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LESWARD COMVDNITY COLLEGE

. .
Provides a camprehensive, 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 a.rts degrees and
lower—division preparation for baccalaureate degrees. -
. fers occurational programs which may lead to certificates.of achievement
and associate in science degrees.
. Offers vocatiocnal-technical programs which lead to certificates .of
achievement and associate in sciencé degrees.,
. Offers continuing education and commmity service programs of both the

credit and nonr—credit variety.

‘ OFFICE OF THE PROVOST (CBARYT II)

—

This office is charged with responsibility for overseeing the cperations of the
College as a whole, and insuring that all programs and services provided are in
accord with approved educational plans, Universiéy and goverrmental regulations and
provisions of employee contracts.

'memtisheadedbyaprcvostwboservesastheexecutzveheadoftheCollege The

' Provost su::erv:.ses the Dean of I.nstruct:.m, the Director of Student Services, the

Director of Special Programs and Commumnity Semces, the D:.rector of Acministrative
Services, and staff assigned to this Officea.

Specific.functions assigned include the following:

W . serving as liaison between the College and other units within the University
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or City/State/Feéeral goverments, and as representative of the College

before the cammmity at large; _ .

establishing planning parameters for the develomment of program plans,
budgets and expenditure plans, capital improvement plans for all program
units; approving these plans and incorporating into i.nstitutio.nal plans,
overseeing the scheduled evaluation of all programs and services /offe:ed;
reviewing and approving all personnel transactions invelving all college
staff (hiring, renewing 'corxtra.cts, 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 solicitaticns.
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OFFICE OF EDUCATIONAL SERVICES (CHART III)
~—
The Ecucational Services unit is charged with responsibility for providiné
administrative support and directly supervise the operation of all instructional and

instructicnal surcort (Academic Support) activities cffered at the College.

Educational Services is headed by a Dean of Instruction., The Dean reports to the

Provost of the College, and is assigned-a staff to assist in carrying out assigned

functions.

Specifically, this unit is charged with responsibility for the fol}owing functions:

. developing program plans and targets for Instruction and Academic Support
wits; . ‘ ]

. providing for the schediiled evaluation of all activities in these program
units; 3

. developing a budget and expenditure plan for all approved activities
(including staffing plans, equipment acquisition plans, etc.) and
supervising the exp.enditx;u:e of funds allocated to operating units
supervised;

. responding to reguests for information, problems, adjudicating disputes and
grievances, within established guidelines;

.~ representing the-CQLIegg' at meetmgs on matters related to Instruction and

" Academic Support. services;

. . supervising the recruitment, hiring and evaluation of staff; also,
assigment of workload;

. plamning and implementing a program of staff development for faculty amd

— staff assigned to unit;

developing informaticnal macerials cn grograms and services offered within

unit.



There are four divisions charged with general educaticn responsibilities. These are
the Arts and Bumanities, Language Arts, Math and Science, and Social Science. It is
their function to provide transfer curricula, general education and Gevelopmental
education. The division offices perform administrative functions to facilitate the
realization of the goals of t.heACollege and University in these areas of instruction.
. Responsible for the administration supervision, assessment, Gevelopment and |
U improvement of the faculty and curriculum, .
. Coordinates teaching assigmments and the scheduling of courses.
.- Secures instructional materials for division perscnnel and prepares
" Dpivisional budgets.
. Assists in the development of new courses and programs and facilities
in-service training as necessary; _
. Makes recummendations to the Dean of Educaticnal Services regarding faculty
evaluation and the selection of new personnel;

