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Administrative Services Staff Meeting

July 24, 2007
PRESENT: 

_x_ Myeshia Armstrong
_x_ Bob Gann
___ Jeff Marsee
___ Rudy Ramos
_x_ Rocky Bonura
___ Doris Givens
___ Andy Nasatir
___ Rachelle Sasser
_x_ Tom Brown
___ Bruce Hoerning
___ Jonathan Ott
___ John Skipper
___ Ora Bryant
_x_ Reuben James
___ Barbara Perez
___ Dal Toruno
_x_ Tom Connelly
_x_ Rory Livingston
___ Stephen Port
_x_ John Wagstaff
_x_ Janice Ely
___ Donna Manno
_x_ Allene Quarles
___ Satish Warrier

Minutes:  The minutes of July 17, 2007, were approved.

Monthly Calendar - August
· On the Master Calendar – “Final budget is reviewed for approval”, this is for Cabinet review.

· On the Master Calendar - Remove “Auditor arrives to audit Bond expenses”
FCMAT Report
· John Wagstaff stated that Compton went through the FCMAT report and did a good job on the Standards and reducing them to items that can be scored.  The idea is how do they overlay their operation around industries and how would they rate by adding a third or fourth column for ECC.
· Bob wanted to know if it was clear what area of responsibility it for ECC administrators and Compton Center Administrators.

· John Wagstaff stated it was broken out according to Standard three, which has Human Resources, Physical Resources and Technology (Standard 3C).

· Bob stated it was not clear as to who has the direct responsibility to implement the recommendation.

· John Wagstaff stated they are still doing the Self Study for the Accreditation visit for ECC and Compton Center.

· Rocky wanted to know if they were to rate the FCMAT document and get it back to Ruth.  The rating scale is from 0 through 10.

· Bob suggested that this item be carried over to next week.  He also stated that they would bring back the rating for the Matrix

The Matrix:  Copies of the FCMAT Recommendations (aka The Matrix) sorted by area, were shared with the group.  The auditors were given copies of this.  Managers are to look into what needs to be done in their areas.  This will be an agenda item for next week’s meeting.

TO DO:

1.
To initiate a fixed asset inventory, mark reports up and send them 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)  Bruce will meet with Dr. Rapp today to review the report.  (7/17/07)

2.
Development of Policy and Procedures for fixed asset inventory.  (Tom Connelly) (3-6-07)  The draft is in process (5/22/07) Dr. Givens would like a copy of the procedures.  Still pending (7/17/07)

3.
Compton is to initiate a fixed asset inventory.  Campus Police will be included in this inventory.  (Reuben) (3-6-07) Attorneys reviewed it and made suggestions and changes. (5/22/07)  It has been sent to Maximus for review.  (6/19/07)  The report has been returned from Maximus, and Reuben plans to take it to the Board in August.  He will send Bruce a copy.  (7/17/07)
· Reuben stated that everything is up and running and that he wants to mirror ECC

· Bob wanted to know if Maximus has completed the survey.  Reuben stated not yet.

Ongoing Projects
1.
Colleague 18 Upgrade:  ITS will have to take the entire system down for a week for the upgrade to Colleague 18.  They are currently looking at the week of September 14.  Due to the census and the 320 report, waiting until the end of September was suggested.  This will affect Compton also.  Managers are to give Satish information on what will be adversely affected by a whole week of down time in September.  (7/3/07) - The dates have been changed to September 22 – October 1.  Key users (Admissions and Records, Fiscal Services, Human Resources and Purchasing) were notified last week that Release 18 was up in test mode, and they were instructed to use it and report on any problems by September 1.  It was already known that current hardware could not be used to run Release 18, and new equipment was included in the Technology Plan.  However, ITS has now learned from other colleges that have already converted to Release 18 that ECC lacks the power and air conditioning for the new equipment, and this can’t be upgraded before the September 22 date.  It was also noted that the Datatel company has been singularly unhelpful, catering to certain companies and ignoring the problems they are causing many other customers like ECC.  They have even charged ECC for documentation on how to convert materials to the new release.  Also, regardless of whether or not their customers are ready, they will be withdrawing support for Release 17 by the end of the year, so the conversion must be made.  Consequently, ITS will go ahead with the plan to take the system down from September 22 – October 1.  (7/17/07)

· John Wagstaff stated that the system has to be put to sleep for a week.  During this period no processing, purchase orders, requisitions, or registration can be done.  The information has to be stored and it will run after they come back.  They will start sending out warnings and updates in early September.

