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Administrative Services Staff Meeting

November 29, 2005

PRESENT: 

_x_Rocky Bonura              _x_Bob Gann                     _x_ David Miller           _x_ Marcy Wade                   

_vac_Mike D’Amico             _x_Bruce Hoerning           _x_Andy Nasatir            _x_ John Wagstaff    

___Janice Ely                     ___Donna Manno              ___Lynnda Nelson         _vac_ Satish Warrier     

_x_Pam Fees                      _x_Jeff Marsee                  _x_Allene Quarles          
Minutes:  The minutes of November 15 were approved.

Budget:  Pam will take budgets to the division level.
TO DO List Update:  

1. Fire suppressant for computer room (Bob) – not done yet.
2. John got contract from Amandi.  The scheduled dates are January 28 and April 8.  Jeff will take the Amandi contract to Cabinet and College Council. (11/29/05) 
3. Managers need to register by 2 p.m. today. (11/15/05)
4. Dates have been put in parenthesis after each TO DO item.  Complete.
5. Rocky will work with John and Satish on the new procedure on contracts.  (11/15/05).  Then he will meet with Jeff on the contract procedure. (11/29/05)
6. Emergency Preparedness (Rocky) will be an ongoing agenda item. (11/15/05)
7. Rocky has the costs per radio.  (11/15/05).  Leave on list.

8. Allene provided the rental costs for the Portofino Inn.  (11/15/05).  Marcy, Allene, and Pam will put together an agenda (HR contracts, etc.) for the Portofino Inn event. (11/29/05)
9. Jeff will adapt the team building exercises to the staff level (11/29/05).  
10. Mike was on vacation and therefore unable to provide overtime costs for football games. (11/15/05)
11. Pam provided information on FACT and AMS (academic management services) - companies that work with colleges to provide payment plans for students.  (11/15/05) Datatel also has the ability to do some tracking, and this would not be outsourcing, so some district management would be needed.  Also, COTOP gets students to pay by holding their tax refunds.  Jeff wants Pam to take the collection of student fees to the next step.  (11/29/05)    
Bond Equipment:  Jeff is working on two bond equipment lists.  He will meet with the vice presidents on this tomorrow, so if anything else is needed, let him know before then.  Noted:  

· The ITS section is still valid.  They may have to choose between the academic computer system replacement and the phone system.  It was noted that the phone system could pay for itself in two years.  

· Bob’s list is fine.  
· Rocky teamed up with Mike on the request for radios.  The repeaters are needed to make the radios work.  

· The imaging system needs to be put back on the list.  It was under Campus Police; however, it has a wider use than just for that office.  

· Jeff will ask Mike about the fingerprinting machine.   
Catastrophic Emergency Report:  Copies of the Assessment Questions for Major Catastrophic Emergency Procedures were shared with the group.  The Disaster Advisory Committee met on each of these issues, and Rocky is preparing a memo that will cover all of these subjects at one time.  Five days is the amount of time it is assumed we would be without help.   Group comments:

· Shelter  
· accessibility for disabled students  

· assistance from local National Guard units to set up tents, etc.  

· Water
· ECC has a water tank and chemicals on campus to purify water.  
· Food
· Emergency arrangements with local supermarkets may require an advance agreement with FEMA.  Security for food transport trucks?

· Use food we have on campus first.  Can openers?  Food preparation.  
· Checklists of things to do with who is responsible.  
· Fire Fighting
· The fire truck is used and maintained regularly.  ECC people may need to be trained to operate it.  Jeff is willing to pay for training and/or release time.  Cross training is important.       

· Electricity and Gas  
· The battery backup for the computer system is only good enough to give them time to take the system down properly.  

· Communication  
· If SCENIC is not up, only local calling will be available.  John will look into satellite phones.  Pay phones tend to work in emergencies also.  There is also a ham radio located in the mobile unit.  
· The “war room” is in the Campus Police station.  Rocky will assume a 10 to 20 station situation for radios.  
· Medical
· The Health Center and Emergency Prep Station have supplies inside.  Many staff members have had emergency training in triage.  Building captains are assembling lists of those who are CPR trained, and the committee is working with Torrance Memorial Hospital.  
· Police:  Mike is the incident commander.    
· Management:  A sequential list of who needs to go where to do what is needed.  

