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Purpose and Goals 

 
The information gathered during the program review process provides the basis for informed decision making 

in the Peralta Community College District.  Program Review is a systematic process for the collection, analysis, 

and interpretation of data concerning a program or department.  It provides the department, program or 

administrative unit accountability by collecting, analyzing and disseminating information that will inform 

integrated planning, resource allocation, and decision-making processes.  

 

 

The primary goals are to: 

 

 Ensure quality and excellence of academic and student support programs and administrative units. 

 

 Provide a standardized methodology for review of units. 

 

 Provide a mechanism for demonstrating continuous quality improvement, producing a foundation for 

action. 

 

 Identify effective and exemplary practices. 

 

 Strengthen planning and decision-making based upon current data. 

 

 Identify resource needs. 

 

 Develop recommendations and strategies concerning future directions and provide evidence supporting 

plans for the future, within the program or unit, at the college and at the District level. 

 

 Inform integrated planning at all levels within the College and the District. 

 

 Ensure that services reflect student needs, encourage student success, and foster improved teaching and 

learning. 

 

 Provide a baseline document for demonstration of continuous improvement and use as a reference for 

future annual program updates. 
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Components in the Process 

 
The Non-Instructional Department, Program or Administrative Unit Program Review process, which occurs 

every three years, consists of answering a set of questions designed to aid in the examination of support and 

administrative services.  These questions direct attention to assessment results, support services, administrative 

functions, and resource areas related to student success in order to develop a plan that will improve the quality 

of support and administrative services. 

 

The primary components in the Non-Instructional Department, Program or Administrative Unit Program 

Review process include: 

 

 The Non-Instructional department, support or administrative service Program Review Team 

 

 Completion of a Non-Instructional Department, Program or Administrative Unit Program Review 

Narrative Report every three years 

 

 Validation of the Non-Instructional Department, Program or Administrative Program Review Report 

 

 Completion of three reporting templates (found in the appendix).  They are: 

 

 The Program Review Resource Requests Template in which to summarize key resource needs. 

   

 The Integrated Goal Setting Template in which to set goals, objectives and action plans based upon 

the Program Review findings in alignment with PCCD Strategic Goals and Institutional Objectives. 

 

 The Validation Process Form in which to document the validity of the program review. 

 

 

 Annual Program Updates (APUs), which review progress in meeting goals identified in the Non-

Instructional Program Review, are completed in the alternate years within the comprehensive Program 

Review three year- cycle.   

 

_____________________________________________________________________________ 

 

Thus, the recommendations and priorities from the Non-Instructional Department, Program or Administrative 

Unit Program Review feed directly into the development of departmental and/or unit plans.  In turn, the 

departmental and/or unit plans serve as the driving mechanisms in formulation of updated educational, budget, 

technology and facilities plans.  
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The Non-Instructional Department, Program or 

Administrative Program Review Team 

 

 
The Non-Instructional Program Department, Program or Administrative Unit Review Team at the College is 

comprised of the following members: 

 

 Department, program or administrative unit Manager. 

 

 Two additional staff members within the department, program or administrative unit. 

 

 All staff within a department, program or administrative unit are encouraged to participate in the 

Non-Instructional Department, Program or Administrative Program Review process, although 

participation is not mandatory. 

 

 A college body, such as a validation committee or institutional effectiveness committee, comprised 

of staff outside of the department, program or administrative unit. 

 

_____________________________________________________________________________ 

 

The Non-Instructional Department, Program or Administrative Unit Program Review Team will analyze the 

Program Level Outcomes and/or Service Area Outcomes assessment results and other information (student 

demographic data, needs assessments, student engagement surveys, student satisfaction surveys, etc.) and 

complete the Non-Instructional Department, Program or Administrative Unit Program Review Narrative 

Report. 

 

______________________________________________________________________________ 

 

Validation:  A designated college body, such as a validation committee or institutional effectiveness 

committee, will review the Non-Instructional Department, Program or Administrative Unit Program Review 

Narrative Report to ensure completeness of the narrative report, the resource needs template, and the goal 

setting template. 

