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KAP|OLAN| COMMUNITY COLLEGE

OFFICE OF THE PROVOST

The Offlice of the Provost plans, organizes, directs, and

controls the Institution's academic and support programs at the

campus

level In accordance with establ ished pollcy and procedural

guldel Ines and applicable statutes, and oversees the management

and operations of the College In the following functional areas:

Curriculum and Instruction.

Student services, admissions and records, counselling,
student government.

Library and media services.

Campus planning and research.

Flnance, accounting and budgeting.

Personnel transactions and records.

Physlcal plant and grounds, Including parking and
security.

Public relatlions,

Institutional research and admlnlsfra+lve data processing.

Communlity services.

Administrative Assistant

Provides staff assistance to the Provost and Is In charge of

the total scope of activities leading to the planning and

relocation of the College to Its new site.

Serves as coordinator and "project manager™ to plan and
coordinate the incremental deveiopment and transfer of

Kapiolanl Community College programs to Ft. Ruger.
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. Works dlrectly with consultants and agency personnel and
coordinates thelr efforts with the College and Systems
personnel on the development of the:

Educatlional speclflcatlions

Campus master plan

Environmental Impact statement

Planning, programming and budgeting for
renovation and new construction

. Represent the Provost In a |Ilalson role with varlous
constltuencles such as concerned cltlzens, students,
faculty, staff, advisory commlttees, communlty groups,
leglslators, other units of the Unlverslty of Hawall
System, and approprlate departments of the State of Hawall
and Clty and County of Honolulu.

. Serves as a troubleshooter for the Provost, reporting on
areas of particular concern and sensitlivity In order to
develop Information |eading to a declslon’or
recommendation,

. Handles and processes the substantial flow of mall and
memorandum to the Provost and prepares a significant
portlion of the wrlting of letters, pollcy papers, and
publlc statements under the directlon of the Provost,

. Has responsibllity for gathering varlous types of data,
applyling approprlate statistical techniques, and producing

reports,




Serves as the Provost's designee in handling collective
bargalning complaints and grievances relating to

Interpretation and appllication of contracts' terms and

conditlions,

OFFICE OF STUDENT SERVICES
The Offlce of Student Services Is responsible for the
followling activitlies of the Student Services Program:
. Admisslons and records.
. Registration.
. Placement and financial alds.
. Student activitles.
. Guldance and counseling.
. Resource to faculty and College administration on all
student matters.
. Veterans,
. Dlsadvantaged and handlcapped students.
. Forelgn students,
Admisslons and Records
The function of this offlce Is to coordinate, dlrect and
follow through on activities In the followlng areas:
. Dissemination of informatlon concerning admisslona and
academic offerings. |
. Processing of applications, reglstration, placement
testing.
. Maintenance of student academlc reports, evaluation and

certliflcation.




+ Articulating with Instructors, staff and students
regarding pollicies and regulations concerning academlic

standards, etc.

Counsellng

Student Activities

. Serves as advlisor to the Assoclated Students of Kaplolani
Community Col lege.

. Oversees all ASKCC soclal and service actlivities.

. Conducts Intramural program.

. Supervises preparation of ASKCC budget and reviews
expendl tures.

Elnancial Alds

. Coordinates flnanclial alds program Including loans,
deferred payments, scholarshlps, and grants.

« Counsels students on educatlional, vocaflonal and other
problems. |

Jdob Placement

. Collects and disseminates occupational and career
Information and Interprets local employﬁenf trends.

. Gathers, clariflies and publicizes employers'! notices of
Job opportunities and maintalns records of student
referrals and employment,

. Secures part-time and full-time employment for currently
enrol led students as well as graduates.

. Counsels students on educational, vocatlonal and other

problems.




General

. Coordlnates orlentation and small group testling programs.

. Asslsts students wlth educationail, personal, vocational,
and other problems.

