FISCAL SERVICES DIVISION COUNCIL MEETING

WEDNESDAY, SEPTEMBER 26, 2007  

Staff:  Myeshia Armstrong, Erlinda Argel, Rita Bruce, Delores Buerger, Josie Cheung, Tom Connolly, Sophie Dao, Momi Elliott, Janice Ely, Angie Gardea, Joyce Hopkins, Miriam Ifill, Celia Kang,        Estella Lee, Nina Marshal, Petie Moura, Bill Schneider, Luukia Smith, Hong Tran, Gary Turner, Catharina Uebele, Marilyn Vaughan, Lisa Webb, Marie Yatman

1. The meeting was opened at 10:50 a.m. by Rita.  Minutes of May 15 were accepted as written.   

2. Committee Reports
Momi reported on Area Council discussion of:

· cashiers helping in Purchasing now and year-end

· a mentoring program, having a “buddy” program to show new staff around campus and answer questions

· Facilities presentation on 9/25 to present Option B, changes to the Master Plan

· parking lot D near the soccer field is open

· the peripheral road on the north side of campus is closed temporarily to traffic

May deadline impact; move date to April 1 instead of May 1.  The vice president is concerned about having one month less, asked division reps to go back to their staff.  A vote was taken with 20 responses – 6 no problem and 14 had problem.

On 9/25, the vice president decided he would stick with the May 1 deadline but that, if the Accounting Office has any input, he would like to hear about it.  Advise Momi and she will forward it.

Some divisions have to wait for the end of the fiscal year for deadlines, concerns of ordering for summer school, different year-end events that need last-minute ordering, and staff work loads.  Some requests cannot be processed until the budget is in place.  As part of a solution, may use additional staff available for Purchasing and A/P.  Possibly lessen the workload on buyers by buying in bulk rather than small orders year-round.  Need a schedule that fits the division needs but be aware of campus-wide needs.  This is more of a concept for the Purchasing office, no one from their office was at the Area Council meeting.

3.
Safety Reports
Janice reviewed safety information bulletins received for July on Safety Off the Job and for August on Safe Work Practices.

4.
Janice
· Safety precautions were reviewed.  Backpacks are in the tool cabinet with helmets, etc.  Flashlights may have batteries that are no longer good.  Look into LED flashlights, something reliable.  Working with consultant on emergency plan.  Old campus plan needs to be updated. 

· CPR training has changed with this year, prior training needs to be updated.  

· AED training is something to be considered, easy and important.  Training might be needed more than once to be comfortable with the process.

· The question of removing the window in the Accounting Office women’s restroom was raised.  If the power goes off, there is no ventilation and no light, total darkness.  A “night light” can be considered.  

· If the fire alarm sounds, drop everything and move away from the building as quickly as possible to the grass area.  Officers will check the bathrooms.  If money is out, work with a partner to take care that any money is locked away.  Part-time cashiers should be made aware of emergency procedures.  If the emergency is an earthquake, stay inside. 

· Better flashlights and battery-powered night lights are needed in case the electricity goes out.

· Have experienced cashiers sit at the reception desk.

· Three applause cards were presented to:

· Luukia

· Tom

· Janice and staff

Update on office rules:

Two breaks of 20 minutes each, preferably finished in the morning by 10:15 and in the afternoon by 3:00-3:15.

Keep two people in each area at any given time.  Work the schedule out with your accounting officer.

Time off/vacation – Tom needs to see your slips for pre-approval ahead of time.  Requests to be off should go to your accounting officer before going to Tom.



Work injury, if you feel sick, or ergonomic problems – let Tom know.  

Release forms are completed for committee meeting participation if your manager approves the time.  They are also needed if you are part of a hiring panel.  They are not needed for open invitations campus-wide inviting all staff, just let your accounting officer and Tom know.

There will be no vacation release for the period November 5-16 unless you already have prior approval.  The auditors will be here the week of November 11-16.  The week before is needed to gather documents.

5.
Tom asked if staff was ready for the auditors, let him know if there is any problem.  A list of what the auditors need will be sent ahead for review.


Regarding Fund 15, keep Tom advised for account numbers in the new fund, he is keeping a worksheet.  

Tom will meet with staff regarding excess vacation time.  Try to curtail accruing comp time.

A meeting was held with Police regarding parking money collections.  They will purchase a machine for the use of Accounting to count the parking meter cash.  Police will deliver the money daily to Cashiers.  Police will do collections, Accounting will do the counting.  It will be 1-1½ months until the new machine is purchased, and a place must be found in the office to put it.  There are audit issues and security issues; the Police are not set up to handle this.  Every time they bring money, they will bring material receipts.    

Sick time control worksheets – it was found that calculations of sick pay were not being done properly.  All data of the last worksheet needs to be redone.  Tom will work with payroll staff to clarify this.  He wants to reengineer the worksheets to be more automated.

Tom has a scanner in his office for everyone’s use.  He also has software that will create a Word document to allow a document to be sent by e-mail rather than having to fax.  

6.
Luukia reported that the District is quickly running out of bond money.  Five new options are offered on how to best use the money that is left.  Option B tears down the Business building and combines it with the Math building into a 3-story building.  There is concern about having enough classrooms for both divisions.    It is not sure if the Student Services Center will be torn down or renovated.  The new parking area will replace the tennis courts.  It appears that Option B will be given to President Fallo.  


The next project is the Social Sciences building renovation.  The parking structure plans, to go where the tennis courts and softball field are currently, is now coming out of architecture approval and may be started quickly.

Plan B is based on the hope that a couple of projects will be State funded, which will take less money out of the district’s pocket.


There may be a change of plans for the cafeteria again, do not know when Fiscal Services and Purchasing will be moving.


When the Learning Resource Center is completed, there will be a food court closer to this location.


Several people in the office are having trouble with fleas.  The office can be sprayed but staff may have to go home at 3:00 p.m.  


Luukia asked if there is any way to bring back the flex schedule.  It is still in the contract.  Janice said that, when it was in effect in the past, too many people on the schedule did not accomplish their workload.  To reinstate it will require checking workloads and seeing that work is kept up.  It was agreed that it helps to have a quiet hour or two without people or phone interruptions.  It is open for further discussion at the next staff meeting.  

6.   
Agenda Development
Nina will chair the October meeting.


The meeting closed at 12:15 p.m.

