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Welcome to Program Review

Berkeley City College - 2019
Student Activities and Campus Life - Administrative Unit

Annual Program Update

Program Overview

Please verify the mission statement for your program. If your program has not created a mission
statement, provide details on how your program supports and contributes to the College mission.

The mission of the Office of Student Activities & Campus Life is to provide and support quality student life services
with an appreciation for diversity by empowering students to achieve their academic, career, and personal goals.
Through the promotion of opportunities and experiences beyond the classroom that encourage learning and
student success on campus, The Office of Student Activities & Campus Life provides a link between students’
classroom experiences to activities outside of the classroom.

e To provide learning experiences that stimulates and encourages educational, social, cultural, intellectual, and
recreational interactions.
e To encourage services, programs and events to educate, advocate, entertain, and challenge our students.

Program Total Faculty and/or Staff

Full Time Part Time

1 full-time administrator Staff Assistant - UCRC

The Program Goals below are from your most recent Program Review or APU. If none are listed, please
add your most recent program goals. Then, indicate the status of this goal, and which College and District
goal your program goal aligns to. If your goal has been completed, please answer the follow up question
regarding how you measured the achievement of this goal.

Increase leadership opportunities for student leaders.

Status If Completed, What evidence supports completion of
this goal? How did you measure the achievement of this
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In-Progress
goal?
College Goal

Strengthen Resilience: Strengthen BCC students’
abilities to become self-directed, focused and engaged
D‘@tﬂ]@t%ylt of transformative, life-long learning

experiences that result in personal and academic
ﬁgﬁ@@ge Student Access, Equity, and Success

Develop policies and procedures on how to use student funds appropriately.

Status If Completed, What evidence supports completion of
Completed this goal? How did you measure the achievement of this

goal?

College Goal

Strengthen Resilience: Strengthen BCC students’
abilities to become self-directed, focused and engaged
Di@tm%%fit of transformative, life-long learning

experiences that result in personal and academic
Revlep and Manage Resources to Advance Our

Mission
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In order to make the funding process easier and simpler for students, the Office of Student Activities & Campus Life
developed policies and procedures to use student funds (Fund 71) appropriately. In the past, it was difficult for
student organizations to figure out how to spend funds because there was a lot of miscommunication and no
centralized place to receive the correct information.

In the past, students have received conflicting information from the Interclub Council (council where all student clubs
meet) regarding how to spend funds. They were unsure of the procedure. We have now developed policies and
procedures to help student clubs navigate on what they can spend their funds on and what they cannot spend their
funds on.

In order to centralize the process, all questions regarding policies and procedures will now go to the Office of Student
Activities & Campus Life. We have done the following to inform students on how use student funds appropriately in
accordance to policies and procedures:

- Provide orientations during Interclub Council meetings.
- Post up policies and procedures on website.

- Attach policies and procedures to club chartering packet.

Below are our procedures on how to request student funds:

1) Reimbursements — You pay for the supplies upfront and then get reimbursed for it.

a Become a vendor in the Peralta system. Submit vendor form to the Office of Student Activities &
Campus Life.

b. Go to the store/restaurant to get a price estimate for the items you wish to purchase.

c Fill out an Budget Proposal & Authorization for Expenditure form ASBCC approval.

d. Submit the Budget Proposal & Authorization for Expenditure to ASBCC Secretary at

secretary.asbcc@gmail.com by 11:59 on the Saturday before the Thursday’s ASBCC meeting you would like your
agenda item to appear on.

Attend the ASBCC meeting on Thursday between 12:20 — 1:20pm to answer any questions from the
ASBCC about your request.
f. Once ASBCC approves the funds, you are now authorized to purchase your items. PLEASE KEEP YOUR
RECEIPT. IF YOU DO NOT HAVE YOUR RECEIPT OR IF YOU LOST IT, WE CANNOT REIMBURSE YOU. ONLY ORIGINAL
COPIES ARE ACCEPTED. NO EXCEPTIONS.

g Take a picture and copy of your receipt and then provide the receipt to the John Nguyen, Director of
Student Activities & Campus Life.
h. Request with receipts will be submitted and processed. It will take 3 weeks to receive your

reimbursements.

