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Administrative Services Staff Meeting

September 7, 2005

PRESENT: 

_x_Rocky Bonura              _x_Bob Gann                     _x_ David Miller           _x_ Marcy Wade                   

_x_Mike D’Amico             ___Bruce Hoerning           _x_Andy Nasatir            _x_ John Wagstaff    

_x_Janice Ely                     ___Donna Manno              ___Lynnda Nelson         _x_Satish Warrier     

_vac_Pam Fees                      _x_Jeff Marsee                  _x_Allene Quarles          
Minutes:  The minutes of August 30 were approved with the following changes:

· Under Janice Ely, change the last sentence in the second bullet to read:  “El Camino has already purchased the budget module; it just has not been implemented.”
· Under TO DO, delete Item #4.   Jeff noted that he would like an implementation schedule for the Datatel budget module set up for the next cycle.      
· Under Bruce Hoerning, change the last bullet to read, “They are working on bringing one set of Men’s and Women’s restrooms in six buildings up to ADA compliance.”
· Noted:
 Jeff is looking for vacation requests from managers only.   
Traffic Control During Construction:  There was discussion on having a police presence in front of the Administration Building to keep traffic moving.  Mike reported that uniformed staff members from his office are on site starting at 7:15 each morning; however, they don’t have the authority to do anything but wave cars through.  It was suggested that they might wear fluorescent vests to be more visible. 
Introduction:  John Wagstaff, the new Director of ITS, was introduced.

Overtime:  Copies of a list of overtime expenditures were shared with the group.  It was noted that the amounts are sizeable and consistent.  Jeff’s concerns:

· Staff members come to assume overtime money is part of their salaries. 

· It indicates a lack of planning.  
Jeff noted that all divisions are to be working on eliminating overtime.   He wants managers to get employees out of overtime mode, and he wants to be notified prior to managers authorizing any overtime.  He will support flexible alternate work week schedules if they prevent overtime.  He noted that the key is adjusting the work week during the week (straight hours).  It was also noted that overtime is voluntary, and employees can decline a schedule adjustment.  

Suggested resolutions:  Use seasonal labor for special work.     

Manager’s concerns:  
· The list is not accurate because some of the overtime is paid by event promoters.
· Facilities provides services for events like the Paramount Pictures filming, sporting events, Center for the Arts events, etc.  Hiring outsiders would cause contractual problems.  Jeff responded that the college is not required to use full time employees for special events.    

· Campus Police are bound by their contract.  Issues include minimum staffing, 24 hour service, covering campus events, etc.  Holidays are time and a half.  It was noted that they were forced to spend $15,000 in overtime because they are short a dispatcher.  Although this position is now #1 on the vacant positions list, it hasn’t been approved for hiring.  
· ITS issues include equipment problems that can’t be repaired remotely.  The first priority is to keep all systems up and running.  

It was reported that eliminating overtime is intended to stabilize the work place and minimize disruptions.  Also, if areas are understaffed, it shows the need for additional staff.  Janice will make copies of their areas only for each of our managers.  
Student Workers:  There was discussion on using student help.  Work study students are free.  Offices have to pay 50% for student help and for CalWorks students.  Security can be an issue.    

Non-Standard Work Week:  The president wants a list of all employees who are working a non-standard work week.  Send the information to Jeff.    
Acronyms:  Use the full name of an organization first before putting the acronym after it in parentheses, especially on Board agendas.  
Board Agenda:  Starting with the October Board agenda, mangers will meet the Friday afternoon before the agenda goes to Cabinet to review it.  
Vacant Position List:  Copies of the August 31, 2005, version of the Vacant Position List were shared with the group.  Jeff reported that he is working on linking positions to budget, with the intent to reconcile funding with positions.  He hopes to have this project finished by next week.

E-mail changes/corrections to Janice.  Noted:

· Robin Johnson has been gone for over a year.    
· Linda Williams (Purchasing Assistant) is not on the list and was dropped from the Final Budget book also.

