[CDILTS QX SARITTY COLLIGE

Provides a carprehensive post-secondary education program in vecationsl/
tachnical and lidoral arts education.
. Offers vocatiocnal/technical programs vhich leed to certificates aqgd

aseoicate in science dagrees.

. Offers trairing in the rclated arcas for the apprentice prograts in
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. Offers cccusaticnal zrograms which lead <o certificates arnd essoicate
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CITICE QFf T:I7 PRCVOST
The Office of the Provost is responsible for the orderly and zroper

P
-

‘unctioning of Hemolulu Community College. Tt is resconsible for carovin

cut the objc:tiwes of the College.
Within the reles and regulations of tha University of Hawail System, ths
-Oéfice of tha Provost: ‘
. Issues rules and reguletions governing the activities of the Collece.
. Doveleps long-range plens for the growth and impreverent of tre collef

« Recommends aszpointments, tenure, leaves, terminations and pramctions

for all Collece zersonnel

}—

College tudget to the University System.

)

. Submits
daintains liaiscn with cther units of the University Systen ard with
otls'r agenzics suth as the high schicnls, private schecls, trazde unicns

aduivory grouns, and conmmitly groups.




Tho Office of the Ccan of Instructicn is

which are related directly %o instructicn, teaching, lcaral:

support servic
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Office of Dcan of Instruction
responsible for all activizien

3, acaderlce

.ave been in existence and all rew

cvaslia

ing staff and program outcomes,

reccroending to the Provest personnel transacticens

hirinz, tenure, leaves, promotions, and termisations

Cevelczzment ¢f the Cellege's Zducational Cevelsrzzent

other University units all rfessonnel mattess which

—

curriculun development, course cevelopoent, inmncw

special programs such as non-credit, apprentice
.eyTan vograding, commenity service activities,
rrograms, externally-funded pregrame, and sh

-
- ="

the activities of four instructicnal divisions, &

wnit, and instructicnal support ualts.
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Instruction Divisions (I, II, IIXI and 1V)

The purpose of the instructicnal divisions are to coordinate and stpord
vise the activities cof the instructors in both the liberal acts and vocaticn

ceducation programs. It Is the function cf the instructional divisions to

paintain adninistrative practices to meet the cbjectives of the Ccllege and

the University.

« Review courses, curricula and instructions for improvement.

rsonnel transacticns as they relate %o hiring,

tenure, leaves, promoticn and termination.

« Responsible for preparing educatioral plans relating to the chjectis

e

of the College.

[

. 2ssist in the develecpment cf courses, schedules, catalog raterials

-~de

—— -

. Assist faculty members to better serve students at the Ccllege.

« Coordinate, with the assistance of other College units, suppost
»

services to provide the maximum benefits

-

and services for students.

« Precare rrogrem budcets arnd supervise expencditures.

Qs

« Assist =rivate in

-

nd covernment to plan educaticnzl pregra-s,

)
)

ustroy
. Supervise department chairmen and others who are responsible for

progranm arecas. o

« Prepare new prograzm preposals and program reviews,
, .
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Speclal Programs JUL |932J¢
Tho purpose of the Speclal Programs Unit is to prepare alternatives ar

recormendations regarding community scrvive activities; implement community

service progranms; advise the Dean of Instruction regarding community pr b}T

and nceds, external funding possibilities, and college-community

relations]
' . Responsible for assessing the special post-scceorndary educational
needs of the pecple in the geographical areca which the College

sexves.
. Plan and impl;ment educaticnal prograns, activities and/cr service:
to reet specialized educaticnal needs.
. nespc le for cocrdinating, supervising, and/or directly aéminist

tering those special instructional and counseling precgra=s vwhich a:

RS

‘provided by the College to meet community needs.

for Zdentifying specific_educational rzrotlens znd whea

. Responsirle
epprcpriate, sesking extramural funding to p:ov;de Trograa to
alleviate :he'prcble:s.

« Respensitle for the ongoing evaluation of specialicted progracs.

e Assist in the cocrdinetion and develooﬁe“b of non-credit education

prograns
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learning Resource Center

The purposc of the Lcaﬁlng Resource Center is to provide the necessary

support scrvices to instructors so that effective learning becomes meaning sy’

a

end real.

