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Administrative Services Staff Meeting

September 26, 2006
PRESENT: 

_x_Myeshia Armstrong   _x_Bob Gann                _x_Donna Manno       _x_Arnel Pascua        _x_Marcy Wade
_x_Rocky Bonura            _x_Doris Givens           _x_Jeff Marsee          ___W. Howard Pratt  _x_John Wagstaff              

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

_x_Janice Ely                   _x_Reuben James         _x_Andy Nasatir        _x_Rachelle Sasser    

                                         _x_Mike Johnson          _x_Lynnda Nelson            
Guests:  Cheryl Cormier, Arvid Spor
Organization Chart:  Draft copies of an organization chart dated 9/12/06 were shared with the group.   Comments/Suggestions:

· The VP of Administrative Services is a temporary holding position.  
· The Provost reports to ECC’s president for operational items.   For everything else, she reports to the Special Trustee.  
· Anything cash generating (food service, bookstore, etc.) goes under auxiliary.  Add to chart.
· ITS at Compton is responsible for printing, the mail room and institutional research.  Add under ITS.  

· Under Human Resources, add workers’ comp and safety and health.  
· Compton police report directly to Reuben, so the police box should come directly out of the Operations box.    
· Add names under the titles.

Minutes:  The minutes of September 19 were approved with the following changes:

· Under Delivery Service, change the last line to read, “This must be approved by the Cabinet.”   
· Delete the “Technology in the LRC…” title and move the material under Delivery Service.
Program Review:  The next accreditation visit will be in October of 2008.  Ideally, Administrative Services will have gone through program review before that visit, since it was found lacking in this area in the last accreditation report.  The target is to be done with the program review process in 12 months.  Arvid Spor reviewed highlights of an accreditation workshop at Rio Hondo.  Components the accreditation team will be looking for:

· Program review occurring in an ongoing cycle
· Client satisfaction (surveys?) – Jeff Marsee wants to do an overall Administrative Services survey, with Compton melded into the process.  This would need to be launched by spring.

· Analysis of what that data means and what changes are needed

· Program support

· Facilities and equipment

· Staffing

· Plans, timelines, sources of funding - Within the next month, Jeff wants to see a format or the framework of the process to be used.  He would also like to see a revised timeline.    
· Include itemization – to be run through the Planning and Budget Committee (PBC).   

· Linking of planning and budget   

Arvid will work with Shobhana Warrier to see what flowcharting can do and how to build on that for Administrative Services.  Flowcharting identifies what is working and what isn’t; however, it doesn’t get data from customers.  Feedback from people (internal and external) is needed.  
Donna will bring old surveys to a meeting so the group can work on specific recurring problems.  
Reuben James will be the point person for Compton.  They have already done much of this work in the past six months in their efforts to get accreditation.  Reuben will provide the documentation.  

Donna Manno and John Wagstaff will co-chair an ECC committee to prepare a documentation oversight milestone review (2 pages max).  Marcy Wade will also be on the committee.  Jeff wants a draft by October 16.  

Ongoing projects:

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

2. 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).  This is back in Melanie’s court for programming.  The camera is functional. (9/26/06)  Jeff will pursue this issue with Ann Garten. (9/26/06)
3. Bookstore Credits (Andy).  Staff members are to move the booklist and the reimbursement process to the outside vendor so that Compton’s financial aid students can get their books.   John and Lynnda will work on the creation of a universal debit card.  (9/26/06)

4. Sort POs by Fund (Rocky)  -  John will provide a spreadsheet. (9/19/06)  A program would have to be rewritten to sort by fund.  A sample download will be attempted by next week. (9/26/06)
5. 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)  John is completing the data review for this.  (9/26/06)
6. Payroll staffing issue (Marcy and/or Allene).  Reuben is reviewing options. (9/12/06) Reuben and Myeshia are working on this. (9/26/06)  
7. Bookstore Integration Project (John and Andy)  (8/8/06)  

8. Review policies and procedures, identify those that need to be revised, and come back with recommendations. (Administrative Services managers)   (9/26/06)  Due November 1.
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. Donna will send a reminder about the management training session on September 28.  (9/19/06)

6. Bob is now preparing building floor plans for energy consumption management.  (8/29/06)

7. 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)

8. John will bring Datatel in to consult re:  rebuilding the Datatel approval tree. (9/12/06) On hold (9/19/06)
9. 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)  

10. 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.  

11. Reuben will cross train someone to help Roy.  (8/29/06)  No employees are available. (9/19/06)

12. John will create a down time list for Jeff.  (9/12/06)  

13. Myeshia will work on filling positions.  (9/12/06)  

14. 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)

15. Marcy will do a classification study RFP for Compton.  (9/19/06)  

16. 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)    

17. Mike D’Amico and Mike Johnson will set up a safe driver program at Compton.  (9/12/06) 
18. Arvid Spor will work with Shobhana Warrier to see what flowcharting can do and how to build on that for Administrative Services. (9/26/06)
19. Donna will bring old surveys to a meeting so the group can work on specific recurring problems.  (9/26/06)
20. Reuben will provide Compton’s accreditation documentation. (9/26/06)
21. Donna, John and Marcy will prepare a draft of a documentation oversight milestone review (2 pages max) by October 16. (9/26/06)
22. Staff members are to move the booklist and the reimbursement process to the outside vendor so that Compton’s financial aid students can get their books. (9/26/06) 
23. Arnel Pascua will work on a committee list for Compton.  (9/26/06)   
24. Jeff will issue a memo for to clarify the confusion re: the MOU and Compton reimbursement.  (9/26/06)   
Posting of Minutes:  Copies of El Camino College Committee Listings, dated September 22, 2006, were shared with the group.  It was noted that President Fallo wants committee information kept up to date and committee minutes posted on the Web.  Committees to delete from the list:

· MIS Advisory
· Staff Development Committee  

· Classification Review – Bargaining Unit

· District Administrative Council

To be added to the list:

· Disaster Advisory Council

Arnel Pascua will work on a similar list of Compton’s committees.    
Committee Reports/Division Issues:  

· Bruce Hoerning:  In response to his question about the Compton MOU and confusion re:  timekeeping issues, Jeff offered the following:  
· No employees will be compensated for any Compton work performed during a regular eight-hour day as long as they are not working out of class.  An exception would be if they were working out of class for more than five days. 
· Overtime comes from the $1million account.  Put this on the timesheet.  

· The three categories on the MOU for classified employees are: 

· Committee related participation - $5 – names come off rosters.
· Training or advisory functions - $7  - documentation needed – use either form
· Proactively leading or problem solving - $9 – documentation needed – use either form 
It was stressed that differing instruction and interpretations based on the MOU are causing confusion.  Jeff will issue a memo for clarification.  Marcy is working on draft procedures, and the form will be sent out with the procedures.   
· Donna Manno:  She will work with Arnel on getting a count for Thursday’s management workshop (for materials and food).  It was noted that the workshop location has changed to the Alondra Room.  Managers who have already done the “Why I Like You, Why I Don’t” activity can skip the first two hours and arrive at 10 or 10:30 a.m.  

· Rocky Bonura:  Regarding bond payments for Compton, they can only do Peoplesoft now, but he would like to track it Datatel.  Hiep Tran is working on this.    
· Reuben James:   In response to his question, it was noted that June Curtis is the contact person for Civic Center Rentals.  
· Satish Warrier:  They are implementing E-commerce.  
Introduction:  Tom Jackson, interim dean at Compton, was introduced.  He can be reached at extension 2131.  He will work with department chairs to resolve the problems some students are having getting their textbooks.      

Meeting adjourned at 10:05 a.m.
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