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Administrative Services Staff Meeting

October 31, 2006
PRESENT: 

_x_Myeshia Armstrong   _x_Bob Gann                ___Donna Manno       _x_Arnel Pascua        _x_John Wagstaff
_x_Rocky Bonura            ___Doris Givens           _x_ Jeff Marsee           _x_Allene Quarles    _x_Satish Warrier              

_x_Cheryl Cormier          _x_Bruce Hoerning       ___David Miller         _x_Rachelle Sasser   
_x_Mike D’Amico           _x_Reuben James         _x_Andy Nasatir         _x_Marcy Wade    

_x_Janice Ely                   _x_Mike Johnson         ___Lynnda Nelson            
Guest:  Ora Bryant
Meeting Format Change:  Beginning next week, Administrative Services managers will rotate chairmanship of these meetings.  ECC mangers will chair meetings at ECC, and Compton managers will chair meetings at Compton.    

Minutes:  The minutes of October 24 were approved. 
Committee Reports/Division Issues:  

· Reuben James:  Accounts Payable and Purchasing are doing well.  The Café and Bookstore are moving forward.  
· Rocky Bonura:  Buyer interviews will conclude today.    

· Allene Quarles:  Mr. John Ayala will be the new Director of Library and Learning Resources.  There will be two workshops for employees, along with the Why I Like You, Why I Don’t presentation.   
· Bob Gann   
· Construction bids are closing or are closed on the LRC and hazmat removal from the remainder of the Humanities building to be demolished in the later part of December.  It is unknown at this time what will replace that deli.  
· Bids are also closing on the infrastructure and energy conservation projects.  
· Interviews of the three firms bidding on the Central Plant project are scheduled for tomorrow.  
· He met with the architect and responded to the president.  

· They will be doing tours of the Humanities construction site every last Friday of the month at two p.m.  
· Satish Warrier:  He is concerned about the integrity of the data base due to data errors being put into Colleague by users.    

· Bruce Hoerning  
· He will be involved in interviews tomorrow and ECCE negotiations on Friday.  
· He is working on a Compton organization chart.

· Per Arnel, December 17th is the tentative date for staff moving into the new Compton Library.  Martin Luther King’s birthday is the planning grand opening.  
· He will be working with Ora at Compton.  
· Per Allene, the facilities director and the facilities assistant positions at Compton need to be opened.  
· Ora Bryant:  She and her team completed the cleaning of another 12 restrooms at Compton.  They also did the weight training room and the coaches offices.  
· Janice Ely:  The auditors will be here in a week and a half.  After that, spring registration starts.  

· Cheryl Cormier:  They are happy to be moving forward with the bookstore.  

· Arnel Pascua:  A critical item for the opening of LRC is the purchase order for computers.  Reuben will be meeting on this today.  Discussion is also needed on the camera system.    

· Myeshia Armstrong:  The auditors have been out.  The final ASB budget should have adopted.   

· Mike Johnson  
· They are looking for a new location for the Compton Police Center. 

· He will be sending out a proposal for parking permit machines. 
· He is working with Reuben on emergency radios.  
· He got authorization to fill the vacancies.  Mike D’Amico is to sign off on this also.  

· Andy Nasatir:  Compton took possession of its bookstore yesterday.  A number of procedural and unresolved issues need to be worked through.  An onsite person responsible for opening and closing the store will be needed.  Also, the financial side needs to be flowcharted.  
· Mike D’Amico:  There will be a conference call with the consultant re:  the organizational study on the police department.   Also, POST will do their annual audit.  
· John Wagstaff:  To underscore Satish’s concerns about the integrity of the data base, it was noted that ITS runs error reports routinely and provides them to the users.  However, it is the users who need to correct the errors.  They completed two contracts last week, and Compton is included in the licensing and training on both.  One, Decision Technology, is a reporting tool.     
· Marcy Wade:  Managers are reminded to be diligent about evaluating employees, especially those on probation.  
Management Meetings:  The president wants managers to arrive on time (or early) for the management meetings and management forums.  
Union Release Time:  Managers are to make sure employees are using the formula for release time for union activities.  A copy of the NCR form is on the back of the agreement.  This only applies for mandated costs at Compton.  Noted:  Mandated costs (things contractual) can be tracked online.    
Emergency Preparedness Report:  The initial meeting of the Emergency Planning Committee (with the consultant) is next week.  Those invited to attend are the planners, and assignments will come from these meetings.  ECC will be eligible for some state funding as a result of these efforts if it follows up with training.  ECC will participate in exercises with other area groups, including Compton.  The overall scope is preparedness for any type of emergency (both holding and evacuating).  The emergency prep radios have been received, and they now need to be made compatible with the police radios.  They will then replace the old radios in the division offices.  Compton needs new radios also; however, funding needs to be identified for this.  
Technology Master Plan Update:  John will update the Technology Plan Update he did last year.  The first step is to confirm the audit of the old plans.  Then a decision needs to be made on what the next steps are.  Noted:

· A regular replacement cycle for computers is needed.  The old plan failed because the funds dried up.  ECC needs to move forward with technology.  Microsoft is about to launch new software (Vista) which none of ECC’s machines can run.  
· The accreditation process wants planning and budget and technology linked.  
· John is to head a task force composed of Arnel, Satish, Mike D’Amico, Mike Johnson, someone academic from Compton, and Bruce Peppard (ECC).  The group is to put together a 3-5 year technology plan to cover classroom technology (including labs), telephones, wireless, building security, grounds security and network infrastructure at ECC and Compton.  The plan is to include steps, funding, costs, etc.  This must be ready to submit to the Technology Committee for a January 1, 2007 signoff.  This will be a weekly agenda item and an ongoing project also.  

