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Purpose and Goals 

 
The information gathered during the District Service Center Administrative Program Review process provides 

the basis for informed decision making in the Peralta Community College District.  The District Service Center 

Administrative Program Review is a systematic process for the collection, analysis, and interpretation of data 

concerning District Service Center department or administrative unit, conducted every three years.  It provides 

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 administrative units at the District Office. 

 

 Provide a standardized methodology for review of District Service Centers. 

 

 Provide a mechanism for demonstrating continuous quality improvement. 

 

 Provide a foundation for action that includes goal-setting and program improvement objectives. 

 

 Sustain and improve the administrative unit’s effectiveness. 

 

 Strengthen planning and decision-making. 

 

 Identify resource needs. 

 

 Inform integrated planning at all levels within the District. 

 

 Ensure that District services reflect student needs, encourage student success, and foster support of the 

colleges.  

 

 Ensure that District services are aligned the District’s strategic goals and institutional objectives. 

 

 Provide a baseline document for use as a reference for future annual program updates. 
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Components in the Process 
 

The District Service Center Administrative Unit Program Review process, which occurs every three years, 

consists of answering a set of questions designed to aid in the examination of administrative services.  These 

questions direct attention to administrative functions, resource areas, and program improvement, in order to 

develop a plan that will improve the quality of administrative services provided to PCCD colleges and students.   

The primary components in the District Service Center Administrative Unit Program Review process include: 

 

 The District Service Center Administrative Unit Program Review Team; 

 

 Completion of a District Service Center Administrative Unit Program Review Narrative Report every 

three years, which includes statements of Administrative Unit Outcomes (AUOs) and Program 

Improvement Objectives (PIOs);   

 

 Validation of the District Service Center Administrative Program Review Report; 

 

 Annual Program Updates (APUs), which review progress in meeting the goals.  Administrative Unit 

Outcomes and Program Improvement Objectives, identified in the District Service Center 

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

Review three-year cycle; and   

 

 Thus, the recommendations and priorities from the District Service Center Administrative Unit Program 

Review feed directly into the development of administrative unit plans.  In turn, the administrative unit 

plans serve as the driving mechanisms in the formulation of updated District-wide educational, budget, 

technology, and facilities plans.  
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The District Service Center Administrative Unit 

Program Review Team 
 

The District Service Center Administrative Unit Review Team is comprised of the following members: 

 

 Administrative unit manager; 

 

 Two additional staff members within the administrative unit; and  

 

 All staff within an administrative unit are encouraged to participate in the District Service Center 

Administrative Unit Program Review process, although participation is not mandatory. 

 

The District Service Center Program Review Team will: 

 

Develop Administrative Unit Outcomes (AUOs) and Program Improvement Objectives (PIOs) 

 

Analyze previous AUO assessment results and other information (needs assessments, satisfaction surveys, 

institutional effectiveness surveys, etc.) 

 

Complete the District Service Center Administrative Unit Program Review Narrative Report. 

  

District Service Center Administrative Units that must complete Program Review are: 

 

 Admissions and Records 

 Childcare Centers 

Department of General Services 

Educational Services 

Financial Aid 

 Finance 

 Human Resources, Employees Relations, Risk Management and Employee & Retiree Benefits 

 Institutional Research  

 International Education 

 Information Technology 

 Public Information and Marketing  

 

Validation:   
 

A Validation Committee, appointed by the Chancellor, comprised of faculty and administrators will review the 

District Service Center Administrative Unit Program Review Narrative Report to ensure completeness of the 

narrative report prior to submission to the Vice Chancellor of Educational Services and the Vice Chancellor of 

Finance.  The validation committee will complete the validation form, included in Appendix B, and make 

recommendations for improvement, if necessary. 
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What are AUOs and PIOs? 

(Definitions) 

 
Administrative Unit Outcomes (AUOs):  Are measurable goals statements that express the expected benefit 

that an administrative unit hopes to achieve that is a result of the work that the unit performs in support of the 

colleges.  This is a statement that describes what the administrative unit intends to accomplish.  AUOs are 

connected to planning and demonstration of institutional effectiveness. 

 

Example:  The Human Resources staff will provide training to all (100%) new hiring committee 

members in order to increase cultural and diversity awareness.  

 

Assessment:  The process of measurement of an administrative unit outcome - Using an identified method of 

assessment, actual achievement will be determined by comparing the assessment results to the expected 

achievement (target).   

 

Assessment Methods:  Specific methods and/or tools are used to gather information that tracks progress and/or 

achievement of an Administrative Unit Outcome (AUO) and Performance Improvement Objectives (PIOs).  

The assessment method must match the intended outcome.  Methods may be direct or indirect.  Direct methods 

are quantitative.  Indirect methods are qualitative.  Self-evaluation and institutional effectiveness surveys can 

provide data.  Self-assessments must include documentation of successful completion of events and/or measures 

of attainment that provide content and/or performance standards appropriate to the administrative unit. 

 

Examples:   

Direct assessment – Timeline is met for implementing the cultural and diversity awareness training for 

new hiring committee members, and the number of participants is tracked by Human Resources staff. 

 

Indirect assessment – Hiring committee members self-report their participation in diversity awareness 

trainings. 

 

Performance Improvement Objectives (PIOs):  Indicate what activities will be completed in support of the 

Administrative Unit Outcome.  Performance Improvement Objectives are specific and advise the administrative 

unit in achieving the Administrative Unit Outcomes.  These are statements that describe how the administrative 

unit will achieve the intended outcome. 

 

Examples:  

1. A cultural and diversity awareness training program for new hiring committee members will be 

developed and implemented by January 1st. 

 

2. Human Resources staff will maintain a record of the individuals who have completed cultural 

and diversity awareness training. 
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Questions to Ask When Formulating  

AUOs and PIOs 
 

Is the desired administrative unit outcome measureable? 

 

Is the desired administrative unit outcome directly related to the work of the administrative unit? 

 

What is the benefit to the recipient of the service provided by the administrative unit? 

 

How will the administrative unit measure achievement of the desired outcome?  What are the assessment 

methods? 

 

When will the outcome be completed?  What is the timeframe? 

 

What are the performance improvement objectives (activities) necessary to achieve the administrative unit 

outcome?   

 

What is the administrative unit’s process for using assessment results to improve future performance? 

 

What types of performance criteria indicate a successful outcome? 

 

What was the target or benchmark you hoped to achieve realistically?  Was it met? 

 

What are your strategies for ongoing performance improvement? 

 

Are the administrative unit outcomes aligned with the PCCD Strategic Goals and Institutional Objectives? 

 

Does each administrative unit outcome have at least two performance improvement objectives?  Why is this 

important?   

 

Do the administrative unit outcomes and performance improvement objective contain active verbs? 

 

Are necessary resources available to get the job done? 
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How do AUOs and PIOs Fit into the Institutional 

Effectiveness Process? 

 

 
 

 

 
 

 

 

 

 

 

 

 

 

 

 

PCCD Institutional Mission 

PCCD Strategic Goals and 

Institutional Objectives 

Administrative Unit   

Mission Statement 
Administrative Unit 

Outcomes (AUOs) 

Program Improvement 

Objectives (PIOs) 
Assessment of AUOs and 

PIOs

 

  PCCD Institutional Mission  

Use of Results for Planning 

and Resource Allocations 

Use of Results for Planning 

and Resource Allocation 
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The District Service Center Administrative Unit 

Program Review Report 
 

 

1. Department or Administrative Unit:  Human Resources, Employee Relations, Employee and 

Retiree Benefits, and Risk Management  

 

Date:  January 30, 2016 

 

Members of the Administrative Unit Program Review Team:   

 

 Trudy Largent, J.D., Vice Chancellor, Human Resources & Employee Relations   

 Socorro Taylor, Executive Assistant, Human Resources & Employee Relations 

 Jennifer Seibert, Employee and Retiree Benefits Manager,  

 Chanelle Whittaker J.D., Director for Employee Relations & Diversity Programs 

 Cody Pelletier, SPHR,  Senior Human Resources Analyst  

 Collaboration and input from all members of the Human Resources, Employee and Retiree 

Benefits, Employee Relations, and Risk Management Staff 

 

2. Administrative Unit’s Mission Statement:   

 

 Human Resources: 

To serve as the central Human Resources and Employee Relations support center for the colleges 

and District Service Centers. 

 

 Employee Relations: 

To enhance and improve current employee relations practices consistent with the District’s 

Board policies, Collective Bargaining Agreements, District Procedures and the California 

Education Code. 

 

 Employee and Retiree Health Benefits: 

To administer group-insurance services related to the Peralta employee, retiree community as 

well as to engage and leverage the team of business partnerships who also provide service and 

information to our community and to internal stake-holders. 

 

 Risk Management:  

To support the Board of Trustees and the Chancellor in their moral and legal obligation to its 

students, faculty, staff and employees to provide sound governance and leadership at both 

strategic and operational levels in order to protect their health, and safety through their 

commissioning of a best practices risk management program. As a best practices program, risk 

management aligns its programs with the goals and objectives of the District and its Colleges by 

delivering program excellence in assessing risk, conducting decision support analysis, 

implementing/supporting processes and measuring/monitoring effectiveness. 
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3. Current Organizational Chart: 

 

Please enter an organizational chart showing where the administrative unit is located within the 

District’s organizational structure. 

 

 
 

 

 

+ 

 

 

 

  

Trudy Largent, J.D.     

Vice Chancellor for Human Resources & Employee 
Relations

Director of Human Resources    

Vacant

Staff Assistant/HR       
Vacant

Senior Human 
Resources Analyst                         

Cody Pelletier

Human Resources 
Generalist  

Faculty and academic 
management personnel 

matters for BCC and 
Merritt College                     

Khang Ho

Human Resources 
Generalist  Classified 

Personnel

Managers, short-term 
and classified 
employees)          

Ruby Andrews

Staff Assistant/HR  
Student 

Employement

Isabel Cabrera

Clerical Assistant II 

Personnel Files/Clerical Support                

Anthony Machette 

Human Resouces Analyst  
Recruitment/Selection 

Laney and District Office

Natasha Spivey 

Human Resources 
Analyst 

Recruitment/Selection 

Merritt, COA & BCC 
Vivian Farmer

Human Resources Analyst PT 
Recruitment

Leave tracking/Empl. Verif.

