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Administrative Services Staff Meeting

January 31, 2006
PRESENT: 

_x_Rocky Bonura              _x_Bob Gann                     ___ David Miller           _x_ Marcy Wade                   

_x_Mike D’Amico             _x_Bruce Hoerning           _x_Andy Nasatir            _x_ John Wagstaff    

_x_Janice Ely                     ___Donna Manno              ___Lynnda Nelson         _x_Satish Warrier     

_x_Pam Fees                      _x_Jeff Marsee                  _x_Allene Quarles          
Minutes:  The minutes of January 10 were approved.
Major Projects
· Emergency Preparedness:  The report should be complete in the next two weeks.  Rocky will meet with Tom Jackson and Ron Way to discuss where to store the fire truck that is being returned to ECC.  The truck is mostly used for training and is not necessarily ready for emergency use.  All equipment from the emergency station is now in roll off containers, and it is planned that it will stay there.   Jeff wants to meet with the committee.  

· Beautification Project:  The union nixed the Beautification Project.  The annuals will be planted by next week.  Delete
· Restrooms:  Bob and Bruce met with Jeff last week.  They also met with the architect and reviewed the project.  He recommended going to the DSA with project, and this will add six months to the project.  A 20% inflation rate should be used for future projects.  Complete.  
· Security Survey:  Mike is working with Bob on locations and looking into getting one vendor for the entire campus.  This is to be added to the list of projects for the next bond series.  Eight or nine people did not respond to the confidentiality survey from ITS.  John is working on the Datatel survey which Jeff needs by end of this week.
Fixed Assets and Inventory:  Facilities is doing the physical inventory, which should be completed in March.   However, it is anticipated that individual offices will assume this task in the future.  The adds are in on fixed assets, but deletions are still being done.  Jeff wants offices to do a site inventory twice a year and an annual field confirmation of inventory.  Exceptions are to be reported to Jeff.  If equipment purchases bypass the inventory system, they should be stopped in the payment cycle.  Rocky will implement this process.   
Electric Cart Parade:  The electric cart parade is to be added to the major projects list.  (Donna and Marcy).  Group members were surveyed regarding campus perceptions of this event.  Mixed reviews were reported.  Issues include staffing, shift changes, workloads and making participation mandatory.  It was noted that only the in service workshop would be mandatory, not the parade and the lunch.  It was also noted that there are a number of ways for employees to participate; they don’t necessarily have to be in the parade or decorate a cart.  It was suggested that official information about the event needs to be sent out to everyone (Donna).  It was also suggested that the workshops could be shifted to the morning and the parade to the afternoon, and this recommendation will be made to the committee.  The focus needs to be shifted to the team building exercise, and the time change could accomplish this.  The team building exercise will give participants tools to develop strategies to build better work and personal relationships.    

TO DO List Update:  

 1.       The Nxtcycle event went well, and John will have the numbers by tomorrow.   The Board   

has approved this vendor, and ECC could be a regular recycling site; however, concern was expressed regarding getting into an exclusive relationship with one company.  It was suggested that a legal opinion should be sought on this and on disposal of items that are not equipment but have value.    
2. & 3. It was reported that the president now wants the ½ day contract workshop to be presented for everyone on campus.  
4.
Since there is an up front cost for satellite phones and minutes and they are also extremely slow (baud rate 9600), it was decided that ham radios are probably best for emergencies.  This is to be noted in the safety report. complete
5.
The requisition shut down system was implemented.  It was noted that there is a demand for Datatel training so that staff members can use all the budget options it offers.  It was decided that a demo would be done for this group at next week’s meeting.              

6.
Lynnda has a meeting scheduled tomorrow re:  the moving coffee cart.
7.
It has been determined that the game room is not available.  

8.
Bob provided the information on surplusing the fire truck. complete
9.
Bob and Bruce met re:  restrooms.  complete
10.
Lynnda and Andy still need to provide Jeff with the Bookstore implementation schedule. (1/4/06)
11.
Satish will contact the four or five offices who didn’t respond to his survey, and he is reviewing the information provided now.  complete
12.
Pam sent the memo on the break in. complete 
13.
Same as #11.  delete.
14.
Marcy will send out information to the Insurance Benefits Committee (IBC) re:  the next meeting on February 21.  The author of the actuarial study and a representative from Keenan will attend to explain the dynamics of the report.
15.
Marcy is in the process of establishing a Board procedure for the hiring of vice presidents.  She is also working on a managerial procedure.       
16.
Pam completed a draft budget manual and is now adding narrative sections.

