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FOREWORD

The Department of Education (DOE) Plan of Organization documents the official
organization of state and complex area offices of the department, as approved by
the Superintendent of Education pursuant to Section 302A-1111, Hawaii Revised
Statutes. The Plan of Organization describes the organizational structure,
supervisory relationships among established positions, and the functions of each
state and complex area office in the department. This edition supersedes all
previous editions of the DOE Plan of Organization.

Any change to the organizational structure, supervisory relationships among
established positions, or functional responsibilities described herein must be
submitted for approval. Organizational change requests may be initiated at any
time by the designated head of the office affected. Offices contemplating an
organizational change should inform the Office of Human Resources (OHR),
Management Support Services Section.

The Plan of Organization shall be updated annually to reflect routine changes in
the titles, numbers, and salary ranges of established positions. OHR will
coordinate the annual update. OHR shall maintain the Plan of Organization and
distribute the annual update and any intervening approved organizational
changes to all holders of the Plan.

Kathryn S. Matayoshi
Interim Superintendent of Education

June 30, 2010
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Superintendent of Education and approved by the Board of Education.




HONOLULU DISTRICT

Farrington/Kaiser/Kalani Complex Area

Farrington Complex

Farrington High

Dole Middle

Kalakaua Middle

Fern Elementary
Kaewai Elementary
Kalihi Elementary
Kalihi-kai Elementary
Kalihi-uka Elementary
Kalihi-waena Elementary
Kapalama Elementary
Linapuni Elementary
Puuhale Elementary

Kaiser Complex

Kaiser High

Niu Valley Middle

Aina Haina Elementary
Hahaione Elementary
Kamiloiki Elementary
Koko Head Elementary

Kalani Complex

Kalani High

Kaimuki Middle

Kahala Elementary
Liholiho Elementary
Liliuokalani Elementary
Waikiki Elementary
Wilson Elementary

Community School for Adults

Farrington Community School

Kaimuki/McKinley/Roosevelt Complex

Area

Kaimuki Complex

Kaimuki High

Jarrett Middle
Washington Middle
Ala Wai Elementary
Aliiolani Elementary
Hokulani Elementary
Jefferson Elementary
Kuhio Elementary
Lunalilo Elementary
Palolo Elementary

McKinley Complex

McKinley High

Central Middle
Kaahumanu Elementary
Kaiulani Elementary
Kauluwela Elementary
Lanakila Elementary
Likelike Elementary
Royal Elementary

Roosevelt Complex

Roosevelt High
Kawananakoa Middle
Stevenson Middle

Lincoln Elementary
Maemae Elementary
Manoa Elementary

Noelani Elementary

Nuuanu Elementary

Pauoa Elementary
Anuenue Elementary & High

COMPLEX AREA SCHOOLS

Community School for Adults

Kaimuki Community School

Community School for Adults

McKinley Community School

Special Schools

Hawaii School for the Deaf & the Blind
Jefferson Orthopedic Unit

CENTRAL DISTRICT

Aiea/Moanalua Radford Complex Area

Aiea Complex

Aiea High

Aiea Intermediate

Aiea Elementary

Pearl Ridge Elementary
Scott Elementary
Waimalu Elementary
Webling Elementary

Moanalua Complex

Moanalua High
Moanalua Middle
Moanalua Elementary
Red Hill Elementary
Salt Lake Elementary
Shafter Elementary

Radford Complex

Radford High

Aliamanu Middle

Aliamanu Elementary
Hickam Elementary
Makalapa Elementary
Mokulele Elementary

Nimitz Elementary

Pearl Harbor Elementary
Pearl Harbor Kai Elementary

Community School for Adults

Moanalua/Aiea Community School

Leilehua/Mililani/Waialua Complex Area

Leilehua Complex

Leilehua High
Wahiawa Middle
Wheeler Middle

Hale Kula Elementary
Helemano Elementary
lliahi Elementary
Kaala Elementary
Solomon Elementary
Wahiawa Elementary
Wheeler Elementary

Mililani Complex

Mililani High

Mililani Middle

Kipapa Elementary

Mililani ‘Ike Elementary
Mililani Mauka Elementary
Mililani Uka Elementary
Mililani Waena Elementary

Waialua Complex
Waialua High & Intermediate

Haleiwa Elementary
Waialua Elementary

Community School for Adults

Wahiawa Community School
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LEEWARD DISTRICT
Campbell/Kapolei Complex Area

Campbell Complex

Campbell High

llima Intermediate

Ewa Elementary

Ewa Beach Elementary
Holomua Elementary
Iroquois Point Elementary
Kaimiloa Elementary
Keoneula Elementary
Pohakea Elementary

Kapolei Complex

Kapolei High

Kapolei Middle

Barbers Point Elementary
Kapolei Elementary
Makakilo Elementary
Mauka Lani Elementary

Waianae/Nanakuli Complex Area

Waianae Complex

Waianae High
Waianae Intermediate
Leihoku Elementary
Maili Elementary
Makaha Elementary
Waianae Elementary

Nanakuli Complex

Nanakuli High & Intermediate
Nanaikapono Elementary
Nanakuli Elementary

COMPLEX AREA SCHOOLS

Pearl| City/Waipahu Complex Area

Pearl City Complex

Pearl City High

Highlands Intermediate
Kanoelani Elementary

Lehua Elementary

Manana Elementary

Momilani Elementary

Palisades Elementary

Pearl City Elementary

Pearl City Highlands Elementary
Waiau Elementary

Waipahu Complex

Waipahu High

Waipahu Intermediate
August Ahrens Elementary
Honowai Elementary
Kaleiopuu Elementary
Waikele Elementary
Waipahu Elementary

Community School for Adults

Waipahu Community School

WINDWARD DISTRICT

Castle/Kahuku Complex Area

Castle Complex

Castle High

King Intermediate
Ahuimanu Elementary
Heeia Elementary
Kahaluu Elementary
Kaneohe Elementary
Kapunahala Elementary
Parker Elementary
Puohala Elementary
Waiahole Elementary

Kahuku Complex

Kahuku High & Intermediate
Hauula Elementary

Kaaawa Elementary
Kahuku Elementary

Laie Elementary

Sunset Beach Elementary

Kailua/Kalaheo Complex Area

Kailua Complex

Kailua High

Enchanted Lake Elementary
Kaelepulu Elementary

Keolu Elementary

Maunawili Elementary

Pope Elementary

Waimanalo Elem & Intermediate
Olomana School

Kalaheo Complex

Kalaheo High
Kailua Intermediate
Aikahi Elementary
Kailua Elementary
Kainalu Elementary
Mokapu Elementary

Community School for Adults

Windward School for Adults
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HAWAII DISTRICT

Hilo/Laupahoehoe/Waiakea Complex
Area

Hilo Complex

Hilo High

Hilo Intermediate

Kalanianaole Elem & Intermediate
DeSilva Elementary

Haaheo Elementary

Hilo Union Elementary

Kapiolani Elementary

Kaumana Elementary

Keaukaha Elementary

Laupahoehoe Complex

Laupahoehoe High & Elementary

Waiakea Complex

Waiakea High

Waiakea Intermediate
Waiakea Elementary
Waiakeawaena Elementary

Community School for Adults

Hilo Community School

Ka'u/Keaau/Pahoa Complex Area

Ka'u Complex

Ka'u High & Pahala Elementary
Naalehu Elementary & Intermediate

Keaau Complex

Keaau High

Keaau Middle

Keaau Elementary
Mountain View Elementary

Pahoa Complex

Pahoa High & Intermediate
Keonepoko Elementary
Pahoa Elementary

COMPLEX AREA SCHOOLS

Honokaa/KealakeheKohala/Konawaena
Complex Area

Honokaa Complex

Honokaa High & Intermediate
Paauilo Elementary & Intermediate
Honokaa Elementary

Waimea Elementary

Kealakehe Complex

Kealakehe High

Kealakehe Intermediate
Holualoa Elementary

Kahakai Elementary
Kealakehe Elementary
Waikoloa Elementary & Middle

Kohala Complex

Kohala High
Kohala Middle
Kohala Elementary

Konawaena Complex

Konawaena High

Konawaena Middle

Konawaena Elementary

Honaunau Elementary

Hookena Elementary

Ke Kula O Ehunuikaimalino High & El

Community School for Adults

Kona Community School

MAUI DISTRICT

Baldwin/Kekaulike/Maui Complex Area

Baldwin Complex

Baldwin High

lao Intermediate
Waihee Elementary
Wailuku Elementary

Kekaulike Complex

Kekaulike High
Kalama Intermediate
Haiku Elementary
Kula Elementary
Makawao Elementary
Paia Elementary
Pukalani Elementary