Ongoing Projects:
1. Technology Master Plan (John)  (10/31/06)     Due date:   January 1, 2007.    
2. Program review survey (Donna)  10/17/06 

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

      Allene -  Managers will be trained on evaluations (10/17/06)  Evaluation forms for ECC and Compton need to be two separate forms.  The same issue exists with monthly time reports.  With purchase orders, they use the same form but changed the title at the top, and no problems have been reported.  (10/31/06)  

4.
Signage & Logo (Jeff & Doris) - Signage is a significant factor for accreditation.  There must be no perception that Compton College exists.  The Accreditation Commission will not be compromising on this.  ALL signage must be converted.  Dr. Givens is working on this.  Jeff will meet with Ann Garten re:  the holdup on the logo for the Compton Center.  (10/31/06) 

5.  Construction Web Site (John and Ann) - Ann Garten and Melanie Graves are working on it. 
     (8/15/06)  There is nothing more ITS can do.  Ann wants to change the Portal.  Dwight and Dwayne       take photographs of construction projects, but they never do anything with them.  Jeff will talk to Ann.  (10/31/06)  

6.
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.  A purchase order has been issued for Financial Aid students.  (10/10/06)  A flowcharting session has been set up for November 3.  (10/24/06)  

7.
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)   Specific data needs to be included.  Make it conditional if necessary to get the report done.  (10/3/06)  

8.   Bookstore Integration Project (John and Andy)  (8/8/06)  John and Andy met.  Jeff advised them to keep the project small.  (10/3/06)  Per Satish, registration starts November 21, and there will be an issue if Compton books won’t be available at the online site.  (10/10/06)  The Bookstore won’t be ready by November 21, but they might be ready by February.  (10/24/06)  
9. Review policies and procedures, identify those that need to be revised, and come back with recommendations. (Administrative Services managers)  (9/26/06)  Kathy Oswald is coordinating the updating of the policies and procedures manuals. Compton needs to do this also.  (10/3/06)  They are using the CCLC numbers, and only the approved ones are online.  (10/24/06)  A centralized process needs to be established.  Jeff will take this to Cabinet.  This is important for the collegial consultation review process and for accreditation.  First step:  Each manager is to give Jeff a list of policies and procedures in his/her area that need to be updated.   This is due two weeks from today (November 14).  It was noted that the Board wants to see policies and procedures together.  Kathy is the repository for ECC policies and procedures and CCLC updates.  It was suggested that a Web site could be created that all managers could access.  Rocky and Ruth will identify the policy CD and get it to Satish.  
10. Project data backup:  consolidation of Compton data (John and Arnel)  (10/03/06)   Satish will work with Linda Mobley to get the requisition approved in John’s absence.  Outstanding student debts are handled via COTOP at Compton.  (10/10/06)  The VAX system will be shut down on October 25th, and the Protocol system will be frozen December 15 for all but Admissions and Records.  (10/24/06)  When the purchase order is processed, they should be able to do the backup. (10/31/06)

11. Managers are to keep track of Compton work (even during their regular work day) and send it to Shobhana Warrier.  (9/19/06)
TO DO:  

1. 1.
Jeff address the need for a centralized process for updating policies and procedures with Cabinet.   (10/31/06)  
2. 2.
Mike Johnson will follow up on Library security.  (10/31/06)  

3. 3.
Mike Johnson will provide Mike D’Amico with a copy of Compton’s discipline policy.  (10/31/06) 

4. 4.
John and task force will put together a 3-5 year Technology Plan, including steps, funding, costs, etc. (10/31/06)  

5.  Rocky and Ruth will identify the policy CD and get it to Satish.  (10/31/06)
6. Donna will talk to Jeff about inviting Lars and Jenny to attend a future meeting.   (10/24/06)  

7. Donna will follow up with Arnel Pascua on technology training at Compton.  (10/17/06)
8. Marcy will work with Doris Givens on the RFP for Compton classification.  (10/17/06)  

9. Marcy will send out a reconfigured student salary schedule for managers to review. (10/17/06)
10. Bob is now preparing building floor plans for energy consumption management.  (8/29/06) 

11.
 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)  

12.
Bob will arrange a meeting with all the parties involved in Civic Center rentals, including athletics.  Dr. Arce, Howard Pratt, Cheryl Cormier and Arnel Pascua are to be invited also.    The meeting is scheduled for next week.   (10/10/06)  The group (minus Dr. Arce) met once and will meet again.  It is expected that HSA will agree to follow the Civic Center rules to avoid liability.  Compton has similar problems and will mirror what ECC does in this matter.  Jeff will work with Ann.  (10/31/06)
13.
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. 

14.
Myeshia will work with Janice to bring ASB funds and auxiliary enterprises into the system.  (10/10/06)    Janice needs the Compton ASB budget from Reuben.  (10/24/06)

15.
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)  

16.
Donna, John and Marcy will prepare a draft of a documentation oversight milestone review (2 pages max) by October 16. (9/26/06)  Donna, John and Marcy have not yet met on this.  (10/3/06)  Donna has completed a draft report, but they have not yet met on it.  (10/10/06)  

Meeting adjourned at 10:00 a.m.
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