[image: image1.png]



Administrative Services Staff Meeting

November 6, 2007
PRESENT: 

_x_Myeshia Armstrong   _x_ Janice Ely    
  _x_Reuben James        ___ Andy Nasatir        ___Rachelle Sasser   

_x_Rocky Bonura            _x_Bob Gann                 _x_ Rory Livingston    _x_Barbara Perez       _x_John Skipper                  

___Julie Bourlier
  _x_Bruce Hoerning       _x_Donna Manno         _x_Stephen Port         _x_Fred Sturner
_x_Tom Brown               _x_Mark Hovatter          _x_Jeff Marsee             _x_Allene Quarles      _x_John Wagstaff    
_x_Tom Connolly

                                                                  ___Rudy Ramos          _v_ Satish Warrier
Minutes:  The minutes of October 23 were approved.
90 Day Review - Classified Perspective:  At a recent Administrative Services Area Council meeting, it was suggested that next 90 Day Review should be from the classified perspective.  The idea was not to change the function of the 90 Day Review; it was to get it from a different viewpoint.  Comments/Suggestions:

· Form a small team from each area to work on it during the next 90 days.  
· One group each time could report out.  Barbara and her HR group were challenged to do it for the next review to see how it could be done.  
· In response to a question about managers promoting training, it was suggested that an indicator could be developed about the percentage of training people have received.  It was further suggested that it be broadened to include off campus training.   Donna needs to be notified about any staff training because she tracks this information.    
· The 90 Day Review commitment was to communicate.  Managers can decide to let their teams do the presentation if they feel it’s appropriate.  
· Regarding holding a 90 Day Review type function at Compton, it was noted that the Provost holds monthly meetings for 80 to 100 people.   
· Mark was commended for his work on getting information out and creating a more collaborative environment. 
· Reuben noted that Compton will try to have an Administrative Services meeting that mirrors this one.       
Food Services Complaint:  Another item from the Area Council was questions about the hot dog stand near the Student Services Center.  It was reported that workers handle food and money without gloves, and there is no running water.  Jeff will send a note to Julie and Andy regarding this issue.   Jeff commended the Area Council for getting more proactive this past year.  
Program Review & ECC Plan Software:  Donna provided copies of two excerpts from the planning guide they are in the process of editing.  Noted:

· Administrative Services is already addressing this with the indicators.  
· Rocky and Donna are working on the retreat.  Managers and supervisors would be invited.  They are looking at January 8 or 9 for the event.  
· When the indicators and the flow charting are in place, the 3rd component will be customer survey input.  This should be measurable based on indicators, and the indicators need to address the issues being identified.  Then actual improvement needs to take place.   
Indicators-Update:  Jeff will send out a format for the indicators.  He will also get the reporting matrix out so it can be standardized.  
Giuliani Book:  Jeff inquired about the status of the Rudy Giuliani book assignment.  After managers have finished it, they can push it down to staff members.  The books need to be shared with Compton managers also.   Donna can get more books from Staff Development funds.  Jeff will sign the requisition.  It was suggested that each manager could read a chapter or two and report out to the group.  Bob volunteered to read the first 5 chapters.  The others will do an E-mail chain to decide who will read what.  A lunch with the managers will be set up at the end of November.    
Holiday Lunch:  It was decided that this year only the ECC and Compton managers, supervisors and sergeants (approximately 25 people) would be invited to the holiday lunch (no assistants or other staff members).  Each attendee will pay for his/her own lunch.  Buca di Beppo is the restaurant of choice.  Friday is the first choice for the event, with Thursdays as the second choice (but not a PBC day).   
TO DO:

1.  Fixed Assets Inventory  

· 10/9/07 – Per Bruce, 16 are completed, and they should be finished this week.  Jeff wants a definition of inventory items to go with the report.

· 10/23/07 – Per Bruce, the reports are done and the cover letter is written.

