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Administrative Services Staff Meeting

January 23, 2007
PRESENT:
_x_ Myeshia Armstrong
_x_ Janice Ely
_x_ Mike Johnson
___ Allene Quarles
_x_ Tom Jackson
_x_ Rocky Bonura
_x_ Bob Gann 
_x_ Donna Manno
_x_ Rachelle Sasser
_x_ Robert Butler
_x_ Ora Bryant
_x_ Doris Givens 
_x_ Jeff Marsee
_x_ Marcy Wade
_x_ Cheryl Cormier
_x_ Bruce Hoerning
_x_ Andy Nasatir
_x_ John Wagstaff
_x_ Mike D’Amico
_x_ Reuben James 
_x_ Arnel Pascua
_x_ Satish Warrier
Chair:
Myeshia Armstrong chaired the meeting.

Ongoing Projects:

1. Program review survey (Donna)  10/17/06 

2.  
Bob Gann asked for a signage update.  He is concerned about the accreditation visit.  Doris Givens is working on this issue and should have a response by Wednesday, December 13, 2006. (12/5/07)     Estimated completion date  -  February 2, 2007. (1/23/07) 

3.  Anne reviewed the portal last week.  John will meet with Jim Rogers.  Construction Web Site (John and Ann) - Ann Garten and Melanie Graves are working on it. (8/15/06)  There is nothing more ITS can do.  Ann wants to change the portal.  Dwight and Dwayne take photographs of construction projects, but they never do anything with them.  Jeff will talk to Ann.  (10/31/06)  

4.   The Compton Center is focusing on an independent bookstore in the future in 2007.  Compton Center 
bookstore registers will be connected via the network with El Camino College.  Compton would have to identify a permanent person to be responsible for the day-to-day operations of the bookstore. (Andy)
5.
Administrative managers are scheduled to submit to Jeff Marsee any changes or revisions to the policies and procedures. The website is not accessible at this time.  Rachelle Sasser and Kathy Oswald have a hard copy of the policies and procedures. (Rocky) (12/5/06)
Dr. Jeff Marsee and Special Trustee Thomas Henry will review the El Camino College and Compton Community College District Policies and Procedures to confirm compliance for accreditation.  
6. There is an issue with cost and programming of the transcript printing with the Datatel System.  Specs were provided to Datatel two months ago, but they have not moved forward.   (Arnel) (12/5/07)  The estimate they got from Datatel was too high, so they have asked for a more accurate analysis, which will take 6 – 10 hours. (1/23/07) 

7.  Master Plan for Video and Large Room Presentation (Jeff).  Oversight Use of Video and Large 
     Room Presentations (Don Treat, Howard Story, John, Donna) (11/14/06) 

TO DO:

1.
Arnel Pascua has sent a Quality Survey email to faculty and staff.  A deadline date of December 15, 2006, was given for a response to the survey.  Donna will follow up with an excel spreadsheet with results of survey. (January) 

2.   Bob is now preparing building floor plans for energy consumption management, and this will be posted on the portal before the Winter session.   

3.
 Marcy - Donna has been preparing the year-end review and will submit it at the next meeting    (11/28/06).  Donna will review year-end events and contact those planning them and present them with a timeline.  Someone would need to monitor this process.  (8/15/06)  

4.
Bruce – waiting on update from Athletics to the Civic Center Rental Procedure.  Bruce and Cheryl will work together to make adjustments. 

5.
Reuben will review the Cafeteria contract with Dr. Givens.  Bob Gann requested that Ora Bryan receive a copy of the cafeteria contract.  Dr. Jeff Marsee is concerned about a five month contract.  Jeff will research Compton’s cafeteria contract.  (11/14/06)  
Minutes:   The minutes of January 9, 2007, were received late yesterday afternoon and will be deferred until the next meeting to give everyone an opportunity to review the minutes.  The minutes of January 16, 2007, were approved with changes.
Policies and Procedures 

· Dr. Marsee wanted to know who had not submitted a report.  It was stated that the only report missing was the use of the Network Policy, which was in draft or dormant.  An issue with the Human Resource Policy regarding 2004 and 2007 were incorporated into both Policies and Procedures.  The next step is to establish a record and get them revised.
· ECCD was asked to establish a schedule and have it completed by December 31, 2007.  Also, asked to identify monthly commitments and get them to move forward.  Dr. Marsee wanted to know if they were comfortable with the process, access, and capabilities on how to proceed:  schedule first, follow schedule, Policies to Cabinet, Procedures to VP both by way of the Vice President’s office.
· Question regarding terminology of resident wanting VP to meet more and handle different issues and will it be referred to as Cabinet, or as something different.  It was stated that it is the VP’s session that is not cabinet, so it will be called the Vice President’s Council, which includes 3 VPs and the Provost.
· Item to be placed on the Agenda for next week “Guiding Principal Number 1 – Reporting Responsibilities” which is being reviewed by the Provost Senior Management Team and will talk about Concept of Reporting Structure and Formats, as it relates to the Trustee, Provost, VP’s and the President.
· We are recognizing the difference between the Provost and VPs.  The Provost is the senior administrator, responsible for all employment and employee related issues at Compton.  The Provost is responsible for the implementation of agreed upon activities and or actions at Compton.  VPs are responsible for the oversight responsibilities of Policies and Procedures as it relates to El Camino as a District.

· Compton is in good shape regarding Policies and Procedures and can follow the CLCC.  Compton is current and not needing to do any clean up.
· The question was asked if we are working from dual Policies and Procedures.  Dr. Marsee stated he would be concerned for the Center related activities that are operating under two different policies which will be an accreditation issue.  The Provost will check with Dr. Chou on this.
Program Review Funding:
· An email was sent out on the comparative results of 1999 and 2003, which were only sent to the ECC folks because they were the only ones who had the information at the time.
· A copy of the Administrative Services Program Review Process was sent out in November.  The online survey was sent to managers.  The questions are identical for each area and three different sets of data from different years 1999, 2003, and 2007.

