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Administrative Services Staff Meeting

October 2, 2007
PRESENT:
___ Myeshia Armstrong
___ Bob Gann
_x_ Donna Manno
_x_ Allene Quarles

_x_ Rocky Bonura
_x_ Dr. Doris Givens
_x_ Jeff Marsee
_x_ Rachelle Sasser

_x_ Julie Bourlier
_x_ Bruce Hoerning
_x_ Andy Nasatir
_x_ John Skipper

_x_ Tom Brown
_x_ Mark Hovatter
___ Barbara Perez
___ John Wagstaff

_x_ Tom Connolly
_x_ Reuben James
_x_ Stephen Port
___ Satish Warrier

_x_ Janice Ely
___ Rory Livingston

Minutes:  The minutes of September 11, 2007, were approved with the following changes.

· Page 6, Committee Reports – Tom Connolly stated that the last sentence regarding the coordination of the auditor’s visit should state “at Compton Center.”
· Page 6, Committee Reports:  Second sentence – Bruce Hoerning stated that the approved modular will be delivered on the 16th.
· Page 6, Committee Reports – Fred Sturner stated that the statement that the truck-mounted refrigeration unit had been ordered was incorrect.  We have a proposal for that and we are looking at an alternate proposal to do a pad mount unit that we acquired.  An alternative for the refrigeration unit is being considered and will be presented to the Board for approval.
Agenda:  The following item were added to the agenda:

· 90 Day Review
Emergency Cards:  Dr. Marsee stated that the second number is incorrect and the first one goes to his home.  This is a reminder that these numbers are highly confidential and should not be published or released.
October Calendar:  The October calendar was reviewed, and Janice stated that the CCFS-311 Annual Financial and Budget Report  and CCFS-367 Part-time Faculty Compensation should stay on the calendar, however, the following items should be deleted as they relate to the topics mentioned above:
· 10/10/07 – Annual Financial & Budget Report (CCFS-311)

· 10/10/07 – Gann Limit (CCFS-311)

· 10/10/07 – Lottery (CCFS-311)

· 10/10/07 – Part-time Faculty Compensation (CCFS-367)

Dr. Marsee asked Fred if he had anything he would like to add to the October calendar.  Fred stated he had an October 1 submittal.  He stated that he had submitted Report 17 on October 1, 2007, which is the Space Inventory Report.
FCMAT Update:  Dr. Marsee stated that everyone should have received a copy of the FCMAT Matrix for what is referred to as Standard 3.  He stated that the commitment to this is that FCMAT will be on site October through November.  He stated that there was a retreat on October 24, 2007 for the senior management team to review all of the findings related to the FCMAT academic and now review Standard 3 (Physical Operations Standards.)  Dr. Marsee stated that between now and October 24th we have to bring the piece together.  Dr. Marsee stated that he has negotiated with the FCMAT team leader for our Standard for our area to use this Matrix and do a Self Evaluation prior to their arrival of what our assessment is for each of the areas that identified in the Matrix itself.  The Matrix has several bolded areas in the original format.  Shobana pulled the bolded areas and placed them in the document.

Our task will be to go through the document and to self assess based on the knowledge in our areas.  What we think is in place and what is not.  Dr. Marsee stated that FCMAT has a 10 point scale that identifies the actual scoring process, which he will get from Rachelle.  For now it is critical to go into the areas that you are responsible for as managers and put in the comments that you believe are appropriate for the progress or status of each of those functional areas.  If no work has been done, then indicate no work has been done.  If it has been resolved then identify how it was resolved.  If it is in the process of being resolved, so indicate that it is in the process and what is being done.

What we are trying to do is create as large a body of work as possible which identifies the areas that we are focusing on and functioning, properly or not.  Then they will come in and validate what we are self assessing or self reporting, then validate whether they agree with us or not.  Until he speaks with Rachelle, assume a score of 10 is a perfect score, a score of 6 represents that the operation is fully functional and is ready to be returned to Compton if it is not at Compton and is functional and direct supervision from El Camino is not needed, 3-4 will indicate some work is being done, but it is in process and not complete, 0-3 weak or no process or attention has been given.  The scores will be corrected once you sit down to see what areas we are in trouble with and which ones are fully functional.
Bruce wanted clarity on which report was being discussed.  Dr. Marsee stated that there were two reports.  The first one is the FCMAT Extraordinary Report which deals with Fraud and this one actually deals with issues of Operation and Accreditation.  He stated that it was down loaded to senior management, who were to give it to their team.  He asked that senior management give it to their staff.

