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Administrative Services Staff Meeting

El Camino College Compton Community Educational Center

May 1, 2007

PRESENT:
_x_  Myeshia Armstrong
___ Janice Ely
___ Mike Johnson
_x_ Barbara Perez
_x_  Rocky Bonura
_x_ Bob Gann
_x_ Donna Manno
___ Allene Quarles
_x_  Tom Brown
___ Doris Givens
_x_ Jeff Marsee
_x_ Rachelle Sasser
___ Ora Bryant
_x_ Bruce Hoerning
_x_ Andy Nasatir
_x_ John Wagstaff
_x_  Tom Connelly
_x_ Reuben James
_x_ Jonathan Ott
_x_ Satish Warrier
Chair:
Dr. Jeff Marsee chaired the meeting.  He stated that he would like to add the following items to the Agenda:
· Faculty Enrollment

· College Council Meeting of April 23, 2007

Minutes:  The minutes of April 3, 2007, were approved.
FCMAT Report
Item deferred to next meeting.  The group was asked to update their status as to addressing the issues if they are still open or if the item has been completed.
Faculty Issues from Conference
The follow-up of May 1st for Administrative Services will be discussed under this item.
Dr. Marsee is going to revamp the process and between now and the end of September on at least a monthly basis, he proposes that we meet in sub-operational groups with all employees in the organization, for the purpose of going through this process.  This will be a several step process.  The first is to take a look at the student and employee satisfaction survey to identify what our customers are telling us, what we can learn and what can be done to address some of the issues; following Operational Improvement; and Opportunity to start developing indicators for measuring our operational effectiveness.
The commitment for the group has to be the willingness to shut down the operation for at least three hours for a 1:00 – 4:30 pm afternoon session.  No meals will be provided.  This is a working session.  This will be done in conjunction with Compton.

Program Review is supposed to do a real assessment of the environment as it is and then create solutions to make it stronger.  The process that we are getting ready to go through is a process that requires a commitment at different levels:  a commitment from the Managers to shut-down operations for a three and half hour time frame; a set-up so staff will accept customer feedback, both in written format as well as face to face; and then solutions that make sense to operations and creatively improve the situation.
The first part of the Program will be self-assessment:  what are our customers telling us as it relates to both the employee customer survey, as well as the student customer survey, common things that we will be working on.  There will have to be some sorting and streamlining of what our customers are saying.  This is the environmental stand piece that has occurred in all of the meetings.  The breakout session will focus on what is working.  Those things that we are doing right will be the things we want to highlight and protect.
We will then come back and report out; build a consensus of what is working; what is worth strengthening; or worth keeping.  The second session we will go back and discuss how we can improve; what are the areas we need to focus on.  We will come back and report out and comment and identify major themes.  Then the third session we can do after we talk about what it is we need to improve.  What are the indicators that will help us measure how we are doing and continue to give us a picture if we are moving in the right direction?  The outcome is the determination of the indicators.
This is part of program review and we will be writing this up as a process.  The Program Review comes across as three different components:  one is flowcharting, the actual process assessment and the written procedures; and the indications of action items.  The second is the survey as it generates action plans.  And the third is the creation of indicators.

Dr. Marsee is looking at June, July and August to have the group shut down its department for 3 ½ hours.  They will be looking at Thursdays and Fridays in the afternoon.

Bob stated that dirty restrooms, and maintenance and technology can be pinned downed to causes of those issues right now and that a focus group was not needed.  There were two positions that were never filled; people preformed those function and we have a deficit.  John stated that administration knows that food services is bad, but it is not a priority.  He stated that Media Tech is not an ITS issue, it belongs to the academic side of the house.
Dr. Marsee said that IT and Professional development have been identified as not serving an apparent need.  If you do this we can do that.  No one is stepping up to the plate.  No one is saying that we are down a person who retired and we need to replace him; we do not have a budget for equipment or we do not have a budget for contractor services to come in and maintain it; because no one is stopping long enough to talk about it.  The object is to get beyond that point and get resolutions.

Our Division is the only area out of the three that does not have an approved program development process in place; of the three groups when the Accredition process starts in 18 months it is the only one slated for failure.  Our group is going to be responsible for probationary or greater negative findings.  Dr. Marsee needed to know if we are going to step up to the line and do program review appropriately, and deal with the issues that come out of it creatively and move forward.

John stated that program review is not the issue.  The issue is what happens after program review occurs.  Program Review will identify strong programs or it may identify programs that need attention.  Program review is not the end all, it is the beginning.  It is the impact on planning and budget.  The solutions come out of planning and budget; the implementation and the evaluation of how that implementation works is what the accreditation process is looking for.  Program review in itself does not do anything.
Dr. Marsee stated that he to agreed with John and that he has shared with the group that of the three groups we are the last group that has move up the line to get access to the 2 million dollars, that PDC will be awarding, based on Program Review outcomes.  They are not going to give anything out in salaries because it is one time monies, but they do have money and we have access and we have to do our work.  You may not get another person, but you may get equipment that will help you.

