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Administrative Services Staff Meeting

December 11, 2007
PRESENT:
_x_ Myeshia Armstrong
_x_ Janice Ely
_x_ Rory Livingston
_x_ Stephen Port
_x_ Fred Sturner
_x_ Rocky Bonura
_x_ Bob Gann
_x_ Donna Manno
___ Allene Quarles
_x_ John Wagstaff
___ Julie Bourlier
___ Bruce Hoerning
_x_ Jeff Marsee
___ Rudy Ramos
_x_ Satish Warrier
_x_ Tom Brown
_x_ Mark Hovatter
___ Andy Nasatir
___ Rachelle Sasser
_x_ Tom Connolly
_x_ Reuben James
_x_ Barbara Perez
_x_ John Skipper
Minutes:  The minutes of December 4th were approved with changes.
Page 1, Working Out of Class – A recent incident has brought the working out of classification issue to the forefront again.  The president is very serious about not having employees working out of class.  Managers need to look closely at their operations and address this issue if necessary.  Managers may be terminated if they knowingly work an employee out of classification.  Another related issue is managers sharing passwords with temps in order to get the job done.  This is a huge security issue.  If there is even a hint of compromise to ECC’s database, the College would need to send out letters to over 100,000 students.  Noted:

TO DO:

1.
Fixed Assets Inventory
· 11/20/07 – Per Bruce, the Fixed Asset Inventory listings should be distributed to the vice presidents next week. 

2.
Development of Policy and Procedures for Fixed Assets Inventory.  (Tom Connolly)
· 11/20/07 - He met with FPS on November 8 (3rd meeting) and completed the review of the initial draft of the formal policies and procedures for Fixed Asset Inventory and control.  The next step, after producing an updated draft, will be to meet with Compton administrators and staff to discover the differences between ECC and CEC and to develop a similar set of procedures for CEC.
· Per Tom Connolly, they had their final meeting and finished going over the draft procedures for El Camino which are being written up for Fixed Assets Inventory.
3.
Initiation of Fixed Assets Inventory at Compton  (Reuben James)

· 11/20/07 - They hope to have them out this week.
· Dr. Marsee asked Reuben when the Fixed Assets Inventory will be complete at the Center and Reuben stated the second week of January 2008.  Dr. Marsee stated that proper procedures are to be maintained and kept ongoing.

4.
FCMAT Report Update
· (10/23/07) – The FCMAT team visits begin next week.
· John Wagstaff stated that interviews were being done today.  Dr. Marsee wanted to know if the FCMAT team received the Matrix that was prepared, Satish stated yes.  John Wagstaff stated it included the Technology Plan and they had the components and they seem to have accepted it.

· Dr. Marsee stated that feedback from FCMAT is due back in January 2008.

5.
Policies and Procedures:
· (10/23/07) – Rocky and Donna will organize the retreat on policies and procedures.

· Dr. Marsee stated that they were going to be interviewing for an Internal Auditors position and once the individual has been identified, the Policy and Procedure manual will fall under the Internal Auditor.

Ongoing Projects
1.
Compton Air Conditioning
· (10/23/07) – John reported that ITS had more than adequate air conditioning yesterday.  He has created a 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.
a. Mark stated that he and Rory met yesterday to discuss some type of relief; Rory will place an item on this Board.

b. Rory stated that he has asked the Special Trustee for $100,000 in the interim to get this cleaned up.  Dr. Marsee wanted to know from what source and Rory stated from the contingency reserve.  Dr. Marsee stated that the CDC will only need $150,000 instead of the $350,000.

· Regarding allocation of the Facilities budget, (per Jeff) Fred is to work with Bob, Bruce and Tom on appropriate accounts for charging items.  This item deals with funding for the Compton’s air conditioning.
· 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.
a. Janice stated that this is related to the facilities issue and Rory is working on it.

b. Dr. Marsee stated that the task force does not need to be involved in the operational budget.

c. Dr. Marsee stated that we need to create an internal advisory committee to reconfigure the Compton campus.  They will include Fred, Mark, Rory, Bob, Bruce and Tom.  He stated that he would like to be included in the meetings.

d. Fred to coordinate a meeting before the holidays.

· John Wagstaff stated that he has not seen any movement regarding Compton’s air conditioning and that something must be done.

· Mark stated that Fred was the point of contact.  He stated that he and Fred met with consultants on Monday, December 10, 2007, to draft plans and discuss what needs to be done with a number of chillers versus air handlers.
2.
Capital Replacement and Repair (Compton Center)
· (10/23/07) – Fred submitted a budget to Cabinet and a committee has been formed.
3.
Emergency Planning
· (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.
a. Rocky stated that the plan has been written and now training will begin in January 2008.

b. Dr. Marsee wants the individuals who sign up for the team to be fully aware of their obligation to the team and committed to the team.  He wants them to participate in the assignments because if a disaster occurs and they are a no show they can be prosecuted.

