
RESOURCE REQUEST LIST TEMPLATES 
Each prioritized resource request list should be limited to the top five requests for your division, unit, or area.  Resource requests should be $5,000 or greater in amount.  
Divisions/Units/Areas may want to keep a complete prioritized list of items for any amount to use for division/unit/area fund requests.
Campus Governance Groups may submit a single campus wide priority for one of the five categories below. 
Please note that only one item is allowed per line. 

Resource  Request List Templates (Complete all information for the request to be considered.)
1.    Operating Budget (includes supplies, student help, technology, equipment, furniture, travel/professional development)
2A.  Personnel - Instructional (positions and release time)
2B.  Personnel - Non-instructional (includes staff positions)
3.    Repair and Maintenance
4.    Health and Safety

1.  Operating Budget Priorities 
This category includes supplies, student help, technology, equipment, furniture, and travel/professional development.

Division Priority Item or Action and Improvement sought 
College, 

Program, or
Unit Goal

Data supporting request Previously requested on a Resource Request? If yes note year(s), otherwise leave blank
New Funding
Cost Estimate 

If new funding is not available:
Possibilities for Extramural 

Funding or Reallocation 

Student Services 
Priority 1

Monitoring & Tracking Software (CRM)

Increase the College's enrollment rate by increasing its 
yield rate (i.e., # of students who apply vs. the # of students 

who register for classes). Increase work efficiencies in 
order to increase the ability for offices to be more 

impactful on success measures.

The College's yield rate has been declining. Only 48%-52% of all students admitted to the College 
actually enroll in classes. This has been true over the last 4 years. Although we are starting to turn 
this trend around, we are still losing enrollment and we are highly inefficient in our ability to case 

manage students through our various processes.

2020, 2019 $55,000 None

Student Services 
Priority 3

Signal Vine Texting Software
Increase the College's enrollment. Increase work 

efficiencies in order to increase the ability for offices to be 
more impactful on success measures.

Since Fall 2020, we have increased our yield rate significantly (up to 7%). We have done this, in 
large part, via text message "nudging" via Signal Vine. We are also starting to "nudge" continuing 

students into registering for the next semester via text messages. Moving the needle on continuing 
student retention is important. We lost about 8% from semester to semester. We need to 

institutionalize the support of this tool if we want to continue trending up in our enrollment.

2020 $ 20,000.00 

We may be able to sustain it with 
our own budgets, but it will take 
a significant chunk out of those 
budgets, and we'll have to cut 

spending elsewhere.

Instructional 
Priority 1

PAT: Student monitoring of the
 BS-104, BS-109 computer 

 labs utilized by DMED
 students.

Leeward CC 
 Mission Statement:

 We help them attain their 
 goals through high-quality liberal 

 arts and career and technical 
 education. 

 
 Hawai‘i Innovation Initiative: 

 Developing and delivering 
 programs and training needed

 for a qualified workforce 
 in existing and emerging careers

When the CCL ceased the oversight of the open labs in BS-104 and BS-109, our students had limited  
access to computers outside of  class to complete their assignments. This was done without any 

prior notice to the DMED Program.  The Learning Commons has   5 desktop and 5 laptop computers   
with the appropriate software. This is currently shared by 201 DMED majors. In Spring 2014 

students petitioned to have the open labs reinstated, and currently 
 operates with funding from  the CTE Dean. Previously, funding was dependant on extramural 

funding from the Academy of Creative Media (ACM), System.  Unfortunately, the ACM System. did 
not receive any funding in 2020-2021  due to the COVID-19 sittuation. As noted  annaully, 

counting on extramural funding for such a critical componenet to the program  with a known 
annual cost creates a precarious  situation. This funding needs to be institutionalized as part of the 

operational funding for the DMED program. 
 

Yes, 2015-present $9,000 ACM

Instructional 
Priority 3

Kipuka: Institutionalize 4 Student Peer 
Mentors

Increase NH enrollment, persistence, graduation and 
transfer. Increassed NH Pell Grant participation.

There are 4 student peer mentor positions funded by grants to provide NHCP graduates who are 
either juniors or seniors at UHWO or UHM the opportunity to contribute needed mentoring and 

student support. Upper division students are uniquely qualified as recent AA graduates and 
transfers to offer effective guidance because of their experience in NHCP programs. 

Yes, 3, I think.

$31,616 (Peer Mentor I and 
Peer Mentor II; detailed 

breakdown provided upon 
request.

Could this come from LCC 
reallocation or UHCC funding 

source?

Student Services 
Priority 2

Student Employees for IM LeeSports Keep the students that we have

According to Soderberg (1997), extracurricular activities are integral in promoting school spirit, 
loyalty and leadership among the student body. The extracurricular activities encourage 

constructive and healthy means of alleviating stress, meeting other students, and taking an active 
role in campus life. As the Student Life Office we also promote leadership building opportunities in 
other areas besides Student Government and Student Activities Board. Leadership is built through 

participation in extracurricular activities. Kuh (1995) observed that participation in 
extracurricular activities was positively related to persistence and satisfaction and gains in such 

areas such as social competence, autonomy, confidence, self-awareness, and appreciation for 
human diversity. Student participation across all campuses is over 250 students a year. 

2020 $16, 776 None

Student Services 
Priority 5

Student Employees for Early College
Keep the students that we have. Increase workload 

capacity and efficiency
Leeward CC's Early College Program enrolls between 600-900 students a semester via 13 different 

HS partnerships. It is minimally staffed with 1.5 counselors.
$13,356.00 None

Acadeimc Services 
Pirority 1

Commencement Infrastructure (EMC) College Mission

Each year, the EMC runs wiring from the EMC Studio to the courtyard for Commencement. The 
wiring is necessary for video streaming and recording the events. They present a safety issue and 

security (doors need to be left open). Installation of two network drops and purchase of a Teradek 
will eliminate the need for outside cable runs.