2) Vendors — You get a quote from a vendor

a Check with John Nguyen, Director of Student Activities & Campus Life to see if the store/restaurant is
in our system

i If not, have the store/restaurant fill out the only page 2 and 11 of the Vendor Form and return it to
John Nguyen.

b. Fill out an Budget Proposal & Authorization for Expenditure form ASBCC approval

c You must submit the Budget Proposal & Authorization for Expenditure to ASBCC Secretary at
secretary.asbcc@gmail.com by 11:59 on the Saturday before the Thursday’s ASBCC meeting you would like your
agenda item to appear on.

d. Attend the ASBCC meeting on Thursday between 12:20 — 1:20pm to answer any questions from the
ASBCC about your budget.

e. Call the vendor and let them know that they will get paid.

f. Provide the quote to John Nguyen, Director of Student Activities & Campus Life

Items that are allowed:

- Promote students’ welfare, morale & educational experiences
- Benefit a group of students — not just one student

- Supplies, books, and field trips

- Student social and cultural events

Items that are not allowed
- Gifts of any kind, including gift cards
- Faculty meetings
Donations to organizations, families, and/or students
- Cash awards to anyone
- Alcohol or anything illegal

Through orientations, students are now trained and informed on how to use student funds appropriately. We were
able to measure the achievement of this goal by surveying students on their understanding of the procedure and
through observing students when they make funding requests
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In order to make the funding process easier and simpler for students, the Office of
Student Activities & Campus Life developed policies and procedures to use student
funds (Fund 71) appropriately. In the past, it was difficult for student organizations to
figure out how to spend funds because there was a lot of miscommunication and no
centralized place to receive the correct information.

In the past, students have received conflicting information from the Interclub Council
(council where all student clubs meet) regarding how to spend funds. They were unsure
of the procedure. We have now developed policies and procedures to help student clubs
navigate on what they can spend their funds on and what they cannot spend their funds
on.

In order to centralize the process, all questions regarding policies and procedures will
now go to the Office of Student Activities & Campus Life. We have done the following to
inform students on how use student funds appropriately in accordance to policies and
procedures:

- Provide orientations during Interclub Council meetings.
- Post up policies and procedures on website.

- Attach policies and procedures to club chartering packet.

Below are our procedures on how to request student funds:

1) Reimbursements — You pay for the supplies upfront and then get reimbursed
forit.

a. Become a vendor in the Peralta system. Submit vendor form to the Office of
Student Activities & Campus Life.

b. Go to the store/restaurant to get a price estimate for the items you wish to
purchase.

c. Fill out an Budget Proposal & Authorization for Expenditure form ASBCC
approval.

d. Submit the Budget Proposal & Authorization for Expenditure to ASBCC

Secretary at secretary.asbcc@gmail.com by 11:59 on the Saturday before the Thursday’s
ASBCC meeting you would like your agenda item to appear on.

e. Attend the ASBCC meeting on Thursday between 12:20 — 1:20pm to answer
any questions from the ASBCC about your request.
f. Once ASBCC approves the funds, you are now authorized to purchase your

items. PLEASE KEEP YOUR RECEIPT. IF YOU DO NOT HAVE YOUR RECEIPT OR IF YOU LOST
IT, WE CANNOT REIMBURSE YOU. ONLY ORIGINAL COPIES ARE ACCEPTED. NO

EXCEPTIONS.

g. Take a picture and copy of your receipt and then provide the receipt to the
John Nguyen, Director of Student Activities & Campus Life.

h. Request with receipts will be submitted and processed. It will take 3 weeks

to receive your reimbursements.

2) Vendors — You get a quote from a vendor

a. Check with John Nguyen, Director of Student Activities & Campus Life to see
if the store/restaurant is in our system.

i If not, have the store/restaurant fill out the only page 2 and 11 of the
Vendor Form and return it to John Nguyen.

b. Fill out an Budget Proposal & Authorization for Expenditure form ASBCC
approval.
c. You must submit the Budget Proposal & Authorization for Expenditure to

ASBCC Secretary at secretary.asbcc@gmail.com by 11:59 on the Saturday before the
Thursday’s ASBCC meeting you would like your agenda item to appear on.

d. Attend the ASBCC meeting on Thursday between 12:20 — 1:20pm to answer
any questions from the ASBCC about your budget.

e. Call the vendor and let them know that they will get paid.

f. Provide the quote to John Nguyen, Director of Student Activities & Campus
Life

Items that are allowed:

- Promote students’ welfare, morale & educational experiences
- Benefit a group of students — not just one student

- Supplies, books, and field trips

- Student social and cultural events

[tems that are not allowed:

- Gifts of any kind, including gift cards

- Faculty meetings

- Donations to organizations, families, and/or students
- Cash awards to anyone

- Alcohol or anything illegal

Through orientations, students are now trained and informed on how to use student
funds appropriately. We were able to measure the achievement of this goal by surveying
students on their understanding of the procedure and through observing students when
they make funding requests.
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In order to make the funding process easier and simpler for students, the Office of
Student Activities & Campus Life developed policies and procedures to use student
funds (Fund 71) appropriately. In the past, it was difficult for student organizations to
figure out how to spend funds because there was a lot of miscommunication and no
centralized place to receive the correct information.

