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Administrative Services Staff Meeting

July 15, 2008
PRESENT: 

___Myeshia Armstrong   _v_Tom Connolly    
  _x_Reuben James        ___ Reagan Romali
_x_Babs Atane                 _x_Janice Ely                _x_ Donna Manno       _x_ Rachelle Sasser 
_x_Rocky Bonura            ___Bob Gann                 ___Andy Nsastir          _v_Fred Sturner           _x_Satish Warrier

_v_Julie Bourlier             _x_Bruce Hoerning        _x_Barbara Perez        _x_ Michael Trevis         
_x_Tom Brown  
  _x_Mark Hovatter
  _v_Allene Quarles       _x_ John Wagstaff 

Minutes:  The minutes of July 1 were approved with the following changes:

· Page 2 - Policies and Procedures – (next to last line):  change to “the Board is only to establish broad-based policies and not procedures.”

· Page 3 – Reuben James (first bullet):  change Sherry to Cheryl. 

Indicators:  As previously discussed, indicators will be reviewed at the staff meeting held on the third Tuesday of the month at ECC.  Barbara noted that indicators could provide the data for program review.  Donna noted that there is a section in Plan Builder for program review.

· Bruce Hoerning:  They are at 97% for emergency and safety work and 94% for medium work. 
· John Wagstaff  
· They have reached a milestone; projects in red are over 77%.  
· Regarding tracking programmer time, Student Services is their biggest customer and most of the work involves customizing the Colleague program to do what the user want.    
· The Help Desk looks good; most tickets close out in 6 days. 
· Donna Manno  

· Regarding attending a workshop, they are at 93%.  Barbara suggested doing a follow-up survey to see if they use what they learned. 
· RE:  the Flex event, they are at 100% compliance, although some haven’t turned in the final piece. 

· Rocky Bonura

· They track invoices paid (net 30 days) on a daily basis, and they are almost all clear.
· Purchase orders are going well also. 
· They might have to develop some sort of survey to measure customer service.  
· Janice Ely             
· Tracking service to students in line will be tracked next month.  
· She wants to look at the program review model.  

· Michael Trevis:  
· They are working hard to provide good customer service, and he hasn’t heard of any complaints during his tenure.  

· They have two police vacancies at ECC and Compton.  There is also a clerical position open.  
· They are also working on emergency preparedness.    

· Mark Hovatter:  They have six indicators, but since they just started collecting data, they don’t yet have enough.  Bathroom cleaning and the amount of time to process an invoice will also be tracked.  Barbara suggested preparing something that provides direction as to where to go to get something fixed.  
· Rachell Sasser:  They haven’t been working with indicators; they have been dealing with FCMAT.  They are currently working on Board policies and procedures and the Faculty and Staff Handbook.  
Policies and Procedures:  Clarification items regarding policies and procedures:    

· A listing of League policies and procedures is needed.   An index should be sent out to the managers.
· The League numbers are different from the old college numbers.

· The League had broken down the policies into groups, and 6000 is for Administrative Services (which the League calls Business Affairs).  Babs suggested adding the old number to the League number for consistency.  

· Part of the problem is that the procedure is taking on the same number as the policy.  It was noted that the policy is preceded by BP and the procedure is preceded by AP.    

· It was suggested that another meeting of the policy/procedures group might be needed.         

Plan Builder:  Per Donna, no one from Administrative Services has put any plans in.  Part of the reason for doing these plans was to put in for the partnership money, and part was for the accreditation team visit.   It was noted that the system has now rolled into 2009-2010, so you can’t do anything in 2008-09 now.    John noted that 40+ people put in paper plans, which won’t integrate with Plan Builder.  Barbara stressed that managers need to take Plan Builder seriously.    