17.
Jeff has been scheduled for the construction meetings.   Complete

18.
David met with Dr. Miranda re:  the elevator issue.  Complete
19.
It is unknown whether the meeting was held; however, the work on the Copy Center equipment is already done.   Delete.
Committee Reports/Division Issues  

· Bruce Hoerning:  
· The issue of the boxes blocking the second floor electric panels in the Student Services Center needs to be taken to the vice president of that area.

· Jeff will take bond equipment needs to the Board for approval.  $1 million of the refinance money will be used. 
· Having social security numbers on the timesheets is a security issue; however, a change can’t be made at this time because the County system is based on these numbers.  When it goes to a new payroll system in July, then a change could be made.   
· There was discussion about the possibility of using an automated timesheet system.  It was noted that Datatel offers an option, but that would require doubling the staff in Human Resources.  This is to be an agenda item for next week.    
· Managers need to encourage employees to get their ID cards.
· John Wagstaff:  With Rocky’s help, 220 laptop computers have been ordered, and they will already be set up when they arrive.  John will prepare a recommendation for old laptops for the next meeting.  Also, the network needs major upgrading.     

· Mike D’Amico:  He is down three officers, which is ¼ of his staff.  The Dispatcher position is in the process of being filled.
· Allene Quarles:  The classification briefing went well.  It was noted that the college is doing the classification review to comply with the ECCE contract.     
· Rocky Bonura:  They have found some remedies to the problems created when purchase orders were blocked due to lack of funds.  Jeff noted that over-ownership is a problem.  Staff members should only be involved in the processing of their assigned tasks.  Problems with the process should be resolved by the supervisor and or his/her superior.  

· Bob Gann  
· He is working on the utility usage and cost data.  Jeff would like to have it by Thursday if possible.  He would also like recommendations.  
· New campus maps have been ordered to replace the faded ones.  
· Jeff Marsee:  Shobhana Warrier has been moved to Fiscal Services.  
· Marcy Wade  
· She will send out an E-mail re:  the change in law regarding retired annuitants.  As of January 1 of this year, the 960 hours during the calendar year has changed to 960 hours during the fiscal year.  
· She is working on policy and procedure for volunteering.  
· She is also working with John Means on developing a new job (Special Services Professional) to go to the Board in March.  
· They will be looking at extending the Child Development teacher agreement for another six months.   

· Pam Fees:   There are two parts to the faculty retirement issue – the pay issue and the service credit issue.  Janice will work with the County on these issues.  
· Satish Warrier:  All of the Datatel systems will be brought down for new semester processing on February 8 and 9.     

· Janice Ely:  She and her staff attended the architects meeting on the Student Services Center.  They are also working of parking verbiage for the Web site.   
Major Projects:

1. Electric Cart Parade (Marcy & Donna)
2. Emergency Preparedness (Rocky)
3. Security Survey (Mike)
4. Fixed Assets and Inventory (Bob) 
TO DO:
1.
Marcy will send out information to the Insurance Benefits Committee (IBC) re:  the next meeting on February 21. (1/31/06)
2.
Lynnda and Andy will provide Jeff with the Bookstore implementation schedule. (1/4/06) 

3.
Andy will follow up on the moving coffee cart project. (Andy) (1/10/06)

4.
A legal opinion should be sought on an exclusive contract with one recycling vendor and on disposal of items that are not equipment but have value.  (1/31/06)

5.
Rocky will implement the process to stop payment on equipment that was purchased by bypassing the inventory system. (1/31/06) 

6.
John is working on the Datatel survey, which Jeff needs by the end of this week. (1/31/06)
7.
Needs determined by the security survey are to be added to the list of projects for the next bond series.  (1/31/06)

8.
Rocky will meet with Tom Jackson and Ron Way to discuss where to store the fire truck. (1/31/06) 

9.
Jeff wants to meet with the Emergency Preparedness Committee. (1/31/06)  

10.
Donna will send out something official about the April 7 Flex Day event.  (1/31/06)
11.
Marcy will send out an E-mail re:  changes in the law regarding retired annuitants.  (1/31/06)
12.
John will prepare a recommendation for old laptops for the next meeting. (1/31/06)  

13.
Laptops for managers are to be put into the budget request for next year. (Jeff)  (1/31/06)
14.
Bob will provide utility usage and cost data to Jeff, along with recommendations.  (1/31/06)  

15.
Janice will work with the County on the faculty retirement issues. (1/31/06)
Meeting adjourned at 10:00 a.m.
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