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I. Purpose 

Honolulu Community College's system of shared governance ensures all voices and 
views are valued. The faculty, staff, and administration share the responsibility of 
serving on various committee structures that help guide and move the college forward. 
These procedures outline the responsibilities of the representatives who serve on the 
governance bodies and committees. 

This procedure supports Honolulu Community College (“College”) Policy HCCP 1.201, 
Participation in College Decision Making, by establishing a process that promotes 
effective and timely academic policy development and review.  

II. Related Policies, Procedures, and Guidelines 

• Board of Regents Policy, RP 1.210, Faculty Involvement in Academic 
Decision-Making and Academic Policy Development 

• UH Executive Policy, EP 1.101, Implementation and Maintenance of 
Regents Policy on Faculty Participation in Academic Decision-Making and 
Academic Policy Development 

• UH Executive Policy, EP 1.201, Faculty Involvement in Academic Policy  

• UHCC Guidelines, Process for New or Changes to UHCC Academic 
Policies Flowchart 

III. Procedure 

A. Charters and Bylaws Requirements 

Each governance council and committee approved by the Chancellor under HCCP 
1.201 shall have an approved charter and bylaws that include the following elements:  

• A statement of purpose;  

• The scope of authority of the organization;  
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• Rules for determining membership;  

• A list of officers, their responsibilities, their terms of office, and a process 
for their selection;  

• A statement of the rules that govern the conduct of their meetings; and  

• A statement of the procedures to be followed to make changes in their 
respective charter and/or bylaws; including, a definition of eligible voters. 

IV. Responsibilities 

A. Governance Council and Committee Chairs 

All governance council and committee Chairs shall: 

• Establish a schedule of regular meetings, disseminate minutes of those 
meetings to constituents, post those meeting minutes on the College 
intranet, publish approved charter and bylaws on the intranet, and 
regularly evaluate the effectiveness of the committee’s participation in the 
College governance process.  

• Provide orientation and guidance to members on the purpose of the 
committee, the member roles, and the member responsibilities.  

• In the first meeting of the academic year, review with the members the 
committee’s charter, its mission, and the responsibilities of the 
representatives.  

• Ensure each meeting has a notetaker assigned at the beginning or in 
advance of each meeting.  

• Provide agendas prior to the meetings of representatives.  

• Complete an assessment and evaluation of the committee's annual work, 
and post the results on the intranet.  

• Identify and recruit external resource experts as needed to assist in its role 
and responsibilities.  

• If there is a student government representative, provide mentorship (or 
identify a committee member to do this) so the student understands the 
committee’s purpose and how it functions.  

• Facilitate a transition with guidance for a new chair when there is change 
in the leadership of the committee.  
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• For each meeting, in addition to an agenda, provide review of the previous 
committee minutes. 

B. Governance Council and Committee Members 

All governance council and committee members serve as the voice of the unit they 
represent. This includes partaking in the following responsibilities:  

• Attend all meetings. If unable to attend, assign someone as a proxy, 
informing the chair who will be attending the meeting in your absence.  

• Actively participate in regularly scheduled committee meetings.  

• As representative, communicate issues with constituents and solicit 
feedback on issues the committee will discuss. 

V. Approval 

Chancellor Approval Date: May 11, 2024 

 

 

 


