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MAJOR FUNCTIONS

T

Provides a post-secondary education program i{a 1tberal arts,

vocational/technical, and occupational education.

* Offers 11iberal arts course work which ‘Ioahs to the Asscociate

in  Arts degree and lower divisﬂft'. preparation for

baccalaureate degrees.

#  Offers vocational/technical course work ' which leads to

certificates and/or to the Assocfate {a Sc

fence Degres.

* Offers occupational course work which ‘Idad;'s to ‘certificates

and/or to the Associate in Science Degree.

*  Offers continuing education and communi
of both the non-credit and credit varfety.

ty service programs




OFFICE OF THE PROVOST

The Offfce of the Provost s respensible [for the orderly and

proper functioning of Windward CMnfty 0011%0. The Office {s
mpénsiﬁ‘lo for directing all ‘uo-cts of the | Mdeinistration and
development of the College 1im order that the Cpllege fulfills its

missfon.

Within the established policies and precedura} guidelines of the

University of Hawaii , and applicable Federal and $tate statutes, the
Office of the Provost oversees the management épentions of the
College in the following functional areas:

* Curriculum and tfnstructioan.

* Library and media services.

. * Student services {ncluding admissions records, academic
and career counse'lingf student activitias, financlal atds,
and job placement. ., ‘

* Finance, accounting, budgeting, word pr@c+sing. and copying
services. |
* Personnel transactions and records.

* Physical plan and grounds including parking and security.

* Community services.




following functions:

_activities of the College.

r )

Add:tfona]Iy. the Office of the Provost is|responsible for the

Issuance of campus poIicieé and r§ﬁ1d+1in¢s goveraing the

Reccmmendations associfated with the| hiring, - teauring,
promotion, leave~taking, and terminatign of all College
personnal.
Submitial of the recommanded blennial ‘(aad supplamental)
budgets of the College. .
Natntaining liatson with other canpnso# of the University.
with other post-secondary education 1nst1£utiont witlitn the

sdrvica area of tha College, and with other agencies such as
socondary schools, trade schools, cowapunity groups, and
othor State and County officials or represpitatives.

Advising the Chancellor for Community Collleges on matters of
campus and system—wide céncé}n.

Faciiitating tha Staii-Development program|'of the Coliege.
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OFFICE OF THE DEAN OF INSTRUCTIOL
The Office of the_Dean of Instruction is direqtly responsible for
all of the functions concerned with .credit ifstruction, acadeaic
support .. services, and extramural grants. This iIncludes the
follcwing:

* Responsible for 1{nstructional programs consistent with the
Educat!onal Development Plan of the Coll

* Responsible for a1l new {astructional program proposals and
for program reviews of on~going instructional programs.

* Responsitle for eva1uat1ng'1nstructiona1 program outcones.

* Responsible for the general supervision of the instructional
and academic support persoanel to assur borfornance is at

- aa acceptidle level.

* Responsible for personnel actions which relate to hiring,
tenure, leaves, promotioh aéﬁ termination of faculty and
staff within above program areas. -

* Responsible for the instructional and| academic support
budget allccation and control of expenditures.

Responsible for coordination of the. devel t and periodic

review of the Educational Development Plan, Vocational
Education State Plan, and all accreditatidn reports required

of the College.




* Responsible for coordination with otherl University units on
faculty personnel matters which n*y have system—wide
implications.

* Responsible for curriculum development and innovations in

learning and teaching.

# _ Responsible for the publication of College catalog.

class schedules, and the regulating of cojrse offerings.

had Responsible for coordination of extrapural grant proposal

development for the College.

» Responsible for coordimation of all cirntng assistance

center activities.

%  Responsible for supervision of secretary dad Assistant Deans.

Instructional Divisions (I and II)

Each Instructional ODivision 1s respoasible
supervision, and improvement of instruction and curricula of selected

disciplines which comprise thit Division. his includes the

following:

® Responsible for supervision of divisi curriculum and

instruction.

*  Responsible for  preliminary  schedyling, classroom

assignments, and development of the catalgg descriptions for

courses and programs.




