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 Administrative Unit Program Review Report 

Merritt College 

 
1.  College:  Merritt College 

      

     Department, Program or Administrative Unit:   Office of the President 

 

     Date:   January 5, 2016 

      

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

 

 Dr. Norma Ambriz-Galaviz, President 

 Berenise Herrera, Executive Assistant (Confidential)  

 Stefanie Harding, Staff Assistant  

 Samantha Knappenberger, Research and Planning Officer  

      

______________________________________________________________________________ 

 

2.  Narrative Description:   
 

The Office of the President is responsible for the overall operation of the college. It works 

closely with the Chancellor’s Office in developing and managing the college budget making 

decisions based upon Board policies. The Office of the President strives to maintain an effective 

working relationship and open communication with faculty, students and staff to ensure that the 

needs of the students are being met in a timely manner.  

 

As part of the Office of the President, Institutional Research seeks to provide data, information 

and analyses to Merritt College in support of institutional decision making, planning and 

evaluation of the services provided to the students and community. 

 

Mission & Goal 

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. 

To accomplish its Mission, the college provides open access to excellent instructional programs 

and comprehensive support services in a culturally rich, caring and supportive learning 

environment.  

Our purpose is to provide opportunities for lifelong learning, contribute to the economic growth 

of our communities while assisting students to attain degrees and certificates, earn credits to 

transfer and develop the skills necessary to complete their educational goals. 
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Core Values 

 Student Success:  We provide challenging and rigorous learning experiences that 

support the academic and personal success of our students. 

 Caring Spirit: We genuinely care about every member of our campus community. 

 Teamwork and Inclusion: We encourage everyone to participate in college governance 

and assume responsibility for acting on our shared commitment to provide exceptional 

learning experiences. 

 Campus Climate: We strive to create a student-centered learning environment that leads 

to student retention, persistence and success. 

 Diversity: We honor and respect the different backgrounds, experiences, languages, 

values and cultures of everyone at the college. 

 

Vision 

Merritt College will: 

 Create learning experiences that stimulate intellectual curiosity and empower students to 

communicate effectively, think creatively, and embrace their potential. 

 Prepare students to become the future leaders of our interconnected global society. 

 Engage the community as an active participant and resource through creative partnerships 

 

Institutional Learning Outcomes (ILOs) 

 Communication: Communicate with clarity and precision using oral, nonverbal, and/or 

written language, expressing an awareness of audience, situation, and purpose.  

 Critical Thinking: Think critically using appropriate methods of reasoning to evaluate 

ideas and identify and investigate problems and to develop creative and practical 

solutions to issues that arise in workplaces, institutions, and local and global 

communities.  

 Quantitative Reasoning: Apply college-level mathematical reasoning to analyze and 

explain real world issues and to interpret and construct graphs, charts, and tables.  

 Cultural Awareness: Through a knowledge of history and cultural diversity, recognize 

and value perspectives and contributions that persons of diverse backgrounds bring to 

multicultural settings and respond constructively to issues that arise out of human 

diversity on both the local and the global level.  

 Civic Engagement and Ethics: Internalize and exhibit ethical values and behaviors that 

address self-respect and respect for others with integrity and honesty that will enable 

success and participation in the larger society.  

 Information and Computer Literacy: Use appropriate technology to identify, locate, 

evaluate and present information for personal, educational and workplace goals. 
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Office of the President Service Area Outcomes 

 In support of learning, Merritt students, faculty and staff will be provided satisfactory and 

timely administrative oversight, guidance and support by the President’s office. 

 In support of learning, the President’s Office will provide clear, precise and consistent 

information to our students, faculty, staff and the community. 

 Students will be empowered to locate and access campus resources to assist in their quest 

to complete classes, degrees, and certificates and/or to prepare to transfer. 