In the past, students have received conflicting information from the Interclub Council
(council where all student clubs meet) regarding how to spend funds. They were unsure
of the procedure. We have now developed policies and procedures to help student clubs
navigate on what they can spend their funds on and what they cannot spend their funds
on.

In order to centralize the process, all questions regarding policies and procedures will
now go to the Office of Student Activities & Campus Life. We have done the following to
inform students on how use student funds appropriately in accordance to policies and
procedures:

- Provide orientations during Interclub Council meetings.
- Post up policies and procedures on website.

- Attach policies and procedures to club chartering packet.

Below are our procedures on how to request student funds:

1) Reimbursements — You pay for the supplies upfront and then get reimbursed
forit.

a. Become a vendor in the Peralta system. Submit vendor form to the Office of
Student Activities & Campus Life.

b. Go to the store/restaurant to get a price estimate for the items you wish to
purchase.

c. Fill out an Budget Proposal & Authorization for Expenditure form ASBCC
approval.

d. Submit the Budget Proposal & Authorization for Expenditure to ASBCC

Secretary at secretary.asbcc@gmail.com by 11:59 on the Saturday before the Thursday’s
ASBCC meeting you would like your agenda item to appear on.

e. Attend the ASBCC meeting on Thursday between 12:20 — 1:20pm to answer
any questions from the ASBCC about your request.
f. Once ASBCC approves the funds, you are now authorized to purchase your

items. PLEASE KEEP YOUR RECEIPT. IF YOU DO NOT HAVE YOUR RECEIPT OR IF YOU LOST
IT, WE CANNOT REIMBURSE YOU. ONLY ORIGINAL COPIES ARE ACCEPTED. NO

EXCEPTIONS.

g. Take a picture and copy of your receipt and then provide the receipt to the
John Nguyen, Director of Student Activities & Campus Life.

h. Request with receipts will be submitted and processed. It will take 3 weeks

to receive your reimbursements.

2) Vendors — You get a quote from a vendor

a. Check with John Nguyen, Director of Student Activities & Campus Life to see
if the store/restaurant is in our system.

i If not, have the store/restaurant fill out the only page 2 and 11 of the
Vendor Form and return it to John Nguyen.

b. Fill out an Budget Proposal & Authorization for Expenditure form ASBCC
approval.
c. You must submit the Budget Proposal & Authorization for Expenditure to

ASBCC Secretary at secretary.asbcc@gmail.com by 11:59 on the Saturday before the
Thursday’s ASBCC meeting you would like your agenda item to appear on.

d. Attend the ASBCC meeting on Thursday between 12:20 — 1:20pm to answer
any questions from the ASBCC about your budget.

e. Call the vendor and let them know that they will get paid.

f. Provide the quote to John Nguyen, Director of Student Activities & Campus
Life

Items that are allowed:

- Promote students’ welfare, morale & educational experiences
- Benefit a group of students — not just one student

- Supplies, books, and field trips

- Student social and cultural events

[tems that are not allowed:

- Gifts of any kind, including gift cards

- Faculty meetings

- Donations to organizations, families, and/or students
- Cash awards to anyone

- Alcohol or anything illegal

Through orientations, students are now trained and informed on how to use student
funds appropriately. We were able to measure the achievement of this goal by surveying
students on their understanding of the procedure and through observing students when
they make funding requests.
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In order to make the funding process easier and simpler for students, the Office of Student Activities & Campus Life developed policies and procedures to
use student funds (Fund 71) appropriately. In the past, it was difficult for student organizations to figure out how to spend funds because there was a lot of
miscommunication and no centralized place to receive the correct information.

In the past, students have received conflicting information from the Interclub Council (council where all student clubs meet) regarding how to spend funds
They were unsure of the procedure. We have now developed policies and procedures to help student clubs navigate on what they can spend their funds on
and what they cannot spend their funds on.

In order to centralize the process, all questions regarding policies and procedures will now go to the Office of Student Activities & Campus Life. We have
done the following to inform students on how use student funds appropriately in accordance to policies and procedures

Provide orientations during Interclub Council meetings
Post up policies and procedures on website.
Attach policies and procedures to club chartering packet.