 

The validation committee will complete the validation form, including signatures, included in Appendix C and 

make recommendations to the Vice President of Instruction, Vice President of Student Services and College 

President. 
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Non-Instructional Department, Program or 

Administrative Unit Core Data Elements 
 

 

Part I.  District Office  

 

The District Office of Institutional Research will provide the following data to the department or program 

by October 1
st
 of each comprehensive program review year. 

 

 

 Total enrollment data for the college (unduplicated) for the last three years disaggregated by age, 

gender, ethnicity and special populations (i.e.; foster youth, veterans, DSPS, etc.) for the last three 

years.. 

 

 Total number of students served in support and/or special programs disaggregated by age, gender, 

ethnicity, and special populations (i.e. foster youth, veterans, DSPS, etc.) for the past three years. 

 

 Overall college retention rate disaggregated by age, gender, ethnicity, and special populations (i.e. 

foster youth, veterans, DSPS, etc.) for the last three years. 

 

 Support and/or special program retention rates for the last three years, if applicable 

 

 Overall college completion retention rate disaggregated by age, gender, ethnicity, and special 

populations (i.e. foster youth, veterans, DSPS, etc.) for the last three years. 

 

 Support and/or special program completion rates for the last three years, if applicable 

 

 Department, Program or Administrative Unit staff demographics:  Full-time/part-time, by category 

of employment, disaggregated by age, gender, ethnicity 

 

 

___________________________________________________________________________ 

 

Part II. College 

 

 

The Office of Instruction and the Vice President of Instruction at the College will provide the following to 

the Non-Instructional department, program or unit manager. 

 

 A copy of the PCCD Strategic Goals and Institutional Objectives for the current academic year. 

 

 A copy of the College Goals and Objectives for the current academic year. 

 

 Student satisfaction/engagement survey results (CSSE, Noel-Levitz, etc.), if applicable. 

 

 Administrative unit and/or campus surveys, if applicable. 
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Definitions 

 
Administrative Unit:  An administrative unit is responsible for providing specific services throughout the 

college and/or provides services necessary to support the overall operation of the college. 

 

Administrative Unit Outcome (AUO):  a statement that describes the benefit that an administrative unit hopes 

to achieve that is a result of the work that the unit performs.  Each AUO must be measurable with defined 

criteria. 

 

Assessment:  Measurement of a service area outcome.  Self-assessment and evaluation surveys can provide the 

data.  Collecting and analyzing the evidence leads to improvement of the unit’s effectiveness. 

 

Department/Program:  An individual area of service within the college.     

 

FTEF (Full Time Equivalent Faculty):  Also known as load equivalency.  A full-time instructor teaching 15 

lecture hours per week for one semester = 1.0 FTEF.  One lecture hour = 50 minute instructional period.  One 

lab hour = .8 of one lecture hour equivalent. This is a semester, or term, measure.  

 

FTES (Full Time Equivalent Student):  This measure is used as the basis for computation of state support for 

California Community Colleges.  For example, one student attending 15 hours a week for 35 weeks (one 

academic year) generates 1 FTES.    

 

Retention:  After the first census, the percent of students earning any grade but a “W” in a course, series of 

courses, or program.   

 

Service Area Outcome (SAO):  a statement that describes the benefit that a department or support service unit 

hopes to achieve that is a result of the work that the unit performs.  Each SAO must be measurable with defined 

criteria. 

 

SSSP:  Student Support Services Program (formerly called matriculation).  Services are required by the 

Seymour-Campbell Student Success Act of 2012.  These services includes orientation, assessment and 

placement, educational planning, counseling, advising and follow-up services. 