P

* Responsible for clerical assistance &
faculty for support of instruction.
* Responsible for report. writing, progr

program reviews.

may be required by

evaluations, and

* Responsible for supervision of assi§n+d clerical and APT

~staff.

%  Responsible for educational plans.

* Responsible for assistance/supervisjon/development of

special projects related to expertise within the

disciplines.

* Responsible for budgetary planning and
of disciplines within the Division.

Library Servicaes

The Library 1s responsible for the organfzat{

control of all aspects of the Lfﬁrary includi

maintenance of recognized 1library standards,

budget requirements. This includes the follewing: |

* Responsible for acquisition of adeqy
Vibrary materials including books, -period

video materials, films, slides, and relat

expenditure reviews

on, development and
staff, matertials,

presenting 1{ts

ate collection of
fcals, audio tapes,

} materials.
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* Responsible for long- and short-r+ngo planning and
development of library services.

* Responsible for keeping apprised of new developments in
library technology and equipnant; and|evaluation of their

applicability to instructional needs.

# _Responsible for budgetary planning and o+pnnditure review of
Library funds.

1 Responsible for operation of the Autonat+d Library System at
" Windward Community College

Media Production Canter

The Media Production Center plans, organizes, and administers the

educational medfa . services for the College.. | This {includes the
following: ’

* Responsible for provid1ﬁ§ informati ,. advising, and

assisting faculty on varfous i{nstructional methodologies

utilizing multi-media for more effective learning.

* Responsible for maintaining a basic respurce of equipment,

materials and facflities for circulption, previewing,

listening, and production services for classroom teaching

and general support activities.

Responsible for conducting 60monstrat1o%s to familiarize

faculty and students with equipment availlable and to enable
them to operate equipment.




Responsible for service as l{atson for the College faculty

and staff and educational agencies for 1

and resources involving audiovisual

ﬁterchange of ideas
wedfa including

workshops, institutes, projects, or researgh.

- Responsible for assisting College
formulation of budget requironints and
instructional media. |

Responsible for supervision of civil

student help.

#rogran heads {n

matters related to

Jarvice staff and




OFFICE OF THE DIRECTOR FOR COMMUNITY SERVICES

The Office of the Director for Community | Services promotes,

implements, and publicizes all non-formal including non-credit
lar credit summer

instructional programs and activities and the

sessfon. This includes the following:

* Responsible for the selective delivery of programs and
services which the College can effectively deliver Iin

serving {dentified community needs.

* Responsible for planning, dovoioaing. a

administering the

delivery of community service prog which i{nclude

non-credit courses, special credit programs and workshops

for professional competencies {improv t, and cultural

exhibits and performances, which 'will rich the 1ives of

Windward residents.

Responsible for devoIoping. procedures pand activities for

faculty, students, and community ers to assume a

participatory role in the planning for the community service
programming, i{including the development of staff support to a

Community Service Advisory Coamittee.
* Responsible for work ing directly with community
organizations, groups and {ndividuals 1in W{ndward, Oahu,

various community advisory and planni+§ committess and




boards,

governmental
instructional
educational

fnstructional program.

*

" students,

and representatives of business, 1

agencies to assess needs and inter

capabilitties 1in

Responsible for providing techatcal

and staff 1in executing c¢

outreach activities Iincluding the

understanding of community needs and

appropriate resources to meet those need
Responsible for the recruitment of

teach non-credit courses tn accordanc

procedures of the University and State of
Responsible

for the preparation and

Community Service budget 1a accordance

State policies.

Responsible for mainta1n1n§ data and

dustry,

programs re1ate&, to, but exclusive of the

labor, and

sts in the College's

order. to cﬂtlblish appropriate

regular

pport to faculty,
nity services or
development of an
the application of

rary faculty to
~with policies and
Hewait.

execution of the

ujth.Un1versity and

files required for

reporting and evaluating program effectiv
Responsible for administering the
including advortisings.' and coordina
matters associated with the functioning o

Responsible for planning, develaping,

19@ of day-to-day
this program.

nd coordinating the

public relations activities for the Qoﬁ]ege within the

prescribed University guidelines.




