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BUDGET AND FACILITIES PLANNING 
PARTICIPATORY GOVERNANCE COMMITTEE 

 

OBJECTIVE  
To maintain responsibility for budget allocation and facilities planning. 

 

PURPOSE 
 To ensure and oversee the equitable distribution of the college’s budget resources, e.g., 

discretionary funds and restricted use resources, to each of the divisions (Instructional 
Services, Student Services, Administrative Services and President’s Services). 

 To oversee processes for facilities planning, resulting from but not limited to, the planned 
growth of the college and its centers. 

 To periodically review the budget and facilities planning processes. 

 To forward proposals regarding academic and professional matters to the Academic 
Senate. 

 To forward recommendations regarding non-academic and professional matters to the 
College President. 

 

RESPONSIBILITIES 
 To develop and recommend budget allocation models for the institution and serve as a 

recommending authority on all budget allocation matters. 

 To contribute to the planning and development of new facilities or the remodeling, 
renovation, modernization, and/or maintenance of existing facilities. 

 To assume responsibility for other academic and professional matters in the areas of 
budget and institutional facilities planning as mutually agreed upon between Academic 
Senate President and the College President.  

 To ensure all committee actions comply with the standards set forth by the Education 
Code and Title V.  

 To assess and revise as necessary, committee processes and plans on a cyclical basis. 
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Section One 

Budget Planning 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Developed initially through a collaboration of:  
Administration: Kathleen Kirklin; Budget & Institutional Facilities Planning Committee: Ted Foster; Codified April 19, 2002  
 
Subsequent Revisions:  
Administration: Kathleen Kirklin; Budget & Institutional Facilities Planning Committee: Tammy Montgomery; codified May 7, 2004.  
Administration: Kathleen Kirklin; Budget & Institutional Facilities Planning Committee: Tammy Montgomery; codified May 5, 2005  
Administration: Kathleen Kirklin; Budget & Facilities Planning Committee Kim Harrell; codified May 7, 2006.  
Administration: Kathleen Kirklin; Budget & Facilities Planning Committee Kim Harrell; codified April 19, 2007  
Administration: Kathleen Kirklin; Budget & Facilities Planning Committee Kim Harrell; codified May 7, 2009  
Administration: Kathleen Kirklin; Budget & Facilities Planning Committee Carlos Lopez; codified November 20, 2014 
Administration: Kathleen Kirklin; Budget & Facilities Planning Committee Lorilie Pitts, Stacia Thiessen; codified April 12, 2018 
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INTRODUCTION  

The college’s budget process is linked to its Annual Department/Unit Plan (ADP/AUP) and 
program review processes, through which all college departments and operating units identify 
short and long term plans, including facility, equipment, software, and staffing needs. All 
planning and subsequent budget requests must be consistent with and supportive of the college 
mission, college masterplan, and strategic plan. Budget requests generally are not given 
consideration unless they have first been documented in an ADP or AUP. The integration of 
financial and other planning processes is also facilitated by the Institutional Planning Committee 
(IPC), whose purpose includes coordinating college processes for institutional planning and 
development.  

The distribution of financial resources shall be consistent with the budgeting principles of the 
district and the budget planning processes established through the Budget and Facilities 
Planning Committee.  

The handbook will be reviewed no less than every three years by a subcommittee of the BFPC 

 

RESPONSIBILITIES  
 Serve as a recommending authority on budget allocation matters to the college president; 

final approval authority rests with the president.  

 Develop and recommend budget allocation models.  

 Periodically review budget allocation models for consistency and make recommendations 
for process revisions to the college president.  

 

GOALS  
 Budget planning shall be consistent with financial and other planning processes 

facilitated by the Institutional Planning Committee.  

 The budget process shall remain flexible and responsive to the needs of the college.  

 Budget allocations shall support the needs identified in the Annual Department/Unit 
Plans.  

 The development of the budget shall be consistent with the planning objectives of other 
college participatory governance committees.  

 The college budget process shall provide the vehicle for a coordinated and focused 
expenditure plan.  
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ALLOCATION OF FINANCIAL RESOURCES 

Financial resources, e.g., College Discretionary Funds (CDF), Lottery Funds, Partnership For 
Excellence Funds (PFE), are allocated by the District to support operational costs and equipment 
purchases. These financial resources are referred to as Program Development Funds (PDF). PDF 
funds are distributed to the college by formula (reference Appendix 1B for detail on CDF 
formula). There are no restrictions on how the college uses or allocates its CDF.  

Annual Operating Budget (AOB) Defined  
The AOB is used to address operating expenses necessary for the maintenance of a division, area, 
or operating unit including, but not limited to: office supplies, instructional supplies, temporary 
classified and student help, software and software upgrades, mileage reimbursements, 
conferences and meetings, maintenance contracts and repairs, and small equipment.  

AOB formulas as well as the Budget versus Actual Expenditure Report for each fiscal year, are 
reviewed annually by the Budget and Facilities Planning Committee (BFPC).  

Capital Equipment Budget (CEB) Defined  
The CEB is used to address equipment needs that cost $200 or more per item, are not considered 
continuing yearly expenditures, and are inventoried (e.g., computers, furniture, A.V. equipment, 
microscopes, initial software purchases, etc.). The initial purchase of equipment items that are 
comprised of one or more components, some of which may cost less than $200, is considered a 
capital expenditure if all components are required for that equipment to function. For example, 
the initial set-up of a science lab drawer that contains various sized beakers may be classified as 
equipment, while replacing any broken beakers is considered a supply item; the initial purchase 
of a software package or application site license may be classified as equipment, while the annual 
renewal or any upgrades is considered a maintenance item (5600, 5603).  

All departments submit their CEB requests through their Annual Unit Plan/Annual Department 
Plan. Yearly CEB expenditures are authorized in amounts that the division may reasonably fund.  

Developing the AOB and CEB  
Annually, departments within each designated area or division shall convene meetings to 
develop a budget for their operational needs. The AOB shall be based on anticipated and ongoing 
operational needs.  

In the fall, each department shall review its AOB to determine if it is adequate to cover 
anticipated and ongoing operational and temporary staffing needs as well as identify anticipated 
equipment needs. AOB and CEB requests must be supported by ADP/AUPs. AOB and CEB 
requests are prioritized by each area or operating unit in the spring of the current academic year.  

In the spring of the current academic year, preliminary AOB allocations are distributed to 
divisions. The assigned division administrator, in consultation with area deans and operating 
unit supervisors, provides each area and/or operating unit a preliminary AOB for the upcoming 
fiscal year. Area/operating unit AOB and CEB requests are reviewed and prioritized within each 
division. These prioritized requests are funded in the upcoming academic year once actual 
revenue sources become available.  
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BUDGET ALLOCATION FLOW CHART 
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Process for Requesting an Annual Operating Budget  

and Capital Equipment  

1. Faculty and staff within a department, operating unit, and/or area/division office submit 
their requests for an operating budget (e.g., supplies, temporary classified/student help, 
software license renewals, maintenance and repairs, subscriptions, memberships, 
mileage, travel/conference, and small/ miscellaneous equipment) and equipment (new 
or replacement) to their department chair or unit/ division supervisor. All requests 
received are included in the department's or unit's ADP/AUP. Instructional Services, 
Student Services, President's Services and Administrative Services departments/ units 
meet with the designated department chair or supervisor to discuss and prioritize 
submitted requests.  

2. Department chairs and supervisors meet as a group with the assigned 
dean/administrator to discuss and prioritize area-wide/division-wide needs. 
Department chairs and dean have an equal vote in ranking ADP requests. Likewise, 
operating unit supervisors/leads and manager/administrator have an equal vote in 
ranking AUP requests.  

3. Assigned area dean/supervisor/administrator prepares the area/division-wide operating 
unit priority lists. 

4. The VPA prepares a college-wide projects list for needs and projects not associated with 
a specific area/department/unit. 

5. Deans/managers/supervisors meet with the assigned division administrator to review 
and discuss the recommended priorities for each area/operating. Each member of this 
group will have an equal vote in ranking the requests.  

