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Administrative Services Staff Meeting

October 23, 2007
PRESENT: 

_x_Myeshia Armstrong   _x_ Janice Ely    
  ___Reuben James        ___ Andy Nasatir        ___Rachelle Sasser   

_x_Rocky Bonura            _x_Bob Gann                 ___ Rory Livingston    _x_Barbara Perez       _x_John Skipper                  

_x_Julie Bourlier
  _x_Bruce Hoerning       _x_Donna Manno         ___Stephen Port         _x_Fred Sturner
_x_Tom Brown               _x_Mark Hovatter          _x_Jeff Marsee             _x_Allene Quarles      _x_John Wagstaff    
_x_Tom Connolly



                           
                                    _v_ Satish Warrier
Minutes:  The minutes of October 16 were approved.
Monthly Calendar (November):  
DELETE:

· (11/1/07) Part-time Faculty Health Benefits Final Reimbursement Claim (CCFS-360)
· (11/15/07)  Quarterly Financial Status Report (CCFS 311Q)

ADD:
· (All Month)  Section 125 Enrollment

Staff Committee Assignments:  Suggestions for new Area Council representatives should be sent to Ruth.  There was discussion on the possibility of a new PBC representative from Administrative Services.  Nominees can be classified or management.  Suggested nominees:  Lisa Webb (Fiscal Services), Maria Lopez (HR), Sheryl Kimball (ITS) and Ora Bryant (Facilities).  Jeff will take the nominations to the President next month, and the committee service would begin in January

Classified Staff Evaluations:  Copies of a list of overdue evaluations from Administrative Services (dated September 30, 2007) were shared with the group.  Comments:

· In Facilities, some (Keith Butler and Glenda Harvey) are due to the fact that the custodial supervisors have been out.  Jeff suggested using peer assessment in cases like these.        

· Alan Nelson, electrician supervisor, retired and hasn’t been replaced, so Bruce is doing the evaluations Alan would have done.  

· Easter White is out on medical leave.  

· There is a problem with online (PDF) evaluations, especially the last lines at the bottom of the form.  Tom Connolly will convert the form to a Word document.  

· Facilities can have most of them completed by next week.             
· With the exception of Jason Haddix, who is on medical leave, ITS can have them completed by the end of the month.
· Due to the requirements of the auditor visit, Fiscal Services will only be able to complete three by the end of the month.  The rest should be done by the end of November.  

· The Purchasing evaluations should be completed by the end of the month.

Barbara stressed that completing the four-month evaluation for new employees is critical, and she will be checking to make sure they are done.  
TO DO:

1.  Fixed Assets Inventory  

· 10/9/07 – Per Bruce, 16 are completed, and they should be finished this week.  Jeff wants a definition of inventory items to go with the report.

· 10/23/07 – Per Bruce, the reports are done and the cover letter is written.
2.
Development of Policy and Procedures for Fixed Assets Inventory.  (Tom Connolly) 
· The draft is in process (5/22/07)  Dr. Givens would like a copy of the procedures.  
· 10/9/07 – Tom Connolly is still working on the fixed asset procedure.  They have met and will meet again this week to hopefully finish both. 

· 10/23/07 – Per Tom Connolly, they are meeting next week.

3. Initiation of Fixed Assets Inventory at Compton  
· 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)
· Reuben stated that everything is up and running and that he wants to mirror ECC.

· Maximus has not yet completed the survey.  
· 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 in some visible location on the equipment.  Dr. Marsee also stated that he wanted both campuses to stencil decal all equipment with police recognizable identification.
· Bob wanted to know if funding has been set up in an account to pay Maximus.  Reuben stated that he needs to speak with Rory to discuss funding.
· (10/23/07) – Per Mark, they have been bar coding equipment.  Reuben is the lead on this project.

4.
FCMAT Report Update
· 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.  

· Jeff will release Guiding Principal #1.

