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Administrative Services Staff Meeting

December 5, 2006
PRESENT: 

_x_Myeshia Armstrong 
_x__Bob Gann
_x__Donna Manno
_x__Arnel Pascua
_x_John Wagstaff
_x__Rocky Bonura  
____Doris Givens 
___ Jeff Marsee
_x__Allene Quarles
__Satish Warrier              

_x__Cheryl Cormier
_x__Bruce Hoerning 
___David Miller
_x__Rachelle Sasser   __Thomas Henry
_x__Mike D’Amico
_x__Reuben James
_x_Andy Nasatir
_x__Marcy Wade    

_x__Janice Ely
_x__Mike Johnson 
___Lynnda Nelson
___Ora Bryant  
The Administrative Staff Meeting was chaired by Mr. Arnel Pascua.

Minutes:  Minutes of 11/28/06 were approved with corrections.
Guests: Dr. Mary Callahan, Dr. Tom Jackson, Keith Curry, and Mr. Robert Butler

Master Calendar

The Compton Center is scheduled to be closed for the winter recess.  Dr. Doris Givens will send an announcement via email, campus wide, regarding the closure of the college for the winter recess.   
Technology Report

John Wagstaff - The Technology Committee is making progress and will meet on Monday, December 11, 2006.  
Emergency Preparedness
Rocky Bonura – Emergency Preparedness Committee is making progress.  The next committee meeting will be in January of 2007.  The committee had a new hire orientation which introduced the new employees of El Camino College to Emergency Preparedness Plans.  The committee will be updating the Building Captain list for each building and will be revising and conducting more Building Captain training after the first of the year.  
TO DO:  
1.
Arnel Pascua has sent a Quality Survey email to faculty and staff.  A deadline date of December 15, 2006 was given for a response to the survey.  Donna will follow up with an excel spreadsheet with results of survey. (January) 
2.   Bob is now preparing building floor plans for energy consumption management, and this will be posted on the portal before the Winter session.   

3.
Marcy - Donna has been preparing the year-end review and will submit it at the next meeting   (11/28/06).  Donna will review year-end events and contact those planning them and present them with a timeline.  Someone would need to monitor this process.  (8/15/06)  

4.
Bruce – waiting on update from Athletics to the Civic Center Rental Procedure.  Bruce and Cheryl will work together to make adjustments. 
Ongoing Projects: 
1. Technology Master Plan – to add Policies and Procedures (John) (10/31/06)     Due date:   January 15, 2007.    

2. Program review survey (Donna)  10/17/06 

3.  
Bob Gann asked for a signage update. He is concerned about the Accreditation visit. Mr. Reuben James – Dr. Givens is working on this issue and should have a response by Wednesday, December 13, 2006.  
Signage & Logo (Jeff & Doris).  Currently, there are four potential logos being reviewed.  Dr. Givens has been working with the Campus Community about the logos. Rocky – Dr. Fallo asked that all business cards reflect the mission statement on the back of the cards.  Questions about what mission statement should be placed on the card were asked.  Should it be the El Camino College, Compton Center or the CCCD mission statement?  Chief Mike Johnson is to assist in locating the signs.  The marquee, located at the front of the Compton Center, is not working, and the logo should be replaced with the new image of the Compton Center.  Dr. Jeff Marsee requested that a resolution be made for the signage of the college.  Thomas Henry will emphasize the signage of the college at the next Board meeting, November 28, 2006.  Also, Mr. Henry would like to invite Barbara Beno to the campus.  Reuben, Dr. Marsee and Rocky will meet regarding Ann Garten.  Signage is a significant factor for accreditation.  There must be no perception that Compton College exists.  The Accreditation Commission will not be compromising on this.  ALL signage must be converted.  Dr. Givens is working on this.  Jeff will meet with Ann Garten re:  the holdup on the logo for the Compton Center.  (10/31/06)  Jeff will meet with Ann Garten on this.  (11/14/06)

4.  Anne reviewed the portal last week.  John will meet with Jim Rogers.  Construction Web Site (John and Ann) - Ann Garten and Melanie Graves are working on it. (8/15/06)  There is nothing more ITS can do.  Ann wants to change the portal.  Dwight and Dwayne take photographs of construction projects, but they never do anything with them.  Jeff will talk to Ann.  (10/31/06)  

