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Administrative Services Staff Meeting

September 13, 2005

PRESENT: 

_x_Rocky Bonura              _x_Bob Gann                     ___ David Miller           _x_ Marcy Wade                   

_x_Mike D’Amico             _x_Bruce Hoerning           _x_Andy Nasatir            _x_ John Wagstaff    

___Janice Ely                     _x_Donna Manno              _vac_Lynnda Nelson         _x_Satish Warrier     

_vac_Pam Fees                      _x_Jeff Marsee                  _x_Allene Quarles          
Minutes:  The minutes of September 7 were approved with the following change:

· Under Vacant Positions:  Add “Three police officers and one dispatcher position are vacant because of resignation.”   This information will be communicated to Janice for her report.    
Update on TO DO List:  
1. Managers reported that they have not received copies of the overtime list for individual areas.  
2. Satish is the only one who has provided a non-standard work week listing for his area.

3. It was unclear what changes/corrections Janice has received.     
4. Rocky reported that the Disaster Advisory Council meeting will be scheduled within the next two weeks.  Jeff clarified the parameters of the project he would like the committee to address.  This project will be taken off the TO DO list and deferred to the council.    

Emergency Preparedness:  
· Rocky is updating positions that have been replaced (or not) in order to update the building captain list.  He also reported that ECC does have an evacuation manual. 
· He has 1,200 copies of an informational brochure titled Putting Down Roots in Earthquake Country, which he will be sending out.  
· All building captains have a copy of a 9 minute in-house video on emergency preparedness.  Rocky also has a limited supply if an one wants a copy.     
Student Activities Center:  There was discussion about the possibility of reclaiming the Student Activities Center as a coffee house type set up.  IKEA has expressed an interested in refurbishing this area as part of a “make-over” project.  A committee will need to be formed to implement this concept.       
Student Survey:  Copies of the results of the 2005 student survey administered at graduation were shared with the group, and Jeff is looking for feedback.      
Unwanted E-mail:  John reported on issues dealing with spam, which can cause security issues and degrade the system.  This will be discussed further at a future meeting.  

Committee Reports/Division Issues  

· Rocky Bonura:  Copies of a new brochure (A Vendor’s Guide to Purchasing Policies and Procedures) were shared with the group.  Kudos to Lois Hernandez for her assistance in developing it.  They will also be creating a similar guide for on campus staff.  Jeff likes the brochure format with step-by-step guidelines, to deal with recurring user questions.   The format should be kept as consistent as possible.  

· Bruce and John were welcomed into their new positions on the Disaster Advisory Council.     
· Allene Quarles:  The Classified Service Awards will be held on Wednesday, October 12, from 1 to 3 p.m.  HR will be sending out a list of employees receiving awards, and managers are to check the list to verify the information.

· Jeff Marsee:  He will be routing the Business Officer magazine as well as the Chronicle.  Please read and/or initial and send them on as soon as possible.  

TO DO:

1.
Bob and Rocky will check with Janice to see if she has included their input on the Vacant Position List.   
2.
Andy, Satish and John will meet to discuss computer security for the Bookstore.    

3.
A committee will need to be formed re:  the Student Services Center.        

4.
Jeff wants feedback on the student survey.  

5.
Ruth will send organization charts to Bruce and John.  
6.
Mangers are to check the list of employees receiving service awards to verify accuracy.

Meeting adjourned at 10:12 a.m.
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