. Malntains Ilalson with Instructional divisions and high

schools and other community agencles,

OFFICE OF THE DEAN OF INSTRUCTION
The Offlice of the Dean of Instructlion Is responsible for the
administration, development, and Improvement of the Instructlonal
staff and curricula, and may servé as the Acting Provost.
. Oversees the recruitment, Improvement, and evaluatlion of
faculty.
. Applles and admiInisters the University!s and College's
rules concerning faculty, curricula and budget.
. Coordinates the development 6f the Col lege curriculum,
program planning, and academic support servlces;
 General Instruction Support
This offlce Is responsible for certain deflned areas as
follows:
. Federal grants.
. Summer session,
. Class schedules.
Division of General Education, Business Education, Food Service
Education, and Publlc Service
The Instructional division s responsible for the

development, supervision and Improvement of Instruction and




currlcula of selected academic departments and/or programs of the
College. It provides Instruction In the followlng princlpal
areas: general education, buslness educatlion, food servlice
education, and publlic service.
. General educatlon (transfer) programs In soclal sclences
and language arts.
. Buslness educatlion programs In accounting, busliness
adminlstration, and data processling.
. Food service and hospltality educatlion programs.
. Programs In secretarlal sclence and |egal
para-professional work (paralegal).
Division of General Educatlon and Health Education
The lnsfrucflonal divislon Is responsible for the
development, supervision and Improvement of Instructlion and
curricula of selected academlic departments and/or programs of the
College. It provides Instructlion In the followlhg princlpal
areas of general educatlon and health educatlion:
. General educatlion (transfer) programs In mathematlics and
sclence, and the humanlf}es. V
. Health education programs In dental asslisting, dletetic
techniclian, medical assisting, medical lab technictan,
nurse's aldes, occupational therapy assisting, practical
nursing, radlologlc technology, and respliratory therapy.
Library Services
The Llbrary Is responsible for the organizatlion, development
and control of all aspects of the Ilbrary Including staff,
materlals, malntenance of recognlized |Ibrary standards, and the

budget. The followling functlons are carrled out:




Acquislition of an adequate collectlion of [lbrary
materials.

Long and short-range planning and development of |lIbrary
services.

Keeping apprised of new developments In Ilbréry technology
and equipment and evaluatlion of thelr appllicabllity to the
campus.

Budgetary planning and expendlture review of |library

funds.

Educational Medla Center

and

The Educatlonal Medla Center performs a full range of scope

dutles and responsibllltles as follows:

Provides Information, advises and assists faculty on
varlous Instructional methodologles utlllzling multi-medla
for more effectlive learning.

Malntalns a baslc resource of equlipment, materlals and
facllltlies for clrculation, previewlng, I|lstening and
productlion services for classroom teachlng and general
support actlivitles.

Conducts demonstratlions to famlllarize faculty and
students with equlpment avallable and to enable them to
operate equlpment,

Serves as |lalson for the College faculty and staff and
educatlional agencles for Interchange of ldeas and
resources Involving audlo-vidual medla Includlng

workshops, Instltutes, projects, or research.
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. Works wlth College program heads In formulation of.budge+
requlrements and matters related to Instructional
Improvement.

. Coordinate video telecommunlicatlion and maintaln the campus
cable distributlon system.

. Operate the graphics and printshop operations.

Learning Assistance Center

. Provide tutoring services for all disclpllines with
emphasis on readlng, wrlting, math, and basic skills.

. Provide support for baslc and developmental skills
programs.

. Provide makeup testing and other outside of class support
for other programs.

. Manage the College Credlt Equivalency Program.

Computing Center

. Provlde academic computing services and asslstance to
students and faculty and staff In the computing center.

. Schedule the use of the resources In the computling center.

. Perform and manage the malntenance of hardware In the
computling center.

. Evaluate and make recommendation on the purchase of
sof+ﬁare.

. Provide assistance In the College's computing across the

currlculum program.




OFFICE OF ADMINISTRATIVE SERVICES

Thls offlce Is responsible for the administrative management
of the College Including the Buslness Offlce, Personnel Offlce,
and the operatlions and malntenance actlvitlies.
Business Office

This offlice is responsible for the followlng:

. Accounting and flnanclal management.

