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Administrative Services Staff Meeting

March 11, 2008
PRESENT: 

_x_Myeshia Armstrong   _x_Tom Connolly    
  _x_Reuben James        ___ Stephen Port        ___Fred Sturner  

_x_Babs Atane                 _x_Janice Ely                _x_ Donna Manno       _x_Allene Quarles     _x_John Wagstaff                

_x_Rocky Bonura            _x_Bob Gann                 ___Jeff Marsee            ___Rudy Ramos         _x_Satish Warrier

___Julie Bourlier             _x_Bruce Hoerning        ___Andy Nasatir         _x_Carol Reese          
_x_Tom Brown  
  _x_Mark Hovatter
  _x_Barbara Perez
___Rachelle Sasser                        

Minutes:  The minutes of March 4 were approved with the following changes:  
· Page 1 – Policies and Procedures:  The last line should read, “Barbara stated that Dr. Fallo did not want Babs writing the Policies and Procedures…”
· Page 3 – Committee Reports:  The bullets attributed to Bruce Hoerning should be under Tom Brown’s name. Bruce Hoerning had no report. 

· Page 4 – Andy Nasatir:  The second sentence of the last bullet should read, “He has blocked out the Alondra, Decathlon, Stadium …”

Monthly Calendar: (March):  no changes
New Phone System:  A handout (New Phone System Functions and Features in Brief) dated March 10, 2008, was shared with the group.   Noted:

· This will be the third new phone system for ECC in the last 15 years.  
· DID (direct in dial) is what ECC has now; however, we don’t have enough numbers to do that anymore.  The Public Utilities Commission took all the extra 660 numbers, so ECC will need to return to extensions or multiple prefixes (with extensions).  The plan is to go to extensions except for established published numbers like Admissions, etc.    
· The extension will be the last four digits of your current number. 

· Extensions are the preferred way to put in a voice over IP system.  
· ECC is expected to save $14,000 a month immediately when it cuts over to the new phone system.
· The new system has a lot of additional features.   For example, an employee can unplug his/her phone, take it to a new office, plug it in, and it will work.  
· Also, the computer loops through the phone, and there is unified voice mail.  The computer inbox will show voice and E-mail.  

· Emergency broadcast to campus phones are part of a new feature ECC is purchasing.  
· They hope to take part of the monthly savings and provide classroom phones, but this is not in the plan yet.  This will be addressed in the security project.  
· A PA system is even possible if desired, and this needs to be considered for the new math building. 
· Reminder call outs – the ability to call and deliver automated messages to select groups – are also possible.  

· E-faxes into a group mailbox are possible, and everyone can send faxes from their computers.  

· ITS is 90% confident they will be able to do four digit dialing into Compton and vice versa.  

· If both campuses want to do it, ECC should technically be able to back up Compton’s phone system and vice versa because Compton has the same phone system.  
· Video and voice conference and any combination thereof will be available.   
· Training sessions and Web demos on the new phone system will be made available for all employees.  

· They hope to take the AT & T piece to the Board in April, and they want to deploy the new system in May or June.  
· The emergency phones are all analog. The pay phones need to be kept because they are part of the national defense network.  

Evaluations:  A handout on late classified evaluations as of February 29, 2008, was shared with the group.  Barbara noted that she hasn’t received any plans for getting evaluations done either.  A new indicator is to be added for both campuses.  There can’t be anything in the 90+ days overdue column for evaluations.  This is to be added to TO DO list, and will be reviewed in April.  Evaluations are an important factor in the accreditation process.  
Indicator Update:  An indicator spreadsheet will be reviewed at the first meeting of the month.  Managers need to have their indicators 100% active or make an appointment with Jeff to go over and review indicators, make new ones, etc.  Jeff wants four to five indicators for each functional area.  When Compton staff members return to Compton, the indicators will go with them.  Shobhana will send out the indicator schedule to managers at ECC and Compton.
Budget Procedures:  There has been agreement on a starting point for the Preliminary Budget. 

· It won’t include COLA, and after including the 3% salary increase, there is a short fall of $5.8 million.  
· Department or discretionary expenses -  approximately $12 million.  
· An approximately 49% cut would be needed, based on expected revenues for next year.  They will dip into the fund balance for $2.5 million, and Fund 15 will be allocated to close the gap.  Funding for positions ($300,000) will be frozen.  After those steps are taken, there will be a $1.1 million shortage.  There will then be a 5% cut in discretionary funds and a 5% cut in operational expenses.  Managers will need to build their  budgets with a 5% cut, otherwise Jeff will make the decisions as to where to cut.    
Noted:    
· Three new buildings are coming on line this year.  Absorbing this cost will cause a substantial reduction in effectiveness and service.  

· Cuts in Facilities and ITS affect areas outside each of those departments.  

· Cutting back on paper usage, etc. could save money.  

· Compton is looking at a 10% cut across the board.  Carol will work with Art Fleming on that.  

