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LEEWARD COMMONITY COLLEGE

:r/widu a comprehensive, postsecondary program in the liberal arts and a broad
spectrum of program offerings in the vocational-technical areas. , .
. Offers liberal arts programs which lead to the associate in arts degree and
lower—-division ptmnﬁ.dx for baccalaureate degrees. )
. ' Offers occupational programs which may lead to certificates of achievement
and associate in science dagrees.
. Offers vocational-technical programs which lead to certificates of
achievement and associate in science degrees.
. Offers continuing education and community service programs of both the
credit and non-credit variety.

CFFICE P THE PROVOST (CHART II)

N~ .
This office is charged with responsibility for overseeing the cperations of the
College as a whole, andmmim_thatmp:og:mmmp:wi&duein
accord with approved educational plans, University and goverrmental regulations and
provisions of employee m.

The unit is headed by a Provost who serves as the executive head of the College. The
Provost supervises the Dean of Instruction,. the Director of Student Services, the
Director of Special Programs and Mty Services, the Director of Administrative
" Secvices, and staff assigned to this Office. |

Specific.functions assigned include the following:

. Sserving as liaison between the College and other units within the University
- .



2= JUL 1985

or City/snte/Feénral goverrments, and as representative of the College
bafore the community at large; _ ..

establishing planning parameters for the d:vnlopnnm:ot program plans,
budgeuwdoxpmditureplam capital inp:wurtplamforallptogtm
units; appravim these plans and incorporating into inttitutiml plans.
overseeing the scheduled evaluation of all programs and services offered;
reviewing and approving all personnel transactions involving all college
staff (hiring, renewing contracts, termination, pramotions, leave requests,
etc.)

receiving and resolving grievances and disputes involving faculty, staff and
students at the College, within established guidelines;

directing extramural fund solicitations.
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OFFICE OF EDUCATIONAL SERVICES (CHART III)

The Educaticnmal Services unit is charged with responsibility for providing

administrative support and directly supervise the operation of all instructional and
instructional support (Academic Support) activities cffered at the College.

E&mﬁoms‘wiceahhadqdbyhbqanotmstmcticn. mnomnpomtotho

Prwu:cttbcCollege,andismigndaltaﬁtomistinmoutmigud
functions.

Specifically, this unit is charged vith responsibility for the following functions:
. developing program plans and targets for Instruction and Academic Support
units; . . 'A
. providing for the schediiled evaluation of all activities in these program
\— units; |
. dwolopi.ng.a budget and expenditure plan for all approved activities
(including. staffing plans, equipment acquisition plans, etc.) and
supervising the expenditure of funds allocated to operating units
supervised; |
. responding to requests for information, problems, adjudicating disputes and
grievances, within established guidelines;
. representing thoColhg‘atmotmga on matters relatsd to Instruction and
Academic Support secvicess = - |
. supervising the recruitment, hi:n:g;ndwumtiqzctiutf: also,
- assigmment of m:kléad: ,
'+ plamning and implementing a program of staff development for faculty and
staff assigned to unit;
developing informaticnal materials on programs and services offered within

unit.

e



Thare are four divisions charged with general education responsibilities. These are
the Arts and Bumanities, Language Arts, Math and Science, and Social Science. It is
their function to provide transfer curficula, general education and developmental
education. The division offices perform administrative functions to facilitate the
realization of the goals of the College and University in these aress of instruction.

R-lp&uibh for the administration supervision, assessment, development and
improvement of the faculty and curriculum.

Cocrdinates teaching assignments and the scheduling of courses.

Schru instructional materials for division personnel and prepares
Divilimlbudgou
mnumthtd-vclm&mmsuuﬂprog:uuﬂfacmue
m-u:vicntrainingum
m:mummmmamums«vimugnmmmy
evaluation and the selection of new personnel;

Serves as liaison between the division and other wnits of the College.

There are two vocaticnal-t.dmical divisions; Business Education and

\_Vocational-Technical. It is their function to provide education for employment in a
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sk:1] or craft area and offer in-service and/or retraining opportunities for those
al\r/eady employed. The division office perform administrative functions to facilitate
the realization of the goals of the College and the University in these areas of
instructions. . |
. Rupomi.blé for the administration, supervision, assessment, development and
improvement of the faculty and curriculum; A.
. Coordinates teaching assigmments and the scheduling of courses;
. Secures instructional materials for division pu:mil and prepares
divisional budgets;
. Providu«hotluldxatoth'tcoumsttﬂntbodyuﬂstaff:
. Makes recomandations to the Dean of Bducational Services regarding faculty
evaluation and the selection of new personnel; o
. Serves as liaison between the divisicn and other units of the college.

