
Rev – Mar 2014 
 

 
 

BOOKSTORE SERVICES 
NON-INSTRUCTIONAL 

ANNUAL PROGRAM REVIEW and PLAN 
2013-2014 

 
Committee Members:   
Carmelita Alvarez Martha McDonald Rose Sayre 
Michael Bilbrey Kathy Moyer Jason Segura 
Eric Magallon Vince Patino Todd Wilcox 

 
1. Program Mission/Description: 
 

Program Mission:  
Citrus College delivers high quality instruction to students both within and beyond traditional geographic 
boundaries. We are dedicated to fostering a diverse educational community and learning environment by 
providing an open and welcoming culture that supports successful completion of transfer, career/technical 
education, and basic skills development. We demonstrate our commitment to academic excellence and 
student success by continuously assessing student learning and institutional effectiveness 
 
Program Description: 
The Bookstore Services, through Owl Bookshop, Art & Coffee Bar, Vending, and Cosmetology retail 
services, provides a safe, friendly, accessible environment where all students, alumni, staff and community 
members may optimize their academic, career, and cultural development. Services provided by the 
Bookstore Services include access to course materials necessary for learning excellence, properly training 
student workers to be successful entrepreneurs and/or employees, creating an inviting place to shop, eat, 
and safely spend time between classes, providing premier customer service, and focused individual 
assistance to customers with disabilities. 
 

 
2. Key functions/goals of this Department/Program: 
 

Key functions/goals include: 
• To support the mission and vision of Citrus College by contributing to the academic success of 

students and to the overall quality of life at Citrus College. 
• To promote textbook affordability through effective communication with students, staff and faculty as 

well as using Legislative directive to guide textbook policy change. 
• To render outstanding service to the entire college and local community, not only through the wide 

range of goods and services it makes available, but also by providing support to a broad range of 
campus programs and organizations through its annual dividend to the Associated Students. 

• To meet the various opportunities for change by identifying and implementing productive innovations 
including, but not limited to, those of a technological nature. This analytical approach to the 
constantly changing environment will enable the Owl Bookshop to maintain both competitive pricing 
and premium customer service. 

• To be a dynamic and rewarding place to work. Store employees will be supportive of each other and 
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of the store’s values. They will personify ethical conduct and professionalism. 
• To encourage staff members to be in leadership roles in many of the college’s committees. This 

involvement will not only provide store employees with the opportunity to enhance their leadership 
skills and techniques, but also with the opportunity to model these same behaviors for other 
members of the campus community. 

• To encourage staff to have a strong commitment to creating the store’s future, not merely allowing it 
to occur. This will be demonstrated by an ongoing program of student learning outcomes. 

 
 

Organization Chart 
 

 
 
3. Assessment of Outcomes: 

Assessment: How did you assess the outcomes? What method did you use? 
Result: What was the product or consequence of your assessment? 
Change: What will you do differently as a result of what you learned from the assessment? 

Populate with the existing Unit Outcomes 
Outcome Assessment Result Change 
1. Students should be able to 
distinguish the Owl Bookshop 
as the on campus center for 
practical educational 
resources to further their 
educational planning process 
and future goals.  
CCSP 4.1.2 

Bookstore Services staff 
surveyed students who 
returned their textbooks 
during spring 2013. 
 

Buying cheaper books 
somewhere else, 
dropping their class, were 
still the highest 
responses. Being given 
the wrong books ranked 
one of the lowest in 
replies. Opposite of the 
previous survey. 

Revising shelf tags and 
procedure manual, along 
with retraining student 
staff has decreased 
students from being given 
the wrong books. This 
Outcome will be removed 
from future SLO’s. 

2. Students should be able to 
distinguish the Owl Bookshop 
as the on campus center for 
practical educational 
resources to further their 
educational planning process 
and future goals.  
CCSP 4.1.2 
 

Bookstore Services staff 
will distribute extensive 
surveys to customers 
during spring 2014. Will 
compare with results of 
previous extensive survey 
given in 2009. 
 

New SLO New SLO 

  

Bookstore 
Supervisor 

Online 
Coordinator 

Evening  
Coordinator 

Coffee Bar Student 
Employees 

(10 - 13) 

Textbook 
Coordinator 

Textbook 
Assistant 

(49%) 

Interim Bookstore 
Operations 
Coordinator 

Bookstore 
Student 

Employees  
(15 - 50) 

Shipping and 
Receiving Clerk 
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3. Offering PELL recipient 
access to educational 
materials the first week of 
spring and fall semesters will 
improve student perception of 
improved progress in 
courses. 
CCSP 4.1.2 

PELL students will be 
surveyed at the 
completion of Fall 2012 
PELL access period. 

Compared to the previous 
assessment, there was 
an increase in the 
positive percentage of 
answers across all 
questions. The addition of 
on-line PELL purchases 
plays a major part in the 
increased scores. 
Respondents were very 
positive with the ability to 
purchase educational 
materials during the first 
week of the term through 
bookstore PELL 
accounts. 

Due new issues brought 
up in this survey, 
additional questions were 
added to the survey to 
assess the effect EOPS 
plays on PELL recipients. 

