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LEEWARD COMMONITY 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 arts degree and
lower—division preparation for bacczlaureate degrees.
. Offers occupational programs which may lead to certificates of achievement
and associate in science degrees.
. Offers vocational-technical programs which lead to certificates . of
achievement and associate in sciencé degrees.
. 0Offers continuing educaticn and community service programs of both the

credit and non—credit variety.

OFFICE COF THE PROVOST (CHART II)
This office is charged with responsibility for overseeing the operations of the
College as a whole, and insuring that all programs and services provided are in
accord with approved educaticnal plans, University and goverrmental requlations and

provisions of employee contraces.

The unit is headed by a Provost who serves as the executive head of the College. The
Provost supervises the Dean of .Ixist:u-c:im, the Director of Student Services, the
Director of Special Programs and Cammumnity Services, the Director of Administrative
Services, and staff assigned to this Office. |

Specific.functions assigned include the fcllowing:

. serving as liaison between the Collece and other units within the University
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or City/State/Federal govermments, and as representative of the College

before the cammmnity 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 institutio'na.l plans.
overseeing the scheduled evaluation of all programs and services offered;
reviewing and approving all personnel transactions involving all college
staff (hiring, renewing .wnt.racts, termination, pramctions, leave requests,
etc.) »

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

directing extramural fund solicitatians,
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OFFICE OF EDUCATIONAL SERVICES (CHART III)
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The Educational Services unit is charged with responsibility for provi&in§

acninistrative support and directly supervise the operation of all instructicnal and

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

Ecucational 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 ocut assigned
functions.

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

. developing program plans and targets for Instruction and Academic Support
units; '

. Pproviding for the scheduled evaluation of all activities in these program
units; ‘

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

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

. representing thefqlleéé at meetmgs on matters related to Instruction and

. Academic Support services:.

.  supervising the recruitment, hiring a.nd evaluation of 'staff; also,
assigmment of worklecad;

. plaming and implementing a program of staff develomment for faculty and
staff assigned to unit;
developing informeticnal macterials cn programs and services offered within

unit.
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There are four divisions charged with general education responsibilities., These are
the Arts and Bunanities, Language Arts, Math and Science, and Social Science., It is
their function to provide transfer curricula, general education and develogr.ent..al
education. The division offices perform acministrative functions to facilitate the
realization 'of the goals of the'College and University in these areas of instruction.
. Responsible for the administration supervisi'on, assessment, Gevelopmment and
improvement of the faculty and curriculum, .
. Coordinates teaching assigmments and the scheduling of courses.
.- Secures instructional materials for division perscnnel and prepares
' Divisional budgets.
. Asgists in the development of new courses and programs and facilities
in-service training as necessary:; ‘
. Makes recammencations to the Dean of Educational Services regarding faculty
evaluation and the selection of new personnel:;

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

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 emloved. The division cffice perform acministrative 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, development and

improvement of the faculty and curriculum; v.

. Coordinates teaching assigmments and the scheduling of courses;

. Secures instructional materials for division personnel and prepares

divisional budgets;
. Provides hot lunches tothe college student body and staff;

. Makes recammendations to the Dean of Educational Services regarding faculty
evaluation and the selection of new personnel;

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

A

Vaianae-Nanakuli Education Center (IV-E)

Provide for the planning, evaluation and implementation of all instructicnal
and instmuctional support services provided at the College's Waianae-Nanakuli

Education Center.
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ervises and coordinates the College student services programs including student

activities, registration, .ac'mi.ssions, student records, financial aid, psychometry,

counseling and quidance, and job placement. _

. Recamends and monitors the student services budget including coperating
funds, student activity funds and special funds.

. Coordinates activities with other major cumponent areas such as instruction

and academic surport.

. Represents the College at meetings and conferences involving student

2ffairs.
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. Facilitates the development and implementation of student services programs.

. Coordinates fthe budoet preparation, processes and monitors the expenditure
of these funds for the division.

. Supervises the caily 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.

mepling ida
. Corducts a syste:na:tic. ptoc?:am cf advisement and orientation for all new
students. ” | |
. Provides counseling assistance to any student recuesting such services in
the areas of academic planning, career goals, and interpersonal problems.

. Responsible for the continued development and acministration of the ISS

self—-development courses.

1985
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. 'Besponsible for services to special groups of students such as the
) disadvantaged, handicapped, veterans, imigrénts, wauen's groups, and others
in need of special help. |
Carear Develooment

. Responsible for specialized counseling and guidance in the area of -‘career
i Gevelopment.
g . Mministers financial support fram federal and state funds.
« Provides vocational exploration, evaluation of life experience for College
credit, and opportunities for cocperative educatian.,
. Provides job-hunting skills and guicance in a search for part-time or
full-time exployment,

&r‘m

. Acministers, evaluates, a.nd'inte:prets all diagnestic testing during student

orientation.

. 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,
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N ' 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.

. i"rcvides health education and counseling for students and academic cmmm:.w
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on demand.

) . Supervises the Rokua Information Center.

‘imiceione -
. Coordinates and supervises the activities relating to admissions and
records. "
. Serves as a resource person to all areas of the College and the commmity
regarding the activities of the Acmissions and Records Office.

+« Serves as liaison with the Camunity College Institutional Research Office

in the maintenance of records.

. Supervises work of staff,
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) OFFICE OF DUBLIC SERVICE (Chart vi)
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Supervises and coordinates all educational activities and special programs that are
not part of the reqular 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
sdxedxsied instructional activities, and cooperates with commumity
organizations in the use‘of off-campus facilities. -

. Schedules and oversees Theater activities,

.  Recamends and monitors special programs and cammunity services, budget,

plans and reviews new and cngoing programs and activities.
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Leeward Community College
University of Hawaii

ADMINISTRATIVE SERVICES DIVISION

OFFICE_QF THE DIRPCICR 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.
BOSINESS 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.
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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.



