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Administrative Services Staff Meeting

January 8, 2008
PRESENT:
_x_ Myeshia Armstrong
_x_ Janice Ely
_x_ Donna Manno
_x_ Stephen Port
___ John Skipper
___ Rocky Bonura
___ Bob Gann
___ Jeff Marsee
_x_ Allene Quarles
_x_ Fred Sturner
_x_ Julie Bourlier
_x_ Bruce Hoerning
___ Andy Nasatir
___ Rudy Ramos
_x_ John Wagstaff
_x_ Tom Brown
_x_ Mark Hovatter
_x_ Barbara Perez
_x_ Rachelle Sasser
_x_ Satish Warrier
_x_ Tom Connolly
_x_ Reuben James
Minutes:  The minutes of December 18, 2007 were approved with the following change:
Page 3, Donna Emery – Change Donna’s last name to Manno.
January 9 Retreat
Donna stated that it was the Managers responsibility to disseminate retreat information to individuals not on the email list and in their area.
· ECC Plan Builder – Overview:  Donna stated that she will do an overview of the ECC Plan Builder which is the software that is being used.
Barbara stated that the Vice Presidents will be meeting this coming Friday, January 11, 2008 to do outlining, so you will have some direction at building you own plan.

Donna stated that most of the morning will deal with the Division Customer Survey Review.  Then break into the clusters on the attendee sheet to take a look at the three surveys.  What were some of the reoccurring themes that have happened in the survey, either through comments or the numbers?  An example was passed around to the group.  John Wagstaff stated that he will send everyone a copy of the 2007 survey.  Donna stated that you want to look at the overall three surveys to see if there have been any changes.  We are looking to improve our processes and out of the processes that need to be looked at and improved were indicators.
· Division Group Reports:  Donna stated that you will come back as a group and the managers will have five minutes to report on what was discussed and what was done.  The managers are responsible for bringing copies for their area.

· Indicator Validation:  Donna stated that after lunch you will break out into your clusters and look at the indicators.  The group is to see if they confirm or validate those indicators as they compare to the Customer Service Survey, are there areas you need to work on and improve, do you in fact have an indicator or you may develop new indicators.

· Division Group Reports:  The group will them come back and the managers will report out.  State if there were any changes to the indicators as a result of the discussion.

· Next Step:  Donna stated that Dr. Marsee will discuss procedures and introduce a small book called “What is Lean Six Sigma.”  She stated that she will do a plus change evaluation.

The dress code will be casual.

TO DO:

1.
Fixed Assets Inventory
· 11/20/07 – Per Bruce, the Fixed Asset Inventory listings should be distributed to the vice presidents next week.
· Bruce stated that he is waiting to get the draft from Dr. Marsee.

2.
Development of Policy and Procedures for Fixed Assets Inventory.  (Tom Connolly)
· 11/20/07 - He met with FPS on November 8 (3rd meeting) and completed the review of the initial draft of the formal policies and procedures for Fixed Asset Inventory and control.  The next step, after producing an updated draft, will be to meet with Compton administrators and staff to discover the differences between ECC and CEC and to develop a similar set of procedures for CEC.
· Per Tom Connolly, they had their final meeting and finished going over the draft procedures for El Camino which are being written up for Fixed Assets Inventory.
· Tom Connolly stated that an internal auditor has been hired and he will be working on the Policy and Procedures.
3.
Initiation of Fixed Assets Inventory at Compton  (Reuben James)

· 11/20/07 - They hope to have them out this week.
· Dr. Marsee asked Reuben when the Fixed Assets Inventory will be complete at the Center and Reuben stated the second week of January 2008.  Dr. Marsee stated that proper procedures are to be maintained and kept ongoing.

4.
FCMAT Report Update
· (10/23/07) – The FCMAT team visits begin next week.
· John Wagstaff stated that interviews were being done today.  Dr. Marsee wanted to know if the FCMAT team received the Matrix that was prepared, Satish stated yes.  John Wagstaff stated it included the Technology Plan and they had the components and they seem to have accepted it.