6. Division Administrators (VPs) meet with the College President to review and discuss 
finalized priorities.  

7. Executive Team (VPs and President) will review and discuss college-wide projects list 
and prioritize.  

 
Re-allocation of Line Items within an Annual Operating Budget  
Re-allocation of line items within an AOB will be at the discretion of the department with the 
approval of the assigned dean/manager.  

Carryover  
At the end of any fiscal year (June 30), a department or operating unit may request through their 
dean or supervisor that unspent AOB funds be carried over with justification to the next fiscal 
year. Requests will be reviewed and approved by the division administrators (President and 
VPs). Deans and supervisors will be notified if their request(s) has been approved. Year-end 
carryover funds will be added to the respective division allocation for the current year for these 
approved one-time-only requests.  

Processes beyond the scope of the budget manual  
Certain college-wide needs must have funding to maintain quality services to students and meet 
program mandates. These needs (e.g., tutoring, instructional software license renewals, library 
collection augmentation, instructional printing, DSPS cost overruns, Financial Aid - Return to 
Title IV payments) are determined through the division administrators with input from BFPC, 
administration, faculty, staff and students. Oversight of these college-wide needs will be assigned 
to the appropriate division administrator and funded from the proper resource allocation(s) of 
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each division before distributions are made to the various areas, departments and/or operating 
units. 

COLLEGE-WIDE CONTINGENCY RESERVE  
The BFPC recommends a minimum reserve of 5% be maintained each year to help start the next 
fiscal year. The total of all expenditures made by the college in the current year shall not exceed 
the total revenues allocated less the reserve. Any remaining balance at fiscal year-end shall roll 
into CDF carryover. 

The reserve covers unknown or unforeseen costs such as long-term sick leave backfill for 
permanent staff or non-instructional equipment items. The reserve also covers costs associated 
with campus expansion (e.g., new college identification and building signage, information 
kiosks, public forum boards, digital information marquee, safety/security exit mapping, traffic 
control signage, speed bumps, etc.). 

 
SINKING FUNDS  

Alteration & Remodel Projects (A&RP) Sinking Fund  
The BFPC recommends allocating up to 4% annually of the CDF or other appropriate resource 
to cover the secondary construction efforts of new construction, minor alteration, and remodel 
costs due to growth or changes in programs. Cost estimates for proposed projects may be 
requested by completing an LRCCD Work Order Request form. Forms are located in the staff 
workrooms, area dean's office, and Campus Operations office. Established formula will 
determine the annual amount available for expenditures. A&RP requests identified through the 
ADP/AUP and division priority lists will be evaluated using established A&RP criteria and 
funded in an amount that the college may reasonably fund. Any remaining balance of the annual 
amount available at fiscal year-end will remain in the A&RP Sinking Fund. 

Furniture & Fixtures Replacement Projects (F&FR) Sinking Fund  
The BFPC recommends allocating up to 4% annually of the CDF or other appropriate resource 
to support furniture and fixture replacements. Established formula will determine the annual 
amount available for expenditures. F&FR requests identified through the ADP/AUP and division 
priority lists will be evaluated using established F&FR criteria and funded in an amount that the 
college may reasonably fund. Requests that involve special accommodation will be handled 
through work stations evaluations or submission of a Request for ADA Accommodation. Any 
remaining balance of the annual amount available at fiscal year-end will remain in the F&FR 
Sinking Fund.  

Technology Sinking Fund  
The BFPC recommends allocating up to 4% annually of the CDF or other appropriate resource 
to support technology replacement and innovations. Established formula will determine the 
annual amount available for expenditures. Technology requests identified through the 
ADP/AUP and division priority lists will be evaluated using established criteria and allocated 
where appropriate. Any remaining balance of the annual amount available at fiscal year-end will 
remain in the Technology Sinking Fund. 

Art In Public Places (AIPP) Sinking Fund  
The BFPC recommends allocating a minimum of $2,500 annually of the CDF or other 
appropriate resource to support AIPP projects. All AIPP projects proposals shall be by one or 
more of the following criteria: (1) enriching the campus environment, (2) promoting 
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collaboration and creativity among and between departments, (3) showcasing student works, (4) 
reflecting the diversity of the community, (5) promoting visual arts as a form of communication, 
and (6) increasing student and community awareness of works of art. In consultation with the 
AIPP ad hoc committee the BFPC recommends and the President approves the proposed 
funding, selection, planning and placement of all works of art displayed acquired, commissioned 
or purchased by the college. In addition, AIPP projects that materially enhance a capital facility 
and/or result in site improvement shall be reviewed by the Chancellor or designee prior to final 
commitment to commence (LRCCD P-8441). 

COLLEGE-WIDE SUPPORT SERVICES  

Programs and services that support the entire college and/or various constituency groups. 

Library/Learning Resources shall be provided a uniform and consistent funding 
process for the acquisition of information resources to support instructional programs and 
provide information for students to succeed in their coursework. The rate shall be reviewed 
every three years. Annually, an allocation from CDF or other appropriate resource shall be 
determined by formula based on college FTES x established rate (e.g., 5,300 FTES x $8.00 
per FTES = $42,400). Base rate for 2017-2018, $8.00 per FTES. 
 
Tutoring Center shall be provided an annual allocation through the Instructional Division 
budget from CDF or other appropriate resources to support operations. 
 
Reading Writing Center shall be provided an annual allocation through the Instructional 
Division budget from CDF or other appropriate resource to support operations. 
 
Media Services shall be provided an annual allocation through the Administrative 
Services budget from CDF or other appropriate resources to support operations and ensure 
timely replacement of equipment.  
 
Information Technology (IT) Services shall be given an allocation to support college-
wide technology infrastructure. IT Services department develops and maintains the 
equipment/ infrastructure inventory. Working in conjunction with the Divisions, VPA and 
District, IT Services develops recommendations for upgrading and replacing 
equipment/infrastructure. Determining recommendation for technology 
replacement/renewal priorities will consider the following criteria:  

i. Instructional computers 5 years or older- highest priority for new or replacement  
ii. Systems loaded with applications requiring more robust resources  

iii. Standard desktop systems 6 years or older (faculty and staff desktops) 
 

IT Services will prepare all paperwork required to purchase approved upgrade/replacement 
priorities. 
 
In consultation with IT Services, Areas and Operating Units are responsible for preparing 
paperwork for equipment unique to that area, discipline, or unit. 

 
NOTE: Individuals or departments that are requesting hardware/software and/or related 
peripherals that are outside college-wide standard configurations need to submit a budget 
request through their dean/manager. 
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Institutional Printing shall be provided an annual allocation through the Administrative 
Services budget from CDF or other appropriate resource to fund paper/ printing costs of the 
college. 
 
Institutional Fees shall be funded as necessary to pay the Accreditation and other policy 
related fees. 
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APPENDIX 1A 

BUDGET PLANNING PROCESS DEFINITIONS 
 
Budget Allocation  

Minimum budget needed to support area/operating unit annual expenses (e.g., consumable 
supplies, software, small equipment under $200, travel and conference; maintenance 
contracts).  

Capital Equipment  
Furniture, fixtures and equipment valued at $200 or more to support instruction and student 
support services; library books, on-line services, and other materials housed in the library for 
student and staff use; furniture, fixtures and equipment needed to support campus operations 
(non-instructional). Equipment, books and other tangible materials that can be used for a 
year or more are considered capital equipment purchases.  

Categorical/Non-Categorical Fund  
Categorical – A source of funding that is provided to the college for a specific purpose. This 
type of funding can only be used to cover expenditures that are allowed under the guidelines 
and regulations of that particular categorical program and state accounting guidelines.  

Non-categorical – Generally a source of funding that can be expended on any allowable 
expense as set forth under state accounting guidelines.  

Conferences and Meetings  
Costs incurred for workshops, conferences, meetings to include airline transportation, bridge 
tolls, mileage allowance, parking fees, car rental, conference/registration fees, meals (as per 
District per diem), lodging, tuition reimbursement. Refer to LRCCD R-8341 and R-8343 for 
reimbursement guidelines. Also includes costs incurred for sponsoring or hosting a meeting 
or conference, including but not limited to facility and equipment rentals, and exhibitor fees. 
Staff retreat meals must be approved by the Chancellor/President (Board Policy P-8361).  