 
4. Recommendations/Next Steps: 
 

 Previous Recommendation 
and / or Goals 

Progress / Persons 
Responsible Status Est. 

completion 
1 Implement the PELL grant bookstore account 

online purchase access plan developed with 
Financial Aid and TeC Services to provide students 
with textbooks during the first week of school for 
spring 2012. 
CCSP 4.1.2 
 

Bertha Bobadilla 
Eric Magallon 
Gerald Sequeira 
Carol Thomas 
Linda Welz 
Rose Sayre 

Completed 
 

October 2012 
 

2 Update website look and offer additional products 
and services resulting in a 10% increase in retail 
online sales from 2011-2012 fiscal year. 
CCSP 3.2.4 
 

Eric Magallon 
Vince Patino 
Gerald Sequeira 

Completed 
 

February 2013 

 

3 Meet with Dr. Malmgren, department Deans and 
their administrative assistants, faculty 
representatives, TeC Services, and Jason Segura 
to develop a digital textbook adoption process to be 
implemented in 2013-2014. Plan to be completed 
by May 2013. 
CCSP 4.1.2 
 

Eric Magallon 
Irene Malmgren 
Gerald Sequeira 
Linda Welz 

Completed May 2013 

4 Work with sub-committee consisting of key staff 
from Academic Affairs, TeC Services, Bookstore 
Services, and the Library to implement solution 
action plan for improved student access to 
information. Implementation will occur in 2012-
2013 and 2013-2014 fiscal years. 
CCSP 4.1.2 
 

Eric Magallon 
Irene Malmgren 
Linda Welz 

Completed/ 
Discontinued 

June 2013 

5 Develop a marketing campaign to sell and promote 
student/alumni work in the student services 
building. 
CCSP 3.2.4 
 

Alumni & Friends 
Association 
Eric Magallon 
 

Completed June 2013 
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 New Recommendation Person(s) 
Responsible 

Est. 
completion Priority 

1 Interface set up between District and Bookstore Services 
to transfer/update student and course information from 
district servers to Sequoia Point of Sale and Textbook 
Partner. Success implementation will result in efficiency 
savings of one business week off the current term 
adoption process. 
CCSP 4.1.2 
 

Eric Magallon 
Jason Segura 
Linda Welz 
 

December 
2013 

 

2 

2 Expand current on-line rental service to include in-store 
textbook rental. 
CCSP 4.1.2 

Eric Magallon 
Vince Patino 
Jason Segura  
 

Spring 2014 2 

3 Develop a marketing campaign through the Owl 
Bookshop Website in conjunction with the Citrus College 
centennial celebration to sell and promote products to 
Citrus Alumni. 
CCSP 3.2.4 

Alumni & Friends 
Association  
Eric Magallon 
Vince Patino  
 

June 2014 
 

3 

4 Continue planning meetings on implementing a new 
digital textbook adoption process. 
CCSP 4.1.2 

Sam Lee 
Eric Magallon  
Jason Segura 
 

June 2014 2 

 
5. Resources requested: 
 

Bookstore Services 
 
Certificated Personnel (FNIC) 

Position Discuss impact on goals / SLOs Cost Priority 
N/A    
 
Classified Personnel 

Position Discuss impact on goals / SLOs Cost Priority 
Food Service Team 
Leader 49% 
(2 positions) 

 

The opening of the west satellite (Cyber Café and Art Store) 
will require three additional 49% classified staff. Positions 
will be funded by increased sales from the Art & Coffee Bar. 
Additional staff will distinguish the Owl Bookshop as the on 
campus center for practical educational resources to further 
their educational planning process and future goals. 

$21,103 
annually per 
person 
 

2 

Accounting Clerk/ 
cashier 49%  
(1 position) 

The opening of the west satellite (Cyber Café and Art Store) 
will require three additional 49% classified staff. Positions 
will be funded by increased sales from the Art & Coffee Bar. 
Additional staff will distinguish the Owl Bookshop as the on 
campus center for practical educational resources to further 
their educational planning process and future goals. 

$22,171 
annually 
 

2 
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Staff Development (Division) 
Item Discuss impact on goals / SLOs Cost Priority 

NACS Webinars Enhance student services through improved customer 
service. 

$1,000 3 

 
Facilities (Facilities) 

Describe repairs or 
modifications needed Discuss impact on goals / SLOs Building / 

Room Priority 

Enhance front entrance and 
research ways to expand 
space. 

Additional space will allow the Owl Bookshop to offer 
more services and continue to be the campus center 
for practical educational resources to further student 
educational planning process and future goals. 

Owl Bookshop 3 

 
Computers / Software (TeCS) 

Item Discuss impact on goals / SLOs Cost Priority 
Shipping/Receiving 
Software 

Old shipping/receiving software no longer supported. 
New software needs to be purchased and installed. 

$6,500 1 

 
Equipment 

Item Discuss impact on goals / SLOs Cost Priority 
Additional CCTV cameras Secure inventory and protect students. $1,500 1 
Server Move bookstore server to TeCServices to better 

integrate data and information control. 
$4,000 2 

Sentry System Install security sensors at the entrance and exit of the 
main bookstore. 

$17,000 or a 
lower monthly 
cost with lease. 

2 

2- Cash Registers Two cash registers to replace aging equipment. $5,500 3 
 
Supplies (Division) 

Item Discuss impact on goals / SLOs Cost Priority 
N/A    
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(Pg. 6-12) 
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