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Administrative Services Staff Meeting

November 28, 2006
PRESENT: 

_x_Myeshia Armstrong  ___Janice Ely           _x_Mike Johnson      ___ Lynnda Nelson     _x_Marcy Wade        

_v_Rocky Bonura           ___Bob Gann           ___ Donna Manno     _x_Arnel Pascua         _x_John Wagstaff                  

___Ora Bryant

 ___Doris Givens      _v_Jeff Marsee          _x_Allene Quarles      _x_Satish Warrier

_x_Cheryl Cormier         _x_Bruce Hoerning  ___David Miller       _x_Rachelle Sasser     
_v_Mike D’Amico         ___Reuben James     _x_Andy Nasatir

GUEST:  Rory Livingston
Minutes:  Changes were made to the minutes of November 21.     

Technology Report:  The committee met yesterday and fleshed out 12 – 14 projects.  They will have system wide projects to present to the PBC.  One project will be replacement of the phone system.
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.  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)

4.  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)  

5.
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 purchase 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) 

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.   Bob is now preparing building floor plans for energy consumption management, and this will be posted on the portal before the Winter session.   

3.
 Marcy - Donna has been preparing the year-end review and will submit it at the next meeting   (11/28/06).  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)  
4.
Bruce – waiting on update from Athletics to the Civic Center Rental Procedure.  Bruce and Cheryl will work together to make adjustments. 
5.
Reuben will review the Cafeteria contract with Dr. Givens.  Bob Gann requested that Ora Bryan receive a copy of the cafeteria contract.  Dr. Jeff Marsee is concerned about a five month contract.  Jeff will research Compton’s cafeteria contract.  (11/14/06)  
6.   Reuben will provide the Compton Board dates to Satish asap.  (11/28/06)  

7.   John will contact managers to request that staff members log off the Colleague system when not using it to alleviate some of the congestion.  (11/28/06)
Committee Reports/Division Issues  

· Marcy Wade:  HR is involved in year end projects and negotiations.
· Arnel Pascua:  Installation on all servers is complete.  There is one more issue to deal with and then they can start backing up files.  
· John Wagstaff  
· 32,000 students have logged on to the portal as of this morning.  The registration schedule has been compressed to register 100 students every 15 minutes, which is almost double the number from last year.   As a result, users will be experiencing congestion on the portal.  Staff members may have difficulty logging into Colleague, especially between peak times (10 a.m. - 2 p.m.).  John will contact managers to request that staff members log off the Colleague system when not using it to alleviate some of the congestion.

· They have requested another quote from Datatel for only the modules Compton needs now, and they should have the quote soon.  
· Mike Johnson:  The move of the generator to the EOC (which has been relocated in the construction trailers) is underway.   Also, the lighting problem will be remedied today.  
· Bruce Hoerning  
· The parking lot lights should be operational today.  A night time walk through was conducted and many lights that need replacement were identified.  
· ITS was assured that the slab under the section of the Humanities building to be demolished will stay intact, so the data cables should be safe.  This is crucial due to the impact on registration if there should be an interruption of service.  Demolition should start December 18.  
· Allene Quarles:  Due to Compton’s Board meeting on December 12th, the date for the Holiday Lunch was changed to December 8. 
· Satish Warrier:  He still hasn’t received the dates for the Compton Board meetings (re:  purchase orders) that he needs.  Reuben needs to provide this information to him asap.

· Andy Nasatir  
· Transportation needs to be arranged for the merchandise to be sold in the Compton bookstore.  Beginning January 1, someone needs to be at that bookstore every day.  Howard Pratt will be assigned as the liaison in the Compton bookstore.  There have been problems with getting purchase orders cut for cash registers; consequently, they will probably not have them in time for winter session.  A group will be going to Compton this week to map the store.   
· It is suspected that the 50% decrease in the purchase of class schedules is due to students using the online schedules.  
· Myeshia Armstrong:  They have completed a series of budget training workshops for the campus.  This will be followed by workshops for managers.        
Meeting adjourned at 8:45 a.m.
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