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OFFICE OF THE PROVOST
The Offlice of the Provost plans, organlzes, dlirects, and
controls the Institutlon's academlc and support programs at the
campus level In accordance with establ ished pollcy and procedural
guidel Ines and appl Icable statutes, and oversees the management
and operations of the College In the followlng functlional areas:
Currlculum and Instruction.
. Student services, admisslions and records, counsel ling,
student government.
. VLibrary and medla services.
. Campus planning and research.
Finance, accounting and budgetling.
. Personnel transactlons and records.

. Physical plant and grounds, Including parking and
securlty.
« Publlic relations.

Instltutlonal research and administrative data processing.

Communlty services.
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Adminlstrative Asslistant

Provides staff assistance to the Provost and Is In charge of

the total scope of activitles leading to the planning and

relocatlon of the College to Its new slite.

Serves as coordinator and "project panager” to plan and
coordinate the Incremental development and transfer of
Kaplolan! Community College programs to F+. Ruger.
Works directly with consul tants and agency personnel and
coordinates thelr efforts with the College and Systems
personnel on the development of the:

Educatlonal speclflcatlions

Campus master plan

Environmental Impact statement

Planning, programming and budgeting for

renovation and new construction

Represent the Provost In a |lalson role with varlous
constltuencles such as concerned cltlizens, students,
faculty, staff, advisory commlttees, communlty groups,
leglslators, other unlfs of the Unlversity of Hawall
System, and approprlate departments of the State of Hawall
and Clty and County of Honolulu.
Serves as a troubleshooter for the Provost, reporting on
areas of partlicular concern and sensitivity In order to

develop Information leading to a declislion or

recommendation.



. Handles and processes the substantial flow of mall and
memorandum to the Provost and prepares a slignlflcant
portlion of the wrliting of letters, pollcy papers, and
publ ic statements under the directlon of the Provost.

. Has responsibillty for gafherlng}yarIOUS types of data,
applying appropriate statistical technlques, and produclng
reports.

. Serves as the Provost's designee In handlIng collective
bargalning complaints and grievances relating to

interpretation and application of contracts' terms and

condltlons.

OFFICE OF STUDENT SERVICES

The Offlice of Student Services Is responsible for planning,
developling and providing varlous support services and actlivitles.
primarily for the students of the college. This Office also
protects students' rights. Services and activities of thls
programm Include:

Admissions

. Reglistration

. Student Records Management

. Flnanclal Aild

. Academlic Assessment

. Enrolliment Verification

. Evaluation of Academlc Credentials

. Academic Advising

. Counselling
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. Educatlonal Accommodatlons for Physically Disabled
. Employment Services and Placement
. Student Co-Currlcular Actlvitles

Enrol Iment Services

The primary function of this unit Is to provlide the
actlvities and services generally assoclated wlth the
matriculatlion process for the student and prospective student.
The actlvitles and services include:

. Providing Informatlon concerning the college's programs,
Instructional annd non-instructlional services and
currlicula, and developing recrultment and marketing
activities for the college.

. Processing admisslons appllications.

. Providing academlc assessment including course placement
testing and student needs Identiflicatlion.

. Providing college orlentation activities for new students
prior to Inltlal reglistration.

. Conducting student registration and managing student
academlc records.

Certlifying enrolIment status and other student status for
educatlonal and flnanclal beneflt programs such as
veterans' and soclal security programs and responding to
other officlal or legal Inqulries.

. Evaluating student academlc records Including transfer

credit evaluation and program completion.



Administering the Student Financlal Ald program which
Includes student loans, scholarshlps, grants, tultion

walvers and employment.

Career and Personal Development

The primary functlon of this unit Is fo provide the support

services and actlvitles that assist students In completing thelr

academic and tralning objectives. Such services and activities

Incliude:

Providing academic, career, vocatlonal and personal
counsel Ing.

Informing and advising students on program requirements.
Monitoring academic progress for high-risk students.
Conducting Information and Instructional sessions on
college success and survival technliques which affect
student retentlion and completion of educatlional
objectlives.

Providing and arranging for tutorlal, notetaking,
Interpretor and other similar services, Including physlcal
accommodations for selected student groups such as the
disabled.

Providing job placement for currently-enrolled students as
well as graduates.

Counseling, advising and conducting other Individualized
and group activities for students wlshing to transfer to
other comunity colleges or to baccalaureate-level
campuses.

Offering co-curricular educatlonal and soclal actlivitles.



