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Administrative Services Staff Meeting

May 6, 2008

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

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

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

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

___ Tom Brown

Minutes:  The minutes of April 15, 2008, were approved.

Budget
Janice stated that she passed out two handouts.  The first handout contained the budgets that were submitted to Dr. Marsee in the first budget proposal.  She stated that the budget were pretty much left intact, however, some adjustments were made to a few of the areas as of Monday, May 5, 2008.  She asked the group to look in the second to the right column under comments; when you see a number in the column, under your area, that means an adjustment was made and your budget was zeroed out because it did not appear to have been used  through February 2008.  The comments indicate the number it was before and under the last column is the amount that it is now.  If you have concerns, please let Dr. Marsee know, because it may be readjusted.  Janice stated that on page 6, in the proposed budget for 2008-09, the revised budget shows $2,803,306.00 million dollars.  It had been $3 million dollars but there has been a savings of $183,910.00 with these adjustments.
Janice stated that the second handout is the first draft of the Tentative Budget that will go to the Board with a few adjustments.  She stated that on page 4, under preliminary budget 2008-09, the first bold line, “total expenditures/appropriations” total $110.8 million dollars and in the line below that under “excess of revenue over expenditures”, we are anticipating a negative $4 million dollars more than we expect to receive in revenue next year.  It is $4 million dollars we will need to take out of the reserve, which will bring the reserve down to 5.8 percent.  She stated that it was doubtful that the President and the Board will accept a $4 million dollar deficit.  Janice stated that Dr. Marsee will be speaking with the President and Cabinet again this week to see if we need to further reduce the budget or if there is some other strategy which can be employed.

Dr. Marsee stated the $183,910.00 dollars represents a little more than 5 percent additional cuts against the budget and if the recommendation represents a 10 percent cut; then the amount he identified in the last number in the last column is the one he will use for the 5 percent cut.

Dr. Marsee stated that Janice handed out another schedule that was presented to Cabinet and to the Planning and Budget Committee at ECC, in an exercise that will be replicated at Compton as it relates to dealing with projected shortfalls for next year.  He stated that ECC shortfall is substantial, $4,180,000 million dollars, but we will try to reduce it to $3 million dollars.

If we do everything the way we have done it, adding positions and/ or eliminating positions, and adjusting for targeted FTES, we will know how many dollars will be left over in the area in the department budgets.  He stated that when the exercise was done for Compton earlier in the year, we were in excess of a $5 million dollars shortfall.  He stated that there were no dollars left for the discretionary department budgets.  Those budgets include part-time salary supplies, travel, conferences, contracts, equipment purchases and everything that relates to the support of the department.  The same exercise was done at El Camino and the budget was $5.8 million dollars short.  Dr. Marsee stated that it was decided, rather then institute a 50 percent cut, we would access the accrued or accumulated fund balance from the past two years at El Camino.  He stated they propose using $2,950,000 million dollars in the fund balance to bridge half of the gap.  The intent is to use the cumulative fund balance above 5 percent to soften the blow.  He stated that another half million dollars can be saved from what we projected in budgets for hourly instruction next year and we have  agreed to take that cut; in fund 15 we had $1 million dollars and if we combine funds 14 and 15, we will come close to saving $100,000 dollars.  Dr. Marsee stated they also identified about a million dollars that were budgeted for vacant positions in next year’s budget and of the million dollars they agreed not to fund $300,000 dollars, which is equivalent to 5 or 6 positions.  Dr. Marsee stated that the cumulative shortfall is therefore now only $1.1 million dollars.  They looked at four options and tried to focus on option 3, to take a 5 percent hit in the discretionary budget and to find efficiencies in the institutional -wide line items; something which we have not been successful in doing yet.  Dr. Marsee stated that they might have to look at option 2 or come back to look at additional cuts.  Dr. Marsee also stated that Janice is going back and looking at some of the institutional wide options.

