[image: image1.png]



Administrative Services Staff Meeting

January 9, 2007
PRESENT: 

_x_Myeshia Armstrong 
___Bob Gann
_x__Donna Manno
_x__Arnel Pascua
_x_John Wagstaff
_x__Rocky Bonura  
_x__Doris Givens 
_x__ Jeff Marsee
_x__Allene Quarles
__Satish Warrier              

___Cheryl Cormier
_x__Bruce Hoerning 
___David Miller
_x__Rachelle Sasser   __Thomas Henry
_x__Mike D’Amico
_x__Reuben James
_x_Andy Nasatir
_x__Marcy Wade       _x_ Rory Livingston
___Janice Ely
_x__Mike Johnson 
___Lynnda Nelson
_x__Ora Bryant  
The Administrative Staff Meeting was chaired by Police Chief Michael Johnson.
Minutes:  Minutes of 12/05/06 were approved with corrections.
Emergency Preparedness
The Emergency Preparedness Planning Committee met on January 8, 2007.  A check sheet survey for hazard assessment will be given to both campuses, El Camino College and the Compton Center.  Additionally, the committee will schedule training for all levels of employees for assessing the needs of emergency operational centers.  Attendance from the Compton Center is needed.  Myeshia, Mike can not run the Emergency Organization for the Compton Center.  Bruce, Mike, Donna, Janice and Rocky can not organize the Emergency Operations Plans for El Camino.  Attendance and participation is very important in the Emergency Preparedness Planning Committee.  The next meeting is February 12, 2007 at 1:30 PM, in Library 202.  The meetings are scheduled throughout the year on the second Monday of every month.  – Dr. Marsee will be at the meetings and expects participants to attend.
TO DO:  
1.
The survey was sent to faculty and staff with a deadline of December 15, 2006, but the response rate was very low.  However, the responses that were received have good comments and can be used for staff development.  

Concerns:

· Donna Manno – How is the training going to take place?  The technology trainers’ objective will be to work on getting additional online courses by fall 2007.  She will review the Compton Center and El Camino College survey response to see what the key issues are that need immediate attention.

· Dr. Jeff Marsee – A Professional Development Team committee should be established.  
· Arnel Pascua – A Staff Development Committee is in place.  However, directions are needed on identifying who will be leading the committee and which constituents will represent the college to revive the Staff Development Committee.  SB1131 requires a Staff Development Committee to be in place and to submit a plan for the funding from the state level.  The deadline is January 31st.  
· Dr. Jeff Marsee – Arnel Pascua and Allene Quarles are to meet with Dr. Doris Givens for  guidance on developing a Staff Development Committee.

2.   
Bruce Horning – not completed as of yet.

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

3.
Donna Manno – Needs to development a means of communicating with the individuals that generally in charge of the year-end review.  (Givens – Keith Curry is the coordinator of the year-end activities at the Compton Center.  The year-end activities have been completed).

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 Horning – A meeting is scheduled for next week regarding the holiday-season athletics football-winning championship.  (Dr. Jeff Marsee - a single calendar for approval process will be used).
Bruce Horning – waiting on update from Athletics to the Civic Center Rental Procedure.  Bruce and Cheryl will work together to make adjustments. 

Ongoing Projects: 
1.
Technology Master Plan – to add Policies and Procedures (John) (10/31/06) 

Due date:   January 15, 2007.    

2.
Program review survey update (Donna)  01/23/07 
3.
Dr. Jeff Marsee will follow up.  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)  

5.
Andy Nasatir- Needs to meet with Marcy and Allene for procedures of hiring Compton students paid by El Camino College.  He needs to meet with Chief Mike D’Amico and Chief Michael Johnson on security protocols.  Also, trucks will be shipping books to the Compton Center.  Andy will meet with Mary Callahan and Dr. Tom Jackson with any concerns the faculty has regarding books.


Concerns:

· Dr. Marsee had concerns of the approval of the budget in order for the students to start working in the bookstore (bookstore budget approval needs to be a board item in January).  Reuben James, Andy Nasatir and Keith Curry are to work on an approve contract for the bookstore.
6.
Andy Nasatir – The week of the December 18th will be extremely active.  A meeting should be scheduled with Janice for cash handling and financial banking issues.  Keith Curry - recommended that the budget include overtime for M&O, MIS or Campus Police.  

