EL CAMINO COLLEGE
Community Advancement Division Council
Meeting Notes

June 3, 2008
Present:
Martha Aaron, Lew Chin, Maryann Cohan, Espie Corrado, Darling Garcia, LauraLee Garinger, Linda Gallucci, Cristina Morrison, Maricela Vital
A scheduled meeting of the Community Advancement Division Council convened at 10:00 a.m. in the Business Training Center, Room 21.

Review of Minutes from April 30, 2008 meeting
· No corrections to minutes were made
Discussion
· Processing contract approval forms
Be very specific when filling out forms.  Include clear descriptions and use language that matches what is in grant.
· Requisitions with more than one item
When ordering numerous items on a requisition, list each item separately.
· Procedures Manual
Keep your manual up-to-date with latest information (examples: salary schedules, Board Agenda Item Request/Information Sheet, etc.)
· Campus Safety
It is important that we are promoting safety.  Information regarding the recent attacks on campus that was provided by El Camino has been posted on the bulletin board at the Business Training Center and in the designated area in the Community Advancement Bungalow.
· Human Resources Issues
Human Resources is looking over all personnel paperwork as it is submitted for the new fiscal year.  Changes are being made when appropriate.
· New Dean
Final interviews for the Dean of Community Advancement are taking place this week.  The selection should be made soon in order for the item to be placed on the June Board.
Reports
· Small Business Development Center: LauraLee Garinger reported on the following activities:  The Youth Entrepreneurial Program (YEP) Orientation held on Saturday, May 31st, was a success.  Thirty-one individuals signed up.  Students as well as parents attended.  Several prior registrants did not show up for the orientation; but hopefully they will attend the first session.  The series will run each Saturday (not including holiday weekends) through September 13th.  Graduation will be on September 27th with an awards ceremony.  Wednesday, June 4th will be the SBA Awards event to be held at Dodger Stadium.  SBDC Director, Alex Vaughan will receive an award for SBDC Service Center Excellence.  On Friday, June 6th the SBDC Audit will take place.
· Workplace Learning Resource Center: Maryann Cohan reported that Advanced Firefighting course started June with Crowley Marine.  WpLRC is hoping to train other marine services in this area and to offer the course to individuals needing this training.  The first class offered in Medical Provider is scheduled for July 10th.  The Computer Lab located in TA 104A has completed its contract with the South Bay Center for Counseling.  The Mock Job Fair will take place at Terminal Island Federal Correctional Institution.  This offers inmates the opportunity to prepare resumes and participate in mock interviews. The Career Readiness Program has tested 228 students at El Segundo High School and 50 students at Lawndale High School.  Lawndale will participate in 3 days of testing next month.  This program is giving high school students the opportunity to take tests and be rated in skills.  There are several local employers who use the results of these tests.  The Beverage Equipment Service Technician (BEST) program has trained many employees around the country in servicing coffee machines.  This grant is coming to a close. 
· Center for International Trade Development:  Darling Garcia reported that she is currently closing budgets.  She is also preparing for the Nicaraguan delegates who will be here July 14-23, 2008.

· Center for Applied Competitive Technologies:  Darling Garcia reported that she is currently closing budgets.  The CATLI grant has been submitted and they are waiting to hear if it will be awarded.
· Workforce Development:  Espie Corrado reported that the El Camino Language Academy will have 80 students in their graduation on June 6th.  This is also ECLA’s 10th anniversary year.  Espie is also working on closing out the books for the fiscal year.
Lew Chin reported that Career and Technical Education (CTE) is in the process of creating a catalog of Degrees and Certificates.  They are sorting out the availability of classes to correspond to the degree/certificate requirements for both Compton and El Camino campuses.  He is also in the process of adding Degrees and Certificates and additional information needed for the site visitor to the Compton website.

· Contract Education:  Maricela Vital reported that there are currently 8 on-going Employment Training Panel (ETP) classes. Six new classes will start in June.  Cristallea Byun is attending the ASTD Conference in San Diego from June 1-4.

· Community Education:  Cristina Morrison reported that the Summer Catalogs have been distributed.  The Kids College will begin on June 23rd.  On June 19th the teacher orientation will take place.  The Fall schedules are being put together and June 13th is the deadline for course proposals.

· Susanna Kwan:  Susanna discussed financial accounting needs.  She provided a list to everyone with account numbers for their departments.  She pointed out the importance of moving paperwork to her with an appropriate account number on everything.  Susanna was questioning why a lot of invoices were not directed to her as grants are auditable and require all paperwork in the files.  A call to Lois Hernandez and Capri Blount regarding copying invoices resulted in the explanation that any invoice coming directly to Accounts Payable would not be copied and sent to the department. The departments are given access (by appointment only) to the accounting records and are welcome to come over and make copies of needed invoices.  A discussion regarding funding sources on collaborative grants ensued.  It was felt that if the funding source is in a Community Advancement Department that even if money was allocated to another division/department, we should still be a signatory on all transactions related to a particular grant.
· Career Placement:  Lew Linda was unable to attend but provided the following information.  In May, there were 215 job searches done, 135 new job postings, 3 students placed, 65 internship resume contacts and 5 internship students placed.
Adjournment

The meeting adjourned at 11:00 Am.

NEXT MEETING WILL BE DETERMINED WHEN NEW DEAN ARRIVES
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