Discretionary Fund  
A source of funding that may be expended to cover any expense incurred by the college (e.g., 
supplies, temporary staffing, small equipment, etc.) that is allowable under state accounting 
guidelines.  

Dues and Memberships  
Expenditures for institutional memberships in associations or organizations. Also, licenses 
required for program certification. Refer to LRCCD R-8337 for further details on membership 
criteria.  

Housekeeping Services and Utilities  
Expenditures for water, fuel, light, power, cellular phone services, laundry, dust mops, shop 
rags, doormats, garbage/waste disposal, security services, pest control and other similar 
expenses. Cost for removal/disposal of hazardous waste and required permits/fees.  

Maintenance and Repairs  
Contracts for maintenance service on instructional and operational equipment (e.g., 
microscopes, autoclaves, balances, scales, copiers, postage meters, typewriters, fire 
extinguishers, parking meters, bottled water service for science labs). Services and/or 
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materials provided to repair equipment and buildings that are not provided under a 
maintenance or service agreement. 

Division  
A division is a specified group of areas/operating units.  
 Administrative Services  
 Instructional Services  
 President's Services  
 Student Services  

Area  
An area (instruction, student services) is a specified group of departments.  

Operating Unit  
An operating unit is a department within administration that supports college-wide 
operations and physical plant.  

Physical Plant  
The buildings, tools, etc. of the college; activities or processes related to maintaining the 
physical site (e.g. custodial services, maintenance and repairs, printing services); 
procurement, maintenance and movement of supplies and materials (e.g. receiving, 
institutional stores, campus operations).  

Program Codes  
The Taxonomy of Programs or Program Codes (TOP) is a common, numeric coding system by 
which districts and colleges categorize degree and certificate programs and courses on the 
basis of the similarities of their published goals and objectives.  

A TOP code is requested by a college when applying for the approval of a new degree or 
certificate program, based upon the recommendation of the regional occupational deans. The 
state chancellor’s office then determines the TOP code and enters it into the Inventory of 
Approved Programs when the new program is approved.  

Information reported by Program Code (TOP) is used to meet federal and state reporting 
requirements. Accountability reports on program completion, as well as vocational reports on 
course success, are among the many uses for program codes.  

The program code categorizes degree and certificate programs that combine both 
occupational and non-occupational programs in a format and courses under a common 
numbering system. It is a classification of disciplines, sub-disciplines, and fields using up to 
a five-digit code.  

Discipline The most general level of the program code. The first two digits of the five-
digit code treated as one two-digit number indicate this level.  

Sub-discipline  The next level of the program code is indicated by a single, two-digit 
number, the third and fourth digits of the code taken together. These 
numbers indicate logical subsets of the discipline, on the basis of program 
similarities.  

Field The third level is indicated by one number only and is a logical subset of 
the sub-discipline. This level is generally used to indicate the system’s few 
“one-of-a-kind” programs that require special recognition.  
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Understanding the Hierarchy of a Program Code (examples):  

Business, Library, Science and Information Technology  
07 – Discipline: Computer Information Science (CIS)  
61 – Discipline: Instructional Support Services  

6120 – Sub-discipline: Library  
Social and Behavioral Sciences and Humanities  

15 – Discipline: Humanities (Letters)  
13 – Discipline: Consumer Education & Home Economics  

1305 – Sub-discipline: Lifespan (Child Development, Family Studies Gerontology)  
13050 – Field: Child Development  

Math, Science and Engineering  
19 – Discipline: Physical Sciences  

1902 – Sub-discipline: Physics  
 
Visual and Performing Arts  

10 – Fine & Applied Arts  
1002 – Sub-discipline: Art  

10021 – Field: Painting & Drawing  
1006 – Sub-discipline: Technical Theater (Vocation Program)  
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APPENDIX 1B  

INSTITUTIONAL BUDGET SOURCES  
 

Program Development Funds (PDF)  
Program Development Funds (PDF) refers to the 20% of new funds available after distribution 
of the 80% Bucket revenues. This 20% of new revenues is used to fund increases in operational 
costs, including utilities, some new classified positions, all new management positions, increased 
costs for supplies and materials, as well as program improvement costs. To administer the 20% 
PDF, priorities are established and the District Budget Committee reviews the 
recommendations. Formulas are used for many of the allocations of PDF.  

 

College Discretionary Fund (CDF)  
A major area of PDF is support for the colleges’ operational costs. A formula is used to distribute 
continuing PDF funds to the colleges. The allocation is referred to as the College Discretionary 
Funds or CDF. Although the components of the formula are linked to select areas of operating 
the colleges, there is no restriction regarding how each college uses or allocates its CDF. In other 
words, the colleges are not required to use funds generated from the square footage component 
to support only facility related costs.  

There are four components in the CDF formula:  

1. COLLEGE BASE  
Base recognizes that the college requires a basic amount to meet operational needs. Each 
college’s base level is unique and was determined as part of the revision to the formula 
during the 2001-02 year. 

 
2. WSCH (weekly student contact hours)  

WSCH is the determinant for the single largest component of the formula. The component 
is intended to provide the funds necessary to support the operational costs associated with 
classroom instruction. The WSCH amounts are taken from the 3rd Week Census 
Enrollment reports for the fall and spring terms, the 10th Week Census from the fall term, 
and the summer Enrollment converted to an annual WSCH basis. The spring term report 
is from the spring term preceding the fiscal year. This term is used in order to complete 
the calculation and allocation during the fall term. The primary term reports are averaged 
and then the summer term is added to that average. By using the 10th week Census for 
fall, an incentive for retention is incorporated into the calculation.  
 
Once the WSCH level is determined it is multiplied by a per hour rate (2014-15: $5.70). 
The rate per WSCH is also the only component in the formula that is improved by the 
COLA rate for the fiscal year. 
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3. SQUARE FOOTAGE 

The total square footage information for the college is taken from the facilities inventory 
report filed with the State in October of each year. This component recognizes that the 
cost to operate the plant (site) increases as facilities are added. The square footage is 
adjusted for college store, Harris Center regional theater space, and parking facilities. The 
total square footage is then multiplied by a rate (2014-15: $0.27). 
 
In addition, there is a square footage utilization factor that divides the WSCH for the 
college by the Assigned Square Footage (ASF). This factor recognizes that higher 
utilization of space is likely more costly as well. 

 
4. FTE (full time equivalent) 

Lastly, there is a staff development factor of $20.00 per full-time-equivalent position 
(faculty and classified) to provide a basic level of funding for professional development of 
staff. This component is allocated to support faculty professional development at $75.00 
per FTEF. 

 
NOTE: College Discretionary funds were re-benched in 2013-14 as a cost saving measure to 
balance the budget. 

 
CDF - Partnership for Excellence  
Partnership for Excellence (PFE) funding was originally included in the 1998 California 
Community College Budget Act. The goals of PFE were geared toward improving student 
success. In 2005-2006 PFE funding was added to base apportionment funding which in effect 
made it an unrestricted college revenue resource. Despite this change, the District in 
consultation with the colleges has continued to track PFE as a separate funding source. 
 
Professional Development Fund  
Although State funding for professional development was eliminated in 2005-06, the District 
has continued its commitment to professional development by annually funding with continuing 
and one-time funds $175,000 to support professional development activities at the four colleges 
through PDF. The allocation is distributed using a formula with two components: FTES and FTE. 
Each component is weighted 50:50 and each college is allocated its proportionate share. In 
addition, there are other annual appropriations for professional development for faculty and 
classified employees (e.g., LRCEA collective bargaining contract and LRSA collective bargaining 
contract). Finally, professional development activities may also be funded, as appropriate, 
through categorical and other special programs. 
 