Providing dispensary-lievel health care and heal th
education.
OFFICE OF THE DEAN OF INSTRUCTION
The Offlce of the Dean of Instructlion Is responsible for the

adminlistration, development, and Improvement of the Instructlional
staff and currlicula, and may serve as the Actling Provost.

Oversees the recrultment, Improvement, and evaluatlion of

facul ty.

. Applles and adminlsters the University's and Col lege's
rules concerning faculty, curricula and budget.
Coordinates the development of the Col lege curriculum,
program planning, and academlic support services.

General Instructlon Support

This offlce Is responsible for certaln deflined areas as

follows:

. Federal grants.

. Summer sesslon.

. Class schedules.

Education, and Publlc Service

The Instructional division Is responsible for the
development, supervision and Improvement of Instructlon and
curricula of selected academic departments and/or programs of the
College. I+ provides Instruction In the following principal
areas: general educatlion, busliness education, food service

educatlion, and publlc service.



. General education (transfer) programs In soclal sclences
and |language arts.

. Busliness educatlon programs In accounting, business
administration, and data processing.

. Food service and hosplitallty educqflon programs.

. Programs In secretarlal sclence and legal
para-professional work (paralegal).

Division of General Education and Health Education

The Instructional divislion Is responsible for the
development, supervision and Improvement of Instruction and
curricula of selected academic departments and/or programs of the
College. |+ provides Instruction In the followling principal
areas of general education and health education:

. General educatlion (transfer) programs In mathematics and

science, and the humanlitles.

. Health education programs In dental assisting, dlietetlic
techniclan, medical assisting, medical lab techniclan,
nurse's aldes, occupational therapy assisting, practlical
nursing, radiologic technology, and respiratory therapy.

Library Services

The Library Is responsible for providing Information services
to students and faculty on an Individual basls as part of thelr

‘Independent study and research In support of classroom learning

activities.



Using recognized methods of professional Iibrartanship, the

Library staff provides Information covering the total diverslity

of the college's curricula and the wide range of student

activities and faculty expertise. The maln activity of the

library staff Is to mediate a carefully developed col lection of

Information sources to |lbrary users according to thelr

individual Informatlion needs. To accomplish this activity

successfully, the Library Is organfzed Into four functlional areas

to perform the following:

Jechnical Services

Orders and purchases new |lbrary materials.
Catalogs and classifles all new materials added to the

collecttion.

Labels, stamps and electronically sensitizes new library
materlals.
Discards outdated or damaged Il 1brary materials.

Maintains, edits and corrects records | the bibllographic

database.

Circulation

Loans | lbrary materlals to borrowers.

Recelves returned | ibrary materials.

Manages perlodicals, reserve I|tems, and other speclally
controlled [ lbrary materlals.

Schedules Iibrary films and videos for use by Instructors.

Reglsters patrons.

Coltects fines and perfors related accounting work.



Reference

. Reshelves returned materlals.

. Asslists |lbrary users with general research.

. Obtalns speciflic Information requested by |Ibrary users.

. Answers reference and directional questions.

. Provides individual and group instruction In the use of
|lbrary materlals and Informatlion tchnologles.

. Consults with faculty to deslign and Impiement | ibrary
reference and Information services needed for thelr

students.

. Encourages faculty to request material for addition to the

col lectlon.

Automatlion

. Malintalns the hardware and software of several automated
systems used In performing all 1lbrary functions.

. Provides Instruction and technical assistance to the
{ibrary staff In the use of automated resources.

. Troubleshoots technical problems.

. |Istalls new software and hardware.

. Coordinates the Ilbrary's automated activities with other
Itbraries, vendors and external speclalists.

. Generates speclial database reports.

Educational Medla Center
The Educatlional Medla Center performs a fuil range of scope

and dutles and responslibilities as fol lows:
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. Provides Information, advises and asslists faculty on
varlous Instructional methodologies utilizing multi-media
for more effective learning.

. Maintalns a basic resource of equipment, materials and
facllitlies for clrculation, previewing, Ilistening and
production services for classroom teaching and general
support activities.

. Conducts demonstrations to famillarize faculty and
students with equipment avallable and to enable them to
operate equlpment.

. Serves as llalson for the College faculty and staff and
educatlional agenclies for Interchange of l|deas and
resources Involving audlo-vidual medla Including
workshops, Institutes, projects, or research.

. Works with College program heads In formulation of budget
requirements and matters related to Instructional
Improvement.

. Coordlnate video telecommunication and maintaln the campus
cable distribution system.