Committee Reports/Division Issues
· Steve Port:  The Compton Center Police Department is now located in V-72.  The infrastructure is being done by ITS for both campuses.  At El Camino, a vendor who provides us with our parking system will be making a presentation for upgrades.  During the rain we had three to four malfunctions with the parking machines.  The demonstration will be held in the Board Room.  The crime report will be given next week.
· John Skipper:  He is pleased with the merger.  The Police Association made some requests during negotiations; El Camino and Compton have given a rebuttal to those and it seems to be positive.  A great deal of equipment was purchased with the monies that were allocated to them.

· Tom Brown:  Continuing with the Humanities Building and going down the punch list to get it ready for the Spring semester.
· Tom Connolly:  Stated that everyone has received their retro paychecks.  There are four different check runs of which two have been completed.  The smaller retro pay will happen in about two weeks.  Dr. Marsee wanted to know if there will be an announcement stating that the retro pay was completed before the end of the year.  Tom stated that a handout went out with the first retro checks.
· Mark Hovatter:  Working on rain repair and prevention.  The last two Friday’s we had rain two weeks in a row.  On the first Friday, we had nine buildings which leaked.  The second Friday, we had four leaks, none of them major.  We are cleaning out the gutters and replacing gutters.  We are also working on the food service area, trying to get it up and running.  We have an inspector coming out to look at it.  We are going for an RFP.
· Barbara Perez:  We are winding down the year and getting ready to open up some recruitment opportunities in January, 2008.  She stated that anyone with recruitment positions open, to please complete them by the end of December 2007.

· Fred Sturner:  Stated they were in the process of obtaining the consultant they spoke about earlier and an inspection of the campuses will be done during the Winter break.  We had a breakthrough regarding the LRC with the manufacturer and the installer; they submitted in writing to us a repair plan which states that all of the glass needs to come out.  We have arrived at a philosophical agreement and detail still needs to be worked out.  He stated that it will be two years before the LRC building opens.  Fred stated that the District is regaining control over the LRC situation, are moving forward with repairs being paid for by others and it is not a short fix.
· Rory Livingston:  Stated that they are in the middle of mediations with the classified bargaining unit.  A meeting will be held regarding next years budget as well as trying to advance some of the facilities issues.  He also stated that they are getting a handle on copiers for the campus.

· Rocky Bonura:  stated that the unauthorized purchase letters are making a significant difference in accountability.  It is helping people to understand what they need to do and the process.  He stated that he has a concern regarding security around campus with intruders and suggested employees have identification and wear uniforms.
· Janice Ely:  stated she has been working extensively on the audit for both El Camino College and the Compton Center.  She met with the auditor yesterday and the audit report was delivered last night.  She will be working on the audit findings.  Discussion, analysis and will be working further on the Compton audit for the next month.  Dr. Marsee stated that postponement of the audit for one month has been recommended to the President and the Provost, as we feel it would make the difference between a qualified and an unqualified audit.
· Reuben James:  Thanked Myeshia and her staff and Janice regarding budget exceptions, which prevented us from processing warrants; they got them done and we were able to process them last night.  Reuben stated that Administrative Services at Compton Center would like to mirror the customer service training done by Donna.
· Donna Manno:  asked Bob and Stephen if he could send her the names of the individuals who will be attending the Administrative Services holiday luncheon.  She stated that January 2008 is packed with training for classified staff and if you must schedule meeting to please keep Thursday’s light.

· Satish Warrier:  A reminder regarding security, a bulletin will be sent out campus wide asking people or reminding them not to share passwords.  He asked that individuals be careful when opening emails due to viruses pretending to be greeting cards.  He stated that a disclaimer will be placed on the computer regarding Board Policy 6160 and sharing passwords.
· Myeshia Armstrong:  No report.

· John Wagstaff:  Is filling out a report for a full-time position for the Help desk, as the individual who holds the position is ill and he is getting complaints about the response time.

· Bob Gann:  Wanted to let the group know that Bruce received an appreciation award from the student newspaper for his help regarding information on facilities related projects.  Bob stated that we will be experiencing a shortage of parking spaces for the fall of 2008 semester and possibility the summer.  We are looking at possibility taking portions of our perimeter road and making them one way; then possibility turning the traffic lane that was eliminated into diagonal parking and also the possibility of buying back staff permits for a time period which, in theory, will free up staff parking at the beginning of the semester for approximately four weeks.
Meeting adjourned at 9:26 a.m.
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