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ADMINISTRATIVE SERVICES

Area Council

            September 25, 2007
PRESENT:

     _x_Arlene Bautista         _x_ June Curtis                     _x_Miriam Ifill                   ___Valerie Wagner  

     ___Francis Baylen          _x_ Mike Dalton                  _x_ Donna Manno               ___Lisa Webb 

     ___Neal Bennett             _x_ Momi Elliott                  _x_ Jeff Marsee                   _x_Dean Whetham

     ___Bill Benson               _x_Nancy Hammond            _x_ Carlos Mena                 ___Marcia Williams

     _x_Dan Cahill                                                               ___ Linda Mobley               _x_Urania Yuan 

Minutes:  The minutes of August 28 were approved with the following change:
· Under Purchasing Deadline Feedback (Bullet #8 – “Items under $600 are not considered equipment.”).  The $600 amount stated at the meeting is incorrect.  The correct amount is $500.

Purchasing Deadline:  Copies of the results of a survey administered by Momi were shared with the group.   The topic of the survey was year-end requisitioning deadlines, and she received twenty responses from the divisions.  Of those, six said the April 1 deadline was not a problem, and fourteen felt the April 1 deadline could be a problem.   Noted:
· Overall the divisions liked that they were being asked for feedback. 

· The accounting group has a staff meeting this morning, and she will get feedback from them also.
· Having to get orders in three months in advance seems like the college is going backward.
· People tend to wait until the last minute to place orders, regardless of the deadline.  

· It may be that Linda just needs help if she’s the only one who processes these.   Others may need to be cross-trained to process these items.  There is also the possibility of using Bookstore staff and part-time cashiers to help.  

· It is important to really enforce the deadline.

· The deadline has to be driven by what serves the customer.  The more changes are made, the more people get confused.   This impacts relationships with customers.
· Those surveyed want a response back.  Jeff noted that he will be taking the Area Council minutes to College Council and to the President.

· Jeff stated that the May 1 deadline will be maintained.

90 Day Review:  The next 90 Day Review will be held on October 11 at 8:30 a.m. in Haag Hall.  Group members were asked to get the word out to their constituents.    
Can Do Award Criteria:  Copies of suggested criteria were shared with the group for input.   Noted:
· Change #1 to read:  “It must be an ECC or a Compton employee.”  

· Add #5 -  “Nominees can come from outside the Administrative Services area.”

· Add #6 – “Managers can be nominees.”   
· There doesn’t have to be an award every time.  The meaning of the award is diminished if it becomes too diluted.  
· The “Can Do” spirit was described as enthusiasm, creativity, going above and beyond, etc.  
· The Fair Labor Standards Act clearly states that employees must be paid for anything over a 40 hour work week.  Free time should never be provided to the college.  This puts the college in a potential legal bind.  
· Applause cards are for recognizing good work. 

· Those who have already nominated candidates for the Can Do award were asked to reexamine their nominees to determine if they should still be nominated under the specified criteria.  If so, they need to provide the wording for the specific actions that make them eligible.   
Orientation Manual:  Copies of draft #2 of the Classified Orientation Manual were shared with the group.  Noted:

· Add Compton and the mentoring program. 

· The Orientation Committee is meeting this afternoon to discuss the mentoring program.  
· Where should the mentor come from?  
· Duties/Responsibilities of a Mentor:
1.  do walk around, introduce people, where to get things done, etc.  
2.  someone to call re:  how to do things for day to day operational problems  
3.  someone to vent to with problems.  Immediacy is important.  
· Two types of mentoring:
1.
formal  

2.
on site job orientation done by supervisor

· Change mentor program to buddy program.  

· The “buddy” should be from same job classification and must be a volunteer. 
· The Staff Development office will coordinate the “buddy” program.  
· A checklist is to be developed specifying what “buddies” will do, and there should be a completion point for the “buddy.” 

· The “buddy” activity is to start no later than five days after the new employee starts. 
· The activity must be coordinated with the supervisor.  
Division Reports:

· Nancy Hammond:  This will be her last meeting.  She is retiring at the end of October.  The new Bookstore director begins next week, and a new Area Council representative will be appointed.    
· Urania Yuan:  Open enrollment ends October 12.  
· June Curtis:  A Stock Clerk and a Groundskeeper position will be opening.  Two supervisors are still outstanding.  Seven new custodians were just hired and will start November 1.  
· Dean Whetham:  The new boilers and chillers are in the Central Plant. 
· Dan Cahill:  There is new sod in the west area of the Stadium.  The cherry trees will be replanted west of the MCS building.  The Humanities building is expected to be complete by end of October.  Until the Humanities sprinkler system is redone, everything must be hand watered. 
· Jeff Marsee:  The presentation on changes to the Master Plan will take place today at 1 p.m. in the Campus Theater.  
· Donna Manno:  The Classified group will get together in mid October to plan classified workshops during winter intersession.  All are welcome to serve on this group. 

· Carlos Mena:  The Library walkway and Parking lot D are now open.  
· Miriam Ifill:  They had their lightest registration ever; 40 minutes was the longest wait in line.  This may be due to increased activity on the Web.   Billing letters will be going out.
Meeting adjourned at 9:55 a.m.
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