2.
Development of Policy and Procedures for Fixed Assets Inventory.  (Tom Connolly) 

· The draft is in process (5/22/07)  Dr. Givens would like a copy of the procedures.  

· 10/9/07 – Tom Connolly is still working on the fixed asset procedure.  They have met and will meet again this week to hopefully finish both. 

· 10/23/07 – Per Tom Connolly, they are meeting next week.

3. Initiation of Fixed Assets Inventory at Compton  

· Campus Police will be included in this inventory.  

· (Reuben) (3-6-07) Attorneys reviewed it and made suggestions and changes. (5/22/07)  It has been sent to Maximus for review.  (6/19/07)  The report has been returned from Maximus, and Reuben plans to take it to the Board in August.  He will send Bruce a copy.  (7/17/07)

· Reuben stated that everything is up and running and that he wants to mirror ECC.

· Maximus has not yet completed the survey.  

· Reuben stated that they went over the Maximus agreement to piggyback on the way El Camino does its process and Dr. Marsee stated that he wanted the decals placed on front or in some visible location on the equipment.  Dr. Marsee also stated that he wanted both campuses to stencil decal all equipment with police recognizable identification.

· Bob wanted to know if funding has been set up in an account to pay Maximus.  Reuben stated that he needs to speak with Rory to discuss funding.

· (10/23/07) – Per Mark, they have been bar coding equipment.  Reuben is the lead on this project.

4.
FCMAT Report Update
· Stephen stated that it appeared to be a draft.  Dr. Marsee stated that it had been finalized and he will send out the final version.

· Bruce stated that the legislation number is missing on it.

· Dr. Marsee stated that it was approved at the Senior Management meeting.  

· Jeff will release Guiding Principal #1.

· 10/9/07 – Kathy Oswald (President’s Office) is still making changes to Guiding Principle #1.

· Bob stated they did not complete the FCMAT Report all sections of it and wanted to know if there was going to be a follow-up general meeting or individual areas working with Dr. Marsee.  Dr. Marsee stated just the individual areas.

· (10/23/07) – The FCMAT team visits begin next week.  

5.
Policies and Procedures:  Although ECC pays a membership fee, currently only Kathy Oswald can get into the CCLC Website.  This needs to be investigated. (2/13/07).  It was noted that there is nothing much on the site anyway, and the procedures are not on the public site.  Jeff will pick a policy and a procedure to review each month.  (6/5/07)

· Rocky stated that a decision needs to make as to who will be the point person for updating the Policies and Procedures.

· Dr. Marsee stated that this item would be part of the one day retreat in November or December.  It was agreed that the retreat would take place in January.  Bob suggested a Tuesday.  Dr. Marsee stated off campus.

· Retreat Agenda:  Policies and Procedures, Customer Service Survey, Indicators (presentation mode).  Rocky will take the lead and work with Donna.  Donna and John Wagstaff will work on the survey.  Myeshia and Reuben to work with Rocky.

· Retreat is scheduled for January 8, 2008, supervisors will be included.

· (10/23/07) – Rocky and Donna will organize the retreat on policies and procedures.

Ongoing Projects
1.
Compton Air Conditioning  

· 10/9/07 – The ITS room is still in the 80s, even with the cooler weather.  Two temporary units are running currently and a hole was cut in the roof to let out hot air.  The Special Trustee wants a process in place.  There is a proposal to change the way things are done because past practices have been reactionary.  Even after approval, it will take two months to install the equipment.  Jeff wants the temperature in the room to be in the 70s. (78 max) and will support efforts to accomplish this.  Satish stated that the equipment is already irrevocably damaged due to the prolonged heat and suggested moving some of the critical functions to ECC until spring if they can’t get the temperature down.  Jeff authorized this activity.  Satish is to send a memo re: steps that will be taken, with copies to Doris and Reuben.  It should be made clear that this move is temporary.  Fred reported that the Board passed an emergency resolution re:  air conditioning and he will report on it next week.  The Special Trustee wants a paper trail if bond funds are used.  Fred will draft a memo to Jeff and copy the Special Trustee and Doris.  

