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Administrative Services Staff Meeting

November 21, 2006
PRESENT: 

___Myeshia Armstrong 
_x__Bob Gann
___Donna Manno
_x__Arnel Pascua
_x_John Wagstaff
_x__Rocky Bonura  
_x_Doris Givens 
_x_ Jeff Marsee
_x__Allene Quarles
_x_Satish Warrier              

_x__Cheryl Cormier
_x__Bruce Hoerning 
___David Miller
___Rachelle Sasser   
_x_Thomas Henry
___Mike D’Amico
_x__Reuben James
_x_Andy Nasatir
_x__Marcy Wade    

_x__Janice Ely
_x__Mike Johnson 
___Lynnda Nelson
__x_Ora Bryant  
The Administrative Staff Meeting was chaired by Mr. Bob Gann.

Minutes:  Approved Minutes of November 14, 2006. 
Master Calendar

Bob Gann - Would like a Compton Center calendar for the winter recess and Fall semester.  

· November and December calendar was not attached.

· The Compton Center will be closed December 22, 2006 to January 2, 2007.

· The Compton Center Fall semester will be over before the holidays.

· February 10, 2007 will be the start of the Spring Semester at the Compton Center.
Emergency Preparedness
(Jeff Marsee) – Will submit dates for the Emergency Preparedness Planning Committee Meetings.
Technology Report

(John Wagstaff) – The Technology Committee met on 11/20/06 and is scheduled to meet on 11/27/06 and 12/04/06. Projects have been gathered with system wide value.  Compton’s Technology Plan submitted by Arnel Pascua was very impressionable.    

Projects
· Budget for Technology
· Campus Wide Security

· Student Access to Technology

· Wireless 

· Portal

· Academic Lab

· Document Imaging

· Network Infrastructure

· Card Swipe - Paid for Services and Matriculation (January 15, 2007) - J. Wagstaff and A. Nasatir decided as a committee to investigate further.

TO DO:  

1.
Arnel Pascua will send a Quality Survey email to Faculty and Staff.  Once the survey is completed, Arnel and Donna will have a list of technology teams.   Donna will follow up with Arnel Pascua on technology training at Compton.  (10/17/06)  

2.  Marcy will submit two Cost of Living Adjustments Reports (COLA will be raised in January 2007), separating student workers and student casual worker salary schedules to the Cabinet at next cabinet meeting (11/27/06), and will also meet with Janice for an overview.  The salary schedule has been consolidated and condensed because it was too long.  Marcy anticipated salary schedule will be done two weeks prior to the December 18th Board Meeting.  Marcy will send out a reconfigured student salary schedule for managers to review. (10/17/06)
4.  Bob is now preparing building floor plans for energy consumption management and will be posted on portal before the Winter session. 

5.
Marcy - Donna has been preparing the year-end review and will submit at the next meeting (11/28/06).  Donna to 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)  

6.
Bruce – waiting on update from Athletics to the Civic Center Rental Procedure.  Bruce and Cheryl will work together to make adjustments. 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)

7.
Reuben to review the Cafeteria contract with Dr. Givens. Bob Gann requested that Ora Bryan receive a copy of the cafeteria contract.  Dr. Jeff Marsee concerned about a five month contract.  Jeff will research Compton’s cafeteria contract.  (11/14/06)     

Ongoing Projects:

1. Technology Master Plan – to add Policies and Procedures (John) (10/31/06)     Due date:   January 15, 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). Currently, there are four potential logos being reviewed.  Dr. Givens has been working with the Campus Community about the logos. Rocky – Dr. Follow asked that all business cards reflect the mission statement on the back of the cards.  Questions about what mission statement should be placed on the card were asked.  Should it be the El Camino College, Compton Center or the CCCD mission statement?  Chief Mike Johnson is to assist in locating the signs.  The marquee, located at the front of the Compton Center, is not working, and the logo should be replaced with the new image of the Compton Center.  Dr. Jeff Marsee requested that a resolution be made for the signage of the college.  Thomas Henry will emphasize the signage of the college at the next Board meeting, November 28, 2006.  Also, Mr. Henry would like to invite Barbara Beno to the campus.  Reuben, Dr. Marsee and Rocky will meet regarding Ann Garten. - 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.  Bob Gann - Anne reviewed the portal last week.  John will meet with Jim Rogers.  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.
Andy will put financial aid students on the portal and send to the Bookstore.  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.
John – working on inventory of the labs at El Camino.  Francisco’s office is updating the room assignments.  Deans are to see the schedule.  Labs need to be upgraded.  Will get an accurate count of labs (December).  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.
Andy and John – Bookstore processing books through internet / winter term.  Not advertised.  El Camino and Compton Center should mirror this process.   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.
Dr. Jeff Marsee and Special Trustee Thomas Henry will review the El Camino College and Compton Community College District Policies and Procedures to confirm compliance with Accreditation.  The Website was provided to Ruth for access to policies and procedures.  The El Camino Administrative Managers have a deadline of January 15, 2006, to provide Dr. Marsee with procedures that need to be updated.  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:  All purchased orders were delivered and vendors were notified.  Project to be ongoing for one more meeting; 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. Dr. Jeff Marsee – Explained the 1,2,3 pay rates:

· Permanently Reassigned – a reassignment more than five days, in a classification not consistent with the current classification, a differential payment will be paid. 

