LOS MEDANOS COLLEGE

SUPPORT SERVICES PROGRAM

REVIEW & PLANNING

The institution offers high-quality support services programs to other college departments in the areas of instructional and student services programs. The effective provision of support services allows the college overall to meet its goals and strategic initiatives.
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COLLEGE GOALS and INITIATIVES

As you review and prepare plans for your program, keep in mind current goals and initiatives developed for the college’s Master Plan.

COLLEGE GOALS

1. Offer high quality programs that meet the needs of the students and the community.

2. Ensure the fiscal well being of the college.

3. Enhance a culture of innovation, inclusiveness and collaboration.

4. Improve the learning of students and the achievement of their educational goals.

5. Establish a culture of planning, implementing, assessing and improving.

STRATEGIC INITIATIVES
1. Grow enrollments productively.

2. Improve the image of the college.

3. Increase the number of transfers, degrees and certificates.

I.
GENERAL DESCRIPTION OF THE DEPARTMENT PURPOSE/MISSION

Each support services department possesses a general purpose and mission in defining the services it provides and how those services will be administered.

1. What is the purpose and mission of this department?  

2. What specific services does this department provide and who are the customers of these services?  Address how each service is provided to the identified customers.  Address any manuals, publications or marketing efforts the department uses to communicate its services.

3. How do the purpose, mission and services support college goals and strategic initiatives?

Purpose and Mission

The Business Services Department’s primary purpose is to provide administrative support to college departments and individual employees.  To this end, the department administers the hiring process for all employees and oversees the employee tracking and evaluation systems and benefits programs once employees are hired.  The department oversees the majority of payroll processing and policy implementation.  Additionally, the department coordinates all accounting, budgeting and purchasing functions on campus.  In summary, the Business Services department oversees the “business” aspect of the college operation.  In turn, the smooth operation of the Business Services department enables the rest of the college to focus on attaining their individual department goals.

The following provides a more detailed description of services the department provides:

Accounting: The Lead Account Clerk and Accountant I are responsible for processing all college invoices for payment; assisting college personnel in using the purchasing module of the Colleague Financial System, processing all journal entries and budget transfers, and providing training in the use of the Colleague Financial System.  The customers served in this area are support staff and cost center coordinators in the various college departments.  The Business Procedures Manual delineates how and what accounting transactions are to occur.

Payroll:  The Business Services’ staff processes all hourly payroll for the college and administers the employee leave request process.  The customers served in this area are all employees of the college.  The United Faculty Agreement, Local No. 1 Agreement, Human Resources Procedures Manual and Payroll Manual delineate how and what payroll transactions are to occur.

Cashiering:  The Senior Account Clerk runs the Cashier’s Office, which includes processing student payment of enrollment fees and all other fees; administering the accounts receivable system; issuing cash reimbursement to employees, processing payments from the various college checking accounts (Revolving Cash, Trust and Student Clubs), and reconciling and depositing college cash collections.  The customers served in this area are students and staff.  The Business Procedures Manual delineates how and what transactions may occur.

Facilities Use:  The Senior Account Clerk and Lead Account Clerk are the contacts for both college employees and the public for use of the college facilities.  The Senior Account Clerk also bills and collects fees from the public who reserve rooms on campus.  The Business Office assumes responsibility for reserving rooms each semester once the Office of Instruction officially hands the Room Book to the Business Office.  The Campus Facilities Assistant is responsible for setting up and breaking down events on campus.  The Campus Facilities Assistant employs a staff of student assistants, who help him complete the set ups and breakdowns.  All costs for the students and overtime for the Campus Facilities Assistant are charged to the requisitioning department. The customers served in this area are both college employees and outside community organizations, who use the college facilities for meetings and conferences.

Human Resources:  The College Human Resources Assistant administers the hiring of all faculty, managers and Classified staff.  The College Human Resources Assistant is also responsible for the recruitment process for managerial and Classified positions and the evaluation process for Classified employees.  The customers served in this area are all employees of the college.  The United Faculty Agreement, Local No. 1 Agreement, Management / Supervisor / Confidential Procedures Manual, Human Resources Procedures Manual and Payroll Manual delineate how and what transactions are to occur.

