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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

POSITION DESCRIPTION: DEAN FOR DISTANCE AND GENERAL EDUCATION
1.00 
GENERAL STATEMENTS

1.01 POSITION SCOPE
a. The Dean for Distance and General Education facilitates the development, implementation, and assessment of college and academic policies, practices, and expectations that promote student-centered approaches to teaching and learning.

b. The Dean for Distance and General Education accomplishes the development, implementation, and assessment of college and academic policies, practices, and expectations through curriculum and instruction, personnel, and platform management, as well as responsibilities which are College-wide in scope.
c. The Dean for Distance and General Education works as a member of the Academic Affairs administrative team. 
2.00
SPECIFIC STATEMENTS

2.01
Position Function and Category

a. Reporting Relationship: Vice President for Academic Affairs

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 Dean for Distance and General Education reports directly to the Vice President for Academic Affairs.
b. Supervision Exercised:

The Dean for Distance and General Education supervises full-time faculty, instructional staff, and adjunct faculty assigned to AA, AS, and AGS degree completion.
The Dean for Distance and General Education supervises directors and coordinators as assigned.

The Dean for Distance and General Education supervises administrative assistants and clerical workers as assigned.

The Dean for Distance and General Education supervises work-study and other student workers as assigned.

2.03 Key Areas of Responsibility

Curriculum and Instruction

1. Promote student-centered approaches to online and on-ground teaching and learning.

2. Facilitate the continuous improvement of present course and program offerings by working with faculty and instructional staff to incorporate innovations in teaching and learning into courses and programs.
3. Facilitate the development of new course and program offerings by working with faculty, instructional staff, student services, and administration to identify educational and training needs.

4. Participate in the College curricular process, by assisting faculty and instructional staff in the drafting and revision of course proposal documents, by actively participating on the Curriculum Committee, and by ensuring that annual College Catalog updates are done in accordance with the curricular process.

5. Ensure the assessment of student learning at the general education, section, course, and program levels.  Participate in the assessment of co-curricular activities.
6. Facilitate the Program Review process, as assigned by the Vice President for Academic Affairs and in support of faculty and instructional staff, ensuring the use of data to determine and recommend curricular and programmatic changes.
7. Facilitate the development of general education courses at the Iola campus, online campus, and service area Concurrent Enrollment Program (CEP) course schedules with faculty and instructional staff and recommend to the Vice President for Academic Affairs.
8. Serve as the second step in the Academic Appeals process by working with students and instructors to facilitate resolutions to student inquiries, complaints, and appeals.
9. Develop and facilitate the successful transfer of courses and clear articulation of AA, AS, and AGS programs with other colleges and universities.
10. Supervise and manage the Master Course Shell development and revision process for general education courses.
11. Provide support for faculty and instructional staff in the design of online courses and online instructional materials.

12. Oversee compliance with copyright law and related issues as they pertain to instructional materials and multimedia in Online Learning.

13. Oversee compliance with guidelines for the Americans with Disabilities Act as they pertain to instructional materials and accommodations.
Personnel

1. Develop effective communication through regular academic division and program meetings with faculty and instructional staff and work area meetings with directors, coordinators, and staff members.

2. Coordinate instructional assignment information and contract requests, including full-time, adjunct, and overload assignments, for approvals and processing by the office of the Vice President for Academic Affairs.

3. Recruit, interview, select (with consultation of VPAA), and supervise full-time and adjunct faculty within AA, AS, and AGS programs both on-ground and online.
4. Coordinate the College mentoring program for non-tenured full-time faculty and staff, as assigned.
5. Facilitate the development and implementation of individual Professional Development Plans for full-time faculty and instructional staff within general education.

6. Coordinate with other Academic Deans the Student Evaluations of Instruction for full-time faculty and instructional staff.
7. Conduct evaluations for directors and coordinators, administrative assistants and clerical workers, and student workers as assigned. 

8. Participate in the development, implementation, and assessment of faculty handbooks in collaboration with Academic Affairs deans and directors.  

9. Conduct the Administrative Evaluation of Instruction for full-time faculty and instructional staff assigned to general education, as directed by the Vice President for Academic Affairs.
10. Serve as an advocate for faculty and instructional staff in academic issues.
11. Supervise and evaluate activity sponsors within Academic Affairs. 

12. Maintain and enhance communication with and among online faculty and instructional staff through the use of web-based resources and the Learning Management System. 

Management
1. Provide overall leadership for and supervision of activities, equipment, personnel, and facilities associated with AA, AS, and AGS programs. 
2. Facilitate the budget development process for areas of responsibility.

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

4. Coordinate with Student Affairs in the development, implementation, and assessment of academic advising processes.
5. Facilitate the development, implementation, and assessment of academic support services for on-ground and online students.
6. Assess and evaluate new products and services needed to support effective teaching and learning.
7. Coordinate faculty sponsorship of Phi Theta Kappa. 

College-wide Responsibilities
1. Facilitate the development and implementation of Strategic Plan initiatives in areas of responsibility as assigned.

2. Participate in College Councils, Standing Institutional Committees, and Task Forces as assigned.

3. Assist in the College’s reaffirmation of accreditation and direct projects toward continuous quality improvements throughout the College.

4. Ensure compliance with Higher Learning Commission guidelines and Kansas Board of Regents coordinating guidelines, including compliance on renewal of NC-SARA.
5. Perform all other duties as assigned by the Vice President for Academic Affairs.
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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.
