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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

POSITION DESCRIPTION: VICE PRESIDENT FOR ACADEMIC

                    AFFAIRS

1.00 
GENERAL STATEMENTS

1.01 POSITION SCOPE
a. The Vice President is directly responsible for the instructional programs of the College.
b. The Vice President provides leadership for the development, implementation, management, and assessment of College and academic policies, processes, practices, and expectations that promote student-centered approaches to teaching and learning.

c. The Vice President accomplishes leadership and duties in key areas through responsibilities in curriculum and instruction, personnel, and management, as well as responsibilities that are College-wide in scope.

d. The Vice President participates in the formation of general College policies as a member of the President’s Council.
2.00
SPECIFIC STATEMENTS

2.01
Position Function and Category

a. Reporting Relationship:  President
b. Function/Category of Position:  Administrative
c. Length of Contract:  12 months (July 1 through June 30 annually) 

d. Salary Category:  VII
2.02
Supervision

a. Supervision Received:

The Vice President for Academic Affairs reports directly to the President.
b. Supervision Exercised:

Maintains general supervisory authority for all adjunct and full-time faculty, instructional staff, and academic support staff College-wide.
Supervises deans, associate deans, directors, specialists, managers, and coordinators as assigned.

Supervises administrative assistants and clerical staff as assigned.

Collaborates with the Deans, other administrators, department chairs, and faculty to develop a learning-focused environment that promotes academic innovation and student success through faculty excellence and comprehensive student support services.

Promotes enthusiasm among faculty for involvement in creative and alternative teaching techniques and faculty engagement in the collegial nature of the academy.

Coordinates strategic and operational planning for all academic programs and services.

Leads the faculty to ensure effective teaching and learning; establishes an environment that fosters academic innovation, and oversees a comprehensive program of faculty development, including an evaluation process for full-time and part-time faculty.
2.03 Key Areas of Responsibility

a. Curriculum and Instruction
1. Responsible for the continuous improvement of academic transfer and career and technical courses and program offerings by working with faculty, instructional staff, and business and industry partners to incorporate innovations in teaching and learning into courses and programs.
2. Responsible for the development of new course and program offerings by working with faculty, instructional staff, student services, business and industry partners, and administration to identify educational and training needs.
3. Directs the College's academic programs, including the development of curricula, and the implementation, coordination, and assessment of student learning outcomes and the assessment of all academic programs.
4. Responsible for the curricular process, assisting faculty and instructional staff in the drafting and revision of course proposal and program proposal documents, chairing the Curriculum Committee, seeking approval by the Board of Trustees, and ensuring that annual College Catalog updates are done in accordance with College processes.

5. Responsible for the maintenance of curricular Common Course Outlines and for the approval and maintenance of course syllabi.
6. Ensures alignment of academic and curricular materials between the College, the Kansas Board of Regents (state coordination), and the Higher Learning Commission (regional accreditation).
7. Responsible for the successful transfer of academic courses and the articulation of instructional programs with other colleges and universities by assisting faculty and instructional staff.

8. Responsible for approval of textbook and Open Education Resource (OER) adoptions.
9. Ensures regular updates to the academic materials on the College website and myAllen portal.

10. Responsible for the assessment of student learning at the classroom, course, program, and general education levels.
11. Analyzes academic program effectiveness and student learning outcome assessments; Reviews and recommends to the President all new academic programs; reviews and approves all new courses and curricular revisions; determines new program needs; and initiates sunsetting of programs.

12. Responsible for the development and posting of academic course schedules, in coordination with faculty, instructional staff, and deans’ recommendations.

13. Responsible for the development and implementation of concurrent enrollment and dual credit programs for secondary students, ensuring effective communication with Unified School District personnel.
14. Responsible for the process and implementation of student progress reporting Early Student Progress Report (ESP’s) by all faculty and instructional staff toward increasing student success. 