· Dr. Marsee stated that feedback from FCMAT is due back in January 2008.

· Rachelle stated that Dr. Mayor has been visiting and attending Board Meetings.  She stated that she spoke with Dr. Mayor last month and she indicated that it is taking them a little longer than anticipated in terms of the development of the final report and as soon as it is done Rachelle will be hearing from her.  The District will be given a courtesy review to determine if there are any errors in the report and afterwards it will be disseminated.

5.
Policies and Procedures:
· (10/23/07) – Rocky and Donna will organize the retreat on policies and procedures.

· Dr. Marsee stated that they were going to be interviewing for an Internal Auditors position and once the individual has been identified, the Policy and Procedure manual will fall under the Internal Auditor.

· Barbara stated that the new internal auditor will begin on February 1, 2008.

Ongoing Projects
1.
Compton Air Conditioning
· (10/23/07) – John reported that ITS had more than adequate air conditioning yesterday.  He has created a list of the equipment that needs to be replaced due to the heat damage and will provide Jeff and Fred with a copy.
· Fred reported that another issue is the lack of funding in M and O accounts.  Janice reported that there is plenty of money in the Compton budget and that perhaps the wrong accounts are being used on the purchase orders.  There was disagreement on the amount of money available ($1.1 million or $600,000).  Jeff suggested freezing disbursements from the Provost’s $600,000 contingency account.  Myeshia will work with the Provost on these funds.  Jeff also requested that Myeshia send out the Compton budget every month.  The next time the group meets in the Alondra Room, John will demonstrate to the managers how to do the accounts.
a. Mark stated that he and Rory met yesterday to discuss some type of relief; Rory will place an item on this Board.

b. Rory stated that he has asked the Special Trustee for $100,000 in the interim to get this cleaned up.  Dr. Marsee wanted to know from what source and Rory stated from the contingency reserve.  Dr. Marsee stated that the CDC will only need $150,000 instead of the $350,000.

· Regarding allocation of the Facilities budget, (per Jeff) Fred is to work with Bob, Bruce and Tom on appropriate accounts for charging items.  This item deals with funding for the Compton’s air conditioning.
· Per Jeff, Rocky is to do an account assessment and then he will recommend a transfer to the special contract account.
· Jeff created a task force to do assessments of budgets at Compton.  The group will identify funds that have been budgeted and have not been used and will make recommendations to Compton staff to reallocate funds to potential shortfall areas.  This information will be sent to the Provost and the Special Trustee.  Janice will head the committee, and Myeshia, Rory, Reuben, Mark, Rocky and Fred will serve on the committee.  Jeff wants their task done by November 5.
a. Janice stated that this is related to the facilities issue and Rory is working on it.

b. Dr. Marsee stated that the task force does not need to be involved in the operational budget.

c. Dr. Marsee stated that we need to create an internal advisory committee to reconfigure the Compton campus.  They will include Fred, Mark, Rory, Bob, Bruce and Tom.  He stated that he would like to be included in the meetings.

d. Fred to coordinate a meeting before the holidays.

· John Wagstaff stated that he has not seen any movement regarding Compton’s air conditioning and that something must be done.

· Mark stated that Fred was the point of contact.  He stated that he and Fred met with consultants on Monday, December 10, 2007, to draft plans and discuss what needs to be done with a number of chillers versus air handlers.
· Fred stated that it is contingent upon funding.
2.
Capital Replacement and Repair (Compton Center)
· (10/23/07) – Fred submitted a budget to Cabinet and a committee has been formed.
3.
Emergency Planning
· (10/23/07) - Five individuals attended the emergency disaster academy and next year they would like to have everyone on the committee attend.  Compton is on the committee also.  Issues include FEMA reports, continuity plans and funding.  Rocky is working on putting something out for managers on what to do in an emergency.
a. Rocky stated that the plan has been written and now training will begin in January 2008.

b. Dr. Marsee wants the individuals who sign up for the team to be fully aware of their obligation to the team and committed to the team.  He wants them to participate in the assignments because if a disaster occurs and they are a no show they can be prosecuted.

