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Administrative Services Staff Meeting

April 15, 2008

PRESENT:
_x_ Myeshia Armstrong
_x_ Tom Connolly
___ Mark Hovatter
___ Andy Nasatir
_x_ Rachelle Sasser

_x_ Babs Atane
_x_ Janice Ely
_x_ Reuben James
_x_ Barbara Perez
___ Fred Sturner

_x_ Rocky Bonura
_x_ Bob Gann
_x_ Donna Manno
_x_ Stephen Port
_x_ John Wagstaff

_x_ Julie Bourlier
_x_ Bruce Hoerning
_x_ Jeff Marsee
_x_ Allene Quarles
___ Satish Warrier

___ Tom Brown
Minutes:  The minutes of April 1 2008, were approved.

90 Day Review
· Rocky stated that he has not received any email or presentations for the 90 Day Review.  He asked that the information be forwarded to him as soon as possible.  The deadline for the information was last Friday, April 11, 2008.

Budget Status
· Dr. Marsee asked Myeshia to speak with the group regarding the status of the budget for Compton as well as ECC.
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.

· Bruce stated that Tom Connolly had sent out a procedure report via email for review.  He has not had time to schedule a meeting.  Bruce asked if it was possible for Delores to view everyone’s calendar and set-up a meeting to providing six possible dates.

· Barbara asked about items that were not tagged (i.e. furniture and file cabinets).  The office for casuals and students has new desk systems and she does not know the cost and they were not tagged.  Bruce stated they were probably tagged in the warehouse because there wasn’t a place to put the tag.

· Bruce stated that it is easier to write the changes for tracking purposes then doing it on-line.

· Bruce stated that he received thirty-three percent of the reports back from those that were sent out.

3.
FCMAT 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 anticipate April for the police merger.

· Reuben stated that Rachelle informed him that FCMAT will be here May 12th – May 21st, 2008.  The first group is academic.

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.

· Babs sent out files on Policy and Procedures Writing and on Numbering Sequence, so there will be no confusion between the policies and procedures.  He has requested that the committee meet today between 2:00 to 3:00 pm at ECC.

· Dr. Marsee wanted to know the timeline for the calendar.  Babs stated that it would be a long term project.  Babs stated that he has identified outdated policies and procedures.  The next step is to have the committee come together to agree upon which policies and procedures are accurate, and which need to be revised or updated.

· Dr. Marsee requested that Babs put together a step-by-step process and milestones with estimated deadlines for each milestone.

· Babs stated that everyone is to forward information to him prior to the next scheduled meeting on April 17th, 2008.

· Babs stated that he made a recommendation to Satish to look at the email and network access, as nothing should be stored on the “C” drive.
5. Evaluations (added 3/11/08):  The list will be revisited at the end of the month

· Dr. Marsee reported that both of his staff listed on the 90 plus day report for evaluation have been evaluated.  He stated that one has turned it in and the other one is waiting to turn it in for further discussion.

Ongoing Projects:

1.
Compton Air Conditioning:  The target is to start construction in June.  The current equipment will not survive another summer.

· Fred stated that their objective is to have the MIS air conditioning completed by the end of May, 2008.

· Fred stated that they were going to make it a bond fund project and pay for it out of bond fund.  He stated that they are looking at getting a 4.98 percent interest loan from the California Energy Commission.  We are calling it an Energy Efficiency Program to try and get as many IOUCCC credits that are available.  Fred stated that he spoke with them yesterday and they could have as much as $3 million dollars available for us.

· Fred stated that Compton Center is at a critical junction as it relates to the LRC and they may need to began restoration activities on the LRC using internal funding and make a demand against the surety.

· Fred stated that no one has been able to determine the unencumbered balance of the Bond fund.  He stated that there were outstanding invoices related to the glass contract; unprocessed changed orders related to the glass contract; as well as other obligations related to the LRC.

· Fred informed the group that they have been receiving pressure from administrators who believe they have a balance for their programs that still reside in the bond fund and we are putting a stop to that.

· Fred stated that there is a lot of confusion at the Center as to what the remaining funds are and how they are going to be used.

