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Department:  Office of Student Activities & Campus Life 

Date: October 27, 2016 

Members of the Department:  

Dr. Herbert Kitchen, Director of Student Activities & Campus Life 

Tatiana Ochoa, Staff Assistant  
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2. Narrative Description 

Please provide a mission statement or a brief general statement of the primary goals and objectives of 

your department, program or administrative unit. Include the essential functions of your department, 

program or administrative unit, any unique characteristics or trends affecting the department, 

program or administrative unit, as well as a description of how the department, program or 

administrative unit aligns with the college mission statement. 

 

Department Mission: 

The Office of Student Activities & Campus Life at Merritt College fosters an environment of high impact 

through an asset-based model of intentional programming that validates students’ identity to increase 

equity, inclusion and student success. This mission is achieved through a sound infrastructure of policies 

and procedures that supports multicultural co-curricular programming, robust team building, 

professional development, and relationship building through Participatory Governance committees on 

and off campus. In addition, the Office of Student Activities & Campus Life meets the College Core 

Values; Student Success, Caring Spirit, Teamwork & Inclusion, Campus Climate, and Diversity. These 

values are demonstrated through multiple events held year round to increase student interactions with 

staff, faculty, administrators and their peers. 

 

 

 



 

College Core Values 

Student Success: The Department promotes Student Success by providing learning experiences 

that support professional and leadership development of students through campus events, trainings and 

conferences. Some of these events include: 

 Welcome Week 

 Leadership Development Summer Institute Retreat for ASMC 

 Student Employment Pilot 

 Attend Congressional Black Caucus in Washington, DC 

 Extra-Curricular involvement, i.e., District Trainings and Conferences (SSCCC 

Conference) 

 Parliamentary Training 

 Legislative Day 

Caring Spirit 

 

 Educational and Social activities are presented on campus by the department through events 

that demonstrate a caring atmosphere for student connection and involvement. 

 Club Rush 

 Pep Rally 

 Student Appreciation 

 Veterans Appreciation 

 Breast Cancer Walk 

 Holiday/Community Dinner 

 Thanksgiving Food Drive  

Teamwork and Inclusion 

 

Shared commitment and team building is supported through On and off campus: meetings, events, 

fairs, and participatory governance. 

 Participatory Governance 

 Region III 

 District Meetings 

 Community Meetings 

 Campus Events 

 Outreach Events  

1. Laurel Fair 

2. Art and Soul 

3. Chinatown Street Festival 

4. Oaktober Festival  

5. Black Panther Party 50th Anniversary  

 



 

Campus Climate 

 

 Student Activities & Campus Life approaches climate change through providing opportunities of 

inclusion for students that allows them to voice their needs and explore ways to address and/or 

promote social justice and equity on campus. 

 Speakers Series 

 ASMC Student Retreat 

 College Strategic Planning Meetings 

 Peralta District Meetings 

 Faculty & Staff Appreciation 

Diversity 

 

 Various events and programs are presented year round that support the understanding of 

intercultural competence. In addition, planning is encouraged to include diverse students to collaborate 

and invite the exploration of values, beliefs and attitudes toward others. Moreover, these events expose 

students to different lifestyles, customs, and cultural heritages that encourage appreciation and respect. 

Multicultural Events 

 National Hispanic Heritage Month 

 Black Panther Party Month 

 Dia de Los Muertos  

 Disability Awareness 

 Native American Celebration 

 Asian/Pacific Islander Celebration 

 Women’s Month 

 Black History Month 

 Filipino Heritage Month 

 Cesar Chavez Celebration 

 Community Healing Community Events 

 Breast Cancer Awareness Month 

 Indigenous People’s Day  

 
Department Strengths: 

 Development and implementation of Office infrastructure policies and procedures 

 Creation of inner-campus relationships 

 Strong integration of community partners participation in campus events 

 Increased visibility of Department 

 Professional development Portfolio & trainings for Staff, student workers and ASMC 

 Retention of student staff & ASMC Leadership 

 Increased multicultural programming 

 Engagement of ASMC in Participatory Governance Committees 



 

Department Challenges: 

 Completion of policies and procedures with campus partners 

 Finalize ASMC Budget Policies and Procedures with funds accountability system 

implemented 

 Campus Climate 

 Sustainable Department Budget 

 Inter-Department Communication Disconnect  

 Equipment (Student ID Camera, Software Update, etc.)  

