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Administrative Services Staff Meeting

November 8, 2005

PRESENT: 

_x_Rocky Bonura              _x_Bob Gann                     _x_ David Miller           _x_ Marcy Wade                   

_x_Mike D’Amico             _x_Bruce Hoerning           _x_Andy Nasatir            _x_ John Wagstaff    

___Janice Ely                     _x_Donna Manno              ___Lynnda Nelson         _x_Satish Warrier     

_x_Pam Fees                      _x_Jeff Marsee                  _x_Allene Quarles          
Minutes:  The minutes of November 1 were approved with the following changes:  

Under Non-Salary Budget, bullet number 2, change 551 to 545.
Beautification Committee:  Bruce will have the flyer today.  A meeting will be set up with Bruce, Bob, Luukia Smith, Marcy and the grounds staff re:  this project.  The target date to have the program up and running is December 1.  Suggestions:  have at least a dozen sites and provide a mandatory orientation program.
Signage & Wayfaring:   Bob reported that funds for signage and wayfaring were included in the bond.  The goals were to improve exterior signage, increase the number of signs on buildings, improve directional signs within buildings and change out room numbering signs for consistency.  The new signs will have Braille lettering on them, and they will be testing prototypes for background and letter colors.  Bob will put a plan together to have the exterior signs ready for bidding by March 1.  It was noted that a review of building signage would be helpful to get consistency in building abbreviations.  

Emergency Preparedness:  Rocky is working on putting together training for new people and refresher training for others.  The focus will be on emergency response and evacuation.  Don Treat is in charge of the building captains, and each building captain has a copy of the emergency preparedness handbook.  It includes information on primary and secondary evacuation areas, internal organization, job descriptions for people on response teams, vest identification, emergency numbers, guidelines for different types of hazards, compliance documents to be filled out, and a sub manual with information from the light urban search and rescue training. 

AED (defibrillators):  ECC teamed with Torrance Memorial to bring 10 defibrillators on campus.  Before they were installed, AED/CPR training courses were offered, and some employees from each building were trained.  In the Administration building, Allene is trained on this equipment.  Valerie Wagner will be providing a list of people who were trained and post it near the AED.  It was noted that the equipment has audio prompting if users haven’t been trained.  Rocky will coordinate with Donna on future AED training.   
Katrina Plan:  Rocky is waiting for a response from the Fire Department.  He has already received the police response.

911 System:  There is now another year’s delay in getting the technology that will allow the 911 system to accept cell phone calls.  Callers still need to use ext. 3100.  

NIM System:  Rocky and Mike are adopting the new federally mandated NIM system, and they will have a resolution prepared in a few weeks.  

Fire Suppressant:  Gas fire suppressant is needed for the computer room because the wrong suppressant can destroy the equipment.  It was also noted that there have been requests for additional fire extinguisher training.  

Student Activities Center:  The committee will be meeting next week.  Bruce will bring furniture into the area.  The game room is still an issue; Jeff will ask them to move.  
90-Day Review:   Jeff is planning a 90-Day Review meeting on November 15 at 10:30.  All staff members from Human Resources, Fiscal Services and Purchasing/Safety & Health are to attend, and mangers and supervisors from the other areas are invited also.  It will be an overall review of the first 90 days and will include pending changes.  There will also be a question and answer period.  The Haag Recital Hall will be reserved for this meeting.  
TO DO List Update:  All items were completed except for #6.  There was a set back which will delay the installation until the last week of December.  

Committee Reports/Division Issues:  

· Pam Fees  
· There was discussion on the billing letters.  It was suggested that the letters should include what each student owes.  She wants them to go out now so students can pay what they owe before registration starts.  There is currently no mechanism in place to automatically drop students who don’t pay, and the college is owed $2 million in unpaid fees for fall semester.  There is also a problem with F1 students not paying.  They hope to get a mechanism in place by fall that will drop those who don’t pay within seven days.   
· They are doing follow up on the audit.  Thanks to Satish for his assistance on the repeating classes information.  The auditors will come back to test the data on December 5.  The report must be finalized by Dec. 31. The Measure E bond fund audit is also currently being done.    

· Andy Nasatir  

· Coffee is available to staff members for 49 cents at the convenience stores.  A traveling push cart for coffee was also suggested.  

· The start date for online may not be until summer.
· Bob Gann:  They expected to receive approval from the Department of the State Architect (DSA) on the Humanities project last Friday.  Plans for the central plant and parking structure were also submitted.  DSA review takes up to six months.
· Donna Manno:  They are working on training and Flex Day.  The one-day training for managers probably won’t happen until the third week in January.

· Rocky Bonura:  He will work with Jeff on contract issues, including stopping the $1 item used to bypass the approval process.

· Allene Quarles:  It was decided to have the annual holiday lunch on December 8 at 1 p.m.   Allene and Ruth will make the arrangements.    
· Bruce Hoerning:  Unauthorized magazines on campus are to be pulled.  He will meet with Jeff tonight at 9:30 p.m. for the custodial review.  
· David Miller:  The contractors for the Humanities project are now in the trailers full time.  The old Humanities buildings will come down in the next three to five weeks.  Pam requested notification prior to the demolition.

· The Board agenda review will be held this Thursday at 3 p.m.

TO DO LIST:

1. John and Harold Tyler will follow up on the Amandi Recycling services project. 
2. Allene and Ruth will make arrangements for the holiday lunch.   
3. A meeting will be set up with Bruce, Bob, Luukia, Marcy and the grounds staff re:  the Beautification Committee.    
4. Bob will put a plan together to have the exterior signs ready for bidding by March 1.  
5. Rocky will coordinate with Donna on future AED training. 
6. Rocky will address the lockdown of computers in his report.  
7. Managers to send current cell phone numbers to Ruth to update the emergency number card. 

8. Rocky will work with Donna to set up series of training sessions in the next six months (1 or 1 ½ hours each).  

9. Bruce will bring furniture into to the Student Activities Center area.  

10. Jeff will ask those occupying the game room to move.  

11. Rocky will work with Jeff on contract issues, including stopping the $1 item used to bypass the approval process.
12. Ruth will set up a meeting with Bruce, Bob, Luukia Smith, Marcy and the grounds staff re:  the Beautification Committee.  
13. Ruth will set up a meeting with Bruce re:  trees.  

Meeting adjourned at 9:38 a.m.
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