Maui Complex

Maui High

Lokelani Intermediate
Maui Waena Intermediate
Kahului Elementary
Kamalii Elementary

Kihei Elementary

Lihikai Elementary
Pomaikai Elementary

Community School for Adults

Maui Community School

Hana/Lahaina/Lanai/Molokai Complex
Area

Hana Complex

Hana High & Elementary

Lahaina Complex

Lahainaluna High

Lahaina Intermediate
Kamehameha Ill Elementary
Nahienaena Elementary

Lanai Complex

Lanai High & Elementary

Molokai Complex

Molokai High

Molokai Middle
Kaunakakai Elementary
Kilohana Elementary
Maunaloa Elementary
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KAUAI DISTRICT

Kapaa/Kauai/Waimea Complex Area

Kapaa Complex

Kapaa High

Kapaa Middle
Hanalei Elementary
Kapaa Elementary
Kilauea Elementary

Kauai Complex

Kauai High
Kamakahelei Middle
Kaumualii Elementary
Koloa Elementary
Wilcox Elementary

Waimea Complex

Waimea High

Waimea Canyon Middle
Eleele Elementary
Kalaheo Elementary
Kekaha Elementary
Niihau High & Elementary

Community School for Adults

Kauai Community School

COMPLEX AREA SCHOOLS
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PUBLIC CHARTER SCHOOLS
Act 298, Session Laws of Hawaii 2006

“SECTION 1. The charter school system is an important complement to the department of education’s school system, one that empowers local school
boards and their charter schools by allowing more autonomy and flexibility and placing greater responsibility at the school level. The charter school system
is made up of the board of education, the charter school administrative office, the charter school review panel, and individual charter schools with differing
visions, missions, and approaches to meeting the various needs and desires of Hawaii’'s communities.

The purposes of the charter school system include: 1) providing administrators, parents, students, and teachers with expanded alternative public school
choices in the types of schools, educational programs, opportunities, and settings, including services for underserved populations, geographical areas, and
communities; and 2) encouraging and, when resources and support are provided, serving as a research venue for the development, use, and dissemination
of alternative and innovate approaches to educational governance, financing, administration, curricula, technology, and teaching strategies.

The purpose of the Act is to improve Hawaii’'s charter school system by adopting many of the priority proposals developed by the task force on charter
school governance established by Act 87, SLH 2005.”

Charter School Administrative Office

Pursuant to Section 302B-8, Hawaii Revised Statutes, there is established a Charter School Administrative Office headed by an Executive Director
appointed by the Charter School Review Panel based upon the recommendations of an organization of charter schools operating within the State or from a
list of nominees submitted by the charter schools. The Charter School Administrative Office is attached to the Department of Education for administrative
purposes only. The Executive Director is responsible for the internal organization, operation, and management of the charter school system, including:

1) preparing and executing the budget for the charter schools, including submission of the budget request to the Board, Governor, and the Legislature;

2) allocating annual appropriations to the charter schools and distributing federal funds to charter schools; 3) complying with applicable state laws related to
the administration of the charter schools; 4) preparing contracts between the charter schools and the Department of Education for centralized services to be
provided by the department; 5) preparing contracts between the charter schools and other state agencies for financial or personnel services to be provided
by the agencies to the charter schools; 6) providing independent analysis and recommendations on charter school issues; 7) representing charter schools
and the charter school system in communications with the Board, the Governor, and the Legislature; 8) providing advocacy, assistance, and support for the
development, growth, progress, and success of charter schools and the charter school system; 9) providing guidance and assistance to charter applicants
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and charter schools to enhance the completeness and accuracy of information for panel review; 10) assisting charter applicants and charter schools in
coordinating their interactions with the Panel as needed; 11) assisting the Panel to coordinate with charter schools in panel investigations and evaluations of
charter schools; 12) serving as the conduit to disseminate communications from the Panel, Board, and the Department to all charter schools; 13)
determining the charter school system needs and communicating those needs to the Panel, the Board, and the Department; 14) establishing a dispute
resolution and mediation process; and 15) upon request by one or more charter schools, assisting in the negotiation of a collective bargaining agreement
with the exclusive representative of its employees.

Public Charter Schools

Honolulu District

Education Laboratory (K-12)

Halau Ku Mana (6-12)

Halau Lokahi (K-12)

Myron B. Thompson Academy (K-12)
Voyager (K-8)

Waialae Elementary (K-5)

Leeward District

Hawaii Technology Academy (K-12)
Ka Waihona ‘o ka Na’'auao (K-8)
Kamaile Academy (K-9)

Windward District

Hakipu'u Learning Center (4-12)

Ke Kula ‘o Samuel M. Kamakau Laboratory (K-12)
Lanikai Elementary (K-6)

Hawaii District

Connections (K-12)

Hawaii Academy of Arts and Science (K-12)
Innovations (1-8)

Ka ‘Umeke Ka'eo (K-9)

Ke Ana La’ahana (7-12)

Ke Kula ‘o Nawahiokalani’opu’u Iki Laboratory (K-8)
Kona Pacific (K-6)

Kanu ‘o ka ‘Aina (K-12)

Kua ‘o Ka La (K-3; 6-12)

Volcano School of Arts and Sciences (K-8)
Waters of Life (K-6)

Waimea Middle (6-8)

West Hawaii Explorations Academy (6-12)

Maui District

Kihei (K-12)
Kualapu'u Elementary (K-6)

Kauai District

Kanuikapono (K-10)

Kawaikini (K-11)

Ke Kula Ni'ihau O Kekaha Learning Center (K-12)
Kula Aupuni Ni'ihau A Kahelelani Aloha (K-12)
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DEPARTMENT OF EDUCATION

FUNCTIONAL STATEMENT

The Department of Education (DOE) is a department in the executive branch of
the state government. The department manages the statewide systems of public
schools and public libraries. The legislative appropriations of state general funds
and special funds, and federal funds and grants received to support public school
and public library programs, are administered by the DOE on a statewide basis
and subject to executive branch expenditure restrictions.

As provided by law, the DOE is subject to executive branch policies and controls
relating to state education functional planning, financial administration,
administrative rulemaking, collective bargaining negotiations, and acquisition and
disposition of school land.

The DOE is also dependent on other executive branch agencies which function
as state central service agencies for certain systems support services, such as
legal services (Department of the Attorney General), main frame computers
(Department of Accounting and General Services), and school employee housing
(Department of Human Services — Hawaii Public Housing Authority).

The head of the DOE is the Board of Education (BOE). The BOE is a policy-
making board consisting of 13 members elected on a non-partisan basis, and a
public high school student who is selected by the Hawaii State Student Council
and serves as a non-voting member. The BOE formulates statewide educational
policy, adopts student performance standards and assessment models, monitors
school success, and appoints the Superintendent of Education as the chief
executive officer of the public school system, and the State Librarian as the chief
executive officer of the public library system.

