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838 Mililani Street

Honolulu, HI 96813

Dear Mr. Perreira:

SUBJECT: NOTIFICATION OF APPROVED REORGANIZATION,
UNIVERSITY OF HAWAI‘l — KAPI‘OLANI COMMUNITY COLLEGE

Upon completion of the consultation process with HGEA, attached for your
files is a copy of the reorganization for the University of Hawai'i, Kapi‘olani
Community College, which was approved on April 30, 2009.

Should you have any questions, please contact Director Sandra Uyeno at
956-3874.
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UH System Office of Human Resources
Chancelior Leon Richards
UHCC Budget Office
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Dr. J. N. Musto, Executive Director
University of Hawai‘i Professional Assembly
1017 Palm Drive

Honolulu, HI 96814

Dear Dr. Musto:

SUBJECT: NOTIFICATION OF APPROVED REORGANIZATION,
UNIVERSITY OF HAWAI — KAPIFOLANI COMMUNITY

COLLEGE

Upon completion of the consultation process with UHPA, attached for your
files is a copy of the reorganization for the University of Hawai'i, Kapi‘olani
Community College, which was approved on April 30, 2009.

Should you have any questions, please contact Director Sandra Uyeno at
956-3874.
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‘ ' Michael T. Unebasami
Associate Vice President for Administrative Affairs

Attachments

c Vice President John Morton
/University Budget Office
UH System Office of Human Resources
Chancellor Leon Richards
UHCC Budget Office
UHCC Human Resources

2327 Dole Street
Honolulu, Hawai‘i 96822
Telephone: {(808) 956-6023
Fax: (808) 956-3763
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Mr. Dayton M. Nakanelua, State Director
United Public Workers '

1426 N. School Street

Honoluiu, HI 96817

Dear Mr. Nakanelua:

SUBJECT: NOTIFICATION OF APPROVED REORGANIZATION,
UNIVERSITY OF HAWAI'l — KAPI'OLANI COMMUNITY

COLLEGE

Upon completion of the consuitation process with UPW, attached for your
files is a copy of the reorganization for the University of Hawai'i, Kapi‘olani
Community College, which was approved on April 30, 2009.

Should you have any questions, please contact Director Sandra Uyeno at

956-8788.
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Qf Michael T. Unebasami
Associate Vice President for Administrative Affairs
Attachments
c Vice President John Morton

~University Budget Office
UH System Office of Human Resources
Chancellor Leon Richards
UHCC Budget Office
UHCC Human Resources

2327 Dole Street
Honolulu, Hawzii 96822
Telephone: {808) 956-6023
Fax: (808) 956-3763

An Equal Opportunity/Affirmative Action Institution



EXECUTIVE SUMMARY
REORGANIZATION PROPOSAL

UNIVERSITY OF HAWAI‘l COMMUNITY COLLEGES SYSTEM
KAPI‘OLANI COMMUNITY COLLEGE

The Kapi‘olani Community College strives to be a social and educational
institution committed to responding to its local community through open access to
postsecondary education. It provides comprehensive education and training
programs to meet the needs of its individual students while additionally preparing
students for lives of ethical, responsible community involvement through
increased civic engagement. [n addition, the mission statement establishes the
College’s economic role to meet private sector demands for work-based training
and specific skill acquisition for employees, as well as to meet the demands of
local, national, and international developments by preparing our students to strive
for the highest in every aspect of their lives and to provide leadership in a global

environment.

Specifically, the College’s mission states that it prepares students to meet
rigorous baccalaureate requirements and employment and career standards and
that it uses human, physical, technological and financial resources effectively and
efficiently to achieve these educational goals. Due to changes in our students,
our community, the resources available to the College, and the dynamics of this
global age, the present organization makes it more and more difficult for the
College to fuffill its mission at the level of quality demanded by the faculty, staff,

administration and the community at large.

The proposed reorganization focuses on the structure of the College
functions, i.e., administration, academics, student services and administrative
services and consolidates these functions s¢ that each can respond more
efficiently and effectively to the needs of the students and the communities the
College serves. The goal of the proposed reorganization is to continue the
development of a well-coordinated educational institution that places student
learning and success at the very center of its mission and motivation to act. In
order to effectively promote student learning and persistence; respond to
changes in the educational, social, and economic environment of the College;
comply with the recommendations of the ACCJC; and continue the tradition of
developing the quality of its activities, the College proposes the following
reorganization and consolidation of its programs, activities, and resources.

Highlights of the proposed organization changes include:

e Establishing within the Chancellor’s Office: (a) an Office for Institutional
Effectiveness to include planning, institutional research, assessment, and
grant and resource development; and (b) an Office for International

Affairs.



+ Consolidating the administration of academic programs and appropriate
support and resources (i.e., the latter to include agencies currently listed
as the Information and Media Technology Services (IMTS), Library and
Learning Resources, Curriculum Management, and Gallaudet University
Regional Center for the Pacific Region) in an Office for Academic Affairs,
under the direction of a Vice Chancellor for Academic Affairs; and
consolidating information technology support services in the Center for
Excellence in Learning, Teaching and Technology (renamed and
reorganized from IMTS).

¢ Consolidating all academic programs within the Office of Academic Affairs
to include the Arts and Sciences Academic Program, the Health Academic
Program and the Hospitality, Business, and Legal Academic Program.

¢ Establishing the Kahikoluamea unit in the Office of Student Services
consolidates resources in order to increase educational practices that
engage students and raise their levels of persistence and achievement at
the college. The proposed unit will improve the alignment of resources
and services that match the College’s mission and purposes to the needs
of entering students. Through the development of coherent curricular and
co-curricular pathways, the proposed Kahikoluamea Unit will create a

structure embodying Hawaiian values.

¢ Creating an Office for Community and Continuing Education (OCCE) to
consolidate and coordinate the College’s efforts in the areas of community
relations, continuing education, rapid response workforce development,

and marketing.

e Consolidating management of administrative services by placing
academic and administrative printing and publications, and mail services
and the telephone operator and other auxiliary services, i.e., security
services, emergency preparedness, groundskeeping, and custodial
services, in an Auxiliary Services, Security Services, and Facilities
Management Unit, under the Office for Administrative Services.

The students, faculty, staff, and administrators of Kapi‘olani Community
College request the College’s proposal for reorganization be approved. The
reorganization plan addresses the concerns of the faculty and staff of the College
and its accrediting agency. When implemented, it will enable the College to
focus on student learning and development needs, faculty and staff education
and training needs, and the administrative stability needed to create an
educational institution for the future, today. '

The Kapi olani Community College Reorganization is a based on issues
identified over the past six years through the College’s 2006 Accreditation Self



Study, various task forces comprised of faculty and staff, the ACCJC
accreditation process, and in response to the natural changes occurring due to
internal and external causes in the life of an educational organization.

The plan for administrative restructuring was submitted to and discussed at
several meetings with the Colleges governance bodies during the 2006-2007
academic year, and approved formerly on July 17, 2007 by the College’s Faculty

Senate, Staff Council, and Student Congress.



REORGANIZATION PROPOSAL REQUEST
KAPI‘OLAN!I COMMUNITY COLLEGE
UNIVERSITY OF HAWAF] COMMUNITY COLLEGES SYSTEM

I PRESENT ORGANIZATION

Under the current organization structure the Office of the Chancellor oversees
five major and distinct institutional divisions, i.e., four major academic units and one

administrative unit.

The College has five major units headed by the Vice Chancellor in Academic Unit
One, the Dean of Student Services in Academic Unit Two, two Assistant Deans for
Academic Programs in Units Three and Four, and a Vice Chancellor for Administrative
Services. In this structure, the Deans and Assistant Deans shared six common

functions:

- At least one academic program that offers credit courses;

- Non-credit and community service courses, and contract training;
- At least one support services unif;

- Recruitment, improvement, and evaluation of faculty;

- Comprehensive counseling services; and

- Efforts to develop external funding.

Office of the Chancellor

The Chancellor (#89100) is the Chief Executive Officer of the campus, directly
supported by 1.00 FTE Private Secretary Il, SR22 (#900112), 1.00 FTE Office Assistant
Ill, SRO8 (#900113), 1.00 FTE Assistant to the Senior Executive (#89341), 1.00 FTE
Faculty Unit Head and a 1.00 FTE APT (#77245) general fund positions. Reporting to
the Chancellor are the Vice Chancellor for Academic Affairs, the Vice Chancellor for
Administrative Services, the Dean of Student Services, and the Assistant Deans of Arts
and Sciences, and Health Sciences, and Hospitality and Culinary Arts. Under its
current organization, the College has 8.00 FTE Executive positions, including a
Program Director for the Culinary Institute of the Pacific.

Academic Unit One

Academic Unit One is headed by the Vice Chancellor (#89068), directly
supported by a 1.00 FTE Secretary [ll, SR16 (#21334). Reporting to the Vice
Chancellor are: The Department Chairpersons in the Arts and Sciences Program (i.e.,
Humanities, Language, Linguistics, and Literature, Mathematics/Science, Social
Sciences and the Support Services Unit Head); the Unit Head of the Paul S. Honda
International Center; and the Curriculum Management Educational Specialist.



Academic Unit Two

Academic Unit Two is managed by the Dean of Student Services (#89071),
directly supported by 1.00 FTE Secretary ll, SR14 (#18088). Reporting to the Dean are
the Holomua Academic Program and Student Services units.

Academic Unit Three

Academic Unit Three is headed by an Assistant Dean (#82052), directly
supported by a 1.00 FTE Secretary Il, SR14 (#29222). Reporting to the Assistant Dean
are Chairpersons in the Health Academic Program, i.e., Emergency Medical Services,
Health Sciences and Nursing; the Chairperson for the Legal Academic Program; the
Library and Learning Resources Head Librarian; and the Unit Head of Information and

Media Technology Services.

Academic Unit Four

Academic Unit Four is headed by an Assistant Dean (#89176), directly supported
by a 1.00 FTE Secretary Il, SR14 (#22314). Reporting to the Assistant Dean is the
Department Chairperson of the Business Academic Program, the Hospitality Academic
Program (i.e., the Program Director of the Culinary Institute, the Culinary Arts
Chairperson, and Hospitality Chairperson); and the College and Community Relations

Unit.

Administrative Services

Administrative Services is headed by the Vice Chancellor for Administrative
Services (#89042), directly supported by a 1.00 FTE University Scheduler, SR20

(#26907) and a 1.00 FTE Secretary Il, SR14 (#51356). Reporting to the Vice
Chancellor for Administrative Services is the Business Office Administrative Officer, the

“Human Resource-Office Personnel Officer, and the Auxiliary Services Auxiliary and
Facilities Services Officer.

. BACKGROUND AND NATURE OF THE PROPOSED ORGANIZATION

The Kapi‘olani Community College strives to be a social and educational
institution committed to responding to its local community through open access to
postsecondary education. It provides comprehensive education and training programs
to meet the needs of its individual students while additionally preparing students for
lives of ethical, responsible community involvement through increased civic
engagement. In addition, the mission statement establishes the College’s economic
role to meet private sector demands for work-based training and specific skill acquisition
for employees, as well as to meet the demands of local, national, and international
developments by preparing our students to strive for the highest in every aspect of their
lives and to provide leadership in a global environment.



Specifically, the College’s mission states that it prepares students to meet
rigorous baccalaureate requirements and employment and career standards and that it
uses human, physical, technological and financial resources effectively and efficiently to
achieve these educational goals. Due to changes in our students, our community, the
resources available to the College, and the dynamics of this global age, the present
organization makes it more and more difficult for the College to fulfill its mission at the
level of quality demanded by the faculty, staff, administration and the community at

large.

The proposed reorganization focuses on the structure of the College functions,
i.e., administration, academics, student services and administrative services and
consolidates these functions so that each can respond more efficiently and effectively to
the needs of the students and the communities the College serves. The goal of the
proposed reorganization is to continue the development of a well-coordinated
educational institution that places student learning and success at the very center of its
mission and motivation to act. In order to effectively promote student learning and
persistence; respond to changes in the educational, social, and economic environment
of the College; comply with the recommendations of the ACCJC; and continue the
tradition of developing the quality of its activities, the College proposes the following
reorganization and consolidation of its programs, activities, and resources.

Office of the Chancellor

The Office of the Chancellor function remains the same. However, there is a
need to improve the oversight function of this office in specific areas. There is a need to
consolidate like functions in the major areas of the College, where appropriate, to
assure consistency of policy and direction, implementation of common standards,
coordination within and between programs and program area consistency in evaluation
of outcomes, and consistency in use of institutional research for further development.
To accomplish these tasks the College proposes to establish a structure that can attend
to both system-related issues affecting the College as well as internal, coliege-related
issues; create opportunities for leadership development through delegation of projects
to Vice Chancellors and Deans and through Vice Chancellors’ collaboration and
decision making; improve Continuing Education by centralizing the program; and by
centralizing policy and management of facilities allocations.

In addition, the ACCJC has raised concerns with issues related to planning,
research and assessment. These issues include the need to define the role of the
institutional research and assessment office in planning processes,; use data as the
basis for institutional planning and utilize research and assessment data to refine the
objectives in the college’s tactical and strategic plans so they are measurable; have
obtainable bench marks and assessment methods; inform the allocation of resources;
and regularly assess progress and use the results for improvement. In addition, the
College realizes that the integration of grants and resource development with planning,
institutional research and assessment will enable campus programs to develop tactical
plans that more clearly identify funding needs that might be met through external grants.
These grants could then supplement internal funding for program improvement.



Also, The University of Hawai'i - Kapi‘olani Community College’s International
Affairs Program, rooted in the multicultural traditions of Hawai‘, has as its primary
mission to promote, develop and implement programs and activities that provide

students, faculty and staff with a better understanding of the many cultures in our world,
internationalism and the inter-connectedness of the global community, and to promote

economic development. Within the 10-campus University of Hawai'i system, the

College is considered by many as the premier resource for all intemational programs in

the Asian, Pacific, and global communities and continues to provide leadership and
coordination for the University of Hawai'i Community Colleges (UHCCs), Kapi'olani
staff, faculty, and students, and the local community through the Paul Honda
International Center. It is the College’s mission to continue its leadership, locally,
nationally and internationally, in the development of integrated international education
through economic and globai collaborations and partnerships. Direct oversight in this
area by the Chancellor would allow International Education a more strategic position
from which to develop viable economic partnerships and an internationalized campus
with a global reach. In addition, due to the importance of international students to the
econcmic viability of the campus, the Chancellor's involvement in this area allows for
direct efforts to promote the UHCCs in other countries and support international
students at the campus and in the UH system.

The specific actions requested to implement this change are:

Administrative Structure: Reorganize the College establishing an
administrative structure in which reporting to the Chancellor will be a Vice
Chancellor for Academic Affairs (#89068), a Dean of Student Services (#89071),
an Assistant Dean for Community and Continuing Education (#89176, to be
redescribed), and a Vice Chancellor for Administrative Services (#89042).

Office for International Affairs: Establish an Office for International Affairs
under the purview of the Chancellor, moving oversight of the Paul S. Honda
International Center/International Education, currently attached to Academic Unit
One, within the Office of the Chancellor. A faculty member, from among the
College faculty, will be assigned to assist the Chancellor in running the Office for
International Affairs, at no additional expense to the College.