Lottery Funds (Restricted for Instructional Use Only)  
In March of 2000, Proposition 20 – Cardenas Textbook Act of 2000 was approved by voters. 
Proposition 20 amended government code to provide that fifty percent (50%) of any growth in 
state lottery revenues for public education above what was allocated in the 1997-98 fiscal year 
would be allocated for the sole purpose of purchasing instructional materials, instructional 
software and library books. The State Controller’s Office is responsible for the allocation of 
lottery revenue to public education, including community college districts. Lottery revenue 
received by the District is distributed to each of the four colleges by formula.  
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Integrated Tri-Plan 
The Tri-Plan includes three (3) resource allocations:  Student Success & Support Program Fund, 
Student Equity Program Fund, and Basic Skills Initiative Fund. 
 
Student Success & Support Program Fund (formerly Matriculation)  
Student Success & Support Program (SSSP) (formerly Matriculation) is a process that enhances 
student access to the California Community Colleges and promotes and sustains the efforts of 
credit students to be successful in their educational endeavors. The goals of Student Success & 
Support Program (SB 1456 Student Success Act of 2012) are to ensure that all students complete 
their college courses, persist to the next academic term, and achieve their educational objectives 
through the assistance of the student-direct components of the student success & support 
program process: admissions, orientation, assessment and testing, counseling, and student 
follow-up. 
 
Student Equity Plan Fund 
College student equity plans focus on increasing access, course completion, ESL and basic skills 
completion, degrees, certificates and transfer for all students as measured by success indicators 
linked to the CCC Student Success Scorecard, and other measures developed in consultation with 
local colleges. “Success indicators” are used to identify and measure areas for which 
disadvantaged populations may be impacted by issues of equal opportunity. Title 5 regulations 
specify that colleges must review and address the following populations when looking at 
disproportionate impact: American Indians or Alaskan natives, Asians or Pacific Islanders, 
Blacks, Hispanics, Whites, men, women, and persons with disabilities (A§54220(d)). The State 
Budget trailer bill, SB 860 (2014) added requirements to address foster youth, veterans and low 
income students. Each college develops specific goals/outcomes and actions to address 
disparities that are discovered, disaggregating data for indicators by student demographics, 
preferably in program review. College plans must describe the implementation of each indicator, 
as well as policies, activities and procedures as they relate to improving equity and success at the 
college. 
 
Basic Skills and English as a Second Language (ESL) Initiative Fund 
The Basic Skills allocation is provided to support the development of programs and effective 
practices, including professional development, address the needs of academically 
underprepared community college students; and help students succeed in completing 
certificates, degrees and/or transfer requirements. 
 
Grants, Categorical Programs and Special Project Funds (Restricted)  
Grant, Categorical program and special project funds are restricted funds to be used in 
compliance with guidelines structured by the funding source, usually the federal or state 
government. Carl D. Perkins Career and Technical Education Act (a.k.a. VTEA), EOP&S, CARE, 
DSP&S, CalWORKs/TANF (Training and Aid to Needy Families),Strong Workforce, and 
Economic and Workforce Development Programs are examples of categorical funds. Education 
Initiative project is an example of a district special project to support student success.  
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Instructionally Related Fund (IR)  
The Instructionally Related (IR) allocation is supported primarily by the college store (formerly 
bookstore) and a $10,000 augmentation to the College Discretionary Fund (CDF) allocation. 
Instructionally Related funds may be used to support such activities as athletics, theater, 
forensics/debate competition, graduation activities, community relations activities, flex 
activities, and other college-focused cultural activities. Instructionally Related funds must be 
expended in accordance with state expenditure guidelines. Vending machine commissions also 
used to support instructionally related activities. 
 
Capital Equipment Funds  
Capital equipment funds may be provided through local and or state budget funding. State 
Instructional Equipment and Library Materials (SIEF) is an example of an allocation that may 
be included in the annual state budget. Equipment is defined as tangible property costing $200 
or more, which can be used for a year or more without material change in form or appreciable 
impairment of physical condition. An initial purchase of an equipment item may be comprised 
of several required components (some costing less than $200) for the operation of a capitalized 
item. Another example of a capital equipment item is the initial stocking of a laboratory or 
classroom with a large quantity of inexpensive items. Initial purchase of software may also be 
classified as equipment.  

Capital Outlay Project Equipment Funds  
(New/Major remodel and renovation Facility Projects)  
Capital Outlay Project equipment funds are provided to purchase furniture, fixtures and 
equipment (FF&E), including library books and materials for a specified facility project. These 
funds are restricted and must be spent as approved under the guidelines of the funding source 
or district’s Capital Outlay Project plan.  

Los Rios – Folsom Lake College Foundation  
Los Rios Foundation provides support for the Los Rios Community College District’s community 
colleges -- American River College, Cosumnes River College, Folsom Lake College and 
Sacramento City College. The Foundation itself is a private, non-profit public benefit corporation 
designated a 501(c)3 corporation by the Internal Revenue Service. The Folsom Lake College 
(FLC) Foundation, a subsidiary of the Los Rios Foundation, is dedicated to providing financial 
support to enhance the mission of Folsom Lake College and its centers. Board members serve as 
fiduciary trustees, and are committed to promoting and supporting College, District, and 
Foundation activities. 
 
 The Los Rios Foundation’s Mission is to invest in the students of the Los Rios Community 

Colleges to help them achieve their aspirations through education.  
 

 The Office of College Advancement works to enhance, promote and support Folsom Lake 
College, its centers and the Harris Center for the Arts through engaging employees, the 
community, alumni and friends. The office manages and supports development efforts 
(i.e., scholarships, philanthropic gifts, capital project campaigns). 
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INSTITUTIONAL BUDGET SOURCES 
FOLSOM LAKE COLLEGE 
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REVENUE RESOURCES GRANTS AND CATEGORICALS 
(examples)  
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APPENDIX 1C 

BUDGET PROCESS TIMELINE 
 
To ensure adequate time to discuss and deliberate AOB and equipment needs, and prioritize 
requests, the following is recommended. 

August – 
December 
 
(Stage 1) 

Discussion within divisions/areas/departments/disciplines/operating 
units. 
 Discuss and establish initial prioritization of budget requests 

(augmentation to base, equipment)  
 Department chair/supervisor prepares priority list of requests  
 Department chair/supervisors submit priority lists for each 

area/unit of responsibility to the appropriate 
dean/manager/supervisor/ administrator  

 Department chairs/supervisors and deans/managers meet to 
review and discuss requests; prioritize area-wide/division-wide 
needs.  

 
* Requests approved during the spring budget process cycle of the current academic year are 
funded in the following academic year. Funding of all approved requests is subject to funding 
resources being available. 

November – 
December 
(ADP-AUP) 

 

January - 
February 
(Stage 2) 

Deans/supervisors and VPs meet to review and discuss area/unit 
priority lists. 

March – April 
(Stage 3) 

Preliminary budget allocations distributed to area/departments/ 
operating units from VPs proportionate administrative (division) share 
of the Annual Operating Budget (AOB) resources for upcoming 
academic/fiscal year  

VPA reviews AOB resources, Institutional Support – designated funds 
and Administrative Distribution percentages with BFPC. BFPC, by 
consensus, recommends adjustments in institutional support and/or 
changes in administrative distribution percentages  

President’s Executive Management Team meet with President to review 
AOB  

BFPC Faculty Chairperson and VPA meet with President to review AOB 
and discuss concerns (if any)  

President adopts Final area/operating unit AOB budgets distributed 
Preliminary budget submitted to District Office for processing  

Report out to BFPC on AOB Budget 

May – June 
(Stage 4) 

Deans/managers distribute approved budget request information to 
department chairs/supervisors and individual requestors 
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ANNUAL OPERATING BUDGET (AOB) 
BUDGET DEVELOPMENT PROCESS 

FOLSOM LAKE COLLEGE 
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APPENDIX 1D 

ACCOUNT CODES 
 

District expenditures are classified by both activity and account. Classification by activity, also 
known as Project/Grant Code or TOP code, is used to categorize expenditures by defined 
instructional, administrative and support activities. Expenditure accounts for the same 
instructional activity, such as Biological Sciences, whether purchasing department lab supplies 
or lab equipment should all have the same Project/Grant code.  