Dominica Daily (On retainer 
from recruitment company)

Human Resources Generalist 

Faculty and academic management 
personnel matters for COA, District 

and Laney                   

Julie Huang

Human Resoures 
Generalist Leaves & 

Absences           

MacArthur Nelson

Director for Employee Relations 
& Diversity Programs

Chanelle Whittaker, J.D.           

No Staff Support

Benefits Manager

Jennifer Benford Siebert

Staff Assistant         

Ronnie Roberts-
McCain

Hourly Employee 
(.25)

Director of Risk 
Management 

Vacant

Staff Assistant 

Carrie Burdick 
(Currently working out of 

class as Executive 
Assistant for General 

Counsel's Office)

Executive Assistant

Socorro Taylor

Hourly Employee 
(.25)
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4. District Service Center Administrative Unit’s Delineation of Functions: 

Human Resources: The Office of Human Resources provides centralized services to the Peralta 

Community College District.  The functions that are being handled by the Human Resources department 

include:  Employment (academic, classified, management, and student personnel), Compensation and 

Classification, Leaves and Absences, Recruitment and Selection, Employee Performance Evaluations, 

Personnel, and Records Maintenance, Employment Verification, Unemployment Insurance, and Student 

Employment, among other things (see chart below). 

Employee Relations:  Employee Relations promotes and upholds productive, professional, and positive 

working relationships with management, classified and academic employees and bargaining 

unit representatives.  It also promotes a workplace and a learning environment free of unlawful 

discrimination and harassment through District trainings, fair and consistent complaint investigative 

processes and procedures, and efficient representation for all complainants and respondents District-

wide.  It serves as a resource and adviser for District and College administrators, by providing guidance 

and counsel to managers on matters related to employee disciplinary actions and the implementation of 

the progressive disciplinary process.  New employee orientation and training related to District policies 

and procedures, as well as the initial and on-going district-wide training related to all aspects of Equal 

Employment Opportunity and diversity for purposes of compliance and enhancing awareness and 

sensitivity, is provided by Employee Relations. 

 

Employee and Retiree Benefits:  The Employee and Retiree Employee and Retiree Benefits Office 

offers a centralized approach to the delivery of benefits and service to a community of over 3,000 

employees, retirees and eligible dependents engaged by over ten business partners and third-party 

administrators.  The functions of the Employee and Retiree Benefits Office include the following:  

Initiates and processes government subsidies for prescription drugs and other forms of payment; 

leverages resources and relationships to deliver training and workshops to ensure the consistent 

application of universal availability of benefits where applicable; processes over 800 benefit transactions 

annually; researches and resolves over 150 claims, inquiries and appeals; maintains an electronic catalog 

of communications and publications; ensures district compliance with internal and external regulations; 

coordinates five open enrollments periods to unique audiences and variety of District constituents; and 

engages internal and external teams to deliver compliant, sustainable, quality, high value services and 

information to a competitive workforce. 

Risk Management:  The Office of Risk Management manages the District’s Risk and Safety Programs, 

develops and implements programs to prevent injuries to student and staff; coordinates programs to 

prevent loss to District facilities and property from fire and other physical perils; develops and monitors 

the Environmental Health and Safety Program; delivers training on emergency preparedness topics and 

provides advice and counsel to employees and students in emergency preparedness; oversees the 

District’s Insurance and Self-Insurance Program; oversees the Reasonable Accommodation Program; 

and manages the District’s Workers’ Compensation Self-Insured Claim Program. 

 

This centralized approach to District services provides the framework for a quality-driven organization, 

for more accurate reporting of diverse activities, and maintains the clear accountability and integrity of 

the separate funds that finance our activities.   
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Functions of specific departments are listed below.  

 
Functions of the Human Resources Department 

Functional Area or 

Name and Description of 

Primary Service 

Done in 

Collaboration 

With: 

Services Provided to the Colleges 
 

Comments 

Human Resources District and College 

Leadership 

Finance 

Information 

Technology 

Educational Services 

  

 Ensures that the recruitment 

and selection process for all 

District classifications is in full 

compliance with both federal 

and state rules, regulations, and 

guidelines. 

 Manages all aspects of 

personnel records 

administration for the District, 

including personnel files and 

electronic records. 

 Administers the development 

and coordination of the 

Districts’ classification, 

compensation, leaves. 

FMLA/CFRA, benefits and 

entitlement programs. 

 Manages the development and 

implementation of employee 

orientation programs. 

 Coordinates and monitors the 

evaluation process for all 

District employees. 

 Processes District-wide LAR 

forms. 

 Researches and provides 

analysis on employment and 

EEO data. 

 Provides New Manager 

Orientation 

 Manages Performance 

Evaluations of managers, 

classified employees, and 

faculty. 

Sub-Areas under this 

Division include: 

Recruitment and 

selection, classification, 

compensation, desk 

audits/reclassification, 

new employee 

orientation, professional 

development, and 

employment verification  
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Functions of the Employee and Retiree Benefits Office 

Functional Area or  

Name and 

Description of 

Primary Service 

Done in Collaboration 

With  

Services Provided to 

the Colleges 
 

Comments 

Monitors the 

District’s group 

insurance expenses, 

enrollment and 

administrative 

operations with 

oversight of group’s 

insurance budget; 

initiates approval 

process for District 

receiving $1 Million 

in annual revenue 

offsets from federal 

and state subsidies 

programs; and 

conducts five open 

enrollments for 

employees and 

retirees. 

Finance 

External business partners 

(Kaiser, CoreSource, Delta 

Dental, Pension Dynamics, 

United Health Care, VSP 

Insurance, Mid-America, 

VOYA, CIGNA) 

  The Employee and Retiree 

Benefits Office ensures that the 

invoices are paid accurately and 

according to District guidelines 

and generally accepted 

accounting principles; provides 

administrative support to 

streamline internal processes 

and exchange of data; ensures 

that subsidies are aggressively 

sought, and recommends and 

performs audits to ensure 

fiduciary responsibility of our 

agents. 

Payroll and Benefit 

Transaction 

Processing 

Payroll 

Third-party Administrators 

 The Employee and Retiree 

Benefits Office’s services to 

colleges are part of the 

administrative support provided 

to current and former faculty 

and staff who service students. 

 

Payroll deductions and 

coverage eligibility should be 

current and administered with 

pride and confidence from the 

Employee and Retiree Benefits 

Department, and deductions are 

reflective of the proper 

accounting codes and in 

accordance with employee 

elections. 

Addressing Customer 

Service Inquiries  

10-15 external business 

partners 

 The Employee and Retiree 

Benefits Office engages service 

of our benefit partners in order 

to resolve hundreds of customer 

service inquiries we receive 

(via email, phone, and walk-

ins).  The staff to employee 

retiree ratio is 2:3,000. 

 

Outreach  Colleges Provides the 

convenience of on-

site assistance with 

benefits-related 

matters. 

Based on survey responses, 

employees have asked for more 

Benefits Office presence at the 

college level.  Consequently, 

the Benefits Office has 

integrated colleges’ visits in its 
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Outreach Plan by delivering 

regular monthly workshops to 

ensure the timely execution of 

benefit elections. 

Communications Our business partners: 

 Pension Dynamics 

 Kaiser 

 CareMark 

 CoreSources 

 United Health Plan 

 CIGNA 

 VOYA 

 Managed Health 

Network 

 Centers for Medicare  

and Medicaid Services 

 Zuk Financial Services 

 Teachers’ Pension 

Insurance Services 

 Health Decisions 

 Milliman 

 Keenan and Associates 

 

Informs the college 

community of on-site 

workshops and 

services available. 

The Employee and Retiree 

Benefits Office has built an 

effective platform and calendar 

for employees, and managers to 

receive regular communications 

via emails and newsletters 

informing them about regularly 

scheduled on-going events.  

 

Our publication “Peralta 

Employee and Retiree Benefits 

Everyone” and weekly emails 

inform employees and 

managers about timelines or 

administrative changes 

affecting the benefits or the 

manager’s role in the benefits 

administration cycle. The goal 

of the Employee and Retiree 

Benefits Office is to provide a 

regular platform for 

management service tools (i.e., 

workshops, team-building 

activities).  

Compliance Our business partners: 

 Pension Dynamics 

 Kaiser 

 CareMark 

 CoreSources 

 United Health Plan 

 CIGNA 

 VOYA 

 Managed 

HealthNe

twork 

 Centers for Medicare  

and Medicaid Services 

 Zuk Financial Services 

 Teachers’ Pension 

Insurance Services 

 Health Decisions 

 Milliman 

 Keenan and Associates 

 

Informs its 

constituents at the 

college of regulatory 

changes which may 

affect how services 

and benefits are 

accessed or 

delivered. 

By showing that the Employee 

and Retiree Benefits Office is 

aware and is documenting its 

outreach and communication 

efforts, it can minimize its risk 

of adverse Department of Labor 

audit findings, which can lead 

to fines.  

Technology Information and 

Technology 

Finance 

Provides colleges’ 

employees 

mechanisms to access 

information.   

The Employee and Retiree 

Benefits Office ensures that:  

the technological processes 

used to pay our employees 

result in minimal retroactive 

adjustments each pay period; 

the Employee and Retiree 

Benefits Office is consistent in 

the codification of transactions 
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for accounting and budgeting 

purposes; the Office is aware of 

the need to fully integrate 

technology to improve our 

efficiencies and reduce 

processing errors and to 

integrate prevailing tools to 

meet the expectation of the new 

generation workforce. 

Open Enrollment External Business Partners: 

 Pension Dynamics 

 Kaiser 

 CareMark 

 CoreSources 

 United Health Plan 

 CIGNA 

 VOYA 

 Managed Health 

Network 

 Centers for Medicare  

and Medicaid Services 

 Zuk Financial Services 

 Teachers’ Pension 

Insurance Services 

 

 The Employee and Retiree 

Benefits Office ensures that it 

meets compliance requirements 

to offer open enrolment 

windows in accordance with 

federal ERISA (Employee and 

Retirement Insurance Security 

Act) ERISA guidelines. 
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Functions of the Employee Relations Department 

Functional Area or  Name 

and Description of 

Primary Service 

Done in Collaboration With  Services Provided to the 

Colleges 
 

Comments 

1.  Promotion of professional 

and positive working 

relationships. 

