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Our Program’s Mission 
To develop the skills, knowledge and confdence essential to prepare students  
for a wide range of successful employment opportunities in culinary careers.  
Our faculty is committed to providing a fusion of hands-on experiences and  
theoretical instruction in an atmosphere refective of our community’s diverse 
culinary heritage. 

‘O ke kanaka ke kuleana o ka moe; 
‘O ke kokua ke kuleana a moku. 
A person’s privilege is to dream, our duty is to help. 

The achievement of this mission begins with a positive relationship between  
students, faculty and staf. This handbook was developed to insure clear  
communication that will result in a positive experience for you. 
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Personal Grooming Standard 
• First impression, image and presentation count. All students are

expected to adhere to the personal grooming requirements.

• Maintain good standards of personal and oral hygiene.
Take daily showers; brush hair and teeth regularly.

• Deodorant – to counteract body odor.  No colognes or perfumes.

• Make-up - should be conservative.

• Fingernails - must be short and kept clean. No nail polish is allowed.

• Jewelry - limited to plain, simple wristwatch and wedding band.
Earrings, nose rings, tongue rings or other visible pierced body
jewelry are not permitted. Gauges should be clear plastic.

• Tattoos - Visible tattoos must be covered.

• Hair - clean, neat, of the collar by restraining long hair in a
pony tail or hair net and secured within the uniform hat.
Appropriate hair color is a requirement. (Natural, neutral shades
of black, brown, blonde are considered appropriate.)
Bright, iridescent colors and shades are unacceptable.
No extreme hairstyles.

• Facial Hair - shave facial hair daily, and trim mustaches neatly.
Beards and goatees are not acceptable unless carefully maintained
and covered with a beard guard.

• Dark Glasses are not permitted. If dark glasses are necessary due
to medical reasons, a written note is required from your doctor
explaining the need.
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Uniforms 
A chef ’s uniform is an outward symbol of the profession. Looking like a professional 
helps to generate a feeling of professionalism. The chef’s uniform is worn daily, 
with pride and dignity. Dress in complete uniform from the frst day of class to the 
last day in lab. (Aprons and toques are not required during lecture.) 

Kitchen 
• Chef Jacket - Long sleeve, white, laundered, clean, pressed, wrinkle free.

A plain, white tee shirt must be worn and tucked in under your jacket.
Embroidery requirements will be frst and last name. No nicknames allowed.
Small note tablet, pen, tasting spoon, permanent marker pen and
thermometer to be placed in jacket pocket. Chef jackets are not to be
worn out-side of lab activities.

• Chef’s Pants - black and white checkered/hound’s-tooth pants must be
hemmed, clean and wrinkle free.

• Required toque - may be purchased at the campus bookstore. No other
head-wear such as bandanas, hair bands, sweat bands, etc., may be used.
Apron - full, bib apron, white, wrinkle-free and clean.

• Neckerchief (optional) - white, clean and worn during lab.

• Shoes - black, covered, skid resistant soles or chef ’s clogs are worn with clean
black or white socks. No tennis or athletic shoes. Suggested number to
purchase: chef jackets-(4), checkered pants-(3), aprons-(4), neckerchiefs-(3)

Dining Room 
Uniform information is provided in course outline. 
Note: Lab classes are four (4) days a week. 
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Culinary Tools 
It is a requirement that all culinary tools are secured in a knife bag or 
tool box. Tools include: 

• 8”-10” Chef ’s knife, honing steel

• Boning knife, paring knife

• Serrated knife

• Steel tongs, rubber spatula, ofset spatula

• Measuring spoons, instant read thermometer

• Vegetable peeler, striker, bowl scraper

Note: Additional items may be recommended for other culinary labs. 

The Tools of Your Profession 
• Knives are never used as a weapon or a toy.

• Always keep knives sharpened.

• Do not leave your knives on countertops or in sinks.

• Always walk with the knife tip facing the foor.

• Do not borrow knives and tools from others.

• Store knife bags under work tables or in designated areas.

• Always use knives for their intended use.

• Carry your knives in your tool bag; never exposed.
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Attendance 
It is the responsibility of the student to inform their instructor if they will be late 
or absent on any scheduled class day. Absences will directly afect your grade. 
It is the students’ responsibility to make up missed assignments. 

Attendance is taken at the start of each class period. A student who arrives late 
will not receive any attendance points and may be reassigned duties or sent 
home. In addition, a student who does not call to inform their instructor that they 
will be late may result in loss of professionalism points. 

In an efort to provide students with real-world experiences, all courses in the 
Culinary Arts Program require participation in activities outside of the regular 
scheduled class time. The days and times of these activities vary according to 
particular courses. Please be aware that these activities are factored into the 
final course grade. 

