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Administrative Services Staff Meeting

September 19, 2006
PRESENT: 

___Myeshia Armstrong   _x_Bob Gann                ___Donna Manno       _x_Arnel Pascua        _x_Marcy Wade
_x_Rocky Bonura            ___Doris Givens           _v_ Jeff Marsee          _x_W. Howard Pratt  _x_John Wagstaff              

_x_Mike D’Amico           _x_Bruce Hoerning      _x_David Miller         _x_Allene Quarles     _x_Satish Warrier

_x_Janice Ely                   _x_Reuben James         _sl_Andy Nasatir        _x_Rachelle Sasser    

_x_Pam Fees                    _x_Mike Johnson         _v_Lynnda Nelson            
Minutes:  The minutes of September 12 were approved with the following change:

· Under Mike Johnson, change to “Employees who drive commercial buses or 15 passenger vehicles must get a commercial license.”
Human Resources (HR) Employees:   Until the end of June, 2007, Rachelle Sasser will be working in the ECC HR office, and Allene Quarles will be working in the Compton HR office.   
Delivery Service:  Bruce Hoerning is proposing a mail run between ECC and Compton on Tuesdays and Thursdays.  This must be approved by the Cabinet.  Pam Fees noted that the County office provides JET mail service between colleges in the area.   Bring letters, newspapers, magazines, etc. to the Accounting office by 9:30 a.m., and they will be delivered to the other college the next day.  Pam will send a memo to Cabinet on this.    

Ongoing Projects
1. Compton (All)

2. ECC Evaluations (Allene) - She will provide an update on evaluations every month.  (8/15/06)

3. Compton Evaluations (Allene)  (9/12/06)

4. Construction Web Site (John and Ann) - Ann Garten and Melanie Graves are working on it.  (8/15/06)  Posting a weekly photo was suggested (9/12/06)

5. Bookstore Credits (Andy).  Lynnda will investigate. (9/12/06) 

6. Sort POs by Fund (Rocky)  -  John will provide a spreadsheet. (9/19/06)

7. Review and update technology plan for instructional/academic labs (John) – They were waiting for the 8th, which was the last day to add. (9/12/06)

8. Payroll staffing issue (Marcy and/or Allene).  Reuben is reviewing options. (9/12/06)   
9. Bookstore Integration Project (John and Andy)  (8/8/06) 

TO DO:  

1. Managers are to keep track of Compton work (even during their regular work day) and send it to Shobhana Warrier. (9/19/06)   

2. Rocky will check with Jeff on who will pay for the 90-110 boxes of documents that need to be shredded.   (9/19/06) 

3. Allene will provide Mike Johnson with the employee evaluation information.  (9/19/06)
4. Pam will send a memo to Cabinet on JET mail service.  (9/19/06)  
5. Rocky will provide Bob with a copy of last SWACC inspection of Compton.  (9/1/9/06)
6. Donna will send a reminder about the management training session on September 28.  (9/19/06)

7. Bob is now preparing building floor plans for energy consumption management.  (8/29/06)
8. Donna will review year-end events and contact those planning them and present them with a timeline.  Someone would need to monitor this process.  (8/15/06)
9. John will bring Datatel in to consult re:  rebuilding the Datatel approval tree. (9/12/06) On hold (9/19/06)
10. Bob will arrange a meeting with all the parties involved in Civic Center rentals, including athletics.  Dr. Arce is to be invited also.  (8/29/06)  Howard Pratt and Cheryl Cormier would also like to participate.  (9/12/06)  The meeting is scheduled for September 28th.  Mike Johnson and Arnel Pascua wish to attend also.  (9/19/06)  

