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Hi Team,
Attached are four Administrative Procedures that we have created in response to the Chancellor’s Office Audit and to help solidify
our internal processing of paperwork.  I will share this with the Board tomorrow at our meeting, but wanted to give you a chance
to see the documents. 
 
Barnaby   
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ASI Administrative Procedure



Title:			Conflict of Interest Agreements

Effective:		November 2022

Associated Policies:	

	ASI Conflict of Interest Policy – 006

	ASI Conflict of Interest Agreement

	ASI Bylaws

	CA Education Code

	CA Corporate Code



Purpose:

In accordance with the California Education Code and California Corporate Code, the following procedure is established to ensure the ASI Board of Directors membership completes an annual Conflict of Interest Agreement upon their election or appointment to their leadership role in ASI.  

Authority:  

The ASI staff, under the direction of the Executive Director, shall be responsible for the establishment, oversight, and revision of administrative procedures for the corporation.  New and revised procedures shall be shared via email notification with the ASI Board of Directors, ASI student leaders, ASI staff, and University departments as needed.  

Procedure:

1. A Conflict of Interest Agreement shall be signed prior to a newly appointed or elected student leader serving in their official capacity and will be included in the student leader onboarding process.

2. The Agreement shall be sent to the student leader using DocuSign within 10 working days of their appointment or in the first 10 working days of their term in office for elected student leaders.

3. Signed Agreements shall be saved to the SharePoint folder and retained for as long as required in accordance with the Record Retention Policy.

4. The receipt of a signed Agreement shall be recorded on the Student Leader Roster for the academic year.  


ASI Administrative Procedure

Title:			Student Leader Eligibility

Effective:		November 2022

Associated Policies:	

	CSU EO1098 – Student Activities

	ASI Bylaws



Purpose:

In accordance with the California State University’s minimum requirements for student office holders, ASI has established the following procedures for the verification of applicants to ASI leadership positions and the tracking of eligibility over the course of their term in office to ensure that student leaders maintain their ability to serve in their elected and appointed roles.  



Authority:  

The ASI staff, under the direction of the Executive Director, shall be responsible for the establishment, oversight, and revision of administrative procedures for the corporation.  New and revised procedures shall be shared via email notification with the ASI Board of Directors, ASI student leaders, ASI staff, and University departments as needed.  

Procedure:

1. Verification of Eligibility for Elected Positions

a. Students interested in serving in an elected leadership role, shall first apply through ASI’s website.  The application contains an agreement and release of academic information to ASI in accordance with the Family Educational Rights and Privacy Act (FERPA) standards.  Applications must be submitted by the deadline stated in the Elections Calendar.

b. Applications shall be received by the ASI staff and processed.  ASI shall maintain a master roster of all student applicants for leadership positions and will track the eligibility status as well the students’ participation in required candidate trainings.  

c. After the application deadline, ASI shall submit student applicant names, Campus ID numbers, and the position for which they applied to the University for verification of eligibility.

d. The CSU minimum requirements for student office holders established in EO 1068- Student Activities articulates what is necessary for the verification of eligibility as well as ASI’s Bylaws.

e. The University shall review the applicant’s academic record and determine if they meet the CSU and ASI eligibility standards.  Upon verification, the University shall notify each student whether they eligible to serve or not.  

i. If a student does not meet eligibility requirements, the University shall notify the student in writing the reason why they did not meet the eligibility requirements.  In addition, the University will include instructions to the student for the process and timeline to appeal the finding and/or ask for an exception to the eligibility standards (see “requests for exceptions” below).

f. The University shall provide a complete list of the student leaders to the ASI Executive Director identifying which students are eligible and ineligible.  ASI shall retain this information to document the eligibility verification for any candidates who are elected into office at the conclusion of the Election.  Those deemed ineligible will not be allowed to participate in the election.