2019-2020 2020-2021 $5,000.00 None

Acadeimc Services 
Pirority 2

Campus PA System (EMC) College Mission

Current PA mixer, Mackie 1604-VLZ Pro, is used for events such as graduation, BOR meetings, and 
student life events. It is analog and outdated, purchased around 2010. Since it is not what industry 
is using, students help who are being trained on it are receiving outdated job-experience. It is also 

not producing the best quality output for events.  Remote control capable PA system, over 
network.

2017-2018 2018-2019 2019-2020 2020-2021 $7,000.00 None

Acadeimc Services 
Pirority 4

FPS-150-F-SDI: Portable teleprompter 
system (Qty:2) (EMC)

College Mission
Per the video production survey: a teleprompter was listed as suggested tool to assist presenters 

with delivering content for multiple video deliverables. 
$13,000.00 HEERF

Acadeimc Services 
Pirority 5

Lectrosonic Wireless Microphone system 
(EMC)

College Mission

Used to send and recieve audio wirelessly from source to audio mixer and camera. Current wireless 
microphone system is functioning but no longer supported. There are newer wireless microphone 
systems available. This will aid the Video Production unit with capturing the best quality audio 
recordings for marketing and instructional videos.

$5,106.00
HEERF. UHCC Replacement 

Funds.

Instructional 
Priority 5

Student Employees
Effectiveness III 2 thru 10 & the University of Hawaiʻi 2015-

2021 Four Major Strategic Directions: Grad. Initiative.
$37,000 Current budget 2017-18, 2018-19, 2019-20, 2020-21 $10,000 Title III

Instructional 
Priority 2

M&S: Student Chemistry Lab Aide funding Chemistry Discipline

The growth of our chemistry lab courses over the past 10 years (tripling in student enrollment) has 
caused a strain on our chemistry lab manager. Chemistry discipline budget has been increased only 

once in that same time period and remains barely able to cover the costs for supplies/equipment 
for all the new lab sections. With the new GT-205 lab running, that places even more workload on 
our Chemistry Lab Manager to move supplies back and forth between PS 213, 215 and GT 205 and 
clean and stock equipment/glassware in each area. In 2019, the Chemistry discipline went $4,000 
over budget (mainly due to the lab moving/renovation) which was graciously accodomated by the 

College. To prevent budget overruns from occuring in the future, we request $5,000 annually to 
provide student lab aide support. This is not for peer mentors/tutors, it would be strictly to 

facilitate the smooth operation (prep work, cleaning, etc) of the 10+ chemistry lab courses offered 
each semester.

2018-2019, 2019-2020, 2020-2021 $5,000 annually

Reallocation is unlikely because 
we cannot count on the 

division’s budget to have spare 
funds.

Instructional 
Priority 4

A&H: Art Studio Lab Aide
UHCC Strategic Directions: Modern Teaching and Learning 

Environment

Leeward’s art classes are one of the most popular programs in the college. The studio 
arts, in particular, serve hundreds of students each year. A student lab aide is needed to 

help maintain the studio lab, still life room, and storage room. A lab aide would be 
instrumental in helping to maintain the health and safety of faculty and students using 
art materials, some of which are hazardous. Additionally, one of the priorities of the art 
faculty is to display student work around campus and to regularly install and de-install 
art exhibits. This is an invaluable effort in celebrating one of the college's core mission 
values-- Diversity and respect in addition to contributing directly to Goal B: Student 

Success.

$8000 annually 

Instructional 
Priority 5

LA: English Peer Mentors (2 Student 
Hires)

Under faculty member's supervision, peer mentors will 
provide guidance and assistance to current first-year 
students in and outside of classroom environments, 

determine obstacles and address students' needs, and 
assist the embedded counselor with the promotion of 
career, major, and degree selections and registration 

activities. They will also provide first-year students with 
one-on-one and group support that will personalize the 
college experience, promote purpose for the student 

attending college, and provide the means for students 
to succeed.

According to Carragher and Mcgaughey (2016), "This proposed systematic review aims to 
determine the effectiveness of peer mentoring in enhancing levels of student engagement, 
sense of belonging and overall satisfaction of first-year undergraduate students following 

transition into higher education." 

$11,184 (11.65 x 15hrs 
x16wks x2 peer mentors= 

$5,592 x2semsters) 

Acadeimc Services 
Pirority 3

Tricaster Bundle (EMC) College Mission
The Tricaster is the Control Center of the studio. It controls multi-video source inputs and outputs 

for recording and streaming video production needs. The current model is functioning but, 
functionally obsolete and nearing end of life for servicing.

44400
HEERF. UHCC Replacement 

Funds.

Student Services 
Priority 4

Student Employees for Hanai ia Keep the students that we have

Since the pandemic, demand for basic needs, such as food, has risen exponentially. The frequency 
of food distribution has increased; at LCCWM going from once every other month to once every 2 

weeks. Food is distributed monthly at the Pu'uloa campus (vs. every other month). Consistent 
access to food and to student employees at both locations is needed.

2020 $11,184 None



RESOURCE REQUEST LIST TEMPLATES 
Each prioritized resource request list should be limited to the top five requests for your division, unit, or area.  Resource requests should be $5,000 or greater in amount.  
Divisions/Units/Areas may want to keep a complete prioritized list of items for any amount to use for division/unit/area fund requests.
Campus Governance Groups may submit a single campus wide priority for one of the five categories below. 
Please note that only one item is allowed per line. 