Receiving:   The Inventory and Receiving Clerk is responsible for receiving all shipments to the college; delivering shipments to the department that has ordered the materials; administering the fixed assets system for all equipment in excess of $1,000; and coordinating the shipment of materials.  The customers served in this area are all college departments.  The Business Procedures Manual delineates how transactions are to occur.

Fiscal and Data Analyses: The Director of Business Services and the Research Department conduct fiscal and data analyses in order to support sound decision making at the college. This includes FTES projections, financial analyses of program profitability and various research projects. The customers in this area are college departments and senior college management. 

Since the last Business Services Program Review, there have been several organizational changes in the Business Office in order to increase the department’s effectiveness and service to the college:

(1) The department discontinued the use of a dedicated staff person for the payroll processing function. The department eliminated the Senior Account Clerk position for payroll and allocated payroll processes to other staff members.  In addition, the Accountant I was relocated into the department in order to fully incorporate that position into the department operation.

(2) In January 2006, the college Receiving Department began reporting to the Business Office instead of reporting to Buildings and Grounds.  The purpose for this move was for the college to get a better handle on fixed assets that the college purchases.  During the past nine months, the Business Office has achieved its goal of closely monitoring all assets to ensure none are lost or are delivered to the incorrect department.

(3) In April 2006, the Custodial Department began reporting to the Buildings and Grounds Manager instead of reporting to the Director of Business Services.  The purpose for this move, which is in a one-year trial period, was to realize efficiencies of consolidating the facilities custodial and maintenance functions and to free up time for the Director of Business Services to focus on data analyses for the college.

(4) In July, 2006, the Research Department began reporting to the Director of Business Services instead of reporting to the Vice President.  The purpose for this move was to consolidate the data and fiscal analyses under the Director of Business Services.

College Goals and Strategic Initiatives

Offer high quality programs that meet the needs of the students and the community.

· The Fiscal and Data Analyses function of the Business provides the service of analyzing relevant data to support the college’s efforts to maintain current programs and implement new programs.

Ensure the fiscal well being of the college.

· The Business Services Department‘s main function is to analyze and provide financial information, which measures and improves the financial well being of the college.  A major example is the fiscal year-end closing process where the department ensures all categorical funds are fully spent and in turn, maximizes the college’s carry over into the next fiscal year.

Enhance a culture of innovation, inclusiveness and collaboration.

· By issuing financial reports and analyses on a regular basis, the department furthers the goal of collaborating with other departments and increasing a sense of inclusiveness.

Establish a culture of planning, implementing, assessing and improving.

· The financial analyses the department provides, the annual implementation of the Financial Planning Model, and budget reports all assist in the college meeting this goal.

II.         SATISFACTION SURVEY

One of the best ways to evaluate the services provided by support services departments is to survey its customers.  Provide a summary of the results of a recent survey conducted for this program review, or any other instrument the department has conducted for use in the program review process.

The Business Office conducted an online SurveyMonkey survey to gage the college’s satisfaction with the department’s services.  Overall, the responses were very favorable, as follows:

	Question
	Yes
	No

	Provides useful accounting information
	98%
	2%

	Provides clear/useful Business Procedures interpretation
	94%
	6%

	Provides useful payroll processing information
	98%
	2%

	Provides clear/useful Payroll Procedures interpretation
	98%
	2%

	Helpful with paycheck questions
	98%
	2%

	Provides easy to follow hiring procedures for Classified
	91%
	9%

	Provides easy to follow hiring procedures for Faculty
	80%
	10%

	Provides useful employee benefits information
	97%
	3%

	Provides timely delivery of goods through Receiving Dept.
	98%
	2%

	Provides timely transfer of assets 
	93%
	7%

	Provides good support for college events
	100%
	0%


Comments communicated through the survey included:

· Provide completed examples of accounting forms on the P Drive

· Check stubs and absence reports should be placed in sealed envelopes when distributed via the mailroom to ensure confidentiality

· There should be a checklist for hiring faculty with easy to use forms

· The Uniform Employment Selection Guide ambiguities should be addressed

· The Equivalency Form should be available online with the minimum qualifications already filled in (as occurs at CCC)

· Employees need more information about PERS

· A sign should be posted in Receiving when staff will return

· Deliver packages without their being taped together

PLAN

Based on the results of the survey, or other instrument used, indicate what plans the department has developed to meet any areas of improvement.