Flex Day:  Donna provided the group with copies of the Flex Breakout Worksheet.  Her current focus is on numbers 2, 3 and 5.  She would like two 40 minutes sessions on the ECC Facilities update and the same thing for Compton.  She needs brief descriptions by Thursday.  
Project Status Updates:
1. Fixed Assets Inventory:  
· Tom Brown and his crew are working on how some things are grouped, but progress is going slower than they would like.  
· It was noted that there is no need to do anything about new computers; they will be added automatically.  
· A person to be in charge of fixed assets at Compton needs to be identified and trained.  
· It was noted that entering data accurately is crucial, because mistakes can’t be erased.

· Barbara will coordinate with Satish to pull together a meeting once she sees a draft of the inventory list.  
· Ruth will set up a meeting on a Tuesday or Thursday afternoon with Rueben, Mark, Satish, John, Janice, and Myeshia or Reagan.  Location:  MCS 105.   

2. FCMAT:  Rachelle reported that the FCMAT team wants to come out November 2 – 5.  Barbara noted that the accreditation team visit will be first week in October.  
3. Phones:  The cutover to the new system went smoothly.  Boxes will be put in the division offices to collect the old phones.  There was a brief problem with the fax machines, but this was anticipated, and it should be resolved soon.  If a phone keeps ringing, it may mean that you don’t have a voice mail box set up on that number.  This should be reported to ITS.  The question was raised as to what to do with people who want speakers.  Another issue raised was the echo.  This is the result of connecting a digital system to an analog system.  It was suggested that now that the cutover has been completed, the phone bulletin should be sent out again.

The main number is the same (532-3670).  ITS is proposing that it should be 660-3593 (since everyone knows that number) and then users would put in their extensions.  This is what would be put on business cards.  It was noted that long distance access has been severely restricted.   
4.
Security:  The security cameras are up, and they are looking at storing the information.  Does ECC need to notify people that they are being filmed?  The parking permit machines have been ordered and will be installed in August.  A corridor has been established to contact Compton via radio.  The emergency phones and red phones have been checked.  The county or city will put in a signal light in October, and they are working on routing traffic in that area.   There is no update on the key situation at Compton.  

5.  Policies and Procedures:  Babs reported that he is not getting much response re:  policies and procedures.  Old procedures can be modified; let him know if you need help.  Compton is to mirror ECC’s policies and procedures.  Reuben reported that a few items still need to be addressed on the inventory procedure in order to get Tom Connolly’s approval.  IT noted that it will need advance notice because an outside vendor will be doing the work.  Re:  the action plan for audit findings, these issues need to be resolved before the auditors come in.  

Committee Reports/Division Issues  

· John Wagstaff:  They have been consumed with working on the new phone system.  He is also working on a retreat with the Technology Committee to work on the new Technology Plan.  Issues at Compton re:  document imaging have been resolved and the vendor is now ready to proceed.  Also, the check run project  needs a decision.
· Mark Hovatter:   HVAC had a snag yesterday, and in order to prevent future snags, the contractor will check the system at 6 a.m. every morning.  It was noted that Roger Stuart will be out for at least two weeks due to heart failure.  
· Reuben James:  The time frame for Accounts Payable people returning to Compton has been moved back.  
· Tom Brown:  They are working on parking issues, including temporary parking on the north field.  
· Bruce Hoerning:  The cooling issue in the Science Complex has been resolved.  On Friday and Saturday they will be slurry coating some campus roads.  There was a problem with the Stadium gates being left wide open.  Some rooms in the Communications building will be used as swing space for next summer.  They are also redoing the Student Services Center roof.  
· Donna Manno:  She is working on the Flex Day event.  HSA will do the pancake breakfast again.
· Rocky Bonura:  The new food vendor, FoodServices Inc., is now up and running. Rocky is currently the contact point.  The Art deli is open, and the modular food building will be open by fall. The Common Grounds venue will provide sushi.  They are also working on having cooked food at the Manhattan.  It was suggested that something should be sent out to people explaining what is happening during the transition.  
Meeting adjourned at 9:55 a.m.
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