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ADMINISTRATIVE SERVICES

Area Council

            October 25, 2005

PRESENT:

__x_Arlene Bautista
   ____Mike Dalton                __x_ Sheryl Kimball
    __x_Valerie Wagner

____Neal Bennett
   ____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          ____ Carlos Mena
    __x_Urania Yuan

__x_Dan Cahill
   __x_Nancy Hammond         __x_ Linda Mobley 
  

____June Curtis
   __x_Miriam Ifill                  ____ LaTonya Motley 










Minutes:  The minutes of September 27 were approved.
Orientation Subcommittee:  The subcommittee did not meet but will meet before the next meeting.  It will work on grouping things into like functions and then perhaps do a series of workshops.  Jeff requested a checklist of all things that are needed for a fully functioning desk (desktop management skills).  These should be job specific.  It was noted that there are two different types of orientations - one for new employees and one for gaps in training for specific skill sets.  For the next meeting Donna will bring an orientation agenda for the group to review.  
Payroll & Personnel Issues:  Jeff met with Joyce Hopkins re: her concerns about the accuracy of information coming from different departments, and it was determined that this is more of an individual assignment; consequently, he is deactivating this agenda item.  
Emergency Preparedness:  This is an ongoing project and will be a regular agenda item.  The Disaster Advisory Council met and will address items one at a time with management and then will report out to the Area Council.  Noted:  

· The first item (communication) is currently being assessed. Other issues include crowd control, water, plumbing, etc.  
· ECC has done well in minor emergency situations.  For major events, it must be self sufficient for 72 hours and may be called upon to be a shelter for the masses.  
· Building captain appointments need to be kept updated and trained.  This information should be available in the division offices.  
· The Web site needs to be updated; however, Omni can’t be used for this due to the way the Web site is currently set up.   
· Drills take a long time to plan for and are very disruptive.      

Beautification Project:  Facilities is carrying out beautification projects in specific areas.  Groups of employee volunteers will adopt planted areas and do the work to maintain them.  Facilities will provide the plants, supervision, etc.  Dan Cahill and the grounds crew will be key members of this process.  Instruction on safety techniques will be needed.  Interested volunteers can contact the Facilities office.  Dr. Marsee will talk with Dr. Arce re:  getting classes to name tag the plants on campus.  It was noted that the trees in the Humanities construction area and the commemorative trees will be replanted.  
Division Reports

· Linda Mobley:  She will contact Roxanne McCoy (Classified) and Muriel Franklin (certificated) re:  information on some employees coming up with the home address instead of the ECC address. 
· Donna Manno:  Attendance was good at the technology training.  There will be announcements on Web site training.
· Bill Benson:  They are working on moves and roof leaks.
· Dan Cahill:  They are trying to catch up on projects. 
· Lisa Webb:  She is working on getting a timely response from the Los Angeles County Office of Education (LACOE)   re:  retirement service credit issues.   She is also working with Human Resources on how to work with employees who are on the pre-retirement system.   Another project is sick balance maintenance for full-time teachers.  A flow charting session is to be scheduled with payroll.  
· Arlene Bautista:  She was assured that the new timesheet is working better; people just have to get used to it.   

· Urania Yuan:  Reminders will be sent to employees re:  re-enrolling in Section 125 each year.  

· Nancy Hammond:  They are setting up EPAWS (the online book ordering system) which they hope to have up and running next fall.   This system would provide a link for students to order their books when they register, and the books can then be shipped to a student’s home.  Another project is negotiating with faculty on the book adoption policy.  If instructors can promise to keep their books for at least two years, this will help keep prices down for students and the Bookstore.     

· Sheryl Kimball:  ITS is gearing up for winter and spring registration.  Also noted:  This Sunday from 6 a.m. to noon there will be no computer access because Facilities is shutting down power in the building.   
TO DO:

1. Donna will bring an orientation agenda for the group to review.
2. Dr. Marsee will talk with Dr. Arce re:  asking classes to name tag the plants on campus.
3. A flow charting meeting with payroll will be scheduled.

Agenda:

1. Orientation agenda (Donna)

2. Emergency Preparedness (Rocky)

Meeting adjourned at 9:30 a.m.
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