 

Student Success:  Completion rates with a grade “C” or better.  Completion rates can be at the course, program, 

degree or certificate level. 
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The Non-Instructional Department, Program or 

Administrative Unit Program Review Report 
 

 

 

1.  College:  Merritt College 

      

     Department, Program or Administrative Unit:  Admissions and Records Office 

 

     Date:  December 4, 2015 

      

     Members of the Department, Program or Administrative Unit Program Review Team: 

 

     Members of the Validation Team: 

 

______________________________________________________________________________ 

 

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.     

 
The mission of Merritt College is to enhance the quality of life in the communities we serve by helping students to attain 
knowledge, master skills, and develop the appreciation, attitudes and values needed to succeed and participate 
responsibly in a democratic society and a global economy. 

The mission of Student Services is to provide seamless services and resources to current and prospective students to 
support successful entry, placement, progression, and achievement of their educational goals.  To promote student 
success, we collaborate with and support our college-wide and community partners. 

Our objective is to provide innovative, effective approaches to serving our students no matter what their situation is. We 
are continuously improving the services we offer and encourage students to take advantage of them and let us know if 
there is anything more we can do to help them reach their educational goals at Merritt College. 

 

 

 

______________________________________________________________________________ 

 

 

 

3.  Organizational Chart : 

 

Please insert an organizational chart showing where the department, program or administrative unit is located 

within the college organizational structure.  
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Please discuss the relationship and engagement with other support services, programs, and/or administrative 

units and any influences these relationships have on the ability of the department, program or administrative 

unit to meet its goals. 

 

Admissions and Records role is vital in every student’s success.  The Admissions and Records department 

works hand in hand, on a daily basis, with both the Counseling and Financial Aid departments, to ensure that all 

students are enrolled in their courses, prior to the first day of the semester if at all possible. Staff work 

collaboratively with other departments to ensure students receive their financial aid in a timely fashion to assist 

with the success in the classroom.  If Admissions and Records does not work collaboratively with other student 

services departments, students are impacted in various ways. Students need for assistance with the registration 

process is necessary, because this can affect enrollment not being completed in a timely fashion which then can 

affect a student’s academic progress and financial aid funding.  Our number one goal is to serve students no 

matter what their situation in a professional and courteous manner, providing needed A&R services. The 

collaboration with the Financial Aid Department and the Counseling Department specifically, plus others is 

essential in providing seamless services and resources. We have to work together. 

The need to meet students’ requests for services is amplified with the knowledge that students being served 

results in students taking courses on the campus and enrollments increasing, thus providing more funding for 

increased staffing and services. Students’ academic standing, enrollment status, and financial aid award status, 

are dependent on student services’ units working collaboratively.  . 
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Please describe how external factors (if applicable) , such as State and Federal laws, advisory board 

recommendations, changing demographics, etc. have on the support services your department, program or 

administrative unit provides. 

 

The Admissions and Records office must adhere to federal, state and board policies regarding enrollment and 

the maintenance of student records.  Whenever there is a federal and/or state new law or community college 

policy change that comes from the State Chancellor’s office, the colleges must adhere to any changes as 

directed.  For example, the most recent change in policy has been regarding the repeatability of courses.  

Students can no longer enroll into a course more than three times.  This policy change has affected our student 

population as we have had to turn people away from our college as these students have attempted to repeat a 

course again.  Student demographics are noted in the next section, but it should be noted that we serve a very 

diverse student population. These students are also changing in terms of preparation for taking college courses 

and all departments work collaboratively to provide the needed services. Merritt College also has two distinct 

groups of students: those that are computer savvy and who have access to technology, and a second group 

which consists of students who do not have any computer experience and who require extensive guidance when 

they attempt to begin the enrollment process.  Needless to say, staff is impacted how quickly students are served 

because of the time needed for each student. It is vital that staff within the Admissions and Records 

Departments stay current with federal, state and the chancellor’s office policy updates to properly serve our 

students. Then we need to rise to the challenge of serving our student demographics as they come onto the 

campus underprepared and perhaps not being computer literate in a society that demands computer literacy to 

succeed. 

______________________________________________________________________________ 

 

4.  Student Demographic Data: Serve all student population 

For Departments and Programs, please enter the following demographic data for the past three years. 