Office for Institutional Effectiveness: Create the Office for Institutional
Effectiveness (OIE) replacing the Office of Planning and Institutional Research
currently attached to the Chancellor's Office The Office of Institutional
Effectiveness will assist all academic, student services, and continuing education
programs in assessing student success, the health of programs, developing
tactical plans that align with the College’s strategic plans, and will provide data to
be used as the basis for administrators to determine the allocation of resources.
OIE will provide enhanced leadership and coordination to support the Chancellor
in meeting the responsibility o oversee management and operations of planning,
research, assessment, and grants and resource development; guide the planning
of the College’s academic and support programs through strategic and tactical
planning procedures; provide data that will inform the allocation of resources
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based on strategic and tactical plans; and to acquire additional resources in
support of the implementation of the resulting plans.

- Afaculty member from among the college faculty will be assigned to head the
Office for Institutional Effectiveness, at no additional expense to the College.

- An APT position (#380082) from College and Community Relations will be
moved to OIE to assist in grant writing and administration, resource
development, and assessment. A faculty (#83560) will be moved from OIE to

Chart lllb, College of Social Sciences.

Qffice for Academic Affairs

The purpose of establishing the Office for Academic Affairs (OAA) by
reorganizing Academic Units One, Three, and Four is to improve learning outcomes,
teaching processes, as well as the allocation or resources for these purposes by
consolidating the administration of academic programs and appropriate support
resources. [n addition, by consolidating all academic programs in the Office for
Academic Affairs, academic administrators and personnel will be able to focus on their
primary goal, i.e., to improve program output while improving student learning
outcomes. In the College’s continued response to the ACCJC’s recommendations,
including to more fully integrate planning, as well as to implement and evaluate
curriculum oversight reforms, its proposal consolidates all academic units within the
Office of Academic Affairs. Thus, standards for measurable objectives, tactical and
strategic plans, learning outcomes, benchmarks for program success, etc. will be

uniformly applied to all programs.

In addition to its responsibility for all academic credit programs, the OAA will also
be responsible for Academic Support and Resources. Gallaudet University Regional
Center for the Pacific Region and Curriculum Resources and Emphases, resources that
have college-wide impact, will be located in the OAA to improve planning, coordination,
and utilization of these assets. Furthermore, information technology resources will be
consolidated to increase efficiency and service capacity to campus clientele. This
proposal renames the Information & Media Technology Services as the Center for
Excellence in Learning, Teaching and Technology (CELTT). It also centralizes like
functions within the unit that are currently spread between CELTT and Library &
Learning Resources (LLR), thus eliminating client confusion while providing more
support from a larger pool of student assistants and technical staff, increased
opportunities for professional development, and stronger relationships with peers in
information technology. Finally, the reorganization of resources provides the Vice
Chancellor with the ability to administer the effective and efficient use of human,
physical, technological and financial resources within and between programs; and
connect the planning and achieving of educational goals to measured outcomes and the

allocation of resources.

The OAA will be headed by the Vice Chancellor for Academic Affairs (#89068)
and will be supported by the deans and unit heads of the academic and academic
support units. Program Dean positions wilt be established to head each academic
program within the OAA, i.e., Arts and Sciences Academic Program, #87143T, Health
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Academic Program, #89052 (currently Dean of Academic Unit 3); Hospitality, Business,
and Legal Academic Program, #87084T. Clerical support will be provided for the Dean
of Arts and Sciences Academic Program by transferring a vacant Secretary Il position,

#18092, from the Legal Education Program. A Secretary Il position will be established

using Pseudo No. #97150F to support the Dean of Hospitality, Business and Legal

Academic Program.

The specific actions requested to implement this change are:

Office for Academic Affairs: Establish an Office for Academic Affairs (OAA),

administered by a Vice Chancelior for Academic Affairs (#89068).

Academic Support and Resources: Establish an Academic Support and

Resources (ASR) Unit directly within the Office for Academic Affairs. The ASR
will include: ‘

1.

Gallaudet University Regional Center for the Pacific Region. Establish
the Center (currently attached to Academic Unit Two) within the Academic
Support & Resources Unit in the OAA with its one budgeted APT position,
Educational Specialist PBA, #81761. The Center existed but was not
previously separately identified on the organizational charts.

Curriculum Resources and Emphases. Officially change the name of
the Curriculum Management unit (currently located in Academic Unit One)
to Curriculum Resources and Emphases, and move this function and its
Education Specialist, PBB #81581, organizationally within the ASR in the

OAA.

Library and Learning Resources. Place the Library and Learning
Resources Unit (currently located in Academic Unit Three) within the ASR
in the OAA so as to improve coordination between the Academic
Programs and this valuable learning resource. Two IT Specialists
(#79922 and #80748) were fransferred from Library and Learning
Resources to CELTT to improve customer support for the campus.

The Center for Excellence in Learning, Teaching and Technology
(CELTT). Rename the Information and Media Technology Services,
currently located in Academic Unit Three, to the Center for Excellence in
Learmning, Teaching and Technology and place this unit organizationally
within the ASR in the OAA. Consolidation of information technology
resources in the Center for Excellence in Learning, Teaching and
Technology, and reorganization of this unit, increases the overall
efficiency of computer-related services that affect all aspects of the

College.

Create a Research and Development group by relocating from Library and
Learning Resources to CELTT an Information Technology Specialist,
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PBB, #80748 and utilizing an existing position Faculty, #82386, both
reporting to the Unit Head.

Create an Information Technology unit to include a Customer Care
function, supervised by Information Technology Specialist, PBC, #81384,
to include the following positions: Information Technology Specialist, PBB
#79922 (relocated from Library and Learning Resources); Information
Technology Specialists, PBB, #80529, #80340, and #81627; Information
Technology Specialist, PBA, #81220T; and Electronic Technician, PBB,

#81277.

Establish an Instructional Multimedia and Distance Learning group
supervised by Media Specialist, PBB (#80694) to include Information
Technology Specialist, PBB, #81654 and Information Technology
Specialist, PBA, #81535.

Create a Campus Support group to include the Electronic Technician,
PBB, #80034 and the Graphic Artist, PBB, #81060, both reporting directly

to the Unit Head.

Printing, mail and telephone operator services (previously with IMTS) will
be relocated to the Auxiliary Services, Security Services & Facilities Management
Unit (Chart Vic). The transfer of these services to Auxiliary Services reflects the
increasing focus of CELTT in the technological.needs of the campus. The
following positions will be affected: Two Office Assistant lils (#54823 and
#54825); Audio Visual Technician |, .50 FTE (#47350); Offset Press Operator llI
(#39797) and Offset Press Operator ll, .50 FTE (#47346).

A special funded non-credit faculty position (#86711) (previously with
IMTS) will be relocated to the new Office of Community and Continuing
Education. Refer to the Office of Community and Continuing Education (OCCE)

section for more information.

Arts & Sciences Academic Program: Consolidates all academic programs
within the OAA to include the Arts and Sciences Academic Program (currently
within Academic Unit One), the Health Academic Program (currently within
Academic Unit Three), and the Hospitality, Business, and Legal Academic
Program (i.e., Business Academic Program and Hospitality Academic Program
currently in Academic Unit Four, and Legal Academic Program currently in

Academic Unit Three).

The Arts & Sciences Academic Program will consist of all existing faculty, APT,
and civil service in the consolidated programs with the exception of the following

organizational changes:

1. Languages, Linguistics and Literature (LLL): A faculty position,
- #87102, will be transferred to the OCCE. Please see section on OCCE for
- more information. A vacant Faculty position #87084T in LLL will be
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redescribed to establish a Dean position for the Hospitality, Business,
Legal Education Academic Program. Faculty position #82380 will be
transferred from Holomua in Student Services to LLL.

Arts and Sciences Counseling Unit: Positions to be fransferred out of
this unit include: A special funded Educational Specialist position,
#80778, will be transferred to the OCCE. A vacant .50 FTE Office
Assistant lll position, #47900, will be transferred to support the Chair and
faculty of the Legal Academic Program. Educational Specialist, #80778, a
special-funded position, will be transferred to OCCE.

Health Academic Program: The organizational changes within the Health

Academic Program are as follows:

.50 FTE Office Assistant IlI Position, #900374; 1.00 FTE Educational
Specialist, #78302; 1.00 FTE Faculty, #74787; and 1.00 FTE special
funded Educational Specialist, #77025, will be transferred to the OCCE.

Hospitality, Business, Legal Education Academic Program: The

organizational changes within the Hospitality, Business, Legal Education
Academic Program are as follows:

A 1.00 FTE, temporary budgeted Faculty #7084 T from Languages,
Linguistics and Literature will be transferred to create a Dean of
Hospitality, Business, Legal Education Academic Program. 1.00 FTE
Pseudo No. 97150F will be used to establish a Secretary Il position to

support the Dean.

1.00 FTE Educational Specialists #81429 and #81923 (formerly with
Business Academic program) and #80617 (formerly with Support Services
in Hospitality) will be transferred to OCCE.

1.00 FTE Faculty positions #86742 and #86715 (formerly with Hospitality),
#8377 1, #86702, #86758 and #86944 (formerly with Business), and
#86706 (formerly with Support Service in Hospitality), will be transferred to

the OCCE.

1.00 FTE Faculty #86741 is moved from within same chart from Support
Services to Hospitality and Tourism.

1.00 FTE Secretary 1l #18092 will transfer from Legal to support the new
Dean of Arts and Sciences. Due to reduction in enrollment in the Legal
Program, a .50 FTE Office Assistant [l #47900 will be transferred from the
Support Services Unit of the Arts & Sciences Academic Program to Legal
Education. .50 FTE Faculty #83453 from Legal will be combined with .50
FTE of same number in Student Services to-create a 1.00 FTE Faculty
#83453 in Student Services.



Office for Student Services

The Office for Student Services is responsible for planning, developing, and
implementing support services for students in all academic programs. Among its many
other diverse responsibilities, this Office is responsible for developing innovative
college-ready (i.e., remedial and developmental education) curriculum, delivering
special programs for disadvantaged and academically under-prepared students, as well
as administering the management of registration and records for credit and continuing

education students.

Units under the Dean of Student Services include Kahikcluamea, Student
Services and Kekaulike Information and Service Center. By establishing the
Kahikoluamea unit the reorganization consolidates resources in order to increase
educational practices that engage students and raise their levels of persistence and
achievement at the college. The proposed unit will improve the alignment of resources
and services that match the College’s mission and purposes to the needs of entering
students. Through the development of coherent curricular and co-curricular pathways,
the proposed Kahikoluamea Unit will create a structure embodying Hawaiian values.
Finally, the reorganization codifies a previously implemented action that consolidated
the College’s registration function for credit and non-credit programs in the Kekaulike

Information and Services Center.
The specific actions requested to implement this change are:

Kahikoluamea: Establish the Kahikoluamea unit in the Office for Student
Services. This unit will merge the academic and student support functions of the
former Holomua Academic Program. This unit will utilize 1.00 FTE Faculty
position #74783 from Student Services. This unit affords the College the
opportunity to provide more coherent support and service to many of the
students who are in most need of such assistance. This effort is focused on
increasing the persistence and success of our students.

Student Services: .50 FTE Faculty #83453 from Legal Education was
combined with .50 FTE Faculty of same number to create a 1.00 FTE Faculty
#83453 in Student Services. 1.00 FTE Educational Specialist #81761 will be
moved to the Gallaudet University Regional Center for the Pacific Rim in the
Office for Academic Affairs. The Center existed but was not previously
separately identified on the organizational charts.

Kekaulike Information and Service Center. In order to consolidate the
College’s registration function for both credit and non-credit programs, the
following changes were made: Two Office Assistant |V positions (#27015,
#54811), presently listed in Unit Four, College and Community Relations, were
moved to the Kekaulike Information and Service Center to consolidate the
College’s registration function. Two Office Assistant IV positions (#09169 and
#22315) were moved to report to the head Student Services Specialist, #81615.
Educational Specialist, #78204T was renumbered from 78155T and Student




Services Specialist, #78203T was renumbered from #78156T for classification
purposes.

Office for Community and Continuing Education

The consolidation of community and continuing education programs and support
resources is both a response to faculty and staff concerns regarding these programs
and the implementation of the major recommendations by the Learning Resources
Network (LERN). The College sought the consulting services of LERN to support the
reexamination of the non-credit situation on campus. The purpose for establishing the
Office for Community and Continuing Education is to provide the same focus of
intention and intensity for continuing education and training programs as the Academic
Affairs Unit provides for credit programs.

This restructuring affords academic departments the opportunity to focus on their
primary responsibility, i.e., credit programs, while supporting their departments’
interests, and those of the College in general, through community and continuing
education offerings administered by OCCE. Consolidating the OCCE activities will
afford the College the opportunity to concentrate its efforts on developing viable and
pertinent programs that can support the economic, social, and cultural life of the
community. Moreover, by consolidating community and continuing education activities,
the OCCE will be able to provide an organized and focused entrepreneurial effort to
develop continuing education and training programs that meet the needs of individuals,
organizations, and the community-at-large while being financially beneficial to the
College. In addition, OCCE will be able to focus on improving alumni relations in order
to reconnect past graduates with the College’s mission of providing lifelong learning

opportunities for the community.

The OCCE will have two major divisions: 1) Community Relations, with its focus
on alumni, marketing, major college publications (e.g., schedule of courses, college
catalogue) and community relations; and 2} Continuing Education, with its focus on
continuing education, rapid response programs, and workforce development. The
coordinators of these units will be appointed from amongst the faculty positions in each

unit.

This reorganization assigns to the OCCE the responsibility for focused and
coordinated outreach efforts that can improve the College’s ability to meet increasing
economic demands and that will improve relations with the College’s alumni, external
organization partners, and the community. The Community Relations (CR) unit of the
OCCE will assist the Assistant Dean in meeting this mission. The goal of the community
relations effort is to develop partnerships that are mutually beneficial to the community
and the College. Community Relations will be responsible for interactions with public
and private organizations and corporate partners. In addition, the CR unit will be
responsible for assisting the Vice Chancellors and Program Deans in developing and
maintaining college-wide marketing services, including the schedule of courses, the
college catalogue, in order to provide all programs the capability to best promote the
College to its various constituents in the community.
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In partnership with the Offices of Academic Affairs and Student Services, the
departments and programs of the College, the Continuing Education unit will continue to
offer the public a wide array of seminars, workshops, and continuing education courses
designed to meet the needs of Hawai'i's employers in both the private and public
sectors. Furthermore, the Continuing Education unit will continue to provide rapid
response and customized training programs for organizations, as well as quality
professional training opportunities and leisure-related classes. Moreover, the
Continuing Education unit in cooperation with the Office for Institutional Effectiveness,
will be responsible for assessing the Student Learning Outcomes of its programs, and
conducting research in order to anticipate and address new training needs of
individuals, organizations, and the community-at-large.

The specific actions requested to implement this change are:

Office for Community and Continuing Education: In the Office for
Community and Continuing Education, the position assigned as a 1.00 FTE
Assistant Dean (#89176) in Academic Unit Four will be reassigned to head the
Office for Community and Continuing Education (OCCE). The Assistant Dean
position will be redescribed and submitted for classification review. Also, the
1.00 FTE Secretary Il position (#22314) will be reassigned to the OCCE and
continue to report to the Assistant Dean.

Community Relations: Establish a Community Relations (CR) unit within the
Office of Community and Continuing Education; transfer the following positions
into the CR unit: 1.00 FTE general fund Faculty, #86758 (from Business
Academic Program) and 1.00 FTE general fund Administrative & Fiscal Support

Specialist, PBA, 78053T (from Holomua).

