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Administrative Services Staff Meeting

August 30, 2005

PRESENT: 

_x_Rocky Bonura              ___Bob Gann                     ___ David Miller           _x_ Marcy Wade                   

_x_Mike D’Amico             _x_Bruce Hoerning           ___Andy Nasatir            _x_ Satish Warrier    

_x_Janice Ely                     ___Donna Manno              ___Lynnda Nelson             

_x_Pam Fees                      _x_Jeff Marsee                  _vac_Allene Quarles          
Minutes:  The minutes of August 17 were approved with the following change:     

Under Marcy Wade, change “contract reopeners for POA” to “full contract negotiations for POA.”    
There was discussion on confidentiality issues that might arise due to the fact that meeting minutes are posted on the Web.  It was decided that privacy should take precedence over communication; therefore, only the agenda will be posted on the Web, with a notation to contact the VP office if a copy of the minutes is desired.      

Equipment Requests – Final Review:  
· Mike D’Amico asked about the possibility of providing laptops for managers.  For the 12 Administrative Services managers, this would cost approximately $15,000.
· Copies of the August 10 version of the Bond Equipment Needs list were shared with the group.  There was discussion on the $80,000 imaging system, which would be shared by several offices.  ITS has requested it twice, but the requests were rejected both times. It was felt that this system is desperately needed, and if it isn’t on the Admissions Office list, it needs to be added to ours.  
· There was discussion on the in-house phone system requested to replace the SBC Centrex system.  The college is currently using Centrex equipment and paying for each line, which costs the college $20,000 - $29,000 per month.  It is estimated that the college could save $12,000 to $15,000 per month with the in-house system.   
· Bruce offered to donate their old radios to the emergency preparedness program when they get the new ones.  A possible frequency compatibility issue will be investigated.  Another issue is how to communicate with off campus people and services.  
Budget requirements for requisitions/purchase orders:  The issue of having funds in the budget before requisitions are created was raised.  It was noted that Datatel is an all or nothing system, and this affects the types of modifications that can be made; consequently, the college has been relying on managers to manage their budgets.  The Accounting Office has been monitoring budgets quarterly, but they could do it monthly.

Committee Reports/Division Issues  

· Janice Ely  
· In response to Jeff’s question regarding loading line item budgets, she reported that the soonest they could start would be in the next week or so after they receive Josie’s numbers.  They can do a working file with “what if” scenarios.  Jeff would like to target a Tentative Budget for July 1 of next year.  
· She wants to purchase the project management module for Datatel; however, Satish noted that they may have to implement the budget module before they get that module.  Jeff authorized the purchase of the budget module.
· Registration went smoothly yesterday.  A post mortem meeting on the current registration is to be set up after September 15.  A half day will be needed for the first meeting.  Jeff is interested in process flow and what it would take to make changes.  Janice Ely will identify the committee, including Admissions, Counseling, Fiscal Services, ITS, HR, and the classified union representative.    
· Jeff Marsee:  If extra projects outside of normal work parameters are needed, managers are to develop a project proposal, including the scope of the project and what is needed to get it done.  This can include additional resources or staffing or cutting back on other projects.  He is looking for executable, completed projects.    
· Marcy Wade   
· Breaches in processes are being discovered, which raises the potential for liability issues.  Part of the problem could be lack of training.  Jeff and Marcy will meet to discuss this.  
· The employee contracts specify the steps to be taken for the disciplinary process.  

· Satish expressed concern about security issues due to many part-timer employees coming and going.  Since there is no formal checkout procedure, there was discussion as to how to tighten up the check out process.   One problem is that no single office is responsible for the process.  This is a problem with many functions that should be centralized but have been decentralized over the years.  Another suggestion was that having a list of people who are no longer being paid would be valuable.  Also, departments that aren’t following the rules should be held accountable for their actions (or non-actions).    
· Bruce Hoerning  
· Payroll needs to be notified in advance when an employee is terminated, because the final check comes from the County and it usually takes time to generate it.  
· The pool is up and running, and the Tech. Arts roof is almost complete.

· The palm trees are being trimmed.  
· The Work Order system is up and running, and they are working on the asset system. 
· He will be meeting with the Highlanders, who want to use Murdock stadium.  The unsafe seat issue is a factor to be considered.  
· They are working on bringing six buildings up to ADA compliance.

Jeff requested two projects:  
1. 
Identify restrooms that are not up to quality standards (like the men’s restroom off the main lobby in the Library).  Then put a price tag on what it would cost to bring them up to standards.  It was stressed that this is not a custodial issue.  
2.  
Do the same for public area windows (like the library, skylights, etc.)  This may need to be funded outside current projects. 
· Satish Warrier 
· Five thousand students used Portal yesterday.  
· Their Administrative Assistant, who has been out since last November, turned in her resignation letter yesterday, and they need to fill this position.
· There was discussion on providing unified messaging (getting voice mail via E-mail).  It was decided to do a pilot program with Facilities and Campus Police, who will report back to the group.   

· Pam Fees:   Pam and Bruce will meet to discuss Bob’s list of capital outlay projects.  
· Mike D’Amico  
· The parking lots were filled at 9:40 a.m. yesterday, and Lot H was full at 7:40 a.m. today.  Twenty employees volunteered to park across the street at the Korean Church to compensate for the spaces lost due to the Humanities project.  
· Jeff asked for feedback on police cars driving on campus.  Mike reported that they are responding to calls on campus and noted that faculty members like the police presence.  Also, the president requires a police escort for anyone driving on campus (vendors, repair people, etc.)   Mike and Jeff will meet on the possibility of officers riding bikes inside the campus.    
TO DO:

1.
Managers are to send copies of their vacation schedules for the next 12 months to Ruth.  

2.
Satish will look into issues re: redirecting surplus computers to students in some way.  Issues include maintenance contracts, lack of memory, etc.  
3.
Marcy will give Jeff copies of the arbitration documents.  
4.
A post mortem meeting on the current registration is to be set up after September 15.  A half day will be needed for the first meeting.  Janice Ely will identify the committee, including Admissions, Counseling, Fiscal Services, ITS, HR, and the classified union representative.    

5.
Jeff and Marcy will meet to discuss process breaches.  

6.
Mike and Jeff will meet on the possibility of officers riding bikes inside the campus.    
7.
Facilities and Campus police will participate in a pilot unified messaging program and report back to the group.   
8.  
Pam and Bruce will meet to discuss capital outlay projects.
Meeting adjourned at 9:30 a.m.
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