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Administrative Services Staff Meeting

September 23, 2008
PRESENT: 

_x_Myeshia Armstrong   _x_Janice Ely             ___Reuben James           ___Rachelle Sasser       

_x_Babs Atane                 _x_Bob Gann             _x_Donna Manno           _x_ Fred Sturner                     

_x_Rocky Bonura            _x_Jo Ann Higdon      ___Andy Nasatir            _x_ Michael Trevis   

_x_Julie Bourlier             ___Bruce Hoerning      ___Barbara Perez          _x_ John Wagstaff         

_x_Tom Brown  
       _x_Mark Hovatter
 ___Reagan Romali        _x_ Satish Warrier
Minutes:  The minutes of September 9 were approved.   

Excess Vacation Days:  Copies of the Excess Vacation List were shared with the group.  Managers need to make sure excess vacation days are taken before December 31.  Only those days accumulated before June 30 count.   Mark and Jo Ann will discuss who does Compton’s list.
Accreditation:  The accreditation team arrives on October 6.   Jo Ann and Janice will be attending the budget workshop on October 6, but managers are to make themselves available to the team.      It is important to remind the team at every opportunity that we cleared all of our issues from last time.  This is a large accreditation team, and this is probably due to the uniqueness of the situation with Compton.  Noted:  
· A handout on themes (directly out of the regional handbook) was shared with the group.   
· Per Jo Ann (regarding justification for new resources), next time she expects at least one request from each Administrative Services area.  
· Fred is not sure Plan Builder works for what M & O is doing at Compton.  Jo Ann stressed the importance of making it work and tying it into the college mission, etc.  

· In a month, Jo Ann will bring the accreditation standards document to the meeting.  

· They did the bond ratings calls last Tuesday and Jo Ann is responding to their questions. 

· Strategic initiatives.  FCMAT does tie things back to strategic initiatives.  
· Fred uses PROJECT software (a database software).  
· The people who here at this meeting are the validation team.  
· Documentation is crucial; however, confidentiality is also important.  Know to whom team members should be referred if they ask for confidential information.  

· Everyone is to be on call and available during the visit.  If a problem develops, let Jo Ann know.  
· Program Review can be something as simple as a one page document (see the sample Barbara sent). 

· Validation is important to the team.  Take credit for things that are being done well, but leave room to ask for funds for things that still need to be done.  
· Jo Ann needs to read all the reports at least a week before the team arrives.  She needs to see something from each of the managers before the next meeting.  E-mail her and copy Ruth.  
Evaluations:  Last time, Administrative Services was the only area that didn’t have all its evaluations done.  This can’t happen again. Send E-mails regarding completion status to Ruth.
· Management:  John is working on Satish Warrier and Don Treat.  Satish will send John an E-mail stating that this needs to be done by Monday (copy Jo Ann and Ruth).    

· Classified:   

· Rocky -  He will be done by Friday.

· Janice – She will do five today.  

· Julie – One will be done on Monday because that person is on vacation.  

· Compton -  There are issues with the M & O evaluations that missed the deadline date.  It is unclear whether this is a campus-wide problem.  Rocky and Janice will follow up with Rachelle.
Unit Plan Presentations:
Bob Gann: 2007-08 Program Review.  The Unit Plan will flow from this.

1. Division Purpose – This will be tied into strategic initiatives later, along with how to accomplish primary activities.
2. Developments and Trends that the division has been experiencing.  Personnel, budget reductions, increasing demands, aging buildings, increasing regulatory controls, computer technology in building systems, and infrastructure (should be replaced by 2009).  

3. Facilities Planning and Construction - budget monitoring, resources, performance indicators, minimizing impact on campus, meeting standards, acquisition process (bids, etc.), performance indicators (% of change orders and % of  soft costs vs. hard costs) and recommendations

4. Facilities Services   

5. Maintenance – responsibilities, resources, performance indicators, user satisfaction survey, work request completion rate, goals and recommendations

6. Grounds -   responsibilities, resources, performance indicators, work request completion rate, goals and recommendations 

7. Custodial – – responsibilities, resources, performance indicators, work request completion rate, goals and recommendations

8. Material Receipt and Distribution – Warehouse and mail staff  

9. Recycling and Waste Management – hazmat, non-haz mat, recyclables, meeting legal requirements

10. Utility Management – cost and usage per square foot of electric, natural gas and water 
11. Conclusions  - Additional funding will be required.  Also, old buildings and systems still  need to be maintained.    

Bob was congratulated on the superior quality of his report.  Jo Ann made a few suggestions for fine tuning it.   If you have any questions, E-mail Bob and cc:  Jo Ann and Ruth.  

· Tie it in to the mission statement, etc.
· Reword the beginning

· Don’t set goals too high

· Time frames can be extended

· Perhaps a few charts and graphs could be added

· Define soft cost –  ECC and Compton need to come to agreement on this
· Group change orders in categories    

· Define delivery by percent of items delivered.  

Don’t use a number until the auditors have audited it.    
John Wagstaff:   2009-10 Annual Unit Plan

A. Unit’s Mission Statement – plugs into the college’s mission statement.
B. Characteristics, Performance and Trends
· Trend -  An enormous amount of manual processes are being transferred to ITS because they are now being done online. 

C.  Strengths and Weaknesses – Users seem to understand they are understaffed.  

D.  Opportunities and Challenges

E.  Evaluation of Performance -  surveys, charts and graphs, etc.        

F.  Three to Five Year Directions -  Virtual desktop, empower users to run their own reports, etc.    

· Goal 1 – Keep ECC at the peak of technological performance in both academics and administrative business practices (2 objectives)
· Goal 2 - Keep technology current

· Goal 3 – Make technology more green  (3 objectives)
· Goal 4 -  Maximize the functionality of Datatel

· Goal 5 – Improve college communication

· Goal 6 – Maximize utilization of computer labs. (4 objectives)
Noted:
· John wrote his goals first.

· There is no spell check and no grammar check in Plan Builder.  Suggestions:  Start in Word and transfer the material over to Plan Builder.  
· John will send Jo Ann an update on data integrity and how up-to-date we are on FTES for ECC and Compton.  

John was congratulated on the superior quality of his report.  Jo Ann made a few suggestions for fine tuning it.  
Jo Ann Higdon:  Her cell phone died on Friday.  She has a temporary new college cell phone (310) 508-1337 which she will use while on college business.  This will be added to the list.    
Tom Brown:  They will be closing perimeter road.  Signs will be posted and Ann Garten will advertise it.  
For Next Week:  Area Council will be moved to 8 a.m. in the Alondra Room, and then a staff meeting will begin at 9 (to approximately noon) in the Alondra Room.  Presenters will be Mike, Julie, Rocky and Janice.   
Meeting adjourned at 11:03 a.m.
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