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Service Area/Administrative Unit 

Non-Instructional Program Name:  Public Information Office   

Academic Year:  2025-2026 

Name(s) of Submitter(s):  Amanda Simpson 

Annual Update #1 ☒ #2 ☐  

*Note: An Annual Update must be submitted each year that a Program Review is not submitted. 

 

I. Progress on Goals and Outcomes (SAOs/AUOs) 

 
A) List the 2-3 goals and related outcomes for your unit: 

(These should be carried forward from your full Program Review, or from your Annual Update #1 if revised 

since your full Program Review) 

1. GOAL #1 

To increase enrollment and improve awareness of the College while becoming known as the 

best Community College in the High Desert.  

 Expected Service Area Outcome/Administrative Unit Outcome 

Click or tap here to enter text. 

2. GOAL #2 
To develop an alumni relations network for communications, marketing, and outreach 

opportunities in collaboration with the Barstow College Foundation.  

 Expected Service Area Outcome/Administrative Unit Outcome 

Click or tap here to enter text. 

3. GOAL #3 
Facilitate a more efficient process and procedure for approval of department 

communication and publicity requests to ensure the delivery of college information, events, and 

deadlines is completed ina clear and timely manner.  

Expected Service Area Outcome/Administrative Unit Outcome 

Click or tap here to enter text. 

 

B) Have any goals been completed or discontinued?  
If yes, please list the goal and whether it has been completed or discontinued; if 
discontinued, please explain why. 

Yes ☐  No ☒ 

 
Click or tap here to enter text. 
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C) Discuss the actions/strategies related to each goal and your progress on each of these. 

If you have not begun an(y) action/strategy please list why. 

1. GOAL #1 Action/Strategies 

Capturing student, staff, faculty, and alumni stories to tell the story of the accomplishments, 

obstacles, and journey’s of BCC students for use in marketing, advertising, and communication 

through interviewing prospective students, current students, and alumni at outreach events on 

and off campus, student life events, and athletic events through the use of video and voice 

recording to share relatable stories through marketing platforms (website, social media, 

newsletter). As well as an expansion into a College podcast.  

Discuss any progress on Action/Strategies. 

•Student Story feature(s) in quarterly/monthly newsletter (launched December 2024) 

•Five in 15 YouTube interviews, monthly (launched March 2025) 

•Equity YouTube live chat, bi-weekly (launching Fall 2025) 

Briefly explain how you have been measuring the goal and any notable indicators of 

forward progress. 

By including, at minimum, one student story to the monthly newsletter, which directly ties  

back to the BCC website, we have begun the building blocks for future student stories. Moving in to 

the 25-26 year, the goal is to capture student stories through focus groups and campus events in 

real time so we can continue to build from the base that was created in the 24-25 year.  

 

2. GOAL #2 Action/Strategies 

Implement a marketing/enrollment campaign to connect with alumni through use of addresses 

on file with Admissions & Records in Banner, social media, printed advertising, and outreach 

events to enroll/sign up with the Alumni Relations program.  Utilization of the above strategies 

will allow the College to connect alumni to current students as mentors, job placement, guest 

speakers, and connect alumni resources to College programs and advancement.  

The College Transfer Center will also be utilized to capture recent graduates, their contact 

information, and follow their transfer paths to connect them as mentors to current students.  

 

Discuss any progress on Action/Strategies 

Alumni from 2020-2024 have been added to the MailChimp communiation program and 

actively began receiving the College newsletters in December of 2024.    

Actively researching alumni databse specific programs, Summer 2025, in collaboration with 

Arroyo West, program manager for Barstow College Foundation, to identify a Alumni Relations 

program to be utilized by both the College and Foundation.  
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Briefly explain how you have been measuring the goal and any notable indicators of 

forward progress. 

None to report at this time.  

 

3. GOAL #3 Action/Strategies 

Facilitate a more efficient process and procedure for approval of department 

communication and publicity requests to ensure the delivery of college information, events, 

and deadlines is completed in a clear and timely manner.  