Continuing Education and Training: Establish a Continuing Education unit
within the Office of Community and Continuing Education headed by a unit head
who is appointed from among the faculty positions. Transfer the following
positions into the Continuing Education unit:

Faculty (general funds): #74784 (from Office of the Chancellor), #74785
(from Office of the Chancellor), #74787 (from Health Science), #83771 (from
Business Academic Program), #86715 (from Hospitality), #87102 (from
Language, Linguistics, & Literature), #86742 (from Hospitality).

Faculty (special funds): #86702 (from Business Academic Program),
#86701 (from College & Community Relations), #86711 (from Information &
Media Technology Services), #86794 (from College & Community Relations),
#86944 (from Business Academic Program), #86706 (from Support Services).

Staff (general funds): Educational Specialist, PBB, #78302 (from Health
Science)} and Office Assistant [il, SR08, #900374 (0.50 FTE) (from Health

Sciences). -
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Staff (special funds): Educational Specialist, PBB, #77025 (from Support
Services), #80778 (from Arts & Sciences Support Services), #81429 (from
Business Academic Program), #81923 (from Business Academic Program),
Educational Specialist, PBA, #80617 (from Support Services), and Clerk Steno
11, #35948 (from College & Community Relations, to be redescribed).

The office space needs of the OCCE will be allotted within the existing Coflége
resources once this process is completed.

Office for Administrative Services

Within the structure of the Office for Administrative Services, this reorganization
proposes to consolidate auxiliary services and activities into an Auxiliary Services,
Security Services, and Facilities Management unit, under the responsibility of the Vice
Chancellor for Administrative Services, to unify overall policy planning, development,
implementation, and evaluation concerning the College’s infrastructure assets. There

will be no additional costs to the College.
The specific actions requested to implement this change are:

Auxiliary Services, Security Services, and Facilities Management: Place
printing and publication responsibilities in this unit (currently located in Academic
Unit Three, Information and Media Technology Services), which involve positions
1.00 FTE Offset Press Operator lll, #39797, .50 FTE Offset Press Operator I,
#47346 and .50 FTE Audio Visual Technician |, #47346. Also place mail
services and the telephone operator (also from Information and Media
Technology Services), 2.00 FTE Office Assistant llls, #54823 and #54825) and
the responsibilities for other auxiliary services (currently in the Auxiliary Services
Unit, Administrative Services), e.g., security services, emergency preparedness,
groundskeeping, and custodial services, in this Auxiliary Services, Security
Services, and Facilities Management unit.

The aforementioned changes are designed to: (1) integrate planning, and
reorganize and consolidate administrative functions; (2) consolidate the College’s
continuing education activities; and (3) update the College’s documentation to reflect

existing personnel and programmatic conditions.

ltl. CONDITIONS AND FACTORS PROMPTING THE PROPOSED
REORGANIZATION _

In recent years, there have been many changes in the educational, social, and
economic environment of the College. In addition, accrediting bodies such as the
Accreditation Commission for Community and Junior Colleges have changed and
developed the standards that define quality in every aspect of a community college.
Below please find some of the changes, suggestions, and directions that Kapi'olani has
experienced over the past few years. ‘
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Need to Integrate Planning and Reorganize and Consolidate Administrative
Functions

The October 2006 the Accreditation Commission for Community and Junior Colleges,
Western Association of Schools and Colleges evaluation team’s Evaluation Report

recommendations included:
1. To more fully integrate planning, the college must:

¢ Define the role of the institutional research office in planning processes
and use data as the basis for institutional planning.

¢ Refine the objectives in the college’s tactical and strategic plans so
they are measurable, have obtainable bench marks and assessment
methods, inform the allocation of resources, and then regularly assess
progress and use the results for improvement.

¢ Evaluate the college’'s planning processes using a self reflective
dialogue that leads to improvement.

2. The college should complete, implement and then evaluate three curriculum
oversight reforms currently being planned:

e Redesign of the curriculum approval and revision process.
¢ Full implementation of the five year curriculum review process.
e The process for establishing and validating course pre-requisites.

3. To create continuity and to improve communication, the college must:

o Develop a written description of its governance structure that defines
the roles of constituent groups in governance. (Standard IVA.2)

+ Finalize, implement and then evaluate its reorganization and fill all
acting and interim positions in a timely manner. (Standard IVB.2.a)

¢ Record and widely disseminate recommendations and decisions of its
governance bodies. (Standard IVB 2.b)

¢ Regularly evaiuate the college’s governance and decision-making
structures, widely communicate the results of these evaluations and
use the results as the basis for improvement. (Standard IVA.5)

Some of the ACCJC recommendations were addressed through administrative
planning and action, e.g., recording and disseminating recommendations and decisions
of governance bodies on a regular basis through Quill, the campus intranet. The
administrative consolidation of functions proposed by this reorganization further
facilitates and integrates planning, improves curriculum oversight structures and
processes, and creates continuity and improved communication through the role of the
Office for Institutional Effectiveness and the consolidation of academic education
programs in the Office of the Vice Chancellor for Academic Affairs. Furthermore
reorganization allows the College, once implemented, “to fill all acting and interim
positions in a timely manner.”
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Need to Consolidate Community and Continuing Education

On July 12, 2005, Acting Chancellor Leon Richards formed the Budget Execution
Task Force (BETF) and charged it with studying, reviewing, and making
recommendations on budget execution, including conducting an in-depth analysis of
programmatic deficits, by departments, to determine causes and solutions.

The Task Force reviewed several financial reports for fiscal years 2003 through
2005 and held seven meetings between July 18 and August 30. The Task Force’s
review was limited to credit and non-credit instructional programs. The broad findings

were summarized as follows:

1. Financial performance varies substantially by program, with some
programs significantly under-performing;

2. The current state and timelines of the financial reports contribute to the
inability to manage programs efficiently; and

3. With two exceptions, the non-credit programs’ ability to generate revenues

has been steadily declining over the past three years. Currently, the non-
credit component of the College has become a major source of financial

under-performance.

Some of these issues were addressed either fully or partially through changes in
policy and procedures; however, to address most of these issues fully, structural
changes in the College’s organization are necessary, e.g., consolidation of
administration of all academic programs can facilitate the full integration of the tactical
planning process with institutional research, student outcomes, and the budget process.

The BETF specifically singled out the area of non-credit programs as needing not
only programmatic but also structural change. At this time, deans had the responsibility
for not only the for-credit courses, but also for the non-credit and community service
courses, and contract training related to their units. Thus organizationally, non-credit
programs were placed with their credit counterparts. The Budget Task Force Report,
Phase |, stated that this decentralization, coupled with the proper financial incentives,
was expected to allow the credit and non-credit programs to articulate courses and be
supportive of each other's needs. The Task Force reported that this situation did not
seem to be happening consistently across the campus, nor did it seem likely that most
non-credit programs would generate a profit under this structure. The Task Force wrote
that the time had come to re-examine the model under which the non-credit programs

were operating.

The BETF report goes on to state that the re-examination of the non-credit
programs is an issue that transcends structural centralization versus decentralization.
The Task Force noted that a large number of operating models are available, and the
determination of the proper structure under which non-credit course would operate
would best be determined by an objective, external assessment process. The Task
Force stated that to redesign the non-credit programs with existing resources would be
costly — requiring investing a significant amount of time from senior administrators —and
may not be perceived as objective. Therefore, it recommended that the College seek
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the consulting services of LERN (Learning Resources Network) to support the re-
examination of the non-credit situation on campus. The Task Force suggested that this
organization be contacted as soon as possible with attempts to have it complete its

assignment by the end of Fall 2005.

The College contracted LERN, a representative visited the College, interviewed
faculty and staff and submitted a report in early December, 2005. After reviewing the
final LERN Report and all the written comments, the BETF members concurred with the
vast majority of the LERN report recommendations. In its Phase !l report, the BETF
recommended that non-credit activities and programs at the College be centralized
administratively into the Office of Continuing Education and Training, and the College’s

2006 Accreditation Self Study reported:

...the College funded a comprehensive, external review of these (revenue
generating) centers in conjunction with the work of the Budget Execution Task
Force in 2005. The review, conducted by a consultant from LERN organization,
recommended that the non-credit program be refocused on continuing education
and that an emerging Continuing Education Program be centralized, overseen,
and supervised by a full-time director reporting directly to the Chancellor.

This reorganization proposal consolidates community and continuing education
programs in the Office for Community and Continuing Education providing for a focused
effort in attending to these areas of the College’s mission.

Need to Update Personnel and Programmatic Changes

The need to align the College’s functional statements and organizational charts and
create a formal basis for updating position descriptions accordingly was stated in the

2006 Accreditation self-study, as follows:

“.... The organizational chart and description of administrative positions needs
to be updated to accurately reflect the organization of the college.”

“With the exception of the Unit 2 Administrator, the Dean of Student Services
and Holomua (Developmental) Department, and the Administrative Services
Unit, neither the Functional Statement of the College’s Organization Chart
(as updated on July 1, 2005), nor the Executive-Administrative/Managerial
Position Descriptions accurately reflect the existing structure and roles and
responsibilities of the Unit Administrators;” and

- “The documentation of roles and areas of responsibility for several
administrative positions, including the Vice-Chancellor for Academic Affairs,
has not kept pace with the ongoing organizational adjustments. The College
should amend its organization charts and create updated position
descriptions to accurately reflect the position at the Coliege and submit the

changes for official approval....”
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The ACCJC evaluation team recognized the disconnection between conditions
and structure in their report and stated, as mentioned above, that the College needed to

address this issue in a timely manner.

Proposed Reorganization Addressing the Aforementioned Conditions and
Factors

The reorganization proposal identifies the critical administrative functions of the
College and articulates what administrative structure and staffing is required to
effectively oversee the areas of responsibility. Staffing of all the administrative functions
will be provided through a combination of existing £E/M positions, reassignments, and
the conversion of two faculty, temporary-budgeted positions to Deans. With the
proposed administrative changes, there needs to be parallel changes in support staff.

The Kapi'olani Community College Reorganization is a based on issues
identified over the past six years through the College’s 2006 Accreditation Self Study,
various task forces comprised of faculty and staff, the ACCJC accreditation process,
and in response to the natural changes occurring due to internal and external causes in
the life of an educational organization. At the college-wide level, this proposal aligns the
College’s functional statements and organizational charts and creates a formal basis for
updating position descriptions and redesigning and redistributing resources to improve
teaching and learning at Kapi‘olani Community Colflege. The plan for administrative
restructuring was submitted to and discussed at several meetings with the College’s
governance bedies during the 2006-2007 academic year, and approved formerly on
July 17, 2007 by the College's Faculty Senate, Staff Council, and Student Congress.

Efficiency, Service Improvements, and Other Benefits

Benefits in responding to changing internal and environmental conditions: Where
appropriate, this reorganization proposal has suggested programmatic and policy
adjustments to changing conditions in order to improve the College’s functions through
efficiencies, service improvements, and direct benefits to students. Experience based
on the history of the UHCC system and its individual colleges, teaches us that review
and revision of organizational structure are an integral part of the dynamic interaction
between the community coilege’s existing structure, its continuousiy developing internal
contradictions, and its ever-changing environment. In fact, research shows that
organizational structures of community colleges change regularly, e.g., in one study
79% of the colleges had reviewed their organizational structure annually; and,
regardless of size of the institution, had reported revision in their structure within 24
months previous to the study, despite the tenure of the president and the size of the
institution. Such adjustments occur, not at the whim of community college leadership,
but as necessary responses to the continuous social, economic, and political demands
on community colleges to provide the educational base for workforce, economic, and
community development, while maintaining a commitment to extend access to higher
education. Thus, the changes proposed are essential to the continued health of the

College and the community it serves.
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Fluctuating federal and state funding support and increasing pressure for the
college to function as an entrepreneur create impetus for increased efficiency in use of
current resources and increased efforts to develop new resources. The proposed
reorganization seeks to respond to changing conditions, internal and external, so as to
improve the College’s educational product for all of its constituents, thereby increasing
demand for its product; and to develop an organizational structure that serves as an
integrative force for the efficient resolution of economic and educational challenges.
Moreover, by consolidating functions throughout the College, all activity, i.e.,
administrative, student services, academic, and auxiliary, have the opportunity to
analyze needs and utilize resources in the most cost-effective manner.

The 2006 Accreditation Self Study, Standard |V.B.2.a., states:

“The president plans, oversees, and evaluates an administrative structure
organized and staffed to reflect the institution’s purposes, size, and complexity.
The College partially meets this Standard. However, there are many interim
positions, vacant positions, and acting positions that need to be addressed in the
proposed reorganization.” Furthermore, the Study states, “By the end of 2006,
the Acting Chancellor will submit for approval the plan for reorganization of the
College. The plan will include recruiting to fill vacant positions.”

Upon approval of this proposal the College will be able to recruit and fill interim, vacant
and acting positions. This will allow for stability in leadership and greater clarity in
purpose and direction throughout the College.

In addition, the 2006 ACCJC Evaluation Report states that in its 2000
Comprehensive Evaluation, the team recommended that the college assess the
effectiveness of its institutional reorganization in terms of measuring student outcomes,
adequate allocation of college resources, and allowing for meaningful communication of
traditional discipline areas (Standards 5.3, 5.10, 10.C.5). The 2006 report goes on to
explain, “Although much has occurred regarding infusion of student learning outcomes,
the college failed to assess the effectiveness of its institutional reorganization which was
an element of this recommendation. It seemed to the team that the lack of assessment
was due to the lack of finality of any organizational plan. That situation continues into
the present, leading this team to make a recommendation to finalize the organizational
structure.” In addition, the College’s self evaluation team reported, “There are many
interim positions, vacant positions, and acting positions that need to be addressed in the
proposed reorganization.” Thus, both internal and external reviewing bodies have
stated unequivocally the value in effectuating a reorganization, especially so as to
synchronize the College’s structure and use of personnel with the educational tasks

presented by its mission.

V. COST OF THE PROPOSED REORGANIZATION

The additional annual cost to implement the proposed administrative structure is
estimated to be approximately $182,000. Kapi'olani Community College is prepared to
fund this amount through internal reallocations. The College will utilize two temporary
budgeted faculty position counts to establish fwo Program Dean positions. One
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(#87084T) will be used to back-fill the Assistant Dean position in Hospitality and
Culinary Arts, which will be left vacant due to the reassigning of that position to head the
Office for Community and Continuing Education {to be redescribed). The second
(#87143T) will be used to establish a Program Dean to oversee the Arts & Sciences
Academic Program. The cost of $182,000 relates to the total cost of the annual salaries

for both Program Deans described above.

V. OTHER ALTERNATIVES CONSIDERED

This iteration of the reorganization proposal is the product of consideration of
suggestions from faculty, staff, students, and administrafors, and in some cases the
result of direct initiatives by members of the faculty and staff. Various organizational
solutions were considered, both from local community colleges and from those on the
mainiand U.S.A. [t is our firm belief that any organizational structure is a dynamic
system that must grow and develop in order to be viable and useful. Through continued
thought, discussion, reflection, and revision the College will strive to improve
management of its response to current internal and external conditions; create
opportunities for development of students, faculty, and the organization; and both
anticipate and respond to demands of the future.

