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Administrative Services Staff Meeting

January 4, 2006
PRESENT: 

_x_Rocky Bonura              _x_Bob Gann                     _x_ David Miller           _x_ Marcy Wade                   

_x_Mike D’Amico             _x_Bruce Hoerning           _x_Andy Nasatir            _sl_ John Wagstaff    

_sl_Janice Ely                     _vac_Donna Manno              _vac_Lynnda Nelson         _x_Satish Warrier     

_x_Pam Fees                      _x_Jeff Marsee                  _x_Allene Quarles          
Minutes:  The minutes of December 13 were approved.
Committee Reports/Division Issues  

· Andy Nasatir  
· The installation of the new system went well.  It does everything faster and more efficiently and provides more access.  The next step is to have ITS customize it.    
· Between now and the beginning of spring semester, they will be working to implement the online Bookstore system.   Jeff requested a copy of the implementation schedule.

· Rocky Bonura  
· The recent tragedy in the West Virginia mines underlines the importance of good communication during emergency situations.  This will be emphasized at the up coming training. 

· The missing piece on the fire truck is in the mail; he will then be able to complete the Katrina report.  
· He is still working on finalizing procedures for Board item submittals.  His staff members have been trained to pull $1 contract items.  
· He was thanked for attending the last Board meeting to answer questions from new Board members.  He was asked to sit in front next time.  

· Linda Mobley is working with Momi on the encumbrances Jeff wants cleaned up.  
· Bruce Hoerning  
· Current projects include relocating the emergency prep building, working on a doorway in MCS,  curb cutouts near the Business building, shampooing and detail work in classrooms, and cleanup after the storms.  
· It was suggested that consolidation of winter classes into one building would save the college money.  
· He has address the trash issue with the representative from Pioneer Theaters.    
· Mike D’Amico
· A computer containing student information was stolen from Fiscal Services during the holiday.   A policy on notification is needed, because the affected students must be notified.  His recommendation is that this should come from Public Information.    Jeff will work with Regina Smith in John Baker’s office on the notification process, which needs to get done in the next week or so.  Mike will resurrect his previous report on security systems for Jeff.  He will also assess potential hot spots for future break-ins, problems, etc. including costs.   
· The Dispatcher position went out yesterday.

· Pam Fees  
· Janice Ely was in a car accident on New Year’s Day.  She is OK, but she will be out all week.  Delores Buerger will have knee surgery next week.  
· The raise will be reflected in the February paychecks.  Pam will communicate this to all employees.    
· Budget reports were sent out before the holidays.  The accounting technicians are now looking at negative encumbrances and will be contacting the managers.    
· She is working with Cheryl Shenefield to get authorization to load budget trees.  

· She and Jeff have already written responses to some of the issues raised by the Prop 39 audit for bond and the regular audit.  The fixed asset issue and the inventory situation from last year will need to be addressed this year. 
· She will provide a draft budget manual to Jeff in the next two weeks.  
· Allene Quarles:  She will send out notices re:  the classification review briefing for classified employees is scheduled for January 19th and 20th.  Three one-hour sessions will be offered each day, and employees are encouraged to attend as long as they notify their managers in advance.  Marcy and/or Allene will provide Jeff with a memo on funding for the classification review.  Allene will provide David with a copy of the classification review process.   
· Marcy Wade   
· The POA contract has been ratified and will now go to the Board.  
· She is concerned that some issues the new Board members bring up should be handled in closed session.  It was noted that they will be going through Trustee training sessions.   
· She is working on a response to a reasonable accommodation request. 

· ECC will participate in the faculty job fair on January 21. 

· Jeff and Marcy need to meet to make a recommendation to the PBC re:  health benefits at the next meeting in February.   
· The VP of Student and Community Advancement position is ready to go forward.  
· At the president’s request, Jeff is working on codifying the process used for the VP of Academic Affairs position.   
· Jeff will meet with Marcy and Donna re:  training.

· Jeff Marsee:  He envisions a staff training day event for all employees to be held on the Friday before spring break (April 7).  Employees who want to participate can decorate an electric cart for a parade to be held on campus at noon.  Prizes for carts will be awarded, and the president and the vice presidents will barbeque lunch.  Lunch will be followed by team building sessions in the afternoon.   

