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Administrative Services Staff Meeting

May 22, 2007











DRAFT
PRESENT: 

_x_Myeshia Armstrong _x_ Thomas Connolly  _x_Bruce Hoerning    _x_ Andy Nasatir    x_Rachelle Sasser   

_x_Rocky Bonura    _x_Janice Ely              _x_Reuben James         _x_ Jonathan Ott         ___Dal Toruno                  

_x_Tom Brown
       _x_Bob Gann              _x_ Donna Manno         _x_Barbara Perez       _x_John Wagstaff 

_x_Ora Bryant         ___Doris Givens           _x_Jeff Marsee             _x_Allene Quarles      _x_Satish Warrier    
Guest:
 Rory Livingston
Minutes:  The minutes of May 1 were approved.
The minutes of May 8 were approved with the following changes:

1. Page 1 (Construction Closures – bullet #4) – The interior corridor near the Natural Science building will be open.   ADD:  The walkway between the Administration building and the Natural Science building will be closed.  
2. Page 1 (Volunteers) – Change the last sentence to read:  There is a need to revisit the changes due to the impact on areas like Fine Arts where there is heavy usage of volunteers.
Budget Update – ECC:  Copies of the Tentative Budget, which went to the Board for the first reading last week, were shared with the group.  Noted:

· The vice presidents are still making adjustments.  
· The Final Budget goes to the Board in June.  
· Page 6 is the working page for department budgets.  They are committing to zero growth and zero budget.  
· Jeff will meet with each manager re:  his/her budget on May 24th in the afternoon.   Janice will send each manager a capsule sheet with “budget at a glance.”  
Budget Update – Compton:  Update on the Compton budget: 
· All budget worksheets have been submitted.  The unrestricted section is pretty much done.

· Curry is preparing worksheets for the restricted program.  
· The next phase is to put it in the format for presentation to the Board.   

· They have two weeks to close the budget.  The budget process is over June 1.

· They hope to have it ready for the Board meeting in June.  They won’t have a first reading at the Board meeting tonight.   
· They have the Excel spreadsheets with the VP data, but it hasn’t been put into Datatel yet.   Myeshia is working with Janice as to how this can be done.

Police Update:  There are no major police issues at ECC or Compton.  They are waiting for the appointment of interim police chiefs.  Barbara and Jeff will be interviewing two candidates on Friday and will then make recommendations.  Jonathan and Dal were commended for their work in keeping both police department going in light of recent events.     
Faculty Enrollment Conference:  Copies of a document (Faculty Enrollment Conference) dated 5/1/2007, were shared with the group.  The document lists issues identified at the Faculty Enrollment Management Workshop on April 27, 2007.  It was noted that this document is the result of a 20 minute gripe session held in the morning, and most of the items didn’t make it through the afternoon session.  To get a more accurate picture, the group needs to evaluate the documents from the afternoon session.     

Issues included food services, mailing class schedules, restroom and classroom cleanliness, signage, exit interviews, rosters, salary comparisons, Web site, routine maintenance, marketing, lighting, phone access, PR, scaling up programs, and replacing employees.  Noted:

· This document is being reviewed to provide awareness of what people are saying about us and determine what strategies we can use to improve.    
· Many of these issues are outside the area of Administrative Services.

· What do exit interviews, rosters, etc. have to do with enrollment management? 

· The Cafeteria needs more variety.  

· ECC will discontinue the sale of class schedules and there is now some discussion about mailing them out.  
· ECC will be renovating 40 restrooms.   
· Work is also being done on signage for the campus.   There have also been complaints that signs for daily events look shoddy.  
· ARC is a measurement of student persistence.  Jeff wants research on student exit interviews.  It was noted that this data is in Sequel.  Also noted:  This is outside the area of responsibility for Administrative Services.
· Barbara is working on salary comparisons.

· There were complaints that Datatel is not user friendly.  
· Regarding the rosters issue, it was noted that Academic Affairs makes the decision to stop the registration process.
· An example of the communication issue is the recent announcement from Admissions and Records that they would only accept online applications.  This is a major change, yet it was not communicated to the campus.  ITS, for example, only found out about this change by accident.  

· Per Jeff, ECC will need to transition to revenue downsizing due to lower enrollment.  
Indicators:  Donna, Cynthia Mosqueda (facilitator) and Jeff will meet today regarding setting aside time for focus groups on indicators.  Ruth will contact the managers regarding the half day to be set aside for each area.  Staff members are to be included.  Comments/suggestions:
· The groups should help identify how well we are doing and provide motivation for more productivity.     

· Have a cross section of operational areas in the room at the same time.  

· Define the purpose and the expected outcomes.       
· With service level agreements, users know what can reasonably be expected.  Otherwise, you get user expectations developed in isolation without an understanding of what resources are available. 
· The goal is to get measurable performance criteria.  
· This is part of the program review process and part of ongoing culture.  
TO DO:
1.
Janice will give Satish the aggregate numbers for the budget module for next year.  (3/20/07)  Still pending (5/22/07)

2.
Managers will review the FCMAT matrix handout and confirm that they are in agreement.  Assignments to be completed.  (3/20/07)  Jeff will provide a re-sort of the document for the next meeting.  (5/22/07)

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)  Still pending (5/22/07)

4.
Jeff and Bob will discuss the BRJ issue with Doris.  Bob will outline the issues.  (2/13/07)  A meeting has been scheduled for May 30.  (5/22/07)

5.
The minutes of the Emergency Preparedness Committee are to be posted.  (Rocky) (2/13/07)  Still pending (5/22/07)
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)  The Business Division will be the pilot program – probably with two weeks.  (5/22/07) 
7.
Development of Policy and Procedures for fixed asset inventory.  (Tom Connelly) (3-6-07)  The draft is in process (5/22/07)
8.
Compton to initiate a fixed asset inventory.  (Reuben) (3-6-07)  Attorneys reviewed it and made suggestions and changes. (5/22/07)
9.
Replace outdated office computers.  (John) (2-13-07)  John will be inventorying office computers, which will guide decisions about what needs to be replaced.  (5/22/07)
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.

Agenda for Next Week 
· FCMAT Report
Committee Reports/Division Issues  

· Andy Nasatir:  The Bookstore is swamped with end-of-year activities.
· Bob Gann:  When can they submit purchase requests for next year? They have 30 - 40 purchase orders that need to go as soon as possible.  Bob will work with Rocky on how best to facilitate these orders.  It was noted that the budget is expected to go live on July 1.  
· Donna Manno:  What about conferences for 2007-08?  It was noted that they can be paid for in this fiscal year.    

Kudos To:

· Allene Quarles who has returned from her year at Compton.  
· Rachelle Sasser, who will be returning to Compton.

· Ora Bryant, who will be returning to ECC on June 30.  
· Bruce Hoerning for his work on getting Compton’s air conditioning system up and running.  
Also Noted:  The new Compton ITS employee will start June 1. 

Meeting adjourned at 10:30 a.m.
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