2.
Compton Air Conditioning:  The problem with the air conditioning at Compton needs to be addressed before the equipment is adversely affected.  Things will only get worse with summer coming up.  Southland Industries explored the problem and has sent a proposal to Compton staff.  Addressing the problem will require the system to be down for a while – maybe a week.  Bruce and John will meet to determine what can be done to minimize the problems this will cause.  John Skipper stressed that the police phone lines need to remain up.  (7/3/07) - The temperature reached 130 degrees this weekend.  Two chillers have been brought in.  Board approval has been received and resolution is anticipated in 45 days.


It was reported that the temperature in the room is now 80 degrees (down from 130 degrees).  This will work as a short term fix, but not for a long term solution.  They are still working on this.  (7/17/07)

Andy noted that Bruce is working on the inoperable air conditioning system at the Compton Bookstore.  They can function with fans until the fall, but the increased volume of students then will cause a problematic rise in the heat level.
· John Wagstaff stated that the two portals in the hallway and the one in the room seem to be holding its own at 75 degrees.  His concern is there is not enough room in its current location and the roof is not reinforced enough to take the weight of the compressors that will be driving the system.  He understands that they want to place them in the machine room and there is not enough space to begin with.  There is no room for expansion of the Core Network.  The space is taken up by air conditioning.
· Reuben stated that the print shop will be moved so IT can expand.  A space has been identified in the Vocational Technology building.  He stated that Southland will check the issue regarding reinforcing the roof.
· Bob wanted to know if they will be working under an emergency resolution.  Reuben stated yes and it was sent to LACOE 8 to 10 days ago.
· John Wagstaff stated they might want to consider a cover over date of September 22, 2007, which will coincide with ECC.
3.
Facilities Work Inventory (Compton Center):  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)
4.
Emergency Preparedness Plan (ECC District)

· The Center does not have a place to call an Emergency Operations Center (EOC).  John Skipper is working with Fred Sterner on identifying a location.  (7/17/07)

· Rocky reported that they are currently revising emergency plans (The Emergency Operations Plan, the Emergency Operations Center Plan and the Site Emergency Plan) to conform to Federal guidelines.  The new plans are very different from what ECC is used to and will require training for all, including Board members.  Rocky will share the training outline with Donna. (7/17/07)

· Rocky will make a presentation at the August 23rd Flex Day. (7/17/07)

· The next Emergency Planning Committee monthly meeting will be held on August 13.  More participants from Compton were requested. (7/17/07)

· It was noted that Facilities staff members are responsible for maintaining the emergency earthquake equipment. (7/17/07)

5.
Flowcharting
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)

· Flowcharting reports are to be sent to Ruth Sanchez so she can compile a composite for two purposes:  1) we want to be able to reflect on the accreditation process as it is ongoing and 2) to see what the next steps are in terms of process review (6-12-07).

6.
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)
7.
Media Services Issues:  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) (2/13/07)  Compton has the same problem.  (6/5/07)  This will be part of the VP review of positions. (7/3/07)

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

· Barbara suggests a split position for both campuses.
· It was noted that this position deals with repairs and takes expertise.  Also, employees are not allowed to work out of class.  (7/17/07)
8.
Program Review:  At the next meeting, the group is to come back with a list of indicators that are applicable to their areas.
· First step indicators

· Measurements
a) Acceptable Standards

b) Standards for excellence (e.g. invoices in the outbox for 30 days when they should be there 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.