______________________________________________________________________________ 

 

3.  Organizational Chart:  

 

 

______________________________________________________________________________ 
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4.  Student Demographic Data:   Enter College wide data 

 

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

 

Department or Program 

Name:  

Year 1 

2012-2013 

Year 2 

2013-2014 

Year 3 

2014-2015 

% Change (year 1 to 

year 3) 

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: Under 18 708 852 995 41% 

Age: 19-24 5716 5503 5055 -11% 

Age: 25 - 29 2951 2803 2807 -5% 

Age: 30 - 34 1875 1794 1752 -6% 

Age: 35-54 3269 3063 2958 -10% 

Age: ≥55 1057 953 979 -7% 

Ethnicity: American 

Indian/Alaska Native 

59 52 52 -12% 

Ethnicity: Asian 2690 2372 2244 -17% 

Ethnicity: Black/African-

American 

4434 4171 3917 -12% 

Ethnicity: Filipino 315 305 321 2% 

Ethnicity: Hispanic 2156 2412 2549 18% 

Ethnicity: Multiple 1527 1633 1584 4% 

Ethnicity:  Other Non-

White 

68 45 45 -34% 

Ethnicity:  White Non-

Hispanic 

2942 2842 2691 9% 

Ethnicity: Pacific Islander 79 79 79 0% 

Ethnicity:  Unreported 935 702 702 -25% 

 

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

explain the changes in students served for the past three years.   
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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 service area ensure that students are aware of the service area outcomes for 

your area?  Where are the service area outcomes published?  If they are on a website, 

please include a live link to the page where they can be found. 

 

-The service area outcomes are published in Taskstream. A link to taskstream could be 

found on the Merritt College website. 

http://www.merritt.edu/wp/slo/public-slo-and-assessment-access/  

 

As a new program, Institutional Research has established a webpage and is starting to 

update information, The Merritt Institutional Research page has a Mission, Goals and 

Objectives and will develop outcomes in time to be assessed in the next annual program 

update cycle. 

 

Briefly describe two of the most significant examples of plans for service area improvement 

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

state service area outcome and attach the data from the “Assessment Findings and Action 

Plan” section of TaskStream, if applicable, for each example. 

 

Plan 1: The President’s Office will continue to strive to provide immediate responses to 

requests for appointments and information. If response is not immediate, at least within 

24 hours. 

 

Plan 2: The President’s Office will narrow and revise SAO’s and publish them on the 

website. 

 

Plan 3: Because Institutional Research was only added to the campus in Fall 2015, IR 

will develop and assess service area outcomes beginning in 2016. 

 

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

institutional level outcomes (ILOs). 

 

- Service area outcomes for the Office of the President are directly linked to ILO’s, 

therefore assessment of the SAO contributes to assessment of the corresponding ILO. 

- Once developed, Institutional Research will map the SAO’s to the ILO’s. 

 

How are the 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. 

  

http://www.merritt.edu/wp/slo/public-slo-and-assessment-access/
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Organizational 

Area 
ILOs 

COMMUNICATION CRITICAL 
THINKING 

QUANTITATIVE 
REASONING 

CULTURAL 
AWARENESS 

CIVIC 
ENGAGEMENT 
AND ETHICS 

INFORMATION 
AND 

COMPUTER 
LITERACY 

Communicate 
with clarity and 
precision using 
oral, nonverbal, 
and/or written 

language, 
expressing an 
awareness of 

audience, 
situation, and 

purpose. 

Think 
critically 

using 
appropriate 
methods of 

reasoning to 
evaluate 

ideas and 
identify and 
investigate 
problems 

and to 
develop 

creative and 
practical 

solutions to 
issues that 

arise in 
workplaces, 
institutions, 

and local and 
global 

communities. 

Apply college-
level 

mathematical 
reasoning to 
analyze and 
explain real 

world issues 
and to interpret 
and construct 

graphs, charts, 
and tables. 

Through a 
knowledge of 
history and 

cultural 
diversity, 

recognize and 
value 

perspectives 
and 

contributions 
that persons 

of diverse 
backgrounds 

bring to 
multicultural 
settings and 

respond 
constructively 
to issues that 
arise out of 

human 
diversity on 

both the local 
and the global 

level. 

Internalize and 
exhibit ethical 

values and 
behaviors that 
address self- 
respect and 
respect for 
others with 

integrity and 
honesty that 
will enable 

success and 
participation in 

the larger 
society. 

Use 
appropriate 

technology to 
identify, locate, 

evaluate and 
present 

information for 
personal, 

educational 
and workplace 

goals. 

