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ADMINISTRATIVE SERVICES

Area Council

            September 27, 2005

PRESENT:

__x_Arlene Bautista
   __x_Mike Dalton                __x_ Sheryl Kimball
    __x_Valerie Wagner

____Neal Bennett
   __x_Momi Elliott                __x_ Donna Manno        __x_Lisa Webb

__x_Bill Benson
   __x_Grace Felarca              __x_ Jeff Marsee
    ____Dean Whetham

__x_Rocky Bonura
   __x_Beverly Gilmore          __x_ Carlos Mena
    __x_Urania Yuan

__x_Dan Cahill
   __x_Nancy Hammond         __x_ Linda Mobley 
  

__x_June Curtis
   __x_Miriam Ifill                  __x_ LaTonya Motley 










Also Attending:    Mike D’Amico           

Minutes:  The minutes of August 24 were approved with the following change:

· The attendance incentive award is $150 (not $100).
Personnel & Payroll Issues:  Since Joyce Hopkins was absent, this item will be held until the next meeting.  
Needs Assessment Update:  Donna, Arlene and June are serving on what they are calling the “Orientation Subcommittee.”  Draft copies of their first attempt at creating a listing of what new employees need to know were shared with the group, and group members were asked for their input.  Group suggestions:
· scheduled training sessions (regardless of the number signed up), and immediate help on things like phone usage, outlook, etc.  
· emergency preparedness
· security (computer, campus, etc.)  

· the safe drivers class  
· reserving campus vehicles
· the phone directory 
· post a photo and biographical information on new people  

· how to report safety hazards; how to report a work related injury
· information on who does their payroll
· police procedures
· how to get involved on campus
· compile FAQs
· how to get set up in Datatel  

· expansion of payroll procedures (in writing) for all  

· put the old ECC photo directory online and add new employees  

· educational reimbursement, auditing and professional growth 

· advanced portal training  

· list of what classes are available   

· introduce new people to others in the department on the first day
· peer mentoring  

· scavenger introductory hunt (self-initiating, with prizes)  

· In house video on how to identify emergency leaders, where the emergency supplies are, etc. 
· the Information Technology Services (ITS) Help Desk  

· fire extinguisher training  

· put the Employee Handbook online  

· provide a hot list with contact names and how to get information  

· avoid overloading new employees  

· staff ID privileges  

· training material that is available online  

· leadership training opportunities 
· provide the SSTARS DVD for new employees
It was suggested that information given to new employees also needs to be given to all employees.  The Orientation Subcommittee will give the group an update at the next meeting.   
Student Activities Center:  Mike and Harold Tyler are working on a campaign to update the Student Activities Center into a coffee house format, with poetry readings, music, casual dining in the game room, etc.  IKEA is talking about providing furnishings for the area.  They also want to move the grill back into the Snack Bar area.  Police presence in the area will be increased during key times, and they will do ID checks (possible scanning) and register guests.  A committee will be forming.  Support and involvement would be appreciated.  
Suggestions:  

· Provide Internet connection – maybe even go wireless      
Issues:

· Trash/Cleanliness.  Tables, etc. need to be kept clean.  
Division Reports   
· Urania Yuan:  
· The Health Fair will be held on October 6 in the Student Activities Center.   
· The Classified Service Awards event will be held on October 12 in the East Lounge of the Student Activities Center.   

TO DO:
1. Update from Personnel & Payroll Issues  Committee (Joyce Hopkins)  

2. Rocky will report back on emergency prep at next meetings.  
3. The Orientation Subcommittee will give the group an update at the next meeting.   

Meeting adjourned at 9:30 a.m.
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