Planning Module:  Everyone should have taken the training on Plan Builder already.  The $3 million that is being allocated next year (one year only) will be for operational improvement and will be allocated via  Plan Builder work.    

TO DO:  
1 & 2 - Fixed Asset Inventory:   Per Bruce, all inventories have gone out to division offices and are due back March 14.  Noted:

· An inventory tracking system was set up a year ago, but they do not have data from before that.  Don Treat would know how many of each item he has but not where they are located.  
· Based on the location of the tags, each computer would have to be dismantled in order to see the number.  This is an extremely labor intensive task, and  ITS doesn’t have the manpower to do it.  

· They agree it needs to be done; however, it can’t be done in just a few weeks.   
· There is also the disruption of the classes and labs to be considered.  ITS will work on inventory in the labs during spring break to minimize disruption of classes.    Their target for the first inventory is the end of this semester.  Then another revised printout will be produced in September for validation by the departments. 

· In response to a suggestion that computers should be tagged so they don’t have to be dismantled to be inventoried, it was noted that there is no right place to tag computers.   Other suggestions:  Put the tags close to the power source, or engrave numbers onto the computers.  

· Issues:  The barcode readers don’t interface with the Datatel system.    Also, purchase orders don’t roll over to the fixed assets section until the bill is paid.   
· Reuben received a draft of the Maximus report and will work with Mark to make sure everything is tagged properly.  
· They may need to consider a third party package for inventory because Colleague doesn’t work for this.  A meeting needs to be set up on this topic.  John will chair the committee, which will consist of Satish, Babs, Tom Brown, Reuben, John, Tom Connolly, Mark, and Bruce.  Beverly Johnson will set up the meeting.  

3.         FACMAT Report:   Is Compton blended or a separate entity?  This needs to be resolved at the 
State level.   A request has been submitted to the Chancellor’s Office.  There will be a FCMAT visit in May.   Self assessment is needed.  Carol will be the coordinator.  Rachelle is coordinating the FCMAT report.  Carol will determine who will respond in each of the cell areas.  
Noted:  President Fallo may be replacing the MOU with another contract prepared by the Special Trustee, but it probably won’t be until after April.  They are shooting for April for the police merger.      
4.
Policies and Procedures:    Babs will not do the writing of the procedures since he will be doing the revising.  He is currently working on understanding what we have in place in order to determine what needs to be done to bring them up to date.  Compton will mirror what ECC has.  There will be one policy manual for ECC and CO.    Noted:

· Some of Compton’s are better, and ECC may want to emulate.  
· Problems:  Some of ECC’s procedures aren’t necessarily written, and desk procedures differ from desk to desk.  
· Jeff wants a 3 ring binder of procedure documents for Babs to audit against.  
· Bob is to organize a formatting committee.  Babs will chair the committee, which will consist of Bob, Rocky, Babs, Satish, Allene, Reuben, Mark, Tom Connolly, Steve Port and Julie. This group will not be doing the writing; they will be doing the formatting, numbering, oversight, and maintenance of the master policies/procedures manual.   
5.
Evaluations (added 3/11/08)

Ongoing Projects:
1.
Compton Air Conditioning:  The target is to start construction in June.  The current equipment will not survive another summer.   
ECC Air Conditioning:  Bob noted issues with ECC’s air conditioning also.  They have engaged an engineer to look at the problems, and they should have the results in two weeks.
Committee Reports/Division Issues:  

· Bruce Hoerning:  The east perimeter road will be closed for a month starting on Monday.
· Satish Warrier:  They have caught another person sharing passwords.  This is a huge security issue, and the first thing ITS does is to shut down that person’s password.  Passwords are not to be shared.  Per Jeff, when this occurs, send the information in written form to the appropriate vice president, with a copy to him, the other vice presidents and the president.  Also, when an incident like this occurs, Jeff wants the whole division to be shut down in order to illustrate just how serious this issue is.

· Rocky Bonura:  Everyone needs to complete the Rideshare Survey.  

· Donna Manno:  

· There are five days left to register for the Electric Cart Parade.  Dr. Givens is supporting Compton’s participation in the parade. 
· Registration for the April 4 keynote speaker gets you a lunch reservation, a raffle ticket and a sports bag. 
· Torrance Cable will be sending out a camera.  
· There will be can trophies for the carts.  
· Barbara Perez:  ECC and Compton will be moving to an online application system.  
· Bob Gann:  He participated at an event at Santa Monica College last week.  They have an online application system there, and it was noted that the font is very small.  This could be a problem at ECC.
· Mark Hovatter:  Fred is meeting with the Tower System people this morning.
· Allene Quarles:  Flyers will be sent out on Liebert Cassidy workshops scheduled for April 11.  They hope to have them available on campus via video.   
· Reuben James:  Antonio Piece will be at the Compton Center on April 5.  
Meeting adjourned at 11 a.m.
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