Vi. CONCLUSION

Based on the information provided above, the students, faculty, staff, and
administration of Kapi‘olani Community College request the College’s proposal for
reorganization be approved. The goals of the proposal, as stated, are to: consolidate
like functions in the major areas of the College in order to assure consistency of policy
and direction, implementation of common standards, coordination within and between
programs, consistency in evaluation of outcomes, and consistency in use of institutional
research for further development; establish a structure that can attend to both system-
related issues as well as internal college-related issues; create opportunities for
leadership development through delegation, collaboration and decision making; to
improve Continuing Education by centralizing the program; and to centralize policy and

management of facilities allocations.

: We believe the reorganization plan addresses the concerns of both the faculty
and staff of the College and the ACCJC, and that when implemented, it will enable the
College to focus on student learning and development needs, faculty and staff
education and training needs, and the administrative stability needed to create an
educat!onaf institution for the future today. Following Queen Kapi‘olani’'s motto, “Kulia |
ka nu‘u,” we continue to strive for the highest.
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( OFFICE OF THE CHANCELLOR )

L Chancellor? ﬁ

( Academic Unit Three

L Dean, #89052+

( Secretarial Service

LSecretary ll, SR14, #29222+

|

STATE OF HAWALY

UNNVERSITY OF HAWAI'
KAPIOLANICOMMUNITY COLLEGE

™~ ™ ™
Health Academic Program Legal Academic Program leraRré/Siqui:;nmg _Irrgcc:rrlr:;tcl)on g ehf&g;as
Chart Va Chart Vb Chart Vi Chart Va
y Y
A Excluded from position count this chart Perm
+ To be redescribed & submitted for classification review General Fund 200

Organization Chart

Chart V



Academic Unit Three |
Assistant Dean” E

s

STATE OF HAWALI
-UNNMERSITY OF HAWAL'
KAPIOLANICOMMUNITY COLLEGE

f’

Health Academic Program

Emergency Medical Services
Chairperson%
Secretary Il, SR14, #37300
Office Assistant 111, SR08, #35641
Faculty {6.00) primarily Oahu based
Full-time: #86705, #86807, #86808, #87047, #3871 10 #87440
Facully (2.00) primarily Hawaii based
Full-time: #84739, #84740
Office Assistant lil, SR08, #33867@
Faculty {1.00) primarily Maui based
Full-time: #85871
Oftice Assistant Ill, SR08, #33866 (0.50 FTE)

Health Sciences
Chairperson%
Secretary 1, SR14, #32952
Clerk-Steno II, SR09, #40964 {0.50 FTE)
Office Assistant lll, SR08, #900374 (0.50 FTE)
Faculty (17.00)
Full-time: #82121, #82162, #82405, #82576, #83310, #83321, #83667, #84223, #84326 #85821, #86384
#86385, #B86752, #86882, #86886, #74786, #74787
Educational Specialist, PBB, #78302

Nursing
Chairperson%
Secretary Il, SR14, #18093
Office Assistant IV, SR10, #42015
Faculty (39.50)
Full-time: #82064, #82244, #82513, #84487, #84629, #84655, #86737, #86738, #86740, #86743,
#86746, ##86747, #86749, #86750, #86751, #86774, #86776, #86777, #86778, #86832,
#86833, #86834, #865836, #86837, #86838, #86839, #86840, #UB667F, #OB66SE,
#198669F, #98670F, #99663F, #99664F, #99665F, #09666F, #09667F, #89668F
Part-time: #84308 (.50 FTE), #86736 (.50 FTE), #86739 (.50 FTE), #88072 (.50 FTE), #88074 (.50 FTE)

Support Services

Educational Specialist, PBB, #77025(B)

A Excluded from position count this chart
% Chairperson is appointed from among the faculty positions

* Temporary position

@ Supervised by one of the facuity positions

\
Organization Chart
Chart Va
.
Perm Temp
General Fund - 74.00
(B) Special Funds 1.00



(Academic Unit Threem
L Assistant Dean” J

f
Legal Academic Program

Chairperson%
Secretary Il, SR14, #18092
Faculty (2.00)
Full time: #83071, #83360

A Excluded from position count this chart
% Chairperson is appointed from among the faculty positions

General Fund

STATE OF HAWAI
UNNERSITY OF HAWAI|
KAPIOLANI COMMUNITY COLLEGE

Organization Chart

Chart Vb

Perm Temp
3.00




ﬁ\
(Academic Unit Three
L Assistant Dean®

o

(

Library & Learning Resources

Head Librarian#

Secretary |, SR12, #44249
Faculty (7.00)
#74847, #83504, #84185, #84438, #86629, #86724, #88040,
Library Technician V, SR11, #39859@+
Library Assistant IV, SR09, #26762@+
Educational Specialist, PBA, #78238@
Library Assistant IV, SR09, #43605
Library Assistant IV, SR09, #42087
Educational Specialist, PBA, #77874@
Educational Specialist, PBA, #77500
Educational & Academic Support Specialist, PBA, #81557, #80914T*
Electronic Technician, PBA, #81260
IT Specialist, PBA, #79922
iT Specialist, PBB, #80748

A Excluded from position count this chart
-*  Temporary position

# Head Librarian is appointed among the faculty positions

@ Supervised by one of the faculty positions

+ To be redescribed & submitted for classification review

General Fund

STATE OF HAWAII
UNIERSITY OF HAWALI
KAPIOLANI COMMUNITY
COLLEGE

Organization Chart

Chart Ve

Perm Temp

19.00 1.00



( Academic Unit Thre?
L Assistant Dean®

4

STATE OF HAWAII
UNNERSITY OF HAWAI'
KAPIOLANI COMMUNITY COLLEGE

(
Information & Media Technology Services

Unit Head#
Faculty (3.00)
#82386, #86711(B), #87603
Information Technology Specialist, PBB, #81535
Office Assistant lll, SR08, #54823, #54825
Information Technology Specialist, PBC, #81384 -
Information Technology Specialist, PBB, #80529, #80340, #81627
information Technology Specialist, PBA, #81220T*
Information Technology Specialist, PBB, #81654
Electronic Technician, PBB, #80034
Electronic Technician, PBA, #81277
Audio Visual Techmcaan L, BCO? #47350 (O 50 FTE)
Media Specialist, PBB, #80694
Graphic Artist, PBB, #81060
Offset Press Operator lll, BC09, #39797
Offset Press Operator {l, BCO8, #47346 (0.50 FTE)
Secretary [l, SR14, #21321
Office Assistant Ill, SR08, #48451

Organization Chart

ChartVd

A Excluded from position count this chart
* Temporary position
# Unit Head is appointed from among the faculty positions

Perm Temp
General Fund 18.00 1.00
(B) Special Funds 1.00




( OFFICE OF THE CHANCELLOR )

\

Chancelior* j

( Academic Unit Four W}
L Assistant Dean, #89176+ J

( Secretarial Service
LSecretary Il, SR14. #22314+

r |

Business Academic Program
Chart Via

Hospitality Academib Program College & Community Relations

Chart Vlb Chart Vic

A Excluded from position count this chart
% Chairperson is appointed from among the faculty positions

General Fund

STATE OF HAWAII
UNVERSITY OF HAWAII
KAPIOLANICOMMUNITY COLLEGE

Organization Chart

Chart Vi

Perm Temp
2.00




(Academic Unit Fouﬂ}
L Assistant Dean”® ,g

( Business Academic Program

Chairperson%
Secretary I, SR14, #22312
Faculty (20.00)
Full-time: #82026, #82218, #82348 #382503, #82728, #82795,
#82031, #83221, #83734, #83771, #84150, #84337, #86591,
#86593, #86598, #86702(B)+ #86758 #86944(B), #87123,
#871447T*
\Educational Specialist, PBA, #81429(B)+, #81923(B)

A Excluded from position count this chart

* Temporary position

% Chairperson is appointed from among the faculty posutlons
+ To be redescribed & submitted for classification review

General Fund
(B) Special Funds

STATE OF HAWAI
UNNERSITY OF HAWAI'
KAPIOLANI COMMUNITY COLLEGE

Organization Chart

Chart Via

Perm Temp
18.00 1.00
4.00




A Excluded from position count this chart

( Academic Unit Four\
L Assistant Dean”®

&

STATE OF HAWA!I
UNNVERSITY OF HAWA
KAPIOLANI COMMUNITY COLLEGE

(  Hospitality Academic Program

Culinary Institute of the Pacific
Program Director, #89029+
Chairperson%

Faculty (12.00)
Full-time: #82683, #82970, #83225, #83460, #83901, #84091,
#84103, #84304, #84539, #86597, #86670, #86719
Secretary Il, SR14, #16962
Cook lll, WS08, #22318(B), #32863(B)
Office Assistant lll, SR08, #22319(B)
Educational & Academic Support Specialist, PBA, #81304 (B)
#81420(B), #81422(B)

Hospitality
Chairperson%
Faculty (7.00)
Full-time: #82066, #82467, #83133, #83684, #84369, #86742,
#86715
Secretary ll, SR14, #44592+

Support Services
Facuity (2.00)
#86741, #86706(B)

Educat:onal Specialist, PBA, #80617(B)

% Chairperson is appointed from among the faculty positions
+ To be redescribed & submitted for classification review

™
Organization Chart
Chart Vib
Y
. Perm
General Fund 23.00

(B) Special Funds 8.00



'\
(Academic Unit Four

L Assistant Dean®

o

-

College & Community Relations

Student Services Specialist, PBB, #80082(B)
Clerk Steno ll, SR11, #35948(B)+

Faculty (2.00)
#86701(B)+, #86794(B)+

Office Assistant 1V, SR10, #27015+, #54811+

A Excluded from position count this chart
* Temporary Position
+ To be redescribed & submitted for classification review

General Fund
(B) Special Funds

STATE OF HAWAT'
UNIVERSITY OF HAWAT|
KAPIOLANICOMMUNITY COLLEGE

Organization Chart

Chart Vic

Perm
2.00
4.00



( OFFICE OF THE CHANCELLOR )

|

Chancelior®

Administrative Service

Vice Chancellor, #89042

T

~
( Secretarial Services
University Scheduler, SR20, #26907
Secretary ll, SR14, #51356
y,

Business Office

Chart Vlia

Human Resources Office
~ Chart Vlib

Auxiliary Services
Chart Vlic

A Excluded from position count this chart

General Fund

STATE OF HAWALII
UNIVERSITY OF HAWAI
KAPTOLANICOMMUNITY COLLEGE

Organization Chart

Chart VIl

Perm
3.00



( Administrative Services\
k Vice Chancellor®

W

STATE OF HAWAI'I
UNIVERSITY OF HAWALI|
KAPIOLANI COMMUNITY COLLEGE

(
Business Office

Administrative Officer, PBB, #80175

Administrative Officer, PBB, #80865

Administrative Officer, PBB, #80850+
Account Clerk Ill, SR11, #39769, #110451

Administrative Officer, PBB, #78374

Administrative & Fiscal Support Specialist, PBA, #77282+

Administrative Officer, PBB, #78416
Office Assistant Il, SR08, #50033*

Office Assistant IV, SR10, #26156F*

Administrative & Fiscal Support Specialist, PBB, #80799
Administrative & Fiscal Support Specialist, PBA, #77367
Cashier Clerk, SR08, #50051*+
Office Assistant Ill, SR08, #900106+

Organization Chart

Chart Vlla

A Excluded from position count this chart
* Temporary position
+ To be redescribed & submitted for classification review

Perm Temp
General Fund 11.00 3.00




( Administrative Services STATE OF HAWAT!
Vice Chancelior® 7 UNNERSITY OF HAWAY|
KAPIOLANI COMMUNITY COLLE GE

' Y
Human Resources Office '
Personnel Officer, PBB, #80874 Organization Chart
Personnel Officer, PBB, #80551
Personnel Officer, PBA, #78066T* Chart Vlib

Personnel Clerk V, SR13, #26659
Personnel Clerk IV, SR11, #900381*
Account Clerk Ill, SR11, #41358 (B)+

A Excluded from position count this chart

* Temporary position ) Perm  Temp

+ To be redescribed & submitted for classification review General Fund 3.00 2.00
(B} Special Funds 1.00




(Administrative Services} STATE OF HAWAII

L Vice Chancellor” j UNVERSITY OF HAWAI
KAPIOLANI COMMUNITY COLLEGE

f' ~

‘ Auxiliary Services
Auxiliary & Facilities Service Officer IV, PBB, #81650 L
Janitor |11, WS02, #14428, #18021 Organization Chart
Janitor It, BCO2, #11107, #14427, #16957, #26654, #26655, #26656, #26657, |
#35889, #35890, #37512, #40279, #40280, #43305, #43306, #46433, Chart Viic

#46434, #50014, #50015

Groundskeeper I, WS02, #26652

Groundskeeper! BCO2 #26651, #26653, #35888, #36455, #43304, #43308
Office Assistant lll, SR08, #50060+*

University Security Officer Il, SR 16, #31325+, #99172F

University Security Officer |, SR14, #31324+, #45730+, #99171F
Building Maintenance Worker I, WS09, #51300+

Building Maintenance Worker 1, BC09, #34492, #51358, #900299*

Painter |, BC09, #43307

Sprinkler System Repairer, BCOS, #50005
Office Assistant 1V, SR10, #22316

A Excluded from position count this chart

* Temporary position , _

+ To be redescribed & submitted for classification review Perm  Temp
General Fund 33.00 200




STATE OF HAWAI‘I
UNIVERSITY OF HAWAIJ‘I
COMMUNITY COLLEGES

KAPI‘OLANI COMMUNITY COLLEGE

FUNCTIONAL STATEMENTS

Kapi‘olani Community College’s philosophy is to assist each individual in the lifelong
process of personal growth through education. As an open-door community based school of
higher education, the college is designed to enrich lives by offering academic and vocational
programs of a comprehensive nature. The College offers credit and non-credit programs, as
well as related support services in a variety of liberal arts and vocational areas. The college
currently offers the Associate in Arts degree, Associate in Science degree, Certificates of
Achievement, and Certificates of Completion in over 20 career fields and a variety of shorter
term credit and non-credit training programs. The College’s program areas include Business,
Health, Hospitality, Holomua (remedial and developmental education), Legal Education, and
Arts and Sciences. Some of the specific degree and certificate offerings, such as those in
Legal Education, Health Sciences, Emergency Medical Services, and Sign Language
Interpreter Training, are available only through Kapi‘olani Community College.

CADocuments and Setiings\LeilaniiMy Documents\Reports - CC Budget\Org Chart Updates 2007\K apiolani CC\Func stmt. doc



OFFICE OF THE CHANCELLOR

The Office of the Chancellor is responsible for maintaining a successful learning
environment for all students, an institution that is responsive to the needs of the community,
and an environment that provides for professional growth and development of all staff. The
Office of the Chancellor plans, organizes, directs, and controls the institution’s academic and
support programs at the campus level in accordance with established policy and procedural
guidelines and applicable statutes, and oversees the management and operations of the
College in the following functional areas:

Campus planning and research
Institutional Research, administrative data and pricing

Academic program development and delivery, including credit and degree
programs and non-credit training programs and related support services

Management of curricula, programs, and articulation with external
colleges and organizations

International Affairs

Student Services

Library and Learning Resources

Information and Media Technology Services
Community affairs, marketing, and public information
Fund raising |

Finance, accounting, and budgeting

Human resource management

Auxiliary services

Office of Planning and Institutional Research

The Office of Planning and Institutional Research is responsible for ensuring all
college units have access to objective and current information. The Office of
Planning and Institutional Research:

Develops, in consultation with the campus community, the College’s;
- Strategic Plan

- Educational development plan

- Other long range planning documents

Establishes process and procedures for annual program plans and provides
support to the program units in creation of those plans.