11. John will send Jeff a memo re:  computer replacement funding. (8/8/06)   Jeff, John and Satish will meet re:  campus technology (mid September) and will include policy and procedures.  
12. Reuben will cross train someone to help Roy.  (8/29/06)  No employees are available. (9/19/06)
13. Rocky will meet with Reuben re:  consultants.  (8/29/06)  
14. John will create a down time list for Jeff.  (9/12/06)  
15. Myeshia will work on filling positions.  (9/12/06)  
16. The announcement for the Vice President of Student Services position is to go out.  (9/12/06)  It should be out by the end of this week.  (9/19/06)
17. Marcy will do a classification study RFP for Compton.  (9/19/06)  
18. Myeshia will work on moving budgets to the department levels.  (9/12/06)  
19. Myeshia will work with Janice on non-01 budget funds.  ASB funds, bond accounts and auxiliary enterprises will also be brought into the system.  (9/12/06)    
20. Mike D’Amico and Mike Johnson will set up a safe driver program at Compton.  (9/12/06) 
21. Donna will provide certificates of completion for those who complete training.  (9/12/06) 
Committee Reports/Division Issues  

· Pam Fees:  She has accepted another position, and Friday is her last day.  

· Bob Gann  
· In response to his question on the status of the authorized positions in the president’s memo, Marcy stated that managers should do the ESRs and/or other paperwork to get the hiring processes started.  
· He asked Rocky if it would be possible to have a SWACC inspection of the Compton facilities.  Rocky will provide Bob with a copy of last inspection.  

· Requiring three signatures for overtime related makes the reimbursement process overly complicated.  It was noted that Jeff wants to sign off on all overtime for Compton.  There was also confusion about the memo that went out, and filling out two forms (the daily adjustment forms and the timesheets).  Shobhana Warrier is keeping the master list of time spent on Compton work.  Managers are to keep track of Compton work even during their regular work day and send it to Shobhana.  This is at the direction of the Board – to recognize the impact of the Compton project and to prove that Compton work does not negatively impact ECC’s operation.  Managers will receive a one time stipend for this semester.  Faculty reimbursement needs to be negotiated.  Classified employees should keep track of time spent on Compton during regular work day – not necessarily for compensation but for tracking purposes.  
· Mike Johnson:  Reuben James, Cheryl Cormier, John Baker and Hortense Cooper are working on the book voucher problem that is causing problems for some Compton students trying to get books.   Barnes & Noble refuse to extend their hours.   
· Arnel Pascua  
· A purchase order was issued for paper last week.  
· ECC Portal training for managers will be done on October 2 from 9 – 11 a.m.  
· They are working on how to prepare data for the Chancellor’s Office for the new year.
· Allene Quarles  
· Managers are strongly encouraged to attend the LCW workshops this Friday.  The video conference will be in Library 202 at 9 a.m.  
· She will provide Mike Johnson with the employee evaluation information.  
· Compton managers will be invited to the management meetings and forums. 
· Satish Warrier  
· There is a problem with some ECC students taking classes at Compton and being considered Compton students as far as financial aid, book issues, etc.  
· He is working on accounts payable link to LACOE so vendors can get paid.    
· Janice Ely  
· The federal government still hasn’t issued the money for Compton financial aid.   

· She is working on account numbers and the LACOE connection.  There is now an inter- jurisdictional agreement.  
· Three ECC employees (Tom Jackson, Trish Bonach and Allene Quarles) will go to Compton but will remain on the ECC payroll.  Katherine Holmes and Tom Hazell will be 50% at Compton.   
· John Wagstaff  
· Compton has much newer technology than ECC.  
· The restrooms at Compton are not being serviced.  Bruce and Bob are working on this.
· Due to the scope of Dell’s battery recall, there is a delay of at least a month in getting battery replacements.  
· Marcy Wade:  Copies of the signed Memorandum of Understanding (MOU) were shared with the group.  Noted:

· The agreement goes back to June 1.  
· Mileage to Compton from ECC is 8 miles each way.  
· If employees do the same job at Compton that they do here, it would be overtime plus mileage.  

· Managers make the call as to which of the three rates employees will get.  
· The County won’t allow payment until there is a Board action.  
· Rocky Bonura  
· For the sorting POs project, he suggests providing purchase order, fund, location, amount and description.

· They are no closer to hiring an accounts payable person.  Allene is working on the problem.    
· He will be out of the office until Monday.
Meeting adjourned at 9:47 a.m.

staf919     

� EMBED Word.Picture.8  ���








[image: image2.png]


_1012893838.doc
[image: image1.png]