*
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Responsible for scheduling cosmmunit

use of campus

facilities in accordance with the University policy.

Responsible for supervision and opera
Duplicating Services of the College.

Responsible for operation of the Fujig

~Training and Education Center at Windward

{fon of the Central

Matsuda Technology

Community College.




OFFICE OF THE DEAN FOR STUDENT SERVIICES

The Office of the Dean for Stqdpqt Services 1s responsible for
planning, 1{implementing, and ovaluat;ng those |[supportive student.
services which are designed to complement the ingtructional programs
of the College, thus enabling studonfs to benefit more fully from
their coiiege experiences. This includes the follawing:

* Responsible for the implementation of | the University and
campus policies affecting the general welfare of students.

* Responsible for the planning and superviision of admission,
registration and student record aorvic%i. financial atlds
counseling and academic advising services,| co~curricular
activities, Job placement services, and| the alumni affatrs

programi of the College.

of all official

* Responsible for the creation and mataten

student records. )
®  Responsible for students requiring assistance in their
adjustment to college, understanding of their needs and
interest, and their pursuit of _porson 1 self-development
programs.
* Responsible for students requiring assist
costs associated with enrolling at th; Colla
b Respohsib]e for the students requirij

assistance 1n

determining academic and career goals d advising them

regarding educational requirements.




* Responsible for the co-curricular program at the College
including advising students organmizatiops in the conduct of
activities, and the supervisioq_.of e expenditure of
mandatory student activity and publications fees in
accordance with approved bu&gots and University policies.

b Responsible for students who have special mneeds such as the

- academically disadvantaged, handicapped, veterans, and
non-native speakers to receive the necessary services.

b Responsible for students seeking to | transfer to other
colleges upon termination of enroliment Jt:thc College.

* Responsible for Job placement services both on and off
campus including pre—-employment orientatfon, development of
emp]oymenf opportunities, l1isting of Jﬁb opportunities,

follow-up surveys on college leavers/graduates and alumnt

ro]atidné. ' '
Admission, Registration and Recards

This office 1s directly responsible for tHe studeat admission,

registration, and academic records functions df the College. This

includes the following:

*  Responsible for all activities assocfated with receiving

applications, admitting, and regisqéring students for
college.
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* Responsible for management of student {nformation systems

data.

* Responsible for dissemination of coﬁsunnr information

| regarding academic programs and admissjon requirements to

prospective students. )

* Responsible for assuring all ‘graées 1s4ued by instructors
are properly recorded and students properly notified.

* Responsible for maintaining accurate| records of all

students, certify course completion/evaluation.

Ednancial Aids

This office 1s directly responsible for thd student financial
aids function of the College. This includes the following:
* Supervising and managing the delivery of financial aids

services to students soeking'such a:uistanck.

* Maintaining accurate records of financfal alid transactions.
* Reviewing and disseginating informat1 to prospective

students, while complying with federal pnd State statutes

affecting same.

Providing on-campus student employment servlécs.




>
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Carear Counseling and Academic Advising

This office 1{s directly responsible  for

counseling . functions of the College. This {ncludes

* Provide pre-college {nformations testing,

hew students.

the guidance and

the following:

and orfentation of

* Provide outreach services to oducation+lly and culturally

"d{sadvantaged".

* Provide career guidance services.

* Provide academic advisement and tr*nsfor evaluation

services.

» Provide special services to students who

are veterans.

Spacial Student Services

This office s directly responsible for

sarvices to the Special Services Project and

College. This includes the following:

* Responsible for the peer tutorial prog

aéo handicapped or

Frovtding support

stugents of the

Fam, including the

selection, training, and supervision of tutprs.




b
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Responsible for extending special a+sistanco to the
handicapped, including those who are learhing disabled, for
whom --testing services are coordinated |with cooperating
agencles.
Responsible for providing assistance |to the Learning

Assistance Center (LAC) by providing fpr and conducting

;fudy skills and personal development wor+shops for the LAC
participants.
Responsible for the Return-to-Academics |Program (RAP) for
students on academic probation, helping| them design an
individual educational and support progr*n which hopefully
will return them to good academic standing. '
Responsible for the recruitment of economically and
culturally disadvantaged students, providing information on
the Colieéa and resources, including finﬁnqia1 aid, career

+

counseling, and special programs.