Below are our procedures on how to request student funds:

1 Reimbursements — You pay for the supplies upfront and then get reimbursed for i.

a Become a vendor in the Peralta system. Submit vendor form to the Office of Student Activities & Campus Life.
b. Go to the store/restaurant to get a price estimate for the items you wish to purchase.

c Fill out an Budget Proposal & Authorization for Expenditure form ASBCC approval
d

s

Submit the Budget Proposal & Authorization for Expenditure to ASBCC Secretary at secretary.asbcc@gmail.com by 11:59 on the
Saturday before the Thursday’s ASBCC meeting you would like your agenda item to appear on.

Attend the ASBCC meeting on Thursday between 12:20 - 1:20pm to answer any questions from the ASBCC about your request

Once ASBCC approves the funds, you are now authorized to purchase your items. PLEASE KEEP YOUR RECEIPT. IF YOU DO NOT HAVE
YOUR RECEIPT OR IF YOU LOST IT, WE CANNOT REIMBURSE YOU. ONLY ORIGINAL COPIES ARE ACCEPTED. NO EXCEPTIONS,
g Take a picture and copy of your receipt and then provide the receipt to the John Nguyen, Director of Student Activities & Campus Life.
h Request with receipts will be submitted and processed. It will take 3 weeks to receive your reimbursements

2) Vendors - You get a quote from a vendor

a Check with John Nguyen, Director of Student Activities & Campus Life to see if the store/restaurant is in our system

i If not, have the store/restaurant fill out the only page 2 and 11 of the Vendor Form and return it to John Nguyen.

b Fill out an Budget Proposal & Authorization for Expenditure form ASBCC approval.

c You must submit the Budget Proposal & Authorization for Expenditure to ASBCC Secretary at secretary.asbcc@gmail.com by 11:59 on
the Saturday before the Thursday’s ASBCC meeting you would like your agenda item to appear on,

d Attend the ASBCC meeting on Thursday between 12:20 ~ 1:20pm to answer any questions from the ASBCC about your budget.

e Call the vendor and let them know that they will get paid

f Provide the quote to John Nguyen, Director of Student Activities & Campus Life

Items that are allowed:
Promote students’ welfare, morale & educational experiences
Benefit a group of students — not just one student
Supplies, books, and field trips
Student social and cultural events

Items that are not allowed
Gifts of any kind, including gift cards
Faculty meetings
Donations to organizations, families, and/or students
Cash awards to anyone
Alcohol or anything illegal

Through orientations, students are now trained and informed on how to use student funds appropriately. We were able to measure the achievement of
this goal by surveying students on their understanding of the procedure and through observing students when they make funding requests.

Steward Food In/Security Campaign at BCC.

Status If Completed, What evidence supports completion of
In-Progress this goal? How did you measure the achievement of this
goal?
College Goal
Strengthen Resilience: Strengthen BCC students’

abilities to become self-directed, focused and engaged

Di@tm%%{'t of transformative, life-long learning
experiences that result in personal and academic
A@vance Student Access, Equity, and Success

Increase student engagement to create a culture of belonging amongst students

Status If Completed, What evidence supports completion of
In-Progress this goal? How did you measure the achievement of this
goal?
College Goal

Strengthen Resilience: Strengthen BCC students’
abilities to become self-directed, focused and engaged

Di@tﬁﬁ%ﬂfit of transformative, life-long learning
experiences that result in personal and academic
Agarace Student Access, Equity, and Success
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Describe your current utilization of facilities, including labs and other space

The Office of Student Activities & Campus Life manages the reservations for and utilizes the Berkeley City College
(BCC) Auditorium, Atrium, First Floor tabling, and 5th Floor Student Lounge for student activities in the college
such as Black History Month, Women’s History Month, Dia de los Muertos, Club Rush, Campus Resource Fair,
Transfer Days, Food Bank Mondays, Civic Engagement Activities (voter registration drives), and etc. The Office of
Student Activities & Campus Life works with custodial and multimedia services to room set-up.

The Associated Students of Berkeley City College (ASBCC) uses the student government room, Room 057 for their
meetings.

Student clubs are assigned different classrooms for their weekly meetings and other activities.
The Undocumented Community Resource Center, which has been transferred to the Office of Student Activities &

Campus Life in November 2018 has been utilizing one office in the counseling area along with a desk space in the
front of the counseling area.

