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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.   

 

 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 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. 

 

 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 

 Children Centers 

Department of General Services 

Educational Services 

Financial Aid 

 Finance 

 General Counsel and Risk Management 

 Human Resources 

 Institutional Research  

 International Education 

 IT  

 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 used to gather information that tracks progress toward 

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   

                                           cultural and diversity awareness trainings. 

 

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

Administrative Unit Outcome.  Performance Improvement Objectives are specific and advance 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 that 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 realistic?  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: Peralta Community College Children Centers located at Laney 

College and Merritt College. 

 

       

     Date: January 28, 2016 

 

      

     Members of the Administrative Unit Program Review Team: Adela Esquivel-Swinson, Erica Harrell 

and Cynthia Andrews 

    

____________________________________________________________________________ 

 

 

2.   Administrative Unit Mission Statement:  The goals of the program are to offer a high quality 

environment that permits the children to discover and learn, to become decision makers and problem solvers, 

and to feel good about themselves.  The children will develop themselves in the areas of cognitive (thinking), 

language arts (talking), literacy (reading), social/emotional (relationships) and physical development (moving 

and doing).   

 

Please provide a mission statement or a brief description of the unit’s purpose stated in broad terms.  It should 

reference how the work of the unit supports aspects on the District’s mission.  It should also include how the 

colleges benefit from the work of the unit. 

 

If you do not already have an administrative unit mission statement, the following is a way of organizing the 

components, although they do not have to be presented in this order. 

 

“The mission of (name of your administrative unit) is to (primary purpose) by providing (primary 

functions or activities) to the colleges.  These (services, functions, etc.) contribute to the District’s 

(mission, strategic goals, etc.) by (describe how).” 

 

______________________________________________________________________________ 

 

 

 

 

 

 

3.  Organizational Chart: 

 

Please insert an organizational chart showing where the administrative unit is located within the District’s 

organizational structure.  
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____________________________________________________________________________ 

Associate Vice Chancellor 
of Student Services & 

Registrar

Child Care Coordinator

Laney College Children 
Center

(4) Child Care Specialists 

Clerical Assistant II

(7) Child Care Asst. II 

Cook

Merritt College Children 
Center

Child Care Specialists (2)

Clerical Assistant II

(6)  Child Care Asst. II

Cook

Peralta Community College District Children Centers 
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4.  District Service Center Administrative Unit Delineation of Functions: 

 

Please describe the primary functions of your administrative unit as they relate to District-wide operations and 

the goals of the colleges.  Include the relationship and engagement with other District Service Centers and/or 

administrative units, the services that are provided to the colleges versus the District Office, and the effect these 

relationships have on the ability of the administrative unit to meet its previous goals and objectives. 

 

 

Functional Area or  

Name and Description 

of Primary Service 

Done in Collaboration 

With (leave blank if this 

function is not in 

collaboration with 

another District Service 

Center or Administrative 

Unit) 

Services Provided to the 

Colleges (describe all 

services provided to the 

colleges and indicate 

whether the service is 

centralized or 

decentralized. 

 

Comments 

1. Laney College 

Children’s Center 
 District Student 

Services 

 Information was 

added to the web 

page (previously it 

read under 

construction). 

 Health Coverage 

information was 

added in English and 

Spanish 

 Information on the 

Center fees, 

curriculum and the 

center’s hours. 

 The service is 

centralized. 

The page is 

maintained by the 

District Student 

Services staff in 

collaboration with the 

Children’s Center 

Coordinator. 

2. Laney College 

Children’s Center  
 Facilities Planning 

and Development 

Manager , the AVC 

of Student Services 

and the Children’s 

Center Coordinator 

 An assessment of the 

Laney College 

Children Center was 

conducted to 

determine the status of 

the facility. The 

assessment provided 

information on the 

deferred maintenance. 

 The service is 

centralized. 

The Laney College 

Children Center 

needed to be remodel 

and updated since the 

maintenance had been 

deferred for years.  