2. Verification of Eligibility for Appointed Positions

a. Students interested in serving in an appointed leadership role, shall first submit an application through ASI’s website.  The application contains an agreement and release of academic information to ASI in accordance with the Family Educational Rights and Privacy Act (FERPA) standards.  Applications for appointed positions are on a rolling basis until the positions are filled.

b. Applications shall be received by the ASI staff and processed.  Applicants shall be tracked in a master roster where their verification of eligibility will be noted along with the completion of other required documents and training.

c. ASI shall submit student applicant names, Campus ID numbers, and the position for which they applied to the University for verification of eligibility upon receiving and processing the application.  

d. The University shall review the applicant’s academic record and determine if they meet the CSU and ASI eligibility standards.  Upon verification, the University shall notify each student whether they eligible to serve or not.  

i. If a student does not meet eligibility requirements, the University shall notify the student in writing the reason why they did not meet the eligibility requirements.  In addition, the University will include instructions to the student for the process and timeline to appeal the finding and/or ask for an exception to the eligibility standards (see “requests for exceptions” below).

e. The University shall provide a complete list of the student leader applicants to the ASI Executive Director identifying which students are eligible and ineligible.  ASI shall retain this information to document the eligibility status of the applicants who are appointed into office.  Those deemed ineligible will excluded from the interview process.

f. After receiving confirmation of eligibility, the applicant’s information is shared with the ASI Executive student leaders who are responsible for interviewing applicants and making recommendations for appointments to the Board of Directors.



3. Requests for Exceptions to Eligibility Requirements

a. According to CSU Executive Order 1068-Student Activities, “Under extraordinary circumstances the vice president for student affairs or designee may make an exception to the requirements for unit load, maximum allowable units, residency, and GPA.”

b. If a student does not meet the eligibility requirements articulated by the CSU and ASI Bylaws, the student shall be allowed to appeal and/or request an exception to the eligibility requirements.

c. Applicants for student leadership positions shall be notified of the process and timeline for making an appeal/request for exception in the written notification of their ineligibility.

d. Written appeals shall be reviewed by the Vice President for Student Life who may grant an exception or deny the request, which shall be final.  

e. If the appeal and request for exception is approved, the University shall notify the applicant/candidate and the ASI Executive Director that the exception has been granted and the student may serve in office.  

f. Upon receiving notification from the University, ASI shall update the applicant/candidate’s status in the Master Roster and will include the student in the election or interview procedures.  



4. Semester Confirmation of Eligibility for Student Leaders

a. Students holding major leadership positions must maintain their eligibility throughout their term in office, in accordance with EO 1068-Student Activities.  This requires a verification the student meets all the eligibility requirements after Fall semester grades have been submitted.  

b. ASI shall submit a complete list of active student leaders names, titles, and Campus ID numbers (CIN) to the University for verification of eligibility 

c. The University shall review the applicant’s academic record and determine if they meet the CSU and ASI eligibility standards.  Upon verification, the University shall notify each student whether they eligible to serve or not.  

d. The University will provide a list of eligible and ineligible students to the ASI Executive Director.

i. If a student does not meet eligibility requirements, the University shall notify the student in writing the reason why they did not meet the eligibility requirements.  In addition, the University will include instructions to the student for the process and timeline to appeal the finding and/or ask for an exception to the eligibility standards (see “requests for exceptions”).

ii. Students who do not meet eligibility requirements will be informed by the University to immediately cease their formal duties and the ASI Executive Director will be notified to remove the student leader from all responsibilities.  

iii. If the student leader intends to appeal their status and/or request an exception, they will remain inactive until the appeal has been reviewed by the Vice President for Student Life.  The University shall inform the student if their appeal has been granted or not.  

iv. If the appeal and request for exception is approved, the University shall notify the applicant/candidate and the ASI Executive Director that the exception has been granted and the student may serve in office.  

v. Upon receiving notification from the University, ASI shall update the student leader’s status in the Master Roster and reinstitute the student leader’s access and ability to serve in their ASI role.  


ASI Administrative Procedure

Title:			Payroll and Employment Records 

Effective:		November 2022

Associated Policies:	

ASI Employment policies



Purpose:

ASI has established the following procedures to document the hiring and status of ASI employees and ASI payroll records.  These procedures guide the timely and proper processing and handling of employee records.  An Employee Master Roster serves as the method to track and reconcile ASI employment status and payroll.   