Program Update

Semester End Enrollment/Usage Pattern

Review your Semester End Enrollment by setting the filter to your college and subject
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Using the dashboard, review and reflect upon the data for your program. Describe any significant changes
and discuss what the changes mean to your program. Consider whether performance gaps exist for
disproportionality impacted students. Focus upon the most recent year and/or the years since your last
comprehensive program review. Cite data points from the dashboard to support your answer.
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The Office of Student Activities & Campus Life is responsible for helping students develop their leadership skills
outside of the classroom and to have them engaged on campus. The more they are engaged and involved with
events & activities, student government, and student organizations, the more likely they are to stay in school.

Below are all the percentage breakdowns (gender and ethnicity) of all the student leaders (Associated Students
and club officers) at Berkeley City College.

GENDER

F 36 55.38%

M 27 41.54%

X 2 3.08%

Grand Total 65 100.00%

As for the gender breakdown, there are more females involved with extracurricular activities than males. When
looking at the data, females have higher course completion rate and course retention rate than males. In an effort
to increase the course completion and course retention rates for males, the Office of Student Activities & Campus
Life is planning a leadership conference for men of color to help them develop their leadership skills and to be
more involved on campus.

ETHNICITY

Asian 22 33.85%

Black / African American 10 15.38%
Hispanic / Latino 13 20.00%

Two or More 6 9.23%

Unknown / NR 3 4.62%

White 11 16.92%

Grand Total 65 100.00%

Asians have the highest percentage in terms of course completion and course retention rates. There is a
performance gap that exist for Black / African American students. The course completion rate for Black / African
American is low relative to the other ethnicities in the group. It took a while for the Black Student Union (BSU) to
be a chartered club on campus which explains why their headcount decreased from 1,909 in 2017-2018 to 1,839
in 2018-2019. The Office of Student Activities & Campus Life is working with the BSU to plan outreach events in an
effort to increase enrollment for Black / African American students to Berkeley City College. Additionally, the
decrease in numbers of disproportionately impacted students has been decreased in 2018-2019, so the change
will be that cultural clubs will be doing more outreach activities to increase enrollment.

Describe the department's progress on Student Learning Outcomes (SLOs) and/or Administrative Unit
Outcomes (AUOs) since the last Program Review/APU. If your discipline offers a degree or certificate,
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please describe the department progress on Program Learning Outcomes (PLOs).

1) PROMOTE STUDENT LEADERSHIP: Student leaders, in collaboration with their respective organization members
such as student government, clubs and/or campus departments will plan, develop and implement meaningful
student activities that promote and educate the community of the organizations’ mission.

Progress: Student government and student clubs have been working collaboratively with the Office of Student
Activities & Campus Life to organize and promote events & activities to enrich students' experiences outside of the
classroom. Activities include: Welcome Week, Club Rush, Constitution Day, Undocumented Student Action Week,
Open Mic, and Civic Engagement Activities. The Office of Student Activities & Campus Life will continue to work
with and include student government, student organizations, and campus departments when planning future
events to provide students the opportunity to develop their leadership skills.

2) STUDENT ENGAGEMENT: Develop activities, events, and programs designed for the social, cultural,
instructional, and leadership development of students.

Progress: The Office of Student Activities & Campus Life has been including student leaders from student
government and student organizations in all planning aspects regarding activities, events, and programs. The
intention behind getting all the students to be involved is so that they can practice developing their leadership
skills through event organizing and planning. Students will be involved with all future events, especially cultural
activities that involve cultural clubs at Berkeley City College.

Describe the outcomes and accomplishments from previous year’s funded resource allocation request.

Brief description of Source (any additional Total Outcome/Accomplishment
funded request award outside your base Award
allocation) Amount
Classified Staff Student Equity & Achievemeg 578,400 | The Staff Assistant for the

Undocumented Community Resource
Center has accomplished the
following: planning and assisting with
the development and implementation
of events & activities, workshops,
community outreach, and training of
student employees.

Student Worker The Office of Student Activit{ $S31,200
Campus Life
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Student Assistants have provided
assistance to maintain the basic
functions of the office. The tasks and
responsibilities include: calendaring of
events, room reservations, handing of
paperwork, and providing assistance
and support to student organizations.

In the boxes below, please add improvement actions and resource requests that are directly related to
the questions answered in this section. If there are no improvement actions or resource requested in this
area, leave blank.