3. Laney College 

Children’s Center 

Upgrade 

 District 

Department of 

General Service, 

the AVC Student 

Services and the 

Children’s Center 

Building Interior 

 Painting 

 Replaced carpet  

 Replaced water 

heather and plumbing 

fixtures 

Building Interior 

 The interior paint 

was a pinkish 

mauve color which 

was outdated and 

the walls were 
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Coordinator  Replaced children 

toilets 

 Relocated the washer 

and dryer to meet 

safety code 

regulations 

 Replace the old vinyl 

divider door and 

replaced with a frosted 

glass door 

 Replaced warped 

counter tops 

 Replaced freezer 

 The service is 

centralized. 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

chipped in many 

areas posing a 

hazard for children. 

 The carpet was 

rolling in many 

areas resulting in a 

tripping hazard for 

children. Staff 

would move 

furniture around to 

prevent having to 

walk on those 

areas. In some areas 

the carpet was worn 

out and it had holes 

which were covered 

with area rugs. 

 The water heather 

did not work and 

the center did not 

have hot water.  

 The faucets in the 

classrooms were 

leaking and in need 

of replacement. 

 The counter tops in 

the classrooms 

were warped and in 

need of 

replacement. The 

countertops in the 

reception area were 

also changed to 

match the new 

design. 

 The children toilets 

had to be replaced 

as they were 

leaking. 

 The children’s 

bathroom walls 

were painted to 

match the newly 

painted classrooms. 

 The staff’s 

bathroom had to be 

made handicapped 

accessible to meet 

safety standards. 

 The divider door 
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Building Exterior 

 Exterior painting 

 Removed old play 

structure and relocated 

the swings  

 Expanded the sandbox 

play area 

 Removed the old soft 

padding turf which 

was unsafe for 

children 

 Shaved the roots of 

the Redwood tree 

 Leveled the sidewalk 

area by the tree 

 Replaced the roof 

 The service is 

centralized. 

  

that divided a 

classroom was 

vinyl and it was 

old, worn and very 

dirty. 

 

Building Exterior 

 Painting of the 

exterior of the 

building was 

necessary because 

the walls were 

faded and they 

were splinters 

from the sun 

drying the wood.  

 The soft padding 

turf was removed 

as it had water 

underneath making 

it unsafe for 

children to be on 

because it was no 

longer level and 

the sandbox play 

area was 

expanded. 

 The cement 

sidewalk had lifted 

from the roots of 

the tree. The roots 

were shaved off by 

30% and the 

concrete sidewalk 

was leveled. 

 Removed old play 

structure and 

relocated the 

swings to the soft 

padding area. 

 New play structure 

was installed in the 

lower play yard. 

 The roof was 

replaced because it 

leaked and it was 

no longer 

repairable. 

 

4. Laney College AVC of Student Services Added additional staff to We added one 
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Children’s Center 

 

& 

Children’s Center 

Coordinator 

meet staff to child ratio 

This service is 

decentralized. 

permanent Child Care 

Specialist and two 

hourly Child Care 

Assistant II 

5. 

Merritt College 

Children’s Center 

 Facilities Planning 

and Development 

Manager , the AVC 

of Student Services 

and the Laney 

College Children’s 

Center Coordinator 

 Conducted an 

assessment of the 

center to ensure that 

issues related to safety 

and compliance are 

addressed. 

 The service is 

centralized. 

The facility is 

relatively in good 

shape in comparison 

to the Laney College 

Children’s Center. The 

remodel will include 

painting the interior 

and exterior, replacing 

the vinyl classroom 

divider door, replacing 

some play structures 

and updating the play 

yard to meet safety 

requirements. 

6. Merritt College 

Children’s Center 

 

AVC of Student Services 

and the Children’s Center 

Coordinator 

Replaced the refrigerator 

unit in the kitchen. 

The service is centralized. 

The refrigerator 

stopped working and it 

could no longer be 

fixed so it had to be 

replaced. 

 

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

Service Center Administrative Review): 

 

Please describe five – 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. 