· 10/9/07 – Kathy Oswald (President’s Office) is still making changes to Guiding Principle #1.

· Bob stated they did not complete the FCMAT Report all sections of it and wanted to know if there was going to be a follow-up general meeting or individual areas working with Dr. Marsee.  Dr. Marsee stated just the individual areas.
· (10/23/07) – The FCMAT team visits begin next week.  

5.
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)

· Rocky stated that a decision needs to make as to who will be the point person for updating the Policies and Procedures.

· Dr. Marsee stated that this item would be part of the one day retreat in November or December.  It was agreed that the retreat would take place in January.  Bob suggested a Tuesday.  Dr. Marsee stated off campus.

· Retreat Agenda:  Policies and Procedures, Customer Service Survey, Indicators (presentation mode).  Rocky will take the lead and work with Donna.  Donna and John Wagstaff will work on the survey.  Myeshia and Reuben to work with Rocky.

· Retreat is scheduled for January 8, 2008, supervisors will be included.

· (10/23/07) – Rocky and Donna will organize the retreat on policies and procedures.

Ongoing Projects
1.
Compton Air Conditioning  
· 10/9/07 – The ITS room is still in the 80s, even with the cooler weather.  Two temporary units are running currently and a hole was cut in the roof to let out hot air.  The Special Trustee wants a process in place.  There is a proposal to change the way things are done because past practices have been reactionary.  Even after approval, it will take two months to install the equipment.  Jeff wants the temperature in the room to be in the 70s. (78 max) and will support efforts to accomplish this.  Satish stated that the equipment is already irrevocably damaged due to the prolonged heat and suggested moving some of the critical functions to ECC until spring if they can’t get the temperature down.  Jeff authorized this activity.  Satish is to send a memo re: steps that will be taken, with copies to Doris and Reuben.  It should be made clear that this move is temporary.  Fred reported that the Board passed an emergency resolution re:  air conditioning and he will report on it next week.  The Special Trustee wants a paper trail if bond funds are used.  Fred will draft a memo to Jeff and copy the Special Trustee and Doris.  

· (10/23/07) – John reported that ITS had more than adequate air conditioning yesterday.  He has created list of the equipment that needs to be replaced due to the heat damage and will provide Jeff and Fred with a copy.  
· Fred reported that another issue is the lack of funding in M and O accounts.  Janice reported that there is plenty of money in the Compton budget and that perhaps the wrong accounts are being used on the purchase orders.  There was disagreement on the amount of money available ($1.1 million or $600,000).  Jeff suggested freezing disbursements from the Provost’s $600,000 contingency account.  Myeshia will work with the Provost on these funds.  Jeff also requested that Myeshia send out the Compton budget every month.  The next time the group meets in the Alondra Room, John will demonstrate to the managers how to do the accounts.  
· Regarding allocation of the Facilities budget, (per Jeff) Fred is to work with Bob, Bruce and Tom on appropriate accounts for charging items.  
· Per Jeff, Rocky is to do an account assessment and then he will recommend a transfer to the special contract account.  
· Jeff created a task force to do assessments of budgets at Compton.  The group will identify funds that have been budgeted and have not been used and will make recommendations to Compton staff to reallocate funds to potential shortfall areas.  This information will be sent to the Provost and the Special Trustee.  Janice will head the committee, and Myeshia, Rory, Reuben, Mark, Rocky and Fred will serve on the committee.  Jeff wants their task done by November 5.        
2.
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)

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

· Bob wanted to know if the committee that is going to review facilities requests was going to give input on what roofs to be replaced and what our infrastructure items were.  Fred stated no, the committee will assist in the allocation of funding.  Some of the items fall under Capital Improvements which are bonds funds.

· (10/23/07) – Fred submitted a budget to Cabinet, and a committee has been formed.  