. Procurement.

. Payroll.

. Cashlerling.

. Contracts and grants admlnléfraflon.

. Operating and capltal budget preparatlion.
Personnel Qffice

This offlce Is responsible for the following:

. Personnel administration.

. Equal Employment Opportunlty (Afflrma+lve Actlon).

. Staff development actlivitles and training. -

. Workers compensation adminlstration,
Operations and Malntenance

Thls office performs a varlety of dutles and responslibllities

In the areas |[I[sted:
« Physical plant operations and malntenance.
« Inventory control and record keeplng.
. Mall, transportation and communi{cation services.
. Safety programs.
. Parking and campus securlty.

. Custodlal and groundskeeping.




KAPIOLANI COMMUNITY COLLEGE
FUNCTIONAL STATEMENT
OFFICE OF COMMUNITY SERVICES

The Office of Community Services is responsible for all educational activities
exclusive of the regular instructional programs of the College. The Office of
Community Services consists of a Director to which two administrative support
staff, a Secretarial Services Unit, and five non-credit instructional program units
report.

DIRECTOR OF ‘

The Director of Communi% Services is responsible for all functions concerned
with non-credit programs. This includes the following:

. Identifies and responds to specific educational needs of the community.
This includes assessing the special post-secondary educational needs of the
community and private enterprises.

" Responsible for working with community organizations, groups and
individuals in order to establish appropriate educational programs related
to, but exclusive of the regular instructional programs.

u Responsible for all new non-credit instructional program proposals and for

Erogram reviews of on-going non-credit instructional programs.

esponsible for evaluating non-credit instructional program outcomes.

u Responsible for the execution of the Office of Community Services Budget
in accordance with University and State policies.

. Responsible for general sx;Fervision of non-credit instructional faculty and
support staff to ensure performance is at an acceptable level.

u Responsible for personnel actions which relate to hiring, leaves, promotion
and termination of non-credit instructional faculty and support staff.

n Responsible for overseeing curriculum development and innovations in

non-credit learning and instruction.

The support positions under the Director of Community Services are responsible
for program market analyses, extramural grant and proposal coordination, and
revenue collection. This includes the following:

. Responsible for planning, developing, and coordinating the public relations
activities for the Office of Community Services within the prescribed "
University guidelines.

" Responsible for conducting market analyses for timely determinations on

the viability of proposed program offerings as well as the relative success of
on-going Office of Community Services programs.

" Responsible for development and coordination of extramural grant
proposals for the Office of Community Services.
. Responsible for developing and implementing contract training proposals

for the community and private sector.
u Responsible for revenue collection.




N N

SECRETARIAL SERVICES

This unit consists of clerical staff to support the Director and Program Divisions.
PROGRAM DIVISIONS (FINE ARTS, LEISURE AND RECREATION;
COMPUTER EDUCATION; AND OFFICE TECHN IES:
HUMANITIES: FOOD SERVICE)

Each non-credit instructional program is responsible for the delivery,
development, supervision and improvement of non-credit instruction and curricula
in their respective program area. This includes the following:

" Riszﬁonsible for planning, developing curricula, and implementing non-

credit courses and community service programs.

" Responsible for preliminary scheduling, classroom assignments, and
development of program catalogs and brochures.

" Responsible for the recruitment of temporary faculty to teach non-credit
courses in accordance with policies and procedures of the University and
State of Hawaii.

" Responsible for non-credit instructional program budget allocation and
expenditure control.

n Rf:lponsible for maintaining data and files required for reporting and
evaluating program effectiveness.
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OFFICE OF COMMUNITY SERVYICES Q~

This offlce Is responsible for all educational actlivities

excluslve of the regular Instructional programs of the Col lege.

Identifles and responds to speciflic educaflonql needs of
the communlty.

Works closely with the academlic programs of the College.
Assesses and plans short and long-range community services
programs.,

Develops and offers non-credit programs and services.
Develops and offers short-term vocatlional training,

conferences and seminars.
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