Donna wanted to know if it was related specifically to Standard 3.  Dr. Marsee stated that FCMAT in their regular 6 month process has coordinated their report to coincide with the accrediting standards 1, 2, 3 and 4.  Our Operational Standard for Administrative Services which includes Human Resources, Physical Services, Facilities, and Financial, are all Standard 3.  He stated that she will see cross references to the Accreditation Standards because those are the Standards that FCMAT will be using to evaluate us.  Dr. Marsee stated the FCMAT is coming in to evaluate the Compton situation and it is all integrated.  He wants them to look at the operations at the main campus as well as the Compton Center.  We are both at El Camino and at Compton, and so indicate, because we want to take advantage to self-evaluate the entire operation, not just at Compton.  He also stated that assessment will be done by what Compton has in place.  Where we would is see a joint find and no if both operations will become totally merged.  (e.g. accounts payable)  If both campus are not doing it, then he wants to highlight the score for both institutions.
Dr. Givens wanted to know if the individual knows nothing about Compton, then how is he or she supposed to write about Compton.  Dr. Marsee stated that the individual is to put not applicable or speak with someone to compare notes.  He stated that they would meet on October 11, 2007 to allow for time to complete and prepare their area of responsibility.  Everyone in the room is to be at the meeting.  He confirmed the meeting will be held on October 11, 2007, from 10:00 am to 12:00 pm.  The Accrediting Standard deadline is October 10, 2007 at 3:00 pm.

Introduction:  Julie Bourlier, the new Director of the Bookstore at El Camino, was introduced.  She has been hired as an ECC employee to work in the Bookstore.  Julie stated that most of her career was with Barnes and Noble, who is a lease operator of college bookstores.  She was Auditor, Regional Manager of the Houston Community College Bookstore.  She managed eight stores.

90 Day Review:  Dr. Marsee explained to Julie how the 90 Day Review worked.  He stated that staff across campus come together in a general assembly format to get updated on what happened during the last 90 days and where they are going the next 90 days.  He stated that they recognize outstanding staff or performers in a concept called the “Can Do” awards.  It is a theme that was carried over from our Professional Development Program the last two years.  We try to recognize individuals who have done something that is clearly above and beyond the call of duty with a plaque.

Each manager has a five minute time slot to discuss what is going on in his area.  Dr. Marsee stated that Andy should introduce Julie and perhaps do something jointly, and Fred should to present out on Facilities.  Dr. Marsee stated that he would like for Reuben to do a presentation since he has staff at El Camino.  Reuben should discuss outstanding checks, the indicators of the outstanding payable, what the strategy is and what you are doing, what has been accomplished.  Reuben is to meet with Rocky to discuss.  Dr. Marsee wants to know about the Master Plan.  Tom Brown should discuss the garden on the overhead map and Option B, Allene is to discuss Human Resources, job search, and what Ron the consultant will be doing.  Donna will discuss Professional Development, Andy will discuss Food Services and Tom Connolly will discuss Flowcharting.
Dr. Marsee stated that he does not have any real strong “Can Do” candidates.  Donna suggested that Ruth should email the criteria for the “Can Do” awards that the area managers came up with.  He stated that the only group at the moment that he could think of were the programmers of ITS for the release of Colleague 18.  The nominations are to be sent to Dr. Marsee for the screening.  The last day to submit nomination is Friday, October 5, 2007.
TO DO:

1.
To initiate a fixed asset inventory, mark reports up and send them back.  This needs to be completed by the new semester.  (Bruce) (3-6-07)  The Business Division will be the pilot program – probably within two weeks.  (5/22/07)  Bruce will meet with Dr. Rapp today to review the report.  (7/17/07)

· Update of Compton Center Inventory and Receiving Procedures.

