FISCAL SERVICES DIVISION COUNCIL MEETING

TUESDAY, APRIL 20, 2004  

Staff attending:  Rita Bruce, Delores Buerger, Josie Cheung, Momi Elliott, Janice Ely, Pamela Fees, Angie Gardea, Joyce Hopkins, Miriam Ifill, Celia Kang, Estella Lee, Jill McTarsney, Chintana Mainous, Gay Malpede, Nina Marshal, Petie Moura, Bill Schneider, Luukia Smith, Marie Stokes, Hong Tran,    Gary Turner, Catharina Uebele, Lisa Webb

1. The meeting was opened at 10:35 a.m. by Miriam.  Minutes of March 16 were accepted as written.   

2. Safety Report Topic  “ARE YOU SURE YOU’RE READY!”

This report deals with being ready in an emergency situation.  Always use common sense, stop and be aware of what is happening before rushing into an unsafe area.  Building captains for Administration are Janice Ely and Allene Quarles.  Volunteers are needed to handle specific duties in the event of an emergency.  There is a radio on Janice’s desk together with a set of instructions on how to operate it.  “Sheltering in place” means remaining inside because it is the safest place to be; posting the sign alerts a patrol that you are there.

3.
Committee Reports
Administrative Services Area Council

At the March 23 meeting, frozen positions were identified to be opened for hiring.  This will become effective July 1 but hiring dates will be staggered from July to October.  The position of vice president of Academic Affairs will be filled and is currently in the recruitment process.

4. 
Pam

ECCE Contract
The new contract between ECCE and the District was distributed to all classified staff.  A memo highlighting changes will be shared.  There are provisions already in place regarding vacation, comp time, and sick leave that need to be consistent campus wide.  If possible, vacation should be requested two weeks in advance or as soon as an employee knows of dates to enable better planning.  

Vacation/Comp Time / Sick Leave

The definition of vacation is time off that is agreed to between the employee and the supervisor, and it must be requested in advance of the time off.  If you call in sick, vacation or comp time cannot be charged.

Comp time is also time off that is agreed to between the employee and the supervisor and must be requested in advance of the time off.  It must be used no later than 12 months after being earned.

· If you are going to be out ill, you must call during regular work hours when your supervisor could be expected to be available to receive your call.  

· You may continue to call in to Delores with any unplanned daily absences.  If you wake up early, i.e. 6:00 a.m., it is okay to call at that time and leave a message on ext. 3109 to say you cannot make it.  

· If you call in earlier than regular office hours, you must also call in the same day to your supervisor and confirm that you are out for illness. 

· You are not to call in the night before to say you will be out ill the following day.  

· If an illness extends more than a single day, you must call in on a daily basis to report your absence. 

Situations that come up at the last minute that call for pre-approval are not to be charged to vacation.  If it is illness, it needs to be charged to sick leave.  Personal necessity/emergency leave  is paid leave charged to your sick leave; personal business is non-paid time off.  

Only if an employee runs out of sick leave can vacation or comp time can be charged with sub-difference.  

If an employee runs out of sick leave, vacation, and comp time, they can use 50% sub-difference and 50% non-paid sick leave.

Use of sub-difference is charged against a full day regardless of the actual length of time taken.

To use vacation time, complete a Request for Leave form as early as possible.

Classified Release Time Authorization
There is a form available from H.R. and also on line.  The intent is similar to the vacation/sick leave absences – accountability.  Management recognizes that there are many times an employee is called upon to attend or serve in other capacities.  This is encouraged, but your manager needs to know where you are at a given time.  There may be some gray areas in this that will be smoothed out as occasions arise.

Basically, whenever you are going to take time out of the office day to attend an event on or off campus, you must identify the event and time and have prior approval from your manager

· A Staff Development activity or a District-sponsored event that encourages staff attendance does not require a release form, but you must continue to advise your manager and Delores with the time you will be out of the office.  

· Student Development or Staff/Student Diversity programs / Student Club events / Board meetings / College Council meetings / insurance benefits meetings / Union - requires a prior-approved release form and a request for leave form IF time used is longer than available personal time, such as your lunch period.

· Committee participation:  selection/hiring / insurance / Union - requires a prior-approved release form.  If specific dates are yet to be determined, a decision will be reached after consultation between employee and supervisor.

· Programs offered during regular hours for ECC credit or Community Ed non-credit are personal time that require not only release time authorization but a request for leave form charged against your vacation, comp time, or non-paid leave.

· Use of personal time off without being able to request prior approval must be discussed with your manager before any time is taken.

NOTE:  Inquiries from the Union, from Student/Staff Diversity, or from Human Resources for any committee participation do not automatically mean release time approval.

Three copies of a signed Release Time Authorization form are needed:  original to H.R., copy to supervisor/manager, copy to employee.  A copy goes to Luukia Smith for ECCE only if the release time is Union related.  Forms printed online do not require colored copies.

ECC Participates in EASE – Employee Assistance Service for Education

EASE is a private, confidential program.  The District has no information on who accesses it.  It provides employees and their families with the opportunity to assess and resolve difficulties with the assistance of a professional counselor for personal and family problems, job-related issues, stress, substance abuse, grief, loss and traumatic incidents, and they offer worksite and phone consultations.  EASE  can be found online at www.lacoe.edu/ease or contact H.R.

PERS SERVICE CREDIT 
A bulletin was distributed to all PERS eligible employees on the opportunity to purchase PERS service credit.

5.  
Agenda Development
Hong Tran will chair the May 18 meeting.


The meeting closed at 11:30 a.m.