The second method of categorizing expenditures is by AC (Account Code, a.k.a., State Object 
Code). Account Codes are used to distinguish the type of expenditure such as supplies or 
equipment. They allow distinctions to be made within activity codes as well as grouping like 
expenditures across activities. The account codes used by Los Rios Community College District 
are in accordance with the California Community Colleges Budget and Accounting Manual and 
are an expansion of the basic state account code reporting requirements mandated by the State.  

The correct classification of expenditure is important since many financial reports are formatted 
to reflect expenditures or budgets by AC’s. Please thoroughly review the descriptions that follow 
to ensure proper classification.  

The AC consists of the last four characters of the account reference (budget) number. The first 
character represents the major expenditure classification and the succeeding characters 
representing sub classifications within the major category. Below is an overview of the major 
expenditure classifications.  

1000 – Instructional/ Certificated Salaries  

2000 – Classified Salaries  

3000 – Employee Benefit  

4000 – Supplies and Materials  

5000 – Other Operating Expenses and Services  

6000 – Capital Outlay  

7000 – Other Outgo  

Determining the appropriate AC(s) may require consideration of how the goods or services will 
be used (notation is made for goods or services that may be expended to more than one account 
code). For those cases, the criteria for selecting the appropriate code have been provided along 
with some examples.  

For additional information, refer to the District's Purchasing Handbook which can be found 
on the District website at www.losrios.edu/lrc/district/misc/purchguide.pdf. 
 

http://www.losrios.edu/lrc/district/misc/purchguide.pdf
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How To Interpret An Account String 
 
For reference, the fund titles and numbers are provided: 

Description  Business Unit Code 
(Unit) 

Fund Code 
(Fund) 

Unrestricted/Restricted 

General Fund GENFD 11 
12 

Unrestricted (discretionary) 
Restricted 

Capital Outlay Fund  COPFD 41 
43 

Restricted 
Restricted 

Child Development 
Fund 

CCDFD 33 Restricted 

 
A typical line item for an account string on an Area/Operating Unit budget report is illustrated below: 
Account String 

Description Business 
Unit 

Account 
Code 

Fund Dept. Program Class Budget 
Period 

Project 
Grant 

Appropriation 
(Budgeted) 

Encumbe-
red 

Expended Available 
Balance 

Instructional 
Supplies 

GENFD 4300 
 

State  
Object 
Code 

(Instruct
ion. 

Supplies) 

11 
 

FL.VI.AR01 
 

Business, 
Library, 

Science, and 
Information 
Technology 

07000 
 

CIS 
Program 

Code (TOP 
Code) 

0000
0 
 

Usual
ly all 
zeros 

in 
GEN
FD 

2014 
 

Fiscal 
Year 

041A 
 

LRCCD 
Budget 

Guideline 
Code 

2,500.00 201.78 525.79 1,772.43 

Temporary 
Classified 

GENFD 2302 
 

State  
Object 
Code  

(Temp 
CLS 

Salary) 

12 
 

FL.VS.ENRL 
 

Folsom VP 
Student 
Services  

A & R 

62100 
 

State 
Taxonomy 
Program 

Code  
(A & R) 

0000
0 
 

Usual
ly all 
zeros 

in 
GEN
FD 

2014 
 

Fiscal 
Year 

597H 
 

LRCCD 
Budget 

Guideline 
Code 

Restricted 
(Matric-

FLC) 

15,000.00 0.00 3,250.25 11,749.75 
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APPENDIX 1E 

FLC PLANNING AND EVALUATION CYCLE 

 
 
See Folsom Lake College Insider:  
 

inside.flc.losrios.edu  
> Planning and Research  
  > Annual College Planning Process Overview 

 
 

 
 

  



 

Budget and Facilities Planning Handbook    |    26 

Section Two 

Facilities Planning 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Developed initially through a collaboration of:  
Administration: Kathleen Kirklin; Budget & Institutional Facilities Planning Committee: Tammy Montgomery, 
Karen Beckman, Kim Harrell, Ted Foster, Wayne Olts; Educational Planning Committee: Ted Foster, Wayne Olts, Peg 
Scott, Codified May 2, 2003 
 
Subsequent Revisions:  
Administration: Kathleen Kirklin; Budget & Institutional Facilities Planning Committee: Tammy Montgomery; 
codified May 5, 2005  
Administration: Kathleen Kirklin; Budget & Facilities Planning Committee: David Reese; codified May 1, 2008  
Administration: Kathleen Kirklin; Budget & Facilities Planning Committee: John Alexander, Colleen Johnson; codified 
April 7, 2011 
Administration: Kathleen Kirklin; Budget & Facilities Planning Committee: Carlos Lopez, James Telles; codified 
October 4, 2012  
Administration: Kathleen Kirklin; Budget & Facilities Planning Committee: Carlos Lopez; codified February 12, 2015 
Administration: Kathleen Kirklin and  Joany Harman; Budget & Facilities Planning Committee: Lorilie Roundtree, 
Missy Williams, Chris Raines, Stacia Thiessen; and Academic Senate:  Paula Haug, codified May 11, 2017 
Administration: Augustine Chavez; Budget & Facilities Planning Committee: Lorilie Roundtree; codified March 14, 
2019 
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INTRODUCTION 

Facility planning is one means by which enrollment growth and expanding curriculum needs are 
met. Thus, the facilities planning component of the Budget and Facilities Planning Committee 
(BFPC) has been charged with identifying needs and following the processes established by the 
State and District for:  

 Projects that are defined as Capital Outlay Projects and are included in the Five-Year 
Construction Plan: 
 new-facility construction,  
 existing-facility major renovation, and  
 existing-facility modernization and maintenance.  

 
 Projects that are planned and completed locally as required to facilitate new programs 

and college growth:  
 repurposing of existing space, and 
 minor remodeling. 

 
 
RESPONSIBILITIES  

The complex task of facilities planning requires input from Administration, Faculty, Classified 
Staff, and Students; Institutional Planning Committee, and other appropriate participatory 
governance groups; auxiliary representation as needed and, the community where appropriate. 
In adhering to this approach, the college is able to ensure that facilities planning:  

▪ meets the mission statement of the college 
▪ aligns with the District and College Strategic Plans 
▪ remains versatile, innovative, and technologically sound 
▪ meets state mandated requirements 
▪ collaborates with Facilities Management to prioritize capital construction needs, and 
▪ prioritizes alteration and remodel needs as funds become available.  

 
 
BACKGROUND  

In 1967, the Los Rios District was granted a deed to a 151 acre parcel located to the southeast of 
the City of Folsom. After several studies were completed in the late 1980’s, the Los Rios District 
undertook the planning for the proposed Folsom Lake College (FLC). An educational master 
plan, a facilities master plan and an environmental impact study were completed between 1989 
and 1992. The formal comprehensive proposal for the Folsom campus, In Touch with the Past, 
Shaping the Future: Los Rios and the Fourth College (March, 1992) was submitted to the State 
of California in March 1992 and approved by the Board of Governors, California Community 
Colleges, and by the California Postsecondary Education Commission on November 12 and 
December 7, 1992, respectively. The District’s plan for development of the college from an 
educational center to an accredited college was based on a phased approach. The final 
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accreditation visit occurred in October 2003, and initial accreditation was approved by WASC 
January 8, 2004 and reaffirmed in January 2010 and 2016.  

The initial Folsom Lake College Facilities Master Plan was completed in January 1993. The plan 
outlined a logical structure for initial development and ordered growth to be implemented in 
several phases over many years. The goal of the district and college leadership and the planning 
group in developing this plan was to set an example for the community by combining cutting-
edge educational programming and services with sensitive site development. It has been the 
basis of discussion for the continued development of the college's facility master plan.  

Recognizing that no master plan is static, the Los Rios District works with the college 
constituency to periodically update the college's facility master plan in response to expanding 
educational requirements and funding opportunities. Since completing the 1993 master plan, it 
has been revised several times (2002, 2006, 2010).  

During the fall 1992, the Los Rios District began initial site preparation of the Folsom Lake 
Educational Center on the Folsom Lake College site which is also home to a 21-acre Riparian 
Reserve. With the placement of portables on the site, classes were first offered during the spring 
1993 semester. 