 

Major Accomplishment Start and 

End Date 

Functional 

Area  

Impact to the 

Colleges 

PCCD 

Strategic 

Goal 

PCCD  

Institutional 

Objective 

 

Added information to the 

Laney College Children’s 

Center webpage. 

June 2013 

periodic 

updates 

Laney College 

Children’s 

Center 

Information on the 

Children’s Center is 

available to parents 

online. 

A A.1. 

Remodel of the Laney 

College Children’s Center 

July 2014 

to April 

2015 

Laney College 

Children’s 

Center 

Children attending 

the center enjoy the 

use of a modern 

facility. 

D D.4. 

Replaced staff the Child 

Care Assistant II position  

previously reduced due to 

budget cuts 

January 

2015 

Merritt 

College 

Children’s 

Center 

Hired staff to meet 

the student to staff 

ratio and to 

reinstate prior 

staffing levels. 

A A.1. 
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6. Assessment: 

 

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

results.   
             

The results of the 2013 -2014 annual report were shared with the Children Center staff in August 2014. 

The purpose of sharing these results was to emphasize the importance of their hard work using the 

Desired Results assessment tool to help facilitate accumulative findings into an appropriate corrective 

action plans. At the beginning of the school year a master calendar was given to each staff which 

included due dates of the Desired Results components. At the two sites the calendar is followed and the 

district coordinator is responsible for compiling the information and collaboratively developing 

corrective actions plans. 
 
The Environmental Rating Scale was completed by each classroom's teaching staff in September 2014 

with corrective action plans being developed. Parents participated in the Parent Survey process in April 

2015. The data was summarized and corrective actions plans were developed. Desired Results profiles 

were completed in October 2014 for most children enrolled and after 60 days for late enrolled 

children. The data was compiled by children center staff in both November 2014 and May 2015; 

corrective actions plans were completed to assess the needs of the children, classroom teachers and 

program. 
 
The agency's Program Self-Evaluation and summary of findings was completed by the district 

·coordinator in May 2015. 

 

Please describe the assessment methods that were used.   

The methods used were the Early Childhood Environment Rating Scale (ECERS), the parent survey and the 

Quality Rating & Improvement System (QRIS). 

 

How this led to program improvement and the development of new administrative unit outcomes (AUOs) 

and program improvement objectives – See Children Center Self Annual Evaluation submitted to the 

California Department of Education – Early Education Support Division 

 Please fill in the table below. 

    

Administrative 

Unit Outcomes 

Program 

Improvement 

Objectives 

Functional 

Area  

Assessment 

Methods 

Assessment 

Results 

How did you Use 

the Results to 

Make 

Improvements? 

 

2014-15: 

 

 

 

 

 

 

Continue to 
participate in 
Alameda County 
Quality Counts 
QRIS (Quality 
Rating & 
Improvement 

System) program 
and increase 
overall rating 
from 3 to 4. 

Laney  
Children’s 
Center 

 CLASS 
(Classroom 
Assessment 
Scoring 
System) 

 ECERS (Early 

Childhood 
Environment 
Rating Scale) 

 QRIS Matrix 

 Laney-
emotional 
support 6.26, 
classroom 
organization 
6.00, 

instructional 
support 2.17.  

 Laney-4.26. 

 Laney-3. 

 Due to the 
centers overall 
score of 3 CDE 
awarded a 
onetime quality 
improvement 

grant of $1750 
per classroom. 

 Goal is to 
increase overall 
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rating to a 4 so 

the program can 
receive quality 
dollars every 
fiscal year. 

 Both centers 
will be rated 
again in 2 
years. 

2013-14: 

 

 

 

 

 

 

Continue to 
participate in 
Alameda County 
Quality Counts 

QRIS (Quality 
Rating & 
Improvement 
System) program 
and increase 
overall rating 
from 3 to 4. 

 Merritt 
Children’s 
Center 

 CLASS 
(Classroom 
Assessment 

Scoring 
System) 

 ECERS 
(Early 
Childhood 
Environmen

t Rating 
Scale) 

 QRIS 
Matrix 

 Merritt- 
emotional 
support 5.19, 

classroom 
organization 
4.83, 
instructional 
support 1.75 

  Merritt- 

4.86. 

