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Administrative Services Staff Meeting

March 4, 2008
PRESENT:
___ Myeshia Armstrong
_x_ Tom Connolly
_x_ Reuben James
_x_ Stephen Port
_x_ Rachelle Sasser
_x_ Babs Atane
_x_ Janice Ely
_x_ Donna Manno
___ Allene Quarles
_x_ Fred Sturner
_x_ Rocky Bonura
_x_ Bob Gann
___ Jeff Marsee
___ Rudy Ramos
_x_ John Wagstaff
___ Julie Bourlier
_x_ Bruce Hoerning
_x_ Andy Nasatir
_x_ Carol Reese
_x_ Satish Warrier
_x_ Tom Brown
_x_ Mark Hovatter
_x_ Barbara Perez
Minutes:  The minutes of January 8, 2008, were approved with the following change.

· Page 1 (Present):  Show Reuben James present at the February 12. 2008.

Evaluations
Barbara stated that she will be meeting with Rachelle in the afternoon, to discuss the Compton Center employee evaluations for this year.  Barbara passed a handout out regarding past due evaluations for the ECC campus.  She stated that she would like a plan from the ECC administrators stating when they will be done.
Donna and Bruce both requested that the evaluation form be placed in a protected word document so it can be used as a form and saved.
Barbara asked that the evaluations be done as soon as possible because once the managers complete an evaluation they might receive another one, since a lot of the evaluations are all ready way past due.  Barbara stated that she would like to have them completed no later than April 30, 2008.
Policies/Procedures
Barbara stated that she would like to create a list from each department and what they will be working on, as College Council is also dealing with this issue.  She wanted the group to state what they feel is a priority in their prospective area and what needs to be worked on in the next six months.  Barbara stated that Dr. Fallo did not want him writing the Policies and Procedures because he will be doing the auditing.
· John:  Electronic Copyright Infringement 3535; Network Policy (abuse of the email system) 6160; Data Security and Storage for those individuals who have sensitive information on their computers.  He stated that there is a storage area network that can accommodate staff data; it is centrally located, easily accessible from the PC or Desktops, it is backed up nightly, and taken off campus.  The last policy would be Password Policy.
· Babs:  Require people to change their passwords every 3 to 6 months.  Babs stated that he had looked at all of the District’s policies and those policies from the CC League and did a matrix to see which ones are at the League but not at the District and he identified those policies and procedures.  He now has a draft which he believes Dr. Marsee will share with the group.  He stated that everyone should submit a draft of Policies and Procedures to Dr. Marsee that you believe need updating.
· Rocky:  Requested to see the Matrix to use as a starting point because he stated that there was a change in the numbering.

· Tom Connolly:  The Fixed Assets Policy and Procedures that replaced the previous one is in final draft and being reviewed by various people.  Barbara stated that it needed to be shared with the College Council.  He is beginning to work on the payroll policy and procedures.  The flowcharting has all ready been done.

· Bruce:  Stated that they were going to upgrade the 519 form.  The form is currently under Purchasing.

· Rocky:  Stated the 519 form, as well as the Inventory Procedures will be shifted over from our area of Business Service to Facilities.
· Janice:  Working on writing the Budgeting Process Procedural Manuel.

· Andy:  Looking at revamping the check approval process.

· Donna:  None.

· Fred:  Identifying those policies and procedures that need to be in place with the facilities improvement projects.  Replacement and renewal project (i.e. hiring consultants and putting out a Request for Qualifications (RFQ) for program managers.
· Mark:  The Key Control Policy in how we are going to key the campus, the procedures of getting keys, and timekeeping for Maintenance and Operations.
· Barbara introduced Carol Reese as the new CBO of Compton Educational Center.
· Carol:  All of them.

· Rachelle:  Her focus is on FCMAT, and from their recommendations different policies and procedures that come up.  Since FCMAT will be here in May that is where she is placing her focus.

· Stephen:  Going through and updating the policy on the portal in his area (i.g. uniforms for the police officers), as some are obsolete.  The other is Lexipol a firm which publishes policies and procedure manuals for departments throughout the state, which deal with risk management, the use of force, the use of tasers, and customized policies and procedures to the particular need of the organization.  In addition to the merger of the police department, the policy has to be written for one campus for staff on how two agencies become one.
· Barbara:  Human Resources is looking at which policies and procedures are obsolete and which ones can be taken out.  There were some policies that were updated; however, the counterparts were taken out and no procedures were written, for example the hiring procedures for managers.
Plan Builder
· John stated that it is only those projects for 2008-2009 that are requesting additional funding that need to go into the plan and Fund 15 will go into the project.  This will include positions that you would like to fill.
· Barbara stated that as you have to develop goals in terms of indicators, you can write a goal and than develop a plan.  She stated that she is not sure if funding will be received until September or October 2008, and it has to be entered into the system or you will be left out of the loop.  The deadline is mid March or the end of March.
· Donna wanted to know who will be doing the Managers form and Barbara stated Student Services.

TO DO:

1 & 2 - Fixed Assets Inventory:  Barbara received her inventory, and it is not accurate.  Equipment that has been surplused is still on the list.  Noted:

· ECC doesn’t have an inventory system.  In order to remedy the problem, the first step is to find out where everything is, and then move forward from there.

· John estimates there is probably a 30% error margin in the report.  This isn’t anyone’s fault.

· Facilities receives computers, tags them, and sends them to Don Treat.  After that they have no information as to what happens to them.  People move them around, etc.
· Currently, all computers are coded as going to ITS.
· Equipment transfer forms may be needed.
· John stated that they received 2,100 machines and he has no idea where they are located.  He stated that he is going to wait for the Division reports and look for the exceptions.
· Reuben stated that Maximus has completed the inventory at the Compton Educational Center.  However, the report has not been received.
3.
FCMAT Report:  The FCMAT Report is officially out (and on the Web) and it is not good.  There are two conflicting viewpoints, and this needs to be resolved.  The next visit for academics is in May, so planning needs to start now.
· Barbara stated that it is important for each of the areas to get together and review the findings in their area and begin addressing those issues.