Resource  Request List Templates (Complete all information for the request to be considered.)
1.    Operating Budget (includes supplies, student help, technology, equipment, furniture, travel/professional development)
2A.  Personnel - Instructional ( Given the number of frozen vacancies, new positions are unlikely.  As a result, some of these priorities may materialize as a result of internal reallocation, process to follow.)
2B.  Personnel - Non-instructional (Given the number of frozen vacancies, new positions are unlikely.  As a result, some of these priorities may materialize as a result of internal reallocation, process to follow.)
3.    Repair and Maintenance
4.    Health and Safety

2A.  Personnel - Instructional Priorities
This category is for instructional (teaching) positions and release time.

Campus Priority Division Priority Item or Action and 
Improvement sought 

College, 
Program, or

Unit Goal

Data supporting request Previously requested on a 
Resource Request? If yes note 
year(s), otherwise leave blank

New Funding
Cost Estimate 

If new funding not available:
Possibilities for Extramural 

Funding or Reallocation 

Admin Comments

1 3 Hire 1 Psychology (PSY) 9-
month instructor

Psychology

Prior to the sweep of positions in May 2020 because of COVID budget concerns, we 
had two open positions for full-time, tenure-track Psychology faculty. We currently 
only have two filled tenure-track PSY positions but regularly offer 20-30 courses per 
semester between the PSY and HDFS disciplines, including 2-3 Early College courses 
and 2-3 UHCC System 5-wk cohort courses each semester. This means we hire 6-10 

lecturers per semester and most sections are 100% full at the beginning of the 
semesters; we could likely serve even more students by offering more sections each 

semester if we had the faculty to teach. Because we heavily rely on lecturers, there is 
a high turnover rate and includes a lot of onboarding and training each semester. 

First time allowed to participate 
in request process.

$54,084. (1.00 
FTE, 40 hrs per 
week, 9-month 

hire- $54, 
084/yr)

2 5 Hire a third instructor HIT 
Improve Perkins 2P1 Completion. Improve Student 

persistence.

The Program looks forward to expanding its tenure-track faculty due to the program 
growth and requests a third full-time tenured faculty member. Having seasoned, full-

time HIT faculty will add stability to the Program and allow the Program 
Coordinator to build standard cohorts lending to the effectiveness of the program. 

Increasing faculty is believed to be a strong argument for both cost savings and 

Yes, 2018-2020
$55,000-

65,000

3 4
Retain and convert 1 TVPR 

positions vacated due to 
retirement.

Leeward CC Mission 
Statement

We help them attain 
their goals through 
high-quality liberal 
arts and career and 

In Fall 2022 upon the undertaking of the curricular consolidation of the TVPR and 
DMED Programs, the TVPR instructor retired. The DMED Program was told that this 

position is currently frozen due to the COVID-19 situation. It is the intent of the 
program for this position to be redescribed to a specialty area that best suits the 

needs of the new curriculum.
 

(9-month): 
$54,084.00, 

$4,507.00 
/month

None, FTE position

4 2

Retention of and permission to 
fill FT Culinary Arts Program 

position vacated due to 
retirement

Culinary Arts Open access: We value all students. We 
seek to meet their needs, as well as those of the 

community, by offering a diversity of courses, degree 
and certificate programs, and training opportunities, 
through traditional and distance education modes of 

delivery.

The program was not able to retain a full-time faculty position that was vacated by a 
culinary arts instructor in spring 2015. The result was a decrease from seven (7) FTE 

BOR Appointed Faculty to six (6). In addition, a culinary faculty member has 
occupied the PAT Division Chair (DC) seat since fall 2015; and in all likelihood a 

culinary faculty member will continue in this position at least through spring 2022. 
This has decreased the programs’ faculty teaching load by another ½ FT position due 

Yes, 2020 - present

$55,000, 
although this 

would 
realistically be a 
cost saving in 
comparing a 

None, FTE position

5 1 Instructor in Theatre Mission Core Values: Diversity and respect; Community Please see attached memo. 2020-2021 $60,000 Lecturer expense

2B.  Personnel - Non-instructional Priorities
This category is for non-nstructional positions, which includes staff/clerical positions.

Campus Priority Division Priority Item or Action and 
Improvement sought 

College, 
Program, or

Data supporting request Previously requested on a 
Resource Request? If yes note 

New Funding
Cost Estimate 

If new funding not available:
Possibilities for Extramural 

Admin Comments

1
Instructional 

Priority 1
Living Lab Manager (APT) Biology Discipline, Sustainable Agriculture Program

With the increased enrollment in Biology courses, it is imperative that we have a lab 
manager to help manage the "living lab" outdoor lab space. The lab manager will 

coordinate the AG, BOT, and HORT classes so that we may continue to manage the 
Leeward CC gardens and Agriculture program. 

2019-2020, 2020-2021
$55,000 
annually

We have a temporary 
Teaching Gardens Manager 

for one year with CARES 
funding. We have a 

permanent APT position 
assigned to M&S Division, but 

it is frozen. 

Position is being supported and 
the campus will be moving 

forward to reqwuest for UHCC 
System Approval to advertise.