 

 Through the process of 

mediation, counselling and 

guidance, ER provides 

administrators and employees 

(including student workers) with 

the knowledge and skills 

necessary to maintain, establish 

and repair working relationships.  

In providing this primary 

service, ER offers 

administrators and 

employees expertise in the 

area of professional 

communication.  

 

 

 

2. Prohibition of workplace 

and learning 

environment 

discrimination and 

harassment. 

 

 In order to provide this primary 

function, ER conducts complaint 

investigations relating to 

unlawful harassment and 

discrimination. ER receives 

complaints, determines the merit 

of complaints and the 

appropriate course of action. ER 

conducts interviews and fact-

finding, analyzes data and 

evidence to assess validity of 

allegations, and recommends 

appropriate resolutions. 

 

3.  Professional resource 

and adviser for District and 

College Administrators. 

 

 

 

Employee Relations provides 

guidance and counsel to 

managers on matters related to 

employee disciplinary actions 

and the implementation of the 

progressive disciplinary process. 

 

Employee Relations ensures 

compliance of District’s 

Collective Bargaining 

Agreements, Board Policies and 

Administrative Procedures. 

Employee Relations investigates 

discrimination and harassment 

complaints from employees, 

students, administrators, and 

applicants for employment. 

 

4.  District-wide orientation 

and training. 

 

Office of General Counsel, 

Human Resources and 

Benefits 

District-wide training is related 

to all aspects of EEO and 

diversity for purposes of 

compliance and enhancing 

awareness and sensitivity.  

 

Employee Relations works in 

collaboration with Human 

Resources and Benefits to 

provide new-hire orientation.  

 

Each year Employee Relations, 

in conjunction with the Office of 

General Counsel, provides 
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Functional Area or  Name 

and Description of 

Primary Service 

Done in Collaboration With  Services Provided to the 

Colleges 
 

Comments 

manager-specific training in the 

areas of harassment, 

discrimination, abusive conduct, 

employee discipline, reasonable 

accommodations, collective 

bargaining agreement provisions 

and Board Policies and 

Administrative Procedures.  

5. District’s Equal 

Employment 

Opportunity Diversity 

Committee 

Colleges and District 

employee representatives. 

Promotes and monitors EEO 

initiatives, policies and 

procedures at all colleges. 

The purpose of the EEO 

Diversity Committee is to 

promote understanding 

provide support for equal 

employment opportunity 

policies and procedures. 

The committee assists in 

the implementation of the 

EEO Plan in conformance 

with state and federal 

regulations and guidelines, 

monitor equal employment 

opportunity progress, and 

provide suggestions for 

EEO Plan revisions as 

appropriate.  The 

committee may also 

sponsor events or other 

activities that promote 

equal employment 

opportunity, 

nondiscrimination, 

retention and diversity. 
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Functions of the Risk Management Office 

 

Please note:  The Risk Management Functional Area was assigned to the Human Resources and Employee Relations unit 

in January 2016. 

Functional Area or  

Name and 

Description of 

Primary Service 

Done in Collaboration With  Services Provided to the Colleges 
 

Comments 

 

 

 

 

 

District and colleges 

ASCIP 

Dept. of Industrial Relations 

Dept. of Toxic Substances 

City of Berkeley 

City of Oakland 

Alameda County Dept. of 

Environmental Health 

Bay Actuarial Consultants 

Ergo Anywhere 

Environmental Technical 

Services 

Forensic Analytical 

NRC Environmental Services 

Grainger 

Alameda County Emergency 

Manager Association 

Public Agency Risk 

Management Association 

Red Cross 

Stericycle 

Student Insurance 

Arthur J Gallagher 

Poms & Associates Risk 

Services 

Safety Max 

West and Associates 

1. Develops and 

implements the 

District’s risk 

management program 

in a manner that 

fulfills the mission and 

strategic goals of the 

organization while 

complying with state 

and federal laws and 

accreditation standards 

related to safety and 

risk management; 

2. Procures and maintains 

liability, property and other 

appropriate insurance and 

self-insured programs; 

3. Develops and implements 

systems, policies and 

procedures for the 

identification, collection and 

analysis-of-risk related 

information; 

4. Manages Emergency 

Preparedness planning and 

implementation across the 

District; 

5. Provide training and work 

sessions to staff and business 

associates as to the risk 

management program, and 

their respective 

responsibilities in carrying 

out the risk management 

program; 

6. Leads, facilitates, and advises 

departments in designing risk 

management programs within 

their own departments; 

7. Collects, evaluates, and 

maintains data concerning 

patient injuries, claims, 

worker’s compensation, and 

other risk-related data; 

8. Investigates and analyzes root 

causes, patterns, or trends that 

could result in compensatory 

or sentinel events; 

9. Helps to identify and 
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Functional Area or  

Name and 

Description of 

Primary Service 

Done in Collaboration With  Services Provided to the Colleges 
 

Comments 

implement corrective action 

where appropriate; 

10. Provides periodic reports to 

the Board on incidents, 

claims, and claim payments; 

11. Serves as the organization’s 

liaison to the insurance 

carrier; 

12. Assists in processing 

summons and claims 

against the facility 

by working with the 

General Counsel to 

coordinate the 

investigation, 

processing, and 

defense of claims 

against the 

organization; 

13. Actively participates on 

facilitates committees related 

to risk management, safety, 

and quality improvement; 

14. Manages and coordinates all 

OSHA inquiries and 

inspections; 

15. Manages and coordinates all 

hazardous waste removal; 

16. Manages all investigation and 

testing for environmental 

complaints and inquiries; 

17. Implements and 

documents 

Reasonable 

Accommodation 

requests, including 

the mandated 

Interactive Process 

for evaluating 

employee 

accommodation 

needs; 

18. Serves as one of the key 

Emergency Responders to 

emergencies and disasters; 

19. Oversees of ergonomic 

evaluations and follow-ups; 

20. Provides tactical safety 

reviews of facilities, processes 

and operations; 

21. Chairs the District Wide 

Safety Committee; and 
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Functional Area or  

Name and 

Description of 

Primary Service 

Done in Collaboration With  Services Provided to the Colleges 
 

Comments 

22. Provides contract review for 

risk management issues, 

insurance criteria and 

indemnification alignment. 
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5. Major Accomplishments in the Past Three Years (Since the Completion of the Previous District 

Service Center Administrative Review): 

 

Please describe five to ten major accomplishments since completion of the previous District Service 

Center Administrative Review.  Do not include normal ongoing operations.  Please include start dates 

and when the accomplishment was finalized and/or implemented.  Also, indicate the functional area and 

how these accomplishments have impacted the colleges.  Additionally, indicate which of the PCCD 

Strategic Goals and Institutional Objectives the accomplishment supports. 

 
Human Resources 

Major Accomplishment 

2014-15 Fiscal  

Start and End 

Date 

Functional 

Area  

Impact to the 

Colleges 

PCCD 

Strategic 

Goal 

PCCD  

Institutional 

Objective 

 

Refer to Human Resources 

Activity Report under 

Anticipated Staffing Needs 

for the next 3 years for 

Human Resources.  
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Employee Relations 

Major Accomplishment 

2014-15 Fiscal  

Start 

and 

End 

Date 

Functional Area  Impact to the Colleges PCCD 

Strategic 

Goal 

PCCD  

Institutional 

Objective 

 

1. Enhanced and proactive training 

for managers and supervisors in 

the areas of conflict resolution 

and sensitivity/civility. 

 

2014  

to  

2015 

Promotion of 

professional and 

positive working 

relationships. 

Ensures college 

administrative departments 

work cohesively, and in 

collaboration with each 

other, allowing better 

management of student 

services.  

D D.1 

2. Provide managers and 

supervisors with guidance on 

exercising tact, respect and 

diplomacy when addressing 

complex and confidential 

concerns of employees. 

 

2015 Professional resource 

and adviser for  

District and College 

Administrators. 

Ensures college 

administrative departments 

work cohesively, and in 

collaboration with each 

other, allowing better 

management of student 

services. 

D D.1 

3. Restructured and streamlined 

progressive discipline process.  

Lan 

2014 

to 

2015 

District-wide 

orientation and 

training. 

 

AND 

 

Professional resource 

and adviser for 

District and College 

administrators. 

 

Ensures college 

administrative departments 

work cohesively, and in 

collaboration with each 

other, allowing better 

management of student 

services. 

E E.3 

4. Development and 

implementation of District-wide 

procedures regarding EEO and 

diversity for purposes of 

compliance and enhancing 

awareness and sensitivity. 

 

2014 

to 

2015 

District-wide 

orientation and  

training. 

 

Ensures college 

administrative departments 

work cohesively, and in 

collaboration with each 

other, allowing better 

management of student 

services. 

D D.1 

 

5. Strengthening employer-

employee relationships District-

wide. 

2014 

to 

2015 

Promotion of 

professional and 

positive working 

relationships. 

 

AND 

 

Professional resource  

and adviser for  

 District and College 

administrators. 

Ensures college 

administrative departments 

work cohesively, and in 

collaboration with each 

other, allowing better 

management of student 

services. 

D D.1 
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Employee and Retiree Benefits 

Major Accomplishment 

2014-15 Fiscal  

Start and End 

Date 

Functional 

Area  

Impact to the 

Colleges 

PCCD 

Strategic 

Goal 

PCCD  

Institutional 

Objective 

 

 Other Post Employment 

Benefit (OPEB) study. 

 

 

 

 

 

 

 

 Implemented an 

interactive secure 

benefit enrollment 

portal (BenefitBridge) 

 

 Completed a claims 

audit of our third-party 

claims administrator 

(CoreSource)) 

 

 

 

 

 

 Implemented employee 

cost sharing;  

 

 

 

 

 

 

 

 Increase to copays to 

reduce overall cost to 

the District 

 

 

 

 

 Replaced a dental plan 

affecting over 700 

active employees to 

provide more benefits 

to employees 

 

 Internally handled 

customer service 

inquiries in the absence 

of a Benefits Consultant 

 

 Implemented a new 

vision plan per 

employee request 

2013-2014 

 

 

 

 

 

 

 

 

2013-2015 

 

 

 

 

2014-2015 

 

 

 

 

 

 

 

 

2012-2013 

 

 

 

 

 

 

 

 

2015-2016 

 

 

 

 

 

 

2013-2014 

 

 

 

 

 

2014-2015 

 

 

 

 

2015 

 

Employee and 

Retiree 

Benefits 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The results of 

the study 

determines 

budget allocation 

from a 

department to 

fund future 

benefits cost. 