  Merritt-3. 

 Due to the 
centers overall 
score of 3 CDE 

awarded a 
onetime quality 
improvement 
grant of $1750 
per classroom. 

 Goal is to 

increase overall 
rating to a 4 so 
the program can 
receive quality 
dollars every 
fiscal year. 

 Both centers 

will be rated 
again in 2 
years. 

 

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

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

objectives?  For detail see the Child Care Centers Annual Evaluation 

 

 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?  See Children Center Self Annual 

Evaluation submitted to the California Department of Education 

 

 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.   

 

Question 1 - How satisfied are you with the overall quality of this program? 

  

%
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40% 57% 3% 
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Question 2 - Do you feel that: 

  

  

%
 Y

e
s

 

%
 N

o
 

Section A – Your child is safe in this program? 100% 0% 

Section B – Your child is happy in this program?                             100% 0% 

Question 3 - Have you received information from the program about the 
following: 

Section A – How children develop at different ages? 79% 21% 

Section B – How your child is growing and developing? 79% 21% 

Section C – How your child is doing in the program? 93% 7% 

Section D – Schedule of daily activities? 76% 24% 

Section E – What you can do to help your child learn and 

develop?             
79% 21% 

Section F - Parenting skills? 55% 45% 

Section G – How to find other services in the community?                                                    66% 34% 

Section H – Where to report health or safety concerns and 
complaints?                               

72% 28% 

Section I - Experience and training of program staff?            55% 45% 

Section J  - Discipline problems?                                   72% 28% 

Section K – How you can get involved with your child's program?    83% 17% 

Question 4 - Would you like more information about any topics related to 
your child's care and development? 

P1. I want to talk something about the teachers. The teachers of Laney children center 
very unkind. Never see their happy faces. Every morning I enter their classrooms nobody 
say good morning. Children scared stay their. Sometimes not nice with children. I saw 
many times some teacher yelling and screaming with children. (I dont want to say her 
name) not very kind. 
 (P2) strengths and weakness.  
 (P3) No.  
(P4)Developments of child. 
(P5)NO.  
(P6)NO  
(P7) NO  
(P8) NO  
(P9) GOOD PRE-K OR KINDERGARTEN OPTIONS IN AREA. 
(P10)NO  
(P11)NO  
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(P12) NO.  
(P13)NO  
(P14)NO  
(P15)NO  
(P16)YES, EVERYTHING  
(P17)YOU GUYS ARE DOING A GREATJOB  
(P18) No  
(P19)How i can get involved with my child program. 
(P20)NO  
(P21)NO  
(P22)NO  
(P23)NO 
(P24)How did he learn about everything.  
(P25)NO  
(P26)N/A  
(P27)YES  
(P28)Progress report 
(P29) I wanty to know abot my child growth and develop in the program.  

Question 5 - Has your child's enrollment in this program made it easier for 
you to: 

  

%
 Y

e
s

 

%
 N

o
 

%
 N

/A
 

Section A – Accept a job?                                                                                                             50% 3% 47% 

Section B – Keep a job?                                                                                                             62% 7% 31% 

Section C – Accept a better job?                                                                                                            45% 3% 52% 

Section D – Attend educational or training programs?                                                                                                            76% 3% 21% 

Question 6 - How satisfied are you with these characteristics of your 

child's program? 