ECC SEMS Incident Command System has functioned well in small emergencies.   The situation is assessed after people use radios to report in.  The President and his Cabinet are contacted for decisions.  Then information is reported out for people to take appropriate action.  
They are currently looking for alternate building captains to cover all shifts.  A crisis intervention team headed by Kathryn Romero is also available.  When the plan is completed, Jeff wants to communicate with the community.  Rocky’s goal is to have a Web site that explains the emergency procedures.  Rocky and the Disaster Advisory Committee were complimented for their work.  
Budget Adjustments:  Pam reported that the Board approved expenditure adjustments which did not change the totals.  The vice presidents have been gathering information on needs that must be addressed.  The budget is tight at this time.  The goal is to have an accounting technician send out warning notifications when nearing budget limits in any account.  Requisitions can be shut down at that level if there isn’t enough money, and Jeff told John to set the system up to do that.  

Beautification Committee:  The committee is meeting today, and Jeff wants to move right after the holidays.  It was stressed that participation is totally voluntary.  
Committee Reports  

· Bruce Hoerning  
· They are cleaning up the campus from damage caused by the weekend wind storm.  
· They are 70% done with restroom detailing.  They will then go to the window washing schedule.  Two people are out on IA, which impact what they can accomplish.  
· Bob Gann  
· He met with Cabinet and the architect on the Student Services Center.  There will be another meeting on Friday, December 9th from 1 – 3 p.m. for those involved or interested.  He will provide the location information when it is finalized. 
· The one-stop concept will be discussed in Cabinet tomorrow.   Ruth will make copies of Jeff’s one-stop article for Administrative Services managers.  
· He covered 2/3 of the campus on his tour with new Board member Ray Gen.  They will cover the other 1/3 next Monday.
· Rocky Bonura:  He has been without an administrative assistant for a month now, and he is concerned about changing the Board agenda item.  

· Andy Nasatir:  A recent leak over the Bookstore reminded them of the vulnerability of their equipment.  Lynnda will be meeting with John on the installation of the new connection, which will start on December 19.  Andy will a provide milestone list on this project.  
· John Wagstaff  
· He will look into an alternative connection to the internet (personal TO DO list). 
· John or someone from ITS will attend the Los Angeles County Office of Education (LACOE) workshop on network security on December 9.  

TO DO:

1. Jeff will talk to Mike about his sergeants attending the management meeting.  (11/29/05)  

2. Jeff will take the Amandi contract to Cabinet and College Council. (11/29/05) 
3. Rocky will work with John and Satish on the new procedure on contracts.  (11/15/05).  Then he will meet with Jeff on the contract procedure. (11/29/05)

4. Emergency Preparedness (Rocky) will be an ongoing agenda item. (11/15/05)

5. Rocky has the costs per radio.  (11/15/05).  Leave on list.

6. Marcy, Allene, and Pam will put together an agenda (HR contracts, etc.) for the Portofino Inn event. (11/29/05)

7. Jeff will adapt the team building exercises to the staff level (11/29/05).  

8. Mike to provide a weekly update on overtime costs for football games. (11/15/05)

9. Jeff will ask Mike about the fingerprinting machine. (11/29/05)  
10. John will look into satellite phones. (11/29/05)  

11. John is to set the system up to shut down requisitions if there isn’t enough money. (11/29/05) 
12. Bob will provide the location information on the December 9 meeting when it is finalized. (11/29/05)
13. Ruth will make copies of Jeff’s one-stop article for Administrative Services managers.  (11/29/05)
14. Ruth will set up another 1 ½ hour tour with Jeff and Bob. (11/29/05)

15. Andy will a provide milestone list on the Bookstore system conversion.  (11/29/05)
16. Safety committee report (Rocky) (11/29/05)
Meeting adjourned at 9:30 a.m.  

staf1129
� EMBED Word.Picture.8  ���











[image: image2.png]


_1012893838.doc
[image: image1.png]






