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Administrative Services Staff Meeting

December 4, 2007
PRESENT: 

___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                  

_x_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          _x_ Satish Warrier
Minutes:  The minutes of November 6 were approved.  The updates from November 20 were also approved.
Food Services Complaint Update:  It was noted that the glove problem was one employee who is no longer there.  Lack of running water is still a problem.  
Campus Food:  Facilities will be putting in seating around the food services module (near the Planetarium).  Jeff requested a tour.  Per Jeff, there is a need for indoor food services and an indoor studying area.  He also wants the lounge area in the Student Services building developed for coffee, studying, etc.  Bob will develop some options.  Per Bruce, there will be a meeting hall in the new Learning Resource Center that can be used for some of the meetings that will be displaced during the Cafeteria remodel.  
Food Service Committee:  The next meeting of the Food Services Committee is December 13 at 2:30 p.m.  Rocky received an E-mail from Irene Graff re: postponing the survey.  Those who sent letters regarding organic foods and the lack of microwaves on campus have been invited to attend the Food Services meeting to express their concerns.        
Holiday Lunch:  Twenty three people will be attending the Holiday Lunch at Buca di Beppo on December 14 at 1 p.m.  Attendees are invited to participate in the white elephant gift exchange.  Maps to the restaurant are available to those who need them.  
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 classification, so managers need to look closely at their operations and address this issue if necessary.  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:
· If managers are working on getting employees reclassified, is there a grace period?  Assessment is typically done by HR, so managers should work with HR.  
· Reclassifications need to go to the Board or the Special Trustee.
· Employees can work out of classification for 5 days without a problem.  

· John will work with Jeff re:  the ITS employees at Compton who are working out of class.  Rudy Ramos, for example, was hired to be the network supervisor, but he is functioning as the director there.  

Monthly Calendar:  
· December:  no changes
· January:  change to 2008 and change January 1 to January 2.  
Retreat:  The retreat has been scheduled for Tuesday, January 8, from 9 a.m. to 3 p.m. at the Crestmont Center in Palos Verdes.  Managers and supervisors from ECC and Compton should clear their calendars for that date.  Supervisors (at the managers’ discretion) and the union president are also welcome to attend the retreat.  Agenda items will include the customer survey piece, improving indicators, strategies for student success and procedures.   Send Donna an E-mail today on how many people from each office will attend the January 8 retreat.  A rough count taken at the meeting was 35.

Indicators:   Indicators are measurable tools which will be used for program review, which is required for accreditation
· John Wagstaff:   Three indicators for ITS:
1. time from warehouse to desk 
2. help desk response time

3. programmer time

They will be doing flowcharting on Friday

· Mark Hovatter:  They are operating in crisis management mode right now; however, when things settle down, they plan to start collecting data.  

· Janice Ely:  
1. They are working on data re:  types of transactions data students make (over half is walk in traffic).  

2. They are tracking refunds, number of accounts overdrawn, amount of time spent in line to pay, and response time to student phone calls.  
· Rocky Bonura:  
1. The Purchasing department is looking at the time it takes to processing requisitions and the time it takes to complete the purchasing process.  The have two standards:   (1) ECC standards, and  (2) high efficiency standards (within 24 hours)  
2. The Accounts Payable department is looking at the time it takes to process invoices (including issues with LACOE) and response to customer requests.   The standard for invoices is 30 day net.  

It was noted that Capri Blount is now the lead Accounts Payable Technician.    
· Bob Gann:  
· The Construction Unit is working on change orders, percentage of construction costs, soft costs, etc.  

· The Maintenance Unit is working on a regular user satisfaction survey and on backlog.  

· The Grounds Unit is working on planters and they hope to have at least 75% of them in satisfactory condition.  Also, all lawns are to be maintained to standard.    

· The Custodial Unit is working toward cleaning windows twice a year and inspecting all restrooms weekly.  Most restrooms are cleaned daily; however, some are cleaned twice or even three times a day.    It was suggested that the restrooms should be classified A, B, C or D based on their condition.  
· Materials received (days on the dock) are being tracked.   

· A 90 % accuracy rate on physical inventories is being worked on.  

· Utilities management (electric, water, gas):  It was noted that usage is based on a square footage basis. 

· Fred Sturner:  At the Compton Center (M & O), they don’t have any processes in place to measure.  Currently they are doing damage control and working through the neglect.  They anticipate starting the planning phase (including flowcharting) in three to four months.  It was suggested that they create an inventory of assets and progress indicators.  
· Steve Port:  They are working on:

1. Revenue -  Processing parking permits and making parking permit machines operational.  It was noted that discussion of indicators underlined the need to replace the parking machines). 

2. Security – The blue emergency poles need to be kept in working order.  They will be checked once a week.  ITS will be replacing the communications module in each pole.  
3. They are aiming to have uniformed officers on foot rather than in cars 30% of the time.  However, there have been many car thefts (especially the Tahoe), so car travel is also needed.  They are now flagging where stolen cars are found.  They just hired two new officers, so that will help with the work load.  It was suggested that a piece be added on types of crimes and rates; however the low rate of crime skews the numbers.  For example, the last sexual assault was in 1997.       

· Donna Manno:  They are working on a 100% flex obligation, classified development participation, fully automated offices processes, and increasing certificates of completion by 25%.  Jeff noted that he needs quantifiable numbers on hours of training provided vs. how many attended.  
· Julie Bourlier:  Their items are cumulative.
1. Increase buy back money return to students. 

2. Increase used book sales, which save students money.  They are currently at 21.4%; highly efficient is 30%.

3. Sell through on text book inventory.  68% is effective; 75% is highly effective.  
4. Payroll - efficient is 17.2%.   

· Barbara Perez:  
1.    Their frustration is that they have no control over many of the items (like evaluations) that they would be tracking.  It was suggested that HR could be responsible for notifying the vice presidents of late evaluations.  

2.    They are monitoring the time from closing a position to filling it.  Testing automatically adds 
        a two week delay.  
· John Skipper:  They are focusing on the merger and on maintaining operations.  If things go well, their goals will be similar to those expressed by Chief Port.  

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.

3.    Initiation of Fixed Assets Inventory at Compton  (Reuben James)
· 11/20/07 -  They hope to have them out this week. 
4.
FCMAT Report Update
· (10/23/07) – The FCMAT team visits begin next week.  

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

Ongoing Projects
1.
Compton Air Conditioning  

·  (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)  

· (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.  

4.
Flowcharting
· (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  
· (10/23/07) - 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  

· Rocky Bonura:  Policies and procedures will be discussed later.  

· Reuben James:  There have been rave reviews on the customer service training Donna did at Compton.    

· Steve Port:  Two individuals have been casing the ITS area.  Employees should be hyper aware of suspicious activity.  It was suggested that a bulletin with photos should be posted; call it a  Neighborhood Watch Alert.      
· Fred Sturner:  Friday’s rain caused major water issues at Compton.  Two items regarding Fund 41:   1.  The fund balance is not what is should be.  2.  They can’t get a read as to what the balance should be.  Vital service contracts are impacted by this and need funding.  Tom will check with Janice on this.   
· Tom Connolly:  Retro paychecks will be delivered to divisions on Friday.  Checks for part-timers will be done separately and should be done next week.  
· Donna Manno:  The Classified Committee is planning four programs on Thursdays in January.  Jeff offered to dedicate an entire meeting to an Outlook program.  

· Rocky Bonura:  There will be sexual assault prevention training on two days in January.  Administrative Services will host the February 7 Management Forum.  Other safety training to be held includes respiratory training, safe lifting, etc.

Meeting adjourned at 10 a.m.
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