Discuss any progress on Action/Strategies 

Meetings throughout 24-25 with Deans and incoming VP’s on the current process and how 

to improve.  Updated, clarified processes for PIO requests to be distributed to managers in 

Fall 2025.  

Briefly explain how you have been measuring the goal and any notable indicators of 

forward progress. 

As publicity requests are received we look at how much information, detail is provided, and 

how much notice was given to complete the requests. We saw an increase of PIO requests received 

within 2 weeks or more of the event, however we saw a decrease in the information being provided 

in the request. New processes will detail out why the detailed information is important to have in 

completing the requests in a timely manner.  

 

D) List any resources you are requesting for each goal. 
 

1. Goal 1 ☒  Goal 2 ☐  Goal 3 ☐ 

Please list the resource and how it relates to the goal. 

Recording and editing equipment: (1) iPad (2) portable microphone. 

 Podcast equipment: (1)Mic Boom Arms (2)Shure Podcast Mics (3) Teleprompter (4)Studio 

Headphones (5) Audio Recorder Interface 

Addition/Creation of Media Specialist (part-time/classified) position.  

With the purchase of the above items and added position, the PIO department will fully be able 

to move forward on capturing, editing, and producing student stories in house rather than 

outsourcing to consultants or professional experts. With the demand and importance 

surrounding these areas, the added equipment and position will allow the PIO department to 

expand their capabilities to support the College in this area.  

 

2. Goal 1 ☐  Goal 2 ☒  Goal 3 ☐ 

Please list the resource and how it relates to the goal. 

Purchase of a contact database to store alumni contacts, with the ability to export contact 
information into email and mailing lists for marketing and communicationFacilitate a more 

efficient process and procedure for approval of department communication and publicity 
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requests to ensure the delivery of college information, events, and deadlines is completed in a 

clear and timely manner.    
 

3. Goal 1 ☒  Goal 2 ☒  Goal 3 ☐ 

Please list the resource and how it relates to the goal. 

Secretary- PT Classified- with the addition of the Secretary to the PIO department, the PIO 
Assistant will be able to delegate their time to the marketing and communication of student 
stories and upcoming podcasts, while the Secretary can assist in the office support duties 
now fully delegated to the PIO Assistant.  

 

II. New Goals (optional) 
This section is optional and should be used to replace a completed or discontinued goal OR if a 

new goal has become necessary for the service area or administrative unit.  

A. NEW GOAL #1 
Click or tap here to enter text.  

 

Expected Service Area Outcome/Administrative Unit Outcome 

Click or tap here to enter text. 

 

1. Alignment to BCC Strategic Priority (Select at least one but choose all that apply) 

Choose an item. 

Choose an item. 

Choose an item. 

Choose an item. 

 

2. Relationship to Guided Pathways 

☐  Clarify the Path  

☐  Entering the Path 

☐  Staying on the Path  

☐  Support Learning  

 

3. Please list actions/strategies for achieving this goal/outcome. 
Click or tap here to enter text. 
 

4. Briefly explain how you will measure the goal/outcome. 



Non-Instructional Program Review- Annual Update Template 
 
 

Barstow Community College NIPR Annual Update Template (rev 05.2023) P. 5 

Click or tap here to enter text. 
 

5. Please list resources (if any) that will be needed to achieve the goal/outcome. 
Click or tap here to enter text. 

 

B. NEW GOAL #2 

Click or tap here to enter text.  
 

Expected Service Area Outcome/Administrative Unit Outcome 

Click or tap here to enter text. 

 

6. Alignment to BCC Strategic Priority (Select at least one but choose all that apply) 

Choose an item. 

Choose an item. 

Choose an item. 

Choose an item. 

 

7. Relationship to Guided Pathways 

☐  Clarify the Path  

☐  Entering the Path 

☐  Staying on the Path  

☐  Support Learning  

 

8. Please list actions/strategies for achieving this goal/outcome. 
Click or tap here to enter text. 
 

9. Briefly explain how you will measure the goal/outcome. 

Click or tap here to enter text. 
 

10. Please list resources (if any) that will be needed to achieve the goal/outcome. 
Click or tap here to enter text. 
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III. Resource Requests:  

What does the area need to meet its goals and objectives? 
List all resources from Sections I.D and II.10 below.  