. Operate the graphics and printshop operations.

learning Assistance Center

. Provide tutoring services for all Instructlional areas such
as reading, writing, math, sclence and health and buslness
education.

. Provide retentlion activitles for Instructional programs

across the curriculum.



. Provide enrichment activities to augment classroom
Instruction, such as learning to learn sklills.

. Provide support for basic and developmental skllils
programs.

. Provide makeup testing and other out-of-class support
services.

. Provide alternate Instructional systems and dellverles for
obtalning credlits In baslc skllls courses.

. Manage the College Credit Equlvalency Program.

Computing Center

. Provide overall direction and control over all campus
computing policles.

. Provide administrative and academlc computing services and
assistance to students and faculty.

. Schedule the use of the resources In the computing center.

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

. Evaluate and make recommendatlions on the purchase of
sof tware.

. Provide asslstance In the College's computing across the

curriculum program.

OFFICE OF ADMINISTRATIVE SERVICES

This offlce Is responsible for the adminlistrative management
of the College Including the Business Office, Personnel Offlce,

and the operatlons and malintenance activitles.



Business Offlce

This offlce Is responsible for the followling:

. Accounting and financlal management.

. Procurement.

. Payroll.

. Cashlering.

. Contracts and grants administration.

. Operating and capltal budget preparation.
Personne] Offlice

This offlce Is responsible for the followling:

. Personnel administration.

. Equal Employment Opportunity (Affirmative Action).

. Staff development actlivities and tralnling.

. Workers compensatlion administration.
Operations and Malntenance

This offlce performs a varlety of dutles and responsibilitlies
In the areas |lIsted:

. Physical plant operations and malntenance.

« Inventory control and record keepling.

. Matl, transportation and communication services.

. Safety programs.

. Parking and campus securlty.

. Custodlal and groundskeeplng.



OFFICE OF COMMUNITY SERVICES

This offlce Is responsible for all educatlonal actlvitles
excluslve of the regular Instructional programs of the Col lege.
The Offlce of Community Services conslists of a Director to which
two administrative support staff, a Secretarlal Services Unlt,
and flive non-credit Instructlional program unlts report.
Director of Community Services

The Director of Communlty Services Is responsible for all
functlons concerned with non-credit programs. Thlis Includes the
followling:

. ldentifles and responds to speclfic educatlonal needs of
the communlity.

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

- Responsible for working with communlty organizatlions,
groups and Individuals In order to establIsh appropriate
educatlional programs related to, but exclusive of, the
regular Instructional programs.

. Responsible for all new non-credlt Instructlonal program
proposals and for program reviews of on-golng non-credit
Instructlonal programs.

Responsible for evaluating non-credit instructional
program outcomes.

. Responsible for the execution of the Offlce of Communlity
Services Budget In accordance with Universlity and State

pol Icles.
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. Responslible for general supervision of non-credit
Instructional faculty and support staff to ensure
performance is at an acceptable level.

. Responsible for personnel actions which relate to hiring,
leaves. promotion and termination of non-credit
Instructional faculty and support staff.

. Responsible for overseeing curriculum development and
Innovations In non-credit learning and Instruction.

The support positions under the Director of Community
Services are responsible for program market analyses, extramural
orant and proposal coordination, and revenue collection. This
includes the following:

. Responsible for planning, developing and coordinating the
publlic relations activities for the Offlce of Communl!ty
Services within the prescribed University guldel ines.

. Responsible for conducting market analyses for timely
determinations on the viabll ity of proposed program
offerings as well as the relatlve success of on-goling
Offlice of Community Services programs.

Responsible for development and coordination of extramural
grant proposals for the Offlce of Communlty Services.

. Responsible for developling and Iimplementing contract
tralning proposals for the community and private sector.

. Responsible for revenue col lection.

Secretarlal Services
This unlt consists of clerical staff to support the Director

and Program Dlvislons.
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Each non-cred!t Instructional program Is responsibie for the
del lvery, development, supervision and Improvement of non-credit
Instruction and curricula In thelr respective program area. This
Inctudes the followlng:

. Responslibie for planning, developing curricula, and
Implementling non-credlt courses and community service
programs.

. Responslble for prelimlnary schedul Ing, classroom
assignments, and development of program catalogs and
brochures.

. Responsible for the recrultment of temporary faculty to
teach non-credlt courses In accordance wlth pollcles and
procedures of the Unlversity and State of Hawall.

. Responsible for non-credit instructional program budget
allocation and expenditure control.

. Responslble for malntalning data and files required for

reporting and evaluatling program effectiveness.