. Responsible for reprcduction and production of learning assistance

. )
'

raterials..
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Honolulu Community College Library

The purpose of the Library 1is to provide the neceséa:y
library support services to instructors and students so that
effective learning becomes meaningful and real. The Library is
responsible for all 1library services which includes books,
magazines, pamphlets, audio tapes, video materials, films,
slides, and all other related materials. The Library 1is 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.

aui i+ ions/D esing

The Library 1is responsible for the selection, oréering,
receipt, processing and cataloging of 2ll materials acquired for
addition to the print and non-print ccllections,

. lati

The Library 1is responsible for the circulation of all
materiels into and out of the Library. The section that weas
formerly responsible for the circulation of films and audiovisual
equipment has Dbeen combined with the section that 1is now
responsible for the circulation of all materials: print,
non-print, and audiovisual eguipment.

Reference

The Library 1is 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.

o€ 20 150
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Lcarning Assistance Sc;viccs : . JUL
The purpose of lcarning Ass!stancc Services i{s to provide the nccessary
remedial services to assist students who have difficulty with college work.,
. Provide remedial services in English and Mathematics.

« Provicde instruction in basic study skills,
. Provide ccunseling and tutorial sexvices,
2

19




n.\-/ \/ . -

OFFICE OF STUDENT SERVICES

The function of this office is to provide all the necessary and caml
mentary services related to tha neads of students which are not directly
instructional. The services are to better enable students to succeed in thair
leaming e:rgé:ie..-es, adjust to the College and seek future goals in a rore
crcderly fashicn. Stufent Services Office:

« Provicdes zll the services which relate to strdent records.

« Bssists students at the Collece to adjust and solve problems,

. Coordirates all financizal assistance to students so that students

may caplete their education.

o Maintains & vrogran of cownseling and cuidance so &h

S diat students will
receive the radmm benefits Ircm their college evperience.

. Provicas services to special groups of studfents such as the
disadvantzced, haniicarped, veterans, immigrants and others in neesd

« Supervises the CiZice of 2Ztissicns, Pegistraticn, ard Reccrds; Office
" of Guicarce and Coumseling; Office of Tinancizl Aids and Placement,

-

and Oifice oI Stuiant Activities and Special Services,

Acnissions, Ragistretion, and Recor

i

The rinissicns end Raccords OIfice coordinates the general functicns of
- ' )

4
agnissions, registrasl nd reccré-keeping. he 25ndissicns and Records

I3
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Office:

« Suporvises 2ll activities relating to apolications and admission of
all students to the Collcge.

. Coordinates 2ll student information within the Univercity Student
Tnformation Systen.
. Coordinates and is respensible for proferly rogistering all ctedents

who have hoon acoopted for odmission to the College.




(VI8 1

. Prepares and didséminates information to all pfospoctive students.

Asrurcc all grades \'-h_LCh have been I.S.;UOd by instructors are prope:ly
recorded and that all students are so notified of their grades.

Guidanca end Counseling

The purpose of Guidance and Counseling is to help students who may be
in pead of assistance to solve problems which may not be directly related to

the classroam activities. Academic and acadenically related counseling services

5

through indivicdual and group cenferences, such as orientation and screening of
new studants, caresr explorat c-:,/ce"’élva—en_ and ]OD develcorent/placerent are

provided. Cuicdance and Counseling parsonnel:

-

~
-

o Rssists stucdents in adjusting to college life throuzh orientaticn
g

« Provicdes cuzlified/professicnal resourta parsons to provida services
such as assistance with study/work habits, jcb search retenticn, aad

plecercent, self azgpraisals, caresr and life planning skills

. Providaes and assists 1n disseminaticon of informmaticn such as the
of Collegz catzlog and clarification cf molicies and regulaticns, or
transfer infczaztion.

« Sucgests referrzl to cammanity sources for specific services,
informaticn, etc.

1

. Coordinates assistance to h_a.'\.iica_:“ed_. students, veterans and othex
cT

specigl crougs in inst trusticnzl and couns seling services.

Student Activities and Spacial Services

The Studeont Fztivities Progrzm provides enricrment cpportunities to
studonts through social, cultural, recreational, athletic, and lezdership
c:;;:c:icnc;s. The Coordinator of Student Activitics is responsible far:

. 22vising the student covermment and other student organizaticns,

o Coordinating cludb and athletic activities,
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. Supcrvising the expenditure of student activity funds.