  

%
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e
ry

 S
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ti
s

fi
e

d
 

%
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a
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s
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e
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%
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Section A – Hours of operation                                                                                                             59% 38% 3% 

Section B – Location of program                         66% 34% 0% 

Section C – Number of adults working with children                                                                            
45% 52% 3% 

Section D – Background and experience of staff 34% 59% 7% 

Section E – Languages spoken by staff           
41% 48% 10% 

Section F – How program staff communicate with you 
45% 52% 3% 

Section G – Meeting the individual needs of your child 
48% 52% 0% 
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Section H – Interaction between staff and children          
45% 52% 3% 

Section I – Interaction with other parents 
24% 66% 10% 

Section J – Parent involvement                                                                                               34% 52% 14% 

Section K – Equipment and materials 
34% 62% 3% 

Section L – Cultural activities                                                                  
38% 59% 3% 

Section M – Daily activities                                                              
41% 55% 3% 

Section N – Environment                                                  
45% 52% 3% 

Section O – Nutrition                               
45% 55% 0% 

Section P – Health and safety policies and procedures            
45% 48% 7% 

Section Q – How the program promotes your child's 
learning and development 46% 43% 11% 

Question 7 - Is there anything else you would like to say about how this 

program meets your family's needs? 

P1. N/A  
(P2) I enjoyed the fact that my son has made some friends it has made him 
more of a people person.  

(P3) No I am very satisfied.  
(P4) Thank You for helping my daughter grow strong and smart. This child 
care program is very helpful and we love it.  

(P5) NO  
(P6)This program has always worked over and beyond with me. 
(P7)No  

(P8) Need more teachers.  
(P9) NO  
(P10) no  

(P11)NO  
(P12) NO  
(P13) NO  

(P14)NO  
(P15)NO  
(P16)NO  

(P17)It has met every need for me and my family.  
(P18) N/A  
(P19)VERY GOOD  

(P20)N/A  
(P21)N/A  
(P22)NO  

(P23) It works around work and school hours to help people out. 
(P24) The activity outside is very good.  
(P25) N/A  
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(P26)I wish the program could run all year round  
(P27)N/A  
(P28)N/A  

(P29) N/A 

Question 8 - Do you have any suggestions about how this program could 
be improved? 

P1. Let teachers be nice with children  

(P2) N/A  
(P3). No you are doing a great job. 
(P4) More interaction from parents. Get more involved. 

(p5) No  
(P6)no  
(p7)no  

(P8) Teachers communicate better things run smoother  
(P9) NO  
(p10) More stuff then talk English  

(P11) NO  
(P12) NO  
(P13)NO  

(P14)NO  
(P15) NO  
(P16) NO  

(P17)More parent participation. it takes a village to raise a child.  
(P18) N/A  
(P19)NO  

(P20)NO  
(P21) N/A  
(P22)NO  

(P23) Maybe a little more learning of alphabets and numbers.  
(P24) Please teach them about numbers, alphabets, colors.  
(P25) N/A  

(P26) Help parents find childcare options for summer.  
(P27)N/A 
(P28)N/A  

(P29)This program could be improved by interacting with parents and get 
them involved with the program.  

 

 

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.   
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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. Laney College 

Child Care 

Center  

The Laney College Child Care 

Center was remodeled 

1. The children now enjoy a safe 

environment which includes clean walls, 

carpets and a safer outdoor environment. 

 

2. The staff is now able to use hot water to 

do the laundry and to wash the kid’s 

hands. 

 

2. The Child Care 

Centers webpage 

 

Laney College and Merritt College 

web page  

1. Students are able to get information 

online. 

 

2. 

 

 

8.  Human Resource Needs: 

 

 

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

 

Position 

 

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

Administration 

 

 1 
1 

1 

Classified FT 

 

 10 
10 10 

Classified PT 

 

  
3 

 

3 

Hourly 

 

    

Student Workers 

 

    

Faculty Reassigned     

     

Total FTE 

 

    

 

 

 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.   
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Position 

(indicate job 

classification) 

New or 

Replacement? 

Administrative 

Unit Outcome 

Program 

Improvement 

Objective (s) 

Reason and/or 

Evidence of 

the Need 

 

 

1.Child Care 

Specialist  

Replacement To have every 

classroom with a 

Permanent Lead 

Teacher. 

To meet the 

child/teacher ratio 

and provide 

leadership in the 

classroom setting 

for best practice. 

The position 

was never filled 

when a Child 

Care Specialist 

left in 11/2011. 

 

 

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 

 

 

1. Laney 

Center 

needs 4 

computer 

Replacement Computer should 

be made available 

for staff. 

