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Administrative Services Staff Meeting

September 9, 2008
PRESENT: 

_x_Myeshia Armstrong   _x_Tom Connolly    
  _x_Mark Hovatter         _x_Reagan Romali
_x_Babs Atane                 _x_Janice Ely                _x_Reuben James         ___ Rachelle Sasser                     

_x_Rocky Bonura            _v_Bob Gann                 _x_Donna Manno         _x_ Fred Sturner   

_x_Julie Bourlier             _x_Jo Ann Higdon         ___Andy Nasatir           _x_ Michael Trevis         

_x_Tom Brown  
       ___Bruce Hoerning
  _x_Barbara Perez          ___ John Wagstaff    










       _x_Satish Warrier


                    

It was noted that this would be a lengthy meeting due to things that need to be done before the accreditation visit.  Until then, the group will meet weekly.  After that, the meetings can be held less frequently.     

Minutes:  The minutes of August 26 were approved.
Evaluations:
· Manager Evaluations:  It was noted that Mike Wilson (who sends out the surveys) is on vacation.   
· Julie got the documentation from Shobhana and is working Andy’s evaluation.  He had not been evaluated in ten years.  It should be done next week.  
· Classified Evaluations:  Of over 400 classified staff, only 40+ are outstanding.   However, Jo Ann stressed that the overdue ones should not be from Administrative Services.    

· Bookstore:  The evaluations are written and just need to be administered.  They could be done by the 23rd.  
· Staff Development -  OK
· Campus Police – OK

· Purchasing:  The evaluations are written and should be done by the end of the week.
· ITS:  Of the two that are outstanding, one will be done today.  However, the other person is out on sick leave.  Jo Ann requested an E-mail (with a copy to Barbara) regarding any person who is out sick for an extended period of time.  
· Facilities:  Most of the outstanding ones will be done this week; however, there are some long term illnesses.   These will be identified for Jo Ann.  

· Janice Ely:  Two are already done, and she is working on five more.  Three are already written and one needs to be done.  Hopefully all will be done by the end of next week.  
· Tom Connolly:  He has ten to do, and they will be done at the end of this week.

Janice reported that Tom Connolly will be leaving at the end of the month and going back to Centinela Valley.  He gave a month’s notice because he wants to be part of finding his replacement and take care of as many things as possible before he leaves.    

Compton Evaluations:  Noted:

· Compton does evaluations once a year.  
· They did them in May of 2007 and 2008, and nothing is outstanding.  
· In their union agreement if it isn’t turned in by April 30, it can’t be turned in.   
· 29 from M & O didn’t meet the deadline.      
· Barbara will call Rachelle to confirm that all are done.      

Accreditation:

· Overview:  Arvid Spor’s presentation last Thursday listed four items or findings from the previous accreditation.  
1.
Performance Evaluations

2.         Program Review

3.         Governance

4.         Time, Planning & Budget (Unit Plans)

ECC was visited by the accreditation team about a year ago, and all of those items were cleared.  Most managers will meet with someone from the accreditation team.  Nothing is more important than being prepared for this visit.  Jo Ann doesn’t want there to be any “findings” in the Administrative Services area.      
· Managers Report Out on Progress in Reading Standard 3:   Ten people have read it, and the others 
made a commitment to read it. 
· Discussion of Accreditation at Division Councils:  Managers are to briefly go over this standard with their staff members at their division meetings.   

Program Review:   ITS has made good progress in the program review area.  John has done some surveys based on three customer surveys that were done.  He also looked at things from a dissatisfaction angle.  Jo Ann noted that she doesn’t have a preset template.  Managers can take their indicators, change the wording a bit and make them work as program review.   Noted:  

· Plan Builder -  Academic Affairs has modified it to a one page document.  Barbara will send out a copy to everyone.  
· Wiggle words:  Words they like to see in program review documents.  They want to see continuous improvement.  Keep it simple.   Donna, Barbara, and John have all offered to help anyone who needs it. 
· By the next meeting, Jo Ann wants to hear where everyone is in the program review process.  If you have a draft for her to review, E-mail it to her.
Unit Plans:  Some managers have already shown her their work in Plan Builder.  The job of the accreditation team is to validate that we are doing the cycle, so this needs to be documented.  Also, send her your accomplishments via E-mail, including your reasons for doing these things.  Then go to Plan Builder and create something for 2009-10.  
Web Pages:  Managers are to investigate any pages on the Web site where their area might appear.  If information is inaccurate or out of date, it needs to be updated.  Noted:

· Fred Sturner:  The Compton Bond page is out of date by at least a year.  He and Jo Ann and Reagan will discuss what documents should be on it. 
· A link to the district Web site is needed.   

· Compton uses Share Point, not Omni.    

· If you have something on the Web, make sure it’s not old.  
· Every area has a designated person to keep up the Web site.  
· Donna could arrange a class on this for Administrative Services if needed.    