Manages and directs the collection and analysis of institutional research
data and its use in management decisions

Develops methodologies and procedures for gathering internal and
external data

Prepares management information reports and other institutional research

Establishes policies and direction for proper evaluation and accountability

2



ACADEMIC UNIT ONE

Academic Unit One is comprised of: the Arts & Sciences Academic Unit, the Paul S.
Honda International Center, and the Curriculum Management support unit.

Arts & Sciences Academic Unit
The Arts & Sciences unit is responsible for ensuring student success as life-long
leamers. The Arts & Sciences Academic Unit: :

» Develops and delivers credit instruction leading to the Associate of Arts
degree and related academic certificates

* Develops and delivers general education for all Associate degrees

. Dévelops and delivers selected pre-baccalaureate programs in the arts &
sciences, engineering, and education

* Develops and delivers Associate in Science and Associate in Technology
Studies programs built on the offerings of the arts & sciences

¢ Oversees the recruitment, improvement, and evaluation of faculty
s Schedules classes, assigns faculty, assigns classroom space
* Develops and delivers summer session programs for the arts & sciences

* Develops and delivers student and learning support for the various arts &
sciences programs:

- Provides academic and vocational counseling
- Provides advisement of program requirements
- Provides learning assistance
- Provides employment options
- Conducts sessions/workshops for college success and completion
- Conducts new student orientation
~  Provides student assessment and transfer options
- Monitors progress for high risk students
- Provides retention activities

* Develops and delivers non-credit programs related to the offerings in arts &
sciences:

- Plans, develops curricula, and implements non-credit courses and
community service programs

- Plans, develops curricula, and implements contract training

- Schedules, assigns classrooms, and develops program catalogs and
brochures



- Recruits temporary faculty to teach courses

- Maintains data and files required for reporting and evaluating program
effectiveness ‘ -

* Develops and innovates curriculum in support of arts & sciences

o Pursues extramural funding opportunities

Paul S. Honda International Center

The Paul S. Honda International Center is responsible for developing a strong
infusion of international affairs throughout the activities and curricular offerings of
the College. The Center is also responsible for multi-cultural activities and training in
support of the international education mission. The Paul S. Honda International
Center:

¢ Develops and manages international cooperative and exchange agreements
with foreign institutionis

¢ Coordinates activities and protocol associated with official international
Visitors

» Coordinates and manages faculty international exchanges
¢ Coordinates and supports student study abroad
» Coordinates recruitment and student support for international students

¢ Coordinates international education initiatives, including curriculum
development, international workforce development, and other programs
supporting international education

Curriculum Management

The Curriculum Management unit provides the primary leadership for innovation,
curriculum research and development, programs and activities that integrate learning
across the academic program units, and provides training related to furthering the
learning objectives of the College. The Curriculum Management unit:

¢ Ensures compliance with all College and University rules and regulations
regarding course and program approvals

 Coordinates and manages all internal and external articulation agreements
» Coordinates curriculum initiatives that cut across academic units
* Develops and coordinates faculty professional development activities

* Provides leadership and coordinating activities related to teaching and student
learning ‘



ACADEMIC UNIT TWO

Academic Unit Two is comprised of: the Holomua Academic Unit and Student
Services.

Holomua Academic Unit

While some focus may be placed on adult literacy for its own sake, the Holomua is
primarily concerned with the providing of students with necessary basic and
developmental skills to succeed in one of the other academic program areas or in
employment. The Holomua Academic Unit:

¢ Develops and delivers non-credit remedial and adult education

¢ Develops and delivers higher level, developmental education in writing,
reading, speaking, mathematics and logical reasoning, study skills, and other
skills necessary for students to succeed in the other academic programs

* Oversees the recruitment, improvement, and evaluation of faculty

¢ Schedules classes, assigns faculty, assigns classroom space

* Develops and delivers summer session programs for the Holomua unit

e Develops and delivers student and learning support for students requiring
remedial or developmental education programs:

Provides academic and vocational counseling

- Provides advisement of program requirements

- Provides learning assistance

- Provides employment options

- Conducts sessions/workshops for college success and completion
- Conducts new student orientation

- Provides student assessment and transfer options

- Monitors progress fbr high risk students

- Provides retention activities

* Conducts special programs targeted at disadvantaged students who are not yet
prepared for enrollment in other academic programs

* Develops and innovates curriculum related to student success in remedial and
developmental efforts

¢ Pursues extramural funding opportunities

Student Services

Student Services is responsible for planning, developing, and implementing various
support services that are applicable to students or potential students across the various
academic programs. Students Services unit:

* Coordinates student admission, including admission into select admission
programs '



Manages registration for both credit and non-credit courses
Manages student records for both credit and non-credit students

Certifies enrollment status and other student status for educational and
financial benefit programs such as veterans’ and Social Security programs and

responds to other official or legal inquiries.

Provides financial aid counseling and assistance for students, ihcluding
administration of private aid programs '

Admuinisters the Student Financial Aid program which includes student loans,
scholarships, grants, tuition waivers and employment

Evaluates academic credentials for students
Provides support services that enable students with disabilities to succeed

Coordinates special programs and support services for minority, single parent,
and other targeted students

Coordinates student support functions within the academic units to provide
quality control, consistency, and professional development for student services

professionals

Coordinates student co-curricular and social activities, and Ieadership‘ training
for students

Administers policies related to student privacy, conduct, and other student
rights and responsibilities

Provides job placement for currently enrolled students as well as graduates
Provides health care education and services for students
Develops and implements applicable policies and procedures

Pursues extramural funding opportunities



ACADEMIC UNIT THREE

Academic Unit Three is comprised of: Health Academic Unit, Legal Education
Academic Unit, Library & Learning Resources, Information & Media Technology Services.

Health Academic Unit _
The Health Academic Unit is responsible for ensuring student success as life-long
learners. The Health Academic Unit:

» Develops and delivers degree and certificate programs in emergency medical
services, health sciences, and nursing;

» Develops and delivers pre-health recruitment, counseling, and educational
programs

e Oversees the recruitment, improvement, and evaluation of faculty
¢ Schedules classes, assigns faculty, assigns classroom space
¢ Develops and delivers summer session programs for the health programs

¢ Develops and delivers student and learning support for students enrolled in
health programs:

- Provides academic and vocational counseling

- Provides advisement of program requirements

- Provides learning assistance

- Provides employment options

- Conducts sessions/workshops for college success and completion
- Conducts new student orientation

- Provides student assessment and transfer options

- Monitors progress for high risk students

~  Provides retention activities

¢ Develops and delivers non-credit programs related to the offerings in the
health field:

- Plans, develops curricula, and implements non-credit courses and
community service programs

- Plans, develops curricula, and implements contract training

- Schedules, assigns classrooms, and develops program catalogs and
brochures

- Recruits temporary faculty to teach courses

- Maintains data and files required for reporting and evaluating program
effectiveness

» Pursues extramural funding opportunities



¢ Develops and delivers pre-baccalaureate programs in health fields;

¢ Develops curriculum and innovates to insure student success in health
education

Legal Education Academic Unit
The Legal Education Academic Unit is responsible for ensuring student success as
life-long learners. The Legal Education Academic Unit:

* Develops and delivers degree and certificate programs in legal assisting, legal
secretary, and related legal fields;

* Oversees the recruitment, improvement, and evaluation of faculty
e Schedules classes, assigns faculty, assigns classroom space
* Develops and delivers summer session programs for legal education

e Develops and delivers student and learning support for students enrolled in
legal education programs:

- Provides academic and vocational counseling

- Provides advisement of prbgram requirements

- Provides learning assistance

- Provides employment and transfer options

- Conducts sessions/workshops for college success and completion
- Conducts new student orientation

- Provides student assessment and transfer options

- Monitors progress for high risk students

- Provides retention activities

* Develops and delivers non-credit programs related to the offerings in the legal
education programs:

- Plans, develops curricula, and implements non-credit courses and
community service programs

- Plans, develops curricula, and implements contract training

- Schedules, assigns classrooms, and develops program catalogs and
brochures

- Recruits temporary faculty to teach courses

- Maintains data and files required for reporting and evaluatlng program
effectiveness

* Develops curriculum and innovates to insure student success in legal
education.

* Pursues extramural funding opportunities



Library & Learning Resources

Library & Learning Resources is responsible for planning, developing, and delivering
a variety of educational resources, information, and learning services that are
applicable across the various academic programs. This includes:

Acquires, maintains, and disposes of library materials and information in both
print and non-print forms

Catalogs and classifies all new material

Develops on-line materials for use by students enrolled in both on-campus and
off-campus courses

Consults with faculty on resources related to their learning goals

Performs reference functions:

- Assists users obtain information

- Answers questions

- Provides instruction in use of library material and information services
Provides access to on-line catalogs and other means to locate information

Coordinates automated activities with other libraries, vendors and external
specialists

Maintains hardware and software of several systems used in performing all
library functions

Maintains, edits, and corrects records in the bibliographic database
Generates special database reports

Manages the circulation processes for loan of information materials including
collecting fines

Provides student leaniing assistance such as access to open computer labs,
audio-visual equipment, study rooms, make-up testing, and other learning
assistance :

Develops and manages a tutorial service for students

Coordinates the college credit equivalency program

Develops and implements applicable policies and procedures

Develops and maintains College-wide information for distribution through the
College’s web site(s).



Information & Media Technology Services (IMTS)

Information & Media Technology Services is responsible for planning, developing,
and delivering high quality computing and media resources for student learning,
administrative operations, faculty development, and delivery of instruction and
services. This includes:

¢ Develops and maintains the College’s voice, data, and video networks

* Develops and supports local area networks within instructional and office
facilities

¢ Conducts demonstrations to familiarize faculty and students with equipment
available and to enable them to operate equipment

¢ Supports the development and delivery of distance education using a variety
of media, such as broadcast television, cable television, web-based instruction,

or other forms of digital delivery

¢ Supports curriculum innovation using computers or media technology in the
classroom

* Develops and maintains computing programs and services for both academic
and administrative uses

e  Works with College prograni heads to formulate budget requirements
» Evaluates and makes recommendations on the purchase of software

* Coordinates and produces graphics and print materials for instructional and
administrative purposes

e Operates graphics and printshop

¢ Maintains and repairs media and computing equipment, including the
development and implementation of preventive maintenance programs

* Trains faculty and staff in various computer applications and use of media
* Provides mail and telephone services

* Develops and implements applicable policies and procedures

10



ACADEMIC UNIT FOUR

Academic Unit Four is responsible for: Business Academic Unit, Hospitality
Academic Unit, and College and Commounity Relations.

Business Academic Unit

The Business Academic Unit is responsible for ensuring student success as life-long
learners. The Business Academic Unit:

Develops and delivers degree and certificate programs in business and
information technology;

Develops and delivers pre-baccalaureate programs in business and information

- technology

Oversees the recruitment, improvement, and evaluation of faculty
Schedules classes, assigns faculty, assigns classroom space
Develops and delivers summer session programs for business education

Develops and delivers student and learning support for students enrolled in or
interested in business programs:

- Provides academic and vocational counseling

- Provides advisement of program requirements

- Provides leaming assistance

- Provides employment and transfer options

- Conducts sessions/workshops for college success and completion
- Conducts new student orientation

- Provides student assessment and transfer options

- Monitors progress for high risk students

- Provides retention activities

Develops and delivers non-credit programs related to the offerings in the
business and information technology:

- Plans, develops curricula, and implements non-credit courses and
community service programs

- Plans, develops curricula, and implements contract training

- Schedules, assigns classrooms, and develops program catalogs and
brochures

- Recruits temporary faculty to teach courses

- Maintains data and files required for reporting and evaluating program
effectiveness

11



* Develops and innovates curriculum related to student success in business and
information technology

¢ Pursues extramural funding opportunities
Hospitality Academic Unit

The Hospitality Academic Unit is responsible for ensuring student success as life-long
learners. The Hospitality Academic Unit:

* Develops and delivers degree and certificate programs in culinary arts, hotel
operations, tour & travel, and other aspects of the hospitality industry;

¢ Develops and delivers pre-baccaiaureate programs in hospitality education;
o Oversees the recruitment, improvement, and evaluation of faculty
¢ Schedules classes, assigns faculty, assigns classroom space

¢ Develops and delivers summer session programs in culinary arts and
hospitality programs

* Develops and delivers student and learning support for students enrolled in or
interested in culinary arts and hospitality programs:

- Provides academic and vocational counseling

- Provides advisement of program requirements

- Provides learning assistance

- - Provides employment and transfer options

- Conducts sessions/workshops for college success and completion
- Conducts new student orientation

- Provides student assessment and transfer options

- Monitors progress for high risk students

- Provides retention activities

* Develops and delivers non-credit programs related to the offerings in culinary
arts and hospitality:

- Plans, develops curricula, and implements non-credit courses and
community service programs

- Plans, develops curricula, and implements contract training

- Schedules, assigns classrooms, and develops program catalogs and
brochures

- Recruits temporary faculty to teach courses

- Maintains data and files required for reporting and evaluating program
effectiveness

12



Develops and innovates curriculum related to student success in culinary arts
and hospitality education.

Pursues extramural funding opportunities

College and Community Relations

College and Community Relations is responsible for planning, developing, and
implementing strong relationships and information flow between the College and the
external community. This includes:

Develops and maintains marketing and recruiting programs for all College
programs, including print and web based promotional materials

Develops and coordinates programs to market the College’s training
capabilities to potential markets, including corporations and government

agencies

Provides liaison with community organizations such as neighborhood boards,
community associations, and other groups

Provides public information and offers a first-stop source of information for
the community. '

Private fund development and donor relationships
Develops and implements applicable policies and procedures

Coordinates extramural grant proposals.

13



ADMINISTRATIVE SERVICES

Administrative Services is comprised of: the Business Office, Human Resources
Office, and Auxiliary Services. In addition to the functions carried out by these units, the
Office of Administrative Services is responsible for overall administrative policy
development and implementation, legal matters, legislative and State government relations,
and financial audit functions. These functions are carried out within University guidelines
and in conjunction with other University administrative and legal offices.