Staff will have 

computer that 

allow them to do 

their job more 

efficiently. 

The computers 

are old and 

need to be 

replaced. 

 

2. Three new 

computers 

for the 

Laney and 

Child Care 

Classrooms 

New  Computer should 

be made available 

for staff. 

Staff will have 

computer that 

allow them to do 

their job more 

efficiently. 

The staff 

should have a 

working 

computer in the 

classroom. 

 

 

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.   

 

Facility Request Administrative Unit 

Outcome 

Program 

Improvement 

Objective (s) 

Reason and/or 

Evidence of the 

Need 
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1. Laney College 

and Merritt 

College 

Two industrial 

kitchen dishwashers 

The dishes need to 

be washed properly 

and efficiently. 

To maintain 

health and 

sanitation 

regulations. 

 

2. Laney College 

Need a child’s play- 

ground structure. 

This is needed for 

the children to play. 

During the 

remodel the old 

structure was 

removed and the 

project cost was 

underestimated so 

the play structure 

was not replaced. 

 

3. Laney College 

and Merritt 

College 

Both sites need a 

security front door. 

Staff needs to feel 

safe. 

This is a health/ 

safety-issue. A 

new door will 

provide staff 

more control over 

people entering 

and exiting the 

centers. 

 

 

4. Merritt 

College 

The kitchen needs a 

new freezer. 

The freezer has been 

continuously 

repaired. 

Freezer is old and 

it continues to 

break down.  The 

handyman has 

mentioned that 

soon it will not be 

able to be 

repaired. Plans to 

replace it should 

be in place. 

 

 

 

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.   

 

Professional or 

Organizational 

Development  

Request 

Administrative Unit 

Outcome 

Program 

Improvement 

Objective (s) 

Reason and/or 

Evidence of 

the Need 

 

Estimated 

Cost 

1. Laney and 

Merritt College 

Child Care staff 

training 

Classroom Staff 

attend CA 

Association for the 

Education of Young 

This allows staff to 

keep up to date on 

their area of 

expertise. 

Staff needs to 

maintain 

current to better 

serve children. 

$6000 
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Children (CAEYC) 

conference. 

 

3. Child Care 

Coordinator 

CA Child 

Development 

Administrator 

Association(CCDAA) 

conferences and 

trainings. 

The coordinator 

should be provided 

with professional 

development 

opportunities. 

To better serve 

students, staff, 

parents and 

children, 

$3000 

 

 

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.   

 

Other Needs Administrative 

Unit Outcome 

Program 

Improvement 

Objective (s) 

Reason and/or 

Evidence of 

the Need 

 

Estimated 

Cost 

Replace the ugly 

cyclone fence 

around the Laney 

Child Care Center 

Increase the appeal 

of the center to 

ensure that parents 

want to leave their 

children there. It 

would increase 

enrollment. 

To provide more 

attractive look for 

the center. 

Currently the 

fence looks old 

and worn out. It 

is certainly not 

very attractive 

for small 

children. 

25,000 

 

 

Appendices 

 
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 July1, 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.  
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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, and 

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.  

 

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 
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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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

 

 

 

Rating Instructions for First Review 
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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. 

 

 

 

 

 

 

 

 

 

 

Part III.  Signatures 

 

Validation Committee Chair 

___________________________     _________________________________________     _________________ 

Print Name      Signature      Date 
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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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Educational Services
Interactive Function Charts

• Two levels of charts: 

– Educational Services Sub-Units

– Functions of Sub-Unit

• Click on orange-highlighted boxes to go from 
one level to another.  Clicking on a top box 
takes you back to the previous level.



Educational Services
Interactive Function Charts

Function charts are different from org charts:

Org charts show the organization of positions 
within a unit, whereas function charts show the 
functions performed by a unit.



