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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

POSITION DESCRIPTION:  INSTRUCTIONAL STAFF
I.
POLICY

1.00     GENERAL STATEMENTS

1.01     Position Scope

a. The Instructional Staff member is responsible for teaching classes as assigned and in conformity with adopted institutional policies and practices.  The Instructional Staff member provides high quality teaching and learning opportunities for students culminating in meaningful educational experiences.
b. The Instructional Staff participates in the formation of general College policies by participation on Standing Institutional Committees and task forces appointed by the President.

2.00    SPECIFIC STATEMENTS

2.01    Position Function and Category

a. Reporting Relationship:  Reports to the appropriate Dean as assigned by the Vice President for Academic Affairs.
a. Function/Category of Position:  Academic/Instruction - Rank is Instructional Staff.
b. Terms of Employment:  9, 10, 12 month contracts on annual basis.

c. Salary Category:  
2.02   Supervision

a. Supervision Received:

The Instructional Staff member reports directly to the appropriate Dean. 

b. Supervision Exercised:

Instructional Staff member supervises the students in the classroom and exercises general supervision over students.
2.03   Key Areas of Responsibility:

a. To facilitate high quality teaching and learning experiences for students.

1. Instruct academic courses as assigned.

2. Develop student scholarship through quality instruction and service.

3. Develop a general knowledge of the academic area(s), and technical field, and of the subjects instructed in the assigned area(s).
4. Demonstrate classroom effectiveness through course preparation, updated syllabi, subject knowledge and mastery, enthusiasm, teaching strategies, communication techniques, student-teacher and student-student interaction, and timely feedback and grading.

5. Participate in student learning assessment.
6. Follow policies, procedures, and practices of the College.

7. Engage in office hours utilizing both campus hours and appropriate technologies to communicate with students, instructors, and staff.

8. Engage in student academic advising utilizing both campus hours and appropriate technologies.

b. To contribute to the growth and development of the College.
1. Develop the academic life through professional growth, professional activities, and collegial relationships, including attendance at assessment days and convocations.
2. Develop institutional commitment by supporting the vision, mission, goals, and objectives of the College.

3. Participate on two Standing Institutional Committees and/or task forces as appointed by the President.

4. Contribute to the academic division by attendance at division meetings, participation in Program Review, student learning assessment, and selection of textbooks.

5. Develop articulation agreements with universities. 

6. Conduct oneself as a higher education professional.
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