Public School System

The Superintendent of Education is assisted by five division-level staff offices,
each headed by an assistant superintendent, in providing system-wide
administrative, professional and technical support services and programs to the
public schools:

e The Office of School Facilities and Support Services provides technical
staff oversight of business, construction and maintenance of facilities, food
services, and transportation support for the public school system.

e The Office of Curriculum, Instruction and Student Support provides
system-wide leadership in standards-based curriculum and instruction,
educational accountability, and student support systems.

e The Office of Fiscal Services provides system-wide accounting, budget,
and procurement services and programs.

e The Office of Human Resources provides system-wide employment and
personnel management, assistance, and development services and
programs.

e The Office of Information Technology Services provides system-wide

information and telecommunication systems, facilities, and support
services.
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Public schools are under the field supervision of 15 regional administrative units
called Complex Areas, each supervised by a complex area superintendent. A
Complex Area consists of one or more school complexes, each school complex
consisting of a high school and its feeder middle and elementary schools.
Complex Learning Support Centers are established to provide shared
instructional and student support services to each school. The schools of each
complex collaboratively manage their Complex Learning Support Center.

The scope of educational programs and services of the public schools regularly
encompasses grades kindergarten through 12 (K-12), and such pre-school
programs and community/adult education programs as may be established by
law. In addition to regular programs of instruction and support services, public
schools offer special programs and services for qualified students with disability,
gifted and talented students, students with limited English language proficiency,
and students who are economically and culturally disadvantaged, school-
alienated, or instructionally confined.

Other public education service programs administered by the public school
system include regulation of private trade, vocational, and technical schools;
public summer schools; Western Association for Schools and Colleges (WASC)
accreditation program for public secondary and adult education schools, and
private secondary schools in Hawaii; the A+ Program for after-school care of
“latchkey” children; and various programs and services funded by the federal
government, trusts, and private agencies that may benefit eligible persons in the
general public as well as public school students.

Public Library System

The public library system is administered by the State Librarian. The public
library system operated the Hawaii State Library, the Library for the Blind and
Physically Handicapped, public libraries, community public and school libraries,
and bookmobile services.

Special library services, including interlibrary loans, federal documents
depository and inter-agency (municipal, state, and federal) exchange, are
provided by the Hawaii State Library. The Library for the Blind and Physically
Handicapped provides transcribing services to the blind; produces, maintains,
and makes available specialized collections and services to the blind and
physically handicapped; and assists state-supported residential, medical,
educational, and correctional institutions in their library development and
operations. Materials selection, ordering, cataloging, preparation, and binder
services for all libraries are centrally administered.

Agencies Attached to the Department of Education

The following agencies are attached to the Department of Education for
administrative purposes only:

e Classification/Compensation Appeals Board (as established by Section
302A-620, Hawaii Revised Statutes): Serves as an appellate body on
matters of educational officer classification and compensation; adopts
policies and standards relative to classification and compensation for
education officers; and adopts rules pursuant to Chapter 91, HRS,
Administrative Procedure, for the conduct of appeal hearings.

e Hawaii Teacher Standards Board (as established by Section 302A-801 to

803, HRS): Establishes standards for the issuance of public school
teacher licenses and credentials; adopts policies and standards, including
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fees, for teacher licensing and credentialing; and adopts rules pursuant to
Chapter 91, HRS.

—  Establishes standards that govern teacher licensing and re-licensing
in the State of Hawaii.

—  Sets and administers its own budget.

—  Adopts, amends, repeals or suspends the policies, standards, or
rules of the board in accordance with Chapter 91, HRS.

—  Conducts a cyclical review of standards and makes revisions for
improvement.

—  Establishes licensing and related fees.
—  Establishes penalties.

—  Submits an annual report to the governor and legislature on the
board’s operations.

—  Receives grants or donations from private foundations, and state and
federal funds.

— Issues, renews, revokes, suspends, and reinstates licenses.

—  Reviews reports from the department of individuals hired on an
emergency basis.

—  Applies licensing standards on a case-by-case basis and conducts
licensing evaluations.

—  Prepares and disseminates teacher licensing information to schools
and operational personnel.

—  Approves teacher preparation programs.

—  Administers reciprocity agreements with other states relative to
licensing.

—  Conducts research and development on teacher licensure systems,
beginning teacher programs, the assessment of teaching skills, and
other related topics.

—  Participates in efforts relating to teacher quality issues, conducts
professional development related to the board’s standards, and
promotes high teacher standards and accomplished teaching.

—  Adopts applicable rules and procedures.

Charter School Review Panel (as established by Section 302B-3, HRS):
Appoints and evaluates the executive director and approves staff and
salary levels for the Charter School Administrative Office; reviews,
approves, or denies charter applications for new charter schools; reviews,
approves, or denies significant amendments to detailed implementation
plans to maximize the charter school’s financial and academic success,
long-term organizational viability, and accountability; adopts reporting
requirements for charter schools; reviews annual self-evaluation reports
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from charter schools and takes appropriate action; periodically adopt
improvements in the panel’s monitoring and oversight of charter schools;
and periodically adopt improvements in the Charter School Administrative
Office’s support of charter schools and management of the charter school
system.

Charter School Administrative Office (as established by Section 302B-8,
HRS): Serves as the conduit to disseminate communications from the
Charter School Review Panel, BOE, and DOE to all charter schools;
provides advocacy, assistance, and support for the development, growth,
progress, and success of charter schools and the charter school system;
provides independent analyses and recommendations on charter school
issues; and is responsible for the internal organization, operation, and
management of the charter school system, including the preparation and
execution of budgets, allocating annual appropriations and distributing
federal funds, complying with applicable state laws related to the
administration of charter schools, and preparing contracts between charter
schools and the DOE and other state departments.
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STATE OF HAWAII
DEPARTMENT OF EDUCATION
BOARD OF EDUCATION
POSITION ORGANIZATION CHART

BOARD OF EDUCATION
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100283

First Vice Chairperson
100284
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100288 Private Secretary |
1779 SR-20
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100280 100281 100282
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101217 101218 101219
101220 102118 3/

Superintendent of Education State Librarian
60012 60002
BOE Executive Director Secretary IV
74729 EO-10 15659 SR-18
DFereJ;?r:icSi:r?ﬂon | | Clerk Stenolll
59077 SR-15 38730 SR-11
Clerk Il
13794 SR-6
BOE Analyst | . . ) BOE Analyst |
(Senior Analyst) BOE I?Lg%l](-:SAﬁEalg?GOﬁlcer 2/ (Policy Analyst) BOEg;SgetEAOn%IySt ! 2/
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12-Month State Office
Teacher
72808 1/
Secretary |l
17560 SR-14

1/ Temporary position, General funds
2/ Temporary position, Federal funds
3/ Non-voting student member selected by Hawaii State Student Council per Art. X, Sec. 2, as amended 1988, Hawaii Constitution
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BOARD OF EDUCATION

FUNCTIONAL STATEMENT

The Board of Education (Board) heads the Department of Education, as provided
by Section 26-12, Hawaii Revised Statutes (HRS). The Board appoints the
Superintendent of Education (Article X, Section 3 of the Constitution of the State
of Hawaii, and Section 302A-1101, HRS).

The Board formulates statewide educational policy, adopts student performance
standards and assessment models, monitors school success, and appoints the
Superintendent of Education as the chief executive officer of the public school
system, as provided by law (Section 302A-1101, HRS).

The Board formulates policy and appoints the State Librarian as the chief
executive officer of the public library system, as provided by law (Section 312-2,
HRS).

The Board, through the State Librarian, has direct control of the public library
system, excluding school libraries (Section 302A-1120, HRS).

The Board appoints the members of the Charter School Review Panel, which
serves as the charter authorizer for charter schools, with the power and duty to
issue charters, oversee and monitor charter schools, hold charter schools
accountable for their performance, and revoke charters (Section 302A-1102,
HRS).