5.
Robert Butler (Guest)– Moving forward to start services in the Bookstore on January 3, 2006.  The goal is to provide services for the Winter and Spring term.  An outline has been done for an extended schedule or rush schedule for the beginning four days of winter and an outline modified schedule for the remainder two weeks.  A Spring schedule has also been outlined for extended hours for the first three weeks, hours are 8AM-7PM.  The goal is to publish and distribute the information to faculty and students prior to the beginning of finals.  The information regarding the bookstore will be distributed via emails, faculty mailboxes and visiting classes.  Also, a Book-Buy-Back project is currently underway commencing December 12, 2006 through December 15, 2006, hours of operation are 10AM to 3PM Tuesday (12/12/06), Wednesday (12/13/06), Friday (12/15/06) and for the evening students, the hours are 2PM to 8PM on Thursday (12/14/06).  Signs of Buy-Back-Books are to be taken down.  

Maintenance & Operations is working on the following tasks and have a completion date of Thursday, December 14, 2006:  
· Alarm system
· Repairing doors
· Changing locks
· Changing combinations to safes.  

Andy Nasatir – The week of the December 18th will be extremely active.  A meeting should be scheduled with Janice for cash handling and financial banking issues.  Keith Curry - recommended that the budget include overtime for M&O, MIS or Campus Police.  
Andy will put financial aid students on the portal and send to the Bookstore.  Bookstore Credits (Andy).  Staff members are to move the booklist and the reimbursement process to the outside vendor so that Compton’s financial aid students can get their books.  A purchase order has been issued for Financial Aid students.  (10/10/06)  A flowcharting session has been set up for November 3.  (10/24/06)   Andy met with Satish Warrier. (11/14/06)

7.
John –Pulled the Room-Book Report and will report it by the end of the semester.
John – working on inventory of the labs at El Camino.  Francisco’s office is updating the room assignments.  Deans are to see the schedule.  Labs need to be upgraded.  Will get an accurate count of labs (December).  Review and update technology plan for instructional/academic labs (John) – They were waiting for the 8th, which was the last day to add. (9/12/06)  John is completing the data review for this.  (9/26/06)   Specific data needs to be included.  Make it conditional if necessary to get the report done.  (10/3/06)  John will meet with the deans. (11/14/06)

8.
Andy - Compton Center is focusing on an independent bookstore in the future in 2007.  Compton Center bookstore registers will be connected via the network with El Camino College.  Compton would have to identify a permanent person to be responsible for the day to day operations of the bookstore.
Andy and John – Bookstore processing books through internet / winter term.  Not advertised.  El Camino and Compton Center should mirror this process.   Bookstore Integration Project (John and Andy)  (8/8/06)  John and Andy met.  Jeff advised them to keep the project small.  (10/3/06)  Per Satish, registration starts November 21, and there will be an issue if Compton books won’t be available at the online site.  (10/10/06)  The Bookstore won’t be ready by November 21, but they might be ready by February.  (10/24/06)  

9.
Rocky Bonura – Administrative Managers are still scheduled to submit to Dr. Jeff Marsee any changes or revisions to the policies and procedures. The website is not accessible at this time.  Rachelle Sasser and Cathy Oswald have a hard copy of the policies and procedures.
Dr. Jeff Marsee and Special Trustee Thomas Henry will review the El Camino College and Compton Community College District Policies and Procedures to confirm compliance with Accreditation.  The Website was provided to Ruth for access to policies and procedures.  The El Camino Administrative Managers have a deadline of January 15, 2006, to provide Dr. Marsee with procedures that need to be updated.  Review policies and procedures, identify those that need to be revised, and come back with recommendations. (Administrative Services managers)  (9/26/06)  Kathy Oswald is coordinating the updating of the policies and procedures manuals. Compton needs to do this also.  (10/3/06)  They are using the CCLC numbers, and only the approved ones are online.  (10/24/06)  A centralized process needs to be established.  Jeff will take this to Cabinet.  This is important for the collegial consultation review process and for accreditation.  First step:  Each manager is to give Jeff a list of policies and procedures in his/her area that need to be updated.   This is due two weeks from today (November 14).  It was noted that the Board wants to see policies and procedures together.  Kathy is the repository for ECC policies and procedures and CCLC updates.  It was suggested that a Web site could be created that all managers could access.  (10/31/06)  The deadline has been changed to December 1.  Rocky will provide Satish with the Web site and password.  (11/14/06)

10. Arnel Pascua – There is an issue with cost and programming of the transcript printing with the Datatel System.  Specs have been provided to Datatel two months ago, but they have not moved forward.   