· Dr. Marsee asked Janice and Myeshia to pull together a business plan for the Bond fund that recognizes the commitments and liabilities against the existing balance.  He would like a schedule that would give the estimated information.  Janice stated that they would need a list of the projects.  Fred is to provide Janice with a list of known obligations of ongoing projects by the close of business today.

· Dr. Marsee asked that the ITS bond fund project be included in the list.  He stated that he would like the information by the close of business today, for the meeting on Wednesday, March 19, 2008.

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.
2. Payroll:  Leave Accounting (Tom Connolly & Reuben James)  (added 3/18/08)

3. Parking on Manhattan Beach Boulevard (Stephen Port)  (added 3/18/08)

4. Update on Planted Areas (Tom Brown)  (added 3/18/08)
Committee Reports/Division Issues:
· Rocky Bonura:

· He stated that today was the last day to submit requisitions for supplies, materials and equipment.  Rocky stated that this does not apply to Categorical Programs.

· They had a response of 6 companies for the Food Service RFP and we are setting up the meeting for the panel to review the proposals; we will then invite the companies we are interested in for interviews next week.

· Stephen Port:

· They have been busy with the merger of the two police departments.

· Active background investigations are current going on for members of the Compton Police department.  It is going well and we are on the Agenda for next Monday afternoon for the Transfer agreement.

· Training for use of the taser was done last week during Spring break for both campuses.

· We are starting to fill some of the overtime slots with officers from both campuses.

· He has narrowed down the Crime Map to four or five different crimes for the 90 Day Review.

· Tom Connolly:

· He stated that most of the stuff that his group did for the parade was done and implemented at the last minute.

· Tom stated that he obtained a lot of information from the Classified Professional Development day guest speaker.  He stated that she did an excellent presentation and he came away from it with “To Do’s” of his own.

· He stated that most of his staff was out during Spring Break and he was able to catch up on some items that needed to be done.

· Tom stated that the auditors will be on campus next week for the annual audit.  They are preparing for the audit.

· Allene Quarles:

· Stated that the position of Vice President Human Resources closed last Friday and they will be meeting this Thursday, April 17, 2008.

· Julie Bourlier:

· She stated that they were still working on their books.

· She stated that they will not know if they are profitable or not as year end will be done at the end of April.

· We are returning a lot of books and we are sitting on $500,000 to $600,000 in credits and once we pay off all our bills we will be asking the publishers for the money back.

· She stated that most of her staff participated in the Electric Cart parade.
· Bob Gann:

· Bob reported that first concrete was poured for the new parking structure last week, to secure parking for the Fall semester.

· He thanked Rocky and his staff for getting the bid going, beginning today to do improvements on the other athletic fields to bring them up to standard to take increased traffic since they will be paving the north field.

· He stated that there is an engineering proposal that is being processed to do the engineering work and it will be going out to bid.

· The last of the old Humanities buildings was demolished last week.

· The LRC will be complete in May 2008.  The equipment is behind schedule a bit, but will be ordered and installed in the summer.  We are looking at a Fall occupancy.

· Janice Ely:

· She stated that she is working on some items for the auditors who will be on campus next week.

· She spent last week speaking with parents trying to complete their taxes and needed to know how much fees were charged to student wit 1098T questions

· Janice stated that she is working with the underwriters on the TRANS and has forwarded the emails to you.  She stated that nothing has been done with Compton.

· She stated that some cashiers were sent to customer service training last week in downtown Los Angeles and training is still being offered.

· She will be attending a Federal Compliance Training session this Friday, April 18, 2008, at our auditor’s office in Rancho Cucamonga, with staff from both campuses.  The training will cover what types of documents are acceptable for Federal grants.

· Tom Connolly will be making the presentation for the 90 Day Review.

· Barbara Perez:
· She stated they are in the process of faculty hiring.  Human Resources received 22 applications and are now out in the field.

· She stated that there is a temporary freeze on classified hiring.  However, we are using this time in the casual area to develop generic job descriptions for the categories we now have.