· David Miller  
· Going out early for demo, grading and utilities for the Humanities building worked well because they uncovered potential problems and were able to address them during the holiday break.  Jeff wants to be scheduled for the by-weekly construction meetings every Thursday at 8 a.m. starting tomorrow.   
· Regarding the elevator issue in the BSS building, David is to ask Dr. Miranda to relocate the affected classes now.  
· The Copy Center bought new equipment without consulting any of the other offices affected by this purchase.  They now need a sub panel for more electricity which can’t be provided at this time.  They also need additional air conditioning, and Information Technology Services hasn’t even been contacted yet for their part in the installation.  Jeff requested a copy of the information on this issue; however, David hasn’t even received the Form 519 yet, so he doesn’t know exactly what they need.  
· David will set up (and participate in) a meeting with Ann Garten, Satish, Rocky and whoever else needs to be involved, to determine why these issues weren’t addressed before the Copy Center equipment was ordered.      

· Satish Warrier   
· He 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.  
· They are being asked to remove their equipment from the Activities Center now and then reset it up later so it can be available to students.  Jeff told them to leave the equipment where it was and let students use the other area.  
· He will be attending the 3CDUG meeting next Thursday and Friday.  
· Bob Gann:   Current projects include the primary electrical system replacement, the fire alarm replacement, the Women’s Shower building, and signage (wayfaring).  They are still working on the HVAC problems in the Science Complex and expect to have most if it done before the spring semester starts.
· Jeff Marsee  

· Create a new category (Major Projects) for regular updates. 
· There is currently $2 million in discretionary funds; however, the budget first needs to absorb $6 million next year.  

· He will be meeting with the two new Board members next Monday.  Marcy should be ready to discuss the arbitration issue.   
· He gave faculty a proposal to consider re:  the .26 % salary increase.  
· Three objectives:

· Salary Formula

· Arbitration

· Three level budget development process

TO DO:

· Jeff requested a copy of the Bookstore implementation schedule from Andy.   (1/4/06)
· Jeff will work with Regina Smith in John Baker’s office on the student notification process resulting from the break-in. (1/4/06) 
· Mike will resurrect his previous report on security systems for Jeff.   (1/4/06)
· Mike will assess potential “hot spots” for future break-ins, security problems, etc. and suggest solutions, including costs. (1/4/06) 
· Pam will communicate to all employees that the raise will not be reflected until the February check. (1/4/06)   
· The fixed asset issue and the inventory situation from last year will need to be addressed this year. (1/4/06)

· Marcy and/or Allene will provide Jeff with a memo on funding for the classification review.  (1/4/06)
· Allene will provide David with a copy of the classification review process.   (1/4/06) 
· 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)
· At the president’s request, Jeff is working on codifying the process used for the VP of Academic Affairs position.   (1/4/06)

· Jeff will meet with Marcy and Donna re:  training. (1/4/06)
· Pam will provide a draft budget manual to Jeff in the next two weeks.   (1/4/06)

· Jeff wants to be scheduled for the by-weekly construction meetings every Thursday at 8 a.m. starting tomorrow.   (1/4/06)
· 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 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)  
· 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) 
· Ruth will cancel the Management Forum scheduled for this Thursday. (1/4/06)  
· Bob will work with Bruce on a list of restrooms that are beyond repair.  (1/4/06)      
· Bruce will insure that the Board Room is vacuumed before the Board meetings.  (1/4/06)
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). Keep open.

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

3. Jeff will meet with Mike and Rocky on the radios.  

4. Marcy wants to present the draft outline document for the Portofino Inn event for next week.

5. Donna is to provide a date for the team building exercise. (12/13/05)

6. John to look into satellite phones (11/29/05).  John not here today (12/13/05).  Still open.

7. Setting up the system to shut down requisitions if there isn’t enough money. (John) (11/29/05)  John not here today.  Leave open.

8. The moving coffee cart is still on the TO DO list (Andy).


9. Jeff will get usage criteria on the activities area from Harold Tyler (12/13/05)

10. Jeff and Pam will meet to discuss the report he wants Rocky to monitor.    

MAJOR PROJECTS:
1.
Emergency preparedness will be an ongoing item (Rocky) (11/15/05).  Rocky will put together the Katrina memo when he receives the missing fire truck piece.  Jeff wants a matrix (with four columns, including cost) instead of a report. 

2.
Beautification Project (Bruce)(ongoing).  Jeff wants a dozen areas of varying sizes identified for planting.  He also wants a weekly and monthly number of hours listing from Bruce.  (12/13/05)

3.
Restroom Inventory (Bruce)(ongoing)(12/13/05)
Meeting adjourned at 9:38 a.m.
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