Admissions & 

Records, 

Student 

Services,

Childcare

Career Pathways 
Trust Grant

Faculty Diversity 
Internship 
Program

Staff 
Development

Curriculum BI Tool

Educational 
Services

Economic and 
Workforce 

Development

Institutional 
Research

International 
Education

Distance 
Education, 
Websites

Student Success 
and Equity

Financial Aid

Faculty 
Evaluations

Enrollment 
Management



Educational 
Services

Admissions & 
Records, Student 

Services

Admissions

Attendance accounting

Academic Advising

Enrollment, completion

Dual enrollment

SSSP

Degrees and transcripts

College counseling departments 

Degree evaluators

Childcare

District Functions



Educational 
Services

Institutional 
Research

Validation of assessment instruments.

Consequential validity survey

Program Review and Annual Program Update data support

Student Equity Plan data support

Accreditation data

Strategic Plan data

PFT Part-time evaluations spreadsheet

Grant reporting

Career Pathways Trust Data

Multiple Measures Implementation

Data Warehouse and BI Systems Administration

MIS Submission: Prepare, submit District MIS data to state Chancellor’s Office

320 Report: Submission of attendance contact hours to state

Ad-hoc requests

Review of external requests to conduct research

Contact lists for outreach to targeted subgroups of students

District Functions



Educational 
Services

Student Success 
and Equity

Implement and oversee offices of success and equity (C-YES)

Coordinate Dual Enrollment Efforts

Coordinate outreach to high schools and special populations

Coordinate equity initiatives at the colleges

Develop equity workshops and presentations

District Functions



Educational 
Services

International 
Education

Recruitment and Admission

Orientation, assessment, counseling and advising

Student immigration issues and outreach 

Study abroad

Website maintenance

Participate in college enrollment management efforts

District Functions



Educational 
Services

Distance 
Education,  
Websites

Maintain and support online and hybrid classes using Moodle

Maintain and support District websites

Post accreditation and planning documents on district websites

Advise colleges on website issues

Support use of Moodle for student evaluations of faculty

District Functions



Educational 
Services

Enrollment 
Management

Prepare spreadsheets showing FTES, FTEF, and productivity by college and 

District to help develop strategies to meet enrollment targets.

Automated daily enrollment reports generated by BI Tool and sent by email to 

college constituents.  

District Functions



Educational 
Services

Faculty 
Evaluations

Receive student evaluation of faculty forms from college evaluation committees 

Process student evaluations of faculty, using both online and traditional 

(Scantron) evaluation forms.

Check in and scan forms, process through Scantron or Moodle and submit by 

email to each college division.

Keep file of all student evaluations.

District Functions



Educational 
Services

Economic and 
Workforce 

Development

Building Career Pathways and Coordinating with Colleges

Engaging Internal Partners, including CTE, DEC, DAS, VPs/Deans

Engaging External Partners, including K-12, Business, CBOs, Regional Efforts, 

WIBs

Managing and Coordinating Grants

Coordinating Adult Education

District Functions



Financial Aid

Educational Services

Respond to Audit  Findings

Provide guidance on FA Compliance regulations

Guidance and training to colleges on regulatory changes

PeopleSoft Student Admin FA Management and Maintenance

Troubleshoot college reports of system errors

Provide system enhancements and provide FA student service

Report required data elements to Feds and State

Colleges submit compliance data generated by District

Generate internal FA data reports and analyze data

Review student FA data and provide data analysis to colleges

Identify gaps in FA office, equity gaps in FA recipients, SSSP gaps

Guidance for updated compliance updates from State and Feds

Provide support to resolve audit findings

District Functions



Outreach: Communicate requirements to become a faculty member.

Communicate high expectations for professionalism, content knowledge, and 

pedagogy

Selection: Review prospective faculty minimum qualifications and recommended 

qualifications

Training available to all faculty and prospective faculty who have applied to 

program. 

Matching: Support of logistics for hiring interns. 

District Functions

Educational Services

Faculty Diversity 
Internship Program



Coordination of faculty and staff Professional development activities.

Annual planning and Coordination of 6 Flex Days

Oversight of campus staff development , committees, communiques, budgets, 

funding and promotion of group and individual professional development 

activities. 