Authority:  

The ASI staff, under the direction of the Executive Director, shall be responsible for the establishment, oversight, and revision of administrative procedures for the corporation.  New and revised procedures shall be shared via email notification with the ASI Board of Directors, ASI student leaders, ASI staff, and University departments as needed.  

Procedure:

1. Offer Letter

a. An offer letter shall be sent to the employee to be hired stating the proposed start date, the wages to be paid, and benefit information.

b. Employee shall be required to sign the offer letter and return it to the hiring manager.

i. Letter shall be emailed to the employee for review. 

ii. Any negotiations on the terms of employment will be conducted between the candidate and the hiring manager with 

iii. final approval for the hiring agreement shall be granted by the Executive Director

iv. A final offer letter shall be sent to the candidate via DocuSign

v. The signed letter shall be printed and placed in the employee personnel file

2. Background Check

a. A live scan appointment will be made for the student at Department of Public Safety (only Office and Administrative assistant(s) live scan) 

b. ASI staff shall complete the “Request for Live Scan” Form and send it to the candidate for review and signature. When the Live Scan appointment is made, the required forms will be sent via DocuSign to the ASI Executive Director and the student to sign and fill out prior to the appointment. 

c. ASI staff shall make an appointment for the candidate on SharePoint on the Live Scan Appointments Calendar.

d. The candidate will print and bring the signed Live Scan form to the appointment.  

e. Once the live scan is completed the ASI Executive Director will email Zuly Vasquez and Erika Alvarez in Human Resources Management to request the live scan results, either one will let the ASI Executive Director know the results and if further review is necessary.  

f. Results will be confirmed via email and then the hiring manager will follow up with the student to let them know of the results.  

g. If passed, the hiring manager will email the student to confirm the acceptance of offer, to schedule their starting date and onboarding. 

h. The email confirming the Live Scan results shall be placed in the employee’s personnel file.

3. Employee Transaction Record (ETR)

a. The hiring manager shall complete an Employee Transaction Record (ETR) within 5 business days after receiving the signed offer letter and Live Scan results

b. ASI Executive Director will review and sign the ETR electronically via DocuSign

c. Completed ETR’s shall be submitted to the U-SU Administration Office #306, Attn: Associate Director of Administration for Human Resources Management to be processed and an employee profile established in ADP

d. The ETR information shall be entered into the Employee Master Roster within 5 business days after the completion of the ETR

e. All changes to the employee’s status, pay, or personal information shall be documented through the completion of a new ETR, which will be approved by the supervisor and the Executive Director and then updated in the Employee Master Roster.

f. ETR’s shall be kept in hard copy in the Personnel File for the duration required by the Record Retention Policy.

4. Employee Master Roster 

a. The purpose of the employee master roster is to provide a summary spreadsheet of the status of all active ASI employees and provide a means to document routine reconciliations between ADP and the Personnel Files

b. Master Roster shall be maintained by the ED and access will be granted to the management personnel of ASI 

5. Payroll Reconciliation

a. On the first payroll run for a new employee, a payroll reconciliation will be completed to ensure the amount paid matches the ETR. The reconciliation shall be documented in the Employee Master Roster.

b. After the first payroll reconciliation, a regular reconciliation will occur each quarter of the fiscal year, which will be documented in the Master Roster

c. Discrepancies in payroll shall be immediately addressed and confirmed in writing.  Documentation of any changes to the employee’s pay shall be included in the Personnel File and documented using an ETR.

6. Personnel Files

a. Required documents retained in the Personnel File:

i. ETR(s) 

ii. Live Scan results email

iii. Application packet

b. Additional documentation included in the Personnel File if applicable to the employee:

i. Purchase card agreement

ii. Confidentiality agreement

iii. Conflict of interest agreement

iv. Proof of vehicle insurance for FT employees who drive occasionally on ASI business

v. Documentation of ASI property issued to the employee

vi. Keys and door access approval

c. Personnel Files shall be locked in a filing cabinet in the ED’s office

d. Managers shall have access to their employee’s files 

e. Personnel Files shall be retained for the duration indicated in the ASI Record Retention Policy after which they will be destroyed in a manner that protects the confidentiality of the documents.