In 1999 initial construction of permanent facilities began. Since 2001 the main campus site has 
grown from a few thousand square feet of portables to nearly 425,000 square feet of permanent 
facilities plus an athletics complex that includes venues for baseball, softball, soccer, tennis and 
track and field. Over the upcoming 10 years, the main campus will continue to expand through 
state and local bonds, to include additional instructional and career technical education 
classrooms and labs, additional student services space and other support space. Additional 
parking will also be added. It may be necessary to add a parking structure (reflected on the 2010 
facility master plan) in the future.  

The regional Visual and Performing Arts Center, initially named Three Stages, and funded by 
state and local bonds as well as private donors, opened to the public in February 2011. The 
80,000 square foot Center features an 850-seat main theater, 200-seat City Studio Theater, 100-
seat recital hall, recording studio, and art gallery. In addition, classroom and office spaces are 
housed in the center to support instruction. In 2012 the LRCCD Board of Trustees officially 
named the center Harris Center for the Arts. As the Harris Center matures, it will host upwards 
of 450 events annually, with dance, music, and theater performances by students, regional arts 
organizations, and visiting professional touring companies from across the nation and around 
the globe.  

The El Dorado Center of Folsom Lake College was established in 1965. Classes were initially held 
at El Dorado High School and on the El Dorado County fairground property. Later, it was located 
in several portable buildings on El Dorado County land above the county fairgrounds 
(affectionately known as UBR, University behind Raley’s). Because of the continued enrollment 
growth at the Center, and the keen interest and desire of the citizens of the Greater Placerville 
area to have a permanent community college center at Placerville, the Los Rios District Board of 
Trustees authorized the purchase of approximately 19 acres of land from the El Dorado Board of 
Education. In 1988, the permanent site was approved by the California Community Colleges and 
the State of California. Construction of the first phase of permanent facilities was completed in 
spring 1994 and opened for classes in August 1994. A physical education building was completed 
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and opened for classes in January 1999. An additional parking lot opened in fall of 2003 to 
accommodate the increased number of vehicles on campus. Then in January 2006, construction 
of a second instructional building was completed and opened for classes. In 2014, a small 
addition of square footage (3,500-4,000 sq. ft.) was added to expand space for student life and 
student services.  

Since September of 2000, classes have been offered at a leased outreach center in Rancho 
Cordova. The leased space was doubled in fall 2006 in response to student growth. The 
permanent Rancho Cordova Educational Center site, approximately 15 miles from FLC - main, 
is located off Folsom Boulevard across the street from the Mather Field light rail stop. The master 
plan for the Center is a three building complex that is scheduled to be built out by 2025. The first 
phase (site development and building one of three) of the complex opened in October  2015.   

 

FACILITIES MASTER PLAN  

FLC’s initial Facilities Master Plan was completed in 1993 and implemented the vision presented 
in the formal comprehensive proposal for the Folsom campus, In Touch with the Past, Shaping 
the Future: Los Rios and the Fourth College (March, 1992). Periodically, the district facilities 
management office in conjunction with the college reviews and updates the plan to ensure it is 
keeping pace with programmatic growth and changes, local demographic and employment 
shifts, as well as legislation and educational trends. Since 1993, FLC’s Facilities Master Plan has 
been updated several times. The 2010 plan includes anticipated facilities needs through 2024 
and reflects the goals and objectives of the District and College Strategic plans as well as facility 
needs identified through the Annual Department/Unit planning or Program Review processes. 
It provides a logical structure for development and ordered growth and includes the layout and 
capacity of each site – main campus, El Dorado and Rancho Cordova Centers – circulation 
network, land use, infrastructure system, and links between campus services and the 
community.  

The facilities management office maintains a facilities planning and construction website that 
includes information on active projects, Long Range Capital Plans, Look Ahead Schedule and 
facilities inventory for FLC and the entire district (http://fmwms.losrios.edu/default.aspx).  

 

FIVE -YEAR CONSTRUCTION PLAN 
(State Capital Outlay Planning Document)  

Pursuant to the Community College Construction Act of 1980, the district facilities management 
office annually prepares and submits the State’s capital outlay planning document (referred to 
as the Five Year Construction Plan). To be included in the Five Year Construction Plan, all 
proposed projects must be identified in the district’s Long Range Capital Plan (also referred to 
as the Facility Needs Assessment). The Five Year Construction Plan must be approved annually 
by the District Board of Trustees prior to submission to the State Chancellor’s Office.  

The major components of the Plan are: Forecasted student load (enrollment/WSCH), facilities 
capacity to handle load, proposed new space, proposed major renovations, proposed 
modernizations and possible funding sources. The first three components are compiled into 

http://fmwms.losrios.edu/default.aspx
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“capacity to load ratios”. Capacity to load ratios represent, as a percentage, the  facility’s capacity 
to handle forecasted student load (or demand). These capacity to load ratios are the primary tool 
used by the State to determine which projects will be approved. 

Projects included in the plan fall into three broad categories: (1) new construction and 
expansion, (2) major remodel and renovation, and (3) modernization and maintenance. 

FACILITIES PLANNING PROCESS – CAPITAL OUTLAY PROJECTS 
The facilities planning process is an on-going and continuous activity that is governed by district 
policy and Regulation § 8400 – Build Construction Program, § 8417 – Facility Planning and 
coordinated through the district facilities management office. The facility planning process from 
inception to the start of construction generally takes about 5-years. 

CAPITAL PROJECT DEFINITIONS 

1. New Construction and Expansion  
The purpose of this type of project is to add new or expand existing space.  
 

2. Major Renovation 
The purpose of this type of project is to significantly  enhance, upgrade, or change the 
use of existing facilities. 
 

3. Modernization and Maintenance  
The purpose of this type of project is to maintain an ideal learning environment for 
the student and staff. The process may be needed to bring facilities up to code, correct 
safety hazards and/or protect existing facilities from deterioration. The function or 
purpose of the existing space is not changed. 
 

To determine eligibility and need for a new/expanded, major remodel/renovation, or 
modernization and maintenance project, two components integral to the process are: (1) a 
quantitative evaluation of existing space and infrastructure, the ability to service students and 
carefully documented projections of future needs and, (2) the college’s strategic and/or 
educational master plan. A key quantitative evaluation component used by the state and district 
to analyze a facility project’s competitive position is capacity to load ratios. Capacity to Load 
Ratios are developed following State guidelines and calculated using State mandated formulas 
and district set standards. As an example, a capacity to load ratio of 60% in lab space would read 
as “only able to serve 60% of forecasted student load." Capacity to load ratios are further 
described in district Regulation 8400, 8417.4.1.1.1. 

NEW CONSTRUCTION AND EXPANSION PROCESS  [TABLES 2A THROUGH 2E] 

Following the State Chancellor’s Office capital outlay planning process, the first step is to prepare 
an Initial Project Proposal (IPP) for each eligible and competitively ranked project included in 
the district’s Five Year Construction Plan. Based on the project’s priority ranking, the facilities 
management office prepares and submits an IPP to the State Chancellor’s Office requesting 
acceptance as a viable project and funding approval. The IPP includes the types of facility space 
(e.g., lecture, lab, storage, AV, library, office) required, assignable square footage and potential 
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funding sources (federal, state, local) that may be earmarked to match with requested State 
Capital Outlay funds.  

A Final Project Proposal (FPP) is developed for each IPP approved by the State Chancellor’s 
Office for potential funding. In collaboration with the college and all interested stakeholders, a 
Final Project Proposal (FPP) is developed by the facilities management office and architect firm. 
The facilities planning and engineering specialist, architect firm, vice president of 
administration and all college stakeholders work as a team to develop design specifications that 
are within the scope and budget of the project. The FPP details the scope of the facility: function, 
programs and services served, and capital equipment needs. The equipment list should be 
comprehensive and describe in generic terms the types of equipment required for programs and 
services to function efficiently and meet the needs of students.  