In lab classes, due to the amount of instruction, discussion, and skill development 
in those courses, absences of 20% or more of the total class days will result in an 
automatic failure of the course. Precise number of days vary by course. This policy 
supersedes the fnal course grading criteria (i.e. distribution of lab evaluations, 
quizzes/tests, homework assignments, practical test, final exam, etc.). 

Stay home if you have a communicable disease, if you cannot fnd reliable care 
for young children, or if you have a death or major illness in your immediate 
family. (Note: despite these legitimate reasons, an absent day is recorded as 
an absent day.) 

Class breaks may be permitted with your instructor’s approval.  

Never leave class without informing your instructor. 

Only registered students are allowed to participate in events, labs and classes. 
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Professionalism

Positive
Displays a positive attitude towards others, tasks and projects. Is 
never publicly critical of others. Makes an earnest effort to be 
friendly and upbeat.

Commitment

Displays a commitment to learning through preparedness,   
attentiveness, active participation in class discussions and lab  
activities, consistent effort in homework, projects, and note  
taking. Is open to new ideas.

Follow  
Instructions

Listens carefully, takes notes and follows through.

Respectful Displays respect and shows consideration for all others.

Courtesy Is polite, gracious and considerate toward others.

Adaptable Is flexible and can adapt to changes. Works well under pressure.

Dependability
Is reliable, consistent and trustworthy. Can be counted on  
to perform and follow through. Follows through on verbal  
commitments. Always completes tasks and assignments.

Communication 
(verbal)

Uses professional language and avoids slang and obscenities. 
Speaks clearly and loudly to ensure effective communication 
with others. Practices active listening skills.

Communication 
(non-verbal)

Practices professional body language; proper posture,  
eye contact and positive facial expressions.

Participation
Volunteers for program and industry special events in order to 
take advantage of additional learning opportunities.

Teamwork
Actively helps others and tries to keep people working together. 
Listens to, shares, and supports the efforts of others.

A team is a small number of people with complimentary skills who are committed to 
a common purpose, set of performances goals; and approach tasks, projects, etc. in 
which they hold themselves mutually accountable.

– atzenback and Smith, The Wisdom of Teams



  

 
 

 

 
 
 
 

 

  

Basic Safety & Sanitation 
• Inform others when you are behind them by saying “hot” or

“behind you.”

• Wipe up spills immediately.

• Know the location and use of frst aid kits, fre extinguishers and
MSDS sheets.

• Implement and apply all the principles of good personal hygiene,
cross contamination and time and temperature abuse.

• Date and rotate food products; use FIFO.

• Serve food at proper temperatures.

• Use fresh and wholesome products.

• Use gloves when handling ready-to-eat or otherwise potentially
hazardous foods.

• Wash your hands after using the restroom, smoking or handling
food products.

• Work with safe equipment. Inform your instructor whenever
equipment is broken or unsafe to use.
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Facility Usage 
Elevators/Stairs 
Stairs are for walking between foors. Elevators are used to transport 
food, guests and physically disabled students. 

Bakeshop Entry/Exit 
Only enter/exit the bakeshop through the glass double doors on the 
side of the CC building. 

Food & Beverage Consumption 
Food 

• Sampling or tasting is an instructional activity that is directed
by your instructor.

• Do not consume food or beverage in view of guests.

• Eating or gum chewing is not allowed during class.

• Meal breaks may be scheduled by your instructor.

• The preparation of personal meals is prohibited in the
kitchens and labs.

Beverages 
• Water consumption is permissible in covered containers or

disposable cups, only in areas designated by your instructor.

• Dispose of cups, bottles and cans in designated recycle stations.

• Keep all areas clean.
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Communications & Technology 
• The facility’s phones are not to be used, except for emergencies 

during class hours. 

• Permission from instructor and/or fellow students (especially when 
taking photos or video and audio recordings) is required for use of 
devices during lecture and lab. Students will follow all policies and 
procedures while demonstrating respect, courtesy and excellent 
communication skills (i.e., professionalism). 

Permitted Uses of Cell Phones, iPads and Laptops 
• Instructional purposes only 

• Research/references (e.g., Laulima, e-text, recipes, notes, 
websites, etc.) 

• Class activities, projects, presentations 

• Photos and video recordings (e.g., assignments, practical exams, 
demonstrations, prep lists, board notes, e-portfolio, social media 
posts, etc.) 

• Audio recordings (e.g., lectures, demonstrations, etc.) 