Committee Reports/Division Issues
· Steve Port:  Stated that they were in the process of keying for the new Humanities building.  The issue came up that employees were not turning in their keys when they separate from the District and we are having a hard time getting the keys back.
· John Skipper:  Was absent.  However, Barbara stated that effective January 22, 2008 will be his last day.  He will run into his PERS limitation.  Lt. Ramund Box will be assuming the position at the Compton Center.
· Myeshia Armstrong:  No report.

· Allene Quarles:  No report.

· Janice Ely:  Stated El Camino’s audit report was issued on time and will be presented to the Board at this months meeting.  The auditors are coming out to Compton in two weeks and we should have that report completed by the end of January 2008.

· Bruce Hoerning:  Stated there was a road closure in front of the Police Department heading north toward the Administration building.  Work will be done by Open House on the 29th.  He will send out a memorandum.

· Tom Brown:  Stated they are getting the Humanities building ready for school and open house.
· Donna Manno:  Ask managers to support the programs that are being done this month.  They were split for morning and afternoon to insure office coverage.  She stated that she was surprised because not a lot of people signed up for the Time Management and Sexual Assault seminars.  She thought it was critical that most staff attend the Sexual Assault workshop.

· Mark Hovatter:  Stated they had a close call with backflow preventers.  They missed the Lack of Certification deadline and they worked a deal with the City and got the water back on line.  They started to do a lot more competition on the contracts.  They were doing a lot of small and informal contracts and just had someone come and do work rather than look at it globally.  We had a proposal from one of our local guys who trimmed the trees and his proposal was $44,000 dollars.  He went out and got six other bidders to come in and bid and five of them were less than $22,000 dollars.  We are starting to expand that to other areas.
· Julie Bourlier:  Andy stated that buy backs at the end of December were up 60 percent from last year.  This means more used books and lower prices for the students.  Sell were up 15 percent for the winter session.

· Satish Warrier:  Computers for the Humanities building are being delivered January 21, 2008, from the last email he received.  We are putting in the electronics and testing the cabling.

· John Wagstaff:  There were ten labs constructed but only four will be used.  The other labs will remain in place and furniture placed in the labs.  He informed his group on the document imaging.  The analysis on the RFP is complete and they will meet early next week to pick three of the eight vendors to come back to do a formal presentation and answer questions.  He stated that they are on budget, could be going low bid and get everything they want including sit licensing.  They are meeting on Thursday at 10:00 am with Cisco for the final go through on the voice overview for the telephone project.
· Barbara Perez:  Stated that Human Resources was getting into the peak of faculty hiring.  She stated that sixteen positions were opened last Wednesday and will close in March.  If you have open positions do not wait, because after the next two weeks everything will be closed.  There is budget uncertainly and funds will be frozen.
· Tom Connolly:  The retro is complete.

· Reuben James:  No report.

· Rachelle Sasser.  Stated that the Center has finalized negotiations with the classified staff.  On the last Board agenda four new administrators were hired and they are moving forward with establishing some permanency with Dean of Student Affairs, Director of Outreach, Director of Athletics, and Director of Financial Aid.  She stated that they continue to have problems with the Academic Dean’s position and will fly the position again.  They are going forward with the Special Assistant to the Provost/CEO, Director of Child Development and Director of Enrollment Management.  Barbara wanted to know if she was aware of the Job Fair on the 26th, and ask if the Center got their own booth or will they be sharing with ECC.  She stated that she would like to share the booth.
· Fred Sturner:  Stated they were moving forward with the Facilities Master Plan.  He stated that funding will be received this year for construction of Phase I of the Infrastructure Plan.  He stated that they need to get moving on the Technology and Infrastructure component of the Master Plan.
Meeting adjourned at 8:55 a.m.
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