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Administrative Services Staff Meeting

El Camino College Compton Community Educational Center

March 6, 2007

PRESENT:
_x_ Myeshia Armstrong
_x_ Janice Ely
___ Mike Johnson
_x_ Rachelle Sasser
_x_ Rocky Bonura
_x_ Bob Gann 
_x_ Donna Manno
_x_ Marcy Wade
_x_ Ora Bryant
___ Doris Givens 
_x_ Jeff Marsee
___ John Wagstaff
_x_ Thomas Connelly
_x_ Bruce Hoerning
_x_ Andy Nasatir
_x_ Satish Warrier
_x_ Mike D’Amico
_x_ Reuben James 
_x_ Allene Quarles
Chair:
Dr. Jeff Marsee chaired the meeting.

Minutes:  The minutes of February 20, 2007, were approved with the following changes:

· Page 1 – TO DO – Item #3:  delete and “Place as a bullet under item #2.”

· Page 2 – TO DO – Item #11:  delete “Bob will assist the Compton Center.”

· Page 2 – Ongoing Projects – Item #1 delete bullets number 2 and 4.
· Page 2 – Ongoing Projects – Item #1 bullet number 3, create new heading “Emergency Preparedness  Plan”
Student Services Center Update:  Bob stated that they were happy with the progress of the Student Services/Student Activity Center project and that approval has been given to go forward with the building replacements.
The steering Committee will meet next Monday, March 12, 2007.
Floor Plan for Cafeteria:  Bruce stated that a decision has been made regarding the schematic design for the second floor of the Cafeteria.  Physical Services, Business Services and Public Relations along with a 300 seat eating area / a banquet room will be located on the second level.  The Alondra Room, Decathlon Room, and the Stadium Room will be located on the south side of the building, with offices in the center.  The Banquet Hall will be located in the east dinning room area.

Per Bruce, there will be no Student Cafeteria, just the Banquet Room.  The kitchen will remain where it is with no outside serving area.  We would like to bring in the Print Center and the Copy Center.  The Copy Center is designated where the equipment was; the Print Center is designated for where the Library/Bookstore Warehouse is currently located.
Dr. Marsee would like to meet with Bruce to discuss turning some of the space into a Conference Center.
Program Review:  Donna will have the updated survey ready to send out by Friday.  The survey was sent out to managers and supervisors with a certain link.  The survey can be done simultaneously with a link to managers and supervisors, faculty, and staff.  She will duplicate it for Compton after she sees how it goes at El Camino.  The survey will run for approximately two weeks or until 40% of them are received.  Donna will have Compton’s survey ready by Monday or Tuesday of next week.

Guideline #1 Update:  Dr. Marsee stated this issue dealt with the issues of administrators and the clarity and functionality of the Special Trustee, the Provost, ant the Vice Presidents.  The Special Trustee has oversight responsibilities for the District.  We have not defined District yet.  The Special Trustee has oversight responsibility for employment contracts, and the funding and approval of the budget.  The Special Trustee has the same powers and restrictions as Board of Trustees at El Camino.
The Provost has a two part mantra 1) the Provost through the Special Trustee is the CEO for the District.  2)  Through the Center the Provost reports to President Fallo and has the same general standing as a collaborative team vice president.  The difference between the VP’s and the Provost is that the Provost is the Senior Administrative Officer at Compton.
The Provost is the employee supervisor at the Center.  However, in all things related to processes and procedures, the VP’s are each responsible for his/her area of operations.  Dr. Marsee stated that he has to confirm and operate under the assumption that the Compton Center is following all of the rules, procedures and policies of El Camino College as it relates to administrative functions.

A draft format for Guideline #1 has been submitted to the accrediting agency.  Guideline #2 is the definition of District and Center.  Guideline #3 is Budget Development.
2007-2008 Preliminary Budget:  Janice stated that a preliminary Budget is being developed.  They have done a three year projection with this year’s budget.  The budget shows three years out; the reason being that our funding level may drop due to lower FTES in 2008-2009 and restored in 2009-2010.
There are no salary adjustments or increases built into this budget at this point and time.  We took the total income less the amount of expenditure categories; the amount of the third column in bold is the amount the District has to work with to allocate in order to achieve a balance budget.  Adopting a balance budget will keep us at a 6% reserve level.
Dr. Marsee would like to meet with the Compton staff to go over Guideline #3, which is the process for developing the budget.

Requisitions will be cut off in May for El Camino so that merchandise will be received by the end of the fiscal year.  For Compton Center the cut off date for purchase orders will be in April.  Compton is to discuss and report back at the next meeting.  Dr. Marsee suggested April 15th.

Myeshia stated that the Categorical Program fiscal year end is later and we want that additional month to spend some of these funds.

Flowcharting Update:  Shobhana will be the resource person.  She will assist in the flow charting and the diagramming on the computer, will help translate the visual into a narrative.  Dr. Marsee asked that an individual from each area be identified to work with Shobhana.  The idea is to transfer that skill over to a staff person.
Indicators for Performance Assessment and Funding:  Dr. Marsee stated that indicators can give us some idea of how well we are doing, based on bench marking with other institutions, performance improvement, time factors and self determined human criteria.  The only way to really evaluate ourselves is on efficiency.
Rocky stated that he will look for the old draft for the Guidelines for Performance Review.
The two challenges are getting access to funding and self assessing for program improvement, and identifying, and motivating the areas that are performing below standard.  So, through motivation we can continue to improve.
Area Council Reporting:  Dr. Marsee stated that the Area Council is still are not reporting back to its area.  He asked Bruce to make sure his people report back to the group to get feedback.  There or 3 or 4 members are attending the meetings regularly, but when asked what feedback are they getting, they are stating, none.
Liebert Cassidy Workshops:  Please participate.
Release for Training and Personal Retirement Planning:  Please ask and encourage your employees to participate, and release time is appropriate.  Marcy stated that the current training is 1 ½ hours in length and employees should make arrangements with their supervisor for the extra half hour
TO DO:
1. In 2 weeks (2/27) each manager will report on what has been flowcharted in his/her area and provide a calendar of expectations as to when remaining items would be done.  This is a joint project between ECC and Compton.  (2/13/07)
2. Start developing indicators.  2/13/07)
· Reuben wanted to know if examples were given at last weeks meeting.