Essential Department Functions: 

The department of Student Activities & Campus Life serves the greater campus and community through 

producing student identification cards, ASMC Chamber reservations, processing postings and tabling 

requests and collection and distribution of lost and found items. In the 2016 -2017 academic year, the 

department projects to serve approximately 1,700 students, staff faculty and community partners.  

The chart below demonstrates the inter connected services and support the Office of Student Activities 

& Campus Life provides to the students, staff, campus, District and community. Through these various 

functions the department has established relationships and collaborative guidelines with other support 

services and programs assisting the department in meeting its goals. 

 

Office ASMC Inter Club Council Campus, District, Community 

Student ID Cards Events Clubs Partnerships 

Policies & Procedures Activities Club Rush Hiring Committees 

Scholarship Applications Leadership Retreat Pep Rallies District Student Activities 
Directors’ Meetings 

Team Building Activities District III Quad Squad Administrative Team Meetings 

Campus Postings General Assembly Bi-Weekly ICC 
Meetings 

Speakers Series 

On & Off Campus Tabling SSCCC Club Chartering Conferences 

Lost & Found Peralta Student 
Council 

New & Returning 
Student Club 
Orientation 

Graduation 

Chambers Reservations District Meetings  Accreditation 

Professional Development Participatory 
Governance 

 Facilities Reservations 

Facilities Request Elections  District & College Flex Days 

IT- Support Request Welcome Week   

 

 

 

 



 

Service Area Outcomes: 

1. Students will plan events and programs that validate their voice and fosters’ leadership and 

leads to empowerment. 

 

2. The Office of Student Activities & Campus Life will implement processes for efficient and timely 

services supporting the college campus. 

 

3. Assessment 

How does your department, program or administrative unit ensure that students are aware of the 

program level outcomes and/or service area outcomes for your area? Where are the program level 

outcomes and/or service area outcomes published? If they are on a website, please include a live link 

to the page where they can be found. 

 

At this time, the Office of Student Activities & Campus Life does not have accessible 

SAO’s. This department has a new Interim Director along with the support of staff assistant has 

reviewed and are continuing to modify the infrastructure of daily office operations.   

. 

Briefly describe at least two of the most significant changes/improvements your department, program 

or administrative unit made in the past three years as a response to analysis and discussion of 

program level outcomes and/or service area assessment results. Please state the program level 

outcome and/or service area outcome and assessment cycle (year) for each example and attach the 

data from the “Status Report” section of TaskStream for thesefindings. 

 

Improvement #1: Hiring a full time Director and a fulltime Classified staff assistant to oversee 

the daily operations and implement the vision for student success. 

Improvement #2: Following the hiring of new staff, a critical analysis of the Department 

Will be conducted, which included interviews with the ASMC Council and student workers 

within the office. Department goals will be established based on the challenges that the 

previous ASMC leadership had reviled. The department was charged to accomplish the 

following goals: 

 Develop systems and processes for ASMC, ICC and the Office of Student Activities & 

Campus Life. 

 Assist in providing Budget transparency to ASMC. 

 Assist in obtaining additional space for ASMC. 

 Assist with the implementation of ASMC Food Bank Project. 

 Increase Student campus life involvement. 

 

 

 

 



 

 

Briefly describe two of the most significant examples of plans for program level and/or service area 

improvement for the next three years as result of what you learned during the assessment process. 

Please state the program level outcome and/or service area outcome and attach the data from the 

“Assessment Findings and Action Plan” section of TaskStream, if applicable, for each example. 

 

Plan # 1. To align with the Action Plan Improvement from our TaskStream report, the Office of Student 

Activities and Campus Life will conduct assessments that are relevant to our service area. 

 

Plan #2. After implementation of the assessment, the department will evaluate the assessment tool to 

measure its effectiveness. The expected outcome of the action plan is to enable the department to 

collect accurate data from the assessment that is relevant to the correct background to develop goals to 

improve efficiency of services provided to the campus and community. 

