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ADMINISTRATIVE SERVICES

Area Council

            August 26, 2008
PRESENT:

     _x_Arlene Bautista         _x_June Curtis                    _x_ Donna Manno                ___Valerie Wagner
     ___Francis Baylen          ___Mike Dalton                  ___ Carlos Mena                  _x_Lisa Webb 

     ___Neal Bennett             _x_Momi Elliott                 _x_ Linda Mobley                 _x_Dean Whetham

     _x_Dan Cahill                _x_JoAnn Higdon               ___ Nina Oshio                     _x_Marcia Williams

                                            ___Miriam Ifill                    ___ Patrick Papetti              

Introductions:   Jo Ann Higdon, the new Vice President of Administrative Services, introduced herself to the group, and noted that she has an accounting and a construction background and has been in the community college system for many years.  Members of the group then introduced themselves.  Items stressed:

· The sin of omission is as bad as that of commission.  
· Let her know if there is something wrong.  
· Treat everyone with respect.

· There should be no conflict of interest or even the appearance of it.  

Minutes:  The minutes of April 29 were approved.  
Division Reports:

· Donna Manno:  A handout on the Mentor Program that is being developed was shared with the group for review and feedback.   Noted:
· Parts of the program came from the Area Council and some came from the faculty program.  
· The program is for the entire campus.
· The handout includes applications for mentors and mentees.  
· The first round will be those who have been recently hired.  They will be asked if they want to be placed with a mentor.   
· There will be a brief training session for mentors and then a brief meeting of mentors and mentees.  
· It is considered to be a six month relationship program.  There will be a celebratory luncheon at the end.  
· The draft of the new employee handbook is to be shared with the vice presidents for their input before any are distributed.       

· It was suggested that maybe the mentors could meet regularly in the beginning to share information.    
· June Curtis:   She will be updating their procedures.  

· Dan Cahill:  He is trimming trees, replanting annuals and weeding.  Flowers are on hold right now due to the weather.  They are also cleaning Murdock Stadium.     
· Marcia Williams:  They are just coming out of closing.  
· Linda Mobley:  One of their biggest challenges is to get the Compton staff acclimated and returned to Compton.  It was stressed that before that can happen, they must have the right supervision in place at Compton.  Also, they need to make sure they are responding to the auditors’ requests.  
· Dean Whetham  
· They are working on the modular snack bar near the Planetarium.  
· Construction on the new parking lot appears to be way ahead of schedule.  
· The new Central Plant is up and running; however, currently only half of the college is on it.  They need to get the other half on it.  
· Serious trenching will soon be done on campus.  
· Arlene Bautista  
· They are assisting students with parking and selling daily permits.  For first few weeks only, students will be allowed to park in some non-parking spots.    
· As of July 1, Compton’s police department is now under ECC.  
· There are two officer openings and a senior clerical assistant opening at Compton.   
· ECC currently has two officer vacancies.  
· In response to a payroll question, it was noted that for the time being, social security numbers are still necessary for timesheets.  
· Momi Elliott  
· They survived year-end closing and the budget book.  
· They are now getting the new budgets posted on the systems.  
· They are also preparing for the visit of the auditors the first week in November.    

· Lisa Webb  
· There are a few issues with the student and casual conversion, so some tweaking will be necessary.     
· Payroll is busy, but they are in compliance for the auditors.  
· One issue is appropriate classification of non creditable classes (community ed, etc.).    
· They need staffing at the front desk.  
· Checks are now on a sheet of paper, and they now need a folding machine for these.  

· Frances Baylen  
· The Help Desk has moved to the Math Building but can still be reached at the same phone number.   Call them if you have phone issues.  Some testing of the lines is still going on.   

Jo Ann Higdon:  She understands if members can’t attend the meeting due to job conflicts.  

Assignment for Next Meeting:  Jo Ann wants Administrative Services to be thinking outside the box.  Think about attainable goals for the college.  
Meeting adjourned at 9:27 a.m.  
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