Improvement Action
Improvement

Actions

Improvement Action

Action ltem Description To be completed By Responsible Person

Classified Staff Full-time Staff Assistant for 112/9/2019 John Nguyen
Student Activities and Campus Life
Office is needed to 1) track, review,
maintain, and analyze student data to
ensure continuous program
improvement, 2) assist in planning,
marketing for, and coordinating the
logistics of events, 3) manage the
financial transactions of the office
such as requisitions, budget transfers,
and epafs, and 4) perform a wide
range of clerical and technical duties
related to the operations of the
Student Activities and Campus Life

Office.
Resource Request
Personnel Classified Staff
% Time Description/Justification  Estimated Annual Salary  Estimated Annual
1.0 Costs Benefits Costs

43488 22799
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Priority #1 Full-time Staff Assistant for
the Student Activities and Campus Life
Office is needed to 1) track, review,
maintain, and analyze student data to
ensure continuous program
improvement, 2) assist in planning,
marketing for, and coordinating the
logistics of events, 3) manage the
financial transactions of the office
such as requisitions, budget transfers,
and epafs, and 4) perform a wide
range of clerical and technical duties
related to the operations of the
Student Activities and Campus Life
Office.

Total Costs
66287

Resource Request Summary

Total Cost: $66287
Total Resource Request: 1

Program Update

Personnel
Type % Time Description/Justificdtitmated Estimated Total Costs
Annual Salary Annual Benefits
Costs Costs
Classified Staff 1.0 Priority #1 Full- 43488 22799 66287
time Staff
Assistant for the
Student

Activities and
Campus Life
Office is needed
to 1) track,
review,
maintain, and
analyze student
data to ensure
continuous
program
improvement, 2)
assist in

file:///C/...taff/Desktop/2019-2020%20APU%20Report/ APU-STUDENT%20ACTIVITIES-CAMPUS%20LIFE-HTML%20REPORT.htm[10/13/2020 11:22:33 AM]



Microsoft Power BI

planning,
marketing for,
and
coordinating the
logistics of
events, 3)
manage the
financial
transactions of
the office such
as requisitions,
budget
transfers, and
epafs, and 4)
perform a wide
range of clerical
and technical
duties related to
the operations
of the Student
Activities and
Campus Life
Office.

Sub-Total: $66287

Professional Development
No Resources found for this
category

Technology and Equipment
No Resources found for this
category

Supplies
No Resources found for this
category

Facilities
No Resources found for this
category

Library
No Resources found for this
category

Other

No Resources found for this
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category

Sign and Submit

Please provide the list of members who participated in completing this program review.

John Nguyen

Please enter the name of the person submitting this program review.

John Nguyen
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	ZFLUhUTUwlMjBSRVBPUlQuaHRtAA==: 
	textarea0: The mission of the Office of Student Activities & Campus Life is to provide and support quality student life services with an appreciation for diversity by empowering students to achieve their academic, career, and personal goals. Through the promotion of opportunities and experiences beyond the classroom that encourage learning and student success on campus, The Office of Student Activities & Campus Life provides a link between students’ classroom experiences to activities outside of the classroom.

• To provide learning experiences that stimulates and encourages educational, social, cultural, intellectual, and recreational interactions.
• To encourage services, programs and events to educate, advocate, entertain, and challenge our students.
	textarea0_(1): Increase leadership opportunities for student leaders.
	textarea0_(1)_(2): Develop policies and procedures on how to use student funds appropriately.
	textarea0_(1)_(2)_(3): In order to make the funding process easier and simpler for students, the Office of Student Activities & Campus Life developed policies and procedures to use student funds (Fund 71) appropriately. In the past, it was difficult for student organizations to figure out how to spend funds because there was a lot of miscommunication and no centralized place to receive the correct information.

In the past, students have received conflicting information from the Interclub Council (council where all student clubs meet) regarding how to spend funds. They were unsure of the procedure. We have now developed policies and procedures to help student clubs navigate on what they can spend their funds on and what they cannot spend their funds on.

In order to centralize the process, all questions regarding policies and procedures will now go to the Office of Student Activities & Campus Life. We have done the following to inform students on how use student funds appropriately in accordance to policies and procedures:

-	Provide orientations during Interclub Council meetings.
-	Post up policies and procedures on website.
-	Attach policies and procedures to club chartering packet.