 

Describe your department, program or administrative unit’s participation in assessment of 

Institutional level outcomes (ILOs). 

 

The department will continue to be involved in the college wide assessment trainings such as i.e., SLO’s, 

TaskStream, College strategic planning etc. The department will also implement an assessment tool to 

better track service area and provide feedback.  

 

What do members of your department, program or administrative unit do to ensure that meaningful 

dialogue takes place in both developing and assessing the program level outcomes and/or service 

area outcomes? 

 

The Office of Student Activities & Campus Life engages in campus dialogue through attending workshops 

and offering meaningful input. In addition, the department conducts staff meetings to discuss and 

ensure that staff and student workers are informed and operating with the same information. 

 

The department will hold a series of dialogues that support developing the assessment of programs 

and/or departmental service area outcomes. 2016-2017 the department will engaged in various 

workshops/trainings, along with weekly department meetings.  

 

 

 

 



 

Briefly describe the results of any student satisfaction surveys or college surveys that included 

evaluation and/or input about the effectiveness of the services provided by your department, 

program or administrative unit. How has this information informed department, program or 

administrative unit planning and goal setting? 

 

In fall 2016, there has not been any surveys or data collected.  

 

How do you know that your program is effective? What are the indicators that measure your 

effectiveness? What are the expected results of these indicators. 

 

Not applicable 

4. Specialized Support Services Programs 

Describe course completion rates (% of students that earned a grade “C” or better or “Credit”) 

in the courses within your program for the past three years. Please list each course 

separately. How do the program’s course completion rates compare to the college course 

completion standard? 

 

Not applicable as the Office of Student Activities & Campus Life does not have a course designated at 

this time. 

 

Briefly describe the program’s overall retention rates (After the first census, the percent of 

students earning any grade but a “W” in a course or series of courses) for the past three 

years. How does the program’s retention rate compare to the college retention standard? 

 

Not applicable 

What has the program done to improve course completion and program retention rates? 

What is planned for the next three years? 

 

Not applicable 

What has the department/program done to improve SSSP services? What is planned for the next 

three years? 

 

Not applicable 

 

 

 

 



 

5. Human, Technological and Physical Resources 

Describe your current level of staff, including full-time and part-time faculty, classified staff, and other 

categories of employment. 

 

Total FTEF faculty for the discipline, department, or program: 0 

Full-time/part-time faculty ratio: 0 

Classified Staff Headcount: 1 

Administrative Staff Headcount: 1 

Other: 3 Student Workers 

What are your key staffing needs for the next three years? Why? Please provide evidence to support 

your request such as assessment results data, student success data, enrollment data, data on the 

number or type of services provided, survey results, and/or other factors 

 

In the next three years the department looks to acquire funding to hire a:  

 Full-time Director 

 Full-time Staff Assistant  

 Part-time employee to assist with daily operations 

 As well as sustain the student worker support staff, as these services could not have been 

achieved without their assistance. 

 

Describe your current utilization of facilities and equipment. 

The Office of Student Activities & Campus Life is an active participant in the utilization of the following 

facility areas on the college campus. 

 ASMC Chambers 

 Huey P. Newton & Bobbie Seale Student Lounge 

 D-Quad 

 A-Quad 

 Custodial Services daily 

 IT for all events in all areas 

 ASMC Offices 

 ASMC Club Room 

 Student Center (R-Bldg.) 

The Office of Student Activities & Campus Life also developed diagrams for D-Quad, A-Quad and a 

reservation form for the ASMC Chambers (R-127) , which the department has institutionalized as an 

additional space for student clubs and the campus community to meet, the ASMC Chambers. These 

forms are utilized by the office, students and the campus community on a regular basis. 



 

What are your key technological needs for the next three years? Why? Please provide evidence to 

support your request such as assessment results data, student success data, enrollment data, data on 

the number or type of services provided, survey results, and/or other factors. 