· Bobbi Villalobos was an Assistant Dean.
· Three custodial positions and one clerical are missing from Facilities.
· Three police officers and one dispatcher position are vacant due to resignation.  

· Add Patty Yanaga (Honors Transfer Program Secretary) termination effective August 30.

· Beverly Johnson (Information Technology Services) just put in her resignation.

· Dave Shannon (Faculty Coordinator in Health Sciences and Athletics) retired.
· Jim Schwartz’s dean position has an exemption.  It is an open, unbudgeted position for the budget process. 

· Interim positions are to be put on another list.

Funding issues:

· Which positions are funded?  What was rolled over into the 2005-06 budget?  If there was no expenditure, did it carry over to the new year?  What about the positions that ended up on the Tombstone list?  This list only covers one year; however, there were more vacant positions before that.  Funding gaps need to be identified and funded.  After that the Position Control Report will be maintained religiously.

Committee Reports/Division Issues  

· Bob Gann:  Their summer projects have been completed, except for the Tech. Arts roof, which they are completing on weekends.  
· Satish Warrier  
· A computer was stolen from Fine Arts.  It was suggested that security guidelines for staff members might be issued, including warnings to not leave personal information on computers.    
· Computers in kiosks are getting fried when the air conditioning gets turned off in their location areas.  
· Marcy Wade  
· There are still some openings for an interactive workshop they are hosting on September 14.  Topics will include preventing harassment and disability.  It is important for managers to attend because there have been changes in these areas.  
· The Classified Service Awards will be held on October 12.  Please mark your calendars.   

· Andy Nasatir  
· They are anxious to go online for internet sales.  
· Jeff noted that the student centers are highly under utilized, and he will be asking Lynnda for ideas.    
· Mike D’Amico:  There were break-ins in the Music and Humanities buildings.    

· Rocky Bonura:   Purchasing is putting emphasis on customer service, so notify him if their service isn’t what you think it should be.  
· Janice Ely 
· They are getting ready for the audit.  
· On Friday, the last day to drop, they will be open until 7 p.m.    
· The Associated Student Organization is raising money for Katrina victims.     
· There will be a meeting this Friday re:  the Auxiliary Services budget.
· John Wagstaff:  He is preparing a Datatel report which will be shared at a future meeting.  

Emergency Preparedness:  The disaster in New Orleans illustrates the need for an emergency preparedness plan for this area.  ECC has a plan in place, with Mike and Rocky in charge; however, it is unclear how well this plan will fare in the event of a major disaster.  

· Building captains have been assigned for each building, and staff members in each building have been trained for survival.    
· There is a 3,200 gallon water tank near Emergency Preparedness Center. 
· There are portable generators in the emergency center and some stationary generators around campus.  

· There is also a mobile command unit with a ham radio.  More radios are needed.  

· ECC is in communication with Area G – the California Emergency Management Center

· The Bookstore would try to provide food.  Setting up agreements with grocery stores in advance was suggested.  
· Rocky, will chair an emergency preparedness committee to include Bob, Mike, Andy, Marcy, and Janice and report back in two weeks.  

In a major event, San Diego to Santa Barbara could be without assistance for 5 to 10 days.  A step by step plan needs to be in place.  The committee will establish a checklist for: 

· Water

· Food

· Shelter inside and out

· Communication with outside services

· Emergency supplies 

· Police assistance

· Sanitation

· Medical    

· Communication (radios, etc,)

TO DO:
1.
Janice will cut and paste area copies of the overtime list for each manager.   
2.
Send the information on non-standard work weeks to Jeff.    
3.
E-mail changes/corrections to the Vacant Position List to Janice.
4.
Rocky, will chair an emergency preparedness committee to include Bob, Mike, Andy, Marcy, and Janice and report back in two weeks.  
Meeting adjourned at 9:30 a.m.
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