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Administrative Services Staff Meeting

November 14, 2006
PRESENT: 

___Myeshia Armstrong   _x_Bob Gann                _x_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         ___Marcy Wade    

_x_Janice Ely                   _x_Mike Johnson         ___Lynnda Nelson      _x_Ora Bryant      
Minutes:  Revisions were made to the minutes of November 7. 
Program Review:  Copies of the Administrative Services Program Review Task Timeline were shared with the group.  All groups agreed to do the survey and the review.  If a group wants to add questions to the survey, get them to Donna by December 22.  
The draft of the Administrative Services Program Review document illustrates how reports will be prepared.  Flow charting needs to be incorporated into this process.  Compton needs to be incorporated also.  Jeff suggested taking Human Resources (HR) through entire flow charting process and then using them as a model.  The goal is to have all HR functions, including payroll, flowcharted by the end of February.   Training and staff development may also be included.  The outcome of this should be an operations procedure manual.  

Policies and Procedures:  Rocky will take the lead on this item and get the password for Kathy Oswald’s online Web site.  There is no current updated CD.  The assignment for all ECC and Compton Administrative Services managers is to look at division procedures and provide Jeff with a list of those that need to be updated, deleted, etc.  The due date for the list is December 1.  It was stressed that the revisions don’t have to be made by December 1; this is just a list of those procedures that need to be updated.  It was recommended that Compton’s police department should have a  procedure manual like ECC’s done for them.       
Technology Plan:  John is working on updating the Technology Plan.  The project outline will include scope, connection to strategic plan, cost benefits, challenges, funding models and participants.  The plan outline for each project will include technology initiative, strategic plan alignment, summary, background, strategies, cost, recommendations and timeline.  Each project should be no more than 1 or 2 pages, and he estimates there will be about 12 projects.  
Committees:  Copies of the ECC Committee Listings (11/9/06 version) were shared with the group.  

Noted:

· Committee information is an accreditation issue.  Clarification is needed as to who is responsible for posting the minutes on the Web.  It is believed that the chair, co-chair or a 3rd party are authorized to update.  If this is not the case, check with Sheryl Kimball in ITS.
· Compton needs to have its committee information up to date also.  (If Compton wants to use ECC software for this, it would have to be modified).  

· Someone from ITS will check on the problems Susan Pickens reported in getting into the ECC Website. 
· Insurance Benefits:  Rocky will check with Valerie Jeffrey on updating the membership and posting the minutes.   
· Per Mike D., the Parking and Police Advisory Committees will be updated.  

· Donna will update the Staff Development Advisory Committee.  

· Ruth will update the Citizens’ Bond Oversight Committee membership.  
· Academic Technology is not an Administrative Services committee.  

· Area Council minutes will be posted.  

· Division Councils need to take minutes and post them.  
· John will update the Technology Committee information.  

· Susan Pickens (President’s Office) is in charge of the Facilities Steering Committee.

· David Vakil (Co-Chair) updates the PBC information.    

· Donna will check on the posting of the Classified Staff Development information.  

· Management Council – These minutes are now to be posted. 

· Rocky will check with Valerie Wagner re:  the posting of the Safety and Health minutes.  

· Per Rocky:   Add Emergency Planning Committee to the list.  Notify Susan.  

· Add Enrollment Management Committee, Student Services Managers Committee and Foundation Board.
Emergency Preparedness:  The committee had a very positive meeting with the consultant on November 8.  Mike Johnson and Myeshia Armstrong also attended.  They discussed training at all levels and came up with a project timeline for ECC and Compton.  Copies will be provided at the next meeting.  The minutes of this meeting will also be posted.  The group will continue meeting every second Monday of the month.  Noted:  

· Public servants are designated as disaster workers; consequently, ECC employees can’t leave in case of a disaster situation.  An effort is being made to set up a communication system so that employees can be assured their families are OK.   
· Who are the critical core players that absolutely have to stay?
· In a disaster situation, the Incident Commander (Mike D’Amico) takes his orders from the president.   