· The reporting to go to Dr. Marsee.  Dr. Marsee can pass it on to the VP and they can pass it out to their Deans.

· Dr. Marsee stated that for the purpose of understanding fixed assets we are going to issue location Fixed Assets Inventory reports and ask the area supervisors to do their own verification and he will sign off and send it back.
2.
Development of Policy and Procedures for fixed asset inventory.  (Tom Connolly) (3-6-07)  The draft is in process (5/22/07)   Dr. Givens would like a copy of the procedures.  Still pending (8/14/07)

· Tom Connolly and Bruce are to schedule a time this Thursday for a meeting.

3.
Compton is to initiate a fixed asset inventory.  Campus Police will be included in this inventory.  (Reuben) (3-6-07) Attorneys reviewed it and made suggestions and changes. (5/22/07)  It has been sent to Maximus for review.  (6/19/07)  The report has been returned from Maximus, and Reuben plans to take it to the Board in August.  He will send Bruce a copy.  (7/17/07)  Wait until Reuben returns from vacation (8/14/07)

· Reuben stated that everything is up and running and that he wants to mirror ECC

· Bob wanted to know if Maximus has completed the survey.  Reuben stated not yet.

· Reuben stated that they went over the Maximus agreement to piggyback on the way El Camino does its process and Dr. Marsee stated that he wanted the decals placed on front or some visible location on the equipment.  Dr. Marsee also stated that he wanted both campuses to stencil decal all equipment with police recognizable identification.

Introduction:  Fred Sturner introduced Mark Hovatter, the new Director of Facilities Planning and Services at Compton.  Mark stated that he was with LAUSD for the last 5 years and he was the Director of Facilities and Contracts for Construction Program, and prior to that he was with the Navy for 23 years.  His last job was at the Naval Post Graduate School.  He was responsible for all maintenance on the base.  He did maintenance and repair, and emergency planning.
4.
FCMAT Report Update:  Jeff will release Guiding Principle #1.

· Stephen stated that it appeared to be a draft.  Dr. Marsee stated that it had been finalized and he will send out the final version.

· Bruce stated that the legislation number is missing on it.

· Dr. Marsee stated that it was approved at the Senior Management meeting.

5.
The Fixed Assets meeting had to be cancelled but was rescheduled.

Ongoing Projects
1.
Colleague 18 Upgrade:  ITS will have to take the entire system down for a week for the upgrade to Colleague 18.  They are currently looking at the week of September 14.  Due to the census and the 320 report, waiting until the end of September was suggested.  This will affect Compton also.  Managers are to give Satish information on what will be adversely affected by a whole week of down time in September.  (7/3/07) - The dates have been changed to September 22 – October 1.  Key users (Admissions and Records, Fiscal Services, Human Resources and Purchasing) were notified last week that Release 18 was up in test mode, and they were instructed to use it and report on any problems by September 1.  It was already known that current hardware could not be used to run Release 18, and new equipment was included in the Technology Plan.  However, ITS has now learned from other colleges that have already converted to Release 18 that ECC lacks the power and air conditioning for the new equipment, and this can’t be upgraded before the September 22 date.  It was also noted that the Datatel company has been singularly unhelpful, catering to certain companies and ignoring the problems they are causing many other customers, like ECC.  They have even charged ECC for documentation on how to convert materials to the new release.  Also, regardless of whether or not their customers are ready, they will be withdrawing support for Release 17 by the end of the year, so the conversion must be made.  Consequently, ITS will go ahead with the plan to take the system down from September 22 – October 1.  (7/17/07)

· John Wagstaff stated that the system has to be put to sleep for a week.  During this period no processing, purchase orders, requisitions, or registration can be done.  The information has to be stored and it will run after they come back.  They will start sending out warnings and updates in early September.  

· John stated that they are going to the Board with the purchase request to cover hardware needs.  The vendor, Abtech, has informed them that it does not have enough power to run the solution.  He stated they also have a large air conditioning problem.
· The programmers have been consumed with working on Release 18.  (8/14/07)

2.
Compton Air Conditioning:  The problem with the air conditioning at Compton needs to be addressed before the equipment is adversely affected.  Things will only get worse with summer coming up.  Southland Industries explored the problem and has sent a proposal to Compton staff.  Addressing the problem will require the system to be down for a while – maybe a week.  Bruce and John will meet to determine what can be done to minimize the problems this will cause.  John Skipper stressed that the police phone lines need to remain up.  (7/3/07) - The temperature reached 130 degrees this weekend.  Two chillers have been brought in.  Board approval has been received and resolution is anticipated in 45 days.