Instructional 
Priority 2

1.0 FTE Counselor, Native 
Hawaiian Success (11 mo. 

Faculty)

University of Hawai’i Mission (BOR Policy 4.201) ; 2015-
2021 UH Strategic Directions (rev. 2018): Mission-

Focused System (MFS) ; UHCC Strategic Directions (rev. 
2/2017); Leeward CC Mission

A unique position, Leeward CC has only one full-time counselor assigned to the 
Native Hawaiian student population whose academic focus includes all the 

Exploratory Programs. This position also includes counseling students in STEM, 
Teacher Education and engineering to name a few while fielding hundreds of email, 
face-to-face and virtual interactions with students and student-related actions. This 

population amounts to about 32% of Liberal Arts students of Hawaiian ancestry. 
For a broader perspecitive in terms of actual numbers for both Fall 2020 and Spring 
2021, it is a total of 1192 NH students out of 3749 Non-NH Liberal Arts students. An 

additional counselor allows increased access for students in the four NHCP 

Yes, 3 years (AY 17-18, 18-19, and 
19-20) 

$63,276/year 
(UHPA contract, 

2017-2021, 
rank 2)

Reallocation

Academic Services 
Priority 2

Educational Technologist (EMC) 
(Faculty)

UHCC Strategic Directions: High Performance Mission-
Driven System (HPMS)

The Ed Tech Unit reduced from 3.5 FTE faculty to 1.5 FTE faculty (1 Coordinator 
that's half-time Ed Tech and 1 faculty) during a time that demand for our 

educational technology (addition of 50 TEC rooms + Hybrid Kit, 214 UH Zoom Pro 
accounts) and instructional design services (5 modalities) has exponentially 

increased largely due to COVID-19. In comparison, KapCC has 1 Coordinator, 2 
faculty, and 1 APT for Instructional Design / Educational Technology. Additionally, 
the number of DE courses continues to increase (44% in AY 2021), partially affected 

by COVID-19, but also as a general trend over the years. Ed Tech support is 
particularly needed in DE to help DE instructors create quality courses, deliver 

2020-2021
$65,000 + 

fringe
None

Academic Services 
Priority 4

APT B, IT Specialist to assist with 
Helpdesk and Testing Center 

Support (ITG)
Modern Teaching and Learning Environments

We are currently short-handed in our Helpdesk and Testing center. Four people 
were working in this area, but we are now down to two. We provide support to 

both our Pearl City and Waianae locations. 
$65,000.00 

Academic Services 
Priority 1

APT B, IT Specialist to assist with 
Server Infrastructure and VDI 

System Management (ITG)
Modern Teaching and Learning Environments

We currently have one server manager for over 65 physical and virtual servers. With 
the VDI system ($700k CARES funded project) scheduled to be installed in 2022, we 

will have an additional 20 management servers and up to 200 VDI clients. IT 
Security impact. System Integration. Employee and class (Anatomy, ICS, DMED) 

impact.

$65,000.00 

Academic Services 
Priority 3

Media Design and Prod 
Specialist (APT) (ICTL)

Leeward Mission, Hawaii Papa O Ke Ao, Strategic 
directions 2015-2021, Waimomi Project, ICTL Goals #1-3, 

ICTL SAOs #1-5

In AY20-21, the ICTL recorded, edited, published, and distributed 63 professional 
development videos. In addition, the ICTL submitted eight separate requests for 

video production assistance from the EMC, representing 25% (8 out of 31 requests) 
of the total EMC video production’s workload. One request could include 3-4 

individual audio-visual productions, oftentimes co-scripted and co-produced by 
both EMC and ICTL. The ICTL created over 50 newsletters, flyers, and graphic design 
elements to support prof dev events. Increasing demand for online, micro-learning, 

asychronous training modules for current and new programs scheduled between 
2022-2025 necessitate targeted, dedicated Media Design and Production support. 
The current ICTL personnel is not qualified nor able to sustain media, graphic, and 

video production beyond a minimum, basic quality level.

2019-2020
APT A Step 5; 

$4,077/month 
+ 63% fringe

ARP

Academic Services 
Priority 5

Media Design and Production 
Specialist (EMC) (APT)

College Mission

The Video Production unit reduced from 3.5 FTE to 1 FTE due to retirement and 
other funding shortfalls. The unit focuses on instructional and marketing media 

deliverables and an increased need for streaming of campus related events. During 
the pandemic, the need for video deliverables has incresed. This one individual is 

responsible for all the elements involved in media production from pre-production 
meetings and content development, to actual physical acquisition of video, 

interviews, and graphic elements, through post-production including all video and 
audio editing, and final preparation for distribution on any of a number of 

platforms. The addition of 1 FTE will allow for a more manageable distribution of 
workload, continued and additional media support.

2017-2018 2018-2019 2019-
2020

$65,000 + fringe None

Instructional 
Priority 3

1 APT staff to check out 
DMED/TVPR equipment.

Leeward CC Mission Statement: We help them attain their 
goals through high-quality liberal arts and career and 

technical education. Hawai‘i Innovation Initiative: 
Developing and delivering programs and training needed 
for a qualified workforce in existing and emerging careers 
Modern Teaching and Learning Environments: Ensuring 
that students and faculty have the learning and teaching 
environments appropriate for the 21st century and the 

sustainability practices to maintain those environments 
DMED Program Goal: Ensure student proper access to 
equipment and computers to complete assignments.

