement the Facilities Resource Allocation Plan. Plan complete. Updates and refinements following the 2009-10 planning cycle being addressed as part of the end year review. 
(C-9)
- As part of the strategic planning system for the college, integrate facilities/space requirement requisitions into the division/unit planning system. Facility requisition process has been implemented as part of the unit planning process. Refined timelines and process steps have been incorporated into the Facility Resource Allocation Plan. Further refinement expected as outcomes of this year’s budget cycle are assessed. 
(C-9)
- In coordination with the Campus Development Committee, pursue ways of prioritizing facility/space needs and re-use proposals. Review committee charge and make necessary changes subject to approval by the Executive Council. Action completed. Process updates incorporated into the Facility Resource Allocation Plan. 
(C-9)
- Integrate annual facilities planning with the Facilities Master Plan and Modernization planning to ensure long range optimal use of facilities.  Complete as reflected in the Resource Management and Capital Outlay Institutional Plan and the Facility Resource Allocation Plan. With passage of Measure M, a new long range capital needs plan (LRCNP) has been worked. Now completed and briefed to the BOT in June 2009.  SCC Facilities Master Plan will be updated to reflect the new LRCNP and expected state and local bond (measures A & M) funding. Revised LRCNP has been completed and briefed to  SLT and other groups (e.g. Academic Senate, Classified Senate). SKW Architect firm has been retained to update the Facilities Master Plan. Work expected to be completed in the Fall 2009. Campus Development Committee will be involved with this update.  
(C-9)
- Develop predictable, planned, and routine processes for replacement of furniture, equipment and fixtures in College facilities. Identify needs and track expenditures by building. Action ongoing. Need to develop a program plan that captures this annual work and expenditures. Program costs will be programmed ‘above the line’ in the annual budget. Annual expenditure to be identified as Non Instructional Equipment and Infrastructure expense.   OPR = Operations Division. Metrics developed. Program plan work pending. 
(C-9)
- Develop process to update Facilities Master Plan and incorporate current/future modernization planning consistent with bond initiatives led by the district. Revised Long Range Capital Needs Plan developed in coordination with FM and district. The SCC Facilities Master Plan will be updated with an architect’s assistance (SKW). LRCNP updated and briefed to campus and BOT. 
(C-9)
- Develop a floor replacement tracking tool for use in prioritizing building improvement projects and routine maintenance of building spaces. ASF tracking metric is completed. Need to develop a program plan that captures this annual work and expenditures. Program costs will be programmed ‘above the line’ in the annual budget.  Annual expenditure to be identified as Non Instructional Equipment and Infrastructure expense.   OPR = Operations Division. Metrics developed. Program Plan work pending. 
PROGRAM REVIEW:  With passage of Measure M, a new long range capital needs plan (LRCNP) has been developed to incorporate remaining Measure A projects and new projects to be funded through Measure M. New LRCNP has been completed and briefed to all constituency groups. BOT briefed in June 2009 and BOT approved the plan. New plan is available on line at the FM Facilities Planning web site and also referenced in the SCC Resource Allocation and Capital Outlay Institutional Plan. Campus working on associated Facilities Master Plan update as well as ‘swing space’ planning to accommodate the construction schedule. Funding for ‘swing space’ moves and modifications is managed through the annual financial resource allocation planning process. State budget crisis being closely watched for adverse impact on projects funded with state bond funding and potential impact on schedule. The program plan to capture annual college level facilities improvements and modifications needs to be completed this year. Operations Division is the OPR to complete work on the Non-Instructional Equipment and Infrastructure (NIEqI) program plan for the college. 
Facilities/ Outreach/Off-site Cost/Timing Review and Consolidation

