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MAUL COMMUNI'TY COLLEGE

Provides a comprehensive .post-secondary in&tructional program
including continuing education, career educatiop, and general
education courses. Career education programs legad to certificates

and Associate in Science degrees, and are desigphed to prepare

the graduate for entry-level employment. Generl Education courses

may lead to terminal Associate degrees or traaner to Baccalaureate

dégree programs offered on the four year campuses. At present

this College provides the following programs.
. Accounting, agricultural careers, apparel-design
and construction, drafting technology, |auto body

repair and painting, auto' mechanics, bwilding

maintenance, carpentry technology, criminal justice,
food service, general office training, hpte}
operations, human services, ADN/PN nur ing, sales
and marketing, secretarial science, and welding
technology, and general education including math-

ematics, science, language arts, humanities, and

social science.

.« College transfer courses in the business science,

mathematics, and liberal arts program%.
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OQFFICE OF THE PROVO
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Responsible for the overall management of Maui Community
College and for achieving the objectives of the ollege. The
Office of the Provost:

Directs and coordinates activities and personnel in

the instruction, coﬁmunity services, acpademic support,
student services, and institutional support programs.
Develops dnd updates the College's longlrange
educational development plans; determines and implements
the annual instructional plans.
Maintains accreditation and instruction%l program
standards as promulgated by the Accrediting Commission
for Community and Junior Colleges,_the State Legislature,
the University of Hawaii Board of Regenits, President,
"and Chancellor for Community Colleges, |and other
governing bodies; continues relationshilps with
profession associations to maintain institutional
guality and vitality.

. Coordinates the development of a campus master plan,

integrating the College's educational deﬁelopment
plan and six-year operating budget; detlermines the
College's Capital Improvements Program |and Repairs and
Maintenance Program consistent with thelcampus master

plan; continually reviews the current %tatus to

planned schedules.
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Evaluates College programs to insure the effectiveness

of the programs, determines performange objectives,
develops strategies to achieve goals,| develops policies
and procedures, determines appropriate budgets, allocates

resources to achieve stated goals and| objectives, and

monitors program progress towards stated goals.

Coordinates the College's budget prodess, including the
formulation of the College's biennzum budget, six-year
operating budget; prepares and provides testimony and
other information relating to the budget; executes the
budget in accordance with legislative intent and the
College'’'s approved educational plans; insures proper
financial management and conformance|to existing policies
and procedures.
Creates and maintains a cooperative Lork climate for

the faculty and staff; provides a trf;ning and professional
development plan for the College coWéiing each employee;
evaluates and renders decisions on pkomotion, tenure,
contract renewals, hiring, and exclufed pay raises

among others.
Oversees student activities and governance to insure
conformance to established University policies and
procedures as well as consistency to the spirit of
the intent of the creation of those [student programs.
Serves as the College's liaison and :epresgntative to

the general community including the |Maui County
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Government, state Legislators, Various|state and
community agencies, organizations, and|individuals.
Assures community involvement and progkam quality
through the establishment of lay advisbry bodies to
critically review instructional programs, the

continuance of a fund-raising committee, and the

creation of other committees as the need arises.
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OFFICE OF THE DEAN OF INSTRUCTION

Responsible for directing all academic programs of the community

college. The main functions of the office are %o plan, organize, and

conduct formal post-secondary education classes} maintain and improve

on-going certificate and degree programs, devel¢p new programs;

conduct on-going evaluation of academic program$; and maintain standard

of accreditation. The responsibility.for all credit instruction

includes:

. Supervising and participating in programps and curriculum

development; off-campus credit programsj reviewing
instructional programs; revising programs and courses

as needed.

. Supervising and coordinating the activikies of division g

chairpersons including faculty recruitmpnt, selection,

1

training, and evaluation; academic advilsing, planning,
budgeting, requisitioning, and recordke binq, schedul-
ing of classes; coordinating facility usége for instruc-~
tion. Assessing resource and staffing needs, preparing
biennium budéet for the insﬁructional and academic

support areas.
.. Planning, budgeting, organizing, implementing, and
evaluating a staff in-service training |program.
. Preparing grant appliéations; operationalizing plans

to carry out various federally-funded pgrograms.
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General Education

Offers to students a program of instructional courses in
communication quantitative reasoning, social sciepces, natural
sciences, and humanities. These courses may round out the require-

ments for Associate in Science degrees, lead to Aissociate in Arts

degrees, or transfer to Baccalaureate degree programs offered at

four-year campuses.

Vocational Education

Offers to students a program of instruction*l courses in

vocational-technical, public service, and busine$s education lead-

ing to Certificates of Completion and Achievement or Associate in

Science degrees.

Library Learning Resource Center

. Provides necessary instructional support/ services to

faculty and students, including alternatie delivery

methods.

. Offers all library services including bgoks, pamphlets,
magazines, audio tapes, video materials) films,
slides, and all other related materials|/and equipment.
. Directs the reproduction and production|of learning
assistance mcterials.