Business Office

The Business Office is fespbnsible for all fiscal, budget, grants management, and
property management functions at the College. The Business Office:

Coordinates accounting and financial records
Manages procurement process
Manages payroll

Receives and accounts for cash (oversees the cashiering functions carried out
in other units)

Prepares and executes operational and capital budget
Manages contracts and grants
Controls inventory and fixed assets

Develops and implements applicable policies and procedures

Human Resources Office

The Human Resources Office is responsible for all personnel and employment related
matters at the College, including oversight of personnel actions taken within the other
units. The Human Resources Office:

Coordinates recruitment and hiring of new employees, including student
workers and casual appointments

Manages personnel records

Coordinates Equal Employment Opportunity/Affirmative Action
Manages staff development and trg.ining

Administers workers’ compensation

Manages collective bargaining contracts

Develops and implements applicable policies and procedures

Auxiliary Services

The Auxiliary Services unit is responsible for creating and maintaining an attractive,
clean, and safe learning environment. Auxiliary Services:

Provides custodial services
Maintains grounds, including landscape design and maintenance

Maintains buildings, including development and implementation of preventive
maintenance programs

14



Plans, construction, and renovation of facilities, including liaison with the
office of Physical Facilities, Planning and Construction

Directs campus safety programs, including security, hazardous waste
management, OSHA compliance, and emergency planning

Operates parking and transportation services

Operates the physical plant, including development and implementation of
energy management programs

Develops and implements applicable policies and procedures
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/ Chart Ila
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Office of the Chancellor

Chancellor”

T
1

Organization Chart

Chart Ila

( Office for International Affairs \

Paul S. Honda International Center

Unit Head"
Faculty (3.00), #88050(B), #83745,
#87611T"
Educational Specialist, PBB, #77229T"
Educational Specialist, PBB, #78248
k Office Assistant I11, SR08, #54804(B)* /

~ Excluded from position count this chart Perm Temp

## Unit Head is appointed from among the College faculty ' General Fund 2.00 2.00

* Temporary position (B) Special Funds 2.00
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( Office for Academic Affairs
L Vice Chancellor for Academic Affairs”

N

STATE OF HAWAI‘I

UNIVERSITY OF HAWAI‘I
KAPI‘OLANI COMMUNITY COLLEGE

Academic Support & Resources

Organization Chart

Galludet University Regionat Center for the Pacific Region
Educational Specialist, PBA, #81761

Curriculum Resources and Emphases
Educational Specialist, PBB, #81581

Library & Learning Resources
Head Librarian®
Secretary I, SR12, #44249
Faculty (7.00)
HT4847, #83504, #84185, #84438, #86629, #86724, #88040
Library Technician V, SR 11, #39859@*
Library Assistant IV, SR09, #26762%*
Educational Specialist, PBA, #78238@
Library Assistant [V, SR09, #42087, #43605
Educational Specialist, PBA, #77874@
Educational Specialist, PBA, #77500 .
Educational & Academic Support Specialist, PBA, #81557, #80914T*
Electronic Technician, PBA, #31260

Center for Excelience in Learning, Teaching and Technology {CELTT]
Unit Head"
Faculty (2.00)
#82386, #87603
Infor mation Technolegy Specialist, PBB, #80748
Information Technology Specialist, PBC, #81384
Information Technology Specialist, PBB, #79922, #80529, #80340, #81627
Information Technology Specialist, PBA, #81220T*
Electronic Technician, PBB, #81277 -
Electronic Techuician, PBB, #80034
Media Specialist, PBB, #30694
Information Technology Specialist, PBB, #81535, #81654
Graphic Arfist, PBB, #81060
Secretary I1, SR14, #21321
Office Assistant III, SR0S, #4845 12

Chart Hia

* Excluded from position count this chart

* Temporary position

# H ead Librarian/Unit Head is appointed from among the faculty positions
+ To be redescribed & submitted for classification review

@ Position supervised by one of the faculty positions

General Fund

/’(’ APR 30 2000

Commu
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( Arts & Sciences
Instructor, #87143T*"

STATE OF HAWAI‘I
UNIVERSITY OF HAWAI‘I
KAPI‘OLANI COMMUNITY COLLEGE

Secretary I, SR14, #18092

| —

Organization Chart

Arts & Sciences Academic Program

Arts & Humanities
Chairperson®
Faculty (27.00)
Full-time:  #82052, #82607, #82631, #82803, #82840, #82876, #82925, #82937, #82983, #83004, #83967, #84470, #84882, #84971, #34974, #86602, #86640, #86695, #86937, #87184, #87402,
#87404, #86696T*, 87072T+*, #87074T*, #98672F, #98673F
Secretary I1, SR14, #22313
Information Technology Specialist, PBA, #81068T*
Languages, Linguistics and Literature
Chairperson”
Faculty (41.50)

Full-time: #B2135, #82178, #82231, #82380, #82429, #82447, #82555, #82653, #82776, #83123, #83308, #83447, #83511, #83559, #83783, #83795, #83810, #83903, #84327, #84409,

#84623, #84754, #86572, #36594, #86595, #86596, #36604, #36798, #86799, #86803, #86809, #86945, #86960, #87120, #87367, #87588, #88032T*, #875837T*, #74813, #74814
#74815

Pari-time: #82540 (0.50 FTE)
Secretary I, SR 14, #26658
Mathematics/Science
Chairperson®
Faculty (30.00)
Full-time: #82031, #82394, #32492, #82910, #82981, #83096, 483262, #83357, #83688, #83733, 483939, #83974, #34458, #84836, #86585, #86592, #86600, #86606, #86627, #86631,
#86718, #86754, #86827, #86830, #86845, #56959, #87401, 486947 T+, #96934F, #9GI35F
Educational Specialist, PBB, #81246
Secretary II, SR14, #22310
Social Sciences
Chairperson”
Faculty (12.00)
Full-time: #82152, #82706, #82935, #83492, #33560, #83642, #84972, #84973, #86599, #86649, #86938, #87403
Secretary I, SR 14, #47612
Arts and Sciences Counseling Unit
Faculty (5.50) #82364, #83787, #86704, #86757 (0.50FTE) , #99670F, #99671F
Clerk Steno LI, SR09, #346619

Chart I11b

% Chairperson is appointed from among the faculty positions Perm Temp

*  Temporary position : Genera! Fund 117.00 8.00
@ Position supervised by onc of the faculty position

* To be redescribed & submitted for classification review

APR 30 2009

K’/ﬂ‘r Community Colleges Date




Health Academic Program

L Dean, #89052"

— L

[ Secretary I1, SR14, #29222 ]
' J

Health Academic Program

Emergency Medical Services
Chairperson”
Secretary I, SR14, #37300
Office Assistant I1I, SR0S, #35641
Faculty (6.00) primarily Oahu based
Full-time: #86705, #86807, #86808, #87047, #87110, #87440
Faculty (2.00) primarily Hawaii based
Full-time: #84739, #84740
Office Assistant I, SR08, #33867%
Faculty (1.00) primarily Maui based
Full-time: #85871
Office Assistant 111, SR08, #33866 (0.50 FTE)
Health Sciences
Chairperson”
Secretary II, SR14, #32952
Clerk-Stenc I, SR09, #40964 (0.50 FTE)
Faculty (16.00)
Full-time: #82121, #82162, #82405, #82576, #83310, #83321, #83067, #84223, #84326, #85821, #86384, #86385, #86752, #86882, #86886, #74786
Nursing :
Chairperson™
Secretary II, SR14, #18093
Office Assistant IV, SR10, #42015
Faculty (39.50) :
Full-time: #82064, #82244, #82513, #84487, #84629, #84655, #86737, #86738, #86740, #36743, #86746, #86747, #86749, #86750, #86751, #86774, #86776,

#86777, #80778, #86832, #86833, #86834, #86836, #86837, 186838, #86839, #86840, #98667F, #98668F, #98669F, #98670F, #99663F, #99664F,
#99605F, #99666F, #99667F, #99668F

Pari-time: #84308 (.50 FTE), #86736 (.50 FTE), #86739 (.50 FTE), #88072 (.50 FTE), #88074 (.50 FTE)

STATE OF HAWAI‘I
UNIVERSITY OF HAWAI‘I
KAPI'OLANI COMMUNITY COLLEGE

Organization Chart

% Chairperson is appointed from among the faculty positions Perm Temp
@ Supervised by one of the faculty positions General Fund . 73.50
¥ To be redescribed & submitted for classification review APPR Djé

Chart e

APR 30 2009

\7{7 Community Colleges Date
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Hospitality, Business, & Legal Education Academic Program w

- STATE OF HAWAIL‘L
- Y~ Instructor, #87084T* UNIVERSITY OF HAWAI‘I

Secretary I1, SR14, #97150F J KAPI‘OLANI COMMUNITY COLLEGE
\_

Organization Chart

Hospitality, Business, Legal Education Academic Program

Chart ITid
Culinary Institute of the Pacific

Program Director, #89029*
Chairperson”
Faculty (12.00)
Full-time: #82683, #82970, #83225, #83460, #83901, #34091, #84103, #84304, #84539, #8659, #86670, #86719
Secretary 11, SR14, #16962 )
Cook III, WS 08, #22318 (B), #32863 (B)
Office Assistant ITJ, SR08, #22319 (B)
Educational & Academic Suppori Specialist, PBA, #81304 (B), #81420 (B), #81422 (B)
Hospitality and Tourism
Chairperson”
Faculty (6.00)
Full-time: #82066, #82467, #83133, #83684, #84369, #86741
Secretary II, SR 14, #44592*
Business Academic Program
Chairperson®™
Faculty (16.00)
Full-time: #82026, #32218, #82348, #82503, #82728, #82795, #82931, #83221, #83734, #84150, #84337, #86591, #86593, #86598, 487123, #87144T*
Secretary I, SR14, #22312
Legal Academic Program
Coordinator™
Faculty (2.00)
Full-time: #83071, #83360
Office Assistant II, SRO08, #47900 (0.50 FTE)

% Coordinator is appointed from among the faculty positions Perm Temp
+ To be redescribed & submitted for classification General Fund 40.50 : 2.00 -
*  Temporary position (B) Special Funds  6.00 APR 30 2008

VP f?( Community Colleges Date
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Office of the Chancellor
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L Chancellor

)

STATE OF HAWAI‘1
UNIVERSITY OF HAWAII
KAPI‘OLANI COMMUNITY COLLEGE

" Organization Chart

-

Office for Student Services

w Chart IV

.

Dean of Student Services, #89071"

J

\
( Secretarial Services
Secretary II, SR 14, #18088
J
) 4 h ( N
Kahikoluamea Student Services Kekaulike Information and Service
Center
Chart IVa
Chart IVb Chart IVe
J \_ \_ Y,

A Excluded from position count this chart
+ To be redescribed & submitted for classification

General Fund

Perm
2.00

Temp
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( Office for Student Services

Dean of Student Services*” STATE OF HAWAL'I
, UNIVERSITY OF HAWAI]I
KAPI‘OLANI COMMUNITY COLLEGE

|/

Organization Chart

Kahikoluamea Chart IVa

Chairperson”
Secretary I1, SR14, #14214
Faculty (16.00)
Full-time: #74783, #74833, #82068, #82389, #82874, #83538, #83870, #84072, #86603, #87612T*,
#87648, #98674F, #98675F, #99669F, #99672F, #99673F

Approximately 16.00 FTE faculty will be assigned in whole or part from the Arts & Sciences
Academic Program on an annual basis

Office Assistant II1, SR-08, #99160F

% Chairperson is appointed from among the faculty positions : General Fund 17.00

A Excluded from position count this chart
.+ To be redescribed APPRO L AR 20 -
i r‘n

Communlty Colleges Date
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Office for Student Services

|/

Dean of Student Services”

STATE OF HAWAI‘I
UNIVERSITY OF HAWAI‘I
KAPI‘OLANI COMMUNITY COLLEGE

Student Services Organization Chart

Faculty (4.00) _
#83453, #87649, #83387, #82685
Special Services Unit Head”
Clerk-Steno II, SR09, #27004"
Student Services Specialist, PBA, #96660F*" (0.50 FTE)

Chart IVb

# Unit Head is appointed from among the faculty positions Perm Temp

+ To be redescribed & submitted for classification review General Fund 5.00 0.50
A Excluded from position count this chart ’

APPI}’, 1/ ‘
4 : APR 30 2009
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( Office for Student Services w

Dean of Student Services™*

STATE OF HAWAI‘I
UNIVERSITY OF HAWAI‘I
KAPI'OLANI COMMUNITY COLLEGE

Kekaulike Infdrmation and Service Center Organization Chart

Kekaulike Information and Service Center
Student Services Specialist, PBB, #81615"
Student Services Specialist, PBB, #80257"
Educational & Academic Support Specialist, PBA, #78204T+
Student Services Specialist, PBB, #782037T*
Office Assistant IV, SR10, #11485°, #18086", #44254", #54813", #27015, #54811
Student Services Specialist, PBB, #77724
Student Services Specialist, PBB, #77331 (B)"
Student Services Specialist, PBA, #77953T*
Student Services Specialist, PBB, #81547"
Student Services Specialist, PBB, #81878", #81887"
Student Services Specialist, PBA, #77773
Instructor (Counselor), #83329" ‘
Office Assistant IV, SR10, #09169", #22315", #41320(B)", #44160"

ChartIVe

~ Excluded from position count this chart Perm Temp
+ To be redescribed & submitted for classification review General Fund 17.06 3.00
* Temporary position _ ' (B) Special Fund 2,00 APR 39 Moy

'P for Community Colleges Date



( Office of the Chancellor 1 STATE OF HAWAI‘I
A UNIVERSITY OF HAWAI‘I
L Chancellor J

KAPI*OLANI COMMUNITY COLLEGE

Organization Chart

( i inui i \ ChartV

Office for Community and Continuing Education**

Assistant Dean, #89176"

. | y

\
( Secretarial Services

Secretary 11, SR14, #22314 y

Community Relations Continuing Education

Chart Va Chart Vb

\. J \. J

* To be redescribed & submitted for classification review _
# Excluded from position count this chart - Perm Temp

General Fund 2.00
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Office for Community and Continuing Education

STATE OF HAWAI‘I
UNIVERSITY OF HAWAI‘I
Assistant Dean”” KAPI‘OLANI COMMUNITY COLLEGE

Organization Chart

Chart Va

Community Relations

Unit Head#
Faculty #86758
Public Information, Events & Publications, PBA, 780531*

A Exeluded from position count this chart ‘ - Perm

* Temporary position General Fund 1.00
# Unit head is appoinfed from among the faculty positions

Tem

1.00
APP D3 vl
f: APR 30 o>

VP foy Community Colleges Date
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( Office for Community and Continuing Education

Assistant Dean”"

STATE OF HAWAI‘I
UNIVERSITY OF HAWAI‘L
KAPI‘OLANI COMMUNITY COLLEGE

Organization Chart

Chart Vb

Continuing Education

Unit Head#

Faculty (13.00)
#74784, #74785, #74787, #83771, #86701(B), #86702(B), #86706(B), #86711(B), #86715,
#86742, #86794(B), #86944(B), #87102

Educational Specialist, PBB, #77025(B), #78302, #80778(B), #81429(B), #81923(B)

Educational Specialist, PBA, #80617(B)

Office Assistant I1I, SR08, #900374 (0.50 FTE)

Clerk Steno 1T, #35948 (B)

* Excluded from position count this chart Perm
* To be redescribed & submitted for classification review General Fund 8.50
# Unit head is appointed from among the faculty positions (B) Special Funds 12.00

Temp

APPRO : )
AR 30 o

VP for /Community Colleges Date
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Office of the Chancellor
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L

Chaneellor

)

STATE OF HAWAI‘1

UNIVERSITY OF HAWAI‘I
KAPI‘OLANI COMMUNITY COLLEGE

Office for Administrative Services

(
L

Vice Chancellor for Administrative Services, #89042

W
)

General Fund

Orsanization Chart

Chart VI

4 )
Support Services
Secretary I, SR14, #51356
\ University Scheduler, SR20, #26907 y
—— \ \ r
Business Office Human Resources Auxiliary Services,
Office Security Services, &
Facilities Management
Chart Vla Chart VIb Chart Vi
. y _ ) \
Perm Temp

3.00

APPROV
ZZK CAPR 30

Community Colleges Date



( Office for Administrative Services

. . . . A STATE OF HAWAI‘I

A%
L ice Chancellor for Administrative Services J UNIVERSITY OF HAWALL
KAPI‘OLANI COMMUNITY COLLEGE