If there was no room on the template to list all resources being requested for a single goal/objective, you 

may list additional resource requests here. Also list any resources required to implement planned 

improvements.  

IMPORTANT: A BUDGET ALLOCATION PROPOSAL must be completed and submitted for EACH new 

resource requested. 

Goal/ 
Outcome # 

Resource Required Estimated Cost BAP 
Required? 
Yes or No 

If no, indicate 
funding source 

Goal 1  Apple i-Pad    
Microphone  
 
 

$700.00 (iPad) 
$250.00 (mic) 
  
 
 

No  
 
 
 
 

6408.00 
Computer 
Equipment 
 
6400.00 
Equipment  
 
 

Goal 1   
 
 

Media Specialist- PT Classified  
(no more than 30 hours) 
 
 

$35,000.00 
 
 

Yes  
 

Click or tap 
here to enter 
text. 
 

Goal 1 and 
2  

Secretary – PT Classified  
(20 hours/ week)   
 
 

$22,000 
 

Yes  
 

Click or tap 
here to enter 
text. 
 

Goal 1 Mic Boom Arms  
Shure Podcast Mics  
Teleprompter  
Studio Headphones  
 Audio Recorder Interface 
 
 

$2,000.00  
 

No  
  
 

6400.00 
Equipment  
 

Goal 2  Alumni Relations Program (i.e. 
Constant Contact) 
 
 

TBD 
 

Yes 
 

Click or tap 
here to enter 
text. 
 

 

 

https://www.barstow.edu/sites/default/files/media/document/2021/BAP%20Form%20REV%209-27-2021.docx
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Date: July 31, 2025 Originator: Amanda Simpson  

Program or Department Name: Public Information Office  

Dean/Vice President/Supervisor: Dr. Eva Bagg  
    

What are you requesting? (Brief) Media Specialist   

Amount Requested: 35,000.00  ☐ One-time Funding   ☒ Ongoing Funding 

Funding Source (if known) :   
    

REQUEST TYPE: 
☒ Personnel/Staffing ☐ Technology Resource ☐ Facilities Resource ☐ OTHER 

Complete Personnel/Staffing section below Complete Technology section below Complete Facilities section below  

 
 

PERSONNEL/STAFFING REQUEST 

Is the position request for:  ☐ Faculty  ☒ Classified ☐ Management/Confidential 

Is the position requested: ☒  A new classification (Attach proposed job description, or detailed list of proposed duties)  

 ☐ An existing classification Official Job Title: Media Specialist 
 

Is the position requested: ☐ Full Time  ☒ Part Time: 12 Months/Year 20 Hours/Week 
  

 

TECHNOLOGY RESOURCE REQUEST 

Indicate the category of the request: 

 ☐ Hardware ☐ Software ☐ Printer/Copier ☐ Network  ☐ Audio-Visual ☐ License/Maintenance 

Indicate the intended users:  ☐ Students ☐ Faculty ☐ Staff  ☐ Other 

Is training required? ☐ No  ☐ Yes  Explain:   

How will it be secured?  ☐ Alarm  ☐ Secure Room  ☐ Secure Cabinet ☐ Cable/Lock ☐ Password 
 
Have you completed and attached the Technology Assessment Form? 
  

 

FACILITIES RESOURCE REQUEST 

Indicate the intended users:  ☐ Students ☐ Faculty ☐ Staff  ☐ Other 

Is maintenance required?   ☐ No  ☐ Yes  Explain:   
  

 

  

https://bccd-my.sharepoint.com/personal/lholmes_barstow_edu/Documents/Technology%20Assessment%20Form
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1. Why is the request being made?  

The requests/demand for the PIO department for photography, videography, editing, and 

recording has increased to a point where the department is not able to adequately support the 

needs of the College.  
 

2. a)  Where in the Program Review/Annual Update is the request supported? Include the text from the 
  Program Review AND cite the applicable section number(s). 

 Noted on page 3, section D1, of the Program Review  Updates the staffing for the PIO 
department is not sufficient to support the needs.   