BOARD OF EDUCATION

The Board:

e Appoints and delegates administrative authority to its appointed
executive officers, the Superintendent of Education and the State
Librarian, to administer programs of public education and public library
services, as provided by law and in accordance with Board-adopted
policies, rules, regulations, and program and financial plans; and
annually reviews and evaluates the performance of the Superintendent of
Education and the State Librarian in meeting the Board’s expectations
and priority directions.

e Adopts rules of general or particular applicability and future effect that
implement, interpret, or prescribe law or policy, or the procedure or
practice requirements of the Department of Education that affect the
private rights of, or procedures available to, the public.

e Conducts public meetings on the first and third Thursdays of each month,
except in July and December, and special meetings as required, for the
purpose of transacting official board business; receives requests and
petitions from the public; receives reports from the Superintendent of
Education, the State Librarian, Board committees, advisory councils,
commissions, student representatives, and other statutorily-established
organizations; and expresses Board concerns.

e Provides policy direction and review for the development of the

Department of Education’s proposed sections of state strategic plans,
such as the Hawaii State Plan and the State Education Functional Plan
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as provided by Chapter 226, HRS; provides leadership and direction in
the development of Department of Education-initiated strategic plans.

Establishes goals and priorities for the development and implementation
of the Department of Education’s program and financial plans as
provided by Chapter 37, HRS; approves the Department of Education’s
budget requests.

Adopts a staffing and personnel management plan for the Department of
Education as provided by Chapters 26, 76, and 78, HRS, and other
applicable provisions of the HRS.

Adopts policies relating to the statewide systems of public schools and
public libraries.

Adopts student performance standards and assessment models, and
monitors school success.

On its own motion or pursuant to a petition, conducts hearings and other
proceedings for the purpose of obtaining information necessary or helpful
in the determination of its policies, the carrying out of its duties, and the
formulation of its rules.

On petition of an interested person, issues a declaratory order as to the
applicability of any statutory provision or of any rule or order of the
Board.

Conducts a public affairs program to inform the public about major
accomplishments and to communicate the Board’s position on public
policy issues pertaining to the public school and public library systems.

Designates not more than two Board members to serve on the State’s
team for negotiating collective bargaining agreements with agents of
Bargaining Units 05 of the Hawaii State Teachers Association and 06 of
the Hawaii Government Employees Association, in accordance with
Chapter 89, HRS, Collective Bargaining in Public Employment.

Accepts gifts and donations to the public school and public library
systems.

Maintains liaison with the Governor and the Legislature on matters
affecting governance of public education.

Maintains liaison with other state-level and national-level agencies that
share a common interest in furthering public education in America.

BOARD STANDING COMMITTEES

The functions of Board standing committees are to formulate policies and
standards, and to monitor the Department of Education’s and the Hawaii State
Public Library System’s implementation of Board-adopted goals, objectives, and
standards; to assess the efficiency and effectiveness of public school and public
library systems; to review the operating budgets; to recommend, review, and
monitor proposed legislation; and to recommend issues to the Board for inclusion
in collective bargaining negotiation packages pertaining to their respective
subject areas. The Board standing committees are:
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Committee on Administrative Services
(School Facilities; Human Resources; Personnel Appointments;
Safety; Food Services; Student Transportation)

Committee on Budget & Fiscal Accountability
(Budget; Audit; Program Evaluation)

Committee on Curriculum, Instruction & Student Support
(Early Childhood to Adult Education; Special Education & Related
Services; Hawaiian Education; Academic Assessment &
Accountability; Guidance & Counseling; Student Discipline; Student
Activities & Support Services)

Committee on External Affairs
Committee on Legislation, Public Charter Schools & Public Libraries
Committee on Collective Bargaining, Unit 05

Committee on Collective Bargaining, Unit 06

ADVISORY COUNCILS, COMMISSIONS, AND OTHER ORGANIZATIONS
State Adult and Community Education Advisory Council

As provided by Section 302A-434, HRS, the Board shall appoint an advisory
council for adult and community education to advise the Board on matters
concerning adult and community education. The council shall consist of fifteen
(15) or more representatives of industry, labor, civic organizations, and
education.

Charter School Review Panel

As provided by Section 302A-1101, HRS, the Board shall appoint the Charter
School Review Panel, which shall serve as the charter authorizer for charter
schools, with the power and duty to issue charters, oversee and monitor charter
schools, hold charter schools accountable for their performance, and revoke
charters.

Committee on Weights

As provided by Section 302A-1303.5, HRS, the Board shall determine the
composition of the Committee on Weights based on recommendations from the
Superintendent of Education and the Dean of the University of Hawaii at Manoa
College of Education and shall include principals, teachers, and other members
with the appropriate professional skills, experiences, and qualifications needed to
facilitate the work of the committee. The Committee on Weights is responsible for
developing a Weighted Student Formula for the allocation of moneys to public
schools that takes into account the educational needs of each student.
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DEPARTMENT OF EDUCATION

OFFICE OF THE SUPERINTENDENT

FUNCTIONAL STATEMENT

SUPERINTENDENT OF EDUCATION

As the Board of Education’s chief executive officer for the public school system,
the Superintendent of Education is responsible for efficiently and effectively
administering the public school system in accordance with law and educational
policies adopted by the Board of Education.

Executes Board policies.

Recommends to the Board the public school system’s program goals,
objectives and plans, performance standards, capital improvement plans,
and budgets.

Develops and establishes with the approval of the Board a comprehensive
accountability and assessment program for the public school system.

Presents concise reports periodically at board meetings covering, but not
limited to, the following:

Public school system’s goals, objectives, plans and progress toward
them.

—  Major program developments.

—  Enrollment developments and projections.

—  Personnel developments.

— Budget status, current fiscal year and plans for the next fiscal year.
—  Major accomplishments and problems.

—  Outlook for the future.

Assists the Board chairperson and the respective Board of Education
committee chairpersons in strengthening the roles of Board of Education

committees.

Provides administrative leadership in collective bargaining and
maintenance of relationships with professional organizations and unions.

Provides administrative support to the Board of Education, committees,
advisory councils and commissions.

Maintains liaison on behalf of the Board of Education with the State
Legislature, governor, the various state departments and the people of the
State of Hawaii on matters pertaining to the administration of the public
school system.

Presents for Board approval nominations and appointments of all assistant
and complex area superintendents.
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Promotes partnerships between the public school system and various
sectors of the community: business, trusts and foundations, and other
government agencies.

The deputy superintendent assists the Superintendent of Education in executing
duties and responsibilities of the office, and is delegated authority to act for the
Superintendent of Education. The deputy superintendent oversees the
department’s Communications, Civil Rights Compliance, Federal Compliance
and Project Management, Systems Accountability, Internal Audit, and Military
Liaison offices. Additionally, the deputy superintendent oversees the
department’s involvement in statewide safety issues.

The executive assistant to the Superintendent of Education provides staff support
to the Superintendent of Education by coordinating the department’s response to
requests for administrative information and action from the Board of Education,
legislature, other Executive Branch agencies, officials from other state and
federal educational agencies, interest groups and the general public.

Maintains control of all incoming and outgoing executive communications
and records management for the Office of the Superintendent.

Assists the Superintendent of Education in proposing agenda items for
Board of Education meetings; assures timely availability of staff reports,
study materials and resource persons from appropriate staff offices; and
coordinates follow-up staff action on Board requests made to the
Superintendent of Education.

Serves as the superintendent’s liaison with the legislature, as directed;
coordinates DOE staff work in response to legislative requests for
information, legislative reporting, drafting and seeking introduction of
legislation, monitoring the status of pending legislation, and preparing
testimony and monitoring committee hearings on proposed legislation.

Assists the Superintendent of Education in coordinating the department’s
participation in administrative programs and activities of the Executive
Branch.