 

Improves the 

employee on-

boarding process  

 

 

Demonstrates 

our fiduciary 

responsibility to 

ensure that our 

agents are acting 

in a sound 

financial manner 

on our behalf 

 

Introducing cost 

sharing for 

college-

sponsored 

activities  

 

 

 

 

Budget 

allocations to 

sponsor 

activities to  

curb escalating 

dental costs 

 

Continued 

customer service 

 

 

 

 

Continued 

customer service 

 

 

Continued 

customer service 

 

 

D, E 

 

 

 

 

 

 

 

 

B 

 

 

 

 

E 

 

 

 

 

 

 

 

 

E 

 

 

 

 

 

 

 

 

E 

 

 

 

 

 

 

E 

 

 

 

 

 

D 

 

 

 

E 

 

D3, E3 

 

 

 

 

 

 

 

 

B2 

 

 

 

 

E3 

 

 

 

 

 

 

 

 

E3 

 

 

 

 

 

 

 

 

E3 

 

 

 

 

 

 

E3 

 

 

 

 

 

D3 

 

 

 

E3 
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Risk Management 

Please note:  The Risk Management Functional Area was assigned to the Human Resources and Employee Relations unit 

in January 2016. 

 

Major Accomplishment 

2014-15 Fiscal  

Start and End 

Date 

Functional 

Area  

Impact to the 

Colleges 

PCCD 

Strategic 

Goal 

PCCD  

Institutional 

Objective 

 

Conducted four (4) fire and 

evacuation drills; and 

centralized and dedicated 

support by securing new 

equipment and procuring 

supplies at each of the 

colleges and the district for 

emergency preparedness 

readiness; 

2014-2015     

Conducted ergonomic 

reviews and implementation 

for 27 employees; 

2014-2015     

Active member of ASCIP 

claims, coverage and 

finance committees which 

provides valuable insight 

and information for PCCD 

claim management and 

insurance procurement; 

2014-2015     

Management of Insurance 

Programs - 

Claims/Procurement; 

2014-2015     

Berkeley City College - 

Hazardous Materials 

Business Plan filed; City of 

Oakland – Completed filing 

of Hazardous Materials 

Business Plan for District 

Office; 

2014-2015     

Participated in PBIM 

Facilities Committee; and 

chaired District-wide Safety 

Committee 

2014-2015     

Successfully avoided OSHA 

citation and penalty related 

to Laney Cafeteria hoods; 

2014-2015     

Managed multiple mold and 

air testing at four sites 

District-wide; 

2014-2015     

Updated Board Policies and 

Administrative Procedures 

related to Risk 

Management;  

2014-2015     

Developed specifications for 

emergency generators and 

conducted Ergonomic 

workshops for Merritt 

College Classified Senate 

2014-2015     

 

  



 

23 

 

 

6. Assessment: 

 Which administrative unit outcomes (AUOs) did you assess in the past three years?   

 

Human Resources: 

The Office of Human Resources frequently evaluates the District’s initiatives with regard diversity 

in recruitment.  Additionally, the Office of Human Resources continually analyzes its recruitment 

strategies to address the evolving needs of the District as a whole, as well as ensure marketing 

strategies are reaching the largest applicant base possible. 

 

The Office of Human Resources has been committed to examining Bay 10 employment data, 

specifically pay scales, to develop on-going strategies to maintain competitive salary wages for all 

employees.  One of the most critical areas of concentration for the Office of Human Resources has 

been updating and streamlining its policies and procedures regarding District Leaves such as, Sick, 

FMLA, Vacation, Personal Necessity, Disability, Family, Unpaid, Industrial, and Leave of Absence, 

just to name a few. 

 

Employee and Retiree Benefits: 

The Employee and Retiree Benefits Office continually assesses its outcomes based on employee 

surveys and feedback from partners who do business with the District. Through the employee/retiree 

surveys, we elicit feedback to help us target areas to deliver interest-based workshops, to develop 

effective communication platforms and to ensure that our audits are produced from sound data. 

 

Employee Relations: 

1. The implementation of District-wide training that is related to all aspects of EEO and diversity 

for purposes of compliance and enhancing awareness and sensitivity.  

2. The promotion and monitoring of EEO initiatives, policies and procedures District-wide. 

3. The EEO committee’s proposed assistance with the implementation of the EEO Plan in 

conformance with state and federal regulations and guidelines. The monitoring of equal 

employment opportunity progress, proposed suggestions for EEO Plan revisions as 

appropriate.  The committee initiated efforts to sponsor events or other activities that promote 

equal employment opportunity, nondiscrimination, retention and diversity. 

Risk Management: 

Please note:  The Risk Management Functional Area was assigned to the Human Resources and 

Employee Relations unit in January 2016. 

 

What were the results?  Please describe the assessment methods that were used.   

 

Human Resources: 

During the assessment period, the Office of Human Resources accumulated and requested diversity 

recruitment data from all four college campuses, along with the District Office. In doing so, each 

campus’ employment data was carefully examined to determine how the District could better 

structure its recruitment efforts. 

Bay 10 data was gathered from on-line searches.  With regards to District Leave procedures, the 

Office of Human Resources researched Federal and California Labor laws and regulations regarding 

employer and employee rights and responsibilities.  The District’s Unions, Local 39, Local 1021 and 

PFT were also consulted during the negotiation process. 
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Employee Relations: 

Part of the responsibility of the Director of Employee Relations and Diversity Programs is to chair 

the District’s Equal Employment Opportunity Committee.  During this assessment period, the 

committee members provided feedback and offered suggestions regarding the District’s diversity 

efforts, statistics, and goals. 

 

A major initiative of the committee and the Office of Employee Relations was to update the 

District’s EEO Plan. The new Plan is due for revision in June 2016. 

The committee indicated its desire to be instrumental in expanding the District’s advertising and 

marketing initiatives, in order to reach a more diverse applicant pool. This included, but was not 

limited to, determining the most viewed publications and most frequently visited websites for 

diverse individuals seeking employment, and increasing the District’s marketing strategy in order to 

reach a larger application base.  

 

As an assessment method, the Office of Employee Relations closely tracked the numerical data to 

analyze the District’s progress in the hiring and retention of diverse staff members. 

 

Risk Management: 

Please note:  The Risk Management Functional Area was assigned to the Human Resources and 

Employee Relations unit in January 2016. 

 

How did this lead to program improvement and the development of new administrative unit 

outcomes (AUOs) and program improvement objectives (PIOs)?  Please fill in the table below. 

 
Human Resources  

Administrative 

Unit Outcomes 

Program 

Improvement 

Objectives 

Functional 

Area  

Assessment 

Methods 

Assessment 

Results 

How did you Use 

the Results to Make 

Improvements? 

 

2014-15: 

 

 

 

 

 

 

Human 

Resources 

carefully 

examined the 

websites of all 

Bay 10 

colleges to 

gather 

employment 

data. 

Human 

Resources 

 

Employee 

Relations 

Possible 

disparity in 

employment 

salaries. 

In many 

areas, the 

District’s 

salaries 

were 

competitive. 

 Researched data in 

order to compare 

possible salary raises 

and COLA 

increases. 
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2013-14: 

 

 

 

 

 

 

Human 

Resources 

accumulated 

and requested 

diversity 

recruitment 

data from all 

four college 

campuses, 

along with the 

District 

Office. 

Human 

Resources 

 

Employee 

Relations 

Current 

PCCD 

policies and 

procedures 

compared to 

current and 

changing 

Federal and 

California 

Labor laws 

and 

regulations. 

Both Federal 

and 

California 

labor laws 

and 

regulations 

were 

constantly 

changing 

and being 

updated. 

Human Resources 

was successful in 

ensuring District 

policies and 

procedures were 

compliant with the 

current law. 

2012-13: 

 

 

 

 

 

Human 

Resources 

examined its 

diversity 

recruitment 

data to 

determine is 

marketing 

strategies 

required 

improvement. 

Human 

Resources 

 

Employee 

Relations 

Possible 

disparity 

between 

current 

District-

wide 

diversity 

numbers 

and the 

goals set by 

the 

department 

and the 

District. 

The Office 

of Human 

Resources 

was able to 

identify 

additional 

publications 

for enhanced 

marketing 

strategies. 

Human Resources 

was successful in 

reaching a larger 

diverse application 

base. 
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Employee and Retiree Benefits  

Administrative 

Unit Outcomes 

Program 

Improvement 

Objectives 

Functional Area  Assessment 

Methods 

Assessment 

Results 

How did you Use 

the Results to 

Make 

Improvements? 

 

2014-15: 

 

 

 

 

 

 

The Employee and 

Retiree Benefits 

Office will provide 

regular on-

boarding and out-

processing 

opportunities to 

ensure timely and 

accurate 

transactional 

processing-

processing which 

affects the accurate 

accounting of 

benefit expenses.  

Employee and 

Retiree Benefits 

Number of 

attendees; 

reduction in 

the number of 

non-

scheduled 

orientations 

and 

exceptional 

processing 

Employees are 

on-boarded in a 

systematic way 

which sets service 

expectations for 

future 

interactions; 

provides an 

indoctrination 

platform. 

Continue to 

publicize the 

monthly on-

boarding 

opportunities, 

develop synergy 

with new managers 

so they are 

mainstreamed into 

the orientation 

process; develop 

partnership with 

Admission and 

Records to work at 

cross purposes.   

2013-14: 

 

 

 

 

 

 

Executed Plan 

Design Change 

Increase to copay 

Finance 

Compliance 

Number of 

complaints 

from business 

partners, 

unions or 

employees 

Reduction in 

complaints 

because the 

Employee and 

Retiree Benefits 

Office developed 

an action plan and 

executed it as 

agreed with the 

buy-in of major 

stakeholders.   

Continue to use 

effective timelines 

and action plans 

while consulting 

with stake holders 

affected by change. 