 

Department or Program Name: 

 

Admissions and Records 

Year 1 

 

2012 

- 

2013 

Year 2 

 

2013 

- 

2014 

Year 3 

 

2014 

- 

2015 

% Change (year 1 to 

year 3) 

2012 

- 

2015 

Total Students Served (Headcount) 

 

 

15205 

 

14613 

 

14184 

 

-7% 

Gender:  Male 5116 5044 4775 -7% 

Gender:  Female 9380 8920 9024 -4% 

Gender:  Unreported 709 649 385 -46% 

Age: ≤ 19 years (Under 18)’ 708 852 995 41% 

Age: 20 - 24  (19-24)’ 5716 5503 5055 -11% 

Age: 25 - 29 2951 2803 2807 -5% 

Age: 30 - 39   (30-34)’ 1875 1794 1752 -6% 

Age: 40 - 49   (35-54)’ 3269 3063 2958 -10% 

Age: ≥50  (> 55)’ 1057 953 979 -7% 

Ethnicity: African-American/Black 4434 4171 3917 -12% 

Ethnicity: Asian/Pacific Islander 3084 2756 2644 -15% 

Ethnicity: Hispanic/Latina/Latino 2156 2412 2549 18% 

Ethnicity:  Native American 59 52 52 -12% 

Ethnicity: Multiple* 1527 1633 1584 4% 

Ethnicity:  Other Non-White 68 45 45 -34% 
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Ethnicity:  White 2942 2842 2691 9% 

Ethnicity:  Unreported 935 702 702 -25% 

‘the age brackets added to correspond with the data received 

*added line; information not included in the data received 

 

For Administrative Units, please enter the following demographic data for the past three years. 

 

Administrative Unit Name: Year 1 Year 2 Year 3  % Change (year 1 to 

year 3) 

Total Students Served (Headcount) 

 

    

Gender:  Male     

Gender:  Female     

Gender:  Unreported     

Age: ≤ 19 years     

Age: 20 -24     

Age: 25 - 29     

Age: 30 - 39     

Age: 40 - 49     

Age: ≥50     

Ethnicity: African-American/Black     

Ethnicity: Asian/Pacific Islander     

Ethnicity: Hispanic/Latina/Latino     

Ethnicity:  Native American     

Ethnicity:  Other Non-White     

Ethnicity:  White     

Ethnicity:  Unreported     

 

 

 Using the data entered for your department, program or administrative unit above, briefly explain the 

changes in students served for the past three years.   

 

Changes included the enrollment numbers and the demographics of our student population. Enrollment 

changes can be attributed to the economy improving and individuals returning to work, as noted by our 

economic data of the county and the state. This is also evidenced by other community colleges 

experiencing the same downward trend.  

Also affecting our enrollment was policy related as we were directed by the State Chancellor’s office 

and the change in the course repeatability. With this policy change, students were limited as to how 

many times they could repeat a course, so students no longer registered for lifelong learning courses like 

art, ceramics, music and even academic courses where students could not pass a course such as math or 

science. 

In our quest to be more efficient and utilize our limited funds more efficiently the college increased 

cancellation of courses at the beginning of the semester without additional courses being added in 

specific departments and finally the financial aid policy changes affected enrollment as there was a  

change in federal policy regarding payment of repeated courses, number of units acceptable for financial 

aid, and increased monitoring of our financial aid processing and awarding. 
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5.  Assessment: 

 

Please answer the following questions and attach the TaskStream “At a Glance” report, if applicable, for your 

department, program or administrative unit.   

 

Questions: 

 

 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. 

