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KAPIOLAN| COMMUNITY COLLEGE

OFFICE OF THE PROVOST
The Office of the Provost plans, organizes, directs, and
controls the Institution's academic and support programs at the
campus level In accordance with established pollicy 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, counseling,
student government.
. Library and media services.
. Campus planning and research.
. Finance, accounting and budgeting.
. Personnel transactions and records.
. Physical plant and grounds, Including parking and
security.
. Public relations.
. Instlitutional research and administrative data processing.
. Community services.
Administrative Asslstant
Provides staff asslistance 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 slite.
. Serves as coordlinator and "project manager" to plan and
coordinate the Incremental development and transfer of

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

Educational speciflcatlions

Campus master plan

Environmental Impact statement

Planning, programming and budgeting for
renovation and new construction

. Represent the Provost In a |lalson role with various
constituencies such as concerned citlzens, students,
faculTy; staff, advisory committees, community groups,
legislators, other units of the University of Hawail
System, and approprlate departments of the State of Hawail
and Clty and County of Honolulu.

. Serves as a troubleshooter for the Provost, reporting on
areas of particular concern and sensitivity In order to
develop Information leading to a decision or
recommendation,

. Handles and processes the substantial flow of mali and
memorandum to the Provost and prepares a signlficant
portion of the writing of letters, policy papers, and
public statements under the direction of the Provost.

. Has responsibllity for gatherlng varlous types of data,
applying appropriate statistlical techniques, and produclng

reports.
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Serves as the Provost's deslignee In handling collective
bargaining complalnts and grlevances relating to
Interpretation and application of contracts! terms and

condlitlions.

OFFICE OF STUDENT SERVICES

The Offlce of Student Services Is responsible for the

following activities of the Student Services Program:

Admissions and records.

Registration.

Placement and flinanclal alds.

Student activities,

Guldance and counsel Ing.

Resource to faculty and Coilege administration on all
student matters.

Veterans.

Disadvantaged and handicapped students,

Forelign students.

Admissions and Records

The function of this office Is 10 coordinate, direct and

follow through on activities In the following areas:

Dissemination of lnformaTlon/concernlng admissiona and
academic offerings.

Processing of applicatlions, registration, placement
testing.

Maintenance of student academlic reports, evaluation and

certification.
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. Articulating with instructors, staff and students
regarding policies and regulations concerning academic

standards, etc.

Counseling
Student Activities

. Serves as advisor to the Assoclated Students of Kapiolani

Community College.

. Oversees ali ASKCC social and service activities.

. Conducts intramural program.

. Supervises preparation of ASKCC budget and reviews
expenditures.

Elnancial Alds

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

. Counsels students on educational, vocational and other
problems.

Jdob Placement

. Coilects and disseminates occupational and career
Informatlion and Interprets locai employment trends.

. Gathers, clarifies and pubiiclzes employers' notices of
Job opportunities and malntains records of student
referrals and employment.

. Secures part-time and fuli-time employment for currentily
enrolled students as well as graduates.

. Counsels students on educational, vocational and other

problems,
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. Coordlinates orlentatlion and small group testling programs.

. Asslsts students with educational, personal, vocatlonal,
and other problems.

. Malntalns |lalson with Instructional divisions and high

schools and other communlty agencies.

OFFICE OF THE DEAN OF INSTRUCTION
The Office of the Dean of Instructlon Is responsible for the
adminlstration, development, and improvement of the Instructional
staff and curricula, and may serve as the Acting Provost.
. 'Oversees the recrultment, Improvement, and evaluatlion of
faculty.
. Appiles and adminlsters the Unlversity's and College's
rules concerning faculty, curricula and budget.
. Coordinates the develiopment of the Colliege curriculum,
program planning, and academic support services,
General Instruction Support

Thls offlce Is responsible for certalin defined areas as
follows:
. Federal grants.

. Summer sesslon.

. Class schedules.
Division of General Education, Business Education, Food Service
Education, and Public Service

The Instructional division Is responsibie for the

develiopment, supervision and Improvement of Instruction and
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curricula of selected academlc departments and/or programs of the
College. |t provides Iinstruction In the followling princlpal
areas: general education, buslness educatlon, food service
education, and public service.

. General education (transfer) programs in social sciences
and |anguage arts.

. Buslness education programs In accounting, busliness
adminlistration, and data processling.

. Food service and hospitallty education programs.

. Programs iIn secretarial science and legal
para-professional work (paralegal).

Division of General Education and Health Education

| The instructional divislon Is responsible for the
development, supervision and Improvement of Instruction and
curricula of selected academlc departments and/or programs of the
College. |t provides Instruction In the following principal
areas of general educatlon and health education:

. General educatlon (transfer) programs In mathematics and
sclence, and the humanities.

. Health education programs in dental assisting, dietetic
techniclan, medical assisting, medlical |ab technliclian,
nurse's aldes, occupational therapy assisting, practical
nursing, radiologlic technology, and respiratory therapy.