Merritt College             

Learning 
Support 
Services and 
Programs List 

            

Administrative 
Services 

            

President's 
Office 

Mapped/Method 
Added 

Mapped   Mapped Mapped Mapped/Method 
Added 

Summary: 1 Mapped/1 
Measures Added 

1 Mapped/0 
Measures 
Added 

0 Mapped/0 
Measures 
Added 

1 Mapped/0 
Measures 
Added 

1 Mapped/0 
Measures 
Added 

1 Mapped/1 
Measures 
Added 

 

 

What do members of your administrative unit do to ensure that meaningful dialogue takes 

place in both developing and assessing the service area outcomes?   

 

The President has maintained an open door policy for constituency groups to come in and 

meet with her. She has made herself available by offering “Brown Bag” lunch sessions 

within the Spring 2015 semester.  To ensure an open dialogue with the community, these 

sessions were open to anyone who wished to attend. The President’s Office staff is also 

trained to offer a solution-based approach to anyone that comes into the office with 

problems, questions or concerns.  
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The Office of the President is committed to offering Professional Development 

opportunities to encourage its staff to pursue opportunities for learning and professional 

growth while drawing from the college’s own intellectual resources as well as external 

sources in seeking those opportunities.  

 

The President facilitated departmental dialogue and participation in the completion of this 

Administrative Program Review. 

 

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 

administrative unit.  How has this information informed administrative unit planning and 

goal setting? 

 

A service area and administrative survey was conducted in the Spring of 2015. A 

question on the survey was included to measure the level of student satisfaction when 

interacting with the President’s office. The students and faculty/staff were asked to rank 

their satisfaction level, where a 5 indicates a high satisfaction and a 1 indicates low 

satisfaction. 

 

Q: On a scale from 1-5, rank your satisfaction with the following, where a 5 indicates a high 

satisfaction and a 1 indicates low satisfaction. 

Faculty/Staff (69 total responses) 

“The response from the President’s Office when 

you’ve requested an appointment or required 

information.” 

Students (258 total responses) 

“Requests for information and/or appointments 

with the President’s Office.” 

 # %  # % 

1 (very unsatisfied) 10 15% 1 (very unsatisfied) 50 20% 

2 6 9% 2 28 11% 

3 10 15% 3 36 14% 

4 7 10% 4 17 7% 

5 (very satisfied) 15 22% 5 (very satisfied) 18 7% 

N/A (unable to assess 20 29% N/A (unable to assess 107 42% 

Average Response:  3.23 Average Response:                             2.50 

 

 

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

your effectiveness?  What are the expected results of these indicators? 
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The President’s accessibility is measured by her calendar, and the time spent meeting 

with constituents. In addition, it is evident that communication has increased since her 

open door policy was implemented.   

 

As a new program, Institutional Research will develop indicators of effectiveness and 

incorporate this into assessment in the next APU cycle. 

______________________________________________________________________________ 

 

6. Student Success:  

 

For Specialized Support Services Programs:   Not applicable to Administrative Unit 

 

____________________________________________________________________________ 

 

 

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 _____N/A_______ 

 

Part-time faculty headcount ___N/A_________ 

 

Total FTEF faculty for the discipline, department, or program ____N/A_________ 

 

Full-time/part-time faculty ratio ____N/A___________ 

 

Classified staff headcount, if applicable _____3________ 

 

  Administrative staff: 1 

 

 Other: 

 

 

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, and data on the number or type of services provided, survey results, and/or other 

factors. 

 

The Office of the President is in need of a Public Information Officer (PIO).  

 

The Office of the President would like to continue to improve communication with its 

constituents.  We believe that a PIO will help communicate key messages.  The PIO will 

establish and maintain goodwill and understanding between the college and the public. 

The PIO will also conduct research to identify concerns and expectations of the 

community, then report and explain the findings to the President. 
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As the Office of Institutional Research at Merritt develops, the need for staffing will 

become more substantiated. Currently, the position of Research and Planning Officer has 

dual functions, that of an institutional researcher and that of a planning officer. Although 

related, both functions would benefit from additional staffing in order to devote focused 

hours and full time hours to each component and function as an efficient office with 

adequate service to the College. 