2012-13: 

 

 

 

 

 

Go green - take 

steps toward 

reducing our 

carbon footprint 

and increasing the 

processing 

efficiency 

Benefits 

Processing 

interfacing with 

inter-relational 

database 

Number of 

corrections 

 

  

Less time spent 

on corrections to 

employee data 

The Employee and 

Retiree Benefits 

Office used the 

results to support 

the on-going need 

for an inter-

relational database 

and sought out the 

proprietary product 

(Benefit Bridge) 

until the Office 

could allocate 

internal resources 

to fully integrated 

PeopleSoft 

BenAdmin and 

Time and Labor 
modules.   
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Employee Relations  

Administrative 

Unit Outcomes 

Program 

Improvement 

Objectives 

Functional Area  Assessment 

Methods 

Assessment 

Results 

How did you Use 

the Results to 

Make 

Improvements? 

 

2014-15: 

 

 

 

 

 

 

The Employee and 

Retiree Benefits 

Office will provide 

regular on-

boarding and out-

processing 

opportunities to 

ensure timely and 

accurate 

transactional 

processing-

processing which 

affects the accurate 

accounting of 

benefit expenses.  

Employee and 

Retiree Benefits 

Number of 

attendees; 

reduction in 

the number of 

non-

scheduled 

orientations 

and 

exceptional 

processing 

Fewer non-

scheduled 

orientations 

Continue to 

publicize the 

monthly on-

boarding 

opportunities, 

develop synergy 

with new managers 

so they are 

mainstreamed into 

our orientation 

process; developed 

partnership with 

Admission and 

Records to work at 

cross purposes.   

 
 

Risk Management  

Administrative 

Unit Outcomes 

Program 

Improvement 

Objectives 

Functional Area  Assessment 

Methods 

Assessment 

Results 

How did you Use the 

Results to Make 

Improvements? 

 

Please note:  

The Risk 

Management 

Functional Area 

was assigned to 

the Human 

Resources and 

Employee 

Relations unit in 

January 2016. 

 

     

 

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

both the development and assessment of the administrative unit outcomes and program improvement 

objectives?   

 

Human Resources: 

The Office of Human Resources, in conjunction with the Office of Employee Relations, meet with 

all critical individuals involved in the research and implementation process to ensure legal, Board 

Policy and Administrative Procedure compliance. 

 

Employee and Retiree Benefits: 

The Employee and Retiree Benefits Office engages the Health Benefits Committee.  The committee 

represents a cross-section constituent groups and provides feedback and input on how benefit 

services are delivered, including areas for improvement; planning of communications; and pitfalls to 

avoid in delivering new information.  For over three years, the Employee and Retiree Benefits Office 

has been eliciting feedback from the community of active and retired employees, as well as the 
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community at-large regarding employee empowerment/workshop preferences.  Recently the 

Employee and Retiree Benefits Office has begun to assess the utility of its website. 

  

The Employee and Retiree Benefits Office asks for feedback from our business partners who bring 

experience from other like-administrations and can bring forward suggestions to assist us develop 

proficiencies.  

 

Employee Relations: 

Our administrative unit meets with all critical individuals involved in the development process to 

ascertain employee needs. Employee needs are based on employee concerns that have been 

addressed to our department, and current staffing needs.  

 

Risk Management: 

Please note:  The Risk Management Functional Area was assigned to the Human Resources and 

Employee Relations unit in January 2016. 

 

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

your effectiveness?  What are the expected results of these indicators?   

 

Human Resources: 

Compliance with legal authority, improvement in diversity recruitment numbers and the overall 

positive feedback from employees are the indicators for success. 

 

Employee and Retiree Benefits: 

The best indicators are employee/retiree/vendor feedback.  The indicators are measured not by the 

controls in place to triage the volume of inquiries handled by the Employee and Retiree Benefits 

Office.  

 

Employee Relations: 

The best indicators are employee/student feedback. The expected result is that through constructive 

feedback, Employee Relations is able to mainstream areas that still need improvement, continue the 

processes that are working well, and continue to develop areas that are ineffective. 

 

Risk Management: 

Please note:  The Risk Management Functional Area was assigned to the Human Resources and 

Employee Relations unit in January 2016. 

 

 Please describe the results of any surveys or focus groups that included evaluation and/or input about 

the effectiveness of the services provided by your administrative unit.   

 

Human Resources: 

Human Resources, according to independent employee feedback, has made continual efforts in 

streamlining the District’s Leave policies.  Moreover, the Human Resources has been instrumental in 

expanding market strategies to increase diversity recruitment numbers.  
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Employee and Retiree Benefits: 

In the 2016 surveymonkey, over half (64%) of the respondents indicate that our website is 

resourceful and/or user friendly. This means that we can further develop the web-resources as a 

sustainable tool as we reduce production, mailing and distribution costs to the District.  

 

Employee Relations: 

Pursuant to independent studies performed by the Office of Employee Relations, the feedback has 

been very positive and informational. One of the office’s highest areas of regard is that although the 

office is understaffed, the Office of Employee Relations addresses each and every employee 

concern.  While this process may take slightly longer than the usual timeframe, the majority of 

employees are satisfied with the thoroughness of response and analysis performed.  Additionally, 

many employee have commented regarding the accessibility of the Employee Relations staff, its 

commitment to employees and the level of comfort employees feel in addressing their concerns.   

 

The feedback from the seminars and trainings conducted by the Office of Employee Relations has 

helped the office to streamline it process.  Specifically, in the past, managers have suggested that the 

seminars and trainings be more interactive. All suggestions were taken into consideration in 

developing the District’s most recent Manager’s Retreat.  In revamping our process, we were able to 

provide the attendees with an informational, yet very interactive and enjoyable session. The reviews 

have been overwhelmingly positive.  

 

Risk Management: 

Please note:  The Risk Management Functional Area was assigned to the Human Resources and 

Employee Relations unit in January 2016. 

 

7. Administrative Unit Outcomes and Program Improvement Objectives for the Next Three Years: 

 

Please state the Administrative Unit Outcome (AUO) for the next three years for each of the functional 

areas you identified in section four of this report.  Each AUO must be supported by one or more 

Program Improvement Objectives.   

 

An Administrative Unit Outcome states what the administrative unit intends to accomplish in the next 

three years.  A Performance Improvement Objective indicates the activities that will be completed in 

support of the AUO.  Performance Improvement Objectives are specific tasks and activities.   

 

Statements that start with “continue to” or “maintain” are not AUOs or PIOs.   

 

Human Resources 

Functional Area   

(Description of 

Primary Service 

Identified in section 4.) 

Administrative Unit Outcome (AUO)  Performance Improvement Objectives (PIOs - 

one or more per AUO) 

 

Human Resources  

 

Develop and implement  District-wide 

Staffing  Plan 

Develop and implement Succession 

Planning 
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Employee and Retiree Benefits 

Functional Area   

(Description of 

Primary Service 

Identified in section 4.) 

Administrative Unit Outcome (AUO)  Performance Improvement Objectives (PIOs - 

one or more per AUO) 

 

Employee and Retiree 

Benefits 

 

Develop internal tools to ensure the 

consistent processing of benefit 

transactions; reinforce the need for 

knowledge transfer; develop 

comprehensive on-boarding process; and 

move from outsource portal to full use of 

PPS module. 

 

Ensure procedures are documented in order to 

maximize PeopleSoft tools; minimize risk of 

perceived discriminatory practices; minimize risk 

of excess fees, fines and penalties due to non-

compliance; examine total cost of ownership 

(TCO) as the District fully embraces technology 

in its operational effectiveness. 
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Risk Management 

Functional Area   

(Description of 

Primary Service 

Identified in 

section 4.) 

Administrative Unit 

Outcome (AUO)  

 Performance Improvement 

Objectives (PIOs - one or more 

per AUO) 

 

Please note:  The 

Risk Management 

Functional Area 

was assigned to the 

Human Resources 

and Employee 

Relations unit in 

January 2016. 
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Employee Relations 

Functional Area   

(Description of Primary 

Service Identified in section 

4.) 

Administrative Unit Outcome (AUO)  Performance Improvement Objectives (PIO)s 

(one or more per AUO) 

 

1. Promotion of professional 

and positive working 

relationships. 

 

Provide managers, supervisors and 

employees with accurate tools to 

effectively remedy departmental 

problems prior to escalation.  

1. Develop a District-wide Mediation 

Clinic/program. 

a. Employee Relations will monitor 

success rate of cases referred to 

Mediation Clinic, to determine 

progress. 

 

2. Structured training on successful relationships 

and positive, healthy working environments. 

 

a. Employee Relations will maintain a 

record of individuals that attend 

trainings. 

 

2. Prohibition of workplace 

and learning environment 

discrimination and 

harassment. 

 

Decrease the amount of discrimination 

and harassment complaints and 

investigations, District-wide. 

1. Development of an online training module in 

order for managers, supervisors and employees 

to have 24-hour access to training and advice 

documents. 

a. Employee Relations will closely track 

employee’s progress to ensure timely 

completion.  

 

2. Develop an Employee Relations manual with 

current procedures and regulations, for District-

wide dissemination.  

a. Employee Relations will compare the 

number of cases/issues handled by the 

office both prior to and after the 

implementation of the manual, to gage 

progress.  

 

3.  Professional resource and 

adviser for District and 

College administrators. 

Provide a centralized department where 

managers, supervisors and employees can 

obtain information related to all aspects 

of employment. 

1. Develop a “Frequently Asked Questions” 

document that addresses the major employment 

concerns of the District, which will be made 

available through the Employee Relations 

website.  

a. Employee Relations will compare the 

number of cases/issues handled by the 

office both prior to and after the 

implementation of the “FAQ” 

segment, to gage progress.  

 

4.  District-wide orientation 

and training. 

 

Provide District-wide, in-person and 

online training not only in the areas of 

discrimination and harassment, but all 

major employment issues concerning the 

District. 

1. Provide a survey to all managers, supervisors 

and employees to obtain feedback on major 

employment issues of individual departments. 

Areas of great concern will be included as 

topics during our in-person or online training 

sessions. 

a. Employee Relations will use the 

survey results to structure the FAQ 

segment, and trainings. 
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Risk Management  

Functional Area   

(Description of Primary 

Service Identified in section 

4.) 

