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TOOIUT)) QQTUnITY COLLEGE

provides a comprehensive post-secondaxry education program in vecational/
technical and liboral arts education. .
. Offers vocational/technical programs which lead to certificates and
ascoicate in U‘lence degree
. Offers training in t»he rclated arcas for the apprantice programs in
tﬁe building and construction trades and other arprenticeable trades.
. Offers occucct’oral prograns which lead tc certificates ard ass ’DlCé"G

in -science degrees.

—

. Offers liberal arts programs which lead to the as spicete in arts
degree. BN
»

. Offers cecntinuing educzticon ard cormrmanity service programs vhich rzvy

k2 non-credit or credit.
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P The Office of the Provost is responsible for the orderly and sroper

functioning of licroiulu Coammunity College. Tt is resgonsible for carrving
cut the obj'ectives of the College.
MNithin the rules and regulations of the University of Havaii System, ths

Office of tha Provost:

.

. Issues rules and requlations governing the activities of thz Colleca.

. bnvelops long-range plans for the growth and improvement of the collecs..

. Recammends azpointments, tenure, leaves, terminations and prarctions
for all College personnel

. Sukmits a' College budget to the University System.
.'-1.1.inf:ains liaison with otfugr units of the University System andt \-:i:_h.
otler agm‘xcios suzth as the high schools, ﬁ%—ivate scheels, trazZsz -.:;\:’cr.s,

advivory grouns, and commmily groups.,

L2
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Office of Dcan of Instruction ”

Tho Office of the Decan of Instruction is responsible for all activitiesn

which are related dircctly to instruction, teaching, lecarning, acadealc

support secrvices, and rublic service functions 'of the College,

. Review of all programs which have been in existence and all new

rograms proposed for implementation,

« Responsible for the activities of the instructional staff to assure

performance is at an acceptable level.
..Responsible Zor gvaluati;g staff and program outcomes,

« Responsible for recommending to the Provest personnel transacticns

vhich relate to hiring, tenure, leaves, promotions, and terminations.

. Coordinates the cevelogment of the College's Zducational Develcrxzent

Plan, vocational Zducaition state plan, and all accreditation reports,

. Coozdinates with other University units all pe

—

rsonnel natters which

| ol

ray have sys<texnwide implications relating to implementation of

L . -
perscnnel policies.

.

. Responsible for cur:iculum.éevelopmcnt, course development, inn
in'léarning and teaching.

« Responsible for special programs such as ndn-crediﬁ,_apprentice
training programs, journeyman upgrading, community service.activitieé,

federal training programs, externally-funded programe, and short-

T |

term training program.
« Responsible £or the publication of the College catalog, class

schedules, course schedules, and the regulation of new course

offerings.
. Responsible for the activities of four instructlonal divisions, ‘2

Special Progran unit, and instructicnal support uaits,



e, H

JUL 155

o~
[N

Instruction Divisions (I, II, III and 1IV)
The purpose of the instructiocnal divisions are to coordinate and super-

vise the activities of the instructors in both the liberal arts and vocation;

education programs. It is the functién cf the instructicnal divisions to
paintain adninistrative practices to meet the cobjectives of the College and |
the University.
. Revie# courses, curricula and instructioans for i=mprovement.
. éarticipate’in all personnel transactions as they relate to hiring,
tenure, leaves, promotion and terminatiocn.
- Respon;ible for preparing educational plans relating to the objective

of the College.

e Assist in the development of courses, schedules, catalog raterials,

« Assist faculty members to better serve students at the College.
e« Coordinate, with the assistance of other College units, “support
- »
services to provide the meximum benefits and services for students.
« Prepare program budgets &nd supervise expenditures.
« Assist private industry and government to plan educatiornal prograns,
« Supervise department chairmen and others who are responsible for

program arcas,

« Prepare new progrzm proposals and program reviews.
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The purpose of the Special Programs Unit is to prepare alternatives and?

i
recormendations regarding community servive activities; implement community

service programs; advise the Dean of Instruction regarding community problem§

and nceds, external funding possibilities, and college-community relationshiﬁ
« Responsible for assessing the speclal post-secondary educational i

needs of the pecple in the geographical area which the College }
sexrves. E

|

. Plan and implement educational programs, activities and/or services ;

to meet specialized educational needs.