 

The Office of the Presidents requires assistance from hourly and student workers to 

manage the front desk, file documents (hard copy and electronically), make copies, pick 

up production, deliver urgent intercampus mail, answer phones and questions of students 

and visitors entering the third floor of the Q Building.  

 

Describe your current utilization of facilities and equipment.  

 

The Office of the President currently utilizes the following equipment: 

 

- Telephones 

- Fax 

- Copiers 

- Scanners 

- Computers 

 

The Office of the President is located on the left side of the third floor of the Q Building. 

There are three working stations and one office.  

 

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, and data on the number or type of services provided, survey results, 

and/or other factors. 

 

The Office of the President is in need of the following: 

 Updated computer software (Microsoft/Adobe)  

 Dual monitor screens for the Executive Assistant and Research and Planning Officer, 

Laptops or Apple iPads with keyboard to take notes during meetings 

 Wireless noise cancelling phone headsets to free hands from handset when speaking 

on the phone 

 New all-in-one laser printers to print documents at a quicker speed while using less 

ink than the inkjets printers’ currently in use and to scan sensitive information rather 

than using the Xerox copy machine in the shared copy room 

 Binding machine and binding supplies to bind reports printed from the Office of the 

President 

 Projector and speakers for the President’s conference room to present documents and 

PowerPoint presentations during meetings and trainings 

 

The Office of the President would also like to transfer its paper documents to electronic 

files and in order to do this, more data storage capacity and/or a temporary server is 
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needed to store all of the electronic files in addition to a heavy duty shedder to shred all 

the confidential and outdated documents with sensitive information.  

 

The technological needs requested will allow the Office of the President to function at a 

higher capacity allowing staff to research, input, file, print and/or email documents at a 

faster pace while ensuring that the needs of our constituencies are meet in a timely 

manner.  

 

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, and data on the number or type of services provided, survey results, and/or other 

factors. 

 

The Office of the President is in need of more office space for its staff. Currently, our 

Research Office is stationed in another building. The Research Office is sparsely 

furnished as is in need of furniture to outfit the space with storage capacity and private 

meeting and collaboration area. Several meetings and work sessions are held in the 

Research Office, and currently there is limited ability for the researcher to work with a 

colleague together at the computer. The President’s Office will also need an additional 

office space for the Public Information Officer. The role of the Public Information 

Officer is directly related to the Communications ILO and with this role, methods of 

assessment of the SAO and ILO can be strengthened and expanded. 

 

The Office of the President is also in need of the following: 

 Artwork of Merritt College’s students, faculty, campus, etc. would be appreciated to 

brighten the walls of the President’s Office lobby and conference room. 

 Reconfiguration of the Executive Assistant work space. Additional desk and drawer 

space will allow the Executive Assistant to expand the work space granting more 

room to organize, file and maintain confidential documents. Rotation of the desk is a 

high priority in order to ensure privacy when working on confidential matters on the 

computer screen or on the desk.  

 

Please complete the Non-Instructional Program Review Prioritized New Resource 

Requests Template included in Appendix A. 

______________________________________________________________________________ 

 

 

8. Community, Institutional, and Professional Engagement and Partnerships: 

 

The Office of the Presidents works in collaboration with the following agencies to offer 

instructional courses to serve their areas: 

 

- Oakland Police  

- Oakland Fire  

- Alameda County Fire 

- Oakland Unified School District 
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- Bay Area Business Roundtable 

- Oakland International Airport 

The Research Office collaborates with local research groups including the Research and 

Planning Group (RP Group) and the California Association of Institutional Research  

(CAIR). The Research and Planning Officer attends workshops hosted by ACCJC, and 

IEP Group. 

In addition, the President engages in conferences that allow her to stay connected to 

recent state and federal policy changes and new initiative’s that ignite partnership 

opportunities.  

Aside from both the Research Office and the College President, the staff of the 

President’s Office require regular trainings that address means of communication, both 

written and verbal and enhanced computer skills that align with the goals of the office.  