This was a function of the Educational Media Center for over 30 years. They were 
given an APT position to perform these function, but redescribed the position 

without the knowledge of either the TVPR or DMED Program Coordinators. In Falll 
2020, it was declared that the EMC would no longer perform the checkout service 

function. The then VCAA tried to make it the responsibility of the teaching faculty. A 
grievance was filed with the unioin, and an agreement was reached with the 

chancellor, who promised to continue with 40 hours of chedckout would continue 
by the EMC with additional funding provided for student help. Over 1.5 years later, 

this commitment has yet to be realized. In Fall 2020, a decision that was never 
communcated to the DMED or TVPR coordinators was made to hire casual hire to 
perform the duties. There was no staff hired to perform the function during the fall 
2020 semester. Class projects were curtailed, and it greatly affected instruction. In 

Spring 2021, a casual hire was hired at 20 hours in late February with the promise of 
a second person to soon follow. This also never occurred without any further 

communication with the program coordinators. As of this writing, the person who 
was checking out the equipment has now been hired as an APT (Computer Lab 

Manager) and will continue with checking out equipment for 20 hours. With the 
new program that includes consolidation of TVPR and DMED Program cuuriculum 

to commence in Fall 2022, it is imperative that 40 hours of checkout services be 
reinstated. Increase Persistence Rates Fall to Spring Rates Currently: 72% in 2018-

2019, 70% in 2019-2020, 69% In 2020-2021 Goal: 75% Increase Unduplicated 
Degrees Awarded 70 in 2018-2019, 49 in 2019-2020, 57 In 2020-2021 Goal: 5% 
Increase per Year As one of the largest CTE programs in the College, DMED has the 

fewest FTE assigned to it's program.

Yes, 2016-present
$45,204, 

$3,767.00/ 
month

Instructional 
Priority 4

1.0 FTE Recruitment and 
Retentions Specialist (APT)

University of Hawai’i Mission (BOR Policy 4.201); 2015-
2021 UH Strategic Directions (rev. 2018); UHCC Strategic 

Directions (rev. 2/2017); Leeward CC Mission

The current full-time counselor also counsels and advises students in the Hawaiian 
Studies program and the NHCPʻs four structured programs . However, 1.0 FTE is just 
insufficient to support and counsel the college’s Native Hawaiian population along 
with the specific needs of the structured programs in the NHCP and single-handedly 

counsel and recruit Hawaiian Studies majors. This Specialist position would 
perform specialized retention and recruitment activities targeting potential 

Hawaiian Studies majors and Native Hawaiian students at Leeward Community 
College. Moreover, this individual will network with community organizations, 
attend college fairs to recruit Native Hawaiian students and potential Hawaiian 

Studies majors, partner with campus Retention Office to expand its reach to Native 
Hawaiian organizations and partners, coordinate related recruitment activities, and 

collaborate with the NHCP.

Yes, 3 years (AY 17-18, 18-19, and 
19-20) 

$44,112/year 
(APT Band A 

salary schedule)
Reallocation

Student Services 
Priority 1

Transcript Evaluator/Transfer 
Credit Specialist (1.0 FTE APT 

Band B)

Increase work efficiencies in order to increase the ability 
for offices to be more impactful on success measures. 

Increase student enrollment and retention. Achieve 100% 
compliance with VA, Military TA and MyCAA rules.

On average, we experience a 12 week lag in completing transcript evaluation 
requests. At best, the lag is 8 weeks. Capacity issues both determine this timeline as 

well as limit transcript evaluation requests to currently enrolled students; 
therefore, students cannot ask to have their courses evaluated until they are 

registered. Knowing how credits will apply to an intended degree is crucial both at 
the juncture of deciding which college to attend and at the juncture of deciding 

what courses to register for.

2019, 2020 $ 60,000.00 None

Student Services 
Priority 2

Counseling Clerk (1.0 FTE Office 
Assistant IV)

Increase work efficiencies in order to increase the ability 
for offices to be more impactful on success measures. 

Increase student enrollment and retention.

Counseling was historically supported by 2 clerks. One position was converted into 
the Welcome Center Coordinator position. The other was abolished through the 

legislative sweep. The current office assistant was reassigned from the Culinary Arts 
program and will be abolished upon her retirement (which is in the near future). 20 
counselors will be left without clerical support. Additionally, the Counseling Clerk 

helps to provide back up coverage to the Welcome Center. That will also be 
terminated without re-establishing administrative help for Counseling.

$ 50,000.00 None.

Student Services 
Priority 3

Recruiter (1.0 FTE APT Band B) Increase enrollment.

Leeward CC is enrolling half the number of students as UH Manoa and between 200 
– 1,000 more students than UH Hilo and UH West Oahu. However, UH Manoa is 

staffed by five admissions counselors and one campus tour coordinator, UH Hilo is 
staffed by four admissions counselors and two interim admissions counselors and 
UH West Oahu is staffed by an Admissions director and 2 Admissions counselors. 

Leeward CC, however, is only staffed with 1.0 FTE.

$ 60,000.00 

Currently, an APT Band A, 
unbudgeted employee is 
helping to support the 

Outreach & Recruitment 
Office. However, this is not a 

sustainable model.

Student Services 
Priority 4

IT Specialist (1.0 FTE APT Band B)
Increase work efficiencies in order to increase the ability 

for offices to be more impactful on success measures.

Student Services currently supports and maintains many different software 
programs (STAR, NSO Online, SignalVine, Ocelot Chatbot, Liaison application). We 
will be seeking to add at least one more (Client Management System), within the 

next year. This has tapped or will tap at least 6-8 different Student Services 
employees, pulling them away from their primary duties. Further, as we are in the 
digital age, we need to adopt more digital tools to increase our efficiencies. Digital 

tools need ongoing support, customized data feeds as well as specialized 
programming to ensure that the tools actually support the operation and integrate 

with other digital tools. With the current structure, we are unable to program 
existing software to work together and/or to efficiently work around any of their 

limitations. We are also not able to discover technological solutions that will 
increase both our accuracy and efficiency in tasks.

