HONOLULU COMMUNITY COLLEGE

Provides a cgmprehensive post-secondary education program in

vocational/technical and liberal arts education.

Offerg vocational/technical programs which lead to
certiflicates and associate in science degrees.
Offers training in the related areas for the apprentice
progr]ms in the building and construction trades and
other lapprenticeable trades.

Offers occupational programs whiéh lead to certificates
and aslsociate in science degrees.

Offers| liberal arts programs which lead to the associate
in artis degree.

Offer]

continuing education and community service

programs which may be non-credit or credit.
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OFFICE OF THE PROVOST

The Office¢ of the Provost is responsible for the orderly
and proper fun¢tioning of Honolulu Community College. It is
responsible for carrying out the objectives of the college.

Within the¢ rules and regulations of the University of
Hawaii System, |the Office of the Provost:

. Issues rules and regulations governing the activities

of the ¢ollege.

. Develop$ long-range plans for the growth and improvement

of the college;

. Recommends appointments, tenure, leaves, terminations

and promotions for all college personnel.

. Submits|a college budget to the University System.

Maintains liaison with other units of the University
System and with other agencies such as the high schools,
private| schools, trade unions, advisory groups, and

community groups.
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Honolulu Community College

Office of the Dean of Instruction

The Office of the Dean of Instruction is responsible for all

activities whiq

th are related directly to instruction, teaching,

learning, academic support services, and public service functions
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Instruction Divisions (I, II, III and IV)

The purpose of the instructional divisions are to coordinate

and supervise the activities of the instructors in both the

liberal arts and vocational education programs.

It is the

function of thel instructional divisions to maintain

administrative

practices to meet the objectives of the College

and the Universlity.

Review clourses,

curricula and instructions for

improvement.

Participate in all personnel transactions as they relate

to hirinjg, tenure, leaves, promotion and termination.

Responsipble for preparing educational plans relating to

the objective of the College.

Assist in the development of courses, schedules, catalog

materials.

Assist flaculty members to better serve students at the

College.

Coordinate, with the assistance of other College units,

support

services to provide the maximum benefits and

services for students.

Prepare

program budgets and supervise expenditures.

Assist private industry and government to plan educational

programns.

Supervige department chairmen and others who are

responsible for program areas.

Prepare

new program proposals and program reviews.
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Honolulu Community College Library

e of the Library is to provide the necessary
services to instructors and students so that
ing becomes meaningful and real. The Library is
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hlets, audio tapes, video materials, films,
other related materials. The Library is also
providing a physical area with hours of operation
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College.
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Learning Assistance Services

The purpose of Learning Assistance Services is to provide

the necessary rlemedial services to assist students who have

difficulty with
. Provide
. Provide

. Provide

college work.
remedial services in English and Mathematics.
instruction in basic study skills.

counseling and tutorial services.




SPECIAL PROGRAMS

The purp¢se of the Special Programs Unit is to prepare

alternatives

activities,

Ind recommendations regarding community service
i

plement community service programs, advise the Dean

of Instruction regarding community problems and needs, external

funding possiPpilities, and college-community relations.

Respomsible for assessing the special post-secondary

educational needs of the people in the geographical area
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e program to alleviate the problems.

sible for the ongoing evaluation of specialized

ms .

Assist in the coordination and development of non-credit

educational programs.




LEARNING RESOURCE CENTER

The purpdse of the Learning Resource Center is to provide
the necessary |support services to instructors so that effective
learning becomes meaningful and real.

. Responsible for reproduction and production of learning

assistance materials.
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OFFICE Cr STUDENT SERVICES

The function of this office is to provide all the necessary and cample-

mentary services related to the needs of students which are not directly

instructional. The

services are to better enable students to succeed in their

learning experiences, adjust to the College and seek future goals in a more

orderly fashion. Student Services Office:

. Provides all

the services which relate to student records.

. Assists studgnts at the College to adjust and solve problems.

. Coordinates #ll financial assistance to students so that students

may camlete

their education.

. Maintains a program of counseling and guidance so that students will

receive the maximum benefits from their college experience.

