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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEE

POLICIES AND PROCEDURES

DESIGNATION OF JOB TITLES

I.
POLICY

1.00
GENERAL STATEMENTS

1.01
For the purpose of developing and implementing personnel procedures, positions at Allen County Community College will be categorized.

1.02
The category of the position will be determined by the supervisory responsibility, by the level of decision-making responsibility, and the level to which the position reports.

2.00
SPECIFIC STATEMENTS

2.01
Based on areas of responsibilities, five categories of college positions have been identified:


a.   Administrative Staff


b.   Instructional Staff


c.   Management/Supervisory Staff


d.   Support Personnel


e.   Adjunct and Outreach Faculty

2.02
Administrative staff are those employees holding administrative appointments.


Administrative staff have administrative/supervisory responsibilities over a broad area.  Individuals holding these positions shall carry the title of President, Vice President, Dean, or Associate Dean.

2.03
Instructional Staff are those employees holding full-time teaching appointments.


Individuals holding these positions shall hold the title instructor or faculty.

2.04
Management/Supervisory Staff are individuals whose chief responsibilities are to


manage/supervise specific areas, activities or programs in support of the administrative and/or instructional functions.  Management/Supervisory Staff responsibilities include administration/supervision of either programs or staff.  Individuals holding these positions shall have a job title of coordinator, supervisor, manager, director, or officer.











II-A-1.3

2.05
Support Personnel are those individuals whose chief responsibilities are to provide service in support of the administrative, instruction, or the management/supervisory staff.  Individuals holding these positions shall have the job title administrative assistant, secretary, clerk, receptionist, staff, or aide.

2.06
Adjunct Faculty are those individuals employed by contractual agreement on a temporary, semester by semester basis to teach one or more classes as determined by the administrative staff of the college with no benefits provided other than participation in FICA.

3.00
POSITION TITLES

3.01
The following general guidelines will be utilized to designate the title of positions at Allen County Community College:


a.   President



-The President is an administrative staff position.



-The President shall report directly to the Board of Trustees.



-The person in this position shall be responsible for direct or indirect



 supervision of all college personnel.



-The President shall be on a 12-month contract.


b.   Vice President or Dean



-The Vice President or Dean position is an administrative staff position.



-The above positions shall report directly to the college president.



-Individuals in these positions shall be responsible for supervision of other 



 administrative and instructional staff, and/or support personnel.



-These individuals shall be on 12-month contracts.


c.   Associate Dean



-The Associate Dean is an administrative staff position.



-Associate Deans shall report directly to a vice president or a dean.



-Individuals in these positions may be responsible for supervision of other


 management/supervisory staff, selected instructional staff, adjunct 


 faculty, and/or support personnel.    


-Individuals in these positions shall be on 11-month or 12-month contracts


 depending on the nature of the responsibilities.

d.   Director


-The Director position is an administrative staff position.
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-Directors shall report directly to a vice president, dean, associate dean, or


 to the president.










-Individuals in these positions may be responsible for supervision of other


 management/supervisory staff, and/or support staff.


-These individuals shall be on 10, 11 or 12-month contracts depending


 on the nature of the responsibilities.

e.   Coordinator/Specialist


-Coordinators and specialist are management/supervisory positions.


-Coordinators or specialists shall report directly to a vice president, dean,


 director, associate dean, or the president.


-Individuals in these positions may be responsible for supervision of other


 management/supervisory staff, and/or support staff.


-Individuals in these positions may be on 10, 11, or 12-month contracts


 depending on the nature of the responsibilities.

f.   Manager or Officer


-Manager or Officer positions are management/supervisory positions.


-Manager or Officer positions shall report directly to coordinators/


 specialists, associate deans/directors, deans/vice presidents, or the 


 president.


-Individuals in these positions may be responsible for supervision of 


 support staff.


-Individuals in these positions shall be on 10, 11 or 12-month contracts


 depending on the nature of the responsibilities.

g.   Other Management/Supervisory Positions (Head, Supervisor, Program

      Directors)


-These positions are management/supervisory positions.


-These positions shall report directly to an administrative or to other management supervisory staff.


-Individuals in these positions may be responsible for supervision of 


 support staff.


-Individuals in these positions may have assigned instructional


 responsibilities as a part of the base contract.


-Individuals in these positions shall be on 10, 11, 12-month, or part-


 time contracts depending on the nature of the responsibilities.

h.   Instructor/Faculty


-The Instructor or Faculty is an instructional staff level position.


-Instructors or Faculty shall report directly to the Dean of Instruction


for instructional responsibilities.
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-These individuals shall be on 9 month contracts.


-Supplemental contracts may be issued for additional responsibilities.





i.   Support Personnel






-All Support Personnel provide service in support of administration


 instructional, and/or management/supervisory staff from a support


 level position.


-Individuals in these positions have supervisory responsibilities for


 student help assigned to their area.


-These individuals have a 12-month responsibility.

j.   Adjunct Faculty


-Part-time Faculty hold an adjunct faculty level position.  These faculty 


 are employed on a temporary, semester to semester basis to teach.


-Adjunct Faculty report directly to the Dean of Instruction.


-Individuals in these positions have no supervisory responsibilities.

Adopted:  1988
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