 

Students are not aware of the program level outcomes and/or service area outcomes for Admissions and 

Records per se. The services provided to the students should demonstrate our outcomes goal of 

providing seamless services and resources in a professional and courteous manner. Admissions and 

Records personnel provide hands on assistance with navigating the passport student portal to ensure that 

students are proficient in enrolling and dropping courses, retrieving their unofficial transcripts, retrieving 

their application and passport log-ins, as well as updating demographic information (address and phone 

number).  We are currently handing out surveys to all new and returning students who seek assistance 

with all aspects of navigating the admissions application.  Unfortunately, the program level outcomes 

and/or service area outcomes are not published nor in TaskStream and that is our next step. 

 

 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 these findings. 

 

Improvement 1. 

In the past three years, the use of technology to assist students to apply at Merritt College and enroll in 

classes has increased tremendously. Students, as a whole are much more technologically inclined and 

the application and enrollment process has attempted to stay current. As a result, the application and 

registration for classes has become more self-service. Therefore, the students who come to the 

Admissions and Records counter are students with specific questions such as not being able to access 

their student portal or requesting information on policies such as repeatability of courses. 

 

Improvement 2. 

As technology as increased, the need for paperwork has decreased and the response time to students 

requests has improved. Previously paperwork was required for each transaction, such as the application 

process, and the registration for classes. With the increased use of technology, students can apply online 

and make a copy of their application if they so choose. When they register themselves for classes online, 

they are immediately enrolled if there is space in the class and again students can print a copy of their 

classes. Many services that required students to come to Admissions and Records can now be answered 

online. 

 

 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. 
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Plan 1. 

 

Students, for the most part, utilize their mobile phones for everything and they share with us that the 

phone is where they go for their information. Therefore, we need to develop a cell phone application 

whereby students can access any and all information they need from Merritt College, but specifically 

Admissions and Records. This application needs to be user friendly. 

 

Plan 2.  

Technological advances continue in a rapid pace. We need to eliminate the need for paperwork and 

move all forms and information to an electronic format. We need to make forms available to students 

whereby they can fill out any forms needed and for them to be able to send these forms electronically to 

Admissions and Records.  

 

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

level outcomes (ILOs). 

 

Admissions and Records has participated in campus wide dialogue and worked within the unit to 

develop service area outcomes (SAOs). The unit has also participated in discussions on assessment as it 

pertains to ILOs and SAOs.  

 

 How are the program level outcomes and/or service area outcomes aligned with the institutional level 

outcomes and to the college mission?  Please describe and attach the “Goal Alignment Summary” from 

TaskStream, if applicable. 

 

Program level service outcomes align with the institutional level outcomes and the college mission. 

Constant dialogue continues within the unit, within the student services division, and campus wide to 

ensure alignment. 

 

 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?   

 

Members of the department recognize the importance of dialogue to develop and assess program level 

services area outcomes. Therefore, dialogue takes place within the unit in scheduled unit meeting, within 

the scheduled student services division, and campus wide meetings on assessment concerns. 

 

 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? 

 

The Admissions and Records department is developing a survey to be distributed to all new and 

returning students needing assistance pertaining to the admissions application and services. The 

information gathered should provide information on the effectiveness of the services being provided by 

the department. The results will provide a foundation to improve services. This information will also 

assist in setting goals and planning for the upcoming academic year. 

 

 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? 
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The effectiveness of the Admissions and Records department can be measured by the number of 

students who go to Admissions and Records seeking assistance. Effectiveness is also measured by the 

clarity by which students understand the enrollment process. Effectiveness is measured by the number of 

submissions of student requests to update student records, the number of students in line and the 

questions or issues raised. Effectiveness is also measured by the staff knowledge and ability to share this 

information with the students regarding the student passport portal.  

 

______________________________________________________________________________ 

 

6. Student Success: 

 

For Specialized Support Services Programs: Not applicable 

 

 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? 

 

 

College course completion standard ________________  

 

 

Program’s course completion rates: 

 

Course 1._______________________ ______ _________ _________ 

     (course name and number)       rate, year 1  rate, year 2 rate, year 3 

 

 

 

Course 2. ._______________________ ______ _________ _________ 

     (course name and number)       rate, year 1  rate, year 2 rate, year 3 

 

 

 

Course 3. ._______________________ ______ _________ _________ 

     (course name and number)       rate, year 1  rate, year 2 rate, year 3 

 

 

Etc. 