Organization Chart

Business Office

Chart Via

Administrative Officer, PBB, #80175

Administrative Officer, PBB, #80865

Administrative Officer, PBB, #80850"

Account Clerk II1, SR11, #39769, #110451

Administrative Officer, PBB , #78374

Administrative & Fiscal Support Specialist, PBA, #77282"

Administrative Officer, PBB, #78416
Office Assistant ITI, SR08, #50033*

Office Assistant IV, SR10, #96156F*

Administrative & Fiscal Support Specialist, PBB, #80799
Administrative & Fiscal Support Specialist, PBA, #77367
Cashier Clerk, SR08, #50051+"

Office Assistant 111, SR08, #900106"

* Execluded from position count this chart
+ To be redescribed & submitted for classification review General Fund 11.00 3.00

* Temporary position (B) Special Fund . :
_ APPROYED: | é
AR 30 o

VP 0y Community Colleges Date
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( Office for Administrative Services

. . . . oA STATE OF HAWAI‘I

t .
L Yice Chancellor for Administrative Services J UNIVERSITY OF HAWAIL
KAPI‘OLANI COMMUNITY COLLEGE

Organization Chart

Human Resources Office

Chart VIb
Personnel Officer, PBB, #80874
Personnel Officer, PBB, #80551
Personnel Officer, PBA, #78066T*
Personnel Clerk V, SR13, #26659
Personnel Clerk IV, SR11, #900381*
Account Clerk ITI, SR11, #41358 (B) "

Perm Temp
* Excluded from position count this chart General Fund 3.00 2.00
* Temporary position (B) Special Fund 1.00

* To be redescribed

APPP@; r/{_‘,' E APR 30 1

VP for/ Community Colleges Date



( Office for Adrhinistrative Services
L Vice Chancellor for Administrative Services J _ STATE OF HAWAI‘]

UNIVERSITY OF HAWAI‘I
KAPIOLANI COMMUNITY COLLEGE

Organization Chart

Auxiliary Services, Security Services, & Facilities Management

Chart VIe

Auxiliary & Facilities Service Officer 1V, PBB, #81650
Janitor II1, WS02, #14428, #18021
Janitor II, BC02, #11107, #14427, #16957, #26654, #26655, #26656, #26657, #35889,

#35890, #37512, #40279, #40280, #43305, #43306, #46433, #46434, #50014,
#50015
Groundskeeper 11, WS02, #26652
Groundskeeper I, BC02, #26651, #26653, #35888, #36455, #43304, #43308
Office Assistant 111, SR08, #50060"*
University Security Officer 11, SR16, #31325, #99172F
University Security Officer I, SR14, #31324", #45730", #99171F
Building Maintenance Worker 11, WS09, #51300"
Building Maintenance Worker I, BC09, #34492, #51358, #900299*
Painter I, BC09, #43307
Sprinkler System Repairer, BCO05, #50005
Office Assistant IV, SR10, #22316
Offset Press Operator I11, BC09, #39797"
Audie Visual Technician I, BC07, #47350" (0.50 FTE)
Offset Press Operator 1T, BC0S, #47346" (0.50 FTE)
Office Assistant 111, SR08, #54823, #54825

=
o
=
=

* Excluded from position count this chart Temp
* Temporary position General Fund 2.00

+ To be redescribed & submitted for classification review APPR . -
' - = / : AR 30
\7 Community Colleges Date
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STATE OF HAWAI‘]
UNIVERSITY OF HAWAJL
COMMUNITY COLLEGES

KAFPI*OLANI COMMUNITY COLLEGE

FUNCTIONAL STATEMENTS

The eleven items enumerated in the Kapi‘olani Community College (the “College™) Mission
Statement illustrate a commitment to excellence. The College strives to be a social and
educational institution committed to responding to its local community through open access to,
and engagement and success in postsecondary education. It provides comprehensive education
and training programs to meet the needs of its individual students while additionally preparing
students for lives of ethical, respon51ble community involvement through increased civic
engagement. In addition, the mission statement establishes the College’s economic role to meet
private sector demands for work-based training and specific skill acquisition for workers, as well
as to meet the demands of local, national, and global changes so that its students can be globally
competitive as a workforce. In response to its broad mission, the College has established a
reputation as a national leader in 21* century career programs, especially in Hospitality, Health
Education, ESL and Second Language Curriculum Development and Language Teacher
Training, and in the development of integrated international education through global
collaborations, Also, the College continues to build partnerships within the University and with
other educational, governmental, business, and non-profit organizations to support lifelong
learning. The College currently offers the Associate in Arts degree, Associate in Science degree,
Associate in Science in Natural Sciences degree, Academic Subject Certificates, Certificates of
Achievement, Certificates of Completion and Certificates of Competence in over 24 career fields
and a variety of shorter term credit and continuing education training programs. Some of the
specific degree and certificate offerings, such as those in Legal Education, Health Sciences,
Emergency Medical Services, and Exercise and Sport Sciences, Biotechnician, Educational
Paraprofessional, and Educational Interpreting, are available only through Kapi‘olani
Community College.



OFFICE OF THE CHANCELLOR

The Office of the Chancellor is responsible for maintaining a successful learning environment
for all students, an institution that is responsive to the needs of the community, and an
environment that provides for professional growth and development of all staff. The Office of
the Chancellor plans, organizes, directs, and controls the institution’s academic and support
programs at the campus level in accordance with established policy and procedural guidelines
and applicable statutes, and oversees the management and operations of the College in the
following functional areas:

o Office for Academic Affairs

o Office for Student Services

e Office for Community and Continuing Education

e Office for Administrative Services

e Office for International Affairs

e Office for Institutional Effectiveness

¢ Fund raising

Office for Institutional Effectiveness (OIE)

The OIE provides leadership and coordination for: long-range, strategic, and tactical planning;
research in institutional effectiveness, especially in support of learning-centered faculty

- development opportunities and student learning outcomes; and grants and resource development

in support of national promising practices and the unique opportunities of Hawai‘i. The Office
for Institutional Effectiveness:

e Develops, in consultation with the campus community, the College’s:

o Strategic Plan,

o Tactical Plans,

o Self study and accreditation process, and

o Other long-range planning documents;
o Establishes policies and direction for proper evaluation and accountability;
e Prepares management information reports and other institutional research;
o Implements the Accreditation self-study planning agenda items;

e Plans the long range development for facilities.

e Establishes process and procedures for annual program reviews and provides support to
the program units in creation of those plans based on institutional research data;

» Manages and directs the collection and analysis of institutional research data and its use
in management and resource allocation decisions;

o Collects and analyzes data related to the various activities of the college, especially those
related to instruction and instructional support;

e Provides information in clear, usable reports;

e Helps faculty, administrators, and staff interpret data that inform and guide the processes
of institutional planning and decision-making, including budget allocation;

e Develops methodologies and procedures for gathering internal and external data;
2



o Conduects institutional research and assessment for all academic, student services and
continuing education programs;

e Conducts program reviews, analyzing institutional effectiveness, and supports self-
studies for reaccreditation purposes;

e Coordinates, administers, and analyzes surveys, questionnaires and focus groups,
including the end-of-semester Student Feedback Survey;

¢ Conducts studies dealing with a variety of institutional research issues ranging from
demand forecasts, to characteristics of various college groups, to providing support for
ending programs or establishing new ones;

s Serves as an in-house consulting entity for faculty and staff in research design and
statistical analysis so that data can be used for improved institutional outcomes through
informed decision making and resource allocation;

 Supports planning activities for the college, including the preparation of strategic and
academic development plans, and conducts the necessary studies to support

recommendations for ending programs or establishing new ones;

s Works with vice-chancellors, deans and faculty in grants identification, development,
proposals, approval, submission, and reporting;

e Reviews grant policies and timelines and communicates with funding agencies; and
e Reviews grants information for relevance to strategic and tactical planning.

Office for International Affairs

Through the Paul S. Honda International Center, the Chancellor’s Office is responsible for
providing system-wide international education support to all UH Community College campuses.
It is responsible for developing a strong infusion of international affairs throughout the activities
and curricular offerings of the College as well as support Community College system initiatives
in international education. The Center is also responsible for multi-cultural activities and
training in support of the UHCC international education mission. The Paul S. Honda
International Center:

¢ Provides international student assistance with applications for admissions, orientation,
registration, and related enrollment issues;

e Provides international students with assistance concerning transcript evaluation;

e Provides one-shop stop services for international students, e.g., SEVIS/F-1 visas, OPT,
Homeland Security issues and concerns, housing referrals, taxation, and academic
advising;

e Develops and manages international cooperative and exchange agreements with
institutions from other nations;

s Coordinates activities and protocol associated with official international visitors;
¢ Coordinates and manages faculty international exchanges;
s Coordinates and supports student study abroad;
e Coordinates recruitment and student support for international students; and
¢ Coordinates international education initiatives, including curriculum development,
customized contract international workforce development, and other programs supporting

international education for the College and the UHCC system.
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OFFICE FOR ACADEMIC AFFAIRS

The Office for Academic Affairs oversees three major academic programs: Arts and Sciences;
Health; and Hospitality, Business and Legal. Within the Office is the Academic Support and
Resources unit which consists of Curriculum Resources and Emphases, Gallaudet University
Regional Center for the Pacific Region, Library and Learning Resources and Center for
Excellence in Learning, Teaching and Technology (CELTT). In addition, this Office plans,
develops, and implements special projects assigned by the Chancellor. The Office for Academic

Affairs:

» Provides oversight for personnel actions concerning academic program counselors, in
consultation with the Office of Student Services;

e Pursues extramural funding opportunities in cooperation with the Office of Institutional
Effectiveness;

» Oversees the management and operations of academic programs;
e Provides leadership for the Vice Chancellors’ Advisory Council, which serves as a forum
for problem-solving operational matters, discussing operational issues concerning

academic affairs, student services affairs, and continuing education; and .

e Provides leadership and oversight for across-the-curriculum emphases and initiatives and
internal and external articulation agreements.

Academic Support and Resources

The Academic Support and Resources Unit provides assistance to improve faculty and staff
performance and student outcomes through the following:

Gallaudet University Regional Center for the Pacific Region

e Oversees the Intensive Preparatory Program for the Deaf: A Program for Deaf and
Hard of Hearing Students and curriculum for American Sign Language and Interpreting I
in cooperation with the Office for Student Affairs;

e Oversees services with Kapi‘olani Deaf Center, Special Student Services, and other
State agencies to provide a supplemental support to assist the students; and

o Oversees the Gallaudet Regional Center in providing supplemental support for deaf
students. '

Curriculum Resources and Emphases

The Curriculum Resources and Emphases subunit provides the primary leadership for
inmovation, curriculum research and development, and programs and activities that integrate
learning across the academic program units and provides training related to furthering the
Jearning objectives of the College. The Curriculum Resources and Emphases subunit:

o Ensures compliance with all College and University rules and regulations regarding
course and program approvals; :

o Coordinates and manages all internal and external articulation agreements;
e Provides leadership and coordinating activities related to teaching and student learning;
e Coordinates curriculum initiatives that cut across academic units;

¢ Develops, implements, and evaluates college-wide academic emphases and initiatives;
and -



o Develops and coordinates faculty and staff professional development activities.

Librarv and Learning Resources

Library and Learning Resources is responsible for planning, developing, and delivering a variety
of educational resources, information, and learning services that are applicable across the various
academic programs. The Library and Leaming Resources Unit:

e Acquires, maintains, and disposes of library materials and information in both print and
non-print forms;

o Catalogs and classifies all new material;

e Develops on-line materials for use by students enrolled in both on-campus and off-
campus Courses;

» Consults with faculty on resources related to their learning goals;

e Performs reference functions:
o Assists users to obtain information,

o Answers questions, and
o Provides instruction in use of library material and information services;

s Provides access to on-line catalogs and other means to locate information;

¢ Coordinates automated activities with other libraries, vendors and external specialists;

e Maintains hardware and software of several systems used in performing all library
functions;

e Maintains, edits, and corrects records in the bibliographic database;

¢ Generates special database reports;

e Manages the circulation processes for loan of information materials including collecting
fines;

» Provides student learning assistance such as access to open computer labs, audio-visual
equipment, study rooms, make-up testing, and other learning assistance;

e Develops and implements applicable policies and procedures;

o Compiles and manages College-wide information for distribution through the College’s
web site(s); and

e Assists in design of websites for information distribution by departments, faculty, and
staff. :

Center for Excellence in Learning. Teachineg and Technology (CELTT)

The Center for Excellence in Learning, Teaching and Technology (CELTT) is responsible for
planning, developing, and delivering high quality computing and media resources and services
for student learning, administrative operations, faculty and staff development, and delivery of
instruction and services. CELTT:

* Coordinates, develops, and implements the College’s technology plans;

e Develops and maintains the College’s voice, data, and video networks;

e Develops and supports local area networks within instructional and administrative facilities;
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¢ Develops and coordinates faculty and staff professional development activities;

¢ Conducts demonstrations to familiarize faculty and staff with equipment available and to
enable them to operate equipment;

e Supports the development and delivery of distance education using a variety of media, such
as broadcast television, cable television, web-based instruction, or other forms of digital

delivery;

e Supports curriculum innovation using computers or media technology in the classroom;

e Develops and maintains computing programs and services for both academic and
administrative uses; ‘

e Works with College program heads to formulate budget requirements especially in the area
of technology and technology uses; .

e Evaluates and makes recommendations on the purchase of technology;

» Maintains and repairs media and computing equipment, inciuding the development and
implementation of preventive maintenance programs;

e Trains faculty and staff in various computer applications and use of media;

e Provides telephone/telecommunication services; and

Develops and implements applicable policies and procedures.

Arts and Sciences Academic Program

The Arts and Sciences Academic Program:

¢ Develops and delivers credit instruction leading to the Associate in Arts degree and
related academic certificates;

e Develops and delivers general education for all Associate degrees;

» Develops and delivers selected pre-baccalaureate programs in the arts and sciences,
business administration, engineering, and education;

e Develops and delivers Associate in Science, Associate in Science in Natural Science, and
Associate in Technology Studies programs built on the offerings of the arts and sciences;

s Develops, maintains, and implements a five year curriculum cycle;

e Develops and maintains an up-to-date biennium equipment inventory and equipment
acquisition plan;

e Oversees the recruitment, improvement, and evaluation of faculty;

» Schedules classes, assigns faculty, assigns classroom space in consultation with the
campus-wide scheduler;

e Develops and delivers summer session programs for the arts and sciences;

e Develops and delivers student and learning support for the various arts and sciences
programs:

o Provides academic and vocational counseling,
o Provides advisement of program requirements,
o Provides learning assistance,



Provides employment options,

Conducts sessions/workshops for College success and completion,

Conducts new student orientation,

Provides student assessment and transfer options,

Monitors progress for high risk students,

Provides retention activities,

Develops and assesses student Learning Outcomes (SLO), and

Develops rapid response workforce development initiatives in concert with the Ofﬁce
of Community and Continuing Education;

0000000

e Develops curriculum and innovates to ensure student success; and
e Pursues extramural funding opportunities.