ASI Administrative Procedure

Title:			ASI Policy Management

Effective:		November 2022

Associated Policies:	Policy on Policies (TBD)

Purpose:

The Policy Management procedures are established to guide the regular review and revision of  ASI’s policies to ensure they are compliant and up to date. 



Authority:  

The ASI staff, under the direction of the Executive Director, shall be responsible for the establishment, oversight, and revision of administrative procedures for the corporation.  New and revised procedures shall be shared via email notification with the ASI Board of Directors, ASI student leaders, ASI staff, and University departments as needed.  

Procedure:

1. Approval Procedure

a. New and revised policies shall be reviewed by ASI staff and the Executive Director prior to being presented for approval at the ASI BOD meeting.  

b. Policies may be sent to one of ASI’s standing committees (Finance, Personnel, Bylaws, etc.) to be discussed and edited prior to being presented to the Board.  The Committee’s responsibility shall be to make recommendations on the policy language to the Board and not approve the policy.  Committee review is optional.

c. As many policies may impact ASI’s business functions and procedures with other University departments, University review may be required before Board approval. University departmental review shall be determined by ASI’s advisors and staff.

d. When ASI policies address legal precedent they may require review and recommendations from ASI’s legal counsel.  Submitting policies and documents to the attorney require the ASI Executive Director’s approval.



2. Authoring New Policies

a. At times, ASI may require new policies to be drafted to be in compliance or address areas not currently covered in ASI’s policies.  New policies may be drafted and submitted by ASI staff or ASI standing committees.  The review and approval process shall be the same for new policies as existing policies.



3. Routine Review of ASI Policies

a. ASI policies shall be reviewed on a regular basis as articulated in the Policy on Policies.  

b. The ASI Staff shall be responsible for tracking the review dates for all policies and will schedule a policy to be reviewed. 



4. Review, Revision, and Approval Tracking for Existing Policies

a. Each policy shall be tracked by ASI staff to ensure it moves through the review process.  

b. The tracking document shall include the following:

i. Date the policy was “checked out” for review/revision

ii. Who is involved in the review and revision of the policy

iii. Status of the policy review/revision

iv. Dates for approval by committees, Board, and when the final is posted on the website and saved in ASI’s policy archive

c. A policy shall be “checked out” at the beginning of the review process from the ASI Executive Director. Checking out the policy means a copy of the Word version of the policy will be saved to a shared folder and shared with everyone who will be involved in the review and revision.  

d. Policies may be requested for “checkout” by any member of the Board of Directors, Committee Chairs, or the Justices.

e. Recommended changes to the policy shall be drafted using “tracked changes” in Word so the original language may be compared to the updated language. 

f. If a policy requires extensive changes, a new copy of the policy may be drafted and submitted to the Committee and/or Board, in which case the Board shall be provided both copies of the policy, new and revised, to review and compare both documents before voting on the recommended changes. 

g. Only complete drafts of the policies should be submitted to the committees and BOD in order to save time in revising language.  

h. If the ASI BOD determines that additional edits are required, the policy may be sent back to committee or to the staff for additional revisions, after which, the policy will be resubmitted to the Board for approval.  Changes may also require additional review and approval from ASI legal counsel or University departments. 



5. Notification of Approved Policies

a. Upon approval by the ASI Board of Directors, the ASI staff shall be responsible for the notifying the appropriate parties of all approved policies

b. Required notification

i.  ASI student leaders, student staff, and full time staff shall be notified of all approved policies

ii. The Dean of Students, as the President’s designated advisor shall be notified of all approved policies

iii. Certain University departments may be notified, as determined by ASI’s advisors and staff

iv. The CSU Office of the Chancellor shall be notified and provided a copy of approved changes to the ASI Bylaws, as required by ASI’s Operating Agreement with the CSU Board of Trustees

v. The Student Body of Cal State LA shall be notified of changes to the ASI Bylaws, Committee Codes, and any policies that concern the Student Body directly (such as the Funding Guidelines or Elections Code) through a campus email notification and/or social media post



6. Public Posting of Approved Policies

a. All approved policies shall be made public and posted on the ASI website following the Board’s approval

b. The website shall include the policy title/number, effective date, and date of next review 