Below are our procedures on how to request student funds:

1)	Reimbursements – You pay for the supplies upfront and then get reimbursed for it.
a.	Become a vendor in the Peralta system. Submit vendor form to the Office of Student Activities & Campus Life. 
b.	Go to the store/restaurant to get a price estimate for the items you wish to purchase.
c.	Fill out an Budget Proposal & Authorization for Expenditure form ASBCC approval.
d.	Submit the Budget Proposal & Authorization for Expenditure to ASBCC Secretary at secretary.asbcc@gmail.com by 11:59 on the Saturday before the Thursday’s ASBCC meeting you would like your agenda item to appear on.
e.	Attend the ASBCC meeting on Thursday between 12:20 – 1:20pm to answer any questions from the ASBCC about your request.
f.	Once ASBCC approves the funds, you are now authorized to purchase your items. PLEASE KEEP YOUR RECEIPT. IF YOU DO NOT HAVE YOUR RECEIPT OR IF YOU LOST IT, WE CANNOT REIMBURSE YOU. ONLY ORIGINAL COPIES ARE ACCEPTED. NO EXCEPTIONS.
g.	Take a picture and copy of your receipt and then provide the receipt to the John Nguyen, Director of  Student Activities & Campus Life.
h.	Request with receipts will be submitted and processed. It will take 3 weeks to receive your reimbursements. 

2)	Vendors – You get a quote from a vendor 
a.	Check with John Nguyen, Director of Student Activities & Campus Life to see if the store/restaurant is in our system.
i.	If not, have the store/restaurant fill out the only page 2 and 11 of the Vendor Form and return it to John Nguyen.
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d.	Attend the ASBCC meeting on Thursday between 12:20 – 1:20pm to answer any questions from the ASBCC about your budget.
e.	Call the vendor and let them know that they will get paid.
f.	Provide the quote to John Nguyen, Director of Student Activities & Campus Life

Items that are allowed:
-	Promote students’ welfare, morale & educational experiences
-	Benefit a group of students – not just one student
-	Supplies, books, and field trips
-	Student social and cultural events

Items that are not allowed:
-	Gifts of any kind, including gift cards
-	Faculty meetings
-	Donations to organizations, families, and/or students
-	Cash awards to anyone
-	Alcohol or anything illegal

Through orientations, students are now trained and informed on how to use student funds appropriately. We were able to measure the achievement of this goal by surveying students on their understanding of the procedure and through observing students when they make funding requests.
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	textarea0_(1)_(2)_(3)_(4)_(5)_(6)_(7): Steward Food In/Security Campaign at BCC.
	textarea0_(1)_(2)_(3)_(4)_(5)_(6)_(7)_(8): Increase student engagement to create a culture of belonging amongst students
	textarea0_(1)_(2)_(3)_(4)_(5)_(6)_(7)_(8)_(9): The Office of Student Activities & Campus Life manages the reservations for and utilizes the Berkeley City College (BCC) Auditorium, Atrium, First Floor tabling, and 5th Floor Student Lounge for student activities in the college such as Black History Month, Women’s History Month, Dia de los Muertos, Club Rush, Campus Resource Fair, Transfer Days, Food Bank Mondays, Civic Engagement Activities (voter registration drives), and etc.  The Office of Student Activities & Campus Life works with custodial and multimedia services to room set-up.

The Associated Students of Berkeley City College (ASBCC) uses the student government room, Room 057 for their meetings. 

Student clubs are assigned different classrooms for their weekly meetings and other activities. 

The Undocumented Community Resource Center, which has been transferred to the Office of Student Activities & Campus Life in November 2018 has been utilizing one office in the counseling area along with a desk space in the front of the counseling area.
	textarea0_(1)_(2)_(3)_(4)_(5)_(6)_(7)_(8)_(9)_(10): The Office of Student Activities & Campus Life is responsible for helping students develop their leadership skills outside of the classroom and to have them engaged on campus. The more they are engaged and involved with events & activities, student government, and student organizations, the more likely they are to stay in school. 

Below are all the percentage breakdowns (gender and ethnicity) of all the student leaders (Associated Students and club officers) at Berkeley City College.

GENDER	
F	36	55.38%
M	27	41.54%
X	2	3.08%
Grand Total	65	100.00%

As for the gender breakdown, there are more females involved with extracurricular activities than males. When looking at the data, females have higher course completion rate and course retention rate than males. In an effort to increase the course completion and course retention rates for males, the Office of Student Activities & Campus Life is planning a leadership conference for men of color to help them develop their leadership skills and to be more involved on campus.
		