Waianae~Nanakuli BEducation Center (IV-E)

-

Provide for the planning, mluatima:ﬂinplm&timofaliinmdaul
uﬂimtrucdanl.mmﬁmpmvidedatﬂnmnm‘sw
Education Center.,
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ACADEMIC SUPFORT (Chart 1vD)

This office plans, organizes and administers the educational media services for the

llege.

Libzazy

Coordinates use and maintenance of media facilities.

Organizes in-service training services for faculty and students.
Recommends the budget for EMC.

Acts as consultant for the planning and development of instructional
facilities and hardware.

Evaluates media programs and services.

R__ansible for the crganization, development, and control of all aspect of the
library including staff, materials, maintenance of recognized library standards and
budget preparation. VWhen appropriate, responsible for synchronizing and d-vclopd.ng.
teaching processes, including courses within the Library. |
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~

Supervises and coordinates the College student services programs includingstuhnt
activities, registration, admissions, student records, financial aid, psychametry,
counseling and gui&me, and job placement. '
. mmdmnitorsth.m“:ﬁmbtﬂgetimmdmgmaﬁng
funds, student activity funds and special funds. :
o Coordinates activities with other major camponent areas such as instruction
and academic support.
« Represents the College at meetings and conferences involving student
affairs. ” |

Student Services Coordinator
w ° Pacilitates tb! development and implementation of student services programs.

. Coordinates t:bg budget preparation, processes and monitors the expenditure
of these funds for the division.

. Supervises the daily functions of the counseling staff and facilitates the
ongoing interaction between the Office of Student Services and those of the
Registrar, Student Activities, Psychametry, and Career Development.

Counseling and Guicance -

e msamm:tidlg.oérm-&mmMimﬁm for all naw
students. " o | .

. Provides counseling assistance to any student recquesting such sarvices in
' the areas of academic planning, career goals, and interpersonal prcblems.
. Responsible for the continued development and administraticn of the ISS
slf-de#elopnmt:coursu,
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U

.» Responsible for services to special groups of students such as the
N\~ disadvantaged, handicapped, veterans, imigrénts, wamen's groups, and others
in need of special help.

Career Development

. Responsible for specialized counseling and quidance in the area of career
development.

. Adninisﬁe:s financial support from federal and state funds.

. Provides Mﬁm exploration, evaluation of life experience for College
credit, and opportunities for cooperative education.

" . Provides job-hunting skills and guidance in a search for part-time or

full-time employment. '

'\/m _
. Aministers, evaluates, and interprets all diagnostic testing during student
crientation.

. Administers, evaluatss, and interprets tests on a referral basis and/or by
individual student request.

. mm—am«mmop-uﬂm“tbemtmdmm:ma
to the faculty and staff.

Student Activites

. Coordinates and develops extracurricular programs and services of benefit
and interest to students. ,

. Provides emergency and non-emergency care on a nursing level and conducts
health screening. |

\_ . Provides health education and counseling for students and academic community
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~ on demand. |
\_~+ Supervises the Kokua Information Center.

Admissions _
. Coordinates and supervises the activities relating to adnissions and
records. A
. Serves as a resource person to all areas of the College and the cammumity
regarding the activities of the Admissions and Records Office.

. Serves as liaison with the Cammmity College Institutional Research Office
in the maintenance of records.
. Supervises work of staff.
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Special Pro 3 ¢ i i

Supervises and coq:dimta all educational activities and special programs that are
not part of the regular instructional program of the College.

Develops, coordinates and solicits special sources of funding for non-credit
courses and special programs.

Oversees. the college's public service ocbligations in such areas as
continuing education and extensicn.

Coordinates the use of the college facilities, exclusive of the regularly
scheduled instructional activities, and cooperates with commmnity
organizations in the use of off-campus facilities. .
Schedules and oversees Theater activities.

Recammends and monitors special programs and comunity services, budget,
plans and reviews new and ongoing programs and activities.
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ADMINISTRATIVE SERVICES (Chart VII)
\%

This office administers the fiscal and physical facilities operaticns of the College.
This involves responsibility for expenditures, purchasing, maintenance of personnel
records and serviceé. recruitment and referral of civil service personnel, accounting
functions, physical plant operations, i.nv_entory, mail services, t:anspomtion

services, teleghone services, parking, canpus security, and preparation of the
College budget.