· (10/23/07) – John reported that ITS had more than adequate air conditioning yesterday.  He has created list of the equipment that needs to be replaced due to the heat damage and will provide Jeff and Fred with a copy.  

· Fred reported that another issue is the lack of funding in M and O accounts.  Janice reported that there is plenty of money in the Compton budget and that perhaps the wrong accounts are being used on the purchase orders.  There was disagreement on the amount of money available ($1.1 million or $600,000).  Jeff suggested freezing disbursements from the Provost’s $600,000 contingency account.  Myeshia will work with the Provost on these funds.  Jeff also requested that Myeshia send out the Compton budget every month.  The next time the group meets in the Alondra Room, John will demonstrate to the managers how to do the accounts.  

· Regarding allocation of the Facilities budget, (per Jeff) Fred is to work with Bob, Bruce and Tom on appropriate accounts for charging items.  

· Per Jeff, Rocky is to do an account assessment and then he will recommend a transfer to the special contract account.  

· Jeff created a task force to do assessments of budgets at Compton.  The group will identify funds that have been budgeted and have not been used and will make recommendations to Compton staff to reallocate funds to potential shortfall areas.  This information will be sent to the Provost and the Special Trustee.  Janice will head the committee, and Myeshia, Rory, Reuben, Mark, Rocky and Fred will serve on the committee.  Jeff wants their task done by November 5.        
2.
Capital Replacement and Repair (Compton Center):  Bob and Bruce will work with Doris to put together a thorough inventory of work that needs to be done at Compton, strategies to do the repair/replacement, and cost estimates.  The Facilities Committee meets monthly to address such issues.  (6/5/07)

· Dr. Marsee stated that Fred will be placed in charge of the program.

· Bob wanted to know if the committee that is going to review facilities requests was going to give input on what roofs to be replaced and what our infrastructure items were.  Fred stated no, the committee will assist in the allocation of funding.  Some of the items fall under Capital Improvements which are bonds funds.

· (10/23/07) – Fred submitted a budget to Cabinet, and a committee has been formed.  

3.
Emergency Planning  

· (10/9/07) - Rocky reported that the group met yesterday and made a lot of progress.  Compton is included (John, Rudy, Wanda Morris and Mark).  The vice presidents didn’t attend the scheduled emergency preparation meeting, so it will have to be rescheduled. 

· (10/23/07) - Five individuals attended the emergency disaster academy, and next year they would like to have everyone on the committee attend.  Compton is on the committee also.   Issues include FEMA reports, continuity plans and funding.   Rocky is working on putting something out for managers on what to do in an emergency.  

4.
Flowcharting
· (10/9/07) – Per Jeff, the next step is to review the action plans.  He will write procedures for areas of concern.  HR should do a piece on how Compton is different.  Shobhana Warrier is the contact person for flowcharting issues.

· (10/23/07) – The list has been sent out.  Payroll is meeting for flowcharting this Friday, and John is working with Purchasing.

5.
Program Review  
· (10/9/07) – Jeff has had a number of meetings re:  indicators.  Donna is to be added to the list of indicator meetings.  Progress on indictors will be reviewed at the first meeting of each month.  Jeff wants to discuss the satisfaction survey again.  In response to a question re: the program review report that is due by December, Jeff stated that he is most concerned with getting indicators and flowcharting and surveys in place.  The presentation will contain all three pieces.  

· (10/23/07) - Jeff will meet with Bob this afternoon in the last of the meetings on indicators.  Compton will use the same indicators.   The indicators will go live November 1.