2019, 2020 $ 75,000.00 

Student Services 
Priority 5

VRC Office Manager (1.0 FTE APT 
Band B)

Keep the Students that we Have by offering new and 
maintaining existing services to Veterans and members of 

the military

15% of Leeward CC's student body is comprised of veterans and active military 
members. Leeward CC serves the largest number of military & veteran students in 

the State.
2020 $ 60,000.00 

Grant funding may be 
pursued to initially seed this 
position. However, it would 

eventually need to be 
institutionalized.

Admin. Services 
Priority 1

APT PBA Enterprise Operations 
Specialist – 1.0 FTE Pearl City

Admin Svcs - Enterprise Operations

This position is essential to maintaining the services required to have keys and 
access cards distributed for the campus community as well as first line maintenance 

and repair of locks. The position has also been instrumental in the area of physical 
security. Surveillance camera, alarms, radio communications, and emergency call 

box projects have resulted in successful implementation due to this position. 
Projects related to physical security has also been well recognized by the UH system 

with implementation at other community colleges.

2017, 2018, 2019, 2020, 2021 $50,000.00 N/A

Admin. Services 
Priority 2

Custodian - 2.0 FTE Wahiawa 
PDC

Admin Svcs - O&M
Provide janitorial and grounds services for a 1.572 acre parcel and 33,220 interior 

square footage.
$88,000 N/A

Admin. Services 
Priority 3

University Security Officer I (USO 
I) – 2.0 FTE Wahiawa

Admin Svcs - Enterprise Operations
University Security Officer I (USO I) positions (two) for upcoming Wahiawa facility 
opening Spring 2023. Positions will provide for the health and safety for faculty, 

staff, students and facility during operational hours (TBD).
$80,000.00 N/A

Admin. Services 
Priority 4

Custodian - 1.0 FTE Waiʻanae 
Moku

Admin Svcs - O&M
Provide janitorial and grounds services for Phase I opened in 2017 and added 

square footage for Phase II opened in 2020.
2017, 2018, 2019, 2020, 2021 $44,000.00 N/A

Admin. Services 
Priority 5

University Security Officer I (USO 
I) – 1.0 FTE Pearl City

Admin Svcs - Enterprise Operations

Additional positions will be used to replace position assigned to cover recently 
opened Waiʻanae Moku and to increase overnight staffing to two officers. Currently 

there is only one officer for the overnight watch. Most illegal activities (thefts and 
burglaries) have occurred during the overnight watch or curfew hours. Additional 
officers will provide the needed security services when rail begins its operations to 

and from the campus station in Spring 2021.

2017, 2018, 2019, 2020, 2021 $40,000.00 N/A



RESOURCE REQUEST LIST TEMPLATES 
Each prioritized resource request list should be limited to the top five requests for your division, unit, or area.  Resource requests should be $5,000 or greater in amount.  
Divisions/Units/Areas may want to keep a complete prioritized list of items for any amount to use for division/unit/area fund requests.
Campus Governance Groups may submit a single campus wide priority for one of the five categories below. 
Please note that only one item is allowed per line. 

Resource  Request List Templates (Complete all information for the request to be considered.)
1.    Operating Budget (includes supplies, student help, technology, equipment, furniture, travel/professional development)
2A.  Personnel - Instructional (positions and release time)
2B.  Personnel - Non-instructional (includes staff positions)
3.    Repair and Maintenance
4.    Health and Safety

3.  Repair and Maintenance Priorities
Campus Priority Division Priority Item or Action and Improvement 

sought 
College, 

Program, or
Unit Goal

Data supporting request Previously requested on a 
Resource Request? If yes note 
year(s), otherwise leave blank

New Funding
Cost Estimate 

If new funding not available:
Possibilities for Extramural 

Funding or Reallocation 

Admin Comments

1
Instructional Priority 

1
Automotive Building Modernization

AMT- At Leeward Community College, we 
work together to nurture and inspire all 

students. We help them attain their goals 
through high-quality career and technical 

education. Leeward CC effectively provides 
access, prepares and facilitates progression 

for students to succeed in the local and 
global workplace. Leeward CC stewards 

resources in a responsible and purposeful 
manner.

Listed as Minor CIP Campus Priority #2 in 2019-2021 Biennium 
Supplemental Budget Request. The Automotive Technology facility has 

not been renovated since originally constructed in 1979. Program 
expansion will be necessary as the AMT program is unable to fuflill the 

needs of the industry for new and replacement automotive technicians. 
Incoming students are expected to increase with new Early College 

partnerships established as well as an increase in student interest and 
career changers. However the current facility is operating at full 

capacity on student intake and restricts further student enrollment. 
There is need for more classrooms, dry lab and shop areas and more 

storage capacity to meet the needs of more students, classes and 
expanded offerings. Furthermore, built-in equipment such as the air 
compressor is aged and antiquated, air lines are corroded internally 

and restricted, hose reels are leaking and not working properly.

Process began in 2017 upon 
recommendations of the 
Advisory Committee with 

VCAS involvement since 2018 
and noted in 2019, 2020 and 

2021 ARPD Action Plans.

$3,500,000, construction; 
$500,000, design; 

$4,000,000 +, Total
Modernization CIP?

Air distribution lines, plumbing (Will be 
included under #1 above)

AMT - Leeward CC stewards resources in a 
responsible and purposeful manner. Energy 

efficiency and resource efficiency issue. 
Safety issue.