15. Serves as the third step in the Academic Appeals process by working with students, instructors, and deans to facilitate resolutions to student inquiries, complaints, and appeals.
16. Responsible for the approval of grade change requests by faculty and instructional staff, addressing academic transcript issues in coordination with the Registrar.
17. Responsible for approval of student enrollments of more than 21 credit hours in a semester.
b. Personnel
1. Responsible for effective communication through regular Academic Affairs Council meetings with faculty and staff members.

2. Responsible for faculty and staff instructional assignments and contracts, including full-time, adjunct, and overload instructional assignments and contracts.

3. Responsible for directing and chairing approved, full-time personnel searches for Academic Affairs, instruction, and all assigned areas of responsibility.
4. Responsible for delegating and approving adjunct faculty instructional searches.
5. Responsible for the tenure review process for all full-time faculty. 
6. Responsible for the development and implementation of individual Professional Development Plans for full-time faculty, instructional staff, academic support staff, and academic deans. 

7. Provides leadership in College convocations, professional development activities, and trainings for faculty and staff members.

8. Responsible for the development and posting of the Faculty Handbook.
9. Responsible for the implementation and review of Student Evaluations of Instruction for all faculty and instructional staff. 

10. Responsible for the implementation and review of Administrative Evaluations of Instruction for full-time faculty and instructional staff and for the Instructional Observations of adjunct faculty.

11. Responsible for performance evaluations for deans, associate deans, directors, specialists, managers, coordinators, administrative assistants, clerical staff, and student workers as assigned.

12. Assumes primary responsibility as Personnel Officer for hiring faculty in collaboration with the Vice President of Finance and Operations.

13. Responsible for the supervision and development of human resource functions to achieve strategic goals and objectives.

14. Assists in addressing grievances for faculty and staff members.

c. Management  
1. Provides overall leadership for and supervision of instruction, support, activities, personnel, and facilities associated with Academic Affairs and assigned areas of responsibility.

2. Facilitates the budget development process for areas of responsibility.

3. Manages the approved fiscal year budget for all areas of responsibility.

4. Coordinates with Student Affairs in the development, implementation, and assessment of academic advising processes.

5. Responsible for the development, implementation, management, and assessment of academic support services, including the Library, the Writing Center, the Math Center, and academic tutoring.

6. Responsible for the development, implementation, management, and assessment of the College textbook rental system and the Allen Bookstore.

7. Identifies facility and equipment needs for areas of responsibility.
d. College-wide Responsibilities

1. Responsible for the College’s reaffirmation of accreditation through the Higher Learning Commission, continuous quality improvements throughout the College, and all processes and reporting toward institutional and programmatic accreditation.
2. Responsible for effective communication with education officials at the local, state, and federal levels.

3. Facilitates the development and implementation of Strategic Plan initiatives in areas of responsibility or as assigned.

4. Responsible for the supervision and development of Dean of Academic Affairs Onsite and Dean of Academic Affairs Online and reporting functions to achieve strategic goals and objectives.

5. Under the direction of the President, responsible for the annual development of Councils, Committees, Task Forces, and Work Groups, in coordination with members of the administration, toward the development of Strategic Plan objectives and College initiatives.

6. Participates in Councils, Committees, Task Forces, and Work Groups as assigned.

7. Serves as a member of the grant writing team; administer awarded grants as assigned.

8. Performs all other duties as assigned by the President.
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Allen Community College is committed to a policy of nondiscrimination on the basis of race, sex, color, national origin, religion, age, and disability in admissions, educational programs or activities, and employment; all as required by applicable laws and regulations under the Title VI Civil Rights Act of 1964, the Title IX Regulations of 1972, Section 504 of the Social Rehabilitation Act of 1973, and the Americans with Disability Act of 1990. Responsibility for coordination of compliance and receipt of inquiries has been delegated to the Vice President for Student Affairs, Allen Community College, 1801 North Cottonwood Street, Iola, Kansas 66749, 620-365-5116, vpsa@allencc.edu.

