EL CAMINO COLLEGE                                  
Community Advancement Division Council
Meeting Notes

March 31, 2008
Present:
Martha Aaron, Lew Chin, Maryann Cohan, Espie Corrado, Darling Garcia, LauraLee Garinger, Linda Gallucci, Patty Kawashiri, Linda Lew, Maricela Vital
A scheduled meeting of the Community Advancement Division Council convened at 10:00 a.m. in the Business Training Center, Room 2.

Introductions

Discussion
· Safety Bulletins
Each manager will receive Safety Bulletins from the Office of Health & Safety.  Each employee in the department will read and sign each bulletin.  A copy of the signed bulletin will be made for department files and the original will be sent to Valerie Wagner, Office of Health & Safety.  This procedure will be added to our Division Office Procedure Binder.
· Building Captains

Espie Corrado is the Building Captain for Workforce Development (in Community Advancement Module on Campus).  Lucy Nelson is the Building Captain for the Career Placement Services area in the Student Services Building, 2nd Floor.

LauraLee Garinger accepted the position of Co-Captain for the Business Training Center in Hawthorne along with Director, Bobby Becka.

Arrangements to be made for LauraLee and Bobby to participant in needed training for the position.

· Contract Approval Process

There have been problems with Grant sub-contractors regarding submitting the appropriate paperwork in a timely manner.  We need to set up a process/checklist that is based on what was required for prior approval.  Whenever we get a Grant approved, we should do the Board item to have any sub-contractor approved.  The cover sheet should have the name of original Grant and the Board approval date along with the description of what services the sub-contractor is providing.  This request would be sent to Mattie Eskridge and Lillian Sapp with a copy to Tom Connolly.  The procedure will be sent to department support staff and placed in the Division Office Procedure Binders.
· Record Retention

We don’t need to keep things that are not needed.  Managers will be reminded.  Items with personal information can be placed in boxes in a designated area and these boxes will be shredded.  If records need to be kept for a certain number of years, they can be boxed and labeled and stored in the Warehouse until their destruction date.  They will be accessible if they are needed at a later date.

· Invitations to Board Member

Send invitations to Kathy Oswald in the President’s Office stating that an invitation is being extended to the Board Members for the upcoming event.  She will see that it is listed.  Correction:  The Public Relations and Marketing Department is responsible for collecting all invitations and notices of events and activities taking place on campus, for distribution to the Board of Trustees.  Send all invitations or notices to the Public Relations and Marketing Department, attention: Ann Garten, no less than 30 days prior to your event.
· Mailroom

Staff discussed concerns with the timeliness of sending and receiving mail.  Linda Gallucci will talk with Corey McGavin.

· Staff Development Day

Friday, April 4th, is Staff Development Day.  Community Advancement/BTC will be participating in the Cart Parade this year.  All staff will be requested to wear white tee shirts with beads or sparkles.

Reports
· Workplace Learning Resource Center: Maryann Cohan reported that the STCW Maritime Program is very strong.  Classes are being held once a month and are filling in up to six weeks in advance.  The Coast Guard is recommending our class.  The Grant will expire 8/31/08 and the program will be sustained on its own.  A new Advanced Firefighting course will be offered soon.  Ships that are owned by Crowley will start this training through WpLRC.  The Coffee Grant will probably not be extended.  The WpLRC Grant will be renewed.  Classes held at the Computer Lab and the Federal Prisons (Auto Cad, Business Math, Parenting and Welding) will continue.  The Career Readiness Program provides certificates based on testing scores listing a proficiency level for specific skills needed in the workplace.  The program is always looking for people to test.  Phil and Melanie will present the Career Readiness Program to the Academic Deans at their next meeting.

· Small Business Development Center: LauraLee Garinger reported on the following activities:  The partnership with the City of Carson to implement the Small Business Mentor Protégé program, the NexLevel Certificate Program, the Caltrans Program that is helping disadvantaged business owners get certified and participate in the Caltrans bidding process, the Resource Fair being held Friday, May 28th, the CITI Bank Financial Awareness and Business Solutions Conference on April 1st, the WESTEC conference in conjunction with the CACT, and the Business Procurement Fair on April 2nd.  LauraLee provided Performance Outcomes for January-March 2008.  Sharon Peterson is at Compton College each Tuesday to conduct free counseling sessions, and the SBDC is trying to advertise in Compton to make residents aware of this free service..  Linda mentioned that if there are any programs that would be beneficial to the Inglewood Center to let Michelle Arthur know.