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)  Jeff will meet with Ann Garten on this.  (11/14/06)
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)   Andy met with Satish Warrier. (11/14/06)
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)  John will meet with the deans. (11/14/06)
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.  (10/31/06)  The deadline has been changed to December 1.  Rocky will provide Satish with the Web site and password.  (11/14/06)

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)  Metronome has received the purchase order and everyone is off the VAX system.  (11/14/06)
11. Managers are to keep track of Compton work (even during their regular work day) and send it to Shobhana Warrier.  (9/19/06)  Managers are to discuss the 1,2,3 pay rates with their employees.  If they get overtime, they don’t get the 1,2,3 rates for the same hours.  (11/14/06)
12.  Oversight Use of Video and Large Room Presentations (Don Treat, Howard Story, John, Donna) (11/14/06) 
TO DO:  

1.
ITS will check on the trouble Susan Pickens is having trouble getting into the ECC Website. (11/14/06)

2.
Jeff will address the need for a centralized process for updating policies and procedures with Cabinet.   (10/31/06)  
3.
Donna will follow up with Arnel Pascua on technology training at Compton.  (10/17/06)  

4.     Marcy will send out a reconfigured student salary schedule for managers to review. (10/17/06)

5.     Bob is now preparing building floor plans for energy consumption management.  (8/29/06) 

6.
 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)  

7.
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)

8.
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. 

9.
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)

10.
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)  
11. Jeff will research Compton’s cafeteria contract.  (11/14/06)     
Committee Reports/Division Issues:  

· Satish Warrier:  Registration starts Monday, November 20th.  

· Jeff Marsee:  

· Andy, Jeff, Rocky, and Bruce will meet at 11 a.m. re:  food services. 

· The Planning and Budget Committee is working to make recommendations on spending $1 million.  Projects must be linked to student retention.  Managers who have relevant projects they would like the PBC to consider should  send them to Jeff by the end of the month.  
· Suggestion:  Have students design Compton’s logo.  

· Suggestion:  Hand out Compton bumper stickers at registration.  Reuben will work with Andy, Cheryl and Rachell on this.  

· Allene Quarles:  She gave the technology survey for Compton to Arnel to distribute because  she’s been having Internet problems.  They are also working to get Board agenda items on time at Compton.  

· Cheryl Cormier:  She needs the cafeteria contract.  Jeff will research this.    She also needs to get locksmiths at Compton’s bookstore because students had keys to the Barnes and Noble version.
· John Wagstaff:  He is the point person on committee to address the migration from Blackboard.  Satish is working on a tool that will show down time.  

· Arnel Pascua:   He can contact Bruce for references on companies to call for surplusing items after they have been approved by the Board.    
· Andy Nasatir:  Compton has vans that can be used to take books and supplies to the Compton bookstore.  They will be flowcharting the bookstores this Thursday.  
· Bob Gann:  Recent bid results have confirmed their worse fears.  Prices are 50% – 60% higher than 2003 estimates.  They will be meeting this afternoon to review options.  

· Donna Manno:  They are working on a plan to use their money.  Send her information on relevant conferences. (best practices, etc.)  
· Ora Bryant:  Her team worked on the CDC, which was closed in July due to asbestos tiles.  They are also working on the cafeteria.  She needs to know what is expected of her team in the bookstore before they start moving books and material in.  Another vendor is need to repair the buggies at Compton, because Taylor Dunn  (buggy repair) won’t come out because they haven’t been paid.   

Alondra Room:  Problems with the technology in the Alondra Room (caused by Audio Visual staff members retiring and not being replaced) were discussed.  A committee was formed to deal with the problems.  The project will be called Oversight Use of Video and Large Room Presentations (Don Treat and Howard Story will co chair the committee, and John will be a member).  Donna will be the one to report back to this committee.  
Meeting adjourned at 10:30 a.m.
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