3.
Emergency Planning  

· (10/9/07) - Rocky reported that the group met yesterday and made a lot of progress.  Compton is included (John, Rudy, Wanda Morris and Mark).  The vice presidents didn’t attend the scheduled emergency preparation meeting, so it will have to be rescheduled. 

· (10/23/07) - Five individuals attended the emergency disaster academy, and next year they would like to have everyone on the committee attend.  Compton is on the committee also.   Issues include FEMA reports, continuity plans and funding.   Rocky is working on putting something out for managers on what to do in an emergency.  

4.
Flowcharting
· (10/9/07) – Per Jeff, the next step is to review the action plans.  He will write procedures for areas of concern.  HR should do a piece on how Compton is different.  Shobhana Warrier is the contact person for flowcharting issues.

· (10/23/07) – The list has been sent out.  Payroll is meeting for flowcharting this Friday, and John is working with Purchasing.

5.
Program Review  
· (10/9/07) – Jeff has had a number of meetings re:  indicators.  Donna is to be added to the list of indicator meetings.  Progress on indictors will be reviewed at the first meeting of each month.  Jeff wants to discuss the satisfaction survey again.  In response to a question re: the program review report that is due by December, Jeff stated that he is most concerned with getting indicators and flowcharting and surveys in place.  The presentation will contain all three pieces.  

· (10/23/07) - Jeff will meet with Bob this afternoon in the last of the meetings on indicators.  Compton will use the same indicators.   The indicators will go live November 1.
Committee Reports/Division Issues      

· John Skipper:   Regarding the outstanding FCMAT issue, the only alternative is a shortcut. 

1. Purchasing of equipment – They should have it in hand by December.
2. Communications – Josh is taking the lead on this project, and completion is expected in January.
3. Personnel Negotiations – He has been trying to get in touch with attorneys.  If they are able to start soon, the project should be done by the middle of January.  He needs to meet with Larry Frierson to map out a strategy; however, he can’t get Larry to return his call.  Barbara suggested doing both police groups at once.     
· Tom Brown:  There were power and water problems while Bruce was on vacation.  They will be submitting the Food Services Mall project to DSA soon.  
· Bruce Hoerning:  They have found the problem that caused the water damage to the ECC computer system and will be going back to the contractor on this.  Jeff requested that he look at the detour signage also.  
· Fred Sturner:  They are continuing planning projections and have run into resistance from faculty on Report 17.   Current ratios are 198% of capacity on the last filed Education Master Plan.  Jeff reported that 4,000 can be used as the benchmark for this year.  Assets need to be used more efficiently; there is an extremely inefficient use of space there.  

· Mark Hovatter:  The priority is getting the bills paid; however, the projection is that this will exhaust the entire budget.  More funds will be needed, and poor spending habits (e.g. maintaining a pool that is not used) need to be curbed.   Jeff suggested that they will probably have to go out for a bond.  
· Myeshia Armstrong:   All the requests from the auditor were provided on time.  
· Tom Connolly:  In spite of three deaths in the families of fiscal services staff, all payrolls will be met.   
· Julie Bourlier:  The Bookstore’s Web site is up for ordering books.  She will be meeting with Janice on the outstanding debt.   
· Donna Manno:  She sent out the online needs assessment survey and will contact Doris re: sending it to Compton.  Per Barbara - go ahead and send it to Compton.  

· Rocky Bonura:  91 invoices to go.  

· Janice Ely:  They are gearing up for the audit.  Unlike previous years when the audit firm did it, ECC now has to prepare the narrative.  
· John Wagstaff:  He met with the document imaging vendors re:  the Request For Proposal (RFP).   
· Barbara Perez:  They are working on the open enrollment changes, Section 125, and the third party administrator.   They will be opening the ECC Chief of Police position soon.   
· Jeff Marsee:  Barbara will be the contact person while he is on vacation (October 25 – November 2).
Agenda Items for Next Meeting:  

· New Software - Donna  
Meeting adjourned at 11:25 a.m.
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