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\‘l All colleges are withina 9 mile radius
ALBANY
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OF STUDENTS OF STUDENTS

take classes take classes
from at least two from3to4
colleges each colleges each
semester semester
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Functional Maps

In September 2021, The Peralta Community College
District Function map was developedto show the
delineation of functions between the district and both
colleges.

The purpose of this documentis to clarify shared
responsibilities, authority, and functions in the District
and Colleges ant to reference guiding Policies and
Proceduresrelated to those tasks.

Where applicable, relevant Board Policies (BP) and
Administrative Procedures (AP) are listed with each
function.

These listings are meant to serve as a quick reference
and are not comprehensive to each function.

Responsible Districtand College positions are listed for
each function.
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Draft 2
PCCD District Functional Map

The Peralta Community College District Function map was developed to show the delineation of functions between the district and both colleges.
The purpose of this document is to clarify shared responsibilities, authority, and functions in the District and Colleges ant to reference guiding
Policies and Procedures related to those tasks. Where applicable, relevant Board Policies (BP) and Administrative Procedures (AP) are listed with
each function. These listings are meant to serve as a quick reference and are not comprehensive to each function. Responsible District and College
positions are listed for each function.

Feedback — identify
inaccuracies, gaps or
missing functions. Suggest
needed functions and
responsible parties and
provide a contact email

Function District Role College Role

Accreditation Act as liaison between colleges Coordinate and facilitate ongoing

and district for accreditation accreditation functions, including

(BP 3200/ AP 3200) functions and issues training :
i Address accreditation standards = Act as primary points of contact

:rc: ::tdel;a it'i‘o‘:laﬁt::: - related to centralized district for ACCJC College
BPs/APs) functions = Produce reports and evidence

Construct data and evidence on for colleges

district operations relevant to the +  Align reporting with District

standards components

Coordinate with college reports = Distribute reports, action letters

Provide reporting (ACCJC Action and relevant accreditation

Letters, College Reports, and updates to participatory

relevant accreditation updates) to governance groups

the Board + Ensure all required ACCJC

; letters and documents are
i Sy posted on the College website
VC of Academic Affairs and Student Success | Presidents
College Accreditation Liaison Officers

Admissions, Maintain online application (CCC Apply) | = Maintain college registration processes Gap: Lack of Registrars on
Records, and and automated process and services, campuses and the District
Registration Set registration rosters and related Maintain student records Gap: Residency requirements

schedules « Designate and/or change priority missing some criteria that
(BP/AP 5010 Establish Priority Registration registration for categorical other nearby districts include

Implement State defined enroliment
limitations & student challenge
processes (for example high school,

programs and special populations
Review external reporting (MIS,
NSC, IPEDS) for accuracy related to

APs 5011, 5012, 5013,
5017, 5020, 5030,




Function

Marketing, Communication
and Public Relations

District Role

Provide the marketing & communication
platform for email to students,
employees, and community members
(currently HubSpot).

Send email to students at all four
colleges regarding special situations and
emergencies (e.g. COVID testing policy,
earthquake, air quality, power
shutdowns, etc.)

Provide the platform for SMS texting to
students, employees, and community
members (currently SMS Zap, integrated
with HubSpot). Messages provided by
Colleges are sent by district staff.

Host, develop content and design
District-branded websites including
www.peralta.edu;
https://safe.peralta.edu;
https://build.peralta.edu/; and
https://gems.peralta.edul.

Provide technical support for the
colleges’ WordPress websites

Manage district-branded social media
accounts.

Produce district-wide advertising and
promotions.

Assist colleges with college-branded
advertising upon request.

Provide District “talking points” for
College-level communication with
employees, students, and community
members

Assist with formatting and publish college
catalogs (web and/or print)

Verify accuracy of public information

Executive Director of Marketing, Public
Relations & Communications
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College Role

Provide the content and use the system for
emailing students.

Provide the content for SMS texting to
students.

Host, develop content, and design of the
college-branded websites.

Manage college-branded social media
accounts

Produce college-branded advertising and
promotions

President

Feedback — identify
inaccuracies, gaps or
missing functions. Suggest

needed functions and
responsible parties and
provide a contact email

Functional Map
for Marketing,
Communication & Public

Relations -- 2021

District responsiblefor:

« Email platform

« District-wide email messages
*  SMS platform

« District website properties

*  Website technical support

« District branded social media

« District advertising & promotions (and help /
supportfor college-branded advertising upon
request)

« Talking points for college messaging

*  Publishing of semester schedulesand
catalogs




Function

Marketing, Communication
and Public Relations

District Role

Provide the marketing & communication
platform for email to students,
employees, and community members
(currently HubSpot).