Indicators
Dr. Marsee stated they will be deferred until the next meeting and that everyone’s indicators should be in active status.

· He asked Fred and Mark if they were activating some indicators.  They responded “yes” and Dr. Marsee informed them it is time for them to get them on-line.

· Rachelle is to work with Allene and Barbara to get indicators active for Compton.

· Babs stated that he has two that he has to activate:  1) Action plan for the audit findings and 2) Policy and Procedures.

· Dr. Marsee informed Janice that he would like to see bank account reconciliations, with none over 60 days; if there are some over 60 days we should focus on them.

· Dr. Marsee asked Donna to give some thought about training for Compton staff.

· Bob stated that Facilities was totally active.

· Julie stated that the “survey” is still not activated.

· Stephen stated all were active.

· Tom Connolly stated the most active in process is the reconciliations and the rest is up to date.

· Dr. Marsee informed Satish that he would like to see the live data by the end of the month.

· Mark stated that he would have to activate the work request tracking system, a customer satisfaction and a bathroom survey.

Evaluations
· Dr. Marsee stated that his two people had been evaluated and should come off the list.
· Julie stated that she has completed them.  She will be meeting with staff over the next two weeks to get them completed.
· Tom Connolly stated that he and Janice have split them and there are two they will work on together, because they are problem cases.  Janice asked if it was okay to take a day and work on the evaluations.  Dr. Marsee stated “yes”.
· Bruce stated that one is on IA and cannot be done and the other two were completed.
· Satish stated that one person is out ill and has been for some time.  He stated the rest are completed with the exception of John’s.
· Stephen stated his two were done and will be submitted to personnel this week.
· Rocky has two he needs to complete and meet with the employees.  The others are a bit more involved and he is working on the narrative.
· Dr. Marsee stated that before he leaves, he is committed to having the management evaluations completed.  He stated that Tom Connolly will be evaluated by Janice.  Dr. Marsee stated Janice will have a one year evaluation; he is currently working on Rocky’s; John and Julie will be evaluated.  He also stated that he will evaluate Fred and Mark. 

Dr. Marsee announced that he has accepted the Superintendent/President position at the College of the Redwoods.  He will start on July 1, 2008.  He stated that he will leave approximately two days after the June 19, 2008, Board meeting, as he has a lot of vacation time.

Application Process Form
Dr. Marsee stated that he has spoken briefly on how we have set aside money for the last two years primarily for the PBC to award grants for recruitment and retention related activities.  Dr. Marsee stated that he has presented two new criteria for Administrative Services to participate in the application for additional funding.  In the four areas on page 1 of 6, this is the $3 million dollar money, which is the additional appropriation that El Camino College is receiving as it relates to the partnership with Compton.  He stated that the President does not want to use the money to balance the budget; for on-going expenses; or long-term salaries.  This money is for Fund 15.
Dr. Marsee stated that the four areas that the funds could be used for are:  1) Marketing and Recruitment; 2) Student Success and Retention: 3) Process Improvement and 4) Program Development.  ARCC (Accountability Reporting for Community Colleges) and the Chancellor’s Office have established seven measurable areas that relate to retention; for  example, persistence rates are those students who progress from first semester to second semester, or students who completed as least 30 credit hours. The funding request has to show the activity, what the expected improvement would be at the end of the measuring period, and how they will measure and verify the stated outcome.

Dr. Marsee stated that our area would be process improvement.  Process improvement deals with anything dealing with campus services, including customer satisfaction and indicators which we have in place; things that can be done to raise customer satisfaction or remove barriers preventing peak operational efficiencies or performance.  This is the area on which we have to focus, on getting money into our operational area as it relates to planning software or  a planning module.  He stated that is was from this process we will receive funding.