· Barbara stated they are pulling representatives from across campus to come up with a single generic job description and duties.

· Barbara stated that she took the management positions down a grid that talked about grading people and did an overall review to see if our salary schedule internally was correct in terms of placement.
· Dr. Marsee stated they have a tentative strategy they are going to work through.

· Barbara stated the supervisors were reviewed on a marginal base.

· Reuben James:

· Reuben stated that Roy came to the campus on Monday and was able to work on the purchase orders for the Bond fund, which leaves one outstanding purchase order.

· Reuben stated that Compton should have received an honorable mention for its late entry in the Electric Cart Parade.
· Rocky inquired about the status of the Accounts Payable positions.  Rachelle stated that there were two positions, an Accountant and an Accountant Assistant.

· Barbara stated that the Accountant Assistant is the Accounts Payable position.  Rachelle stated that everything is on hold because the Human Resources office had a leak and they are in the process of relocating to the BRJ modular; everything has not been moved over, and items are still packed away in boxes.  She stated that the move should be completed by the end of the week.  The closing date was April 8, 2008.

· Reuben stated that Maximus sent a list of 75 to 100 items they were unable to locate.  Reuben stated that he will be meeting with Mark when he returns from vacation this week.

· Dr. Marsee asked that once Reuben and Mark have reviewed the list, to please forward a copy to him, the Provost and Campus Police.

· Myeshia Armstrong:

· Myeshia stated that she was under the impression that the accounting position was not an accounts payable position and that both positions being flown were for the accounting area.

· Barbara stated that there were two accountants who are with accounting and then there was the accounting assistant, which was A/P.  She stated that there are actually three positions.

· Rocky wanted to know if it was set for the Purchasing area, to have a Buyers and Office Coordinator position.  Barbara stated there is still an issue and there has to be a discussion on the matter.
· Dr. Marsee stated that Dr. Flemming had a number of questions related to the Line of Credit, Contingency Reserve and other matters; he wanted to know if she was able to help him understand.

· Myeshia stated that Dr. Flemming has received the information regarding the Line of Credit and the Contingency Reserve and from his comments it appears that he understands what has taken place.  Myeshia stated that she emailed everyone a copy of the recent worksheet that included the audited actual, and we are looking at another fund balance.  She stated that the only issue is that last fiscal year the El Camino Administrative fee was paid out of the general fund.  At the time we did not have the approval of how we were going to make the transfers.  Dr. Marsee stated that we did not have the Line of Credit nor was there a draw down and you could not do a disbursement from the Line of Credit.

· Rachelle Sasser:

· Rachelle stated that they have begun the Evaluation process for managers and classified staff.  She stated they hope to have the classified evaluations completed by May 1st and management evaluations by May 15th, 2008.

· She stated that everyone should be aware of the upcoming FCMAT visit.  The Community Relations team leader will be here May 12-15, 2008, and has all ready indicated who he would like to interview.  The Academic team will be here May 18-21, 2008.

· Rachelle stated that there are deadlines in providing them with responses to their recommendations as well as documents that they requested by next week.

· She stated that the Compton Educational Center was involved in an April 12, 2008, Town Hall meeting at Compton City Hall, sponsored by the Mayor.  Rachelle stated that it turned out to be a very positive experience for the Center.  She stated that Dr. Givens gave a powerpoint presentation and then there were questions from the community, as well as from students.  Everything turned out well and the community was happy with the responses that they were given.  They now have a totally different insight in terms of what we are trying to accomplish with the partnership.

· Dr. Marsee wanted to know what the issues were.  Rachelle stated that one was the participation of El Camino in the decision making process at the Center.  Others were about the partnership in general, accreditation, the accreditation process, AB318, class cancellations, Bond oversight, and the $30 million dollar Line of Credit.  The meeting started at 9:00 am and ended at noon.

· Rachelle stated that the meeting was videotaped and will be shown on the local television show.  She stated that the Mayor has agreed to hold future Town Hall meetings to let residents know about the progress of Compton Center and FCMAT.