Addition/Creation of Media Specialist (part-time/classified) position.  
With the purchase of the above items and added position, the PIO department will 
fully be able to move forward on capturing, editing, and producing student stories in 
house rather than outsourcing to consultants or professional experts. With the 
demand and importance surrounding these areas, the added equipment and position 
will allow the PIO department to expand their capabilities to support the College in this 
area.  

 
 

 b)  Explain how the request is supported with information gathered from the assessment of 
outcomes (Student Learning Outcomes, Program Level Outcomes, Service Area Outcomes, or 
Administrative Unit Outcomes).  

 

 

c) How was this included in the Area Goals section of your Program Review? Please cite section/item 
number and include the text. 

Area Goal #1 would be most supported by the addition of the Media Specialist.  

 

•Capturing student, staff, faculty, and alumni stories to tell the story of the accomplishments, 
obstacles, and journey’s of BCC students for use in marketing, advertising, and communication 
through interviewing prospective students, current students, and alumni at outreach events on 
and off campus, student life events, and athletic events by use of video and voice recording to 
share relatable stories through marketing platforms (website, social media, newsletter). As well 
as an expansion into College podcast. 
 

•Recording and editing equipment: (1) iPad (2) portable microphone  
• Podcast equipment: (1)Mic Boom Arms (2)Shure Podcast Mics (3) Teleprompter 
(4)Studio Headphones (5) Audio Recorder Interface 
• Addition/Creation of Media Specialist (part-time/classified) position.  
Training on equipment and programs to PIO department.  

 
 

3. If this item is approved, what departments or resources are needed, or would be affected, when 
implementing or developing it, on both a short-term and a long-term basis? Have they been notified? 
Example: Technology Assessment Form 
(This question is not required for Personnel/Staffing requests.) 

https://bccd-my.sharepoint.com/:w:/g/personal/lholmes_barstow_edu/EQ0_8lJyp_tHk6E59tZWDeMBOtR190r492LbzJdhutKhNA?e=er0gB8
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No departments would be affected by the addition of the Media Specialist and 
purchase of the above stated equipment.  
 
Resources needed would be: 
•Recording and editing equipment: (1) iPad (2) portable microphone  
• Podcast equipment: (1)Mic Boom Arms (2)Shure Podcast Mics (3) Teleprompter 
(4)Studio Headphones (5) Audio Recorder Interface 
• Addition/Creation of Media Specialist (part-time/classified) position.  
Training on equipment and programs to PIO department.  
 

 
 

4. a) How will this resource improve student success or institutional services? 

The distribution and communication of marketing materials will be more streamlined and 

remain in house rather than outsourcing to a consultant.  Keeping the work in house allows for 

a more direct and effective plan to be created and personalized to meet the needs of the College 

and engage our audiences directly.   
 

b) What data will you gather and analyze to demonstrate that your proposal is meeting this goal(s)? 

The addition of this position would be evaluated by the development and launch of podcasts 

and student stories, and the ability to have a database of stories and quality photos at the 

College’s disposal for use at any time.    

 
 
 
5) Describe how your request is aligned with as many of the college’s strategic planning documents as 

applicable. (If the request does not align with a document, indicate N/A.) 

 Please be specific and provide detail, ensuring a clear correlation between content of referenced 
document and the request. Cite the section and page numbers where the correlation can be found.  

 (Follow the links to access each document) 

1.  Mission Statement 

The additional support to the PIO Department would allow the team as a whole to meet the 

growing demand of sharing the mission and vision of the College in an effective and efficient 

manner. 
 