 

 

 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? 

 

College retention standard ________________  

 

Program retention rates: 

 

Year 1._______________________       

 

Year 2. ._______________________       
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Year 3. ._______________________   

 

 

 

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

for the next three years? 

 

 

Please provide the following information about these specific SSSP services, as applicable, for students in your 

program, for the past three years. 

 

  

 Year 1. Year 2. Year 3. 

Number of students that 

completed orientation 
   

Number of students that 

completed assessment 
   

Number of completed 

Student Educational 

Plans (SEPs) 

   

Number of Abbreviated 

versus Comprehensive 

SEPs 

   

Total number of follow-

up services 
   

Number of Early Alert 

referrals 
   

 

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

years? 

 

____________________________________________________________________________ 

 

 

7.  Human, Technological, and Physical Resources (including equipment and facilities): 
 

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

other categories of employment. 

 

Full-time faculty headcount ______0_____ 

 

Part-time faculty headcount ______0_____ 

 

Total FTEF faculty for the discipline, department, or program ______0_______ 

 

Full-time/part-time faculty ratio _______0_________ 

 

Classified staff headcount, if applicable ____3:1_(permanent:hourly)________ 
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  Administrative staff: 

 

 Other: ___2 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. 

 

Within the next three years, there is a need for at least one more classified staff person to assist with the 

admissions process. Based on enrollment data, we will need to work with students on enrollment for 

courses and then when they complete the educational plans, we need staff to analyze their petitions for 

graduation and/or transfer and/or completion of certificate programs. 

 

 Describe your current utilization of facilities and equipment.   

 

Staff is housed within the student services building and will continue to be housed at this location. 

The use of computers and related equipment will only increase as technological advances continue and 

our students demand for us to be computer/electronically based. 

 

 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. 

 

Technological needs will only increase as the use of technology advances and our students demand for 

us to use more technology. For the next three years, we will need to upgrade our computers to serve our 

population with advanced programs, speed, and the need for increased computer storage. A telephone 

upgrade just occurred, so it is felt that our telephone needs have been met for the next three years. 

 

 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. 

 

There are no plans or needs at this time to increase facility needs. We are located in the hub of the 

student services building. Our students find us easily and we need to be accessible to students. Our 

facility is ADA accessible and students easily find us. 

 

 Please complete the Non-Instructional Program 

Review Prioritized New Resource Requests 

Template included in Appendix A. 
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______________________________________________________________________________ 

 

 

 

8. 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. 

 

Staff members are encouraged to become engaged in institutional efforts such as committees, 

presentations and division activities. Staff does attend campus wide activities and present as needed. 

They have also made classroom presentations, meeting with the Counseling department to present A&R 

and Academic Senate concerns, questions and changes. 

Committee involvement include: 

Student Success and Services Program and Student Equity Committee 

Commencement Committee 

Hiring Committees 

Classified Senate 

Admissions and Records Committee district level 

Professional Development Presentations 

 

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

collaborations. 

 

Staff has engaged with the Oakland Unified School District as we have partnered regarding concurrent 

and dual enrollment 

They have also engaged the Oakland Police Academy regarding courses for their training. 

 

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

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

 

 

 

 

______________________________________________________________________________ 

 

 

9.  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. 

Professional development needs for the Admission and Records Department include the need to 

opportunities to learn about changes in federal and state laws and regulations as they relate privacy 

issues, ADA, laws related to community college admissions, courses, fees, etc., and district policies that 

pertain to community college students and admissions and records.  
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Training is also needed on the use of technology, the availability and use of online resources. All staff 

would benefit from professional development opportunities as they relate to cultural sensitivity, 

customer service, professionalism, and mentoring opportunities. 

 

_____________________________________________________________________________ 

 

10.  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). 