Advises and assists the Superintendent of Education in complying with
state protocol and fulfilling obligations as a public officer in dealing with
individuals and organizations representing local, national, and
international interests in public education.

Provides other personalized administrative assistance to enable the
Superintendent of Education to carry out duties and responsibilities as the
Board of Education’s executive officer for the public school system.

Coordinates promotion of partners-in-education programs with various
sectors of the community: business, trusts and foundations, and other
government agencies.

Coordinates special projects in which other agencies or private
organizations are involved, as assigned by the superintendent.

SYSTEMS ACCOUNTABILITY OFFICE

The Systems Accountability Office oversees the development and administration
of the student assessment, school evaluation, and system evaluation
components of the department’s accountability system. The office also provides
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support related to departmental planning and analysis, evaluation, and student
testing to the superintendent, Board of Education, and schools; governor and
other executive agencies; legislature; and general public.

System Planning and Improvement Section

Formulates state educational plans that set directions, present strategies,
and provide timelines for accomplishment and array costs.

Develops planning strategies that integrate varied and sometimes
competing needs of the department.

Performs analyses of policies and issues that have system wide impact
and recommends solutions to resolve problems.

Performs analyses to systematically review programs in the department’s
operating budget.

Reviews applications or proposals to conduct surveys or research projects
in the schools and formulates a recommended action and correspondence
for the superintendent’s signature.

Develops and implements funding and resource acquisition strategies to
achieve the department’s mission.

Acts as liaison to other federal and state agencies on system wide
planning and analytical activities pertaining to the public school system.

Supervises and coordinates the work of community and/or stakeholder
task forces created to provide varied input to projects and resolves
sometimes conflicting input from task force members.

Participates in the work of project teams, which often are comprised of
personnel from within the office, as well as other organizational units
within the department.

Drafts testimonies, bills, and resolutions, and provides other technical
assistance and support throughout the legislative process on behalf of the
Department of Education.

Identifies issues related to program implementation, program
development, and program improvement.

Ensures that the resolution of those issues is fully communicated within
and outside the department.

Performs other related activities, as assigned by the office director and
superintendent.

System Evaluation and Reporting Section

Assists with the coordination of, and support for, the statewide
assessment and accountability system; develops and implements
components related to school and system evaluation; conducts research
and development work on educational indicators and analyses; and
prepares evaluations reports of school performance and improvement
efforts.
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Prepares school by school and statewide accountability information to the
legislature and other entities.

Prepares annual school by school, local education agency, and state
education agency accountability reports required by the federal No Child
Left Behind Act.

Provides information regarding the performance of schools on educational
indicators for improvement uses and accountability needs of the
department, policy makers, and the general public.

Provides project and program evaluation information to enable planners
and managers of staff and line offices of the department to provide the
most effective and efficient learning opportunities and experiences for
public school students.

Provides evaluation assistance for decision making and accountability
needs of staff and line offices of the public school system by providing
consultative services on evaluation of projects and programs.

Performs other related activities, as assigned by the office director and
superintendent.

Student Assessment Section

Administers the public school system’s statewide formative and
summative student assessment program, which included a variety of norm
and criterion-referenced tests using both traditional and performance-
based measures.

Administers the School Assessment Liaison program, which provides
classroom level assessment techniques and tools to help schools and
their staff measure student attainment of the content standards.

Administers the department’s participation in and compliance with the
National Assessment of Educational Progress (NAEP).

Identifies assessment instruments and practices that are used to measure
system, school, and individual student attainment of the Board of
Education’s content and performance standards.

Identifies assessment instruments and practices that are used to measure
system, school, and individual student attainment of the statutory
requirements of the federal No Child Left Behind Act.

Provides student assessment data used in monitoring school quality and
student achievement for the statewide assessment and accountability
system.

Provides assessment data for measuring compliance with the Board of
Education’s policies and regulations and the federal No Child Left Behind
Act.

Analyzes test results and prepares reports on the current status of, and
longitudinal trends in, student performance.

Serves as a clearinghouse of information on student assessment
techniques and tools.
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e Develops or collaborates with other public agencies in the development of
innovative assessment techniques for possible statewide and school
adoption, and for use in the statewide assessment and accountability
system.

e Serves as liaison to community groups, federal offices, and state agencies
and commissions involved with the development and dissemination of
tests and information about tests.

e Performs other related activities, as assigned by the office director and
superintendent.

CIVIL RIGHTS COMPLIANCE OFFICE

The Civil Rights Compliance Office supports the executive function of the
Superintendent of Education by promoting equal opportunity in educational
programs and activities, equal employment opportunity, and equal access to
Department of Education programs, services, and activities in compliance with
various federal and state civil rights laws. The Civil Rights Compliance Office
also coordinates the rulemaking activities of the Board of Education pursuant to
Chapter 91, Hawaii Revised Statues.

e Coordinates and promotes the public school system’s equal employment
opportunity program as it relates to non-discrimination on the basis of
race, color, sex, religion, national origin, ancestry, age, physical or mental
disability, sexual orientation, marital status, arrest and court record,
income assignment for child support, National Guard absence, uniformed
services, breastfeeding, and citizenship status.

e Coordinates and promotes the public school system’s equal education
program as it relates to non-discrimination on the basis of race, color,
national origin, sex, religion, or disability.

e Coordinates and promotes the public school system’s equal access
program as it relates to non-discrimination on the basis of disability.

—  Publishes equal opportunity notices and information materials for
dissemination to the public, students, parents/legal guardians, and/or
employees.

—  Provides training to school personnel, students, parents and other
groups on civil rights compliance matters.

—  Develops equal employment and equal educational opportunity
policies for adoption by the Superintendent of Education and the
Board of Education.

— Responds to inquiries concerning the civil rights of students,
employees, and the public; provides advice and assistance to school
officials and program managers regarding compliance with federal
and state civil rights statutes and regulations.

—  Coordinates the department’s response to compliance reviews and
complaint investigations conducted by federal and state civil rights
enforcement agencies such as the U.S. Equal Employment
Opportunity Commission, U.S. Department of Education’s Office for
Civil Rights, U.S. Department of Justice, and the Hawaii Civil Rights
Commission.
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—  Coordinates communication and acts as the department’s liaison with
the State Department of the Attorney General on lawsuits involving
the Department of Education. Tracks and reports to the Office of the
Superintendent and the BOE the status, outcome, and corrective
actions for lawsuits involving the department.

—  Conducts investigations of alleged civil rights violations in the public
school system and/or supplements investigations conducted by
school officials and program managers.

— Administers the Elementary School Civil Rights Survey of the U.S.
Office for Civil Rights; conducts related civil rights compliance
reviews of the programs, services, and activities of the public school
system.

e Coordinates the department’s administrative rulemaking process to
comply with state laws, administrative directives and the drafting
requirements established by the state.

—  Compiles and publishes the department’s official compilation of
administrative rules in accordance with state laws.

— Reviews proposed administrative rules for their statutory authority
and consistency with the Hawaii Administrative Rules Format.

—  Prepares and processes the final form of proposed administrative
rules for public hearings and, after adoption by the Board of
Education, for submission to the governor for final approval and for
filing with the Office of the Lieutenant Governor.

FEDERAL COMPLIANCE AND PROJECT MANAGEMENT OFFICE

The Federal Compliance and Project Management Office provides operational,
technical, and research support to the Office of the Superintendent in the areas
of compliance with federal and state laws and regulations, as well as Hawalii
Board of Education and Superintendent of Education initiatives.