District Functions

Educational Services

Staff Development



Provide access to institutional data, updated daily through a data warehouse connected 

to PeopleSoft, to the colleges in the form of dashboards and customized reports

Maintain around-the-clock availability of BI dashboards, ad-hoc query tool, and 

supporting data warehouse 

Manage access list of users and permissions for all colleges.   Provide support to teams 

in all technical matters involving BI tools.

Create documentation explaining BI answers and dashboards.

Conduct trainings on how do access and navigate BI tools, including dashboards and 

Answers.

District Functions

Educational Services

BI Tool



Fiscal Lead for $15 million Career Pathways Trust Grant

Coordinates college funding for  workforce coordinators and other grant-related 

activities

Coordinates pathways between high schools and colleges

Coordinates Work-based learning committees with Peralta and regional counterparts

Provides CCPT finance and budget oversight for colleges

Organizes public presentations featuring Peralta colleges as leading the way in pathway 

reform; promotes Peralta colleges in statewide venues

Manages and supports website to promote CPT and enable improved placement 

Coordinates meetings between high school and Peralta faculty to develop opportunities 

for early college credit and create awareness of Peralta CTE offerings

Coordinates and oversees data sharing with high schools for improved placement 

Coordinates integrated counseling between high schools and colleges

District Functions

Educational Services

Career Pathways Trust



Reviews and processes all new course/program approval and course change 

requests for submission to CIPD, Board of Trustees, in accordance with district 

and state regulations.

Maintains the district’s Uniform Course Numbering (UCN) system, assigning 

appropriate course numbers as necessary.

Maintains Master Course File with the chancellor’s office through the Curriculum 

Inventory system. This information is used to validate MIS submissions of 

courses, sections and students.

Provide functional expertise to college schedulers in preparing class schedules.

Work closely with colleges and IR Analyst to review, troubleshoot and correct 

MIS data submissions

Analyze current systems, define and propose new or enhanced system 

functionality; test and maintain updates and fixes to facilitate college work

District Functions

Educational Services

Curriculum



Educational Services
Clickable Org Chart

Click shaded boxes to see subgroup charts 
or to return to main chart



Executive Assistant
Application Software 

Analyst

Faculty Diversity 
Internship 

Coordinator

Web Technology 
Analyst

Staff Development 
Officer

Faculty Accreditation 
Support

Executive Assistant-
Tenure Review

Hourly
Staff Assistant

Curriculum &
Systems Technology 

Analyst

Faculty Website 
Coordinator

Facilitator–Strategic 
Planning Consultant

Vice Chancellor 
of Educational 

Services

Director-Institutional 
Research

Director-Economic & 
Workforce 

Development

Associate Vice 
Chancellor, Student 

Services, & Registrar

Director-International 
Education

Director-Career 
Pathways

Dean of Equity and 
Student Success

Director – Student 
Health Services



Director-Institutional 
Research

Research Technology 
Analyst

Research Data Specialist Research Data Specialist



Director-Workforce & 
Economic Development

Staff Assistant Budget Analyst



Associate Vice 
Chancellor, Student 

Services & 
Registrar

Director-Financial Aid

Financial Aid Systems 
Technology Analyst

Systems Technology 
Analyst

Student Support Services 
Specialist

A&R Systems Analyst

Admissions Officer

Transcript Evaluator

Senior Admissions & 
Records Clerk

Admissions & Records 
Clerk

Childcare Program 
Coordinator

Laney Childcare Center

Merritt Childcare Center

Financial Aid Systems 
Technology Analyst

Administrative Assistant



Director of 

International Education

International Student 

Support Specialist 

(ISSS)

Admissions

ISSS

SEVIS Compliance

AC Transit

ISSS

Admissions

Senior Secretary

Academic/Personal 

Counselor

Academic/Personal 

Counselor

Hourly

International 

Services Manager

International 

Program Manager

BCC 

Hourly Employees 

Interns
Peer Advisors



Dean of Equity and 
Student Success

Coordinator
Staff 

Assistant
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