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Administrative Services Staff Meeting

October 4, 2005

PRESENT: 

_x_Rocky Bonura              _x_Bob Gann                     _x_ David Miller           _x_ Marcy Wade                   

_x_Mike D’Amico             _x_Bruce Hoerning           _x__Andy Nasatir          _x_ John Wagstaff    

___Janice Ely                     ___Donna Manno              ___Lynnda Nelson         _x_Satish Warrier     

_x_Pam Fees                      _x_Jeff Marsee                  _x_Allene Quarles          
Guest:  Arvid Spor

Minutes:  The minutes of September 13 were approved with the following changes:
· Under Allene Qualres - Change the starting time for the Classified Service Awards to 1:30 p.m.
Program Review:  Arvid Spor provided information on program review.  It was decided that Payroll, Accounting, Purchasing, Accounts Payable, the Bookstore and Food Services will be moved into the first year on the timeline.  Administrative Services will take the following steps to complete the program review process:
1. A flow chart process will identify the steps.  
2. Measurable indicators of performance will be generated and possible changes in process identified.  
3. The plan will be implemented.  
Update on “To Do” List:  
1. Janice confirmed that the information from Rocky and Bob was included on the list.   

2. Andy and Satish have met re:  computer security for the Bookstore.  (hold open)

3. The Student Center Committee has been formed.  (hold open)  

4. Feedback on the Student Survey has been received.  

5. The organization charts were sent.

6. Managers have checked their lists of employees due to receive service awards. 

7. Managers have received their overtime lists.  Managers are to notify Jeff before any overtime in authorized so he can sign off on it.  

8. The non standard work week list is complete, and managers received a copy.  A copy is to be provided to Kathy Oswald also.  
Planning & Budget Development Calendar:  Copies of the approved Planning & Budget Development Calendar were shared with the group.  Noted:

· The Tentative Budget will be active and live on July 1, based on the information available at that time.   
· In January Pam and Janice will roll out the revenue figures.  
· Budget Model will be:
1.  Instructional

2.  Mandatory expenditures

3.  Discretionary dollars (only 3 – 7%)
Evaluations:  Any overdue evaluations should be completed by January 1.  Noted:

· The evaluation handout is inaccurate.  

· The job status date is the date an employee started in his/her present position. 
· Staff should be evaluated at the supervisory level.  Jeff will evaluate the managers.

Board Parking:  Jeff reported that Mike’s report on Board parking looks fine.
Parking During Construction:  Jeff noted that the report looks fine.  Bob noted that if they can implement their plan, there will actually be more parking spaces during this time.
Vacation Schedules:  Vacation schedules need to be submitted so that a master list can be prepared.  
Student Center:  Mike and Harold Tyler were asked to chair the Student Center Committee.  Bruce was volunteered to be on committee.  They also need someone from ITS and the Bookstore, as well as cross campus membership.  Police presence in the center has already been increased.      
Beautification Committee:  Bob reported on their efforts to consolidate the scattered efforts of various individuals and groups to make the campus look better.  Facilities would be the primary contact, and they would identify areas where they could use assistance, endorse activities and provide input and direction.  He will take the proposal to College Council to discuss contracting out issues, etc.

Committee Reports/Division Issues  

· Mike D’Amico:  In response to Mike’s question on the status of vacant positions, Jeff reported that information is being analyzed and he expects decisions by the end of October.
· Allene Quarles:  Supervisors are encouraged to sign up for the October relations primer workshop.  The deadline is October 20.
· Andy Nasatir  
· He is meeting today with the deans to discuss multi-year adoptions.  Jeff wants a two-year minimum.    
· An 1 ½ hour meeting with Jeff is to be set up re:  the online item.
· Bob Gann:  He will be meeting with the deans today on the Measure E equipment list.  
· John Wagstaff:  He received the account profile from Datatel.  They will assist in implementing the budget module and staffing module.  He will also be working with Academic Affairs on class schedule errors.  
· Janice Ely:  The auditors will be here for a week at the end of October.   
· David Miller:  He raised the personal phone vs. work phone issue.  Mike, David and Satish will work on a policy on this issue.   
· Bruce Hoerning:  He is concerned about the adverse affects to the field that could occur due to the proposed use of the Stadium for motocross event.  Also, he would like to be involved in the planning stages of bringing big trucks on campus.  

· Satish Warrier:  The 320 report will be rerun due to errors.  He will be out next week attending a 3CDUG meeting and taking some vacation.  
TO DO LIST:

1. Send a copy of the Non Standard Work Week list to Kathy Oswald.
2. Andy will contact Pepsi re:  the delivery issues.  
3. Mike will work on an on-campus protocol procedures for vehicles.  He will also speak with the fire fighters re:  where to park their trucks.  

4. Set up 1 ½ hour meeting with Jeff and John re:  the online item.
5. Mike, David and Satish will work on a personal phone vs. work phone policy. 
6. Bob will take the beautification committee proposal to College Council to discuss contracting out issues, etc.

7. Andy and Satish have met re:  computer security for the Bookstore.  (hold open)  

8. The Student Center Committee has been formed.  (hold open)  

Meeting adjourned at 9:15 a.m.
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