CFFICE OF THE DIRECTCR FOR ADMINISTRATIVE SERVICES

The Office of the Director for Administrative|Services provides
- for the various administrative support services and|activities of the

College. This includes the following:

* Coordinate the CIP planning and mafntain 1faison between the
College and the contractors, State Department of Accounting
and CGenera) Services, and, the UnivTrsity of Hawaii

Facilities Planning Office.

Cocrdinate the de§e1qpmeni of the C011Tge biennifal and

annual budget.

* Prcvide personne]l administration and | record keeping
services.’
*  Coordinzte the development of..the expenditure plan and

maintain fund control.
b Provide <or cashiering and disbursement of|funds and cert{?y
availability of resources and propriety of Txpenditures.
* Provide for <+<he maintenance of buildings and grounds for
preservation, safety, and health.
* Coordinate - oéher © auxiliary services such 2s the

Bcokstore.l vending machines, lunch yagon, wmail, and

telephone services.

1NOTE: ~ The Bookstore {s a branch of and und?r the operational

control of the UH Manca Bocks<ore.
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Bu<innce Affairs
This

disbursing, equipment inventory,

fnvolves:

office 1s directly responsible for c

and maf{l fo

ﬁshier{ng. purchasing,

r ‘the College. This

Collecting cash for tuition, fees, fin%s. reirbursements and

chiarges, issiing recéipts -and creéditing

Issuing - purchizse--‘orders for the acg

services.

Preparing and |

{ssuing requests

acquisiticns within authorized ceflings
Coordinating  the preparation cf contr

acquisition of gocds and services

bidding.

’ : ’ -
Issuing {mpress checks and handling pet

the proper accounts.

visition of goods and

f qQuotations

or for

i

that require formal

t specificatfons for

ty cash {n accordance

with University policy for the. p4yment of goods and

services,
Tek ing
1hventory, records current; preparing

prcperty dispcsal or- loss due to theft.

phys%ca] {nventecry of equipr

ent and maintatining

gnd filing reports for




o« Receiving and distributing U.S. 2nd cpmpus m2i) within the

College; pesting outgoing U.S. wafl accprding tc U.S. postal

rates.and regulations.

This section 1s responsible for the mainte%;nce of the {aterior

of +he buildings, f.e., to keep them clean, sanitary, and safe.

{ncludes:

*  Sweeping, moppingi'anq vacuuming the f1

chalkboards, uindows.';nd screens.

.preQent siipping._-

Cleaning 2nd sanitizing restrooms.
- Removing trash from bﬁi1dfngs.

£ ' Polishing floors.

Rl'j If'lfnr- :nd !.cn’cnﬁs L{ajn"gn:ncg

This secticn {s responsible for keeping the

in proper end free of repair and hazarccus

includes:

-conditions.

This

oors, cleaning ot the

liopping wet spots and 1laying water Lbsorbing material to

buildings and greunds

This

-



[
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Minor carpen{ry vork {nvolving the rep

windows, doors and screens.

Minor plumbing work i{nvolving the rep

fixtures and water lines, clearing of ¢

13&’0 *

Minor electrical work {nvolving the rep

" outlets, switches, fixtures, lamps, and

The care and maintenance of the grou

trees, and shrﬁbberjes.

Personngl

This. section is responsible for the process

of all personnel related documents for the C

*

Preparing and processing Notification

forms an& other payroll, tax, employes

forms.

Maintaining and safegua}éing employee
records. ' .

Maintain empioyee leave records, fncly
of leave to determine leave eligibilit
Preparing and maintaining the College!
Charts, ﬁunctional Statemenf;, and Pos

Maintain College's Occupational Safety

{r or replacement of

{r or replacement of

rafns, and ccrrecting

afir or repleccment of
1i{nes.

nds, including lawns,

ing and maintain{ng

bllege. This includes:

of Personnel Action

D behefit. and such

personnel files and
ding the computation
y status.

s Organizational

ition Control records.

.and Health records.