· She also stated that Congresswomen Laura Richardson was in attendance and will be contacting the governor in regards to what is going on at Compton as it relates to FCMAT and leadership.  She stated that the community is starting to weight in more now than they have in the past.

· Rachelle stated that the Mayor and the Congresswomen were thankful for El Camino’s intervention and stepping forward to serve as a partner.

· Dr. Marsee stated that he would a like a copy of the video tape.

· Babs Atane:

· Babs stated that he had sent out El Camino questionnaires and is encouraging all managers, supervisors and staff to complete the questionnaire and return it back to him as soon as possible.

· He stated that he is in the process of creating a questionnaire for the Compton Center.  He hoped they would have gone out before now, however, he does not know the status.  He will speak with Reuben and Myeshia on how it should be handled.

· Babs stated that the Policy and Procedure committee is scheduled to meet on Thursday, April 17, 2008.  It was agreed that they would meet once a month.  He stated that he will have Ruth send out a reminder email.  The purpose of the meeting is to report back on the catalog of existing policies and procedures and to develop a list of those that we need to write or revise. Babs stated that he has sent out the revised action plan. 

· Dr. Marsee asked that it be included on the first meeting of the month so it can be included on the agenda.

· Donna Manno:

· She stated that she attended a Staff Development conference with a group from the State.  Donna stated that she received great models for a Leadership and Mentor program.

·  She stated that she thought the Classified Day was very successful.  She thought if was interesting that individuals who registered did not attend and people who did not register showed up.

· She stated that the overall numbers were lower than last year.

· Bruce Hoerning:

· Bruce stated that all of the carpet was replaced in the Counseling and EOP&S areas and everything was replaced and up and running by Monday, April 14, 2008.

· He stated that there was a sewer line break in the Band room.  They could not get in there until Monday; they had to saw cut and ran into asbestos and take care of that by 1:00 am Monday, April 7, 2008.  Concrete was poured by Friday.  The clean up was done before the start of class on Monday by 9:00 am.

· Bruce stated that they had an outside firm come in to do tree trimming on campus.  They are doing hedge trimming, installing strips, and window cleaning.  They also opened up the perimeter road in the walkway by the Marsee, building.
· He asked that the folks parked outside the Business area to go ahead and use the original reserved spots.  They will re-strip on Sunday.

· Dr. Marsee asked that Bruce follow-up on finding out if any floor treatments were done during the Spring break.

· John Wagstaff:

· He stated that they had their second meeting with Cisco on the new phone system.  It is beginning to appear that the process is not going as quickly as he thought.  He hoped to have it installed for the Fall semester.  There is a main switch update needed and they need to schedule down time.

· He is doing a laptop recall for the old Toshibas as they are almost 10 years old, and in addition they are going to be purchasing administrative staff new machines.

· John stated the practice for password sharing is more widespread than what was thought.  It is mostly on the academic and student services side.

· Jeff Marsee:

· Dr. Marsee stated that he would like for Bob be included in the meeting with Fred Sturner, so as the funds start coming in he will be able to assist him.

· Dr. Marsee stated that he would like to meet with Janice, Myeshia, Tom and probably Babs to go through all of the accounting issues related to Compton this week.  That includes status of the Bond Fund, the Line of Credit, what is happening with the budget and any of Art Flemming’; issues, including the Contingency Reserve.

· He stated that he needs to know the interest rate on the Line of Credit, what the draw down is; what the draw down needs to be for the Line of Credit.  He stated that the workmens comp issue still has not been addressed or the issue of accrued vacation and compensation.

· He stated that he would like for Babs to report out on the audit findings.

· He asked Babs to please add Summer Youth camps to the list of auxiliary enterprise activities.

· He asked Steve to please provide the Crime Report list so they can see what is going on.

· He stated that there is a Department of Finance meeting at Compton and the will be looking at facilities and viability of the institution.

· He stated that they will be doing their first May presentation at the May Board meeting and we are coming to closure.  He would like to have a first draft budget to the Special Trustee by May.  There will be a tentative budget presented at the June meeting for a July 1st active date.

Meeting adjourned at 9:30 a.m.
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