[image: image1.png]



Administrative Services Staff Meeting

June 5, 2007
PRESENT: 

_x_Myeshia Armstrong   ___ Thomas Connolly  _x_Bruce Hoerning      ___ Andy Nasatir        _x_Rachelle Sasser   

_x_Rocky Bonura            ___Janice Ely               ___Reuben James         _x_ Jonathan Ott         ___Dal Toruno                  

_x_Tom Brown

  _x_Bob Gann               _x_ Donna Manno         _x_Barbara Perez       ___John Wagstaff 

___Ora Bryant                 ___Doris Givens           _x_Jeff Marsee             ___Allene Quarles      _x_Satish Warrier    
Minutes:  The minutes of May 22 were approved.
Monthly Calendar:  Copies of the June calendar were shared with the group.  It was noted that this is more of an annual internal operational calendar.  Bruce will add items re:  the inventory count.   The calendar for the coming month will be provided at the last meeting of the previous month.
Focus Groups:  Copies of an information sheet on the Focus Group Workshops (including purpose, outcomes and agenda), the upcoming dates, and a first draft of the invitation were shared with the group.  The agenda was reviewed.  Noted:
· Due to a change in facilitator Cynthia Mosqueda’s schedule, the June 15th date will be cancelled.
· In response to concern expressed about the date for the Fiscal Services group, it was suggested that they switch dates with another group.  

· John Wagstaff has a format for the quantitative data.   The comment data would be a summary.
· The first half of the workshop is about strengths; the second half is about weaknesses.   
· The object is to develop creative solutions and establish outcome assessment tools, which are the indicators.   Managers need to go into the sessions ready to provide indicators.  

· Reasons to do these workshops:  1) listen to the voice of the customer, 2) link the flowcharting findings with the indicators.  
· In order to prevent the indicators from slowing the free flow of the process, they should be done at the end.  
· Managers should just sit back and listen.   Hierarchy should be removed from the process.  
· Concern was expressed that the groups could degenerate into gripe sessions.  

· It was suggested that a general announcement about the whole series of focus groups should be sent out, asking for interested participants from campus.  Then create a general list of those people and their areas of interest and invite them when the time comes for that area.  
· The other two VP areas need to be solicited as well.

· Is this a paid work activity?  Yes; however, supervisor approval would be necessary.  
· There needs to be enough lead time to send out invitations, get responses, gauge the responses, etc.  

· Per Jeff, the general invitation (E-mail) is to go out this week to establish the pool of interested participants first.  The workshop dates can be determined later.    

FCMAT Report:  Copies of the FCMAT Recommendation (dated 6/5/07) were shared with the group.  It was noted that this is the extraordinary report that came out before the larger report.  The recommendations involving Administrative Services were reviewed and they will be a recurring monthly agenda item.    
Policies/Procedures:  Procedures need to be documented.    Noted:
· Procedures are not on the Web.  
· Accountability is a big issue.  Who is responsible for seeing that procedures are being followed?
· Purchasing procedures have been redone by Rocky and representatives from Compton.  

· Some procedures may not translate to Compton because set ups and division organizations are different.  For example, Compton has decentralized buying and ECC has centralized buying.    

Year End Closing/General Ledger:   No discussion.
LACOE:  Myeshia met with Cheryl, who is the coordinator and has been working with Latonya and Kim.  Rachelle is the senior supervisor.  Per Myeshia, the Provost and the Special Trustee have agreed that access would be fine, but they wanted the request to come from Jeff.  Satish will send the information to Jeff.
90 Day Review:  The next 90 Day Review will be held on June 14 in Business 2.  Noted:

· Rocky will be the moderator.

· Jeff wants the event to be held in Haag Hall instead of Business 2.  
· Each manager will have 5 minutes to discuss his/her area.  
· The Can Do awards will also be presented.  The Area Council nominated several people for the Can Do Awards and they will all receive an award.  They are:

· Hong Tran (Fiscal Services)

· Linda Detwiler (ITS), 

· Nina Oshio, Lisa Yaguchi, Roxanne McCoy and Valerie Jeffery (HR)

· Ora Bryant (Facilities)  
· Jonathan Ott and Dal Toruno (Campus Police)  
· The “can” awards will be replaced with something a bit more formal.  

· It was decided that Compton should be included in the Can Do Awards.  Marilyn Vaughn was nominated by Myeshia, and Roy Patterson was nominated by Rocky.   These nominees will be added to the list of awardees.      
· A suggestion was made to have a separate event to recognize the one year anniversary of the Compton partnership.  
TO DO:

1. Jeff will provide information about the Administrative Services Focus Groups at the next Management Forum.  (6/5/07)   
2. The LACOE request re:  Compton will come from Jeff.  (6/5/07)

3. Satish will send the LACOE information to Jeff.  (6/5/07)
4. Jeff will pick a policy and a procedure to review each month at the staff meeting.  (6/5/07) 

5. Janice will give Satish the aggregate numbers for the budget module for next year.  (3/20/07)  Still pending (6/5/07)

6. 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.  (6/5/07)

7. 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 (6/5/07)
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)  The Business Division will be the pilot program – probably within two weeks.  (5/22/07) 
9. Development of Policy and Procedures for fixed asset inventory.  (Tom Connelly) (3-6-07)  The draft is in process (5/22/07)
10. Compton to initiate a fixed asset inventory.  (Reuben) (3-6-07) Attorneys reviewed it and made suggestions and changes. (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.   The Facilities Committee meets monthly to address such issues.  (6/5/07) 

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).  It was noted that there is nothing much on the site anyway, and the procedures are not on the public site.  Jeff will pick a policy and a procedure to review each month.  (6/5/07) 

4.
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)  Compton has the same problem.  (6/5/07)
· 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  

· Bruce Hoerning:  Communication will go out re:  power shut downs on June 17.  Jeff wants a schedule on inventory control work.  Ora is scheduled to return to ECC July 1; however, she has agreed that she won’t leave Compton until her replacement is identified.  
· Satish Warrier:  The Compton Center air conditioning went down again yesterday.  Bruce will get another company to look at it.  The temporary ITS person started at Compton yesterday. 

· Bob Gann:  Copies of a map showing the road closures that will begin next week were shared with the group.  This information is also posted on Web.  Reserve parking spots will be moved south.  
· Jeff Marsee:  The Compton map needs to be updated.       
Meeting adjourned at 10 a.m.
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