To maximize the energy efficiency of the new compressor, the air 
distribution system should be replaced with a more efficient routing 

design. The current distribution lines are of an inefficient routing 
design and are original to the facility and heavily corroded internally 

because of age and high water content in the output air from the 
current antiquated compressor. Replacement of the air lines will 

prevent damage to tools, equipment and vehicles from rust debris 
being blown out of the lines when used.

Noted in ARPD since 2018 and 
Resource Requests since 2016.

Modernization CIP?

Hose reels (Will be included under #1 
above)

AMT - Leeward CC stewards resources in a 
responsible and purposeful manner. Energy 

efficiency and resource efficiency issue. 
Safety issue.

Air and water hose reels throughout all the shops and labs leak and do 
not latch in position and should be replaced. Electrical cord reels also 

do not latch. Safety issue also.

Noted in ARPD since 2018 and 
Resource Requests since 2016.

$30,000+ for replacement 
reels. Installation can be 

done by O/M with proper 
lift.

Modernization CIP?

Academic Services 
Pirority 2

Replacing broke Air Conditioner in Data 
Center (BS-108) (ITG)

Modern Teaching and Learning 
Environments

One of the Split Air Conditioner is broken and needs to be replaced 
since it can no longer be repaired.

$8,000 CARES Project is complete.

2
Academic Services 

Pirority 1

Purchase a Campus Center Multimedia 
System. Purpose: The System would 
help support events in the Student 

Lounge. (EMC)

College Mission

Academic Services Unit – R&M Priority #3 AY 2018-19, repeated on 
multiple years Resource Request lists. Student Life requested support 

to purchase a Campus Center Multimedia System (electric screen, 
5,000+ lumen projector, speaker system, acoustical treatment) to 

support events.

2017-2018 2018-2019 2019-
2020 2020-2021

$35,000.00

Instructional Priority 
2

Shade House improvements Sustainable Agriculture Program

List of improvements needed: (1.) A permanent roof (2.) An erosion-
resistant foundation (3.) Time automated irrigation (4.) Shade controls 

(5.) Barriers to mitigate rain and pest management (6.) Benches for 
plant propagation and aquaculture (7.) Fans for temperature control 

over teaching spaces (8.) Storage for lab equipment and supplies

2020-2021 $2-2.2 million dollars

According to an email dated 
Oct 27, 2021, "We are using 

UHCC funds for the new shade 
house" - Grant Okamura; 

however, we are putting this 
on the request list, just in 
case it does not get done.

The Shadehouse project was 
funded by the UHCC System 

Office and is currently in 
process. 

Instructional Priority 
3

Repair and upgrade of Oceanography 
wet and dry lab in MS-102 and MS-102B Oceanography Disclipine

List of upgrades needed: (1.) more space needs to be added to the 
classroom and lab by pushing the walls back- classroom space currently 
does not seat class cap size of 35 students, so adding space to classroom 

will allow a full class to sit in desks. Similarly, lab space currently not 
sufficient for lab class cap size of 20. Adding space to both rooms will 

make instruction more effective (2.) add microscopy lab in current 
office (3.) add display case to Ewa-side wall (4.) upgrade office spaces

2015-2016, 2016-2017, 2017-
2018, 2018-2019, 2019-

2020, 2020-2021
$2.75 million dollars

Title III grant was successfully 
obtained to renovate MS 102, 
but we are keeping this on the 
list just in case it does not get 

done

Mainland consultant 
selection moving forward.



RESOURCE REQUEST LIST TEMPLATES 
Each prioritized resource request list should be limited to the top five requests for your division, unit, or area.  Resource requests should be $5,000 or greater in amount.  
Divisions/Units/Areas may want to keep a complete prioritized list of items for any amount to use for division/unit/area fund requests.
Campus Governance Groups may submit a single campus wide priority for one of the five categories below. 
Please note that only one item is allowed per line. 

Resource  Request List Templates (Complete all information for the request to be considered.)
1.    Operating Budget (includes supplies, student help, technology, equipment, furniture, travel/professional development)
2A.  Personnel - Instructional (positions and release time)
2B.  Personnel - Non-instructional (includes staff positions)
3.    Repair and Maintenance
4.    Safety and Compliance

4. Safety and Compliance Priorities
Campus Priority Division Priority Item or Action and Improvement sought Data supporting request Previously requested on a 

Resource Request? If yes note 
year(s), otherwise leave blank

Cost Estimate Comments

Instructional 
Priority 1

Bakeshop Wall Replacement

The wall above the dishpit in the bakeshop is drywall rather than a 
waterproof material. The contant moisture causes damage leading to 

mold as well as creating holes which harbor pests and vermin. This wall 
has been repaired numerous times (replacing and repainting drywall), 

however the issue persists and must be addressed on a more 
permanent basis.

No $6,000  Recommended for  Funding

Instructional 
Priority 1

Add 2 "in wall" electrical outlets to Room 129
There is only 1 outlet in office created for Counseling from former 

Mother's Room
$10,000  Recommended for  Funding

Student Services 
Priority 1

Studet Lounge Carpet Replacement

The current flooring is carpet which is deemed almost inhospitable. 
The carpeting has been in these spaces for at least 15 years and rarely is 
cleaned. With the high traffic area it is optimal to change the carpeting 

to tile or laminate flooring for better health and sanitation

$ 30,000.00  Recommended for  Funding

Instructional 
Priority 1

Replacement of the aging powertrain lift. Safety issue.

Noted in ARPD and 2020 Resource Request. Replacement of the aging 
“powertrain lift” used for the removal and installation of engines and 

transmission as well as other large heavy vehicle components from 
under the vehicle is necessary The operation of the current item is 
difficult to modulate when lowering components and often surges 

downward undesirably and dangerously. Careful manipulation of the 
control is necessary, but awkward and very difficult to accomplish. 