Andy will put financial aid students on the portal and send to the Bookstore.  Bookstore Credits (Andy).  Staff members are to move the booklist and the reimbursement process to the outside vendor so that Compton’s financial aid students can get their books.  A purchase order has been issued for Financial Aid students.  (10/10/06)  A flowcharting session has been set up for November 3.  (10/24/06)   Andy met with Satish Warrier. (11/14/06)
7.
John –Pulled the Room-Book Report and will report it by the end of the semester.

John – working on inventory of the labs at El Camino.  Francisco’s office is updating the room assignments.  Deans are to see the schedule.  Labs need to be upgraded.  Will get an accurate count of labs (December).  Review and update technology plan for instructional/academic labs (John) – They were waiting for the 8th, which was the last day to add. (9/12/06)  John is completing the data review for this.  (9/26/06)   Specific data needs to be included.  Make it conditional if necessary to get the report done.  (10/3/06)  John will meet with the deans. (11/14/06)

8.
Andy Nasatir- Compton Center is focusing on an independent bookstore in the future.  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.
9.
Rocky Bonura – Administrative Managers are still scheduled to submit to Dr. Jeff Marsee by 01/15/07 the number of procedures that need to be revised or changed on the policies. 

The website is not accessible at this time.  Rachelle Sasser and Kathy Oswald have a hard copy of the policies and procedures.  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 with Accreditation.  The Website was provided to Ruth for access to policies and procedures.  The El Camino Administrative Managers have a deadline of January 15, 2006, to provide Dr. Marsee with procedures that need to be updated.  Review policies and procedures, identify those that need to be revised, and come back with recommendations. (Administrative Services managers)  (9/26/06)  Kathy Oswald is coordinating the updating of the policies and procedures manuals. Compton needs to do this also.  (10/3/06)  They are using the CCLC numbers, and only the approved ones are online.  (10/24/06)  A centralized process needs to be established.  Jeff will take this to Cabinet.  This is important for the collegial consultation review process and for accreditation.  First step:  Each manager is to give Jeff a list of policies and procedures in his/her area that need to be updated.   This is due two weeks from today (November 14).  It was noted that the Board wants to see policies and procedures together.  Kathy is the repository for ECC policies and procedures and CCLC updates.  It was suggested that a Web site could be created that all managers could access.  (10/31/06)  The deadline has been changed to December 1.  Rocky will provide Satish with the Web site and password.  (11/14/06)

10.
Arnel Pascua – Arnel Pascua and John Wagstaff will follow up on the Datatel issue.  


There is an issue with cost and programming of the transcript printing with the Datatel System.  Specs have been provided to Datatel two months ago, but they have not moved forward.   


Project data backup:  All purchase orders were delivered and vendors were notified.  Project to be ongoing for one more meeting; Consolidation of Compton data (John and Arnel) (10/03/06)   Satish will work with Linda Mobley to get the requisition approved in John’s absence.  Outstanding student debts are handled via COTOP at Compton.  (10/10/06)  The VAX system will be shut down on October 25th, and the Protocol system will be frozen December 15 for all but Admissions and Records.  (10/24/06)  When the purchase order is processed, they should be able to do the backup. (10/31/06)  Metronome has received the purchase order and everyone is off the VAX system.  (11/14/06)

12.
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) 
13.
Marcy Wade – Completion of the first stage of the HR Process Review (02/15/07).  Areas of improvement, issues and/or action items, and recommendations in terms of change procedures and what would approve a request for funding are to be identified.  Dr. Jeff Marsee and other managers are to review the report.  Focus should be on the following items:

· Recruitment

· Applications processes

· Management Employee Evaluation  Processes
14.
Reuben James to assign a contact person to do work order requests at the Compton Center.

Committee Reports/Division Issues
Main Points

· Dr. Doris Givens and Chief Michael Johnson complemented the Compton Center staff and the El Camino Staff on the opening of the Compton Center Bookstore. 
· Martin Luther King Holiday event will be celebrated at the Compton Center in the Student Lounge at 1PM to 3PM on Monday, January 15, 2007.
Marcy Wade 
►Working with Rachelle to ensure that the HR components are covered.  HR Policies and Procedures have to been completed.  A California Community College Job Fair is scheduled on January 20, 2007, 9:00 AM to 3:00 PM, at the LAX Hilton.  Recruitments will be prepared for posting.  
HR has most of the employment components of the Preliminary Program Review Process as follow:

1.
Classified


2.
Certificated


3.
Hourly

►The Preliminary Program Review Process has not been completed for the management. A session has been scheduled for the week of January 22, 2007 for the completion.  Problem areas have been identified.

