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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

POSITION DESCRIPTION:  DIVISION CHAIR
1.00
GENERAL STATEMENTS

1.01 Position Scope

a. The Division Chair, under the direction of the Deans for Academic Affairs, is responsible for providing leadership to the faculty and instructional staff within the academic division.  The Division Chair must be able to interact professionally and effectively with faculty, administration, staff, and students.  The Division chair must have the ability to work productively as a leader, facilitator, and team member toward the continuous development of the academic division.  The Division Chair must possess demonstrated teaching skills and a general knowledge of the division discipline(s).  The Division Chair must have a commitment to facilitating the unbiased flow of communication from faculty to administration, administration to faculty, and division to division.
2.00
SPECIFIC STATEMENTS

2.01
Position Function and Category

a. Reporting Relationship:  Deans for Academic Affairs
b. Function/Category of Position:  Academic/Instruction, Administrative Support
c. Length of Contract:  Supplemental contract renewed annually.  3-year term with possibility of renewal.
d. Terms of Contract:  2 candidates will be nominated by faculty and instructional staff in the academic division.  Final selection will be approved by the Vice President of Academic Affairs.
i. Current teaching contract + 8 flexible workdays for faculty. Administration may request days to be used for meetings up to two weeks before the start of the fall semester and up to two weeks after the end of the spring semester.
e. Salary Category:  Supplemental pay equal to the negotiated pay of 5 credit hours of overload pay for each semester. 3 credit hours or release time from current teaching load each semester. 
2.01 Supervision

Supervision Received: 
-The Division Chair reports directly to the appropriate Dean for Academic Affairs.
2.03
Qualifications
a. Employment as faculty, instructional staff, or program coordinator with Allen for a minimum of three years.
b. Effective organizational and communication skills.
2.04
Key Areas of Responsibility
a. To serve as a communication liaison between the faculty and administration.
ii. Conduct regular monthly meetings of division personnel and coordinate the posting of agendas and minutes to the myAllen portal.
iii. Serve on the Academic Affairs Council, Curriculum Committee, and Assessment Committee
iv. Conduct academic division meetings with adjunct faculty to review course learning outcomes and encourage assessment of student learning.
v. Interact effectively with colleagues to accomplish common tasks.
b. To coordinate the implementation and progress of academic division goals and objectives.
vi. Coordinate the development and monitor progress of division goals and objectives in collaboration with division faculty.
vii. Assist Division with course and program proposals to the Curriculum Committee as needed.
viii. Assist Division with the Program Review process.
ix. Coordinate the preparation of academic program budgets.
c. To oversee the academic integrity of the division.
x. Assist the Deans for Academic Affairs in planning the course schedules for the fall and spring semesters.
xi. Coordinate the review of the two-year rotation course offerings.
xii. Consult as needed with the Deans for Academic Affairs and Instructional Designer to identify mentoring and evaluation needs of adjunct and Concurrent Enrollment Program faculty.  
xiii. Assist the Deans for Academic Affairs in implementing mentoring and orientation plans for faculty.
xiv. Observe all new faculty or instructional staff within the academic division once a semester for the first two years of employment.
xv. Observe two adjuncts within the division each fall and spring semester.
xvi. Serve on the tenure committee for non-tenured probationary faculty within the academic division.
xvii. Implement and use the simple syllabus software to ensure accuracy of faculty, instructional staff, and adjunct syllabi.
xviii. Participate in and encourage professional development plans that support the mission of the College and the goals and objectives of the academic division.
Adopted:  10/10/2007








Revised:   10/13/2020; 08/2022, 3/2024  



                       II-C-2.3

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.