· Temporary Transition – less than five days, additional $5.00 will be paid.

►MOU ends on December 31, 2006.
Dr. Marsee and Andy will meet regarding books to be delivered to Compton.  Compton has vehicles for the transportation of the books.  Andy will make arrangements with Compton for transportation.  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. Master Plan for Video and Large Room Presentation – Jeff.

Oversight Use of Video and Large Room Presentations (Don Treat, Howard Story, John, Donna) (11/14/06) 

Committee Reports/Division Issues

Rocky Bonura – Met with staff and talked about all the Account Payable problems that are being experienced.  The following were addressed:

· Invoices

· Bond Payments

· Overall Budgets

· Centralizing and Decentralizing buying

· Procedures

This meeting was very productive.  Account Payable’s problems were recognized and the issues were resolved.   Rocky and Reuben agreed that the Compton Center, Accounts Payable and Purchasing Departments have a high volume of work.  Invoices have been located dated back to last year.  AP will try to use 2005 Budget to pay the invoices.  Also, Rocky met with Allene regarding Health Benefits.  

Thomas  Henry – had concerns about purchase orders not being submitted to the board. 

Rocky Bonura – Purchasing was being done without requisitions.  The departments that purchased equipment or supplies had to be tracked.

Andy Nasatir – Andy will meet with Dr. Callahan and her Chair people on what the process will be.  Compton needs a bookstore liaison.  El Camino will do a lot of work, during the month of December, at the Compton Center to get the bookstore ready.  

Satish Warrier – Compton Center students can now pay online.  Started registration through the web; Eight hundred (800) students registered.  Satish needs three dates before the Compton Center Board meetings:   1) POs that are needed,  2) Range of Dates,  3) What is the cut off date?
Janice Ely – Doing another Financial Aid check run for Compton and doing more training with accounts.

Ora Bryant – Status of Projects:

· Working on the Child Development Center (CDC)

· All the rooms in the CDC have been painted.  

· Working on sprinklers

· Surplus trash is gone

· Cleaned the men’s shower locker room

Reuben James – He and Allene discussed payroll flowcharting.  Moving forward with the bookstore option; sent email (option 2).  The Goal is to have books for students (January).  Reuben to discuss with Keith Curry and Dr. Doris Givens.

Marcy Wade – Reminder of the timely evaluations of Classified Employees.  She will send emails to all managers of the staff evaluations.  Reminder of vacation liability issues.  

Thomas Henry- there are issues of vacation time, comp time, sick leave at the Compton Center that may not be recorded.  This is a liability.  Reuben to communicate to Dr. Marsee what the amount of the liability is.

Allene Quarles – Individual employees will be responsible for submitting their time at the Compton Center.  Stress is placed on managers to have employee submit their absent forms. (January 2007).  Allene – would like to add to Dr. Givens managers meetings a plan to reduce vacation plans.
Dr. Doris Givens – Faculty and staff have noticed the change at the Compton Center.  It seems to have settled down.  We are still at a crisis mode but not as critical.

Allene Quarles – Marcy Wade has completed the RFP for the Classification Review for Compton.  It was distributed and will be posted on the web.

Bruce Hoerning: 


· Light wires have been cut by contractors.  

· Will meet with electrician to have lights back on the Voc Tech building and the baseball field.  

· Working on Hazardous Waste Abatement.  Drums of chemicals need to get disposed.  

· Bruce is working with Mike Johnson about radios regarding CCCD being licensed by the FCC. 

Dr.  Jeff Marsee – President will do a walk through of the campus.

Thomas Henry – Compton Center was cited by county inspectors for fuel storage tank lids.  The staff was to get a seal to keep the water out.  Mr. Henry was concerned if El Camino was working on the citation.  Citation is to be forwarded to Bruce Hoerning.

Cheryl Cormier – completed winter book orders, and now working on spring.

Bob Gann – Board of Trustees approved $35,000,000 in construction contracts.  Projects will be beginning in December or January.
INTRODUCTION OF RORY LIVINGSTON
Special Trustee Thomas Henry introduced to the Administrative Staff Mr. Rory Livingston, from the Fiscal Crisis Management Team.  Mr. Livingston is well known in the areas of Fiscal Management throughout the state.  Dr. Jeff Marsee and Mr. Bob Gann welcomed Mr. Livingston to the Compton Center.

Mr. Livingston is looking forward to being part of the recovery team.  In addition to his Fiscal Crisis Management Assessment Team responsibilities, he will be an expert advisor for the day to day operations of the Business Office at the Compton Center. 


FCMAT AND ASSEMBLY BILL 318 COMPONENTS

· Broad Audit of CCC District of illegal practices, misappropriations of funds, and/or fraud.  This report has been completed and will be public record at some point in time.

· Development of a Recovery Plan relative to Accreditation

· Legal and Professional Standards

· ACCJAC Standards

OPERATIONAL AREAS


1. 
Academics



2.
Facilities 



3.
Personnel Management



4.
Finance


5.
Governance/Community Relations 
Meeting Adjourned:  11:31 AM
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