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1. Introduction

These guidelines assist the Counseling and Academic Advising Council (CAAC) to
define itself.

II. Mission Statement

The CAAC supports, unifies, celebrates, and advocates for counseling on campus. It
shall:

e Provide a formal independent organization through which the counseling faculty
can participate in the governance and decision-making in all matters regarding the
practice of college counseling on the Kapi‘olani Community College campus,

e Provide leadership and advocacy for the profession of counseling on the campus,
e Strive to support and enhance the practice of college counseling,

e Promote ethical and responsible professional practice,

e Foster communication and exchange among faculty counselors, faculty advisors,
and staff advisors across service areas and institutional settings, and

e Encourage cooperation with other campus organizations related to student
development.
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III. Membership and Composition

All University of Hawai'i Board of Regents appointed counseling faculty at Kapi‘olani
Community College are members of the CAAC. Their role is participatory and
attendance is expected at each meeting. The member will be responsible for
content of meeting discussion.

IV. Decision-Making and Voting

The CAAC represents counselors and academic advisors at the College such that
discussions within the CAAC meeting will focus on counseling as a discipline as well
as counseling-related issues on campus. If a decision on an issue is required, a
guorum must exist before a formal vote can take place. A quorum is defined as
50% plus one (including proxy votes) based on the current CAAC membership. A
CAAC member may assign his/her proxy vote to another CAAC member. Proxy
voting assignments will be recorded within the CAAC meeting minutes.

V. Chair Election Process

A. Election Process of the Chair: As part of the election process for the Chair,
there will be a nomination process and an election process as described below. A
Nomination/Election Committee comprised of the outgoing Chair and two past
Chairs will guide the nomination and election processes.

B. Nomination Process: The Nomination/Election Committee will solicit
nominations from the CAAC community in early April. Self-nominations will be
accepted at this time. The Nomination/Election Committee will approach nominees
to confirm their willingness to run for Chair. If no nominees are identified via the
nomination process, then all counselors will be put on the ballot and an election will
be held with all counselors being considered for the CAAC Chair.

C. Election Process: Election will be held in early May via a secured on-line
ballot. After the election, the Nomination/Election Committee will approach the
individual garnering the most votes to confirm his/her willingness to serve as
Chair. Candidates may decline with cause, in which case subsequent candidates, in
the order of most votes garnered, will be asked to serve.
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VI. Terms of Service

A. CAAC Chair: The Chair serves a one-year term with an opportunity to extend
for another term. At the end of the term, the Chair may choose to extend for an
additional term through the election process.

B. CAAC Vice Chair: The Vice Chair serves a one-year term and is selected by
the Chair. At the end of the term, the Vice Chair may choose to extend for an
additional term at the discretion of the Chair. The Vice Chair assumes the Chair
position if the Chair is unable to fulfill the remainder of the term.

C. Executive Team Members: In addition to including the CAAC Chair and Vice
Chair, the Executive Team members include the CAAC Committee Chairs and an
immediate past CAAC Chair. The Executive Team Members serve for a period of
one year and may continue for another term at the discretion of the Chair.

D. CAAC Members: Counseling faculty automatically become members of the
CAAC at the time of hire. They will remain members as long as they remain in a
counseling faculty position.

VII. Responsibilities for Leadership Positions

A. The Chair is a member of the CAAC Executive Team with the following
responsibilities:

1. Facilitates the CAAC meetings and presents topics, suggestions, and concerns
generated by the CAAC membership, administration and other campus
constituents;

2. Serves as the CAAC's liaison to the campus (i.e., administration, Faculty
Senate, Student Congress, etc.);

3. Represents the CAAC at the KCC Policy, Planning and Assessment Council
(PPAC) meetings.

B. The Vice Chair is a member the CAAC Executive Team and is responsible for
the following:

1. Designates who completes the CAAC meeting minutes and posts the CAAC
meeting minutes to the CAAC Laulima site;

Serves as liaison to CAAC Committees;

Assumes CAAC Chair responsibilities in the absence of the Chair;

Assumes oversight for special projects as delegated by the Chair;
Succeeds the Chair if the Chair is unable to fulfill the remainder of his/her
term.

COER

C. The Executive Team is responsible for the following:
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1. Develops CAAC meeting agenda;

2. Provides oversight for meeting logistics such as location, reminder, distribution
of agenda and meeting minutes;

3. Serves as an advisory group for the Chair;

4. Assists in the creation of ad hoc committees and task forces.

VIII. Committees

Standing Committees are as follows:

Mental Health and Wellness (MHW) Committee provides guidance, leadership
and training on issues related to mental health and wellness for the campus
community. Through collaborations with on/off-campus organizations, the
committee aims to raise awareness of important mental health and wellness issues.

Professional Development (PD) Committee provides leadership and input on
professional development activities for counselors. The committee assists in
creating professional development opportunities to enable counselors to enhance
their counseling knowledge and skills as referenced within the KCC Counseling
Faculty Standards of Practice.

Professional Standards (PS) Committee provides leadership and input on
issues relating to the standards of practice for counseling on campus. The
committee has developed documents including KCC Counseling Faculty Standards
of Practice, a counselor evaluation tool, and Counselor Hiring Standards.