This is a process we never brought into; a process in which we were written up in our last accreditation visitation for not doing.  This is a process in which we do not implement and we are once again going to get written up.  We are required by the accreditation to do this.

Dr. Marsee will be sending out dates that we will have the training team available.  Cynthia from the counseling department will bring in facilitators depending on the group.  Dr. Marsee will have the group work with Ruth to establish a date for your group.  Bob is to tell how he would like his group split.
The first step is the receiving of dates the second requesting a certain date for your group and, the third he will work with Donna to get the student and employee satisfaction results sorted.  The objective is to have the last indicators of customer satisfaction in place by September.  Flowcharting should be continuous and completed by December 31, 2007.

Emergency Preparedness
Dr. Marsee announced that Mike’s funeral is 10:00 am on Saturday, May 5, 2007, in Manhattan Beach.

Mike had begun a search of possible contracted service related police officers to act as Lieutenant or Police Chief for the Center.  Dr. Marsee asked Jonathan Ott and Dal Toruno to take a look at the resumes to see if there might be someone who might be available.  The current situation is Jonathan is the current lead officer at El Camino College Campus.  He is responsible for all shift issues, responsibilities issues, reporting directly to Dr. Marsee and in his absence to Barbara, who will be acting as Vice President while he is on vacation.  The other sergeant Dal, will be in charge of the Center until we have a permanent leadership established on an interim basis or full-time.  Please contact him for any issues, concerns or recommendations.
Dal is working Monday through Thursday from 7:45 am to 4:30 pm.  He does not work on Fridays.

Dr. Marsee is not sure if it will be the same position that Mike had.  We will get the process started this week.

Jonathan asked that any information that was sent to Mike to be resent to him.  John stated that he could give him controlled access to the information on the computer.

Rocky stated that the Emergency Preparedness Plan should be completed by the next committee meeting.  Dr. Marsee stated one of the complaints was the buildings supers did not know what to do and the equipment was not functional.  Dr. Marsee wanted to know when he was going to bring the group together.  Rocky stated, within the month.  Dr. Marsee stated that he wanted Rocky to schedule a date before the end of May.
At minimum the Evacuation Procedures should, discuss proper protocol if there is an incident on campus; the least desired outcome is to evacuate everyone on campus; isolation depending on the situation and time issues.  Our issue is that we have a place for people to call, that the call be received in a timely manner, that the response to the call be a timely manner and that the problem be isolated effectively, immediately and correctly.  Each situation is unique.
Dr. Marsee stated to Rocky that the key situation is to have response in isolating the problem and not who is notified about what is going on around the campus in the event that there is a disaster.
Faculty Enrollment
Council Update & Verification Status
5a.
Academic Senate & Curriculum Committee - Barbara stated that Ann puts the Curriculum minutes on the portal.  The problem is locating it.  If you go to Academic Affairs, it does not say Curriculum, it says Course Outlines.  Once you click Course Outline it says Curriculum.
5i.
Calendar Committee - is run by the VP of Student Services.  Barbara stated that Manny should post the minutes.

5j.
Campus Police Services – Mike was asked not to post the minutes.  Dr. Marsee stated he will look into this matter.

5n.
Facilities Planning & Services - Done.  Theresa is trying to get it on the portal.

5p.
Fiscal Services – Ruth will handle this issue.

5q.
Human Resources - Barbara will find out.

5r.
Information Tech Services – John stated that he will post the Agenda.  He does not have an Administrative Assistant to take the minutes and he is too busy to do it himself.

5t.
Purchasing & Business Services – Rocky stated that the name of the division has not changed.  It is still Purchasing and Business Services.  However, his title is now Director of Business Services.

TO DO:
1.
Janice will give Satish the aggregate numbers for the budget module for next year.  (3/20/07)
2.
Managers will review the FCMAT matrix handout and confirm that they are in agreement.  Assignments to be completed.  (3/20/07)

3.
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)

4.
Jeff and Bob will discuss the BRJ issue with Doris.  Bob will outline the issues.  (2/13/07) - Pending

5.
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.

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 Connelly) (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 office for the Center was brought up during the Space Inventory process.

· 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.
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.

· Dr. Marsee will speak with Kathy regarding this issue.

4.
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)

· John is to submit a memo to Dr. Marsee recommending a date and a course of action to be taken.
5.
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)

· John is to submit a Position Statement and do the Compton part of the Technology Plan.

· Barbara suggests a split position for both campuses.

6.
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.  The objective is to be completed by December 2007.

Committee Reports/Division Issues:

· Satish Warrier
· Is on the Compton Campus on Monday afternoons and Wednesdays.
· He is hopeful that the individual who will oversee the Compton campus is on the May agenda.
· Bruce Hoerning
· Power outage at the end of May.  Notices will go out as soon as he gets a date.
· Date tentatively scheduled for Saturday, June 9, 2007.

· Jeff Marsee
· Announced that he will be out from May 6, 2007, and is scheduled to return on Thursday, May 17, 2007.
Meeting adjourned at 9:54 a.m.
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