It was reported that the temperature in the room is now 80 degrees (down from 130 degrees).  This will work as a short term fix, but not for a long term solution.  They are still working on this.  (7/17/07)

· John Wagstaff stated that the two portable air conditioning units in the hallway and the one in the room seem to be holding their own at 75 degrees.  His concern is that there is not enough room in its current location and the roof is not reinforced enough to take the weight of the compressors that will be driving the system.  He understands that they want to place them in the machine room and there is not enough space to begin with.  There is no room for expansion of the Core Network.  The space is taken up by air conditioning.
· Reuben stated that the print shop will be moved so IT can expand.  A space has been identified in the Vocational Technology building.  He stated that Southland will check the issue regarding reinforcing the roof.
· Bob wanted to know if they will be working under an emergency resolution.  Reuben stated yes and it was sent to LACOE 8 to 10 days ago.
· John Wagstaff stated they might want to consider a cover over date of September 22, 2007, which will coincide with ECC.
3.
Capital Replacement and Repair (Compton Center):  Bob and Bruce will work with Doris to put together a thorough inventory of work that needs to be done at Compton, strategies to do the repair/replacement, and cost estimates.  The Facilities Committee meets monthly to address such issues.  (6/5/07)

· Bob and Bruce will work with Dr. Givens on the facilities inventory.  Bob stated it was something that BRJ has put together with Banner with regard to listing of deficiencies and conditions.  It is a matter of prioritizing and making a determination of what facilities are we going forward with and where do we want to invest our funding.  Dr. Marsee stated it was an oversight issue.

· Dr. Marsee stated that BRJ had submitted to the Chancellor’s Office a long term Facility Master Plan.

· Rory stated that what BRJ submitted was probably based on current facilities and was not tied to the goals of the institution because the Education Master Plan had not been done.

· No change (8/14/07)

· Bruce stated that they had been working with Dr. Givens, but he was not sure if that was going to continue.  Fred stated that he is putting together a list of capital improvements projects, long-term maintenance, and deferred maintenance projects.

· Bruce stated a meeting is scheduled for October 3, 2007, at 2:00 pm.

· Dr. Marsee stated that Fred will be placed in charge of the program.

4.
Emergency Planning:   The Emergency Planning Committee had a four hour meeting yesterday.  Thanks to ITS, Campus Police, and Facilities for their participation.  Noted:

· The Emergency Plan includes Compton as a satellite.  It looks at action to reduce long term risks.  

· There is also an Emergency Center operating manual.  These now need to be presented to Cabinet and the Board.  Rocky is ready to present it to Cabinet; he is to get on their agenda.  Until the new plans are approved, ECC will work under the old plan, which is good.

· The group worked on designing emergency exercises to be held in January or February.  Now that they have the plans, they need to train the people who will be participating.  

· They will be stepping up the meeting schedule, and Compton’s Provost will be contacted to provide participation from Compton. 

· An enormous amount of work is necessary to develop all that the State requires.  Some of it has been delegated to committee members, and everyone will be working together.  

· Is ECC ready for a major catastrophe if it happened today?  Could it shelter people from the community?  Maybe up to 10,000 or 20,000, but it would need mutual aid from many organizations.  Jeff wants to know what ECC would do, step by step, hour by hour, in the first 72 hours of a disaster like Katrina.  He also wants a game plan and a checklist for the first 6 hours, and he wants his 22 questions answered.  If there are food agreements, he wants to see the agreements.
· Rocky stated that the next meeting is scheduled for October 8, 2007.  He is working on the Hazardous Migration Plan and a design for a scenario.  He is replacing team members from the Compton Center staff and Reuben to make sure we have replacements for the committee.

· Mark is now part of the committee.
· Debriefing of late night shootings, electrical issues, all events that run related to the evening and the control of getting them in and out and time of notification so security can be provided.