« Responsible for coordinating, supervising, and/or &irectly adminis-
te?ing those special instructioral and counseling progra=ms which are
"provided by the College to meet community needs,

. Responsiéle for identifying specific_educational problems znd when
appropriate, seeking extramural funding to prov}de prograa to

‘alleviate the problems.

»
« Responsible for the ongoing evaluation of specialized programs.
. Assist in the coordination and development of non-credit education

programs.
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Learning Resource Ccn£er

The purpose of the Lcaf}ng Resource Center is to provide the necessary
support services to ihstructors so that effective learning bccomes_meaningful:
and real.

. Reéponsible for reprecduction and production of learning assistance

1

materials.,

-
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Honolulu Community College Library

The purpose of the Library 1is to provide the necessary
library support services to instructors and students so that
effective learning becomes meaningful and real. The Library is
responsible for all library services which includes books,
magazines, pampbhlets, audio tapes, video materials, films,
slides, and all other related materials. The Library is also
responsible for providing a physical area with hours of operation

appropriate for the research needs of the students and faculty
members of the College.

e : .

The Library is responsible for the selection, ordering,
receipt, processing and cataloging of all materials acquired for
addition to the print and non-print collections.

. lati

The Library 1is responsible for the circulation of all
materiazls into and out of the Library. The section that was
formerly responsible for the circulation of films and audiovisual
equipment has been cormbined with the section that is now

responsible for the «circulation of all materials: print,
non-print, and audiovisual equipment.
Reference

The Library is responsible for providing reference,
research, and instructional services for the students and faculty
members in order that they can locate the materials they need and
be able to fully utilize the materials available in the College
Library.



Lecarning Assistance Services : JUL 1982

The purpose of Learning Assistance Scervices is to provide the necessary
A .
remedial services to assist students who have difficulty with college work.

« Provide remedial services in English and Mathematics.

o Provide instruction in basic study skills.

e« Provide counseling and tutocrial services.
A
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OFFICE OF STUDENT SLERVICES

~ The function of this office is to provide all the necessary and caple—

mentary services related to the needs of students which are mot directly
instructional. The services are to better enable students to succeed in their

learning experiences, adjust to the College and seek future goals in a rmore

orcerly fashicn. Student Services Office:
. Provicées all the services which relate to student records.
« Assists students at the College to adjust and solve problems.,

. Coordinates all financial assistance to students so that students
may caplete their education.

« Maintains a program of counseling and guidance so. that students will

receive the mzximim benefits from their collece experience.
g T

. Provides services to special groups of students such as the
disadvantzged, hzndicapped, veterans, irmigrants and others in need
of specizal help.

-

. Supervises the Ofiice of Afaissions, Registraticon, and Reccrds; Office
" of Guicdance and Cowmseling; OIffice of Financial Aids and Placement,

ard Office of Stufent Activities and Special Services.

Admissions, Registration, and Records

The R3rissions and Reccrds Office coordinates the general functicns of
admnissions, registration and reccrd-keeping. The Admigsicns and Records
Office:

. Supcrviscs all activities relating to applications and admission of

. all students to the Collcge.

o . Coordinates 21l student information within the University Student

Tnformation Systcna.

. Coordinates and is responsible for properly rogistering all students
who have hoon accepted for admission to the College.
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« Prepares and disseminates information to all prospective students.

. Assures all grades w}uch have been issucd by instructors are properly
" recorded and that all students are so notified of their grades.

Guidance and Counseling '

The purpose of Guidance and Counseling is to help students who may be
in need of assistance to solve problems which may ot be directly reiatal to
the classrocam activities. Academic and academically related counseling services
through irndividual and group cenferences, such as orientation and screening of
new students, caresr exploraticn,/develcg?ent.and j;:b develomment/placement are

. provided. Guidance and Counseling personnel:

« Assists students in adjusting to college life through orientation
as well as ongoing counseling services,

. Provides cuzlified/professicnal resource persons to provice services
w such as assistance with study/work habits, job search retention, and
placensnt, self sgpraisals, career and life planning skills,

. Provides and assists in dissemination of informzation such as the use

of College cataleg and clarification cf policies and regqulations, or
transfer informaztion.

» Suggests referral to community sources for specific services,
information, etc.

. Ooordinates assistance to handicapped students, veterans and other

special crowps in instructicnal and counseling services.