The FPP is a final detailed project proposal that includes the preliminary design (schematic 
design) drawings and a request for funding that must be approved by the District Board of 
Trustees prior to submission to the State Chancellor’s Office.  

FPP’s approved by the District Board of Trustees are submitted to the State Chancellor’s Office 
for prioritization. Although the project may qualify for State funding, all community college 
districts are competing with each other for the limited funds available. The priority system used 
by the State Chancellor’s Office causes districts to compete against each other to offer the least 
cost alternative. Because of this, the project may have a local contribution indicated. The local 
contribution is intended to make the project more competitive for scarce State funding.  

Subsequent to, or concurrent with, the approval of the FPP by the State Chancellor’s Office, 
development of the working drawings (final design) and construction drawings/documents can 
begin. The working and construction drawings are submitted to the Department of State 
Architect (DSA) for review and approval and may require coordination with a variety of agencies 
(e.g., Corps of Engineers, Department of Fish and Game, County/City Planning).  

After approval by DSA and construction funding is made available, a request for bid is advertised, 
the contract is awarded by the District Board of Trustees and a notice to proceed is issued.  

NOTE: Funding for FPP projects approved by the State Chancellor’s Office is contingent upon 
State Public Education Facilities Bond funds being available. 

Secondary Effects of New Construction  

The ADP/AUP and program reviews are a primary source for identifying new and/or 
expanded facilities needs and the need to complete a major remodel of existing facilities 
spaces (e.g., converting existing chemistry labs into biology labs). 

As new construction projects are planned and developed, the need to remodel existing 
facilities spaces may be identified. For example, the need for additional science labs may 
result in new/additional labs being included in a new construction project for the chemistry 
program, and the existing chemistry labs remodeled to increase the number of biology labs.  

To facilitate planning for this type of major remodel project, the VPA, facilities planning and 
engineering specialist and other planning consultants as appropriate meet with the 
stakeholders to discuss and summarize secondary needs and create a conceptual plan. 
Consider the information contained in Tables 2C, 2D and 2E when planning remodel or 
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renovation projects. In consultation with the facilities management office, the VPA obtains 
cost estimates for the remodel. The VPA reviews the plan and cost estimates with the college 
president/executive management team. If the plan is approved, the VPA then works to 
identify possible funding sources (generally, District and/or College). The remodel project 
cannot move forward until funding is secured. 

MAJOR RENOVATION PROCESS  [TABLES 2A THROUGH 2E] 

The needs identified in the ADP/AUP or program review are discussed with the VPA, VPI, deans, 
managers, site supervisors, and other affected parties. Justification, facility utilization, overall 
impact, potential costs (building, equipment, and furniture), and timelines are discussed among 
stakeholders. (When funding is unavailable, projects may be tabled and prioritized for 
reconsideration as funds become available. Projects determined not to be viable are terminated.) 
Upon approval, the VPA secures the funding source and then coordinates the project with 
Facilities Management. At the same time, the VPA and Campus Operations work with 
appropriate staff to identify and order necessary furniture and equipment. The VPA and Campus 
Operations also coordinate the installation of furniture and equipment in the newly renovated 
or remodeled space. Such a project is considered completed when the facility is put back into 
service. 

MODERNIZATION AND MAINTENANCE PROCESS  [TABLE 2F ] 

Modernization and maintenance of facilities is primarily a district responsibility. The LRCCD 
Facilities Management department prepares a Facilities Condition Audit (FCA), which generates 
a Facilities Condition Index (FCI) on each building throughout the District. The index is used to 
prioritize projects that are included in the Scheduled Maintenance and Special Repairs (SMSR) 
report. It is important that SMSR projects are identified and coordinated in a timely manner to 
take advantage of State funding sources that may become available to community colleges. 

Facilities Condition Audit (FCA)  
The FCA assesses the condition of all building systems and components thereby generating 
a list of needed repairs and their associated costs. The needed repairs are prioritized 
numerically 1-4. 

Priority 1: Critical  
Repairs in this category must be corrected immediately and include projects such as 
documented safety hazards, accelerated deterioration, and an inoperable facility. 

Priority 2: Potentially Critical 
Needed repairs that fall into this category will reach the priority 1 level within one year 
and include projects such as potential safety hazards, rapid deterioration, and a facility 
that operates intermittently. 

Priority 3: Necessary 
Projects in this category represent logical improvements to the facility to prevent more 
costly modernization at a later date. 
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Priority 4: Not up to Code  
Items in this category do not meet current mandated building codes but do not require 
immediate action as they may be considered “grand-fathered in.” Should modernization 
in an adjacent area be needed, upgrading may be considered. 

Facilities Condition Index (FCI) 

For each project outlined in the FCA, a Facilities Condition Index (FCI) is generated. The 
FCI determines whether it would be less costly to replace a facility or repair it. The FCI is 
calculated according to the following formula: cost to repair deficient facilities ÷ 
replacement cost of the facilities. The numerical value of the FCI is then categorized as Good 
Condition (< 5%), Fair Condition (5% - 10%), or Poor Condition (> 10%). 
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Table 2A 
New Construction and Major Renovation 
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Table 2B 

NEW OR MAJOR RENOVATION FACILITIES PLANNING COMMITTEES AND PROCESS 
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TABLE 2C  
DESIGN CRITERIA 

 
▪ FLEXIBILITY – Facilities will be flexible, modular, and versatile to allow 

programs to evolve and to support a variety of learning modes.  
 

▪ INTEGRATED TECHNOLOGY/CONNECTIVITY – Learning spaces shall 
integrate technology as a teaching, learning, and communications tool.  

 
▪ SUSTAINABLE, MAINTAINABLE, AND PRODUCTIVE - Facility designs need 

to be environmentally, physically and financially sustainable, taking 
productivity into account.  

 
▪ EFFICIENT – The facility should be designed to be managed efficiently with 

a minimum number of staff.  
 

▪ CONVENIENT AND ACCESSIBLE – The facility design should enhance 
student convenience in obtaining services.  

 
▪ PHYSICAL LEARNING ENVIRONMENT – The physical learning 

environment, both inside and outside, is part of the learning experience.  
 

▪ INTERACTION SPACES – The facility will include informal spaces for 
student-faculty interaction that encourages informal learning.  

 
▪ INTEGRATED – Instructional and support services need to be integrated.  

 
▪ INTERDISCIPLINARY – Learning spaces should not be discipline specific. 

The facility should support learning through a variety of interdisciplinary 
modes.  

 
▪ CAREER AND TRANSFER – The distinction between career and transfer 

students should be eliminated.  
 

▪ TECHNOLOGY AS A TOOL – Learning is the primary objective; technology is 
only a tool that can enhance the learning process.  

 
▪ LIFE LONG LEARNER/“JUST-IN-TIME” EDUCATION – The facility and 

programs should accommodate learners at any time and place. 
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TABLE 2D 
SPACE DESIGN CONSIDERATIONS 

Part I  
(Note: Part I should be addressed with curriculum, department/college mission/goals and 
accreditation criteria in mind.) 

▪ What programs and or student services will you offer (distinguish between current and 
future offerings)?  

▪ What occupational training programs and or courses will you offer (distinguish between 
current and future offerings)?  

▪ What applied technology courses will you offer (distinguish between current and future 
offerings)?  

▪ What administrative support space is needed? 

▪ What are the space, equipment, and staffing needs for any of the above?  

 

Design for 1st draft of facility should meet the above needs (tool: Space Descriptions Survey)  

 
Part II  
(Note: Part II should address facilities indicated in Part I)  

▪ What are the immediate/future facility issues of the clients (current and potential 
students, community, business, industry)?  

▪ What are the immediate/future facility issues of the staff (faculty, classified, 
administration)?  

▪ What are the immediate/future facility issues for college sustainability?  

▪ Create 2nd draft of design to address these issues.  

 
Part III  
3rd draft of design should accommodate Part I, II and the “Planning & Design 
Criteria.” 
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TABLE 2E 
SPACE PLANNING SURVEY 

 

Originator Name and Date _________________________________ 

Space Name ____________________________________________ 
 
 
Function 

▪ Describe how the space is intended to function.  
▪ What size (depth, width) is desired?  
▪ What are the hours of use for the space?  
▪ Who shall have access?  
▪ How many people will be using the space at one time and in what capacity?  