Administrative Unit Outcome (AUO)  Performance Improvement Objectives (PIO)s 

(one or more per AUO) 

 

Please note:  The Risk 

Management Functional 

Area was assigned to the 

Human Resources and 

Employee Relations unit in 

January 2016. 

 

  

 

8. Human Resource Needs: 

 

 Describe your level of staffing for the past four years in terms of FTE. 

 
Human Resources Office 

Position 

 

2012-2013 2013-2014 2014-2015 2015-2016 

Administration 

 

2 2 2 1 

Classified FT 

 

11 11 11 11 

Classified PT 

 

0 0 1 1 

Hourly 

 

0 0 2 0 

Student Workers 

 

0 0 0 0 

Faculty Reassigned N/A N/A N/A N/A 

Total FTE 

 

13 13 16 13 
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Employee Relations  

Position 

 

2012-2013 2013-2014 2014-2015 2015-2016 

Administration 

 

0 1 1 1 

Classified FT 

 

0 0 0 0 

Classified PT 

 

0 0 0 0 

Hourly 

 

0 0 0 0 

Student Workers 

 

0 0 0 0 

Faculty Reassigned 0 0 0 0 

Total FTE 

 

0 1 1 0 

 

 

Employee and Retiree Benefits 

Position 

 

2012-2013 2013-2014 2014-2015 2015-2016 

Administration 

 

1 1 1 1 

Classified FT 

 

0 0 0 1 

Classified PT 

 

0 0 0 0 

Hourly 

 

2 2 2 .25 

Student Workers 

 

0 0 0 0 

Faculty Reassigned N/A N/A N/A N/A 

Total FTE 

 

3 3 3 2.25 
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Risk Management 

Position 

 

2012-2013 2013-2014 2014-2015 2015-2016 

Administration 

 

1 1 1 1 

Classified FT 

 

1 1 1 1 

Classified PT 

 

0 0 0 0 

Hourly 

 

0 0 0 0 

Student Workers 

 

0  0 0 

Faculty Reassigned N/A N/A N/A N/A 

Total FTE 

 

2 2 2 2 
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 What are your anticipated staffing needs for the next three years? Why?  Do you anticipate an 

increase in the workload of your administrative unit?  Are additional staff necessary in order to 

achieve the program improvement objectives listed in section six of this report?  Please provide a 

reason and/or evidence to support your request for additional staff and indicate which administrative 

unit outcome and program improvement objectives the request supports and prioritize the personnel 

requests.   

 

Anticipated Staffing Needs for the next 3 years for Human Resources 

 

Human Resources: 

 

Although the service demands and legal compliance issues have significantly increased over the past 

several years, Human Resources in the past 10 years, has not been approved for, and allocated 

funding for any new FTE positions.   As indicated in the below Human Resources Activity Reports 

for 2013-2014 and 2014-2015, the current staffing level for this office remains wholly inadequate 

and is not at a sustainable level to meet the opportunities and challenges by the colleges and District 

Office to provide the support needed. 

 

Human Resources Activity Report: 

 

A. Recruitment Information for Full-Time Positions: 2014-2015 07/01/15 – 01/31/16 

 

 Number of Employment Applications Received:  6,804   4,357 

        

 Number of Positions Filled: Classified  30   22 

     Faculty  29   46 

     Management  15   12 

     Total   88   97 
 

B. Recruitment Information for Part-Time Positions: 2014-2015 07/01/15 – 01/31/16 

 

 Number of Employment Applications Received:  420   638 

        

 Number of Positions Filled: Classified  136   85 

     Faculty  177   94 

     Management  12   8 

     Total   325   187 

 

C. Processing of New and End of Employment   

(i.e., Retirement, Resignation):    2014-2015 07/01/15 – 01/31/16 
 

 Number of New Regular Classified Hires/ 

Rehires/Promotions     44   39 

 

 Number of New Classified Manager Hires   8   8 

 

 Number of Short-Term Classified Employees Hired 404   365 
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 Number of Resignations/Retirements, etc.  31   32 

 

 Number of Intake Appointments     175   110 

 

 

D. Leave of Absence Reports:     2014-2015 07/01/15 – 01/31/16 

 

 Number of LAR’s processed    9,600   7,500 

 

E. Student Employment:     2014-2015 07/01/15 – 01/31/1 

 

 Number of Student Employment Processed  603   341 

 

F. Employment Verification:     2014-2015 07/01/15 – 01/31/1 
    

 Number of Requests Processed     199   152 

 

G. Employee Desk Audits/Reclassification Review:  2014-2015 07/01/15 – 01/31/1 

    

 Number of Desk Audits Processed   51   16 

 

 Number of Desk Audit Appeals Processed  2   13 

 

 Number of New Job Descriptions Developed  8   6 

 

 Number of ePAF’s Initiated    5,500   4,200 

 

During the 2012-2013 and 2013-2014 budget allocations and staff prioritization, of the total number of 

new classified positions requested District-wide, and which could be feasibly funded due to fiscal 

constraints, all available funding for new positions were distributed between the colleges and General 

Services.  Although additional staff were requested, Human Resources did not receive funding 

approval for new positions. 

 

During the 2014-2015 fiscal year, Human Resources requested budget approval for two new support 

positions (2.0 FTE) to increase the department’s staffing level to meet mandated, legal compliance, 

service support required by the colleges and District offices units, per District’s goals and objectives:  

a) Senior Human Resources Analyst II; and b) Human Resources Analyst.  This request for two 

support positions was not approved. 
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Anticipated Staffing Needs for the next 3 years for Human Resources 

Position (indicate job 

classification) 

New or 

Replacement? 

Administrative Unit 

Outcome 

Program 

Improvement 

Objective (s) 

Reason and/or 

Evidence of 

the Need 

 

Senior Human Resources 

Analyst II 

New Respond to legal 

compliance issues and 

provide more efficient 

services to colleges and 

District departments 

 Insufficient 

staffing level to 

meet service 

needs 

Senior Human Resources 

Analyst 

New    
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EVIDENCE:   

 

Proposed Reorganizational Structure for Human Resources, Employee Relations, Employee and 

Retiree Benefits and Risk Management (3 New FTE Positions Proposed for 2016-2017): 

 

 
  

Trudy Largent, J.D.     

Vice Chancellor for Human Resources & Employee Relations

Director of Human 
Resources    

Human Resources Analyst 
(New Position)

Senior Human Resources 
Analyst                         

Cody Pelletier

Human Resources 
Generalist  

Faculty and academic 
management personnel 

matters for BCC and 
Merritt College                     

Khang Ho

Human Resources 
Generalist  Classified 

Personnel

Managers, short-term and 
classified employees)          

Ruby Andrews

Staff Assistant/HR  
Student Employement

Isabel Cabrera

Clerical Assistant II 
Personnel Files/Clerical 

Support                

Anthony Machette 

Sr. Human Resources 
Analyst II

(New Position)

Human Resouces Analyst  
Recruitment/Selection

Laney and District Office

Natasha Spivey 

Human Resources Analyst 
Recruitment/Selection

BCC, COA and Merritt 

Vivian Farmer

Human Resources Generalist 

Faculty and academic 
management personnel matters 

for COA, District and Laney                   

Julie Huang

Human Resoures 
Generalist 

Leaves & Absences           

MacArthur Nelson

Director for Employee 
Relations & Diversity 

Programs

Chanelle Whittaker, J.D.           

Sr. Employee and Labor 
Relations Analyst

(New Position)

Benefits Manager

Jennifer Benford Siebert

Staff Assistant         

Ronnie Roberts-McCain

Director of Risk 
Management 

Staff Assistant 

Carrie Burdick 

(Currently working out--
of-class as Executive 
Assistant for General 

Counsel's Office)

Staff Assistant 

(Floater for Human 
Resources & Employee 

Relations)

Executive Assistant

Socorro Taylor
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Anticipated Staffing Needs for the next 3 years for Employee and Retiree Benefits 

 
Position 

(indicate job 

classification) 

New or 

Replacement? 

Administrative Unit 

Outcome 

Program 

Improvement 

Objective (s) 

Reason and/or 

Evidence of the Need 

 

Benefits 

Coordinator 

Replacement Ensure that our CBA’s, 

District Policy and 

internal records are up-

to-date and executable in 

the spirit of the 

agreements with our 

TPA’s and other 

stakeholders. 

To ensure that 

our operations 

support the 

execution of 

agreements 

(i.e., benefit 

appeal response 

times to service 

inquiries); assist 

with execution 

of Affordable 

Care Act 

compliance; 

share in some of 

the management 

of fiscal records 

and 

recordkeeping;  

Document 

internal 

processes and 

provide internal 

and external 

audit support 

(dependent 

audit, claims 

audit, subsidy 

audits). 

 

In the last year, we 

have investigated over 

150 insurance claims 

and appeals.  This 

workload is 

unprecedented and this 

service area is 

understaffed.  
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Anticipated Staffing Needs for the next 3 years for Employee Relations 

 

During the next three years, it is anticipated that the Office of Employee Relations will receive one 

additional full time employee, specifically the position of Senior Employee Relations Analyst. 

 

From 2012 to 2015, there has only been one full-time support staff member to the Vice Chancellor 

of Human Resources and Employee Relations. Additionally, the Director of Employee Relations is 

the only other employee that comprises the department. 

 
 

Position (indicate 

job classification) 

New or 

Replacement? 

Administrative 

Unit Outcome 

Program 

Improvement 

Objective (s) 

Reason and/or Evidence 

of the Need 

 

Senior Employee 

Relations Analyst II 

New Provide additional 

departmental 

assistance.  

Conduct intake 

procedures. 

 

Assist with 

completion of 

investigation 

reports. 

 

Complete 

employee 

manuals. 

 

Provide advice 

on employee 

matters to 

managers, 

supervisors and 

employees. 

Current complaints 

regarding timeframe for 

completion of 

investigations.  

 

Concerns regarding lack 

of adequate support. 

 

During the fiscal year 

2014-15, Employee 

Relations handled roughly 

25 

discrimination/harassment 

complaints and employee 

discipline matters. 