 2. Strategic Priorities / Strategic Goals 

Strategic Priority #2- Ignite a Culture of Learning and Innovation 

Strategic Priority #4- Achieve Sustainable Excellence in all Operations 

 
 

 3.  Educational Master Plan  

 

 

 4.  Others: Such as Technology Plan , Facilities Master Plan, HR Staffing Plan, Professional Development Plan 

 

 

https://www.barstow.edu/about-bcc/mission-vision-values
https://www.barstow.edu/about-bcc/institutional-effectiveness/strategic-plan
https://live-barstow.pantheonsite.io/sites/default/files/media/pdf_document/2019/Strategic_Plan_19-24.pdf
https://live-barstow.pantheonsite.io/sites/default/files/media/pdf_document/2019/master_facilities.pdf
https://live-barstow.pantheonsite.io/sites/default/files/media/pdf_document/2019/BCC_Technology_Plan_2017-2022.pdf
https://live-barstow.pantheonsite.io/sites/default/files/media/pdf_document/2019/master_facilities.pdf
https://live-barstow.pantheonsite.io/sites/default/files/media/pdf_document/2019/StaffingPlan_2015-18.pdf
https://live-barstow.pantheonsite.io/sites/default/files/media/pdf_document/2019/ProfDevelopmentPlan_14.pdf
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ADMINISTRATIVE USE 

Administrator: 
 

Title: 
 

Comments/Recommendations: 

 
 

Signature:  Date:  

 

Administrator: 
 

Title: 
 

Comments/Recommendations: 

 

Unit Priority Ranking:   of    
   

BUDGET INFORMATION 
(This section MUST be completed) 

   

Budget Program Number:     ☐  Restricted ☐ Unrestricted 

      
Comments regarding Budget Information:      
      

 

Signature:  Date:  
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Date: 07/31/2025 Originator: Amanda Simpson  

Program or Department Name: Public Information Office   

Dean/Vice President/Supervisor: Dr. Eva Bagg   
    

What are you requesting? (Brief) Secretary- PT Classified  

Amount Requested: 22,000  ☐ One-time Funding   ☒ Ongoing Funding 

Funding Source (if known) :   
    

REQUEST TYPE: 
☒ Personnel/Staffing ☐ Technology Resource ☐ Facilities Resource ☐ OTHER 

Complete Personnel/Staffing section below Complete Technology section below Complete Facilities section below  

 
 

PERSONNEL/STAFFING REQUEST 

Is the position request for:  ☐ Faculty  ☒ Classified ☐ Management/Confidential 

Is the position requested: ☐  A new classification (Attach proposed job description, or detailed list of proposed duties)  

 ☒ An existing classification Official Job Title: Secretary  
 

Is the position requested: ☐ Full Time  ☒ Part Time: 12 Months/Year 20 Hours/Week 
  

 

TECHNOLOGY RESOURCE REQUEST 

Indicate the category of the request: 

 ☐ Hardware ☐ Software ☐ Printer/Copier ☐ Network  ☐ Audio-Visual ☐ License/Maintenance 

Indicate the intended users:  ☐ Students ☐ Faculty ☐ Staff  ☐ Other 

Is training required? ☐ No  ☐ Yes  Explain:   

How will it be secured?  ☐ Alarm  ☐ Secure Room  ☐ Secure Cabinet ☐ Cable/Lock ☐ Password 
 
Have you completed and attached the Technology Assessment Form? 
  

 

FACILITIES RESOURCE REQUEST 

Indicate the intended users:  ☐ Students ☐ Faculty ☐ Staff  ☐ Other 

Is maintenance required?   ☐ No  ☐ Yes  Explain:   
  

 

  

https://bccd-my.sharepoint.com/personal/lholmes_barstow_edu/Documents/Technology%20Assessment%20Form
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1. Why is the request being made?  

To further support the development and growth of the Public Information Office and the 

growing operations being produced by the Public Information Office.  

 

2. a)  Where in the Program Review/Annual Update is the request supported? Include the text from the 
  Program Review AND cite the applicable section number(s). 

 Noted on page 4, section D3, of the Program Review  as the staffing for the PIO 
department is not sufficient to support the needs.   
Secretary- PT Classified- with the addition of the Secretary to the PIO department, the PIO 
Assistant will be able to delegate their time to the marketing and communication of student 
stories and upcoming podcasts, while the Secretary can assist in the office support duties now 
fully delegated to the PIO Assistant 
 
Click or tap here to enter text. 

 

 b)  Explain how the request is supported with information gathered from the assessment of 
outcomes (Student Learning Outcomes, Program Level Outcomes, Service Area Outcomes, or 
Administrative Unit Outcomes).  