• Calculator functions (allowed during lecture and labs; see next 
section for use during tests) 

Note: laptops will not be allowed in the labs. 
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Not Permitted 
• Outgoing or incoming phone calls and text messages

• Applies during the following: lecture and lab, restroom breaks and
externship (CULN 293E)

• Program events and functions (on and of campus)

Note: exceptions shall be made for emergencies, special or extenuating 
circumstances, etc. Students to communicate anticipated phone use with 
instructor before the start of class. 

• Playing of music or non-instructional streaming/broadcast

• Use during service – e.g., CULN 125 Ala ‘Ike Grill, CULN 224
“Pop-up,” CULN 160 The Pearl, CULN 223, CULN 293E Externship,
program events and functions, except when assigned by instructor.

• During tests – except for calculator function. (Device must be
placed on the table or desk, i.e., may not be handheld and no
scrolling allowed)

• Earbuds are not to be used at any time during class hours, especially
during lab activities.

Policy & Procedure for Non-compliance 
• Disciplinary action for abuse of this policy will be left to instructor’s

discretion. This may or may not follow progressive disciplinary
action and may include, but is not limited to:

– The student asked to turn of the device and place it face down
on the table in lecture classes.

– The student asked to leave lecture and/or lab class.

– A warning issued to the student.

– Loss of professionalism points on daily lab evaluations.
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Lockers 
• Personal Belongings and books may be stored in lockers.

Lockers are for use by culinary students only; one locker per
person. Lockers are assigned on a frst-come, frst-served basis
at the start of each semester. Please see APD Jason Fernandez
to secure locker assignment.

• The Culinary program reserves the right to ask students to open
their locker for immediate inspection at any time.

• Lockers must be vacated and cleaned at the end of each semester.

• Do not bring any valuables to school. The Culinary program
will not be responsible for theft or loss of any items left in
lockers or classrooms.

Student Life 
Academic Rigor is a set of standards we set for our students and ourselves.  
We expect our students to demonstrate not only  content knowledge but 
applied skills, and critical thinking about the subject being taught. 
Prepare for class by reading assigned material, completing written assignments 
and participate actively… 

Active participation requires asking questions, sharing opinions and giving oth-
ers an opportunity to contribute to class discussions. 

Ask proper questions but avoid monopolizing 
the discussion or class time. 
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Policies 
Academic Dishonesty: Academic dishonesty cannot be condoned by the University. 
Such dishonesty includes cheating and plagiarism (examples of which are given below), 
which violate the Student Conduct Code and could result in expulsion from the University. 

Cheating includes but is not limited to giving unauthorized help during an examination, 
obtaining unauthorized information about an examination before it is administered, using 
inappropriate sources of information during an examination, altering the record of any grades, 
altering answers after an examination has been submitted, falsifying any ofcial University 
record, and misrepresenting the facts in order to obtain exemptions from course requirements. 

Plagiarism includes but is not limited to submitting any document, to satisfy an academic 
requirement, that has been copied in whole or part from another individual’s work without 
identifying that individual; neglecting to identify as a quotation a documented idea that has 
not been assimilated into the student’s language and style, or paraphrasing a passage so closely 
that the reader is misled as to the source; submitting the same written or oral material in more 
than one course without obtaining authorization from the instructors involved; or dry-labbing, 
which includes (a) obtaining and using experimental data from other students without the 
express consent of the instructor, (b) utilizing experimental data and laboratory write-ups from 
other sections of the course or from previous terms during which the course was conducted, 
and (c) fabricating data to ft the expected results. 

For more information about academic dishonesty, please see the Leeward CC website: 
https://catalog.leeward.hawaii.edu/academic-dishonesty 

Sexual Harassment: It is the policy of the College to provide a safe and comfortable learning 
and working environment for students and employees. Sexual harassment is a form of discrimination 
that can undermine the foundation of trust and mutual respect that must prevail if the 
University is to fulfll its educational mission. Sexual harassment will not be tolerated in any 
part of the University’s programs and activities. Sanctions will be imposed on members of the 
University community who violate this policy. Disciplinary actions against employees will be 
subject to the collective bargaining agreements. This policy refers to faculty to learner, staf 
to faculty, and peer to peer learner harassment. 

Examples of sexual harassment include: unwanted, unwelcome sexual advances and 
other verbal or physical conduct of a sexual nature. 

“Hostile environment,” wherein, discussion of sexual activities, the telling of of-colored jokes, 
commenting on physical attributes, displaying sexually suggestive pictures, using demeaning 
terms, making indecent gestures, and using ofensive language is occurring. 

For more information, please contact the Ofce of the Dean of Student Services, 455-0260. 

Smoking: Hawai‘i state law now prohibits the use of tobacco products on all ten UH campuses 
and university-owned facilities. 