In addition to the standing committees, the CAAC may choose to create other
standing committees, ad hoc committees and/or task force groups to address
current campus initiatives. The status of each standing committee may be reviewed

at the end of each academic year to determine continuance. Any changes or
additions will not require approval of the Chancellor.

IX. Communication Protocol

Regarding policy and procedural matters, the CAAC actively seeks to be involved in
all new initiatives involving counseling from the development through
implementation stages. This will allow for proper, thoughtful, and thorough input in
development and action. The CAAC will provide consultation as a discipline expert
and a student development perspective to administration, and the campus, in
matters, policies, and procedures that concern or affect counseling/advising.
Feedback and input will be communicated via the CAAC Action Form within the
prescribed protocols below.
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A. Report of Action Taken on Recommendations and Resolutions: The
CAAC Chair will follow up as necessary with the appropriate Vice Chancellor(s) for
an update on the status of recommendation/resolutions submitted by the CAAC.

B. Transmission of Recommendations and Resolutions: The CAAC Chair
will prepare and sign a written report of action and transmit it to the appropriate
Vice Chancellor(s) with copy to the Chancellor.

X. Annual Planning

For the purpose of setting new goals, objectives and activities for an upcoming
academic year, annual planning will occur at the end of each academic year,
wherein planning will include, but not be limited to, discussions involving
organization priorities, CAAC committees, scheduling, meeting content and
facilitators and the process of selecting a Chair.

XI. Appendix
The documents identified below serve as guiding principles for the CAAC.

Academic Advising Hallmarks (Updated by AAC, October 2006)
Academic Advising Plan for KCC (Created by AAC, Fall 2006)
Advising Syllabus (Endorsed by CAAC, October 2010)
CAAC Action Request Form (Created by CAAC, September 2011)
CAAC Guidelines (Approved by CAAC, September 2007; Revised by CAAC, July 2010)
Core Principles of Academic Advising (Created by AAC, Summer 2004)
Counseling Framework (Endorsed by CAAC, Fall 2008)
Counseling Hiring Standards (Endorsed by CAAC, April 2010)
Counseling Student Development Outcomes (SDOs) (Approved by AAC, December
2005 and Revised by AAC, September 2006)
.Counselor/Advisor Responsibilities for Academic Advising (Approved by AAC,
April 2005)
11. Counselor Evaluation Tool (Endorsed by CAAC, May 2011)
12. Kapi‘olani Community College Counseling Faculty Standards of Practice
(Endorsed by CAAC, November 2009)
13. Student Responsibilities for Academic Advising (Approved by AAC, February 2005)
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Counseling & Academic Advising Council (CAAC)
Action Request (AR) Form

Date:
To: Appropriate Administrator(s)
CC: Chancellor

From:

SCOPE OF ISSUE:

This is a college-wide matter. Yes No N/A
This is a system-wide matter. Yes No N/A
TIMEFRAME:

Is there a deadline for action by Appropriate Yes No N/A

Administrator(s)?
If yes, state the deadline date:

Describe the action requested:

Proposed recommendation:

Endorsed by CAAC: 12.16.2011
Revision Endorsed by CAAC: 10.12.2012



154
NOV 16 201

UNIVERSITY of HAWAI't*

KAPI'OLANI

COMMUNITY COLLEGE

MEMORANDUM
October 19, 2012

To: Chancellor, Dr. Leon Richards
Via: Vice Chancellor for Student Affairs, Mona Lee M‘),v/ P M

Via: Vice Chancellor for Academic Affairs, Dr. Louise Pagott
Via: Vice Chancellor for Administrative Affairs, Milton Higa
From: Mimi Yen, Chair, Counseling and Academic Advising Council (CAAC) 724

Re: CAAC Guidelines (Endorsed Revision by CAAC 10.12.2012)

Per your feedback on the memo regarding CAAC Guidelines (05/24/2012), the
CAAC has responded accordingly by revising the Guidelines to reflect the proper
communication protocols. While making these changes, we have consulted with
Vice Chancellors, Mona Lee and Dr. Louise Pagotto to ensure that we are in
alignment with the communication channels within the organization. The two
changes we made are as follows:

On Section VIII: Committees (page 4)
The status of each standing committee may be reviewed at the end of
each academic year to determine continuance. Any changes or

additions will not require approval of the Chancellor.

On Section IX: Communication Protocol (page 5)
A. Report of Action Taken on Recommendations and Resolutions: The
CAAC Chair will follow up as necessary with the appropriate Vice
Chancellor(s) for an update on the status of recommendation/
resolutions submitted by the CAAC.
B. Transmission of Recommendations and Resolutions: The CAAC Chair
will prepare and sign a written report of action and transmit it to

the appropriate Vice Chancellor(s) with copy to the Chancellor.

The attached Guidelines have been endorsed by CAAC on October 12, 2012,
and | would like to ask your approval and signature on page 5.

We appreciate your continuing support of CAAC. Mahalo!

4303 Diamond Head Road

Honolulu, Hawai‘i 86816-4421

Website: www.kcc.hawaii.edu

An Equal Opportunity/Affirmative Action Institution