Project data backup:  All purchase orders were delivered and vendors were notified.  Project to be ongoing for one more meeting; Consolidation of Compton data (John and Arnel) (10/03/06)   Satish will work with Linda Mobley to get the requisition approved in John’s absence.  Outstanding student debts are handled via COTOP at Compton.  (10/10/06)  The VAX system will be shut down on October 25th, and the Protocol system will be frozen December 15 for all but Admissions and Records.  (10/24/06)  When the purchase order is processed, they should be able to do the backup. (10/31/06)  Metronome has received the purchase order and everyone is off the VAX system.  (11/14/06)

11. Dr. Jeff Marsee – Explained the 1,2,3 pay rates:

· Permanently Reassigned – a reassignment more than five days, in a classification not consistent with the current classification, a differential payment will be paid. 

· Temporary Transition – less than five days, additional $5.00 will be paid.

►MOU ends on December 31, 2006.

Dr. Marsee and Andy will meet regarding books to be delivered to Compton.  Compton has vehicles for the transportation of the books.  Andy will make arrangements with Compton for transportation.  Managers are to keep track of Compton work (even during their regular work day) and send it to Shobhana Warrier.  (9/19/06)  Managers are to discuss the 1,2,3 pay rates with their employees.  If they get overtime, they don’t get the 1,2,3 rates for the same hours.  (11/14/06)
12. Master Plan for Video and Large Room Presentation – Jeff.

Oversight Use of Video and Large Room Presentations (Don Treat, Howard Story, John, Donna) (11/14/06) 

Committee Reports/Division Issues
Marcy Wade –The Human Resources is working on the Standard 3A Accreditation. Participation in representation is needed from both, Compton Center and El Camino College.  The following are the Compton Center representatives:


►Joseph Lewis, President of the Classified Union

►Cheryl Cormier, Director of Title V

Rachelle Sasser – Nothing to Report

Donna Manno  
►February 7th Flex Day is three hours mandatory.  As of now, the Compton Center will invite the faculty and staff to attend the three hour Flex Day/General Session.  After, a two hour meeting will be held with the Divisions to work with the Compton Faculty and their counterpart divisions.  If the invitation is extended to staff, an open office area is needed where staff can meet with their counterparts at El Camino College.  
►Arnel Pascua has sent the survey to the Compton Center Staff.  
►She received an email regarding the Omni Compton Center Licenses funding. She will forward the email John Wagstaff. 

Michael Johnson – Submitted a Parking Proposal and a Signage Proposal to Mr. James to be placed on the next Board Agenda for 12/12/06.  Bruce – has worked on the lights in the Voc Tech Parking Lot, and the lights are now working.  The rest of the campus has working lights.
Andy Nasatir – T1 Line between bookstores have been placed (John).  El Camino College bookstore staff and individuals from the Compton Center met regarding the bookstore at the Compton Center.  Andy will meet with Arnel regarding the location of the Compton Center bookstore registers.  Contingencies have been developed if the store is not fully operational.  The store will be open and students will be processed.  The Compton Center bookstore will be closed after the third week of the winter session to prepare for spring semester.  
Michael D’Amico – Question for Marcy – If there was proposed titled changes for positions and were not indicated or not being addressed on the report, will it be addressed?  Marcy – waiting until there is a completion of the project, and one of the items is the assessment of employees.  The employees will submit it to their supervisors/managers.  Then supervisors/managers will submit it to HR.  HR will give it to the consultants for the final recommendations.  Report should be ready for the January Board Meeting.
John Wagstaff  
►Current on evaluations, need two more.  
►The negotiations with Datatel are not good. Would like to have a $180,000 contract for Colleague License Modules to be paired with what the Compton Center will use.  Datatel is refusing to give an assurance of Compton not needing to buy the program after Compton regains Accreditation.   John would like the modules to be on sleep mode.  El Camino College pays the licensing fees on the modules that are being used, and do not pay more for simultaneous users.  When Compton regains accreditations, Compton should pay a renewal fee.  However, Datatel is refusing to put this in contract form.  Arnel and John have had conference calls with Datatel, and John is implementing a dialogue with the Datatel President.  John will continue to negotiate with Datatel.
►The appropriateness of using Bond Measure Funds to buy desktop computers is conflicting – Dr. Marsee has not approved the purchase.  Vice Presidents have authorized Academic Deans to purchase pc’s with bond monies. The computer issue (purchasing PC’s) needs to be placed on the agenda for the next meeting.
►Only about 25% of students kept their registration appointment.  The portal is getting about 5000 hits a day, 1300 to 1500 on the weekend.  Most of the students are able to use credit cards to pay for their fees.  