 

Admissions and Records is a department that is customer service driven. Students have needs and A&R 

should provide the services needed by the students. Goals for the next three years are to provide a seamless 

professional service to whatever need the students’ request. Students should receive courteous, professional 

service and expect their needs to be met within a reasonable time frame. 

 

 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. 

 

 Goal 1.  Support Services: Provide services to students in a courteous professional manner. 

 

Activities and Rationale: Provide customer service training, with role play and examples of best 

practices. 

 

 Goal 2.  Assessment (of SAOs or AUOs): Through an online survey, gather information on services 

provided in A&R.   

 

Activities and Rationale: Development an online survey through Survey Monkey of whether the need 

that brought the student to A&R is addressed and whether it is addressed courteously and in a 

professional manner determined by the response and the how the issue is addressed. 

 

 Goal 3. Student Success: Having students leave A&R having had the issue, concern or problem 

addressed.  

 

 Activities and Rationale: Analyze the information from the online survey to see how the student was 

served so improvements could be consider if necessary. 

 

 Goal 4.  Student Success: 

 

Activities and Rationale:  

 

 

 Goal 5.  Professional Development, Community, Institutional and Professional Engagement and 

Partnerships:  
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Activities and Rationale: Seek professional development, community, institutional and professional 

engagement and partnerships by requesting staff input on potential opportunities. Having this as a 

priority to stay current on job obligations, grow professionally and learn best practices in the field. 

  

 

 Please complete the Program Review Integrated 

Goal Setting Template included in Appendix B. 
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Appendices 
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Appendix A 

 
Non-Instructional Department, Program or Administrative Unit Program Review 

Prioritized New Resource Requests Summary 
 

College:  ________Merritt College_______________________________________________ 

 

Discipline, Department or Program:  ____________________Admissions and Records___ 

 

Contact Person:  ______Dr. Arnulfo Cedillo_________________________________________________ 

 

Date:  _____Febraury 6, 2016________ 

 

 

Resource Category Description Priority  

Ranking  

(1 – 5, etc.)  

Estimated Cost Justification 

(page # in the 

program review 

narrative 

report) 

Human Resources:  

Faculty 

 

 

0 

 

N/A 

 

N/A 

 

N/A 

Human Resources: 

Classified 

 

 

1 

 

1 

 

$75,000 

#14 

 

Human Resources: 

Student Workers 

 

 

3 

 

2 

 

$35,000 

#14 

 

Technology 

 

    

Equipment 

 

Computer upgrades 2 $10,000 #14 

Supplies 

 

Office supplies, duplication 5 $2,000 #14 

Facilities 

 

N/A N/A N/A N/A 

Professional 

Development 

 

 

Training and workshops 

 

3 

 

$2,000 

 

#15 

Other (specify) 
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Appendix B 
 

 

PCCD Program Review  

Alignment of Goals Template 

 
College:  ________Merritt College_______________________________________________ 

 

Discipline, Department or Program:  ____________________Admissions and Records___ 

 

Contact Person:  ______________________________________________________________ 

 

Date:  _____February 6, 2016________ 

 

 

 
Department, Program or 

Administrative Unit Goal  

College Goal PCCD Goal and 

Institutional Objective  
1.   Provide services to students in a 

courteous professional manner. 

 

 

Evaluate existing and proposed 
programs to ascertain 
effectiveness in meeting transfer, 
workforce development and 
basic skills priorities. 

Engage our community through 
respectful dialogue to create 
partnerships and opportunities for 
our students. 

 

2.  Through an online survey, gather 

information on services provided in 

A&R.   

Cultivating a campus culture of 
assessment. 

 
Create an environment of 
exceptional student access, 

3.  Having students leave A&R having 

had the issue, concern or problem 

addressed.  

Cultivating a campus culture of 
assessment. 

Engage our community through 
respectful dialogue to create 
partnerships and opportunities for 
our students. 