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

{onal Divisions/Vocational-Technical-:
Divisi 3 Division Admin ve Commi DAY

There are two vocational-technical divisions; Business Education and

“Vocational-Technical. It is their function to provide education for erployment in a
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skill or craft area and offer in-service and/or retraining opportunities for those
“feady emloyed. The division cffice perform administrative functions to facilitate
the realization of the goals of the College and the University in these areas of
instructions. ' . |
. Responsible for the administration, supervision, assessment, develt_:gne.nt and
improvement of the faculty and curriculum; ‘
. Coordinates teaching assigrments and the scheduling of courses;
. Secures instructional materials for division persannel and prepares
divisional budgets;
. Provides hot lunches to the college student body and staff;
. Makes recommendations to the Dean of Educaticnal Services regarding faculty
evaluation and the selection of new personnel;
. Serves as liaison between the division and other units of the college.
(7 . !
Vaianae-Nanakuli Educaticn Center (IV-E)

.Provide for the planning, evaluation and implementation of all instructiemal
and instructional support services provided at the Cpllege's Waianae-Nanakuli
Education Center.
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QOFFYCE OF STUDENT SERVICES (Chart V)
~—
Supervises and coordinates the College student services programs including student
activities, registration, .admissions, student records, financial aid, psy'chanetry.
counseling and quidance, and job placement. )
. Recomends and monitors the student services budget including cperating
funds, student activity funds and special funds.
. Coordinates activities with other major camponent areas such as instruction

and academic support.

. Represents the College at meetings and conferences involving student

€airs.

oy { 1

. + Facllitates the development and implementation of student services programs.

. Coordinates _"r.he budget preparation, processes and monitors the expenditure
of these funds for the division.

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

. 3 Guid .

.. Conducts a syste.xa_;-.ic@ progfam cf advisement and orientation for all new

. Provides counseling assistance to any student :equestiné such services in
the arees of academic planning, career goals, and interpersonal prcblems.

. Responsible for the continued development and administration of the ISS

self-development courses.
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. Responsible for services to special groups of students such as the
"~ disadvantaged, handicapped, veterans, immigrénts, wamen's groups, and others
in need of special help. |

areex Development
. Responsible for specialized counseling and guidance in the area of ’ca.reer
development,
. Aministers financial support fram federal and state finds.
. Provides vocational exploraticn, evaluation of life experience for College
credit, and opportunities for cocperative education.
+ Provides job~hunting skills and guidance in a search for part-time or
full-time employment.
Syet meisy _- .
\f Administers, evaluates, and'interprets all diagnostic testing during student
crientation.

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

. Conducts in-service workshops and acts as the test and measurement resource
to the faculty and staff,

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

. Provides emergency and non—emergency care <n a nursing level and conducts
health screening.

. ~—Provides health education and counseling for students and academic catm.xm.ty
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on demand.

NI Supervises the Kokua Information Center.

:m' ZESJQES )
. Coordinates and supervises the activities relating to admissions and
records. /
. Serves as a resource perscn to all areas of the College and the conmmity
regarding the activities of the Acmissions and Records Office.

. Serves as liaiscn with the Camunity College Institutional Research Office

in the mintenanée of records.

. Supervises work of staff.
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Surervises and coordinates 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 cbligations in such areas as
continuing education and extension.

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

Remdsandmtcrs special programs and cammunity services, budget,

plans and reviews new and ongoing programs and activities.
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Leeward Cammunity College
University of Hawaii

ADMINISTRATIVE SERVICES DIVISION

OFFICE OF THE DIRECTOR OF ADMINISTRATIVE SERVICES

Responsible for the planning, organizing, and directing of all
administrative support services required by the College. These services
include, but are not limited to, overall management processes, budgetary
and financial management, personnel administration, procurement and
property management, facilities maintenance, security, and physical
facilities planning of both repair and maintenance and capital improvments
projects.

BUSINESS OFFICE

Responsible for the College's fiscal operations including accounting,
disbursing, cashiering, contracts and grants management, procurement,
inventory management, payroll, etc.

PERSONNEL OFFICE
Responsible for the College's personnel functions including the processing

of personnel transactions, insuring adherence to established policies,
regulations, collective bargaining contracts, etc.

1% u .

Responsible for the College's maintenance program including building and
grounds maintenance, and minor repair and maintenance projects.

Responsible for the College's security program,