Office of Hawaii Child Nutrition Programs

e Responsible for developing and administering the USDA Food Nutrition
Programs which receive funds and commodities from the USDA grants for
the State of Hawaii.

e Serves as the State Agency (SA) and primary contact with the USDA for
all issues concerning the administration and operation of all Food Nutrition
Programs in Hawaii.

e Administers and oversees the following USDA Food Nutrition Programs:

— National School Lunch Program

—  School Breakfast Program

—  Child and Adult Care Food Program
—  Commodity Distribution Program

—  Summer Food Service Program

—  Special Milk Program

e Provides program marketing and advocacy initiatives, technical
assistance, and oversight for all USDA Food Nutrition Programs.
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e Prepares budgets, expenditure plans, and financial reports and projections
for the SA.

e Reviews SA federal grant reports and monitors for compliance with federal
program requirements.

e Provides technical assistance in developing and administering fiscal
policies and procedures.

e Orders, allocates, and distributes commodities.

e Coordinates with the USDA to provide food for disaster relief for the State
of Hawaii.

Health Care Contracts and Reimbursement

e Administers the Medicaid Reimbursement Program.

e Develops, implements, and evaluates reimbursement regulations,
methodologies, and rates for health care services, supplies, and
equipment.

e Develops, procures, monitors, and reviews contracts with individual health
care providers, institutions, and fiscal agents.

e Manages and coordinates the use of the Medicaid information system.

e Manages and monitors the Third Party Liability recovery program and
other claims.

Federal Compliance Section

e Monitors and ensures that the Department of Education policies and
procedures will ensure compliance with applicable federal laws, policies,
and regulations.

e Provides technical assistance to department staff regarding compliance
with federal program laws, policies, and regulations.

e Monitors the department implementation of federal funded programs for
compliance with program and fiduciary requirements.

e Ensures department compliance and maintenance of effort with regard to
federal program laws, including but not limited to, No Child Left Behind,
Individuals with Disabilities Education Improvement Act, and the Felix
Consent Decree.

e Performs analyses relating to the department’'s compliance with applicable
federal policies, procedures, laws, and regulations.

¢ Conducts fiscal and program audits of department offices and other
subunits.

e Acts as liaison to other federal and State agencies on issues related to
monitoring and compliance with federal program laws and regulations.

e Performs other related activities, as assigned by the office director and the
superintendent.
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Community Children’s Council Office

Supports the establishment of locally based community bodies with
extensive family participation to advise the department on the delivery of
Special Education and related services.

Provide local forums statewide for all community members to come
together as equal partners to discuss and positively affect multiple
systems’ issues for the benefit of all students, families, and communities.

Provide infrastructure to support and facilitate these community forums.

Special Projects Section

Provides project management, operational, technical, and research
support to the Office of the Superintendent for new statutory, Board of
Education, or superintendent initiatives aligned with the Department of
Education Strategic Plan, School Year 2008-2011, Goal #3: Continuous
Improvement.

COMMUNICATIONS OFFICE

The Communications Office supports the executive function of the
Superintendent of Education by developing the internal and external
communication programs of the public school system, developing education
partnership programs with the various sectors of society (e.g., parent,
community, business, military, government, etc.) and resolving public conflicts
concerning the programs and activities of the public school system.

Provides communications services to the Superintendent of Education and
all other offices and schools of the public school system, as needed.

— Advises the superintendent and other personnel on public affairs
implications of proposed actions or decisions.

— Attends Board of Education and superintendent’s staff meetings and
Leadership Team meetings as appropriate.

—  Drafts letters, memos, public statements and speeches upon request
of the superintendent.

— Advises and assists other state and district offices and schools in
publicizing their activities.

—  Prepares departmental news for all personnel, as appropriate.

—  Publishes the InfoExchange newsletter in conjunction with regular
Board of Education meetings to report DOE matters to the BOE and
BOE/DOE matters to the schools and public.

— Reviews and recommends for printing all official publications of the
department.

—  Develops among all personnel an awareness of the need for good
public relations and assists key personnel in developing
communications skills through membership in professional
organizations, provision of materials and training sessions, as
needed.
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— Monitors and evaluates communications needs and the department’s
efforts to meet those needs.

e Plans and coordinates activities for communicating with the general public.

— Responds to news media, group and public requests for information,
or refers inquiries to appropriate sources.

— Issues news releases on major state-level actions, and departmental
plans, programs, and activities deemed of interest and importance to
the general public.

— Schedules and handles arrangements for news conferences.
—  Generates and suggests story ideas for the media.

—  Prepares informational pamphlets and other materials to serve public
information needs.

e Promotes and maintains good relationships between the department and
special public and individuals through a variety of appropriate means,
such as membership on boards and committees.

—  Provides coordination of information to the superintendent, media,
schools, and general public as needed on matters relating to school
closures, bomb threats, and other health, public safety, and civil
defense emergencies affecting the public schools.

DOE FELIX CONTRACT COMPLIANCE

Provides department coordination and assistance in the tracking and
implementation of activities necessary to meet Felix Compliance benchmarks.
The primary function is to provide coordination, tracking and technical assistance
on matters related to contract development and implementation.

e Coordinates Felix benchmarks and contracts.

—  Tracks and documents all required implementation steps necessary
to meet Felix benchmarks.

—  Determines and collects all necessary documentation to show
compliance efforts.

—  Works with all program managers in the status determination of
compliance efforts.

—  Coordinates department efforts with the Department of the Attorney
General.

e Provides technical assistance, research and advice related to the
implementation of Felix benchmarks and contracts.

INTERNAL AUDITOR

The internal auditor examines and evaluates the fiscal activities of the
department. The internal auditor and staff provide information as to the
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adequacy and effectiveness of the department’s system of internal controls and
the quality of performance, including:

Reliability and integrity of information.

Compliance with policies, procedures, laws, and regulations.
Safeguarding of assets.

Economical and efficient use of resources.

Accomplishment of established objectives and goals for operations
and programs.

The internal auditor also serves as the department’s liaison with external auditors
and audit sections of other governmental agencies. The internal auditor reports
to the Audit Committee of the Board of Education on matters concerning the
internal audit program of the department.
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DEPARTMENT OF EDUCATION
OFFICE OF FISCAL SERVICES

FUNCTIONAL STATEMENT

The Office of Fiscal Services manages the Department of Education’s (DOE)
accounting, budget, and procurement activities and systems to serve the needs
of the schools, school complexes, complex areas, and the state central office.
The office is responsible for the following:

e Developing and implementing long-term and short-term financial
activities.

e Leading the department’s accounting, budgeting, and procurement
operations.

e Providing timely, accurate, and user-friendly information and reports
in each of the respective areas, i.e., clear guidelines/procedures for
completion of documents, and that the guidelines/procedures are
aligned with the department’s goals and objectives.

ACCOUNTING SERVICES BRANCH

The Accounting Services Branch provides accounting, payroll, vendor payment,
fixed assets, inventory, and fiscal operations school-, complex area-, and state-
level support in the public school system; and coordinates copy machine services
in the DOE offices located in the Queen Liliu’'okalani Building.

Accounting Section

The Accounting Section administers and accounts for all funds, expenditures and
financial commitments incurred by the department through a centralized
accounting system in conformance with the state comptroller’s rules and
regulations. The section assists schools and offices in developing and
implementing corrective actions in response to audit compliance issues. The
section develops training modules and assures that all appropriate personnel are
trained in accounting, cash management, payroll, vendor payments, fixed assets,
and inventory transactions. The section also serves as the department’s liaison
to the State’s Risk Management Program.

Reporting, Analysis, and Account Reconciliation Functions

e Provides regular monthly, quarterly, and annual financial reports and
detailed transaction reports of the department’s financial operations,
specialized reports to the courts, legislature, federal government,
and other reports as required.

e Provides financial support for the transfer of funds between No Child
Left Behind grants.

e Prepares monthly BOE financial and ad hoc reports.

e Prepares annual financial reports for grants received from federal,
state agencies, and other non-profit organizations.

— Prepares the National Public Education Financial Survey to the
National Center of Education Statistics (NCES) cross-walking
department expenditures to conform to the Common Core of Data
which is used to determine state funding allocations for Title |, ESEA
Programs (Migrant, Handicapped, Neglected and Delinquent
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Children), Impact Aid, Indian Education, and Individuals with
Disability Act (IDEA) grants.