. Serving as a liaison between student groups and College adainistraticn.

. Assisting in the develement of information regarding student zffaivs.

. Assisting in develcping colicies relating to student cenduct, behavior,
and activities cn camspus.

The Hzalth Ofiice is respensiktle for the preventative and curative health

concerns and related areas of the carmpus cammunity. The Health Nurse is

responsible for:

« Implementing a health educaticn, counseling, and care ard

treattrent procran.

« Coordinating the carmpus first aid rrogram involvisig faculhy
and staif m=rhers

o Maintaining hezlih recczds and cxpleting rezerts and studies

as relzted <o activities a3 functicns of the Eealth Center.

resources cI nesdy studants help pay for a college educa

o Serves as a liziscn betwsen students and scholarship conors.
. Contacts cn—caus epleyers fer jcb vacanc:.es.

. Coordinates graduate follow-1p and other surveys.
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OFFICE OF THE DIFECTNR OF BUSINESS AFFAIFRS oo

It is the function cof the Director of Business Affairs to coordinate,

.

sinister and suwpervise:

. All financial activities of the Collegz which inclucdzs budgating
(operations and CIP), murchasing, disbursing, financial reporting
and controlling all Hypes of funds.

. Preparation, orocessing and recording all personnel and payroll actions.
Serves as rersonel Cificer and Z=0 Coordinator.

. Operaticns and raintenance ©f 2ll physical facilities and properties of

the College, incivéing janitorial, meintenancs, groundskeening carity,

inventory and saiety (serves as Ocouzationa) Safety and Health Cificer).

o Aviliery Services including parking lot service; food servics; vanding
machines; cocmmnicaticn, maeil and messenger sarvice; roicr oeel; end

ookshiore service.

. Directcr of Zusinsss RAffairs will concentrate con leng-range oolicy

plarning, supervisicn and =rogran eveluation. Dey to day czeretiens

«ill be aé&ninistiered by the University of Hewail ASninistretive Oificer,
General Mzintenance Service Supervisor and the Perscnnel Clerk.

~ &

The Business Affairs activity of this College is organized "'*.c‘;.or:.l"y as
follows:

Business Office

« Within the budcet limitatiens, this office controls 21l erxpenditiizss of
all p:yjcct_: cenzrel funds, smecizl finds, federal and extramarzl
3s, by certifying as to their availability amd corpliznce to fiscal
policies.
. 2ssists and screens all fedarel prososels for compliance with fedarel
guidzlines and UH policies.
. Posponsible for purchesing all sunplies, equirmmant and services for the

entire, collese.

. Proccsses and handles 2ll payroll fe

"

the mllege including discrezzancies

chances, hires.
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. Resoonsible for the accounting procedures for the entire llege.
. Pesponsible for the orderly celivery of mail, as well as the precessirg

of all cutocing rail.
. Peszoasible for 2ll financial reports erd statements for federal projecks.

- . Pesponsible for 2ll disbursing functicns.

4

. Estedlishes and rmainta

!

ns accownt nutiers for entire llege; fedaral,

-
’ T

special, general and acency funds.

. Resgonsible for screening all travel reguasts and oorpletion for complian

with UH policies.

. Resgonsible for seeing that the Collece's supdly rocm is alequately

stocked.
. Fesmensikle for 4= orderly coevatiocons of the rAninistrative tiord
rroocessing Csnter.
Perscnne) OIfice
This ofifice is m=sccnsible foo the adiinistration of the followinz =erss--=2)
[y ety
metters: -
« Responsible for the personn2l recordieening ard transactions.

"o Maintain informaticn on werking condition saleries an
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This cffice is reszeonsible for maintenance of all growmds and £

campus.
. .
« Responsible for cleening th2 growmds, buildings, and facilities.

. Reszonsitle for minor regairs and ugkeep of grounds.
. 2ssists in ¢he maintzining of hezlth, sefety and sanitztion stznda-és.
. Fesconsible {or sscurity on catous.

( « Reszonsible {o

ant and maintenance of a preventative maintenas
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program for th ; g cilities and equiprent.




