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Administrative Services Staff Meeting

July 3, 2007
PRESENT: 

_x_Myeshia Armstrong   _x_ Thomas Connolly    _x_Reuben James        _x_Andy Nasatir        _x_Rachelle Sasser   

___Rocky Bonura            _x_Janice Ely                 ___Rory Livingston      ___Jonathan Ott        _x_John Skipper                  

_x_Tom Brown

  ___Bob Gann                 ___Donna Manno         _x_Barbara Perez       _x_Dal Toruno 

___Ora Bryant                 ___Bruce Hoerning        _x_Jeff Marsee             _x_Stephen Port         _x_John Wagstaff    









 _x_Allene Quarles      _x_Satish Warrier
Also  Attending:  Doris Givens, Rudy Ramos
Minutes:  The minutes of June 19 were approved.
Evaluations:  Copies of a list of evaluations that are overdue were shared with the group.  These need to get done this month.
TO DO:
1. Jeff will pick a policy and a procedure to review each month at the staff meeting.  (6/5/07) 

2. 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).

3.
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)

· Dr. Givens would like a copy of the procedures.  Still pending (6/19/07)

4.
Development of Policy and Procedures for fixed asset inventory.  (Tom Connelly) (3-6-07)   The draft is in process (5/22/07)

5.        Compton to initiate a fixed asset 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)

· Campus Police will be included in the fixed asset inventory.

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.
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.
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.  
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 (Compton Center)

· The Center does not have a place to call an Emergency Operations Center (EOC).

· Rocky encouraged individuals on the committee to attend the meeting next Monday, June 18, 2007, at 1:30 pm in Library 202.

5.
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) 

6.  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 & Satish) (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.  (Barbara & Satish)

· Barbara to be placed on the agenda for discussion.

7.  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 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  

· Janice Ely:  They are working on two year-end closings. 
· Andy Nasatir:  Summer rush is over.  Next week they will be implementing a schedule with almost no student workers to save money.  The Compton bookstore is closed now but will be open one more week this summer (on the 16th) for their last session.  

· Tom Brown:  Engineers miscalculated a breaker which caused problems during the recent power shutdown.  This caused the power to go down again last night.  They are working on a permanent resolution to the problem.    The evacuation of the buildings yesterday due to the lack of power went very well.
· Satish Warrier:  The back-up systems and the UPS worked, so all of the ITS servers stayed up during the power outage.  It was a good test of the system.  The phones aren’t on the generator, so they didn’t stay up.  
· John Wagstaff:  Regarding ECC’s air conditioning, the old system under the floor will be dismantled and there will be three roof top units instead.  

· Stephen Port:  There was good cooperation during the power outage yesterday.  The paper on the trench coat issue is ready.  
· John Skipper:  Power problems caused some Outlook and phone issues.  They are working on plans to minimize any disruption that may be caused by the Minuteman (anti immigration) rally planned for August 11 in the Compton gym.  Canceling the event is not an option, because the group makes money by suing venues that reject them.  
· Reuben James:  Thanks to John Skipper for his help with the Minuteman issue.  Thanks also to Rudy Ramos, who came in on Sunday and minimized the damage to the equipment when the temperature went to 130 degrees.  Rudy was notified automatically via E-mail when the temperature reached 95 degrees.  

· Myeshia Armstrong:  Thanks to Satish and John Wagstaff for their help with the system. 
· Jeff Marsee:  The Compton budget was accepted by Special Trustee.  

· Dal Toruno:  Thanks to Bruce and Tom for their assistance yesterday morning.  It was noted that Jonathan Ott injured his back in the pursuit of a robber.  

· Barbara Perez:  They are working on a number of faculty and staff recruitments.  She will also be looking at the changes to the temporary/casual salary schedule.  There was also a question about whether a report on a faculty member who refused to leave the building during the evacuation was a matter of miscommunication.   
· Tom Connolly:  He is getting Human Resources and Payroll people together from both schools to work on the 95 assignments.  Thursday is the deadline.  
· Rudy Ramos:  There was an interruption in services yesterday at Compton.  The air conditioning failed on Sunday.  They worked to reestablish service and got everything up yesterday.  One redundancy system is still up; he and John Wagstaff are working on this.  

· Rachelle Sasser:  They are recruiting for positions.  They need to get the correct account stream information for the 90 positions.
Meeting adjourned at 8:40 a.m.
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