Based on survey results and comments provided, there are three areas that need to be addressed:

Accounting / Payroll Procedures

The department will pursue the posting of all forms on the P Drive for easy access and an example how to complete each form.  The Accountant I, Lead Account Clerk and Director of Business Services will take the lead on this project.

Payroll Check Stubs and Absences Reports

The department should confer with District to confirm the confidentiality of the payroll check stub and absence reports and determine if additional steps need to be taken to ensure appropriate confidentiality.  The Vice Chancellor Human Resources and Organizational Development has indicated that the current process of stapling the documents in a manner in which only the employee’s name is showing is sufficient to ensure confidentiality.  The Director of Business Services will communicate this information to the college community and stress that employees can pick up these documents at the Cashier’s Office to further ensure confidentiality.

Faculty Hiring

The department should research the procedure for completion of the Equivalency Form at CCC. Then the department should meet with the Office of Instruction to review the current process to see if it can be made easier.  The College Human Resources Assistant has discovered that the Academic Senate at CCC had taken the lead to formulate Equivalency Forms that document equivalency requirements for certain departments.  The College Human Resources Assistant and Director of Business Services will pursue this project.

PERS Information

The department should confirm with District Payroll regarding a way in which staff can obtain more information on PERS. The College Human Resources Assistant has documented that PERS information can be obtained in two ways: from the PERS website and from District Payroll. The Director of Business Services will communicate this information to the college community.

Receiving Procedures

The Receiving department should pursue the purchase of a cardboard clock to indicate when the staff will return and a telephone number to leave a voice mail message.  In addition, packages should be separated before delivery.  The Director of Business Services will pursue these recommendations.

III.        PROGRAM RESOURCES and DEVELOPMENT

Program review and planning must be integrated with other planning processes such as the master plan, requests for staffing, and the financial planning model. It is important that the institution effectively and efficiently uses its human, physical, technological and financial resources to achieve its educational purposes, including stated student learning outcomes and improvement of institutional effectiveness.

REVIEW

1. Does the program have sufficient permanent and hourly staffing (FTE)? Address any recent changes in staffing and the reason for the changes and the impact it has had on the department operation.

During the past three years, the Business Office reduced its permanent Classified staffing by .750 FTE. The current FTE is:


Director of Business Services
1.000


Accountant I



1.000


Lead Account Clerk


1.000


Senior Account Clerk

1.000


College HR Assistant

  .750


Campus Facilities Assistant
1.000


Inventory & Receiving Clerk
1.000

Total




6.750

The decrease of the .750 FTE was the Senior Account Clerk who was dedicated to payroll processing.  Upon this position’s vacancy, the department reassessed its operation and it was realized that the payroll function could be allocated to the other members of the department. This staffing reduction has worked well.

The office works very efficiently with this staffing. It is not anticipated that the staffing will need be increased until the college experiences significant growth.

2. Describe staff participation in staff development? What staff development activities are needed to improve the program?

A major opportunity for the department to pursue is the use of databases.  The use of databases would streamline various functions of the department, such as absence reporting and contract management.  Staff development in this area will be of great assistance in pursuing these department improvements.

3. What additional facilities and equipment is required to maintain or improve the effectiveness of the program? 

At some point, the department will need to replace the network printer. It is about 6 years old and has had several repairs to maintain its operation.  Additionally, at some point, four computers will need to be replaced due to the age of each computer (about 5 years old.)

Lastly, the Business Office will relocate to the “one-stop” student services area as the Cashier’s Office is best located adjacent to the Admissions and Records department to optimize service to students.  Additionally, the rest of the Business Office must be adjacent to the Cashier’s Office in order to provide continuous service to students in the Cashier’s Office.

4. Does the program have a sufficient budget? How would budget increases improve the program’s effectiveness?

Between the college-provided budget and revenue from parking hangers, the department has a sufficient budget.