Concerns -Dr. Marsee- Would like all of the areas to implement similar review processing.

►Working in negotiations with the Classified contracts, and discussing about compensation with the Faculty contract.
►MIS/Data report is do in January.

Reuben James
►Nothing to report.

Dr. Doris Givens

►In the process of looking at different methods for supplying nutrition to students other than the cafeteria and supplying health services to students.
Ora Bryant
►Working on the PD Department.  A walk-through and found some problem areas.  

· In the process of moving the washing and dryer out. 
· Working on the draining in training room

►Clerical assistance is needed in the M&O Department.  Dr. Givens proposed that the phones be rolled-over.  After Stella Luna is transferred in late February, the budget can then include clerical assistance.  Lorraine Peralta was identified as a candidate that can work 4 hrs at El Camino College and 4 hrs at the Compton Center on a temporary basis.  Reuben James proposed to meet with Allene and Myeshia for the budget component, and for the clerical assistance they are to meet with Dr. Givens.
Bruce Hoerning

►Concerns on who will be a contact person for each department for any problems.
►Working on the infrastructure project at El Camino College. The college will experience a lot of obstructions:
· Open Trenches

· Road closures

· Parking closures

►Demolition of the two Humanities buildings is 99% done.

►The proposed food service building is being worked on by the architects.

►The Cafeteria/Bookstore is being redesigned. 

Concerns:  Dr. Marsee had a concern on the Compton College drainage problem.

►A meeting with Ms. Susan Yeager, Mr. Henry and Dr. Givens has been scheduled to discuss the usage of bond fund monies for the drainage problem.

►Kudos to HR for sending out the calendars for the classified performance evaluation do dates.
Myeshia Armstrong

►The signage budget has been created.  She has received an invoice from Mr. Arnel Pascua’s area in order to post the signs.  She has been working on budget revisions with Rory Livingston.  Because spending has been well maintained, she feels very positive about the outlook on the end of the year.

Allene Quarles

►The RFP’s for the classification review are do January 26, 2007.  Will meet with consultants who are interested in doing the review with Compton.  Dr. Givens, Allene Quarles and Rachelle Sasser will review the RFP’s to decide on a consultant.  A mandatory workshop on classified employees performance evaluations has been scheduled on Thursday, January 11, 2007 for managers and supervisors to attend. On Friday, January 19, 2007 a workshop will be held for informational purposes about the classified employees regarding the evaluation performance.  Classified employees are to attend.
Michael D’Amico

►Working with Dr. Marsee on issues related to personnel.
Rachelle Sasser

►Working on the contract negotiations with the Classified and Certificated contracts.
Andy Nasatir

►Available for Dr. Givens for the food service component.
Arnel Pascua

►Working on the IPEDS Winter Data collection survey, and waiting for HR to complete the benefits portion.  The Data needs to be locked by January 22, 2007.  El Camino College will be uploading the apportionment data to the Chancellor’s Office to be certified. 
►When will we get a certificate of occupancy to the new LRC? – Dr. Givens will report on the new LRC next week.

Chief Michael Johnson
►Working on getting more bids in order to complete the parking dispenser project.

►The traffic or directional signages are ready to be posted, however, how to pay for the cost is still not confirmed. 
Dr. Jeff Marsee

Nothing to report.
Rocky Bonura
Making progress on the outstanding invoices (128 processed and 38 remaining).  During the month of October and November, a hundred invoices were received which will be on report 2.  No response has been received by the departments on entering a requisition for any of the 38 outstanding invoices that was stated on the memorandum dated December 6, 2006. A requisition needs to be done to pay the invoices.
Donna Manno

►Working with Allene Qualres on “Why I like you, and Why I don’t” workshop to be held at the Compton Center on January 25, 2007 for all the staff to attend.  El Camino College has a make-up workshop of the Classified Professional Development Day.  Faculty will be invited to attend the Flex Day. Staff exchange days may be implemented for the Compton Center and El Camino College.
Meeting Adjourned:  9:24 AM
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