· Compton data will be separated in the survey.  Donna will send the links to Compton.

· The survey will be revised by the end of February, distributed mid-March and April.  Since Spring break is in April, she will work on the survey and hopes to have the results by mid May.

· Funding comes when we identify needs for our programs and that will not happen until sometime in May.

· PBC Planning Budget has funds that were made available; however, there is no guarantee funds are still there.  Topic of discussion focuses on retention and student marketing.  If our area had some impact on either of the topics, we could request additional funding.  They are now focusing on 2007-2008 funding.
“Why I Like You, Why I Don’t” 

· Will be held on Thursday, January 25, 2007, from 8:30 a.m. – 12:00 noon at Compton Center and Friday, January 26, 2007, from 8:30 am – 12:00 noon at El Camino.  The folks at El Camino were notified that the meeting was mandatory; however, it was not mandatory for the folks at Compton Center.
· Certificates of Completion will be given to those individuals who complete the training and a copy will be placed in Human Resources file to begin tracking those who participated.
Professional Development/Electric Cart Parade 

· It was suggested that Donna meet with Ora Bryant in M and O.

· The Electric Cart Parade is a classified professional day.  It consists of morning and afternoon workshops of “Why I Like You, Why I Don’t.”  Also, different departments adopt a cart, decorate it and participate in a parade.

· The Compton Center is to be included in all communications regarding the Electric Cart Parade.

· The parade will be held on April 20, 2007, at El Camino.  Lunch will be served.
90 Day Review 

· The 90 Day Review provides Administrative Service members with an update of what is going on in the division and provides an opportunity to ask questions.  
· Dr. Marsee wanted to make it a joint session with the Compton Center, to discuss the agenda, process and date.  However, since Dr. Givens already meets with her staff, Dr. Marsee did not feel it was necessary to include Compton.

· The review is tentatively scheduled on Flex Day, Wednesday, February 7, 2007, at 10:30 a.m. in the Recital Hall.  All are welcome to nominate an individual for the “Can Do” award.
Committee Reports/Division Issues:
· Marcy Wade
· President Fallo is holding managers responsible if their staff members don’t take their required vacation by the cut off date of each fiscal year.  
· Janice Ely will look into individuals receiving checks for vacation.

· Both campuses participated in the Job Fair on Saturday, January 20, 2007.  Thanks to those individuals who helped make it a success.

· There will be a Peter Brown workshop on Friday, February 9, 2007, at the Garden Grove Center.  The topics will be absenteeism and reference checks.  Managers and supervisors are encouraged to attend.  Send the workshop information to Compton also.
· Mike D’Amico

· Is the student pay schedule a dead issue?  The target is to have a new schedule by July 1, 2007.  It will separate the student schedule from the temporary schedule.
· Rocky Bonura

· The next Emergency Planning meeting is on February 12, 2007.
· Janice Ely

· A week ago key players of the Financial Aid Office and Fiscal Services staff at Compton as well as El Camino met to have a combined meeting on Financial Aid issues.  They will be in constant communication with each other for students and they are back on track.
· Myeshia brought her staff over to work on training.
· Myeshia Armstrong
· She and Erlinda Argel and Marilyn Vaughan are at the El Camino campus for training.  Her extension is 3110.
· Bob Gann

· The Citizens’ Bond Oversight Committee will be meeting tomorrow, January 24, 2007, at 8:00 a.m.  They will be touring the Humanities building at 8:10 am.  He invited the group and anyone wanting to join them.  Please let him know so he can obtain hard hats.
· When the services for David Miller have been set, he will pass on the information.

· The bond slide show almost ready.
· Dr. Jeff Marsee

· Everyone should have received an emergency card.  The card contains personal cell numbers which should only be used in an emergency. Reuben and Myeshia should be added to the emergency card.
· The MOU was approved and there is an extended 5 year agreement with Compton.  
· The budget process is off and running.  
· Satish Warrier

· There will be an upgrade to service on Saturday, January 27, 2007, from 9:00 am – 5:00 pm.  Everything thing should be up and running by Monday morning.

· Due to spam with real headers in the subject line, please be careful when opening e-mail.
· Andy Nasatir

· A draft of the security agreement for the Bookstore was sent to Reuben James and Keith Curry with a copy to Dr. Givens and Dr. Marsee.

· Robert Butler and Keith Curry will get student workers for the bookstore.  Students are not allowed to work on the registers; only ECC employees are authorized to do so.
· Preliminary sales information was sent out to the two deans and everyone was copied.  The key issues are the relationship between enrollment in classes, book purchases and information being received from the students.

· Arrangements are being made to have the text buyer here for two days to meet with the group to minimize the problem of what was and was not ordered.

· Ora Bryant

· The pipes in the Allied Health Building burst on Sunday.  On Monday a restoration group was called in.  On Thursday they brought an infra-red light and found there was still a lot of moisture in the walls.  The titles are bulking so there is going to be abatement.  The drywall is going to have to be replaced were the pipe burst, and it will be several months before the building will be operational.
· It was determined that the building was insured.  The deductible is $25,000, which our insurance company will bill us for.
· Dr. Doris Givens
· The Board meeting last night was wonderful.  It restored our energy to know that the major concern was settled and the work that needs to be done can proceed.  
· Ora Bryant and her crew were praised for a job well done on Sunday when they were called in to remove the water from the Allied Health Building.  She is a miracle worker and we are glad to have her.
Meeting adjourned at 11:08 a.m.
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