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ADMINISTRATIVE SERVICES

Area Council

            September 30, 2008
PRESENT:

     _v_Arlene Bautista         ___June Curtis                    _x_ Donna Manno                _x_Valerie Wagner
     _x_Francis Baylen          _x_Mike Dalton                  ___ Carlos Mena                  _x_Lisa Webb 

     ___Neal Bennett             _x__Momi Elliott                _v_ Linda Mobley              ___Dean Whetham

     _x_Dan Cahill                _x_JoAnn Higdon               _x_ Nina Oshio                    _x_Marcia Williams

                                            _v_Miriam Ifill                    _x_ Patrick Papetti              

Minutes:  The minutes of August 26 were approved.
Accreditation:  The accreditation team visit is next week. Noted:

· This is a large team.

· The newsletter with team photos and bios will be going out soon.  
· They are here to validate the self study.  
· Managers should try to present a balanced picture.  
· Standard 3 is our area.   
· Refer them to others if you don’t know the answer.  
· Documentation is crucial; however, confidentiality is also important.    
Parking:  The Redondo Beach access road will be closed starting tomorrow.  They couldn’t wait any longer to start work on this project.  The entrance and the parking garage will be open for spring semester.  Extra cadets will be out to guide traffic.  
Division Reports:

· Donna Manno  
· They are pulling together Noel Levitz customer service training.

· They just put the October training calendar out, and both Omni classes (on how to maintain and update Web sites) are filled.   
· Jo Ann felt that a brainstorming session on what it should look like is needed.  Shobhana will go to other community college Web sites and print the lead pages from other Administrative Services areas.  
· When offices have been trained in Word 2007, ITS will install it in those offices.  Jo Ann and John Wagstaff will discuss training. 
· Jo Ann and Donna will work on report writing.

· Lisa Webb  
· They got some new hires.  
· They are looking for better ways to capture reporting information like vacations, etc. They will research a Crystal report writing expert.

· Momi Elliott  
· Tom Connolly has left, so they are currently without a director.  

· Datatel is their system.  They go to Donna and Cheryl Shenefield for answers.

· Marie knows the Crystal report writing system.  
· Mike Dalton:  The Warehouse hasn’t been updated for awhile.  
· Francis Baylen  
· They have set up the lab for the accreditation team.  They will be using virtual desktops.  
· They are also updating computers for academic and division offices.    

· Nina Oshio:  Information from Valerie Jeffrey:

· Thanks for the support at the Health Fair.  Open enrollment ends October 10.   
· Section 125 information will be mailed out at the end of October.  

· Met Life will be sponsoring a series of four free retirement workshops.   

· The third party administrator is now called Schools First.  The representative is here once a month.  Call to set up an appointment.  
· Everyone with 403Bs needs to be informed about what they need to do.   Schools First should be notifying people.  Jo Ann will discuss this with Barbara Perez.  This will be an agenda item for the next meeting.    

· Valerie Wagner 
· They will be offering sexual assault classes, respiratory FIT testing, etc.

· There have been 16 injuries (workers’ comp) and some student injuries also.  She will send Jo Ann an E-mail with more detail on these.  
· Dan Cahill:  They are working on general cleaning for accreditation including the clearing the athletic field, trimming trees and cleaning roof drains.  

· Marcia Williams:  Linda is on vacation.  

· Patrick Papetti  
· They have finished the rush period.  
· Online book purchases are working well.   
· They are looking to get a snapshot photo of enrollment statistics.  Jo Ann will talk to John Wagstaff about this.  Patrick will send her an E-mail about exactly what they need.

Service Awards:   The Service Awards will be held on November 6.  The theme will be Rock and Roll.    
Agenda for Next Meeting:

· (403B) 
Meeting adjourned at 9:10 a.m
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