— Prepares the Annual Survey of Local Government Finance report that
is aggregated by the U.S. Census Bureau to compare revenue and
expenditure resources by local education agencies.

— Prepares the quarterly and annual Principal’s Financial Report from
each school to report the quarterly activity to the state comptroller for
the non-appropriated local school funds.

— Prepares the department’s indirect cost rate proposal to the federal
government to negotiate a rate agreement for use on the
department’s federal grants to reimburse the state for central services
costs.

e Provides technical and consultative assistance to state, district, and
school level personnel relative to accounting procedures,
regulations, and the financial management of their accounts.

e Prepares the trial balance, income statement, statement of cash
flows, and all audit schedules, including leases and liability accruals,
for the department as requested by the external auditors for the
department’s annual financial and single audit.

e Provides technical support to external auditors for the department’s
annual financial and single audit.

e Updates the department’s Uniform Accounting Codes, which is
published in the Financial Management System (FMS) User Policy
and Process Flow Guide, Chapter 2, Accounting Codes.

e Updates and maintains the FMS accounting code tables and
develops and maintains interface programs to perform accounting
functions effectively and efficiently.

e Develops and establishes accounting processes for new FMS
requirements.

e Processes form FMS-AC4, Request for Change of Accounting
Codes &/or Amounts, from all schools and offices requesting
corrections for revenues or expenditures in their bond, general,
federal, special, and trust fund accounts.

e Reviews and makes corrections to DAGS semi-monthly payroll cost
interface received from DAGS into the department’'s FMS.

e Maintains and updates the TSEAS Prog Ids for processing and
accounting for TSEAS cost.

e Maintains and revises FMS “job coding” system, FMS mid-year and
year-end close processes, inception-to-date and transactions year
financial reports, and provides continuous coding for new
appropriations and projects and FMS enhancements in order to
accommodate R&M/CIP responsibilities transferred from DAGS.

Public Charter School Program Functions

The Public Charter School Program will assure delivery of SEA/LEA
services required by federal and local legislation and for which the
department is responsible.

e Respond to queries related to charter schools in relation to
department responsibilities.

e Optimize the intent of state legislation related to public charter
schools by providing oversight of the MOA process and purchase of
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services by charter schools.
Facilitate the delivery of services “purchased” by charter schools.

Prepare invoices and collect payment related to purchase of
services.

Respond to queries related to Budget System and FMS use.

Serves as the department’s liaison to the Charter School
Administrative Office (CSAQO) and Charter School Review Panel.

Cash Management Functions

Accounts for all cash receipts from schools and offices.

Maintains multiple central collections accounts for all receipts from
schools and offices and to download bank deposit information from
the commercial bank to school accounts to support general school,
school lunch, student transportation, and after-school lunch
collections.

Prepares treasury deposit receipts (TDR) to summarize transactions
from schools by funds, source codes, and object codes to the state
treasury.

Reconciles monthly the multiple central collection account balances
to the bank statement.

Monitors federal grant cash requirements daily and draws-down
cash semi-monthly and, as needed, for all federal grants received by
the department through the GAPS, Smart Link, and ASAP payment
systems.

Provides financial data to B&F to monitor selected federal accounts
to meet the federal Department of Treasury Cash Management
Improvement System (CMIA) monitoring requirements.

Loss and Casualty Claims Management Functions

Serves as the department’s liaison to the State’s Risk Management
Program.

Identifies and evaluates the department's exposure to property and liability
loss to minimize the total insurance, property, and casualty losses costs.

Develops, implements, and monitors effective loss control programs.

Develops, formulates, and implements insurance, property, and casualty
losses management policies and procedures; coordinates and evaluates
programs with the State's Risk Management Office.

Coordinates insurance activities and management of loss documentation
through assisting the schools and offices with processes and appropriate
forms for seeking reimbursement for losses through the State’s Risk
Management Program.

Provides training on insurance processes, forms, and yearly requirements.

Fixed Assets Functions

Manages repair & maintenance and construction-in-progress
(R&M/CIP) financial responsibilities received from the Department of
Accounting and General Services (DAGS) for general, special, and
bond funds. These responsibilities include providing monthly/annual
financial reports; posting appropriations, allotments, and cash;
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special fund assessments; and providing on-going technical
assistance.

e Reconciles the department’s operating and R&M/CIP fund accounts
to the DAGS accounts.

e Administers, controls, coordinates, monitors, and maintains a
comprehensive computerized inventory management, accounting,
and reporting system for the department in compliance with state,
federal, contract and donated requirements relative to the
department’s acquisition, transfer, disposal, and claim for lost/stolen
properties.

e Prepares the fixed asset roll forward schedules for the department as
requested by the external auditors for the department’s annual financial
and single audit.

Operations Section
e Supervises the auditing of all payments for employees.

e Provides training and assistance to the department in all activities of
the payroll and vendor payment functions.

e Serves as the liaison with other state agencies in payroll and vendor
payment matters.

e Administers and coordinates the Purchasing Card (P-card) program
for the department.

Services and Procedures Unit

e Directs, coordinates, supervises, and participates in the analysis,
design, development, acceptance, implementation, evaluation,
improvement, maintenance, and control of the state and the DOE
computerized central accounting systems or parts thereof.

e Provides staff services to develop, recommend, and implement
procedures which relate to the Operations Section.

e Conducts special studies and research, ranging from technical
accounting matters to day-to-day operational concerns.

e Evaluates, monitors, and updates criteria for the reporting of
mileage and other payments made to employees and independent
contractors in order to comply with federal and state tax reporting
requirements.

Payroll Unit

e Pays all DOE employees (certificated, classified, hourly) twice a
month in conjunction with collective bargaining contract provisions.

e Posts and maintains records of individual earnings for each DOE
employee.

e Processes and performs final pre-audit of all payroll input for central
preparation of DOE payrolls under EDP procedures to assure all
employees are properly compensated. Checks payments
authorization, legality, and propriety. Effects deductions for
garnishments, assignments, tax liens, and court orders. Controls
mandatory withholdings, deductions, and assignments. Prepares
and processes priority payroll payments.

e Maintains leave earnings of the DOE employees. Audits and
processes all leave requests to ensure hourly/daily charges applied
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correctly to leave balances in conjunction with bargaining unit
contract provisions. Pre-audits hourly/daily earnings reported to
date on "Applications for transfer of vacation and sick leave credits
or payments in lieu of vacation.” Calculates hourly/daily earnings to
dollars and effectuates salary change schedule to make payment.

Processes and audits workers’ compensation payments and wage
separation reports for unemployment insurance purposes.

Verifies employment and wages for financial institutions, Hawaii
Housing, and the Department of Human Services.

Manages and maintains a centralized billing, collection, and
accounting program for overpayment collection.

Writes, updates, and maintains the DOE Payroll handbook.
Provides guidance, assistance, and training to the schools and
offices of all aspects of payroll.

Pre-audits and processes salary assignment and savings bond
forms.

Vendor Payment Unit

Pays all DOE vendor obligations within 30 days of receipt of
goods/services.

Locates and verifies errors, analyzes cause, and adjusts/corrects
system.

Performs final pre- and post-audit for legality and propriety of claim
vouchers, covering payment for all DOE obligations; examines
invoices, approval to pay, contracts, and other authorizing
documents to confirm validity and accuracy of claims; maintains
auxiliary records of travel and other claims.

Controls the activities relating to the issuance of the DOE Vendor
Payment checks, maintains records and authorizations relating to
disbursement of checks, and maintains cash records and
authorizations relating to disbursement of checks, and maintains
cash records of all bank deposits and withdrawals.

Reports expenditures to the statewide Financial Accounting and
Management Information System (FAMIS) and reimbursement from
DAGS.