. Provides services to special groups of students such as the

disadvantaged, handicapped, veterans, irmigrants and others in need

of specizl ha

1p.

. Supervises the Office of Admissions, Registration, and Records; Office

of Guidance gnd Counseling; Office of Financial Aids and Placement,

and Office of

Student Activities and Special Services.

Acdmissions, Registrgtion, and Records

The Admissions and Records Office coordinates the general functions of

aémissions, registragtion and record-keeping. The Adnissions and Records

Office:

. Supervises aljl activities relating to applications and admission of

all ‘students

. Coordinates g

Information §

te the College.

11 student information within the University Student

ystem.

. Coordinates and is responsible for properly registering all students

who have been

. Prepares and

. Assures all ¢
recorded and

Guidance and Counse]

accepted for admission to the College.

disseminates information to all prospective students.

rades which have been issued by instructors are properly
that all students are so notified of their grades.

ling
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in need of assistand

the classroam activi

Guidance and Counseling is to help students who may be
e to solve problems which may not be directly related to

ties. Academic and academically related counseling services

through individual and group conferences, such as orientation and screening of

new students, careern

provided. Guidance

exploration/development and job development,/placement are

and Counseling personnel:
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Student Activities

ents in adjusting to college life through orientation
hgoing counseling services.

1ified/professional resource persons to provide services
stance with study/work habits, job search retention, and
p1f appraisals, career and life planning skills.

assists in dissemination of information such as the use

htalog and clarification of policies and regulations, or
prInation.

erral to cormunity sources for specific services,

etc.
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The Student Act]
students ‘Ehrough sod
experiences, The Cg

. Advising the
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livities Program provides enrichment opportunities to

ial, cultural, recreational, athletic, and leadership

ordinator of Student Activities is responsible far:

student government and other student organizations.

club and athletic activities.

the expenditure of student activity funds.
liaison between student groups and College administration.
the development of information regarding student affair's.

developing policies relating to student conduct, behavior,

and activitie¢s on campus.

The Health Off]

concerns and related

responsible for:

. Implementing

treatment prg

. Coordinating

and staff menjber

. Maintaining H
as related tg

lce is responsible for the preventative and curative health

i areas of the campus camunity. The Health Nurse is

a health education, counseling, and care and
}gram.

the campus first aid program involving faculty
S.

lealth records énd campleting reports and studies
activities and functions of the Health Center.
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Financial Aid and Placement

The Financial] Aid Office provides financial assistance to supplement the
resources of needy students to help pay for a college education and to provide
financial planning assistance. The Coardinator of Financial Aid:

. Coordinated Federal and State financial aid programs.

. Serves as g liaison between students and scholarship donors.

. Contacts oncampus employers for job vacancies.

. Coordinates| graduate follow-up and other surveys.
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September 18, 1990

OFFICE OF THE DIRECTOR OF ADMINISTRATIVE SERVICES

of the Director of Administrative Services to

psing and recording all perscnnel and payroll act.{ons.
3 of all physical facilities and properties of
janitorial, maintenance, gramndskesping, security,
(serves as Ocapational Safety and Health Officer).
including parking lot service; food service; vending
. mail and messenger service; motor pool; amd

jistrative Affairs will concentrate on long-range policy
sion and program evaluation. Day to day operations will
by the UH Administrative Officer, Personnel Officer and
ca Service Supervisor.

rs activity of the College is organized functionally

© Within the
all projects:
by certifying

o Assists and
guidelines and

o Respensible for

limitations, this office controls all expenditures of

eneral funds, special funds, federal and extramural furds,

to their availability and campliance to fiscal policies.
all federal proposals for compliance with federal
policies.,

parchasing all supplies, equipment and services for the



entire college. Sept. 18, 1990

0 Processes ard hapdles all payroll for the College including discrepancies,
changes, hires.
o Responsible for the accounting procedures for the entire College.
o Responsible for the orderly delivery of mail, as well as the processing of
all outgoing .
o Respansible for hll financial reports and statements for federal projects.
© Responsible for dishursing functions.
o Establishes amd account nmbers for entire College; federal,
special, general and agency funds.
o Responsible for scresning all travel requsts and completion for
compliance with [UH policies.
o Responsible for seeing that the College’s supply room is adequately
stocked,
o Responsible for the orderly cperations of the Administrative Word
HMAN RESOURCES
This office is x+tnsiblc for the administration of the following
persomnel matters:
o Responsible for| training and staff development.