He stated program development funding support includes curriculum development, which is intended to move the institution forward.  Dr. Marsee stated that no new programs have been developed for a least a decade.  He stated that item number 4 is intended to take a look at our existing curriculum , to either update it, put technology in place if necessary, revise it or to create new programs that will allow us to grow in different directions that would allow us to stay connected to the community we are serving.
Dr. Marsee asked Donna to give an update on the planning module. He asked Donna to work with Shobhana on one-on-one help to assist managers in moving through a completion phase.

Dr. Marsee stated that normally it would be done by April 1, 2008, but because we are running a first time program, the PBC is committed to keeping the door open until the final budget is completed in September.  He would like to have them completed before June 30, 2008, so he can sign off on them.

Monthly Calendar - May
· Julie stated that Bookstore requisitions had been completed and can be deleted.  Dr. Marsee asked her to get back with Ruth if the entry was not appropriate and have her adjust it accordingly.
· Satish asked that May 12, 2008 be added for Summer and Fall registration.
· Janice stated that the CCFS-311 Quarterly report has been completed.
· Julie stated that the Bookstore inventory has been completed.
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.
· Dr. Marsee asked Bruce to send him the list of items non-completed.  He asked Bruce how the inventory looked.  Bruce stated that some items are missing, some are not tagged, and others have been moved around.  Dr. Marsee will have Shobhana assist with the Fixed Asset Inventory

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.
· Remove Carol as the coordinator.

· Fred stated that FCMAT was getting wide press and appearing in the Compton newspaper and it was the main topic at the Town Hall meeting.  He stated that he has been questioned by DOF and ALO in terms of our viability and funding.  He stated we need to focus on getting our scores up.

· Bob wanted to know if part of the legislation that enabled the partnership that has the FCMAT requirement associated with it and Dr. Marsee stated yes, it is “AB 318.”

· Dr. Marsee stated there were conflicts about what we should or should not be doing.  FCMAT is telling us we should be treating Compton as separate but equal.  While the accrediting agency is stating we are one organization and have full responsibility over the Center.  He stated that is why the numbers are so low.  FCMAT’s position is we brought El Camino in to make Compton well within 3 to 5 years.  Dr. Marsee stated that we probably will be in conflict until the accrediting process has begun.
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.
· Babs stated they met on April 17, 2008, and they went through existing Policies and Procedures and agreed as a team to go back and align those Policies and Procedures with our format and also stated they should start right away to adopt the procedures.

· He stated that a Policy and Procedures Manual should be completed with a month and the group agreed to meet monthly for review.

· Allene stated that they agreed to meet two weeks prior to the staff meeting to give Babs an update or progress report so Babs could report out.
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:
· Bob Gann
· The LRC is moving along as far as construction.

· The parking structure is moving right along.

· Bob stated that the contractor has an optimistic schedule and might have the parking structure completed in January, although we cannot guarantee that.

· Julie Bourlier
· Julie stated the inventory was completed last week in the bookstore.

· She stated they are working on re-setting the floor in the textbook department, because it is not laid out well and inventory is at its lowest point; better signage is need so that customers can help themselves.

· Stephen Port
· Steve stated that both Boards approved the transfer of campus police last week.

· He stated that the background checks on the new employees are progressing.

· The new Chief of Police has been identified and will begin on July 1, 2008.

· He stated that we are providing in -service training on Policy and Procedures and taser training; and equipment has been ordered.

· Tom Connolly
· Tom stated the auditor was there for four days and left them with a short to do list to be completed before the next phase.

· He stated for those who might be interested in records retention that he has the most updated retention manual.

· Satish Warrier
· Satish stated he will be meeting with the Deans and Academic Senate regarding the new phone system.

· Dr. Marsee asked him to do a presentation at the next 90 Day Review regarding issues related to the new technology, including text messaging for emergency broadcasting, and imaging systems.
· Bruce Hoerning
· Bruce stated they are running conduits in MCS for the fire alarm system.

· He stated they are working on a punch list for phase 1 and 2 of the Central plant.

· They are working with AT&T to get antennas.