ETHNICITY	
Asian	22	33.85%
Black / African American	10	15.38%
Hispanic / Latino	13	20.00%
Two or More	6	9.23%
Unknown / NR	3	4.62%
White	11	16.92%
Grand Total	65	100.00%

Asians have the highest percentage in terms of course completion and course retention rates. There is a performance gap that exist for Black / African American students. The course completion rate for Black / African American is low relative to the other ethnicities in the group. It took a while for the Black Student Union (BSU) to be a chartered club on campus which explains why their headcount decreased from 1,909 in 2017-2018 to 1,839 in 2018-2019. The Office of Student Activities & Campus Life is working with the BSU to plan outreach events in an effort to increase enrollment for Black / African American students to Berkeley City College. Additionally, the decrease in numbers of disproportionately impacted students has been decreased in 2018-2019, so the change will be that cultural clubs will be doing more outreach activities to increase enrollment.
	textarea0_(1)_(2)_(3)_(4)_(5)_(6)_(7)_(8)_(9)_(10)_(11): 1) PROMOTE STUDENT LEADERSHIP: Student leaders, in collaboration with their respective organization members such as student government, clubs and/or campus departments will plan, develop and implement meaningful student activities that promote and educate the community of the organizations’ mission.
Progress: Student government and student clubs have been working collaboratively with the Office of Student Activities & Campus Life to organize and promote events & activities to enrich students' experiences outside of the classroom. Activities include: Welcome Week, Club Rush, Constitution Day, Undocumented Student Action Week, Open Mic, and Civic Engagement Activities. The Office of Student Activities & Campus Life will continue to work with and include student government, student organizations, and campus departments when planning future events to provide students the opportunity to develop their leadership skills.

2) STUDENT ENGAGEMENT: Develop activities, events, and programs designed for the social, cultural, instructional, and leadership development of students.
Progress: The Office of Student Activities & Campus Life has been including student leaders from student government and student organizations in all planning aspects regarding activities, events, and programs. The intention behind getting all the students to be involved is so that they can practice developing their leadership skills through event organizing and planning. Students will be involved with all future events, especially cultural activities that involve cultural clubs at Berkeley City College.
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	textarea0_(1)_(2)_(3)_(4)_(5)_(6)_(7)_(8)_(9)_(10)_(11)_(12)_(13)_(14): $78,400
	textarea0_(1)_(2)_(3)_(4)_(5)_(6)_(7)_(8)_(9)_(10)_(11)_(12)_(13)_(14)_(15): The Staff Assistant for the Undocumented Community Resource Center has accomplished the following: planning and assisting with the development and implementation of events & activities, workshops, community outreach, and training of student employees.
	textarea0_(1)_(2)_(3)_(4)_(5)_(6)_(7)_(8)_(9)_(10)_(11)_(12)_(13)_(14)_(15)_(16): Student Worker
	textarea0_(1)_(2)_(3)_(4)_(5)_(6)_(7)_(8)_(9)_(10)_(11)_(12)_(13)_(14)_(15)_(16)_(17): The Office of Student Activities & Campus Life
	textarea0_(1)_(2)_(3)_(4)_(5)_(6)_(7)_(8)_(9)_(10)_(11)_(12)_(13)_(14)_(15)_(16)_(17)_(18): $31,200
	textarea0_(1)_(2)_(3)_(4)_(5)_(6)_(7)_(8)_(9)_(10)_(11)_(12)_(13)_(14)_(15)_(16)_(17)_(18)_(19): Student Assistants have provided assistance to maintain the basic functions of the office. The tasks and responsibilities include: calendaring of events, room reservations, handing of paperwork, and providing assistance and support to student organizations.
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	textarea0_(1)_(2)_(3)_(4)_(5)_(6)_(7)_(8)_(9)_(10)_(11)_(12)_(13)_(14)_(15)_(16)_(17)_(18)_(19)_(20): Full-time Staff Assistant for the Student Activities and Campus Life Office is needed to 1) track, review, maintain, and analyze student data to ensure continuous program improvement, 2) assist in planning, marketing for, and coordinating the logistics of events, 3) manage the financial transactions of the office such as requisitions, budget transfers, and epafs, and 4) perform a wide range of clerical and technical duties related to the operations of the Student Activities and Campus Life Office.
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	textarea0_(1)_(2)_(3)_(4)_(5)_(6)_(7)_(8)_(9)_(10)_(11)_(12)_(13)_(14)_(15)_(16)_(17)_(18)_(19)_(20)_(21): Priority #1 Full-time Staff Assistant for the Student Activities and Campus Life Office is needed to 1) track, review, maintain, and analyze student data to ensure continuous program improvement, 2) assist in planning, marketing for, and coordinating the logistics of events, 3) manage the financial transactions of the office such as requisitions, budget transfers, and epafs, and 4) perform a wide range of clerical and technical duties related to the operations of the Student Activities and Campus Life Office.
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