(C-4)
- coordinate with District Office on the future game plan for Outreach Centers and clearly define expense sharing and timing as we transition to permanent centers in West Sacramento and Davis. Include an assessment of required FTE growth at each permanent center and the timeline for acquiring through the classified add process and/or through banked FTE from the district.  FTE requirement game plan completed. Submitted to DO. FTE allocation process revised for all Education Centers. Campus must meet threshold of 3 FTE before bank can be accessed. SCC has met this threshold for both Davis and West Sacramento. Need to work on a program plan for the Education Centers that includes the FTE requirements. This action underway and should be coordinated with the reply to recommendation two (Centers Plan) from the last accreditation cycle. Program plan work has been completed for both West Sac and Davis Centers. Plans posted on Inside SCC. Classified staffing requests for 09-10 are being coordinated with District for West Sac center needs consistent with opening of the center in Spring 2010. Construction on schedule to meet this timeline. Coordination with DO on new FTE completed and new positions being submitted through People Admin to be in place by WSC opening in Jan 2010. 
(C-4)
- continue development of Technology/Aero consolidation concept at McClellan Park as part of the overall Outreach/Off-site game plan. Include move timelines and funding strategies. Work ongoing. DSA hurdle cleared. Working with McClellan Park on letter of intent and lease costs. Target date for move is Summer/Fall 2009. Lease and building improvement costs and enrollment projections completed. DO briefed and plan was approved in Feb 2009. Letter of intent signed with McClellan Park. Lease complete and approved at the June 2009 BOT meeting. Lease start date is 1 Nov 2009. Construction of hangar and classroom spaces has been coordinated and start pending plan approval through county code enforcement. Timing corresponds to lease start date. 
PROGRAM REVIEW: All plans in place for West Sac Center stand up and for the move/consolidation to the new facilities at McClellan Park. We will continue to work on Davis Center planning efforts to ensure a smooth transition when that center comes on line. Construction start date pending for Davis Center. Program plans for all off-site activities to be reviewed and updated routinely. 
Operations, Safety/Emergency Procedures & Building Maintenance
(C-9)
- As part of the College’s Strategic Planning System, develop and implement the Safety, Security and Environmental Management Program plan. Ongoing. OPR = Operations. Plans needed to secure above the line funding on a predictable basis. Program plan pending. 
(C-9)
- review and update emergency procedures and preparations in coordination with College Safety Committee. Update and deploy revised Emergency Flip Charts to all divisions and units with emphasis on use as a first response checklist for students, faculty and staff. Coordinated action with LRPD. Update for campus emergency flip charts. Need to review and update West Sacramento and Davis flip charts. Begin preparation of new flip chart for the West Sacramento Center.  Outreach updates funded by budget committee.  Work on West Sacramento Center is the priority to have updates available for the Spring 2010 opening of the West Sac Center. 
(C-9)
- In coordination with district and LRPD, improve Emergency Operations Center (EOC) implementation procedures and facilities. Enhance SG-129 as the College’s Operation Center. Work on going. Additional communications gear, maps and administrative supplies needed and being procured. Ongoing. OPR=Operations Division. 
(C-9)
- Develop a tracking tool for the college’s vehicle fleet that enables timely replacements and maintenance of a functional/safe fleet. Ongoing. OPR = Operations. Metric completed. Tracking continues which has provided necessary insight into vehicle procurement.  
(C-9)
- Through the Safety Committee, re-institute routine safety inspections of division/unit spaces to ensure compliance with OSHA, HAZMAT, and related best practices. Develop a reporting tool to track outcomes. Ongoing. OPR = Operations. 
(C-9)
- In coordination with district Facilities Management, complete work on the ADA Transition Plan for the college. Develop a tool to track completed items. Ongoing. OPR = Operations. Need to plan on annual expenditures based on transition plan priority items. Request above the line funding through the program plan process. Use ONBASE archive system to track work orders that complete transition plan requirements. Report annual effort through metric tracking. Work ongoing. Tracking mechanisms completed. 
PROGRAM REVIEW: Develop and refine metric assessments and program plans in each of these areas over the next year. While a number of key elements have been defined and worked, completing the comprehensive planning tools needs to be done this year. Program plans in draft form need to be completed and posted on the Inside SCC web site as soon as practical. 
PROGRAM REVIEW OUTLOOK:  Additional Objectives to develop for FY 2009-11 Academic Year:

1. Campus Vehicle fleet health and numbers—OPS (metric)- DONE
2. Floor replacement, ASF for 2003 to 2008. Objective for each year or semester. OPS (metric). Include furniture replacement cycle. Detail in program plan for annual funding. 
3. Update all emergency procedures flip charts to include Education Centers—OPS

4. Safety inspections—continued/resumed. OPS (metric)

5. Complete work on ADA Transition plan, in coordination with FM. Develop tracking tool mechanism (ONBASE) that is work order related. Plan projects for annual expenditure of allocated resources ($40K for 2008-09) OPS

6. Improve Reprographics capability and customer service processes OPS

7. Develop metric for parking permits sold over time  BSO- DONE
8. Improve communication of Business Office calendar, cutoff dates, year end closing timelines (add website, increase detail, do more email, etc.)—BSO 

9. For categorical and CDF burn rates, work with divisions and program managers to establish a planned burn rate for their respective programs. Incorporate into the metric data. Expand metric data to include account code detail.  DONE 
10. Procedures necessary to implement the new People-Admin system for processing classified personnel actions. DONE
11. Review and Update Institutional Plan: Resource Allocation and Capital Outlay Programs

12. Develop Program Plans: Safety & Security; Environmental Management; Furniture Replacement Schedule for above the line funding. 

13. Review and Update Resource Allocation Plans: Classified Personnel; Facilities; Financial.  

14. Work with Planning Division and CSPC on review and update of Unit Plan-Plan and Strategic Plan. 

15. Move plan for Technology Programs to McClellan Park; associated re-purpose plan for vacated on-campus space. 

16. Develop and implement integrated ‘swing-space’ and move plans for Fine Arts, West Sacramento Center, Performing Arts Center (auditorium) and McClellan Park Aeronautics.  

NOTES: 
1. Objectives tracked through related measures of merit and VPA metric system. Quarterly updates will be done for objectives and VPA metrics. Program review will be completed at the end of the academic year and will be a summary of progress and an assessment of metric data and other measures of merit as part of the planning process for the next academic year. Maintain reports, metric summaries, program review and outcomes on INSIDE SCC web site>>Administrative Services. 
* C-9 nomenclature refers to the College goals (9) that are being used for objective development. The College Goals are those developed by the CSPC for academic year 2008-09 that are outlined below:  
C-1 Develop and implement processes to promote engagement and success of first-year students.

C-2 Implement a systematic enrollment management process that aligns student outreach and recruitment with scheduling of classes, programs, and services based on student interest, demand, time, convenience, and culture.

C-3 Improve basic skills competencies in reading, writing, and math and improve preparedness for degree applicable courses through developing skills in reading, writing, math, and information competency across the curriculum and throughout the college.

C-4 Improve processes, services, curriculum, and instructional design to ensure equivalent student outcomes for alternative modalities and locations (i.e., off campus sites, distance education, etc.).

C-5 Develop new courses, programs and services based on assessment of emerging community needs.

C-6 Improve staff processes for all classifications including hiring, orientation, mentoring, customer service, training, evaluation, and exit processes, with attention to the selection and retention of staff that reflect the diversity of our students and community.

C-7 Engage the college community in the accreditation self-study process and in comprehensive unit-based self evaluation.

C-8 Identify and respond to the needs of the college community that is growing increasingly diverse in terms of demographics and culture.

C-9 Deliver programs and services that demonstrate a commitment to learner-centered education and institutional effectiveness through continuous process improvement.
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