· Career Placement Services:  CPS offers three components to the students - Computer Services, Employer Database and Internships.  Students are able to work on resumes, do job searches on Internet, use e-mail, telephone and fax machine to contact companies regarding employment.  John Weitzel provides workshops and job fairs.  Patty Kawashiri reported on the events that occurred in March which included Green Job & Internship Fair, On-campus recruitment for LA County Sheriff’s Department and Los Angeles Police Department, Los Angeles Police Department testing, On-campus recruitment for FedEx, and the Disney College Program.  Linda Lew reported on future projects/projections.  These included expanding number of job information handouts and literature, the National Student Employee Week committee work, the Asian Pacific American Heritage Month committee work.

· Plan Builder Update:  Managers and key staff will be trained on the new planning software.  Michelle Arthur will be included in the training schedule.
· Center for International Trade Development:  Darling Garcia reported that they have 10 different programs/grants.  They are currently doing a five day Sociability program at the Business Training Center regarding working conditions in third world countries.  There are 17 participants from around the country.  Maurice Kogon and Bronwen Madden are currently in Nicaragua to help establish a model of the SBDC/CITD in the country.  They are providing training to 100 individuals.  UPOLI is hoping this will help in exporting to the United States.  The Aerospace Enabler Grant helps local aerospace companies export their products.  Jim Hoffman is the program coordinator.  We currently represent seven companies.  One company had $30 million in exports.  The CITD is planning trips to the Berlin Air Show and the Air Show in England to represent local companies.  They are also working closely with the high schools on a grant to introduce 17-28 year olds to the entrepreneurial world.  The High School Globalization Grant deals with cyberspace.  Students learn some basics on running a business.  The grant pays for license and instructor.  Last, is the International Training in Arms Grant which deals with how to export products.  The first session was last January and there will be another in April.

· Center for Applied Competitive Technologies:  The Quickstart Grant is ending soon.  It provided pre-engineering classes in the high school.  The Honeywell Training Grant provides high-tech training and material to the company.  Currently the department is involved in the WESTEC Conference.

· Workforce Development:  Career Technical Education, Outreach, Space Day and Senior High School Day are some of the present activities.  Compton Outreach (Women in Technology) is involved at the Career Expo.  They are trying to get counselors to help with Women in Technology and Outreach.  The El Camino Language Academy provides classes for individuals from other countries who want to go to school and take English classes.  The classes help prepare for the English as a Second Language test and the TOEFL test.  Foster Care has several programs (PS MAPP, Youth Empowerment,  Foster Care Providers) to help foster care youth reach their goals.  VTEA’s five-year plan is due in April.  There are one-year applications for VTEA and Tech Prep.  Workshops are being held for those needing help with VTEA applications.  The VTEA surveys have been completed.  Currently working on SB70 Grant.

Lew Chin reported that CTE and WIT marketing in English and Spanish is being done.  The CTE brochure for Compton has been completed.  He is currently updating and maintaining website for Compton.

· Contract and Community Education:  Maricela Vital reported that there are currently 7 on-going Employment Training Panel (ETP) classes and 10 pending classes.  Three classes recently graduated.  Star Van Buren, Director of Marketing and Outreach, printed and mailed 1000 Contract Education catalogs to companies in the area.  CCE is also supporting the WESTEC conference.  Community Education is preparing for Summer Kids College and Summer Adult Classes.  Coordinating partnership for offsite learning facility for grades 1-6 at CrossRoad Learning Center.  Preparation and implementation for new class/programming options: i.e. S.A.T. boot camp, Father/Daughter ball, etc. The flyer is being printed for distribution.  The website for registration will be open May 1st.

Adjournment

The meeting adjourned at 12:05 pm.

NEXT MEETING WILL BE WEDNESDAY, APRIL 30TH AT THE BUSINESS TRAINING CENTER 
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