We encourage everyone to refrain from using tobacco products while on property owned 
or operated by UH. Tobacco products include, but are not limited to, cigarettes, cigars, pipes, 
smoking tobacco, electronic cigarettes, vapes and chewing tobacco. 

Those intending to use tobacco products must leave the Leeward campus, facility or grounds to do so. 
Previously designated “smoking areas,” (including parking lots) are now also no-smoking areas. 

Drug and Alcohol Abuse: In conformance with the existing law, University faculty, staf and 
students are not permitted to manufacture, distribute, possess, use, dispense or be under the infuence 
of illegal drugs and/or alcohol as prohibited by State and Federal law, at University-sponsored or 
approved events or on University property or in buildings used by the University for education, 
research or recreational programs. Consistent with its mission, the University will cooperate with 
law enforcement agencies responsible for enforcing laws related to the use of illegal drugs and alcohol. 
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Students found in violation of this part shall be subject to the provisions of the student conduct 
code. Faculty and staf found in violation of this part are subject to disciplinary action as provided 
in collective bargaining agreements, University policy, and other applicable State laws and rules. 

The University recognizes that substance abuse is a complex problem that is not easily resolved 
solely by personal efort and may require professional assistance and/or treatment. Students, 
faculty and staf members with substance abuse problems are encouraged to take advantage of 
available diagnostic, referral, counseling and prevention services. The University will not excuse 
misconduct by employees and students whose judgment is impaired due to substance abuse. 

The purchase, possession or consumption of alcoholic beverages is regulated by state law. 
Students are expected to know and abide by state law and by University rules and regulations 
governing the use and consumption of alcoholic beverages on campus. Students are referred 
to Board of Regents policy, executive policies and campus guidelines regulating the use and 
consumption of alcoholic beverages on campus. 

Students are not permitted to be under the infuence of, possess, manufacture, distribute, or sell 
illicit drugs, as prohibited by state law, at University-sponsored or approved events, on University 
property or in buildings used by the University for its educational or recreational programs. 
Reasonable suspicion of possession or use of illegal drugs and substances on campus may 
subject the students involved to investigation. 

Sanctions which may be imposed on violators of the alcohol and drug related sections of the 
UH Student Conduct Code include disciplinary warning, probation, suspension, expulsion or 
rescission of grades or degree. 

Campus-sponsored activities on campus that involve either the serving or selling of alcoholic 
beverages must be in compliance with applicable College/University policies and State law. 

Copies of policies governing the possession, consumption, serving and sale of alcoholic beverages 
on the University of Hawai‘i Leeward Community College campus are available in the Ofce of 
the Dean of Student Services and the Ofce of the Chancellor. 

Disabilities: Students with documented disabilities are provided the following services: 

• Academic and career counseling 

• Admissions and fnancial aid application assistance 

• Campus orientation 

• Registration assistance 

• Reader, note taker, interpreter, and/or other academic support services as needed 

• Campus accessibility map 

• Specifcally designed auxiliary equipment to meet the needs of students with disabilities. 

For further information about accessing services, call or visit: 

Kris Hernández, Program Coordinator, Disabilities Specialist 
Allan Nebrija, Disability Specialist 

Disability Services Ofce 
96-045 Ala ‘Ike, LC 213, Library Building 
Pearl City, Hawai‘i 96782 

Phone: 455-0421; TTY: 455-0532 
Monday - Friday, 8:00am - 4:00pm 

All policies pertaining to students can be found online: www.leeward.hawaii.edu/policies 
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Department Contacts 

Don Maruyama 
PAT Division Chair 
Ofce: GT 117 
Phone: 455-0567 
donaldkm@hawaii.edu 

Matthew Egami 
Program Coordinator 
Ofce: GT 106 
Phone: 455-0419 
megami@hawaii.edu 

Christopher Garnier 
Ofce: CC 206 
Phone: 455-0687 
garnierc@hawaii.edu 

Lee Alan Dung 
Ofce: GT 109 
Phone: 455-0528 
ladung@hawaii.edu 

Abigail Langlas 
Ofce: GT 108 
Phone: 455-0244 
alanglas@hawaii.edu 

Jaylene Duarte 
Ofce: CC 206 
Phone: 455-0305 
jaylened@hawaii.edu 

Jason Fernandez 
Ofce: CC Basement 
Phone: 455-0503 
jasonpf@hawaii.edu 

Blake Hunrick 
PAT Division Counselor 
Ofce: GT 111 
Phone 455-0243 
hunrick@hawaii.edu 

Rachelle Ramelb 
Peer Mentor 
raramelb@hawaii.edu 
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