Library Services

The Library Is responsible for the organization, development
and control of all aspects of the l|library Including staff,
materials, malntenance of recognlized |library standards, and the

budget. The followling functlons are carried out:
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Acquisition of an adequate collection of |[Ibrary
materlials.

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

Keeping apprised of new developments In llbrary technology
and equipment and evaluation of thelr applicablility to the
campus,

Budgetary planning and expenditure review of |library

funds.

Educational Media Center

and

The Educational Media Center performs a full range of scope

dutlies and responsibil|lltles as follows:

Provides Information, advises and assists faculty on
varlous Instructional methodologlies utillizing multi-media
for more effective learning.

Maintalins a baslic resource of equlipment, materials and
facllities for circulation, previewing, Illstening and
production services for classroom teaching and general
support activitlies.

Conducts demonstrations to famillarize faculty and
students with equipment avalilable and to enable them to
operate equlipment.

Serves as |lalson for the College faculty and staff and
educational agenclies for Interchange of Ideas and
resources Involving audlo-vidual media Including

workshops, Institutes, projects, or research.
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. Works with College program heads In formulation of budget
requirements and matters related to Instructional
Improvement. |

. Coordinate video telecommunication and maintain the campus
cable distribution system,

. Operate the graphics and printshop operations.

Learning Assistance Center

. Provide tutoring services for all disciplines with
emphasls on reading, writing, math, and baslic sklills.

. Provide support for basic and developmental skills
programs.

. Provide makeup testing and other outslde of class support
for other programs,

. Manage the Coilege Credit Equivalency Program.

Computing Center

. Provide academlic computing services and assistance to
students and faculty and staff [In the computing center.

. Scheduie the use of the resources Iin the computing center.

. .Perform and manage the maintenance of hardware In the
computing center.

. Evaluate and make recommendation on the purchase of
software.

. Provide assistance In the Coilege's computing across the

curriculum program,
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OFFICE OF ADMINISTRATIVE SERVICES

This offlce Is responsible for the administrative management
of the College Including the Business Qfflice, Personnel| Office,
and the operations and malntenance activitles.
Business Office

This office Is responsible for the following:

. Accounting and financial management.

. Procurement.

. Payroll.

. Cashliering.

. Contracts and grants administration,

. Operating and capital budget preparation.
Personnel Office

This office is responsible for the following:

. Personnei administration.

. Equal Employment Opportunity (Affirmative Action).

. Staff development activities and tralining.

. Workers compensation adminlstration,
Operations and Maintenance

This offlice performs a varlety of duties and responsibilities
In the areas |liIsted:

. Physical plant operations and maintenance.

. Inventory control and record keepling.

. Mall, transportation and communication servlices.

. Safety programs.

. Parking and campus securlty.

. Custodial and groundskeepling.
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OFFICE OF COMMUNITY SERVICES

This offlce Is responsible for all educational actlivities
exclusive of the regular Instructional programs of the College.
The Offlice of Community Services consists of a Director to which
two administrative support staff, a Secretarial Services Unlt,
and five non-credit Instructional program units report.
Director of Community Services

The Director of Community Services Is responsible for all
functions concerned with non-credit programs., This Includes the
followling:

. ldentifles and responds to specific educational needs of
the communlity.

This Includes assessing the speclal post-secondary
educational needs of the communlity and private
enterprises.

. Responsible for working with community organizatlions,
groups and Individuals In order to establish appropriate
educational programs related to, but exclusive of, the
regular Instructional programs.

. Responslible for all new non-credit instructlonal program
proposals and for program reviews of on-going non-credit
Instructlional programs.

. Responsible for evaluating non-credit Instructional
program outcomes.

. Responsible for the execution of the Offlce of Community
Services Budget In accordance with University and State

policles.
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Responsible for general supervision of non-credit
Instructional faculty and support staff to ensure
performance Is at an acceptablie level.
Responsible for personnel actions which relate to hiring,
jeaves, promotion and termination of non-credit
Instructional faculty and support staff.

Responsible for overseeing curriculum development and

Innovations In non-credit learning and Instructlion.

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 guidellnes,
Responsible for conducting market analyses for timely
determlinations on the viablility 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 Communlty Services. |
Responsible for developing and implementing contract
tralning proposals for the community and private sector.

Responsible for revenue collection.
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Secretarial Services

This unit consists of clerical staff to support the Director
and Program Divisions.

Education; Business and Office Technologies; Humanitles: Food
Service)

Each non-credit instructional program is responsible for the
del lvery, development, supervision and improvement of non-credit
instructlon and curricula in thelr respective program area. This
includes the followling:

. Responsible for planning, developing curricula, and
Implementing non-credlit courses and communlty service
programs.

. Responsible for prelimlnary schedullng, classroom
assignments, and development of program catalogs and
brochures.

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

. Responsible for non-credit Instructional program budget
allocatlon and expenditure control.

. Responsible for maintaining data and fliles required for

reporting and evaluating program effectliveness.