 

 

c) How was this included in the Area Goals section of your Program Review? Please cite section/item 
number and include the text. 

Area Goals 1 and 2 would be most affected by the addition of the PIO Secretary to allow the 

PIO Assistant to delegate dedicated time to the goals of capturing student stories and building 

the alumni database.  The PIO Secretary would also be able to assist in supporting Goal 2 

throughout the year with inputting new alumni information into the database.   
 

3. If this item is approved, what departments or resources are needed, or would be affected, when 
implementing or developing it, on both a short-term and a long-term basis? Have they been notified? 
Example: Technology Assessment Form 
(This question is not required for Personnel/Staffing requests.) 

No departments would be affected by the addition of a PIO Secretary and no additional 

resources would be needed at this time to support this position outside of funding for the 

position.  
 

4. a) How will this resource improve student success or institutional services? 

The addition of a PT Secretary to the PIO department will increase the productivity and 

response time of the requests submitted to the PIO department, which directly affect the 

communication and marketing to current and future students, and alumni, as it would allow the 

PIO Assistant the ability to work directly with the PIO on campaigns and projects, specifically 
the capturing of student stories and podcasts.   

 

b) What data will you gather and analyze to demonstrate that your proposal is meeting this goal(s)? 

https://bccd-my.sharepoint.com/:w:/g/personal/lholmes_barstow_edu/EQ0_8lJyp_tHk6E59tZWDeMBOtR190r492LbzJdhutKhNA?e=er0gB8


BUDGET ALLOCATION PROPOSAL 
 

 
Budget Allocation Proposal (PRSC 9/27/2021)     Page 3 of 4 

The addition of this position would be evaluated by the number of clerical work orders 

submitted and the time in which they were completed by the Secretary, as well as the 

marketing and communication requests/campaign requests produced and completed by the PIO 

and PIO Assistant.  

 
 
 
5) Describe how your request is aligned with as many of the college’s strategic planning documents as 

applicable. (If the request does not align with a document, indicate N/A.) 

 Please be specific and provide detail, ensuring a clear correlation between content of referenced 
document and the request. Cite the section and page numbers where the correlation can be found.  

 (Follow the links to access each document) 

1.  Mission Statement 

The additional support to the PIO Department would allow the team as a whole to meet the 

growing demand of sharing the mission and vision of the College in an effective and efficient 

manner.  
 

 2. Strategic Priorities / Strategic Goals 

Strategic Priority #4- Achieve Sustainable Excellence in all Operations 

  

 

 3.  Educational Master Plan  

 

 

 4.  Others: Such as Technology Plan , Facilities Master Plan, HR Staffing Plan, Professional Development Plan 

 

 

  

https://www.barstow.edu/about-bcc/mission-vision-values
https://www.barstow.edu/about-bcc/institutional-effectiveness/strategic-plan
https://live-barstow.pantheonsite.io/sites/default/files/media/pdf_document/2019/Strategic_Plan_19-24.pdf
https://live-barstow.pantheonsite.io/sites/default/files/media/pdf_document/2019/master_facilities.pdf
https://live-barstow.pantheonsite.io/sites/default/files/media/pdf_document/2019/BCC_Technology_Plan_2017-2022.pdf
https://live-barstow.pantheonsite.io/sites/default/files/media/pdf_document/2019/master_facilities.pdf
https://live-barstow.pantheonsite.io/sites/default/files/media/pdf_document/2019/StaffingPlan_2015-18.pdf
https://live-barstow.pantheonsite.io/sites/default/files/media/pdf_document/2019/ProfDevelopmentPlan_14.pdf
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ADMINISTRATIVE USE 

Administrator: 
 

Title: 
 

Comments/Recommendations: 

 
 

Signature:  Date:  

 

Administrator: 
 

Title: 
 

Comments/Recommendations: 

 

Unit Priority Ranking:   of    
   

BUDGET INFORMATION 
(This section MUST be completed) 

   

Budget Program Number:     ☐  Restricted ☐ Unrestricted 

      
Comments regarding Budget Information:      
      

 

Signature:  Date:  
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