Furthermore, this unit has been repaired several times already and has 
neared the end of it’s expected serviceable life. Powertrain lift is shared 

by 2 modules; this request is for 2 units.

Yes. Noted in 2020, 2021 ARPD and 
2020 Resource Request.

$16,000  Recommended for  Funding

Instructional 
Priority 1

Hobart Mixer Bowl Guards

From OSHA Standard §1910.212(a)(3)(ii): "...when there is employee 
exposure to a normal production point-of-operation hazard, the 
compliance officer shall cite §1910.212(a)(3)(ii) and document 

employee exposure when the point of operation of a vertical mixer is 
not properly guarded, or if guarding is not feasible and there is no 

effective safeguarding work practice in place. 

No $11,000  Recommended for  Funding

Student Services 
Priority 2

Student Lounge Furniture

The Student Lounge is a central location for students to study, eat, 
socialize, and attend events that are hosted in that space. The Student 

Lounge is utilized heavily by students and for large scale campus 
events. Life after COVID will not go back to the same and we need to 

replace all the cloth furniture to plastic for sanitation.

$ 50,000.00 CARES

Instructional 
Priority 1

DA, MS, BS, and PS buildings need fixes for the roof leaks, 
mold problem, high humidity, and makeshift drainage

See the slides from the Faculty Senate's Academic and Institutional 
Support (AIS) Committee: workplace_concerns-campus_council_12-

17-2021.pdf Also, due to issues with the AC leakage, there is black 
mold growing in the new labs in BS 205, 206, 207, 209, 208A/B. Some 
faculty and staff in the BS building are having issues with allergies and 

asthma. Dehumidifiers need to be emptied about twice a day. 

2020-2021
$1 to $3 million per 

building, so $4 to $12 
million

The campus roofing project is 
currently In-process- Re-Roofing: MS 
& BS; Repairing:  DA, PS. In addition, 

GT and AD roof leaks are being 
addressed.

Instructional 
Priority 1

Shade House - make ADA compliant
The Shade House needs an accessible walkway, accessible parking, and 

accessible restrooms
2020-2021 $1 million

The Shade House project is currently 
in progress.

Instructional 
Priority 1

Repair of Oceanography wet and dry lab in MS-102 and MS-
102B

List of safety improvements needed: (1.) The faucets and sinks need 
replacement or repair for leaks in MS-102 and MS-102B (2.) Safety 

issues: Legs of lab benches need repair/replacing as they are not 
supporting bench tops (3.) Remove small counter and sink, cap 

plumbing, and repair wall (4.) Remove handicap access platform 
(wooden platform that should be removed for safety issues) (5.) Check 

air and gas lines on benches (some air lines have water in them) (6.) 
fume hood needs repair or replaced 

2015-2016, 2016-2017, 2017-
2018, 2018-2019, 2019-2020, 

2020-2021
$2 million

Mainland consultant selection 
moving forward. Funded through 

Title III.

Instructional 
Priority 1

Five fume hoods need repairs in PS 213 - $20k-$25k to fix 
three or $40,000 to $85,000 to fix five

"Issue: Air Flow test for LCC fume hoods in Science from Miles Nirei 
(1/15/2020). Roger Kwok is asking if we can have the fume hood issues 
resolved. The only project-installed fume hood needing correction is in 
Room PS 215. He believes that the project is responsible for the 5 fume 
hoods in PS 213. PS 213 Current Conditions: In PS 213, there are five 

existing fume hoods. Due to problems with the existing Phoenix 
valves, only fume hoods #1 and #3 were operational. Fume hoods 

#2,#4,and #5 are not operational due to the Phoenix valve issue, which 
probably pre-dated the Title III project. I discussed this with Roger 
(Nov 2019), and while he said ideally it would be best to have all 5 
fume hoods operational, he would be ok with using #1, #3, and #5 

fume hoods, and converting the non-operating #2 and #4 fume hoods 
as waste stations. I explained that the cost was likely over $40,000 to 
repair the valves for the fix to make all the fume hoods operable. (we 

did receive a proposal for $45,000 for the repair). Recommended 
resolution: replace one Phoenix valve to make fume hood #5 operable. 
Shawn estimated that the expense to the campus would be about $20k-
$25k. The campus would abandon and cap fume hoods #2 and #4. This 
was considered the cheapest and fastest solution. The program would 

have 3 operating fume hoods in PS 213. Shawn also provided more 
expensive options to repair additional fume hoods, but the costs 

ranged from $40,000 to $85,000. We note that the new fume hoods 
installed for the project use a different type of exhaust system, and do 
not require a Phoenix valve." - Sandy Maeda, Fri, Feb 7, 2020 at 3:34 

PM 

2020-2021

$115,200 (see email "Rebid 
7877 PS Replace Fume 

Hood" dated July 28, 2021. 
The campus is paying for 

this, but it is not done yet, 
so we are keeping it on this 
list, just in case it does not 

get done. Most recent email 
is dated Nov 15, 2021: "The 

contractor, Narito 
Sheetmetal and Mechanical, 

will be coming this 
Wednesday, 11/17, from 

9:00am - 10:30am for a site 
visit to verify site conditions 

and measurements." And 
then on Nov 16th: 

"Contractor's site visit has 
been rescheduled for 
Thursday, 11/18, at 

1:00pm."

PO approved.  There are currently 
supply chain issues with this 

particular product and the College is 
waiting on parts. 