· Bob stated that the Association of Fiscal Plant Administrators publishes a book of performance indicators for the Facilities areas.

· Allene stated that you should have something prepared on the 27th and if not be able to explain why not.

· Develop a process to self evaluate whether each area is operating in the upper 90% percentile.  (2/13/07)

3. Jeff and Bob will discuss the BRJ issue with Doris.  Bob will outline the issues.  (2/13/07) - Pending
4. The minutes of the Emergency Preparedness Committee are to be posted.  (Rocky) (2/13/07)
5. Bob is preparing building floor plans for energy consumption management, and this will be posted on the portal.

6. To initiate a fixed asset inventory; mark reports up and send back.  This needs to be completed by the new semester.  (Bruce) (3-6-07)
7. Development of Policy and Procedures for fixed asset inventory.  (Tom) (3-6-07)
8. Compton to initiate a fixed asset inventory.  (Reuben) (3-6-07)

9. Replace outdated office computers.  (John) (2-13-07)

Ongoing Projects:
1.
Bob and Bruce will work with Doris to put together a thorough inventory of work that needs to be done at Compton, strategies to do the repair/replacement and cost estimates.  Mike noted that a new home is needed for the Police Department.  The project deadline is 30 days from now.  (2/13/07)

· Mike stated that the subject regarding a new Police Department for the Center was brought up only doing the Space Inventory.

· Bob stated that a draft of a plan will be done in 30 days and details will extend up to a year.

2.
Emergency Preparedness Plan (Compton Center)
· The Center does not have a place to call an Emergency Operations Center (EOC)

3.
Program review survey (Donna) (10/17/06)

4.
The Compton signs have been taken down, and the vendor is starting to put up the new signs.  (Reuben) (2/13/07) – In process
5.
Policies and Procedures:  Although ECC pays a membership fee, currently only Kathy Oswald can get into the CCLC Website.  This needs to be investigated. (2/13/07).

· Rachelle stated that only one person has access to the ID and the password is changed frequently to protect the information.  She stated that Kathy can call them if she has any problems.

· Rachelle will have a hard copy to review in the ECC Human Resources office.
6.
The issue regarding transferring the transcript printing from the Protocol system to Datatel remains due to the excessive cost estimates from Datatel.  (2/13/07) – Satish will revisit.
7.
The disintegration of media services at ECC (due to retirements with no replacements) continues to present problems.  The recent 90 Day Review of media problems is a case in point.  Although Howard Storey is responsible for this area, John will do a position paper on this issue and address it in the Technology Plan also.  (Donna & Satish) (2/13/07)

8.
Program Review – at the next meeting the group is to come back with a list of indicators that are applicable to their area.
· First step indicators

· Measurements
a) Acceptable Standards

b) Standards for excellence (e.g. invoices in the outbox for 30 days when they should have no more then 2 weeks)

· Establishment and Completion of a Flow Chart and Program
a) Identify improvements for efficency
b) Written Procedures Manual

c) Operational  Procedures Manual for your areas

d) Action Plan

· A schedule of hours you will need to proceed.  The objective is to be completed by December 2007.

Committee Reports/Division Issues:

· Andy Nasatir

· Created a coffee lounge area in front of the bookstore and ran into a road block on Friday when he met with Bruce and Curtis, with a big chunk of the copy center slated to go into the back room.  He has placed everything on hold.

· Marcy Wade

· Attended the ACCCA conference in San Francisco and encouraged involvement and participation in the association.

· Bruce Hoerning

· Dr. Hoffman is planting fruit trees in front of the LRC under the windows.  The windows cannot be serviced with those trees there.  Please ask Dr. Hoffman to cease and desist.

· Ora Bryant

· The administrative assistant started today.  She was due to start the day after the Board meeting, but called and ask if she could begin today so she could finish a project she was working on at her other job.

· We will be implementing the tracking of work orders here at the Center.

· The new administrative assistant will be going over to El Camino for training with the approval of the Provost.

· Donna Manno

· She will make one more attempt to come to Compton to speak with staff regarding the Electric Cart parade.

· She has received six reservations for carts for the Electric Cart parade from individuals at El Camino College.

· Reuben James

· The Compton Community Educational Center men’s basketball team is in the state championship.  The will leave for Fresno on Wednesday.

· Thanks to Ora and her staff for getting the tires for the bus and oil changed.

· Chief Johnson had knee surgery and Sergeant Jackson is overseeing the Department until he returns.

· Thomas Connelly

· Happy to join the team.

· Janice Ely

· Tomorrow from 9:00 am – 12:00 noon representatives from TSN, Human Resources, and Physical Services will be meeting with LACOE representatives to discuss conversion of Compton’s payroll.
· Rocky Bonura

· The Emergency Planning Committee meeting scheduled for next Monday has been cancelled because of the Steering Committee Meeting.
· Satish Warrier
· Daylight Savings Time will begin on Sunday.  Please watch your calendar items as they may shift by one hour forward or backwards for the next three weeks.
· Please place the time of your meeting in the subject line for meetings.
Meeting adjourned at 10:09 a.m.
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