 

Since July 1, 2015, 

Employee Relations has 

handled roughly 64 

harassment/discrimination 

complaints and employee 

discipline matters. 
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Anticipated Staffing Needs for the next 3 years for Risk Management: 

 

Please note:  The Risk Management Functional Area was assigned to the Human Resources and Employee Relations 

unit in January 2016. 

 

Position (indicate 

job classification) 

New or 

Replacement? 

Administrative 

Unit Outcome 

Program 

Improvement 

Objective (s) 

Reason and/or 

Evidence of the 

Need 

 

 

 

    

 

9. Equipment and Technology Needs (not covered by current budget):   

 

 What are your key equipment and technological needs for the next three years?  Why?  Please 

provide a reason and/or evidence to support your requests and indicate which administrative unit 

outcome and program improvement objectives the request supports.  Place items on the list in order 

(rank) of importance.  If equipment needs are specific to a position, please indicate the linkage. 
 

Equipment or 

Technology Request 

New or 

Replacement? 

Administrative Unit 

Outcome 

Program 

Improvement 

Objective (s) 

Reason and/or 

Evidence of 

the Need 

 

Two desk space areas, 

along with computer and 

telephone equipment for 

the proposed new hires. 

 

New Provide additional 

departmental 

assistance.  

Provide much needed 

analytical and senior- 

level analytical 

Human Resources 

support to the District. 

Human 

Resources is 

understaffed 

and is in need 

of specialized 

support. 

Employee & Retiree 

Benefits:   

1) Stand-Alone 

Kiosk:  The 

Employee and 

Retiree Benefits 

Office should 

offer a stand-

alone kiosk for 

printer and web 

access for the 

convenience of 

the District 

employees and 

because of the 

new expectations 

in a competitive 

workforce.  

 

2) Digitization of 

employee 

benefits/medical 

records 

 

 

 

 

 

 

New 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

New 

 

 

 

 

 

 

 

 

 

 

The Benefits Office 

will minimize 

exceptional processing 

by increasing the 

availability of on-site 

resources to walk-in 

traffic.  We can provide 

the empowerment tools 

and devices intended to 

assist employees in 

making changes while 

in our office. 

 

 

 

 

 

Minimize space 

requirement 

 

 

 

 

 

 

 

 

 

The objectives are to 

streamline the 

information exchange 

between the employee 

and the vendor; reduce 

processing time 

between the Employee 

and Retiree Benefits 

Office and Payroll; 

and improve the 

quality of data by 

reducing the number 

of keying errors. 

 

 

 

 

Preserve historical 

records 

 

 

 

 

 

 

 

 

 

The increased 

use of self-

service 

technology will 

improve our 

service to the 

employees and 

our business 

partners who 

administer our 

benefits. 

 

 

 

 

 

 

Because of the 

statutes of 

limitations on 

keeping 

medical 

information, 

and due to 

current space 

restrictions, the 

Benefits Office 
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3) Fireproof file 

cabinet 

 

 

 

 

 

 

 

 

Replacement 

 

 

 

 

 

Preservation of District 

records 

 

 

 

 

 

 

 

Protect District 

information 

 

 

needs to use 

digital 

resources to 

warehouse 

information. 

Needed for the 

protection of 

District records 

which should 

be stored on-

site 

 

Employee Relations: 

 

The equipment and 

technology needs includes 

two small printers, two 

computers, two telephone 

systems, one large file 

cabinet and two office 

spaces including desks and 

chairs.  

 

 

 

New 

 

 

Provide available and 

adequate resources to 

newly hired employees 

 

 

With available and 

adequate resources, 

new employees will 

be able to provide a 

consistent level of 

service to employees, 

students and 

administrators 

District-wide. 

 

 

 

With available 

and adequate 

resources, new 

employees will 

be able to 

provide a 

consistent level 

of service to 

employees, 

students and 

administrators 

District-wide. 

 

Risk Management Please note:  The 

Risk Management 

Functional Area was 

assigned to the 

Human Resources 

and Employee 

Relations unit in 

January 2016. 
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10. Facility Needs (not covered by current building or remodeling projects):   

 

 What are your new facilities needs for the next three years?  Why?  Please provide a reason and/or 

evidence to support your requests and indicate which administrative unit outcome and program 

improvement objectives the request supports.  Place items on the list in order (rank) of importance.   

 
Human Resources 

Facility Request Administrative Unit 

Outcome 

Program Improvement 

Objective (s) 

Reason and/or 

Evidence of the 

Need 

 

Remodeling of 

existing inadequate 

and inefficient 

office’s physical 

layout.   

 

 

  1. There is 

currently one 

common office 

layout which 

houses the VC 

for Human 

Resources & 

Employee 

Relations, the 

Employee 

Relations office 

and the 

Employee and 

Retiree Benefits 

office.  

Individuals 

seeking service 

for these three 

separate 

departments 

must congregate 

in a small 

“common” 

reception area 

which lacks 

confidentiality. 

 

2. The existing 

facility for the 

Office of Human 

Resources & 

Employee 

Relations and the 

Employee and 

Retiree Benefits 

Office each has 

different and 

separate 

confidentiality of 

information, 

obligation and 

requirement with 

the same, 

common and 

confined office 
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layout.   

 

An individual 

seeking service 

from one of the 

two departments 

cannot 

immediately 

identify the 

department from 

which he/she is 

seeking service 

because there is 

no physical 

separation of 

functions and the 

handling of 

confidential 

employee 

relations matters 

and HIPPA 

requirements. 

Installation of 

Cubicles  

   

 
Employee and Retiree Benefits 

Facility Request Administrative Unit Outcome Program Improvement 

Objective 

Reason or evidence 

Additional on-

site fireproof 

storage  

Reinforces our responsibility and 

commitment to preserving data in 

the event of audit 

Increase security of 

district and employee 

records 

Based on the fiduciary 

responsibilities of our accounting 

function and our responsibility for 

medical records retention we 

should acquire the housing to 

store volumes of historical data; 

data which should be stored in 

accordance with generally 

accepted record retention 

practices 

 
Employee Relations 

Facility 

Request 

Administrative Unit Outcome Program Improvement 

Objectives(s) 

Reason and/or Evidence of the 

Need 

Two new office 

spaces for the 

Employee 

Relations Staff 

Assistant and 

Employee and 

Labor Relations 

Analyst. 

 

Two new desks 

and chairs. 

One new file 

cabinet.   

Provide available and adequate 

resources to newly hired employees.  

With available and 

adequate resources, new 

employees will be able 

to provide a consistent 

level of service to 

employees, students and 

administrators District-

wide.  

With available and adequate 

resources, new employees will be 

able to provide a consistent level 

of service to employees, students 

and administrators District-wide. 
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Risk Management 

Facility Request Administrative Unit 

Outcome 

Program Improvement 

Objective (s) 

Reason and/or 

Evidence of the 

Need 

 

Please note:  The 

Risk Management 

Functional Area was 

assigned to the 

Human Resources 

and Employee 

Relations unit in 

January 2016. 

 

   

 

11. Professional and Organizational Development Needs (not covered by current budget): 

 

 Please describe the professional development needs of the administrative unit.  Include specifics, 

such as training in the use of technology, cultural sensitivity, mentoring, and activities that help 

individuals stay current with their job responsibilities or to meet state, federal or professional 

requirements, etc.  Place items on the list in order of rank or importance and indicate which 

administrative unit outcome and program improvement objectives the request supports.   

 
Human Resources 

Professional or 

Organizational 

Development  

Request 

Administrative Unit 

Outcome 

Program 

Improvement 

Objective (s) 

Reason and/or 

Evidence of the 

Need 

 

Estimated Cost 

Specialized Human 

Resources analysis 

support. 

Allow Human Resources 

staff to provide additional 

and more streamlined 

support District-wide. 

Send current and 

prospective Human 

Resources staff to a 

variety of trainings on 

a continued basis. 

Need to provide 

adequate, effective 

and innovative 

support District-

wide. 

Varies 

depending on 

cost of 

attendance and 

location, and 

number of 

individuals 

attending. 
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Employee and Retiree Benefits 

Professional or 

Organizational 

Development  

Request 

Administrative Unit 

Outcome 
Program 

Improvement 

Objective (s) 

Reason and/or 

Evidence of the 

Need 

 

Estimated Cost 

ACHRO 

                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                               

Develop internal 

competence 

Improve the quality of 

the continuity of 

information 

The new Peralta 

way emphasizes 

competence 

$1,000 

ACCA Learn about how other 

community college 

districts are handling the 

budget issues, student 

enrollment and other 

compliance challenges 

 The Employee and 

Retiree Benefits 

Office is facing 

similar challenge in 

the area of student 

recruitment, OPEB 

liability and benefit 

deliverables 

$1,000 

ORACLE 

PeopleSoft 

Transition to the 

exclusive use of the pps 

modules  

Transition to the 

exclusive use of the 

pps modules for 

benefits 

administration, time 

and labor 

The Employee and 

Retiree Benefits 

Office needs to 

fully integrate and 

prioritize existing 

resources    

$1,000 

Labor Law Update Reinforce knowledge on 

contemporary regulatory 

developments on the 

horizon 

Identify areas for 

budgetary impact 

Fines are assessed 

for non-compliance 

$1,000 

  

 

      Employee Relations 

Professional or 

Organizational 

Development  Request 

Administrative Unit 

Outcome 

Program 

Improvement 

Objective (s) 

Reason and/or 

Evidence of the 

Need 

 

Estimated Cost 

Continued professional 

development and 

training. 

Allow Employee 

Relations staff to stay 

current on laws and 

regulations affecting 

labor, discipline, 

discrimination and 

harassment.  

Send Employee 

Relations staff to a 

variety of trainings 

on a continued basis. 

Need to provide 

adequate, effective 

and innovative 

support District-

wide. 

Varies depending 

on cost of 

attendance and 

location. 
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      Risk Management 

Professional or 

Organizational 

Development  Request 

Administrative Unit 

Outcome 

Program 

Improvement 

Objective (s) 

Reason and/or 

Evidence of the 

Need 

 

Estimated Cost 

Please note:  The Risk 

Management 

Functional Area was 

assigned to the Human 

Resources and 

Employee Relations 

unit in January 2016. 