Health Academic Program

The Health Academic Program:

e Develops and delivers degree and certificate programs in emergency medical services,
health sciences, and nursing;

o Develops and delivers pre-health recruitment, counseling, and educational programs;
e Develops, maintains, and implements a five year curriculum cycle;

» Develops and maintains an up-to-date biennium equipment inventory and equipment
acquisition plan;

e Oversees the recruitment, improvement, and evaluation of faculty;

e Schedules classes, assigns faculty, assigns classroom space in consultation with the
campus-wide scheduler;

¢ Develops and delivers summer session programs for the health programs;

e Develops and delivers student and learning support for students enrolled in health
programs:

Provides academic and vocational counseling,

Provides advisement of program requirements,

Provides learning assistance,

Provides employment options,

Conducts sessions/workshops for College success and completion,
Conducts new student orientation,

Provides student assessment and transfer options,

Monitors progress for high risk students, '

Provides retention activities,

Develops and assesses student Learning Outcomes (SLO), and
Develops rapid response workforce development initiatives in concert with the
Office of Community and Continuing Education;

000000000 O0O0

» Develops and delivers pre-baccalaureate programs in health fields;
e Develops curriculum and innovates to ensure student success in health education;

e Develops and delivers Long Term Care credit and continuing education courses in
partnership with the College’s continuing education agency (i.e., OCCE), and

¢ Pursues extramural funding opportunities.



Hospitality, Business and L.egal Academic Prggram'

Culinary Institute of the Pacific

e Develops and delivers degree and certificate programs in culinary arts;

e Develops and delivers pre-baccalaureate programs in culinary arts education;

e Develops and delivers bachelor degree programs in cooperation with four colleges;
¢ Develops, maintains, and implements a five year curriculum cycle;

 Develops and maintains an up-to-date biennium equipment 1nventory and equipment
acquisition plan;

o Oversees the recruitment, improvement, and evaluation of faculty;

e Schedules classes, assigns faculty, assigns classroom space in consultation with the
campus-wide scheduler;

¢ Develops and delivers summer session programs in culinary arts;

o Develops and delivers student and learning support for students enrolled in or interested
in culinary arts:

Provides academic and vocational counseling,

Provides advisement of program requirements,

Provides learning assistance,

Provides employment and transfer options,

Conducts sessions/workshops for College success and completion,
Conducts new student orientation,

Provides student assessment and transfer optio'ns,

Monitors progress for high risk students,

Provides retention activities,

Develops and assesses student Learning Outcomes (SLO), and
Develops rapid response workforce development initiatives in concert with the
Office of Community and Continuing Education;
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e Develops and innovates curriculum related to student success in culinary arts; and
e Pursues extramural funding opportunities.

Hospitality and Tourism

e Develops and delivers degree and certificate programs in botel operations, travel and
tourism, and other aspects of the hospitality industry;

e Develops and delivers pre-baccalaureate programs in hotel, travel and tourism education;
» Develops, maintains, and implements a five year curriculum cycle;

¢ Develops and maintains an up-to-date biennium equipment inventory and equipment
acquisition plan;

s Oversees the recruitment, improvement, and evaluation of faculty;

e Schedules classes, assigns faculty, assigns classroom space in consultation with the
campus-wide scheduler;

e Develops and delivers summer session programs in hospitality programs;



Develops and delivers student and learning support for students enrolled in or interested
in hospitality programs:

Provides academic and vocational counseling,

Provides advisement of program requirements,

Provides learning assistance,

Provides employment and transfer options,

Conducts sessions/workshops for College success and completion,
Conducts new student orientation, -
Provides student assessment and transfer options,

Monitors progress for high risk students,

Provides retention activities,

Develops and assesses student Iearning Outcomes (SLO), and
Develops rapid response workforce development initiatives in concert with the
Office of Community and Continuing Education;
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Develops and innovates curriculum related to student success in hotel, travel and tourism
education; and

Pursues extramural funding opportunities.

Business Academic Program

Develops and delivers degree and certificate programs in business and information
technology;

Develops and delivers pre- baccalaureate programs in accounting, information
technology, and marketing;

Develops, maintains, and implements a five year curriculum cycle;

Develops and maintains an up-to-date biennium equipment inventory and equipment
acquisition plan;

Oversees the recruitment, improvement, and evaluation of faculty;

Schedules classes, assigns faculty, assigns classroom space in consultation with the
campus-wide scheduler;

Develops and delivers summer session programs for business education;

Develops and delivers student and learning support for students enrolled in or interested
in business programs:

Provides academic and vocational counseling,

Provides advisement of program requirements,

Provides learning assistance,

Provides employment and transfer options,

Conducts sessions/workshops for College success and completion,
Conducts new student orientation,

Provides student assessment and transfer options,

Monitors progress for high risk students,

Provides retention activities,

Develops and assesses student Learning Outcomes (SLO), and
Develops rapid response workforce development initiatives in concert with the Ofﬁce
of Community and Contmumg Education;
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Develops and innovates curriculum related to student success in business and information
technology; and

Pursues extramural funding opportunities.
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Legal Academic Program

e Develops and delivers degree and certificate programs in legal assisting, legal secretary,
and related legal fields;

e Develops, maintains, and implements a five year curriculum cycle;

e Develops and maintains an up-to-date biennium equipment inventory and equipment
acquisition plan;

¢ Oversees the recruitment, improvement, and evaluation of faculty,

¢ Schedules classes, assigns faculty, assigns classroom space in consultation with the
campus-wide scheduler;

¢ Develops and delivers summer session programs for legal education;

» Develops and delivers student and learning support for students enrolled in legal
education programs:

Provides academic and vocational counseling,

Provides advisement of program requirements,

Provides learning assistance,

Provides employment and transfer options,

Conducts sessions/workshops for College success and completion,
Conducts new student orientation,

Provides student assessment and transfer options,

Monitors progress for high risk students,

Provides retention activities,

Develops and assesses student Learning Outcomes (SLO), and
Develops rapid response workforce development initiatives in concert with the
Office of Community and Continuing Education;
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e Develops curriculum and innovates to insure student success in legal education; and

¢ Pursues extramural funding opportunities.
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OFFICE FOR STUDENT SERVICES
The Office for Student Services is comprised of Kahikoluamea and the Kekaulike Information
and Service Center. In addition, this Office plans, develops, and implements special projects
assigned by the Chancellor. The Office of Student Services:

e Provides leadership and oversight for the College’s enrollment management activities;

s Provides direct oversight for personnel actions concerning program counselors, in
consultation with the Office of the Vice Chancellor for Academic Affairs;

e Coordinates student co-curricular and social activities, and leadership training for
students; '

e Administers policies related to student privacy, conduct, and other student rights and
responsibilities; ”

e Develops and implements applicable policies and procedures;

¢ Pursues extramural funding opportunities in cooperation with the Office for Institutional
Effectiveness;

e Provides leadership and oversight in the development, implementation, and assessment of
student development outcomes (SDOs); and

o Provides leadership for the Vice Chancellors’ Advisory Council which serves as a forum

for problem-solving for operational matters. The Council discusses operational issues
concerning academic affairs, student services affairs, and continuing education issues.

Kahikoluamea

While some focus may be placed on adult literacy for its own sake, this Unit is primarily
concerned with providing students with necessary basic and developmental skills to succeed in
one of the other academic program areas. This Unit is responsible for both academic and student
support functions. Kahikoluamea provides a gathering place for students interested in the study
of Native Hawaiian and Pacific Islands languages, cultures, and histories.

» Develops and delivers college-ready (i.e., remedial and developmental) education related
to the students’ majors in academic clusters/degree pathways;

o Develops and delivers college-ready education related to the students’ majors in
academic clusters/degree pathways, study skills, and other skills necessary for students to
succeed in the other academic programs;

e Develops, maintains, and implements a five year curriculum cycle;

» Develops and maintains an up-to-date biennium equipment inventory and equipment
acquisition plan;

e Oversees the recruitment, improvement, and evaluation of faculty;

e Schedules classes, assigns faculty, assigns classroom space in consultation with the
campus-wide scheduler;

e Develops and delivers summer session programs for the Kahikolnamea Unit;

¢ Develops and delivers student and learning support for students requiring college-ready
education programs:

o Provides academic and vocational counseling,
o Provides advisement of program requirements,
o Provides learning assistance,
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Provides employment and transfer options,

Conducts sessions/workshops for College success and completion,
Conducts new student orientation,

Provides student assessment and transfer options,

Monitors progress for high risk students,

Provides retention activities, and

Develops and assesses student Learning Outcomes (SLO).

000000

¢ Develops and manages a tutorial service for students in consultation with Library and
Leamning Resources;

e Coordinates the College credit equivalency program;
¢ Pursues extramural funding opportunities;

e Oversees college activities that facilitate the transition of students from high school to
college;

o Designs and implements new student and parent orientation efforts;

» Oversees the development and implementation of courses, workshops, and peer
mentoring, that support first-year students;

e Provides peer mentoring and academic advising;
e Provides tutoring assistance;
¢ Provides computer lab accessibility; .

e Provides community projects focusing on caring for our island home and its indigenous
culture;

e Serves as consultant regarding Hawaiian customs and traditions for various events and
activities and are committed to perpetuating the teachings and herttage of Queen Julia -

Kapi‘olani, for whom our campus is named; and
p 3 p

e Promotes integration of Hawaiian values, culture, customs and protocols into the College
culture,

Student Services

Student Services is responsible for planning, developing, and implementing various support
services that are applicable to students or potential students across the various academic
programs. The Students Services unit:

e Coordinates student support functions within the academic units to provide quality
control, consistency, and professional development for student services professionals;

o Coordinates special programs and support services for minority, single parent, low
income/first generation and other targeted students;

e Provides support services that enable students with disabilities to succeed;
e Provides job placement for currently enrolled students as well as graduates;
e Provides career and transfer information and services for currently enrolled students, and

o Provides and oversees co-curricular student activities.
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Kekaulike Information and Service Center (KISC)

The Kekaulike Information and Service Center is a one-stop information and service center with
comprehensive services such as Admissions, Records and Registration, Financial Aid, and
Cashier. The Kekaulike Information and Service Center:
e Assists students with application for admissions, registration and registration changes;
e Assists students concerning transcript requests;
e Assists students in verifying enrollment, financial aid, and student account information;
e Provides service for students to make payments at the cashier’s window;
e Coordinates student admission, including admission into select admission programs;
e Manages registration for both credit and continuing education courses;
e Manages student records for both credit and continuing education students;
» Certifies enrollment status and other student status for educational and financial benefit
programs such as veterans’ and Social Security programs and responds to other official or
legal inquiries;

e Provides financial aid counseling and assistance for students, including administration of
private aid programs;

e Administers the Student Financial Aid program which includes student loans,
scholarships, grants, tuition waivers and employment; and

» FEvaluates academic credentials for students.
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OFFICE FOR COMMUNITY AND CONTINUING EDUCATION

The Office for Community and Continuing Education (OCCE) is responsible for planning,
developing, and implementing relationships and information flow between the College and the
external community. The OCCE is responsible for providing the community with quality
Continuing Education, Workforce Development programs, and Rapid Response programs
developing and maintaining Community Relations and coordinating college-wide marketing
resources and support. Finally, this Office plans, develops, and implements special projects
"assigned by the Chancellor. The OCCE:

o Overseas the management and operations of continuing education programs, college-
wide marketing, and community relations;

e Develops and implements applicable policies and procedures relating to Continuing
Education;

» Provides leadership and oversight for the development, implementation, and assessment
of student learning outcomes (SLOs) for continuing education; and

¢ Provides leadership for the Vice Chancellors” Advisory Council which serves as a forum
for problem-solving for operational matters. The Council discusses operational issues

concerning academic affairs, student services affairs, and continuing education .

Community Relations

Community Relations is responsible for planning, developing, and implementing strong
relationships, as well as information flow, between the College and the external community.

This includes:

¢ Provides a liaison with community organizations such as neighborhood boards,
community associations, and other groups;

¢ Provides public information and offers a first-stop source of information for the
community;

¢ Develops, cultivates, and maintains alumni relationships;

» Develops and coordinates programs to market the College’s training capabilities to
potential markets, including corporations and government agencies in consultation with

the appropriate college programs;

e Produces the schedule of courses and the college catalogue, working in close relationship
with the Office of the Vice Chancellor for Academic Affairs and the Office of Student
Services;

e Assists the Chancellor’s Office in private fund development and donor relationships; and

¢ Develops and implements applicable policies and procedures.

Continuing Education

e Coordinates with all programs in the Office of Academic Affairs and the Office of
Student Services to develop and deliver continuing education programs to the
community;

¢ Plans, develops curricula, and implements continuing education courses and community
service programs;

» Plans, develops curricula, and implements contract training;

¢ Schedules and works with scheduler to assign classrooms, and develops program catalogs
and brochures;
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e Recruits temporary faculty to teach courses;

e Pursues extramural funding opportunities for the continuing education and workforce
development needs of the community;”

e Maintains data and files required for reporting and evaluating program effectiveness;

¢ Coordinates, develops, and implements marketing and recruiting programs, including
promotional materials; '

o Develops and delivers continuing education programs related to the offerings in Arts &
Sciences, Health, Business and Information Technology, Legal Education, Culinary Arts,
and Hospitality and Tourism:

o Plans, develops curricula, and implements continuing education courses and
community service programs

o Plans, develops curricula, and implements contract training
o Schedules, assigns classrooms, and develops program catalogs and brochures
o Recruits temporary faculty to teach courses

o Maintains data and files required for reporting and evaluating program
effectiveness; and

o Develops and implements applicable policies and procedures.
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OFFICE FOR ADMINISTRATIVE SERVICES

The Office for Administrative Services is comprised of the Business Office; Human Resources
Office; Auxiliary Services, Security Services, and Facilities Management. In addition to the
functions carried out by these units, the Office of Administrative Services is responsible for
overall administrative policy development and implementation, legal matters, legislative and
State government relations, facilities scheduling, and financial audit functions. These functions
are carried out within University guidelines and in conjunction with other University
administrative and legal offices. Finally, this Office plans, develops, and implements special
projects assigned by the Chancellor.

Business Office

The Business Office is responsible for all fiscal, budgetary, grants management, and property
management functions at the College. The Business Office:

s Coordinates accounting and financial records;

e Manages the procurement process;

* Manages payroll;

e Receives and accounts for cash (oversees the cashier functions carried out in other umts),
o Prepares and executes operational and capital budgets;

¢ Manages contracts and grants;

s Controls inventory and fixed assets; and

e Develops and implements applicable policies and procedures.

Human Resources Office

The Human Resources Office is responsible for all personnel and employment-related matters at
the College, including oversight of personnel actions taken within the other units. The Human
Resources Office:

e Coordinates recruitment and hiring of new. employees, including student workers and
casual appointments;

e Manages personnel records;

e Coordinates Equal Employment Opportunity/Affirmative Ac’;ion;
e Manages staff development and training;

e Administers workers’ compensation;

e Manages collective bargaining contracts; and

. Develéps and implements applicable policies and procedures.

Auxiliary Services, Security Services, and Facilities Management

The Auxiliary Services unit is responsible for creating and maintaining an attractive, clean, and
safe leamning environment. Auxiliary Services:

e Provides custedial services;
e Maintains grounds, including landscape design and maintenance;
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Maintains buildings, including development and implementation of preventive
maintenance programs;

Plans, builds, and renovates facilities, including liaison with the office of Physical
Facilities, Planning and Construction;

Directs campus safety programs, including security, hazardous waste management,
OSHA compliance, and emergency planning;

Operates parking and transportation services;

Operates the physical plant, including development and implementation of energy
management programs;

Coordinates and produces print materials for instructional and administrative purposes;
Provides mail services;
Supervises the College telephone operator; and

Develops and implements applicable policies and procedures;
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