► Arnel Pascua has an antispam software.  John received a request to move the phonebook from the portal.  After the phonebook was removed, spam was received from Asia and Eastern Europe.  Will try to use vendors to rectify the problem by buying using a stronger antispam software.  The El Camino College email addresses may have to be changed.  Also, has asked Ann Garten to place the phonebook on the portal and to take it off the website.  John is working on a solution for the spam problem (Spring 2007).
Rocky Bonura – Reporting great progress on Compton invoices over thirty days. Invoice Reports will be updated every Monday to have for staff meetings.  Reuben has been processing requisitions and purchase orders.  A total of 215 invoices have been identified.  An organization chart is needed from Dr. Givens in order to identify approvers.  What is the status on PC replacements?  The Buyer position has been filled, Rick Yatman, will start at El Camino College in January.

Bob Gann  
►The Administrative component of the computer replacement program has been tied with the computer lab issues.  Administrative Services has pressing needs for PC’s.  
►A walkthrough at the Compton Center and El Camino College was done.  A few deficiencies were found with lightings at both campuses.  The lighting is currently being corrected.

Projects:  

►Cafeteria Conversion to Administrative Offices

· Cabinet have expressed a desire to examine the current design to create a larger area for dining in the Cafeteria/Bookstore.

· The current plan retains the meeting rooms, future options may change the current plan..
· The project at the LRC will start within the next two weeks.  

· The corridor that connects the Administration Building to the Science complex will be closed due to demolition.  

· Food service components and the vending machines will be removed.

►Michael D’Amico was invited to sit in construction meetings which occur every two weeks.
►LRC at the Compton Center will be open in February (Michael Johnson).
► David Miller is in Torrance Memorial Hospital.
►Transition Program is moving out of the campus.

►Humanities Building

· Completion will be October 2007 
· Occupancy will take place during Spring 2008
Bruce Hoering  - The LRC will be cleaned by the contractors not the Compton Maintenance Department.  
► Working on lights at El Camino College and Compton Center.
► Working on computer lighting systems.  Bruce will contact Roger Stuart, who is out on medical leave, to inquire on the computer lighting systems.  If it can not be fixed by staff, the contractor will be contacted to work with the lighting. 

►El Camino College will be starting the Infrastructure Phase-1, the Trenching Project.  

►Working on the construction schedule. 

►Humanities construction will be starting next week.

►MCS Deli will be closed beginning December 15, 2006. [No Lunch Truck]

Myeshia Armstrong – Nothing to report.

Allene Quarles -  Frisk Workshop - Thursday, December 14, 2006, 1PM-4PM in the Student Lounge.  Holiday party has been rescheduled to Tuesday, December 12, 2006.
Cheryl Cormier – Nothing to report. 
Janice Ely – Another run of Compton Center Financial Aid, Federal Pell and SEOG Awards was done.  Will do training with LaVetta Johnson at El Camino College on E+B collection system.  The web payment system is going well.
Reuben James – Agrees with Rocky on the invoices.  Needs to meet with Bob Gann regarding the HVAC System Contract for finalization and the sewer survey.
Meeting Adjourned:  9:23 AM
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