[image: image1.png]



Administrative Services Staff Meeting

November 1, 2005

PRESENT: 

_x_Rocky Bonura              ___Bob Gann                     ___ 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          
Minutes:  The minutes of October 18 were approved.
Update on TO DO list from October 18:

1. The following employees who work for periods of time without supervision will be added to the Non-Standard Work Week List.  In Fiscal Services:  Momi Elliott, Petie Moura and Nina Marshall; in ITS:   Hinh Pham, Jason La and Linda Williams.  This list will be sent to Kathy Oswald and this item will then be complete. 
2. Andy has talked with representatives from Pepsi, and things should improve.  Complete
3. Kudos to the police officers for not driving on campus.  The monthly report on crimes by location can be done.  Complete

4. The bathroom review list can’t be done without additional staffing.

5. Rocky provided the report and the findings went out this morning.  Complete
6. John and Harold Tyler will talk this week about how they will handle the recycling program.  
Non Salary Budget:  The 2005-06 budget is closing this week.  A handout showing the difference between budgeted 05-06 and actual 04-05 for non salary accounts was shared with the group.  It was noted that this is a summary; specific data is on Datatel.  Concern was expressed that the way the budget was rolled over rewarded those who overspent their budgets and penalized those who didn’t spend all the money in their budgets.  It was noted that 10% was held back to reallocate funds where needed, so there is some money available for those who might have an at risk account.  Any shortfalls should be reported to Jeff by noon tomorrow.  He will be reporting on budget on Thursday.   Noted:

· Satish reported that there was some academic software they didn’t reorder due to lack of funds.  He will provide the list of software to Jeff by the deadline.   He will also provide the information on maintenance contracts for administrative hardware and software (556) by the deadline.   
· Bruce will provide his information on the contracts account (551) to Jeff by noon tomorrow.  
· The battery back up for the data center was done; however, they need to buy more (564).
Enrollment Management Proposal:  Jeff requested input for the Enrollment Management Proposal project.  Bruce reported that already gave his input to the two vice presidents.  He will keep the group undated as these items are implemented.  Other comments/suggestions:  

· more Braille signage  
· echo sounds for signal crossings

· more shuttle service 
· clean up the schedule   
· registration to go (pre registering juniors and seniors to attend college when they graduate)  
· go wireless in student gathering places 
· implement the wait list for classes 

· ease parking, especially the first few weeks  

· administer the student survey at mid semester, not at graduation (maybe when students are signing up for graduation?) 
· directional signs throughout campus  
· more remedial classes  

· more food available, esp. at night (provide a variety and it needs to be fast) 

· save students money by lowering textbook prices  

· offer more relevant courses that students would be interested in  

· market those classes available at ECC that are not available elsewhere 

· streamline the student Portal

The above list will be sent to Dr. Arce.  
Emergency Preparedness:  Copies of a Disaster Preparedness Contact Information sheet received from the Public Information Office were shared with the group.  It was noted that there are omissions (Hawthorne and Inglewood) and other errors.  Laminated cards with the cell phone numbers of key people in Administrative Services and the college in general, along with  radio and TV stations, etc. are being prepared for managers for emergency situations.  These cards will only be given to those on the card, and the numbers are to be treated as confidential.    

Student Center Committee:   The Student Center Committee met yesterday, and it was reported that since the center is not certified by the Health Department, food can’t be served there.  Getting it certified would be costly; however, since the coffee cart is right outside, and container food could be sold at the Common Ground, it may not be necessary to have the food inside the center.  The area is envisioned as a permanent establishment for students.  Jeff will attend the next meeting of the committee, which is scheduled in two weeks.    Other issues: 
· getting a commitment from IKEA by end of year (it was suggested that the Board Room  chairs could be used in the center)
· getting back control of the game room.  
· the noise level
· monitoring the area

· wireless capabilities

It was noted that students are not participating in this process, and this is not because they haven’t been asked.   Jeff has scheduled a retreat for students at his home on November 19th.     
Beautification Committee:  Bruce will present the flyer to Harold Tyler for his input.  Potential union issues regarding the project were discussed.  Participation is totally voluntary and must be done on non-work time.  A clean-up day, possibly on a Saturday, was suggested for spring.

Committee Reports/Division Issues  

· Satish Warrier:  He has been working with Pam on the auditors’ issue.  
· Bruce Hoerning:  They fixed the water leak in the campus police area, and they are doing roof cleanups.  Four to six people will be doing a cleanup on Redondo Beach Boulevard this weekend.  He will send Jeff a memo re: the two eucalyptus trees they will be taking down and the three they will plant.    
· John Wagstaff  

· They are cleaning up the schedule and working on a draft of what they found and how to fix it.     

· The auditors are having trouble getting data from Colleague.  
· They are ready go with the budget module.   Jeff wants to be hands-on involved.  They will have five seats available but could have more.  Pam will create a list of people who should be involved.  Marcy and Allene will also put together a list.   The position control list is 98% clean now and needs to be turned over to HR.  They will be asked to maintain it.  It was noted that HR is understaffed for some of the things that need to be done.  
· Mike D’Amico:  The POA negotiations start today, and the flow charting exercise they did last week went well.      
· Allene Quarles   
· They are continuing the flow charting process.  
· There was discussion on the Frisk (Facts, Rules, Impact, Suggestions, Knowledge) documentation training that was done last year.  Jeff’s position on replacing a terminated problem employee is that it would be an automatic refill.  

· There was discussion on a possible ½ day or full day retreat on contracts.  Several venues were suggested.      

· Rocky Bonura:  He has several employees out with medical issues and one that transferred to the ITS area.    

· Marcy Wade  
· Liebert Cassidy is presenting a supervisors’ primer training session on November 9 at Coast College.  It will also be available at ECC in video format. 
· HR is developing data for the salary formula.  
· The Management Forum on November 10th will feature Shiela Fossberg  (Johnson and Associates) on the classification process.  The contract indicates all classifications need to be reviewed by July, and the target is to have it done by April.  Consultants will do the review, and the union is supportive of this group.  Feedback will be solicited from employees and supervisors.  No compensation study will be done as part of this review, and this needs to be made clear to employees.    
· Andy Nasatir:  Lynnda, John, Satish and he will meet re:   going online.  Sequoia will then do the install, and they hope to test system in December.
TO DO:
· Bob will be asked to report on the Signage and Wayfaring Report.  

· Rocky (10 to 15 minutes)     
· Weekly feedback on Beautification Committee (Bruce)
· Bruce will send Jeff a memo re: the two eucalyptus trees they will be taking down and the three they will plant.
· Pam will create a list of people who should be involved in the budget module.  Marcy and Allene will also put together a list.
· Lynnda, John, Satish and Andy will meet re:   going online.
Meeting adjourned at 9:45 a.m.
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