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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

POSITION DESCRIPTION:  DIRECTOR OF STUDENT LIFE

1.00
GENERAL STATEMENT

1.01 Position Scope

a. The Director of Student Life is directly responsible for developing and supervising the student housing program that complements and enhances student life on the Iola campus.  The Director of Student Life is also responsible for development, implementation, and supervision of a program of student activities designed to provide for student development through recreational, social, and cultural events and activities.

b. The Director of Student Life participates in the formation of general college policy as a member of the Student Affairs Council and through participation on 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 Supervisory

c. Length of Contract:  12 months 

d. Salary Category:  V
2.02 Supervision

a. Supervision Received:

The Director of Student Life reports directly to the Vice President for Student Affairs.

b. Supervision Exercised:

The Director of Student Life supervises Residence Halls Directors and an administrative assistant.
2.03 Key Areas of Responsibility

A. Student Housing
1. Directs the overall management and operation of student housing.

2.   Assumes responsibility for the assignment of all students to room.

3. Coordinates coverage of student housing by staff 24/7.

4. Submits administrative reports and forms.

5. Updates Student Housing Handbook annually.

6. Prepares and submits for approval recommended changes in student housing policies.

7. Make periodic inspections of college housing to assess damages and

cleanliness.

8. Provides assistance and information regarding housing issues and

      concerns, departmental policies, etc.  Serves as a resource regarding 

      college departments, services, and facilities.

9. Coordinates emergency procedures (i.e. medical/personal concerns, fire alarms, threatening weather, and urgent maintenance needs).

10. Counsels and refers residents regarding personal and academic concerns.

B. Student Conduct

1. Supervises the implementation of adopted student housing policies.

2. Assumes responsibility for dissolution of problems that arise in student housing.

3. Assists the Vice President for Student Affairs in implementation of the Student Code of Conduct and Disciplinary Process.

4. Serves as the first line in dealing with disciplinary issues that arise in

student housing.

5. Communicates guidelines of conduct that protect the individual

      student’s rights.

6. Explains and interpret college rules and regulations to students and

      enforces all policies in a fair and objective manner.

7. Sets an example by adhering to federal, State, and local laws and the

      rules and regulations of the College.

8. Documents all violations.

C. Student Activities
1. Assist in the development of students by providing a variety of recreational, social, educational, and cultural activities.  Survey students to assess needs and preferences.

2. Assists in the supervision of the dining room during mealtime.  Convene the student Food Service Committee regularly to provide feedback to Food Service.  Meet with the Food Service Director to discuss issues and ideas.
3. Serve as the sponsor for the Allen Community College Student Sentate.
i. Conduct senate elections.

ii. Attend all senate meetings.

iii. Assist the senate in activities and projects, and meet with committees as needed.

iv. Sponsor any out of town senate/activity trips.

4. Provide intramural activities for students.  
i. Coordinate the registration, scheduling and promotion of intramural activities

ii. Supervise all intramural games and officials

5. Support campus organizations and their sponsors.

6. Supervise the student center and recreational equipment.

7. Responsible for the promotion of all student life events and activities including the management of all student life social media sites and bulletin boards.

8. Evaluate student activities annually and assist in the assessment of co-curricular education.
D. Recruitment and Retention Activities

1. Assist with on-campus visitation by prospective students.

2. Assist with admissions and enrollment activities.



4.   Assist with student orientation activities.

E.
Staff Selection, Training, Supervision, and Evaluation

1. Assists in the selection of housing staff.

2. Facilitates and participates in extensive in-service training.

3. Leads all staff meetings.

4. Provides immediate supervision of all college housing staff.

5. Performs annual formal evaluation of housing staff.

FL.
Assumes other responsibilities as designated by the Vice President for Student 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.