 

4.  Professional Development, 

Community, Institutional and 

Professional Engagement and 

Partnerships: 

Develop and implement ongoing 
staff development for classified 
staff on departmental operations 
and functions in the following 
areas: (a) instructional divisions, 
A&R, Financial Aid, Counseling, 
Office of Instruction, Student 
Services and Business and 
Administrative Services to 
promote cohesiveness, 
effectiveness, timeliness and 
improved delivery of services. 

 

 
Develop human, fiscal and 
technological resources to 
advance and sustain our mission. 

5.   

 

 

 

 

 



 21  

 

6. 

 

 

 

  

7. 

 

 

 

  

8. 
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Appendix C 
 

Program Review Validation Form and Signature Page 

 
College:  Merritt College 

 

Department, Program or Administrative Unit:  Admissions and Records 

 

 

Part I.  Overall Assessment of the Program Review Report 

Review Criteria Comments:   

Explanation if the box is not checked 

 

 

1.  The narrative information is complete and all 

elements of the program review are addressed. 

 

 

 

2.  The analysis of data is thorough. 

 

 

 

3.  Conclusions and recommendations are well-

substantiated and relate to the analysis of the data. 

 

 

 

4.  Department, program or administrative unit 

planning goals are articulated in the report.  The 

goals address noted areas of concern. 

 

 

 

5. The resource requests are connected to the 

department, program or administrative unit 

planning goals and are aligned to the college 

goals. 

 

 

 

Part II.  Choose one of the Ratings Below and Follow the Instructions. 

 

 

Rating Instructions 
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1.  Accepted. 

 

 

 

2.  Conditionally Accepted. 

 

 

 

3.  Not Accepted. 

 

 

 

1.  Complete the signatures below and submit to the Vice President of 

Instruction.   

 

2.  Provide commentary that indicates areas in the report that require 

improvement and return the report to the department, program or administrative 

unit manager with a timeline for resubmission to the validation chair. 

 

3.  Provide commentary that indicates areas in the report that require 

improvement and return the report to the department, program or administrative 

unit manager with instructions to revise.  Notify the Dean and Vice President of 

Instruction of the non-accepted status. 

 

 

 

 

 

 

 

 

 

Part III.  Signatures 

 

Validation Team Chair 

___________________________     _________________________________________     _________________ 

Print Name      Signature      Date 

 

 

Counseling Department Chair 

___________________________     _________________________________________     _________________ 

Print Name      Signature      Date 

 

 

Received by Vice President of Instruction or Vice President of Student Services 

___________________________     _________________________________________     _________________ 

Print Name      Signature      Date 
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Q1: Please select the program you are reviewing: ADMISSIONS AND RECORDS

Q2: Name of Reviewer Dr. Lilia Chavez & Dr. Marty Zielke

Q3: Is the narrative information complete and all
elements of the program review are addressed? (Q.1)

Incomplete,

COMMENTS
The narrative is incomplete. Some of the areas need
major work and additional information. Needs to
update the College Mission to match the current
catalog.

Q4: Is the analysis of data thorough? (Q.2) Incomplete,

COMMENTS
A major part of the data is missing and what is noted
needs more discussion. Must also attach all
taskstream documentation requested.

Q5: Are the conclusions and recommendations well-
substantiated and relate to the analysis of the data? (Q3)

Incomplete,

COMMENTS
No data is provided therefore, conclusions and
recommendations cannot be made.

Q6: Are the discipline, department or program planning
goals articulated in the report with the goals addressed
noted with areas of concern? (Q.4)

Incomplete,

COMMENTS
No goals were listed. Appendix B needs to be
completed.

Q7: Are the resource requests connected to the
discipline, department or program planning goals and
aligned with the college goals? (Q.5)

Incomplete,

COMMENTS
Appendix A chart for resource request is missing
information and is not complete.

Q8: What rating do you recommend? Not accepted ,

COMMENTS
The Program Review is not accepted it needs major
additions and modifications as listed on the detail
notes of attached. This department needs assistance
from a more experienced administrator that can
provide guidance in writing the Program Review.
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