PLAN

Write planning objectives for addressing the review of staff development, and human, facilities and financial resources.


Staff Development

The Lead Account Clerk will continue to pursue courses in Access in order to purse the use of databases in the department.  The department will be able to measure the success of this plan by the implementation of databases to administer absence reporting, contract management, and any other application.

Facilities

The Director of Business Services will continue to work with the Student Services facilities group to ensure the Business Office has sufficient space in the “one-stop” student services area. The department will be able to measure the success of this plan by the realization of adequate space in the “one-stop” student services area.  Additionally, the Business Services department and the Admissions and Records department will be able to measure the success of this plan by assessing whether students have an easier time utilizing both services.

IV.        OTHER ISSUES

This section is for issues not addressed previously in this report.

REVIEW

Detail other issues or items program staff has determined to be significant.


None noted.

PLAN

Write planning objectives to address the additional issues detailed above.

V.        PROGRAM PRIORITIES

Due to resource limitations, programs need to focus on selected objectives for the short term. What changes does the program need to make based on the review? One of the key criteria for funding new initiatives via the Financial Planning Model process is the extent to which the proposal contributes to college goals and initiatives.

REVIEW

Carefully review the planning objectives generated in the previous sections. Identify them as either operational (not requiring additional funding or other resources) or new initiatives (requiring additional funding or other resources). Prioritize each set of objectives. 

PROGRAM ACTION PLAN

OPERATIONAL PLAN

	Objectives
	Activities
	Desired Outcomes
	Lead
	Time

line

	Use of databases in department
	Take access class
	Learn sufficient knowledge of Access in order to:

· develop and implement databases for absence report and contract management

· determine if databases could be used for other department functions
	Lead Account Clerk
	Fall 2006

	
	Develop database for absence reporting
	A database that will track:

· absence reporting by employee for both monthly and annual reports, with the inclusion of leave balances if possible

· report absences to District Payroll
	Lead Account Clerk
	Fall 2006

	
	Develop database for contract management
	A database that will track the issuance of contracts throughout the  year so that the Business Office can better track the status of each contract


	Lead Account Clerk
	Spring 2007



	Objectives
	Activities
	Desired Outcomes
	Lead
	Time

line

	
	Develop a database to charge interprogram chargebacks by Central Services
	A database that streamlines charging interprogram chargebacks to department.
	Lead Account Clerk
	Spring 2007

	
	Revise Excel-based journal entry and budget transfer form
	Work with District Office Accounting staff to alter current Excel spreadsheets for journal entries and budget transfers so that they better accommodate how journal entries and budget transfers are completed
	Lead Account Clerk/ District Account-ing staff
	Fall 2006

	Improve Research Office’s support of college operations
	Work with Research Office to identify ways in which service to college can be improved
	A fine-tuned Research Office that is more responsive to college needs by reacting faster to college requests and possibly expand its support to college operations
	Director of Business Services 
	Spring 2007

	Develop online Accounting Procedures Forms / Examples
	Determine which forms / examples can be placed on the P Drive
	Better direction to the college community how to follow accounting procedures
	Account-ant I / Lead Account Clerk
	Spring 2007

	Document faculty hiring procedures
	Document process for faculty hiring

Meet with Office of Instruction to clarify roles
	Provide better direction to departments that hire faculty in terms of procedures and department responsibilities
	College Human Re-sources Assistant
	Spring 2007


NEW INITIATIVE PLAN

	Objectives
	Activities
	Desired Outcomes
	Lead
	Timeline

	None
	
	
	
	


VI.        ANNUAL PROGRESS
Progress reports will be appended to this document each fall beginning in the academic year following completion of the program review.

FALL 2007

1. Have there been significant changes in the internal or external environment that necessitated changes to your program review and/or plan? If so, please describe them.

2. What is the status of the objectives identified in the Program Action Plan? 

3. If some objectives were attained, how successful were the changes in improving program effectiveness?

4. If some objectives were not attained, what were the impediments? Do you still believe these objectives will lead to program improvements?

5. What have you learned from this process that would inform future attempts to change and improve your program?
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