. Provides support services to community jusers.
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~ OFFICE OF STUDENT £ VICES

Responsiblities include planning, coordinating and evalua-

ting supporting services whicit complement the primary academ.c

programs including preparation of grant app

alizing

Student

lications; operation-
plans to implement federally-funded programs.

Activities

Counseling and Guidance

Designs-and implements student cenfier programs.

Advises student government and pgovides assistance to
clubs and organizations.
Develops and maintains an athletic|and recreational
activities program.

Conducts New Student Orientation ahd Commencement programs

Supports other co-curricular activiities.

Provides pre-college information and orientaﬁion programs
Offérs career interest aptitude agsessment.

Provides support services té disadyantaged, handicapped,
foreign, and veteran students.
Directs career guidance services.
Offers financial a2ids information| and assistance,

academic advising, and individualfized and group counselir
Provides a peer counseling proqrim.

Determines grﬁduation eligibility
Evaluates student transcripts.
Instructs self-development group leaderspip and career

development classes.

Consults with faculty.
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Records and Admission Services

Assesses academic needs of all new

Provides over-the-counter informati

Develops necessary documents for sub

applicants.
n and assistance.

mission to CAPIS.

Designs and implements registration,

- Maintains official student records,

Student Housing

-~ Maintains a 55-bed student housing

~ Attempts to meet student needs for

Financial Aid Services

- Administers funds allocated for the

Program, loans, and grants funded t

and private sources.
- Provides financial aid counseling
- Conducts financial aids workshops

for various state:and private orgaj

Facility.

Provides support programming for refidents.

pff-campus housing.

College Work-Study

hrough. federal, Etéﬁe,

ervices.

nd informational sessio

hizations.




0. _CE OF ADMINISTRATIVE SERVIG .

The office of the Director for Administrative Services provides for the
riocus acministrative support services and activities of the|College which
nerally include administrative management, budget and fiscal services, ard
erations ard maintenance. The major functions includes:

. Insuring the College operates within Federal and Stats statutes,

este.blis;hed policies and procedures of the University |of

Hawaii, and Maul Cammnity College; informing the camgus commumity of
applicable policies, guidelines, p:océdm:es, forms, and alternatives
available in accamlishing tasks; and determining czw;#us
arministrative policy as appropriate.

. PReviewing ard assisting in the preparation of the College's long ard

short-term educaticnal plans, accreditation self-studd es, program

reviews, specizl stidies, etc.; making corrections and recawrendations

for improvesment; preparing and implementing the shart and long-ranga

plens for the Business Office and the Operations & Maintenance Programs.

. TFacilitating the College's staff developrent program tp .ensure that

emoloyees are kept ahreast of changes in rules, regulations, and

procedures as well as technological advances that may affect their work.
. Perfoming and/or participating in special studies of §

concern; making recomwrerdations, offers alternatives,

problemns, discusses the facts, etc., as appropriate.
YMonitoring all aspects of the activities of extramarzl y~furﬁm projects

includirg critically reviewing the prooosal, ensuring the activities

g




can be performed wi+*h available resources and ti~e frame, monitoring
progress, and folisainq—up on reporting requiré%é&ts.
Respordirg to reguests for inférmation, especially from |systemwide
offices, State agencies, and legislators.
Coordinating the budgeting for the College, including the bienniud
budget requests, six—year operating budget plan, the Capital Improve-
rents Program projects, and the Special Repairs and Maintenance
Program requests; preparing the budget requests for the [Business Office
and(%xmations & Maintenance Programs.
Responsible for the Business Office functions of procurement,
personnel, payroll, cashiering, financial management, cash controls,
telephone switchboard, campus mail, and budget execution.

Responsible for the proper maintenance and care of all ghysical
fatiiities and properties of-thé College, including adequate security
of the prenisés; prepares short and long-range plans arv implewents

them within the resources available; nonitors CIP, energ

[y conservation,
Special RsM and other campus projects.
Coordinating the computing services for the College, including

hardware operations, data base management, and network

communications.
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NOFFICE OF SPECLAL PRUGKAMM_COMMUNIITY SERVICES

Responsible for all the non-credit instru¢tion of the

college, the offering of credit courses in the|summer session

program, and for providing the administrative

support to special

programs as may be necessary. Specific responpibility include:

- Coordinating, scheduling, monitoring, ejpaluating, and

hiring personnel for all non-credit insftructional programs

including apprenticeship '"'related instrjuction' courses,

skill up-grading courses, self-supporting special interest

courses, and senior citizen courses.

. Coordinating, scheduling, contracting,

and evaluating

special programs including lectures, and performing arts

programs.

. Coordinating the use of the campus facilities by state

and county agencies and community orgarnizations.

- Coordinating MCC Foundation fund raising activities.

-+ Providing fiscal and administrative support to credit

courses offered through the summer sesgion program.

- Directing all college activities after

weekends.

4:30 p.m. and on

« Providing administrative support servig¢es to other

colleges within the University of Hawaili System which

proviade proygrams and courses on Maui.
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Providing assistance for economiC development to support

new and existing businesses, and to asgist in providing
continuing education courses through sdtellite instruction

and teleconference programs.

Provide the courses and programs for training for the

unemployed and displaced worker through the JTPA

program.