· Donna is working on her survey report.  Managers need to do an executive summary report for his/her area.  Then they need to look at the areas for improvement, flowcharting and the performance indicators.   (7/17/07)

Focus Groups:   Issues regarding the planned focus groups:

· Problems with scheduling facilitator

· Problems getting participants

· Lack of leadership and consistency

· Lack of clarity on the intent of the groups  

· Lack of clarity on expected outcomes

· How much information will actually be obtained for all the effort put out?
· Rocky stated that a meeting will be scheduled for next week.

· Rocky asked that they bring 3 performance indicators to the meeting

· The meeting will last half a day, and either a continental breakfast or lunch will be provided
Comments/Suggestions:

· It was decided to cancel the Facilities group scheduled for Thursday morning because Bob won’t be here, no customers have been scheduled and students can’t come because they are in class.  

· Janice reported that she, Tom and Rocky won’t be available on the date scheduled for the Fiscal Services focus group.  

· It was suggested that Administrative Services should hold one big internal meeting rather than several focus groups.  Donna will be coming back full time in September and could coordinate this.   
· Performance indicators were to be the outcome of the focus groups.  The purpose of the indicators is to give us an early idea of problems.  

· The customer satisfaction survey could be used to tell us what is working and what is not.  Then we determine what success looks like and the cost to get there.  

· We need to assess what is going on in measurable, quantifiable units.

· It is difficult to develop measurable standards; they are very subjective.  

· It is difficult to get employee involvement because of past workshops, where they did work that produced results that were just ignored.  If we do this and get feedback, we need to respond.  

· Surveys reflect unlimited user expectations.  It was suggested that the limitations could be explained to customers so they understand why things can’t be done.

· Resource allocations are always an issue. 

· A 35-55 person Administrative Services area group was suggested, reporting indicators out to the group and then coming back to customers later.  It could be this group and the next layer of management (supervisors).
· Facilities is short 18 positions, so they can’t do everything they need/want to do.
· Health and safety is the number one issue in Facilities, so sometimes satisfaction surveys can be skewed because safety issues have to come first.  

· Acceptable standards of operations need to be established so that expectations and outcomes can be measured.  Per Jeff, he can only help if he gets these numbers.  

· The current plan is to establish criteria indicators, review customer satisfaction information, have a management retreat and then bring the larger group together to work on strategies and plans.

· It was decided to cancel all the focus groups and review other options.  

Committee Reports/Division Issues
· Tom Connolly:  No report.

· Tom Brown:  The power is back on and the air conditioning and everything is okay.
· Reuben James:  The payroll issue has been resolved.  John stated it was a temporary fix because you cannot track or audit a position, until you manually go in and change it.  Janice stated that Reuben needed to jump on the C1 assignment so they will not error out as well.

· Allene Quarles:  No report

· Rocky Bonura:  Both ECC and Compton Center staff has been working very hard on the year end closing.  He stated the Rory Livingston is the Interim Chief Business Officer for the Compton Center as of last week.  Bob wanted to know what his responsibilities will be.  Reuben stated that he will be attending the Board and Cabinet meetings and oversee the daily operations of the Center.

· Janice Ely:  Working on the Year End Closing and the final budget.

· John Wagstaff:  Discussed printers and copiers.  He stated that once they are operational as a stand –alone, the company that we lease them from will need to give him two things:  the name of the printer (each with a unique name, because they are being networked and the print drivers).  Then we will put them on the servers.  The second item is the new PC’s and we are doing it work group cluster by work group cluster.
· Bob Gann:  We are in the process of searching for another supervisor for Tom Brown’s position and Allen Nelson’s position and we have authorization to fill those positions.  We went through the process up to the interview point for the first supervisor and decided that we wanted to go out and re-advertise for that position.
We have been working on an update to the Facilities Master Plan project and implementation and schedule.  A presentation was made to Cabinet yesterday and will be presented to the Steering Committee this afternoon in the Board Room at ECC between 2:00 and 4:00 pm.  We are aiming for the August or October Board agenda, depending on the questions received.
Meeting adjourned at 9:00 a.m.
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