 

    

 

 

12. Other Needs (not covered by current budget): 

 

 Please describe any other needs that you are certain do not fit elsewhere.  Not all needs will have a 

direct cost, but may require reallocation of current staff time.  Place items on the list in order of rank 

or importance and indicate which administrative unit outcome and program improvement objectives 

the request supports.   

 

Human Resources  
Other Needs Administrative Unit 

Outcome 

Program 

Improvement 

Objective (s) 

Reason and/or 

Evidence of the 

Need 

 

Estimated Cost 

Fully integrated 

employee 

orientation for 

new prospective 

new hires.  

Training on job 

specific 

requirements and 

established goals 

for all current 

Human Resources 

staff. 

: Ensures all Human 

Resources staff 

maintain up-to-date 

knowledge 

regarding District 

policies and 

procedure, legal 

changes, and District 

employment data 

Retain current and 

relevant data base 

of all Human 

Resources 

trainings, 

pertaining to 

community 

colleges in 

California and the 

Bay Area 

specifically. 

Legal mandates 

and District 

policies are 

constantly 

changing. 

PCCD needs to 

ensure it 

remains 

compliant in all 

areas. 

The cost of 

two new 

hires, plus 

continued 

training 
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Employee and Retiree Benefits 

 

Other needs 

Administrative 

Unit Outcome 

Program 

Improvement 

Objective 

Reason or evidence 

Procedure 

Manual 

We will ensure 

that our 

procedures are 

documented and 

that there is 

continuity in 

processing  

To ensure that we 

have a 

documented audit 

trail of our 

processes 

The absence of clear documentation leads to risk of 

inefficient execution of policies 

and inconsistent application of policies 

 

Strengthen our audit position and minimize our audit 

finding. 

Benefits 

Coordinator 

  Responsibilities noted below did not exist three years ago 

and as the function of the Employee and Retiree Benefits 

Office has developed into an accounting unit executing 

and implementing more federal regulations, we need 

resources to ensure the continuity of application or 

management of the  

 

 

Affordable Care Act will require a systematic approach to 

ensure that all areas integrate CBA District Policy. 

 

Claims resolution management.  

 

Ensure full integration between PeopleSoft and the 

District’s third-party administrators. 

 

 
Risk Management 

 

Other needs 

Administrative 

Unit Outcome 

Program 

Improvement 

Objective 

Reason or evidence 

Please note:  

The Risk 

Management 

Functional 

Area was 

assigned to 

the Human 

Resources 

and 

Employee 

Relations 

unit in 

January 

2016. 
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Employee Relations  

Other Needs Administrative Unit 

Outcome 

Program 

Improvement 

Objective (s) 

Reason and/or 

Evidence of the 

Need 

Estimated Cost 

 1. Proposed new hire 

will conduct up-to-

date research 

regarding new labor 

law regulations as 

they relate to the 

District. 

 

2. New hire will field 

calls and answer 

simple employee 

and labor-related 

questions.   

 

3. New hire will 

conduct intake of 

harassment and 

discrimination 

complaints, and 

prepare written 

documentation of 

initial interview. 

 

 

Provide more timely 

employment related 

services District-wide. 

Reduced time frame to 

complete complaint 

investigations. 

 

Provide the District 

with a more 

streamlined process for 

receiving information 

pertaining to 

employment services, 

employee discipline 

and discrimination and 

harassment complaints. 

 

The number of 

discrimination, 

harassment and 

employee relations 

complaints 

received, versus 

the amount of staff 

currently available 

to handle all 

matters. 

District survey 

regarding timeless 

of response.  

Complaints 

regarding timeless 

of completion of 

complaints.  

 

Costs to hire 

additional 

Employee 

Relations staff. 

 

 

 

Risk Management  

Other Needs Administrative Unit 

Outcome 

Program 

Improvement 

Objective (s) 

Reason and/or 

Evidence of the 

Need 

 

Estimated Cost 

Please note:  The 

Risk Management 

Functional Area was 

assigned to the 

Human Resources 

and Employee 

Relations unit in 

January 2016. 
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Appendix A. 
 

The Legal and Professional Basis for Program Review   

 

TITLE 5, Section 51022(a)    
The governing board of each community college district shall, no later than July 1, 1984, develop, file with the 

Chancellor, and carry out its policies for the establishment, modification, or discontinuance of courses or 

programs.  Such policies shall incorporate statutory responsibilities regarding vocational or occupational 

training program review as specified in section 78016 of the Education Code.   

 

ACCJC STANDARDS Standard 1B. Improving Institutional Effectiveness   
The institution demonstrates a conscious effort to produce and support student learning, measures that learning, 

assesses how well learning is occurring, and makes changes to improve student learning.  The institution also 

organizes its key processes and allocates its resources to effectively support student learning.  

 

The institution demonstrates its effectiveness by providing:  1) evidence of the achievement of student learning 

outcomes, and 2) evidence of institution and program performance.  The institution uses ongoing and systematic 

evaluation and planning to refine its key processes and improve student learning.  1.  The institution maintains 

an ongoing, collegial, self-reflective dialogue about the continuous improvement of student learning and 

institutional processes.  2.  The institution sets goals to improve its effectiveness consistent with its stated 

purposes.  The institution articulates its goals and states the objectives derived from them in measurable terms 

so that the degree to which they are achieved can be determined and widely discussed.  The institutional 

members understand these goals and work collaboratively toward their achievement.  3.  The institution 

assesses progress toward achieving its stated goals and makes decisions regarding the improvement of 

institutional effectiveness in an ongoing and systematic cycle of evaluation, integrated planning, resource 

allocation, implementation, and reevaluation.  Evaluation is based on analyses of both quantitative and 

qualitative data.  4.  The institution provides evidence that the planning process is broad-based, offers 

opportunities for input by appropriate constituencies, allocates necessary resources, and leads to improvement 

of institutional effectiveness.  5.  The institution uses documented assessment results to communicate matters of 

quality assurance to appropriate constituencies.  6.  The institution assures the effectiveness of its ongoing 

planning and resource allocation processes by systematically reviewing and modifying, as appropriate, all parts 

of the cycle, including institutional and other research efforts.  7.  The institution assesses its evaluation 

mechanisms through a systematic review of their effectiveness in improving instructional programs, student 

support services, library and other learning support services.   

 

EDUCATION CODE, Section 78016 
(a) Every vocational or occupational training program offered by a community college district shall be reviewed 

every two years by the governing board of the district to ensure that each program, as demonstrated by the 

California Occupational Information System, including the State-Local Cooperative Labor Market Information 

Program established in Section 10533 of the Unemployment Insurance code, or if this program is not available 

in the labor market area, other available sources of labor market information, does all of the following:  (1) 

Meets a documented labor market demand.  (2) Does not represent unnecessary duplication of other manpower 

training programs in the area. (3) Is of demonstrated effectiveness as measured by the employment and 

completion success of its students.  (b) Any program that does not meet the requirements of subdivision (a) and 

the standards promulgated by the governing board shall be terminated within one year.  (c) The review process 

required by this section shall include the review and comments by the local Private Industry Council established 

pursuant to Division 8 (commencing with Section 15000) of the Unemployment Insurance Code, which review 

and comments shall occur prior to any decision by the appropriate governing body.  
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Appendix B. 
 

Program Review Validation Form and Signature Page 

 
Department or Administrative Unit: 

 

 

Part I.  Overall Assessment of the Program Review Report 
Review Criteria Comments:   

Explanation if the box is not checked 

 

 

1.  All sections of the program review narrative report 

are addressed. 

 

 

 

2.  Delineation of functions includes areas that provide 

service to the Colleges. 

 

 

 

3.  Administrative Unit Outcomes (AUOs) are clearly 

stated and reflect the work of the administrative unit. 

 

 

 

4.  Program Improvement Objectives (PIOs) support 

each Administrative Unit Outcome (AUO). 

 

 

 

5. The resource requests are connected to the 

Administrative Unit Outcomes (AUOs) and Program 

Improvement Objectives (PIOs) and are aligned to the 

PCCD Strategic Goals and Institutional Objectives. 
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Part II.  Choose one of the Ratings Below and Follow the Instructions. 

 
Rating Instructions for First Review 

 

 

1.  Accepted. 

 

 

 

2.  Conditionally Accepted. 

 

 

 

3.  Not Accepted. 

 

 

 

 

1.  Complete the signatures below and submit to the Vice Chancellor of Educational 

Services and the Vice Chancellor of Finance.   

 

 

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

return the report to the administrative unit manager with a timeline for resubmission to 

the validation chair. 

 

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

and/or revision and return the report to the administrative unit manager with 

instructions to revise.  Notify the Vice Chancellor of Educational Services, the Vice 

Chancellor of Finance of the Not Accepted status. 

 

 

 

 
Rating Instructions for Second Review (if necessary) 

 

 

1.  Accepted. 

 

 

 

2.  Conditionally Accepted. 

 

 

 

3.  Not Accepted. 

 

 

 

 

1.  Complete the signatures below and submit to the Vice Chancellor of Educational 

Services and the Vice Chancellor of Finance.   

 

 

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

return the report to the administrative unit manager with a timeline for final 

resubmission to the validation chair. 

 

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

and/or revision and return the report to the administrative unit manager with 

instructions to revise.  Notify the Vice Chancellor of Educational Services, the Vice 

Chancellor of Finance and the Chancellor of the Not Accepted status. 
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Part III.  Signatures 

 

Validation Committee Chair 

___________________________     _________________________________________     _________________ 

Print Name      Signature      Date 

 

 

Validation Committee Members 

___________________________     _________________________________________     _________________ 

Print Name      Signature      Date 

 

 

Validation Committee Members 

___________________________     _________________________________________     _________________ 

Print Name      Signature      Date 

 

 

Validation Committee Members 

___________________________     _________________________________________     _________________ 

Print Name      Signature      Date 

 

 

Validation Committee Members 

___________________________     _________________________________________     _________________ 

Print Name      Signature      Date 

 

 

 

 

__________________________________________________________________________________________ 

 

 

 

 

 

 

 

 

Received by Vice Chancellor of Educational Services 

___________________________     _________________________________________     _________________ 

Print Name      Signature      Date 

 

 

 
Received by Vice Chancellor of Finance 

___________________________     _________________________________________     _________________ 

Print Name      Signature      Date 
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