 

In the next three years the department will need to acquire new Software for the ID camera, Id card 

printer in order to continue to serve students in an efficient manner. During the 2014-2015 academic 

year, the ID Card Machine broke down and required the unit to be replaced. As the ID Card Printer is 

now new and up to date, the outdated software system will need to be updated in order to function 

properly with the card printer and meet the daily demands of student needs. In addition, in order to 

collect data and evaluate the department’s services the department will need to implement a tracking 

system consisting of a kiosk to collect data on services rendered. The SARS Program is already utilized on 

campus, and may be an appropriate option for the department. If the Office is not able to obtain the 

Kiosk , then two computers will need to be installed in the front desk area whereby students will sign in 

online, receive the service and complete a survey. This survey will enable the department to gain a 

better understanding of services and processes that can be improved to better serve students and the 

campus community. 

 

What are your key facilities needs for the next three years? Why? Please provide evidence to support 

your request such as assessment results data, student success data, enrollment data, data on the 

number or type of services provided, survey results, and/or other factors. 

 

Not applicable. 

6. Community, Institutional and Professional Engagement and Partnerships 

Discuss how faculty and/or staff have engaged in institutional efforts such as committees, 

presentations, and departmental/program activities. Please list the committees that full-time 

employees participate in. 
 

The Staff of Student Activities and Campus Life have supported the campus, District and community 

through extensive participation in the following areas: 

 Student Ambassadors, Student Leadership Employment Screening. 

 Accreditation Committee 

 District Board Meetings 

 College Strategic Planning Meetings 

 Student Services Meetings and Trainings 

 Classified Meetings & Staff Development Presentations 

 Union Negotiation Meetings 

 Graduation Committee 

 District Student Activities Directors’  Meetings 

 Student Services Retreat 

 Campus Presentations (Faculty Partnerships) 



 

 Budget Committee Retreat 

 Peralta Student Council (PSC) Planning Committee 

 Attend and or assist in planning programming and event planning 

Discuss how faculty and/or staff have engaged in community activities, partnerships and/or 

collaborations. 

 

The Office of Student Activities & Campus Life anticipates to engage in the following community 

activities & partnerships/collaborations: Community outreach events: Laurel Fair, Peralta Student 

Council Retreat, BWOPA Legislative Day, Student Empowerment at- San Francisco State University, 

University of California Davis, Project Motivate, Peralta District (Alameda, Albany, Berkeley, Emeryville, 

Oakland, and Piedmont) High Schools, Street Scholars. Will host: Community Healing Community Event 

Series with community partners and hiring agencies, Fall 2015 Speaker Series, Turkey Drive and Shiloh 

Church Christmas Dinner supporting and collaborating with the Administrative Justice Department.  

 

Discuss how adjunct faculty members and/or part-time hourly employees are included in 

departmental or program trainings, discussions, and decision-making. 

 

Not applicable. 

7. Professional Development 

Please describe the professional development needs of the department, program or administrative 

unit. Include specifics such as training in the use of technology, use of online resources, cultural 

sensitivity, mentoring, and activities that help individuals stay current with their job responsibilities, 

etc. 

 

The Department of Student Activities and Campus Life requests training in the following areas: 

 Smart classroom technology trainings 

 Financial aid appeals processes training and student grievances training.  

 Provide a Series of TaskStream, SAO and ILO trainings.  

 

Lastly, attending professional development trainings, conference, and seminars will cultivate 

opportunities for professional growth for the department to better serve our students, and campus 

community. 

 

 

 

 

 

 

 



 

8. Department, Program or Administrative Unit Goals and Activities 

Briefly describe and discuss the department, program or administrative unit’s goals and activities for 

the next three years, including the rationale for setting these goals. NOTE: Progress in attaining these 

goals will be assessed in subsequent years through annual program updates (APUs). 

Then fill out the goal setting template included in Appendix B. which aligns your department, program 

or administrative unit’s goals to the college mission statement and goals and the PCCD strategic goals 

and institutional objectives. 

 

The Office of Student Activities & Campus Life Goals, are the following: 

Department Goal #1 - Provide opportunities of student access, equity and success through 

intentional, life relevant and culturally sensitive programming promoting student leadership and 

the discovery of self-voice, awareness and advocacy for social justice. 

Department Goal #2- Engage our community and partners through event planning services such 

as tabling, posting and facility request. 

Department Goal #3- Create, implement and support programming that engages and promotes 

the development of students. 