5.
Flowcharting
In 2 weeks (2/27) each manager will report on what has been flowcharted in his/her area and provide a calendar of expectations as to when remaining items would be done.  This is a joint project between ECC and Compton.  (2/13/07)  Still pending (6/5/07)

· Flowcharting reports are to be sent to Ruth Sanchez so she can compile a composite for two purposes:  1) we want to be able to reflect on the accreditation process as it is ongoing and 2) to see what the next steps are in terms of process review (6-12-07).

· Dr. Marsee asked that the group resend the information to Shobhana (8/14/07)

· The flowcharting process was just completed for payroll.

6.
Policies and Procedures:  Although ECC pays a membership fee, currently only Kathy Oswald can get into the CCLC Website.  This needs to be investigated. (2/13/07).  It was noted that there is nothing much on the site anyway, and the procedures are not on the public site.  Jeff will pick a policy and a procedure to review each month.  (6/5/07)

7.
Media Services Issues:  The disintegration of media services at ECC (due to retirements with no replacements) continues to present problems.  The recent 90 Day Review of media problems is a case in point.  Although Howard Storey is responsible for this area, John will do a position paper on this issue and address it in the Technology Plan also.  (Donna) (2/13/07)  Compton has the same problem.  (6/5/07)  This will be part of the VP review of positions. (7/3/07)

· John is to submit a Position Statement and do the Compton part of the Technology Plan.

· Barbara suggests a split position for both campuses.

· It was noted that this position deals with repairs and takes expertise.  Also, employees are not allowed to work out of class.  (7/17/07)

· John Wagstaff stated that the biggest concern is video projectors.

8.
Program Review:  At the next meeting, the group is to come back with a list of indicators that are applicable to their areas.
· First step indicators

· Measurements
a) Acceptable Standards

b) Standards for excellence (e.g. invoices in the outbox for 30 days when they should be there no more then 2 weeks)

· Establishment and Completion of a Flow Chart and Program
a) Identify improvements for efficiency

b) Written Procedures Manual

c) Operational  Procedures Manual for your areas

d) Action Plan

· A schedule of hours you will need.  The objective is to be completed by December, 2007.

· Donna is working on her survey report.  Managers need to do an executive summary report for his/her area.  Then they need to look at the areas for improvement, flowcharting and the performance indicators.   (7/17/07)

· Janice stated that they are looking at getting refunds back to the students in a timely manner and returning telephone calls.  She would like to improve customer service average and the waiting time in line.

Committee Reports/Division Issues
· Tom Brown:  Will be replanting several garden areas and making them water efficient and low maintenance.  They are looking at different parts of the campus that have been let go due to lack of manpower to bring the landscape back to where it should be.
· John Skipper:  Stated that his department is purchasing a lot of equipment since they have money in the budget.  He is working with attorneys to develop contracts.
· Tom Connolly:  Mentioned the Fixed Asset Meeting is this week.  The Special 3 million dollare argumentation was placed into the budget.  His staff is working to get it itemized.  The review at Compton Center regarding Student Body funds and Student Body Organization and Control is underway.  He is work with Reuben on this issue.
· Stephen Port:  Taking a look at Compton Center parking, technology, cash handling, and what is available.  He is trying to brand out the Center’s relationship with the Gardena Police Department.  An informal exchange of knowledge on gang enforcement and intelligence, graffiti, and narcotics is needed.
· Bruce Hoerning:  DSA has approved plans for the five story parking structure at El Camino, looking to go to the Board in October and November.  He will work with the Police Department to find additional parking, doing lighting and repairs around campus.  Trenching is being done north and continuing from MCS, and the east side of the bookstore and going south around Student Services.
· Allene Quarles:  The Classified Services Award is scheduled for Wednesday, November 14, 2007, from 1:30 pm to 3:00 pm in the Student Activity Center.  She is encouraging all managers to attend to support staff receiving awards.  Open Enrollment for health benefits will end on October 12, 2007, Section 125 open enrollment will begin on November 13 through December 3, 2007, and individuals will be receiving email and a hard copy at the end of October or the beginning of November.  The Accreditation Standard 3 committee is meeting Wednesday, October 3, 2007 to go over the second draft.
· Rocky Bonura:  DataTel is up and we are catching up on requisitions.  He is concerned with Compton staff because Flor is going out on maternity leave next week.  LaTasha has proven to be an excellent producer, however, she is provisional and it will just leave Drew.  Reuben stated it is pending due to testing.  Dr. Marsee stated an Emergency plan needs to be in place.  Bids open tomorrow for Infrastructure Phase II projects and will hopefully go to the Board this October.