Emergency Notification:

· Cards:  The new emergency cards were distributed.  Fred noted that he has changed his number.
· All of Jo Ann’s numbers will be sent out electronically this afternoon.  The second cell # will be her husband’s number; feel free to use it if necessary.  Messages on her cell are iffy.  There is a second E-mail, and she has audio alert also.  She’s only home on weekends.  She requested the home numbers of the managers; these should be sent to Shobhana.  In ITS and Campus Police and Facilities she would like more than just the numbers of the director and assistant director.     
Committee Minutes:  Copies of an update on posted committee minutes for Administrative Services (dated September 20 were provided.  It is crucial that all committees that are still meeting have their most current minutes posted on the Web before the accreditation visit. E-mail Ruth when you have updated your posted minutes.     
E-Mail Etiquette:  Everyone should use the following format on E-mail to JoAnn: 
1.
Use a 14 point font.  
2.
Use Arial or Times New Roman.
3.         Do spreadsheets in portrait format.  

4.         Talk with staff about not sending out garbage E-mails.  

5.         Don’t “zing” someone via the Reply to All function.  Use the phone.  
6.
 It’s not about right or wrong, it’s about how to get the job done.

7.         Don’t forward anything with attachments from someone else.

8.         Remember that E-mail is discoverable in a court of law.  

Liebert Cassidy Workshops:  Noted:
· The September 19th workshop will be a video conference in Library 202.  
· Managers are encouraged to attend as many as are warranted.  
· April 30 (Managing the Marginal Employee) - highly recommended for anyone who can attend.  
· April 30 (Privacy Issues)  - Someone from ITS should attend.

· March 12 (Safety Issues) – Someone from Rocky’s area should attend.  
· March 12 (Legally Compliant Strategies) - Barbara will send someone.
· October 16 – someone should attend. 
· September 19 (Legal Issues for Negotiators) - Mike should attend. 

Jo Ann stressed that she will not support additional staffing if the need is due to current employees not doing their jobs.  However, if managers take action on employees not doing their jobs, she will support the managers for the entire process.  Progressive discipline is needed for this process, and everything must be documented.   Comparisons to sister schools and industry standards can be valuable in this process.     

Committee Reports/Division Issues:  

· Fred Sturner  
· They are ready with air for hot days.

· Repairs on the LRC will begin soon.

· They are evaluating the Little Theater.  It needs to be connected to the central plant.
· Per Jo Ann:  No one is to go to DSA unless Sayed is with them.  
· A number of facilities matters will be going to the Board on 16th.   

· Rocky Bonura:  Everyone is back from vacation after the year end closing.  Per Reuben, the check is taken care of.

· Mike Trevis  
· There is no reason to believe that the incident in the parking lot last Friday is related to the others.    
· Van drivers have been instructed to let people off near their cars. 

· Lighting has been significantly beefed up in the lower parking lot.  He will E-mail Jo Ann with information on the changes that have been made. 
· Data terminals will go live in four police cars at Compton
· Donna Manno:  They are wrapping up Flex Day items.  Thanks to everyone who helped.   Donna was thanked for all of her efforts also.  
· Julie Bourlier  
· Bookstore sales are up 8% from last year.  
· They are also providing more used books, which saves money for students. 

· Online sales have almost doubled.  Compton can also purchase books online.  

· Tom Brown:   
· They got approval from the DSA on the Humanities Food Court.  
· The Health Department approved the Munchy (the modular food station near the Planetarium), so they will be opening it.  
· The annual Night walk will take place tomorrow.  
· He is also dealing with the parking intersection issues.  
· Tom Connolly:  Jo Ann thanked Tom for being so responsible.      

· Satish Warrier  
· They changed the music you hear when on hold.   
· Regarding the incident in the parking lot last Friday, ITS sent the same E-mail Ann Garten sent out to student E-mail addresses.  
· The old voice mail system will be going next week, so remove old messages and set up voice mail boxes.  
· They are putting up servers and desktops in the new Learning Resource Center. 

· Tom Brown noted that they need the following information from Rocky re:  LRC furniture.  When will the bid hit the streets, when it will go to the Board, when could it be delivered, and when could it be installed? 

· Reuben James  
· He will meet with Rudy and Mark re:  Maximus.   Maximus did an inventory five years ago, and compared to the one they just did, 1,200 items are missing.   Jo Ann recommended calling American Appraisals re:  Compton.  
· Mark Hovatter  
· He needs to be involved in the fixed assets conversation. 

· They played their first soccer and football games on the field this week.  
· The Cafeteria has been opened, and the weight room will be open by Monday. 
· They are also repairing nineteen roofs.  Jo Ann wants flood tests.

· Myeshia Armstrong  
· The books are finally closed, and they will be scheduling times for the auditors to come out.  
· Jo Ann needs to meet with her and Janice.  She wants to see the reconciliations between People Soft and Datatel.  
· Barbara Perez:  They are working on program review for both campuses.  It was suggested that portions of the FCMAT report could be used for program review and milestones for facilities at Compton.  Barbara was thanked for all her help.  

· Reagan Romali:  She is working on budget; the Provost has given her direction.  She will meet with ECC tomorrow morning.  Jo Ann noted that she and Reagan and Babs met all day yesterday and got a lot of good work accomplished.    

Next Meeting:  The next meeting won’t be held on Tuesday due to a scheduling conflict. At this time, it is uncertain when the meeting will be held.  The plan is to hold it in the Alondra Room and provide overhead projection capability so that managers can share information on program review and unit plans.  Each manager should have at least a page that outlines where they are.   The group will continue to meet every week until the accreditation visit is over.  Also, don’t plan on taking any vacation the week before the visit or the week of the visit (October 6 - 9).             
Meeting adjourned at 10:20 a.m.
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