Department Goal #4- Provide an infrastructure of processes that enable engagement and 

efficiency. 

Department Goal #5- Implement a Service Area Outcome assessment portfolio and kiosk to 

measure professional development and services rendered to students, campus and community, 

enabling the department to collect data and provide evidence of fiscal, technological, staffing 

and training needs. 

 

 

 

 

 

 

 

 

 

 



 

Appendix A 

The data below reflects the demographics for the Associated Students of Merritt College 

(ASMC) council and student workers in the office of Student Activities and Campus Life.  

 

 

Ethnicity 2015-2016 Ethnicity 2016-2017 

African American 50% 82% 

Hispanic/Latino 45% 18% 

Asian 15% 0 

Caucasian 5% 0 

 

 

ASMC Retention 2015-2016 ASMC Retention 2016-2017 

65% In Progress 

 

 

 

Ethnicity 2015-2016 Ethnicity 2016-2017 

African American 40% 67% 

Hispanic/Latino 40% 33% 

Asian 20% 0% 

Caucasian 0 0% 

 

 

Student Workers Retention 2015-2016 Student Workers Retention 2016-2017 

63% In Progress 

 

ASMC Council  2015-2016 ASMC Council 2016-2017 

Male 30% Female 70% Male 18% Female 82% 

Office Student Workers 2015-2016 Office Student Workers 2016-2017 

Male 20% Female 80% Male 33% Female 67% 



 

Appendix B 

Non-Instructional Department, Program or Administrative Unit Program Review 

Prioritized New Resource Requests Summary 

 

Date:    November 1, 2016 

Institution:   Merritt College 

Discipline, Dept. or Program: Office of Student Activities and Campus Life 

Contact Person:  Dr. Herbert Kitchen 

 

 

 

 

 

 

Resource Category Description Priority Ranking 
1-5 (Low- High) 

Estimated Costs Justification 

Human Resources 
Director 

Full Time 
Dir. Of Student 
Activities and Campus 
Life 

5 $150,000 (Salary 
and Benefits) 

 

Human Resources 
Classified 

Full Time 
Staff Assistant 

5 $80,000 (Salary 
and Benefits) 

 

Human Resources 
Student Workers 

Part Time Student 
Workers 

4 $100,000  

Equipment Color copier, fax, ID 
Camera/cards, new 
computer system 

5 $25,000  

Supplies Daily office supplies 5 $20,000  

Facilities N/A N/A N/A N/A 



 

Appendix C 

Peralta Community College District, Merritt College and 

Office of Student Activities and Campus Life 

Program Review Alignment of Goals 

Date:   November 1, 2016 

Institution:  Merritt College 

Department:  Office of Student Activities and Campus Life 

Contact Person: Dr. Herbert Kitchen 

Goals were adopted form the 2014 – 2017 Strategic Goals. 

 

Department, Program or Administrative Unit College District 

1. Provide opportunities, access, equity for student success 
through purposefully directed initiatives the support 
educational, cultural and enriching programming that 
supports and promotes leadership, civic engagement, 
social justice, awareness, discovery and campus and 
community awareness. 

Create environment of 
exceptional student 
success access, equity 
and success 

Advance student 
access, equity and 
success 

2. Engage our community partners through innovative  and 
sustainable plans that are mutually beneficial 

Engage community 
through respectful 
dialogue to create 
sustainable partnerships 
and opportunities for 
the college and students 

Engage our 
communities and 
partners 

3. Create, implement and support programming that 
supports, engages the educational, professional and 
personal growth for students. 

Create and implement 
effective and innovative 
programs that meet the 
needs of our diverse 
community 

Build programs of 
distinction  

4. Provide infrastructure that supports, engages and 
enables student advocacy. 

Through a shared 
participatory 
governance, that 
supports instructional 
and student services 
joint collaboration 

Create a culture of 
innovation 

5. Implement a Unit Service Area assessment to measure 
professional development and services rendered to 
students, campus, and community to collect data, 
analyze results, and make needed modifications. 

Develop human, fiscal 
and technological 
resources that advance 
and sustain our mission 

Develop resources to 
advance and sustain 
our mission 

 