0 Responsible for| the perscnnel recordkeeping and transactions.
o Maintains inf tion on working conditions, salaries and fringe benefits,

and enployee fits.

o Responsible for Recruitment and Equal Enployment Opportunity/Affirmative
Action Program

o Responsible for classification, pay administration and contract
interpretati

o Responsible for Worker’s Conpensation claims.




Sept. 18, 1990

OPERATIONS AND MAINTENANCE

This office is responsible for maintenance of all grounds amd

facilities on campus. | -
o Responsible for cleaning the graunds, buildings, and facilities.
© Respansible for or repairs and upkeep of grouds.

o Asgists in the maintaining of health, safety and sanitation standards.

© Respansible for ity on campus.
o Responsible for the development and maintenance of a preventative
maintenance program for the college facilities and equipment.
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[CE OF THE DIRECTOR OF BUSINESS AFFAIRS

It is thel function of the Director of Business Affairs to

coordinate, mi

nister and supervise:

All finj:cial activities of the college which includes

budgeti

(operations and CIP), purchasing, disbursing,

financial reporting and controlling all types of funds.

Preparat{ion, processing and recording all personnel and
payroll actions. Serves as Personnel Officer and EEO
Coordinaftor.

Operati

propert

maintena

oEs and maintenance of all physical facilities and
i

s of the College, including janitorial,

nce, groundskeeping, security, inventory and

safety (Ferves as Occupational Safety and Health

Officer)

Auxiliarly Services including parking lot service; food

service;

vending machines; communication, mail and

messengefr service; motor pool; and bookstore service.

Director]

long-ran

evaluatipn.

of Business Affairs will concentrate on

e policy planning, supervision and program

Day to day operations will be administered

by the University of Hawaii Administrative Officer,

General

Clerk.

aintenance Service Supervisor and the Personnel

The Business Affairs activity of the College is organized

as follows:

Business Officle

Within t
expendit]
funds, £
their av
Assists

with fed

he budget limitations, this office controls all
ures of all projects: general funds, special
lederal and extramural funds, by certifying as to
ailability and compliance to fiscal policies.

and screens all federal proposals for compliance

eral guidelines and UH policies.
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Respons il

ble for purchasing all supplies, equipment and

serviceJ for the entire college.

Processds and handles all payroll for the college

includin
Respons i

college.

g discrepancies, changes hires.

ble for the accounting procedures for the entire

Responsible for the orderly delivery of mail, as well as

the prodessing of all outgoing mail.

Responsible for all financial reports and statements for

federal

projects.

Responsible for all disbursing functions.

Establishes and maintains account numbers for entire

college;

federal, special, general and agency funds.

Responsipble for screening all travel requests and

completipn for compliance with UH policies.

Responsiple for seeing that the College’s supply room is

adequatelly stocked.

Responsipble for the orderly operations of the

Administjrative Word Processing Center.

Personnel Offite

This office is responsible for the administration of the

following perspnnel matters:

Operations and

Responsibple for the personnel recordkeeping and

transactjions.

Maintain

information on working conditions, salaries and

fringe benefits.

Maintenance

This office is responsible for maintenance of all grounds

and facilities

on campus.

. Responsible for cleaning the grounds, buildings, and

facilities.

. Responsible for minor repairs and upkeep of grounds.

. Assists

in the maintaining of health, safety and




sanitation standards.

SwperseoeD . .
. Responsible for security on campus.
? /oo
ﬂ\l lﬁ . Responsible for the development and maintenance of
ﬂﬁﬂ)&&‘ preventative maintenance program for the college

facilitiles and equipment.