Student Activities and Speéial Services

The Student Rctivities Progrzm provides enrichment opportunities to
students through social, cultural, recreaticnal, athletic, and leadership
AN
expericnces,  The Coordinator of Student Activities is responsible for:

. 2Advising the student govermment and other student organizations.

. Coordinating clud and athletic activities.

-



-3—
. . JUL 1982
. Supervising the expenditure of student activity funds. '

o . Serving as a liaison between student groups and College administration.

« Assisting in the develogment of information regarding student affairs.

« Assisting in developing policies relating to student conduct, behavior,
and activities on campus.

-

The Health Office is responsible for the preventative and curative health
concerns and related areas of the campus cammunity. The Health Nurse is
responsible for:

« Implementing a health education, counseling, and care ard
treatment program. '

. Coordinating the carpus first aid program involvisg faculty
ard staff m=rbhers.

« Maintzining health records and completing reports and studies

as related to activities anmd functions of the Bealth Center.

Financizal Aié and Placerent

The Financial Aid Office provices fi.nancia]: assistance to surplerent the
resources oI nesdy students to help pay for a college edvcation and to provicde
financial. plenning assistance. Tne Coardinator of Financial aid:

« Coordinates Fecderal and State financial aid programs.

« Serves as a liaison betwsen students and scholarship donors.

« Contacts on-carmus employers for job veacancies.

« Coordinates graduzte follow-up and other surveys.
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OFFICE OF THE DIRECTNR OF BUSINESS AFFAIRS Ve v

It is the function of the Director of Business Affairs to coordinate,
minister and supervise:

. All financial activities of the College which includes budgating
(operations and CIP), murchasing, disbursing, financial reporting

and controlling all types of funds.

-

. Preparation, processing and recording all rersonnel and’ pa/roll actions.
Serves as Personmel Officer and E=0 Coordinator.

. Operations and rmaintenance of all physical facilities and properties of
the College, including janitorial, rmaintenance, groundskeeping, security,
inventory and safety (serves as Ocr:._?ational Safety and Health Officer).

« Axiliary Services including parking lot service; “food service; vending

machines; commnication, wmail and messenger service; motor pool; and

booksiore service.

o Director of Business Affairs w:_'Ll concentrate cn leng-rance volicy

N~ . .. -
planning, supervisicn and orogram evaluation. Ley to day cperaticns
will be adninisiered by the University of Hawaii Adzninistrative QOfficer,
General Mzintenance Service Supervisor and the Perscanel Clerk.
The Business Affairs activity of this College is organized functionzlly es
follows:

Business Office

« Within the budcet limitaticons, this office controls all expenditurss o

’_‘l)

2ll nrojects: cencral funds, smecial funds, federal and extramaral
funds, by certifying as to their availability anrd campliance to fiscal

policies.

« Assists and screens all federal proposals for compliance with fecdaral
guidelines and UH policies.
. Resoonsible for purchasing 21l supplies, equiprmant and services for the

entire. collezge.

. Proccsses and handles all payroll for the college including discrepanclies,
Y 3] e)

chances, hires.
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. Responsible for the accounting procedures for the entire C:liege.

« Pestonsible for the orderly delivery of mail, as well as the processing
~  of all outgeing mail.

. Fesponsible for all financial reports and staterents for fecesrzl projects.
- . Fesponsible for all disbursing functions.

. Establishes and maintains account nutters for entire Oollege; federzl,

soecial, general and agency funds.
!

« Responsible for screening all travel requests and completion for compliance

with UH policies.

. Responsible for seeing that the ollege's supply room is adequately
stocked.

. Fesponsible for the orderly cperations of the 2Aministrative tiord

Processing Center.

Perscnnel Office

metters:
. Responsible for the personnel recorckeening and transactisns.

"o M2aintain informaticn on working conditions, salaries and frings benafits,

Coeraticns and Mzinternance,

Tnis cffice is resconsible for maintenance of all growmds and facilities on

« Responsible for cleaning the gcroumds, buildings, and facilities.
« Responsible for minor repairs and upkeep of grounds.
. 2ssists in the maintaining of health, safety and sanitation standarés.

. Resronsible for security on campus.

- . Resconsible for the develozmant and maintenance of a preventative m

program for the llege fecilities and equigrent.
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