Send email to students at all four
colleges regarding special situations and
emergencies (e.g. COVID testing policy,
earthquake, air quality, power
shutdowns, etc.)

Provide the platform for SMS texting to
students, employees, and community
members (currently SMS Zap, integrated
with HubSpot). Messages provided by
Colleges are sent by district staff.

Host, develop content and design
District-branded websites including
www.peralta.edu;
https://safe.peralta.edu;
https://build.peralta.edu/; and
https://gems.peralta.edul.

Provide technical support for the
colleges’ WordPress websites

Manage district-branded social media
accounts.

Produce district-wide advertising and
promotions.

Assist colleges with college-branded
advertising upon request.

Provide District “talking points” for
College-level communication with
employees, students, and community
members

Assist with formatting and publish college
catalogs (web and/or print)

Verify accuracy of public information

Executive Director of Marketing, Public
Relations & Communications
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College Role

Provide the content and use the system for
emailing students.

Provide the content for SMS texting to
students.

Host, develop content, and design of the
college-branded websites.

Manage college-branded social media
accounts

Produce college-branded advertising and
promotions

President

Feedback — identify
inaccuracies, gaps or
missing functions. Suggest

needed functions and
responsible parties and
provide a contact email

Functional Map
for Marketing,
Communication & Public

Relations -- 2021

College responsible for:
« Content for emailing students
« Content for SMS/texting students

+ Design, host, and manage college-branded
websites

* College-branded social media

« College-branded advertising & promotions




Functional Map for Marketing, Communication & Public Relations — 2024

District Colleges

¢ Provide the marketing & communication platform for emailto .

students, employees, and community members (currently HubSpot). * Provide the content and use the systemfor
* Send emailto students at all four colleges regarding special emailing students.

situations and emergencies (e.g. COVID testing policy, earthquake, e Provide the content for SMS texting to

air quality, power shutdowns, etc.)
¢ Provide the platform for SMS texting to students, employees, and
community members (Now using Ocelot for current students

students. Messages now sent by college staff to
current students.

and HubSpot for prospective students and RAVE for emergencies). * Host, develop content, and design of the college-
* Host, develop content and design District-branded websites branded websites in collaboration with the district
including www.peralta.edu; https://safe.peralta.edu; web content development team

https://build.peralta.edu/; and https://gems.peralta.edu/.

. i . .
¢ Provide technical support for the colleges’WordPress and HubSpot Manage college-branded social media accounts

* Produce college-branded advertising and

websites
» Manage district-branded social media accounts. promotions for specific programs or classes
* Produce district-wide advertising and promotions. * Produce college-branded catalogsvia CurrlQunet

e Manage college-branded advertising enrollment campaigns.

* Provide District“talking points” for College-level communication
with employees, students, and community members

* Produce college-branded semester schedules

¢ \erify accuracy of public information

Responsibilities that have changed since 2021
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Marketing Staff Resources

Graphic Designer

Photographer *

Public Information Officer * Part time *

Social Media Specialist *

Video Production *

Web Content Developer * * Part time * Part

time

Radio / Audio Production *

o’ Passion. Purpose. Possibilities.




Semester Schedule Family Resemblance
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MY PERALTA

\\' LIBRARY & DONATE Q
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@ LeT's TALK!

MERRITT COLLEGE
Laney College

DREAM. FLOURISH. SUCCEED.

510.522.7221 Welcome Center is available in person and
Search BCC ®\ o virtually. Click Here or Scroll Down for more info. >

Emergency
510-466-7236
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CANVAS

DONATE

College of Alameda

SPRING 2024 CLASS SCHEDULE (PDF)

FREE SPRING CLASSES!
SUMMER & FALL 2024 CLASS SCHEDULE Mriane

Spring 2024, Jan 22 - May 25

| Register Now! |

Summer begins June 17th & Fall begins August 19th. More info

%), Live Help for Students

1 Learn online with a FREE Chromebook

STUDENT LINKS

5. Help Using ConexED Here

o i 5
4%’ Make Counseling Appointments HERE CANVAS/STUDENT
CAMPUS SOLUTION EMERGENCY AID GRANTS
LOGIN
&2 Enroliment Tutorial HERE
Kb
CAREERS & MAJORS o
Explore Laney's learning & career pathways. More info >>> G
i caute
v FREE ONLINE TUTORING UPCOMING
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Social Media (Instagram)
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Question & Answers
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