The Office of the President would like to become a member of the following 

organizations/agency:  

 

- Bay Area Council Economic Institute  

- East Bay Economic Development Alliance   

- Oakland International Airport 

- Chambers 

- Chinatown Chamber of Commerce  

- Hispanic Chamber of Commerce  

- Oakland African American Chamber of Commerce  

- Oakland Chambers of Commerce  

- Oakland Vietnamese Chamber of Commerce  

- Visit Oakland  

______________________________________________________________________________ 

 

 

9.  Department, Program or Administrative Unit Goals and Activities: 

 

Briefly describe and discuss the 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. 
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Establish measurable outcomes and the mechanisms to assess outcomes across all 

instructional and service areas. 

 

Activities and Rationale: Establish institution-set standards and regularly assess 

progress towards achievement of the standards. 

 

Provide an efficient and effective flow of information and/or policy related to the 

campus. 

 

Institutional Research Goal 1: Help foster a college-wide culture of evidence based 

dialogue and self-reflection. 

Activities: Facilitate information sharing and data based discussions across the 

campus. 

Institutional Research Goal 2: Encourage data-driven decision making and conversations 

that ultimately improve assessment, institutional effectiveness and student learning. 

Activities: Effectively respond to data and analysis requests from students, 

faculty, staff and administration. 

 Systematize data reporting and publishing. 

 

 Please complete the Program Review Integrated Goal Setting Template included in 

Appendix B. 

 

 

Appendix A 
 

Non-Instructional Department, Program or Administrative Unit Program Review 

Prioritized New Resource Requests Summary 
 

College:  Merritt College                                                                                                                                

                                      

Discipline, Department or Program:  President’s Office                                                                 

 

Contact Person: Dr. Norma Ambriz-Galaviz 

 

Date:  January 6, 2016 

 

Resource Category Description  Priority  

Ranking  

Estimated Cost Justification 

(page # in 
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(1 – 5, etc.)  the program 

review 

narrative 

report) 

Human Resources:  

Faculty 

 

    

Human Resources: 

Classified 

 

Public Information Officer & 

Office of Institutional 

Research staff 

 $140,000 

annually 

9 

Human Resources: 

Student Workers 

 

Student Workers  $16,000 annually  

Technology 

 

Microsoft/Adobe, 

Server/Data Storage Capacity, 

data storage/server 

 See quote when 

available. 

9 

Equipment 

 

Projector, 2 sets of Dual 

Monitors, Laptops, iPads with 

key boards, noise cancelling 

headsets, heavy duty shredder, 

laser all- in-one printer, 

binding machine  

 $5,500 9 

Supplies 

 

Binding supplies, toner, and 

paper 

 $4,000 annually 9 

Facilities 

 

Office space and furniture for 

Research Officer and PIO. 

Furniture for Executive 

Assistant.  

 $20,000 10 

Professional 

Development 

 

Institutional Research: 2016 

Research and Planning 

Conference, CCLC 

Conferences, Skill-based 

Workshops, Leadership 

Development 

 $8,000.00 10 

Other (specify) Artwork   $1,000 9 

 

Appendix B 

 

PCCD Program Review  

Alignment of Goals Template 

 
College:  Merritt College 
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Department, Program or Administrative Unit:  President’s Office 

 

Contact Person:  Dr. Norma Ambriz-Galaviz 

 

Date:  January 6, 2016 

 

 
Department, Program or 

Administrative Unit Goal  

College Goal PCCD Goal and 

Institutional Objective  
1.   IR: Help foster a college-wide 

culture of evidence based dialogue and 

self-reflection.  

 

Create an environment of 

exceptional student access, 

equity and success. 

 

Advance Student Access, 

Equity and Success. 

2. Encourage data-driven decision 

making and conversations that 

ultimately improve assessment, 

institutional effectiveness and student 

learning.   

 

 

Create an environment of 

exceptional student access, 

equity and success. 

 

Advance Student Access, 

Equity and Success. 

3.  Provide an efficient and effective 

flow of information and/or policy 

related to the campus. 

 

 

 

 

4.    

 

 

 

 

5.   

 

 

 

 

 

 

6. 

 

 

 

  

7. 

 

 

 

  

Appendix C 
 

Program Review Validation Form and Signature Page 

 
College: Merritt College 

 

Department, Program or Administrative Unit: President’s Office 
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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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