Finishes  
▪ Floor: Resilient, Carpet, Tile, Concrete, Access Flooring?  
▪ Walls: Paint, Tackable, Wall coverings, Wood, Acoustic Treatments, Sound proofing  
▪ Ceiling: Acoustic, exposed, hard surface access requirements, Sound proofing  

Storage  
▪ What equipment or supplies need to be stored?  
▪ Who needs access?  
▪ How often is access required?  
▪ What type of storage is desired? (Built-in cabinets, Counters, Closets, Store rooms, fixed 

or moveable)  
▪ Are there special needs to be considered (hazardous materials)?  

Power  
▪ Are there any special power requirements for equipment and/or services?  
▪ What voltages are required?  
▪ What equipment will be served?  
▪ How will power be distributed within the space?  
▪ Is dedicated/ uninterrupted power required, and for what?  

Lighting  
▪ Are there any special lighting requirements?  
▪ Are computers or other telecommunication equipment utilized in the room?  
▪ What controls are required?  
▪ Is natural light required, desired, or not desired within the space?  
▪ Does the space need to have the ability to completely darken?  

Telecom  
▪ What kind of equipment will be utilized initially? Are projection screens, projection 

cameras, television monitors, video conferencing equipment, document 
scanner/projector or other equipment being utilized?  

▪ How is equipment controlled? • Is a lectern or control podium required?  
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HVAC 
▪ Is dedicated air conditioning required?  
▪ Are there any special exhaust requirements for the space?  

Plumbing  
▪ What are the plumbing requirements?  
▪ Is hot water and/or cold water required?  
▪ Will there be plumbing fixtures such as sinks, emergency eyewash or showers, drinking 

fountains, or vending machines?  
▪ Are floor drains required?  
▪ Is there a need for gas or compressed air in the space or for equipment?  
▪ Will hazardous materials be used and, if so, how will it be disposed of?  

Equipment  
▪ What is the number, size, and requirements for equipment which will be in the space?  
▪ How much heat does the equipment generate?  
▪ What are the electrical, plumbing, and telecommunications requirements for equipment?  

Furnishings  
▪ How will the room be furnished?  
▪ What access to power, plumbing and telecommunications is required by the furnishings?  

Miscellaneous 
▪ Are there any special requirements for the space that were not listed above? 
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Table 2F 

MODERNIZATION & MAINTENANCE FLOWCHART 
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SCHEDULED MAINTENANCE AND SPECIAL REPAIRS (SMSR)  

The SMSR is a five-year plan prepared and updated by Facilities Management. The district 
investigates all qualifying projects according to State defined categories and submits its top 
priorities to be considered when State funding is available. State defined categories* for funding 
are:  

1. Roof: repair and replacement  
2. Utilities: telephone lines, fire alarms, flush valves, water systems, irrigation, 

distribution systems, lighting, sewer lines, plumbing, elevators, electrical panels  
3. Mechanical: air compressors, swamp coolers, chillers, cooling towers, boilers, fan 

coils, energy management systems, clock systems, HVAC, sound systems, exhaust 
hood systems  

4. Exterior: painting, windows, siding, resurfacing (swimming pools), doors  
5. Other: lock systems, bleachers, road resurfacing, floors, sidewalks or walkways, 

lockers, flooring, tennis courts, grading, signage, interior doors  

* Projects outside of those categorized above will not be considered for funding as outlined by 
the Community College Construction Act.  

After the repair projects are categorized, they are prioritized (hierarchically) according to the 
following State guidelines: 

1. Instructional classrooms and laboratories 
2. Libraries 
3. Faculty and Administrative Offices 
4. Cafeterias 
5. Theaters and Physical Education Facilities 
6. Site Development 
7. Warehousing and Maintenance Facilities  

Other Considerations for Prioritization: 

1. Severity of the problem (Are there health and safety hazards?)  
2. Age of the problem vs. age of the facility  
3. District’s ability to provide matching funds  

 
 
 
SPECIAL CIRCUMSTANCES  
Projects that consist of maintenance and capital outlay components will be prorated on an 
individual basis. Costs that are in addition to scheduled maintenance work (e.g., the cost of 
adding insulation to a previously non-insulated roof that needs repair would be absorbed by the 
District) will be borne by the District. 
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FACILITIES PLANNING PROCESS – LOCALLY PLANNED AND 

FUNDED COLLEGE PROJECTS  

REPURPOSING EXISTING SPACE [TABLE 2G ] 

As the college continues to grow and new programs are developed a Campus-wide Space Needs 
Analysis may be required. A comprehensive utilization analysis of Academic Space and 
Academic Support Space will help identify surplus and deficit space. Facilities Management 
frequently updates the 5-year construction plan and facility master plan, both of which include 
analysis of space. If a local Space Needs Analysis is required outside the larger planning 
process, a steering committee (similar to the one shown in Table 2B) may be identified and 
participation from the college community would be sought. 

The ADP/AUP process (described in Section One of this handbook) as well as program reviews 
may identify needs for space to create new programs or to expand or relocate existing 
programs or services. As the needs are identified, the VPA and Campus Operations will identify 
existing space that can potentially be repurposed to house the new or expanded program or 
service. The information in Tables 2C, 2D, and 2E above should be also be considered in 
repurposing an existing space. 

The needs and proposed repurposing of space will be discussed among the VPA, VPI, VPSS, 
deans, managers, site supervisors and other affected parties. In the event that a repurposing 
proposal may affect a space that has been traditionally used to support instruction (e.g., labs, 
prep spaces, libraries, faculty offices), the VPA will notify the Academic Senate in writing prior 
to discussion. These discussions will include justification, facility utilization, overall impact, 
potential costs (equipment and furniture), and timelines.  

A proposed project may be approved; tabled and prioritized for reconsideration at a future 
date; or terminated if it is determined not to be viable. Recommendations on whether to 
approve, reconsider at a future date or terminated will be presented to the College President 
for consideration. The College President has final approval authority on whether a proposed 
project moves forward, will be reconsidered at a future date, or terminated.  

When a project is approved to move forward, the VPA will identify the funding sources to 
complete the project. The VPA or Director of Administrative Services will coordinate the 
project with district Facilities Management and Information Technology Services (as needed). 
Concurrently, the VPA or Director of Administrative Services will work with appropriate 
stakeholders to identify, order and coordinate installation, set-up of necessary furniture and 
other related equipment for the repurposed space. If specialized equipment (e.g., Makerspace) 
will be purchased for the repurposed space, the Director of Administrative Services will 
coordinate with FM on ensuring specific installation requirements are met (e.g., dedicated 
electrical, venting, plumbing, and drainage). 

A project is considered completed when the space is put back into service in its new capacity. 
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Following is a suggested process to follow when requesting to repurpose existing space: 

Need for space is identified through ADP/AUP process, or through a PG committee 

Preliminary discussions are held with dean/manager/supervisor and a first draft of a proposal 
is written describing the program or service that will be offered in the repurposed space as well 
as what will be required in order to provide the new program or service 

Proposal discussed with Executive Team -- 2-3 spaces are identified that might be repurposed 
effectively -- the area dean/manager/supervisor should informally discuss the proposal with 
groups or programs currently using the space -- the Academic Senate should be notified of 
proposal if appropriate -- FM should be consulted about feasibility or costs related to the 2-3 
spaces under consideration. 

Once a space has been identified as the ‘best fit’ for repurposing, a final proposal should be 
written and shared with all of the stakeholders in that space as well as the whole campus 
community. A discussion with the stakeholders should be scheduled and made open to the 
campus at large. Notes from this discussion as well as comments that may be sent to the 
facilitators should be made available to the President for consideration in making the final 
decision 

A summary of the stakeholder discussion and the written proposal should be presented to the 
BFPC, who will review to ensure that the process was followed and will in turn forward the 
proposal to the President for the final decision. 
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Table 2G 

REPURPOSE OF SPACE OR MINOR REMODEL FLOWCHART 

 