· Bruce stated that the Math and Business user group meeting is Thursday, May 8, 2008.

· The roofing bids will go out in the next couple of weeks, thanks to Rocky and his staff.

· Fred Sturner
· Fred stated they completed the plans for the MIS HVAC and other emergency repairs.

· He stated that the plans went out yesterday for pricing for the HVAC portion.  Fred stated that he had to make adjustment to plans, so it would not require DSA review and approval.

· An Emergency Resolution will be placed on the Compton May 20, 2008 Board Agenda, authorizing a contract for renovations modifications to the MIS building and it is hoped that the work can be completed by June, 2008.

· Mark Hovatter
· Mark stated he had to submit a report to the California Integrated Waste Management Board about the 50 percent diversion of waste.
· We were in violation last year at 46 percent and this year we are at 34 percent.  The good news is we should be at 70 percent next year.  He stated that we are the community dump, so they placed a fence around the dumpsters.

· Mark stated he is in the process of completing evaluations.
· Myeshia Armstrong
· Myeshia stated she has a meeting today with Compton’s Budget and Planning Committee.  She stated they took a different approach and it is a step back.

· Dr. Marsee stated that Myeshia’s position is to be staff support, to provide what they need and the information they require.

· Dr. Marsee informed Myeshia that she is to inform the BPC that all requests for extraordinary information, for special analysis, special reports or information that has not already been provided, should be made by the co-chair to Dr. Marsee.

· Myeshia stated that her area might finally receive some assistance for year- end closing.

· Donna Manno
· Donna stated that the Faculty/Staff Appreciation Reception is May 22, 2008.  She will send out an announcement.

· She stated that they are busy getting faculty in full compliance with Flex by the end of the semester.

· Donna stated that her group is getting ready for Flex Day on August 21, 2008.  She stated that she suggested a format to Dr. Fallo and Dr. Arce, but has yet to receive a response.  She stated that they might have a series of break-outs right after the general session.

· She stated that Facilities might want to do an informational piece about what is happening around campus.

· Allene Quarles
· Allene stated that last workshop for the “Employment Relations Consortium” is on Thursday, May 15, 2008.  She stated that the deadline to register was Monday, May 5, 2008 and has been extended to today. May 6, 2008.  She asked that the group submit the names of the individuals who are attending.  Allene stated that 15 people had signed up for the last workshop.

· She stated that the recruitment for Vice President of Human Resources is moving forward.  The committee is to review applications and will be meeting on May 13, 2008 to decide who to interview.  She is trying to get it on the June, 2008, Board agenda for a July 1, 2008 start date.

· She asked Dr. Marsee to provide her with a date so the group could take him out to lunch before he leaves.

· Babs Atane
· Babs stated that he is beginning to receive some action plan responses back regarding the 2006-07 Audit Findings.  He stated that it is not enough to stating that something has been done, he has to see some documentation.  He stated that he met with Keith Curry regarding the Federal Categorical programs and with Reuben yesterday.

·  He stated that he is getting back the questionnaires and the responses have been great.  However, some individuals have not completed the questionnaire and those who have not completed the questionnaire should be candidates for review.

· Babs stated that the Compton Educational Center is on hold until he can determine who will be administrating the questionnaire.

· Janice Ely
· Janice stated that they are working on the budget.

· She stated that they expect traffic pick-up for cashiers as of Friday, May 9, 2008, the last day to drop and Monday, May 12, 2008, the first day for registration for the Summer and Fall of 2008. Students will be coming to pay over due fees so they can register for next semester.

· Rocky Bonura
· He stated that they were busy with year- end closing.

· Rocky stated that there were several bids and proposals.  He is hopeful that the Board meeting will produce a contract for the new food service operations.

· Jeff Marsee
· Dr. Marsee asked that everyone give some thought to the day 90 Day Review in June 2008.

Meeting adjourned at 9:45 a.m.
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