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Administrative Services Staff Meeting

January 10, 2006
PRESENT: 

_x_Rocky Bonura              _x_Bob Gann                     _x_ David Miller           _x_ Marcy Wade                   

_x_Mike D’Amico             _x_Bruce Hoerning           ___Andy Nasatir            _x_ John Wagstaff    

_x_Janice Ely                     _x_Donna Manno              _x_Lynnda Nelson         _x_Satish Warrier     

_x_Pam Fees                      _x_Jeff Marsee                  _x_Allene Quarles          
Minutes:  The minutes of January 4 were approved.  

Update on TO DO List from Dec. 13, 2005:

1. Jeff will take the Amandi contract to Cabinet and College Council. (11/29/05).  John not here today (12/13).   Complete.  The first date will be January 28. 

2.
Rocky, John and Satish met on the new procedure on the $1 contracts (11/15/05) and work is progressing.  Complete.  

3.
Jeff will meet with Mike and Rocky on the radios.  Meeting has been set up.
4.
Marcy wants to present the draft outline document for the Portofino Inn event for next week.  Complete
5.
Donna is to provide a date for the team building exercise. (12/13/05) –  April 7 is the date chosen.  There will be cart decoration, a parade, awards, and a barbeque in the morning.  In the afternoon (1:30 – 4:30) there will be mandatory team building workshops for all classified staff on the clock. .

6.
John will look into satellite phones (11/29/05).  Adding satellite phone looks doable. – leave open

7.
Set up the system to shut down requisitions if there isn’t enough money. (John) (11/29/05)   Ready to execute.  Per Jeff, Pam and Janice will be the only ones who can make exceptions.   Open but soon to be closed.

8.
The moving coffee cart is still on the TO DO list (Andy).  Andy on vacation 1/10/06 – still open.


9.
Jeff will get usage criteria on the activities area from Harold Tyler (12/13/05) – still open
10.
Jeff and Pam will meet to discuss the report he wants Rocky to monitor.    Complete
Major Projects:

1. Emergency Preparedness:  The fire truck went to the Inglewood Fire Academy.  A truck from there was surplused.  Bob will provide information on the surplusing of the fire truck.  The water tank will be moved next week.    
2. Beautification Project:  The project is on hold due to union issues.  If there is no word by February 1, Facilities is to move forward with its own planting plan.

3. Restroom Inventory:  Bob and Bruce will meet with Jeff re:  restrooms. 

4. Security Survey:  Mike will assess potential “hot spots” for future break-ins, security problems, etc. and suggest solutions, including costs. (1/4/06)   
5. Fixed Assets and Inventory:  The fixed asset issue and the inventory situation from last year will need to be addressed this year. (1/4/06)  (Bob and Janice)

TO DO List (1/4/06) Update:
1. Jeff requested a copy of the Bookstore implementation schedule from Andy.   (1/4/06) pending 
2. Jeff will work with Regina Smith in John Baker’s office on the student notification process resulting from the break-in. (1/4/06)  Social security numbers were not involved, so this in no longer an issue.  Pam will send out a memo to this effect to same group what was notified initially.  Administrative Services will assume ownership of this.    Satish is to monitor the responses to his memo re:  confidential information and notify the vice presidents each week of non responses.  The next step is to review and revise policy and then create an action plan. Then training will follow.       

3. Mike will resurrect his previous report on security systems for Jeff.   (1/4/06) delete
4. Mike will assess potential “hot spots” for future break-ins, security problems, etc. and suggest solutions, including costs. (1/4/06)   This a major project – move to the major project list.  
5. Pam will communicate to all employees that the raise will not be reflected until the February check. (1/4/06)   done
6. The fixed asset issue and the inventory situation from last year will need to be addressed this year. (1/4/06)  Put on project list.  Bob and Janice.
7. Marcy and/or Allene will provide Jeff with a memo on funding for the classification review.  (1/4/06)  done
8. Allene will provide David with a copy of the classification review process.   (1/4/06) done
9. Jeff and Marcy need to meet to make a recommendation to the PBC re: health benefits at the next meeting in February. (1/4/06) Marcy gave Jeff a recommendation because she can’t get the committee together until the faculty members return in February.  It was noted that the Health Benefits Committee is an advisory group to the president and doesn’t need to advise the PBC.  Jeff wants the non faculty members to review the actuarial report carefully and come up with a recommendation to take to the full committee when faculty members return.  Marcy suggested that those who prepared the report should go over it piece by piece.  Still Open

