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Administrative Services Staff Meeting

El Camino College Compton Community Educational Center

April 3, 2007

PRESENT:
___ Myeshia Armstrong
_x_ Mike D’Amico
_x_ Reuben James
___ Allene Quarles

_x_ Rocky Bonura
_x_ Janice Ely
___ Mike Johnson
_x_ Rachelle Sasser

_x_ Tom Brown
_x_ Bob Gann 
_x_ Donna Manno
_x_ Marcy Wade

_x_ Ora Bryant
___ Doris Givens
_x_ Jeff Marsee
_x_ John Wagstaff

_x_ Tom Connelly
_x_ Bruce Hoerning
_x_ Andy Nasatir
___ Satish Warrier
Chair:
Dr. Jeff Marsee chaired the meeting.

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

· Page 2 – Item #3 Customer Service Survey – Delete “Donna will weed out negative comments on individuals.”  Keep Donna will separate out the responses for our area.
· Page 2 – Accreditation – “May 1 is the deadline for the first draft.”
Flowcharting Update
1.
Flowcharting – There is a three part component to the Program Review Process that is noted in the minutes, one of them is flowcharting, the second is indicators and the third is Customer Satisfaction/Survey; Dr. Marsee would like to include 2 and 3.
2. Indicators Status
· Rocky – Stated that he had asked his staff to provide him with ideas of indicators by Thursday, April 5, 2007.  He is waiting for the feedback in preparation of the Flowcharting meeting on Friday.
· Bob – Stated that he had taken the Facilities area and broken it down by functions and assigned an indicator for each of the functions.  Some of the examples are:  Facilities Planning the Change Order Percentage as a portion of facilities costs and scheduling errors;  Facilities Services or Custodial:  the square footage per custodian; Maintenance Services:  user satisfaction survey; Grounds:  appearance of the campus; Material Receipt and Distribution (Warehouse):  the number of pieces delivered; Physical Assets Management:  comparison of the purchase order information to the data entered into the inventory records to check for accuracy; Recycling and Waste Management:  requirements for our legal requirements as a performance indicator; Utility Management:  electric yearly cost per gross square foot and yearly kilowatt use per square foot, and the same for gas and water.  Dr. Marsee would like to add aging work orders into the time frame.
· Marcy – stated that they looked at all of their procedures and when they had their group meetings they assigned functions to a particular desk and that is how they did the work flow processing.  They still had a lot to do.  Rachelle discussed the processes that were done this week.  They were Educational Reimbursement, Attendance as Incentive and Part-time Benefits for Classified Employees, Fingerprinting and Professional Development.  These are examples of the different processes which have to occur and procedures that have to be documented.  COBRA:  which each employee has a right to when they leave the District.  For the outcomes and indicators those are things that as we go through the processes we can identify problem areas and place resolutions into the procedures.  Dr. Marsee suggested turn around times, ratios, length of time between request for posting of announcing a position and filling the position or number of evaluations over a certain time period.
· Janice – stated that they were still developing some of their indicators.  Some of their indicators are meeting payroll deadlines, student cashiering deadlines, student and vendor disbursements, financial reports for all funds and branches, cash deposits, cash transfers, monthly closing, bank statement reconciliation, accounts reconciliation, the number of student services complaints, time to process student loan checks and when they will be available for pick-up, processing student payments that come in from the web and the various amounts of mail-in payments.  She is working with staff to find acceptable levels for processing.  Dr. Marsee likes the account reconciliation and would like to include the number of accounts that are out of balance.
· Mike – stated that his department looked at Key cards requests and that 80 percent of the time they are processed within 48 hours and he is looking at decreasing that to 24 hours; parking permit requests, due to variety, take approximately 72 hours to process and he is trying to eliminate the time to 24 hours for 90 percent.  Dr. Marsee suggested a process where staff pre-print their own parking permit with the dates clearly printed on the permits.  Mike continued to discuss indicators such as use of District vehicles, people not being accountable for damages and special event parking rental and said he would like to get it down to three days.  Dr. Marsee wanted to know the response time to emergency calls and Mike stated it was a minute or less on campus and that it depended on manpower.  Dr. Marsee would like response time added to the indicators.
· Andy – stated that the indicators were percentage of used book sales, bookstore profit margins, out of stock text books, missing titles used each semester, campus supplies – orders filled, which normally takes 3 to 5 business days; (he would like to turn it around to 48 hours) number of titles under multi term adoptions – 37 titles (were agreed not to have prices raised if the book is used for a certain amount of terms).  Dr. Marsee stated that 75 percent would be normal with a minimal of 2 years.  Dr. Marsee also suggested cost of goods sold as a percentage of total sales.  Sub-categories include salaries as a percentage of total sales; cost of goods, new books sales versus used books sales, shipping charges for both received and returned and overage ordering by divisions.
· Donna – stated that she had a working draft of the Flexible Calendar Program for faculty and one of the processes that they have flowcharted is the time requested for a program to the ending thank you letter.  It will work both for the flexible calendar program or programs in general.  Ninety percent of faculty will receive credit for conference attendance indicate that they are going to incorporate information presented into the classroom.  Dr. Marsee wanted to know how many faculty members have participated in conferences break it down by full-time/part-time percentages.  Would like to include the percentage for classified staff.
· John – stated that he was looking to make changes to the help desk.  For example 80 percent of the calls being received are handled so they do not become job tickets.  Looking at the time from purchase to PC hardware installation so it is not stacking up in the warehouse.  It is continuous because sometimes the room is ready and sometimes it is not.  Another indicator are customer reports and they will be moved over to the help desk to receive job tickets and can be tracked to the final end result.  The network is also being looked at in SPAM and virus attacks, which is about 80 percent of the e-mail received.  The next indicator would be the telephone system, which will include moves, additions and changes.  The last is MIS reporting as we are required to report zero errors.  Dr. Marsee stated he would like to include the number of user requests for special reports, with the number declining.  The specific tasks that the employees are doing in your office, for example that the Programmer is programming, as to problem solving, as well as time utility.
3. Customer Satisfaction/Survey
Donna stated that a date was needed to look at the surveys.  Dr. Marsee stated that the group will meet on Tuesday, May 1, 2007, from 8:00 am to 1:30 pm in either the Alondra or East Dining Room.  Lunch will be served.  The three Program Development Processes will be discussed.
Be prepared to:

· Review the Satisfaction Survey

· Come prepared with the finalized indicators

· The areas that you need to have flowcharted

As the groups present their indicators, we will critique and then make suggestion and to challenge because each level will determine the appropriate level of efficiency.  Everyone is to bring the information on a memory stick.

The format that will be used has been issued by the Dean of Enrollment Services

· Performance Indicators

· Brief Description

· Strategy for Selection

· Turn Around Time

·  2 Goals – normal processing time and the 90 percent higher or level of efficiency.
The list will be given to Ruth.  You might want to add those items that cannot be measured.
Pay Rate Schedules
Rachelle will discuss next week.
FCMAT Matrix
Dr. Marsee asked the group to confirm items its area.
· Item number 7 regarding campus fraud, change campus to CCCD

· Page 3, number 39 – hours worked by CCCD employee belongs to ECCD.  It deals only with the campus police department

· Page 2, item #29, regarding all contracts to be reviewed by legal counsel, deals only with independent contractors and purchasing.

· Page 2, item #31 – Employee receiving compensation outside payroll.  This means any ECCD or CCCD employee on the payroll cannot receive compensation unless they are represented by an outside company.  This includes licensing, tax returns and possession of a business license.  This is for W-2’s and 1099’s.
· Page 3, item #43 – Facilities Accounting (See item #25)
· Page 3, item #45 – item should come from the President’s Cabinet.
Temporary Signage
Dr. Marsee, Bob, Bruce and Tom will discuss Temporary Signage.
Budget Departments
Dr. Marsee stated that he had deadlines out to discuss the budget.  Janice stated that the Budget went out to the divisions.  The divisions were asked to go over their budget and then schedule an appointment with their Vice Presidents.  The deadlines were April 11, 2007 to meet with the Vice President and April 16, 2007, the Cabinet.
TO DO:  (Skip)
1.
Janice will give Satish the aggregate numbers for the budget module for next year.  (3/20/07)
2.
Managers will provide a list of indicators for their areas, including what acceptable performance would be (low end) and the efficiency rating piece (high end).  This is due at the April 3 meeting.  (3/20/07)  

3.
Managers will review the FCMAT matrix handout and confirm that they are in agreement with the assignments.  (3/20/07)

4.
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)

5.
Start developing indicators.  (2/13/07)

· Reuben wanted to know if examples were given at last week’s 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)

6.
Jeff and Bob will discuss the BRJ issue with Doris.  Bob will outline the issues.  (2/13/07) - Pending

7.
The minutes of the Emergency Preparedness Committee are to be posted.  (Rocky) (2/13/07)

Bob is preparing building floor plans for energy consumption management, and this will be posted on the portal.

8.
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)

9.
Development of Policy and Procedures for fixed asset inventory.  (Tom) (3-6-07)

10.
Compton to initiate a fixed asset inventory.  (Reuben) (3-6-07)

11.
Replace outdated office computers.  (John) (2-13-07)

Ongoing Projects:  (Skip)
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 efficiency

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:

· Bruce Hoerning
· Computer shut down for this Saturday, April 7, 2007 from 12:01 a.m. to 12:01 a.m. Sunday morning, April 8, 2007 morning.  For ECCD only.
· Infrastructure trenching; will be going south after Spring break.

· Mike D’Amico

· Please inform your people not to come to campus that day.  Every thing will be locked and secured.  However, the Childcare Center will be having interviews.
· Chief Johnson is on leave.  He is looking to place one of his Sergeants over here temporarily, until they can find an interim with college experience.

· DUI fair will be held this Thursday, April 5, 2007.

· Final interviews are being held for police officers

· Will be attending a conference next week.

· Discussed the issue of skateboarders on campus.

· Marcy Wade

· Announced that her last date at ECCD will be Tuesday, April 17, 2007.  She will be going to Santa Monica.

· Donna Manno
· Classified Day will be covered at the Management Forum on Thursday, April 5, 2007.

Meeting adjourned at 9:52 a.m.
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