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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

POSITION DESCRIPTION:  REGISTRAR

1.00
GENERAL STATEMENT

1.01 Position Scope

a. The Registrar is directly responsible for registration and the recording and retention of student records and the veteran programs.
b. The Registrar participates in the formation of general college policies as a member of the Student Services Council and as a member of Standing Institutional Committees.

2.00
SPECIFIC STATEMENTS

2.01 Position Function and Category

a. Reporting Relationship:  Vice President for Student Affairs

b. Function/Category of Position:  Student Services/Management and Supervision

c. Terms of Employment:  12 months (July 1 – June 30 annually)

d. Salary Category:  V

2.02 Supervision

a. Supervision Received:

The Registrar reports directly to the Vice President for Student Affairs.

b. Supervision Exercised:

The Registrar supervises student assistants.
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2.03 Key Areas of Responsibility

a. Registrar
1.  Develop and interpret college policies as they impact the registration
     and records retention of the college.

 2.  Develop and supervise procedures for the release of student information.
 3.  Communicate with all areas of the college academic departments,

including administration, business office, and student services, integrating registration and records with their needs and policies.
      4.  Coordinate with outreach sites relative to registration/records processes

           and procedures.

      5.  Assume responsibility for evaluation of transcripts for all students.                      


      6.  Accept requests for and evaluate external credit generated through other

colleges, vocational schools, credit by examination, armed forces, and     industrial courses.

      7.  Supervise the evaluation of acceptable transfer credit.

      8.  Honor legitimate requests for transcripts and certification of enrollment.
9. Assume responsibility for certification of grade rosters and entering of grades on official transcript.
10.  Responsible for the determination and notification of academic suspension and probation of students under college regulations.
11. Determine and release for publication students eligible for honor’s recognition.
12. Analyze student records for graduation and coordinate the graduation ceremony with the Vice President for Student Affairs.

13. Verify students for graduation; responsible for printing of diplomas.

14. Keep the on-line degree audit system current.

15. Prepare IPED reports as required.  Assume role of IPED coordinator.
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16. Prepare state reports.

17. Assume responsibility for registrar’s page on the web site.

18. Assist with the planning, implementation, and evaluation of the enrollment process.

19. Assume additional duties as assigned by the Vice President for Student Affairs.

b. Supervise and administer the veterans program.

1.  Assist veterans in complying with application for Veterans Administration

     benefits and programs.

2. Prepare all reports required for compliance with veterans programs.
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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.