· Janice Ely:  Stated her group is getting prepared for the annual audit at Compton Educational Center and ECD.  Billing letters went out last week to all of the students at both campuses.  She will be visiting Compton staff this Friday to make sure they are prepared for the audit.
· Donna Manno – This Thursday they are doing the Management Forum and would like to encourage all of you to be there.  The training will be two-fold perception from managers and what they see as training needed for staff.  The second piece is needs assessment from managers and supervisors, as to what you would like to see for yourself.  The classified committee meeting will resume the third week of October to plan Professional Development programs.

· Julie Bourlier:  Stated that they will hopefully be installing the new accounting system this week.

· Andy Nasatir:  our accountant has announced her retirement at the end of this month.  The accounting system will become null and void at the end of the year.  The enrollment growth is forcing us to look at changes at Compton Center’s bookstore.  The first Food Service Committee meeting was held last week by Dr. Marsee.  We will be putting together a team to prepare for a food service contact for 2007-08 to include, menu, development options, site visit, RFP development.  The Bookstore saw an increase in shoplifting.  Compton, with the matching fund that the ECD provides, received $20,000 in profit, which is earmarked for scholarships.  This is about a 9 ½ percent increase.

· Fred Sturner:  Submitted Report 17, which is Campus Housing Inventory.  Managed to reduce our overall square footage by 73,000 feet.  It puts us in line for a modernization program for state funding.  He stated that he has been in communication with FCMAT and they have committed to setting up a pilot software program that will go through our previous bond fund and disperse all the projects to test software.  The software will run by project instead of fiscal year.  Then we can use the software to monitor costs.  The LRC meeting will take place on October 4, 2007.
· Reuben James:  Welcomed the new people.  He thanked Janice for the help she provided for the assistant in the Bursar’s office.  We are placing all audit back-up into a binder.  He asked Chief Port if he could be involved in the cash handling.  Reuben stated there was a position opening for Purchasing that needed to be flown.  He stated that the COTOP program has provided them with substantial refunds.

· Mark Hovatter:  Stated that he had identified 47 opportunities for efficiencies.  He stated that he would like to move the night shift to day.  The project descriptions allow the custodian to do more work then what they are doing.  We are reorganizing into teams instead of just having one person responsible for a building.  They will do custodial and maintenance work.  He to account for where everyone is and what they are working on and to streamline the way we pay our bills and get better pricing.
· Rachelle Sasser:  Stated that there will be five different teams from FCMAT on campus at different times:  1) Academic Achievement, 2) Facilities, 3) Physical, 4) Human Resources, and 5) Governance and Committee Relations.  She tried to communicate with the people in the respective areas so they will be knowledgeable about the team member’s time and also be knowledgeable of what information they need to gather.  The teams will be here between October 28 and November 20, 2007, teams at different times.  I will be letting you know who the team has decided to meet with and I will let you know well in advance so you can place it on your schedule.  In some areas she also has the ability to suggest to whom they should speak.

Regarding Human Resources, she informed the group that she is aware of the manager’s needs and their request for hire.  She will be receiving some assistant in Human Resources on October 8, 2007 from a gentleman who used to be an HR Director and an Attorney, which will allow her to move a little faster with hiree issues.

Dr. Jeff Marsee, asked Rachelle to communicate FCMAT’s interpretation of Standards of Standards from 0 to 10 or 1-10 so well know how to grade ourselves.  Rachelle stated that the score had to be maintained for 2 visits, 0-1 no progress or has not bee addressed, 2 – looked at it and something done.  Rachelle stated that she will get the information.

· Dr. Doris Givens:  No report.

Meeting adjourned at 10:04 a.m.
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