Committee Reports/Division Issues  

· Fred Sturner:  Thanks to Janice and Myeshia for locating the block grant funding for the M & O department.  A spending plan now needs to be filed.  Myeshia reported that the amount had changed.  A list of projects to utilize those funds has been identified.   There is difficulty in getting a handle on what is left in the bond funds.  He will work with Erlinda on this and then reallocate those funds to current plans and projects.   Per Jeff, Janice, Rory, Myeshia and Fred are to meet on this issue.  If Erlinda is not available, another approach to the problem is needed.  Fred will attend the 3 p.m. meeting this afternoon.  
· Mark Hovatter:  There is a slight setback on Police Department move due to a leak.  They are working weekends to complete the project.  They are trying to make do with nine custodians instead of the fourteen they used to have.  They are also working on cleaning up invoice payments.   
· Tom Connolly:  They have completed the payroll flowcharting process and will then be ready to go to Doris and Rory with changes.  A meeting on fixed assets was held, and another one is planned. He has been invited to participate on the Student Petitions and Administrative Computer Committees.  Retro paychecks probably won’t be ready until December.  It was suggested that he put out a campus-wide E-mail on this.  
· Tom Brown:  The landscaping is going in around the Humanities building.   He is meeting with the night and day supervisors and has spoken to the grounds supervisor regarding how to implement Jeff’s request for native plants.  Barbara also suggested that he contact the divisions as to which plant selections could enhance student programs like biology, etc.  

· Bruce Hoerning:  Phase 1 should be done in a month.  Phase 2 starts on Tuesday.   The perimeter roads near the Marsee Auditorium will be affected by future digging.   

· Rory Livingtson:  They are in the middle of the third FCMAT visit and are doing the preliminary work on next year’s budget.  

· Rocky Bonura:  The number of invoices over 30 days has made a significant drop - from 91 to 46.  Bond payments went from 24 to only 4.  Rocky is to communicate this to the Special Trustee, the Provost, and the Cabinet.  It was noted that the $1 million is Fund 14 and the $3 million is Fund 15.  For clarification, Fred’s equipment is ECC equipment.  
· Steve Port:  They are looking at parking permit technology and may raise parking fees.  They have met on the ECC/Compton police merger.  Officers working with Torrance police recently took down three drug suppliers. 

· Janice Ely:  She attended a fraud workshop recently, and based on the information received, ECC may want to implement a fraud hotline.  She met with Dr. Scott (FCMAT) and noted that they require data to support whatever comments are made.  They have two audits coming up and are tracking three of their indicators.    
· Bob Gann:  They will need to close the perimeter road on Crenshaw for two weeks.  The food services modules will be delivered two weeks from today.  Also, they are in the bidding process for the parking structure and should make award in December.  
· Donna Manno:  She met with Dr. Gray (FCMAT) and she will send out a needs assessment survey to Compton.  They are moving forward on the new casual student salary schedule and should have mockup ready soon.  Section 125 has started, and they are gearing up for faculty hiring.  

· John Wagstaff:  The problem with Datatel Release 18 is a series of random bugs within the code, and ITS can’t work on them.  All users are having these issues.  He will be going to a 3CDUG meeting this week.  Users are to let ITS know of any problems they are having with Datatel’s Release 18.  He will be going after budget to create a generic version of the planning tool program from Pasadena.  November 13 is the first meeting on the new phone system.  
They got eight respondents on the document imaging RFP; the final three will be invited to the campus.  Document imaging is an ECC project at this point.  Compton has a contract with a local vendor.  Will the colleges be moving to a point where there will be one imaging vendor for both colleges?  Per Jeff, move forward on the RFP and then determine what needs to be done next.  

The first meeting of the ERP committee will be on November 15.   

· Reuben James:  Will the Bookstore Web site include Compton?  Jeff will check with Julie on that.   Rudy wasn’t originally included in the document imaging project, but he could be.  Thanks to Mark, Eva and Fred for tackling the bond issue, and thanks to Janice and Rocky for providing assistance.  They are working on budget training, requisition training, and an ASB audit.    
· Myeshia Armstrong:  They are ready for the audit, which begins next Tuesday.  This Thursday she will conduct a budget training workshop.  The budget reports are in process.  
Meeting adjourned at 9:50 a.m.
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