Develops, implements, and updates travel policy guidelines for the
department; tracks and updates out-of-state travel database for
future references and inquiry.

BUDGET BRANCH

The Budget Branch assists the chief financial officer (CFO) in the preparation
and execution of the public school system’s operating budget.

Budget Preparation Section

The Budget Preparation Section administers the preparation and development of
the department’s biennial and supplemental operating budgets. The section is
responsible for the following:

Prepares the biennial and supplemental operating budgets for the
public school system, except for public charter schools.

Prepares current services budget, projecting salary requirements
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and reconciling the level of funding to appropriations and ceilings.

e Develops and disseminates budget instructions, standards, and
tables to schools, offices, and attached agencies, such as the
Hawaii Teacher Standards Board (HTSB).

e Assists schools and offices with the preparation of budget requests.

e Reviews budget requests for accuracy, adequate justification, and
adherence to standards.

e Coordinates the development of budget priorities and budget
standards in all resource categories.

— Recommends appropriate alternatives to meet the department’s
budget requirements.

— Performs review and analysis of budget requests from schools,
offices, and other agencies to address critical needs and priorities.

e Coordinates the department’s development of the variance report for
the multiyear program and financial plan component of the Planning-
Programming-Budgeting System by providing instructions,
schedules, and technical assistance to program managers.

e Coordinates with the Office of Human Resources (OHR) and
program managers to monitor manpower requests to assure
positions established for DOE schools and offices are within the
budget.

e Provides technical assistance in budget preparation and
presentation to the Board of Education (BOE), governor,
Department of Budget and Finance (B&F), the legislature, state
offices, complex area offices, and schools.

e Provides training and consultative services staff to develop,
maintain, update, and enhance the budget preparation system to
support budget functions.

e Prepares publications and communications for budget preparation.

Budget Execution Section

The Budget Execution Section administers the implementation of the
department’s operating budget, monitoring adherence to policies and
procedures, and making adjustments to meet anticipated needs or restrictions.
The section is responsible for the following:

¢ Allocates funds and positions to state and complex area offices and
schools.

— Analyzes the appropriations act and legislative worksheets to obtain
details of approved budgets and legislative intent.

— Reviews and interprets policies and procedures issued by B&F, and
implements allotment changes made by the Director of Finance.

— Analyzes staff recommendations for allocation formulas and other
criteria for allocating funds and positions to schools and complex area
offices.

— Prepares and disseminates initial allocations to state and complex
area offices, and schools.

— Adjusts allocations throughout the year to reflect buy/sell of positions,
transfer of funds between programs, and other authorized flexibility
measures.

— Reconciles appropriations, allocations, and allotments throughout the
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year.
— Completes year-end close and carryover process.
Develops and disseminates expenditure plan instructions.
— Prepares allotment requests (A-19).

— Provides follow-up and liaison work with B&F and the Department of
Accounting and General Services (DAGS).

— Reconciles allotments with expenditure plans, the DOE’s Financial
Management System (FMS) and DAGS’ balances for each
appropriation and fund.

Monitors and manages the department’s budget.

— Analyzes, solicits input, and implements reductions to appropriations
and allocations by EDNs and programs.

— Monitors and manages salary and other payroll accounts.

— Implements flexibility provisions of lump sum budgeting (buy/sell of
positions, transfer of funds, and carryover).

— Reviews programs for budget strategies and more efficient use of
operating funds.

— Analyzes the department’s financial plan and makes adjustments
necessary to meet unanticipated needs or restrictions.

Coordinates budget execution matters with external agencies, policy
makers, and decision makers (B&F, legislature, auditors, BOE,
superintendent, complex area and school personnel).

— Researches and prepares reports and testimonies in response to
inquiries.

— Recommends appropriate strategies to execute the budgetary
requirements.

Coordinates system support with the Information System Services
Branch.

— Maintains tables related to the computerized budget system.

— Prepares data files and reports required to review and analyze the
budget.

— Coordinates and monitors data transfers to data base files, i.e., Data
Warehouse.

— Provides budget execution requirements when evaluating various
information systems.

Other responsibilities.
— Manages the Impact Aid Program, P.L. 103-382.

— Assists in planning and development of operating biennial budgets,
supplemental budgets, and other budget functions.

— Coordinates with other state offices to facilitate budgetary and fiscal
procedures within the department.

— Prepares publications and other communications for budget
execution.

— Provides budget execution training and consultative services to
schools through budget hotlines and presentations for school
administrators, clerical personnel, and other program managers.

— Coordinates, assists, prepares, and implements the Weighted
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Student Formula (WSF) Project Financial Plan.

— Provides data elements/queries, analyses, and recommendations to
the Committee on Weights (COW).

— Assists schools with the coordination and implementation of the
Academic/Financial Plan.

PROCUREMENT AND CONTRACTS BRANCH

The Procurement and Contracts Branch services all schools and offices by (1)
performing periodic reviews of procurement practices; (2) providing assistance,
advice, guidance, and training in matters relating to procurement and contracting;
(3) developing and revising procurement and contracting policies and
procedures; (4) preparing and formalizing bid specifications, solicitations, and
contract documentation for specific goods, services, and construction as
requested by schools/offices and/or for select commonly-used departmental
commodities or services; and (5) issuing formal solicitations and awards in
compliance with applicable laws and regulations.

Procurement and Contracts Section

The Procurement and Contracts Section is responsible for the following:

e Maintains thorough knowledge of current laws, rules, policies, regulations
and procedures governing the department’s centralized procurement and
contracting activities; studies laws, rules, regulations, and policies as they
affect procurement and contracting procedures.

e Develops bidding procedures and contract methods for routine to the most
complex, specialized and technical projects; studies the impact of the
program on outside activities or the effect of changes of outside activities
on the program (e.g., changes in commodity prices, business practices,
shipping strikes, etc.).

e Prepares specifications, terms and conditions to meet the minimum
requirements of the user while assuring maximum competition based on
the purchaser’s needs; determines whether bids meet specifications and
legal requirements; and develops specifications for the establishment of
new price lists.

e Prepares procurement notices; tabulates and summarizes bid results,
analyzes and evaluates offers to determine the most advantageous offer,
recommends awards, and issues award upon purchaser’s approval.

e Prepares resultant contracts in accordance with state and federal laws,
rules and regulations and with program objectives and requirements;
prepares any price list addenda or renewals; prepares contract
modifications and/or terminations according to applicable laws, rules and
policies.

e Reviews for sufficiency the justification and statutory compliance for sole
source, emergency, exempt or restrictive purchases and recommends
such action when appropriate.

e Assists in the identification of problems or concerns with the terms and
conditions of the contract; recommends additional terms and conditions
after careful consideration of the issues in consultation with the Purchaser;
gathers information for/from vendors and provides clarification to
guestions/concerns regarding the execution of the contract; reviews
certificates of compliance.

e Reviews contracts for compliance with applicable policies, rules,
regulations and laws and provides technical assistance to program staff in

D-11 6/30/10



the development, management, and execution of contracts.

Problem-solves a wide range of complaints which could not be resolved at
lower levels regarding procedures, policies, product quality, contract
performance, late payments, unfair or biased actions.

Procurement Assistance, Compliance, and Training (PACT) Section

The Procurement Assistance, Compliance, and Training (PACT) Section is
responsible for the following:

Serves as technical resource to the Chief Procurement Officer,
administrators, and bidders to ensure compliance with the Procurement
Code, applicable state and federal administrative rules and regulations
applicable to purchasing mandates and guidelines, other policies or
procedures governing state agencies and organizations, and departmental
policies or procedures.

Conducts periodic reviews of departmental procurement practices,
including recommending appropriate revisions to procurement policies and
procedures.

Assists in conducting fact-finding investigations and making
recommendations in the event vendors fail to perform according to the
contract term and conditions; and investigates in