10. At the president’s request, Jeff is working on codifying the process used for the VP of Academic Affairs position.   (1/4/06)  Jeff sent an outline to Marcy late yesterday which she is to review for any changes needed.  Open
11. Jeff will meet with Marcy and Donna re:  training. (1/4/06)  done
12. Pam will provide a draft budget manual to Jeff in the next two weeks.   (1/4/06)  Pam shared a copy of the table of contents with Jeff and is still working to meet the deadline.
13. Jeff wants to be scheduled for the by-weekly construction meetings every Thursday at 8 a.m. starting tomorrow.  (1/4/06)  It was discovered that the meetings are actually held on Wednesdays and conflicted with other meetings already scheduled this month.  Future meetings will be scheduled (Ruth)   
14. Regarding the elevator issue in the BSS building, David is to ask Dr. Miranda to relocate the affected classes now. (1/4/06)  David will meet with Dr. Miranda this week.  
15. David will set up (and participate in) a meeting with Ann Garten, Satish, Rocky and whoever else needs to be involved, to determine why facilities and ITS issues weren’t addressed before the Copy Center equipment was ordered.  (1/4/06)  The meeting is scheduled for this week.
16. Satish will be sending an E-mail to managers re: confidential information contained on campus computers.  He will give examples of confidential issues and require that each managers respond to him one way or the other.  (1/4/06)  done
17. Ruth will cancel the Management Forum scheduled for this Thursday. (1/4/06)  done
18. Bob will work with Bruce on a list of restrooms that are beyond repair.  (1/4/06) – Move to Major Projects list.     

19. Bruce will insure that the Board Room is vacuumed before the Board meetings.  (1/4/06) done
Committee Reports/Division Issues  

· Marcy Wade:  

· The Job Fair will be held on January 21.

· The search for the VP of SCA will open January 20.  

·     Donna Manno:  The Flex Day on February 8 will be focused on faculty, so she won’t ask faculty to participate in the April 7 activities.
· Bruce Hoerning:  Are we still in a holding pattern for classified hiring?  
· Allene Quarles:  The classification review memo will go out this week.  Encourage staff to attend one of the sessions.  No reclassification will take place.
· John Wagstaff:  The auditors want a PC inventory.  John and Satish are to continue their weekly meeting with Jeff and also report to the vice presidents monthly.
· Ruth Sanchez:  The new emergency phone number cards were distributed.
TO DO:  

1. John will begin working on a surplus list for the Nxtcycle collection events. (1/10/06)

2. Marcy/Donna will select a date for the ½ day the contract workshop and put an agenda together.  The invitation will be sent out with an rsvp.  (1/10/06)

3. Marcy will send out a survey before the contract workshops to identify areas of interest.  (1/10/06)

4.
John will look into satellite phones (11/29/05).  Adding satellite phone looks doable. – leave open

5.
Set up the system to shut down requisitions if there isn’t enough money. (John) (11/29/05)   Ready to execute.  Per Jeff, Pam and Janice will be the only ones who can make exceptions.   Open but soon to be closed.

6.
Update on the moving coffee cart (Andy).  Andy on vacation 1/10/06 – still open.


7.
Jeff will get usage criteria on the activities area from Harold Tyler (12/13/05) – still open
8.
Bob will provide information on the surplusing of the fire truck.  
9.
Bob and Bruce will meet with Jeff re:  restrooms. 

10.
Jeff requested a copy of the Bookstore implementation schedule from Andy. (1/4/06) pending 
11. Satish will inventory confidential information exposure.    (1/10/06)  

12.
Pam will send out a memo on the break in to same group what was notified initially
13.
Satish is to monitor the responses to his memo re:  confidential information and notify the vice presidents each week of non responses.  

14.
Jeff and Marcy will meet re:  health benefits.  (1/4/06)
15. Marcy will review Jeff’s outline of the codified VP hiring process.  (1/10/06) 

16.
Pam is still working to meet the budget manual deadline.  (1/4/06) 
17.
Jeff wants to be scheduled for the by-weekly construction meetings every Thursday at 8 a.m. starting tomorrow.  (1/4/06)  It was discovered that the meetings are actually held on Wednesdays and conflicted with other meetings already scheduled this month.  Future meetings will be scheduled (Ruth)   

18. David will meet with Dr. Miranda this week re:  the elevator issue.   
19. David will set up (and participate in) a meeting with Ann Garten, Satish, Rocky and whoever else needs to be involved, to determine why facilities and ITS issues weren’t addressed before the Copy Center equipment was ordered.  (1/4/06)  The meeting is scheduled for this week.

Meeting adjourned at 9:25 a.m.
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