4.
Policies and Procedures:  Babs is working on policies from the Web.  It was noted that only the policies that have been revised are on the Web.  The CCLC created generic Board policies, and the ones that were revised to their standard are the ones on the Web.   The CCLC also had a different numbering system.  Copies of revised policies used to be sent to each office; however, when computer usage became prevalent, it was decided the offices could copy the policies from the Web.  Some policies are so old they would need to be typed; however, ITS can scan these.   In the revision process, the CCLC model took procedures out of the policies, so they are now hidden.  It is, therefore, important to update the policies and procedures.  The question becomes where to start.  Barbara will try to put something together on this, and Donna will introduce Babs to Kathy Oswald and the CCLC site.
Ongoing Projects:

1.
Compton Air Conditioning:  This is still a crucial issue.  Compton will be in serious trouble if the air conditioning isn’t fixed before the summer heat.  Rental units have been lined up, but they are extremely expensive.

· Fred stated that Facilities took the air conditioning project for MIS and rolled it into the FPP for the state infrastructure.
Committee Reports/Division Issues:
· Stephen Port:

· They are dealing with the lack of parking and he is working with Bob.  There were only 25 cars parked at the golf course this morning.
· Bruce stated that the cadets were informing people to go to Alondra Park and they went into the first parking lot.  They are correcting that this morning.
· Babs Atane:

· He has completed the review and the drafting of the action plans for the Compton Educational Center.
· A meeting is scheduled for Thursday, March 6, 2008.

· He has completed the review for Administrative Services.

· Tom Connolly:  Stated that the lines were kept down and they had a successful short line period.
· Bruce Hoerning:
· We are doing demolition around the Humanities building.
· We are going to have a major road going through campus and are trying to get rid of all the dirt and debris.
· Tom Brown:  No report.

· Satish Warrier:  No report.
· Bob Gann:  We are going to have a groundbreaking for the parking structure, prior to the Board Meeting on Monday, March 10, 2008, at 3:00 pm.  Everyone is invited to attend.
· John Wagstaff:  The March Board Agenda will include a purchase order for Cisco Systems to begin the design in the configuration specifications for the new phone system.  The work will take 30 days.
· Rocky Bonura:

· Announced that April 15, 2008 is the deadline to input requisitions, there will be no exceptions.  Please inform staff.
· Inquired about the 90 Day Review and was informed that it is now on April 18, 2008.
· Stated that he will be sending out a reminder for the presentations to be forwarded to him.

· There was an all day Emergency Preparedness meeting for the emergency operations center and he wanted to know who is the lead person from Compton.  This person will oversee the plan.
· Janice Ely:

· Working with the LACOE and the California Community College League to see if we can qualify for a Tax Revenue Anticipation Note (TRAN), so we may borrow several million dollars next year.  We do have to pay it back.  This will be to hold us over during actual periods of cash flow deficit when the State can not pay us.
· The Division budget worksheets are due to go out this week.  She is just waiting for instructions from the President and Vice President.  They are due back to your Vice President by March 15, 2008.
· Working on the Management Discussion analysis portion of Compton’s audit report.

· Andy Nasatir:
· Sales are up 8 percent this Spring.
· The sale of used books is up and that of new books is down, which is the direction we want to go.

· Planning a semi-remodeling of the bookstore with a November timeframe for Julie’s office.

· We are making a greater effort at customer service.  One of the things we did was to wear blue tee shirts to identify staff personnel, which worked out well.

· The Bookstore is in a holding pattern.  One of the things is for Food Service, renewing the agreement set up in the early part of 2007, and the Food Service module.

· We are buying used books back on a daily basis.

· Bruce stated that they are renovating the second level of the bookstore building as well as some work to be done on the first level.  He has blocked out the Alondra, Teflon, Stadium and the East Dining rooms from the end of June on.  The meeting areas will not be available.  Please make other arrangements to hold your meetings.
· Donna Manno:
· Reminder of the Classified Professional Day form.  Please give your support and encourage your staff to attend.
· She will be meeting with Dr. Givens to find out how much support will be given to the Compton staff and they have reserved the bus.

· There will be an excellent keynote speaker and if we have a good turn out, it will be held in the campus theater.

· Would like to have cart participation in the Electric Cart parade on Friday, April 4, 2008.

· Fred Sturner:

· Moving forward on the Facilities Master Plan.
· We have completed our Hazardous Material analysis, Seismic Threat analysis, MEP Safety Evaluation, assessment of the campus, and based on our findings the initial scope of the Seismic analysis included everything except the LRC and the new CDC.  He will extend the scope to include those two buildings.

· Planning for the infrastructure will begin over the next three months.

· Carol Reese:  No report.
· Reuben James:  No report.

· Barbara Perez:
· The staff in Human Resources from both campuses have gone out and looked at a series of applicant tracking application systems.

· They have evaluated People Administration, Novas HR, Tolayo, and Greentree.  They went to a variety of campuses where all of those are in place.  Tolayo is the only one not in the Community College system.  Tolayo is used in the Fortune 500 companies and is on the costly side.

· The recommendation was Greentree, for a four year hosting of both campuses at their website for $35,000.

· Mark Hovatter:  Asked for clarification on the April 15, 2008 deadline for purchase orders.  Barbara stated that Dr. Givens was informed at Cabinet that the deadlines did not effect Compton Center as they are funded differently.
Meeting adjourned at 9:40 a.m.
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