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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

POSITION DESCRIPTION:  DIRECTOR OF HIGH SCHOOL PARTNERSHIPS 
1.00 GENERAL STATEMENTS

1.01 Position Scope
a. The Director of High School Partnerships is responsible for collaborating with school districts to establish educational needs and leads the development and implementation of programs and courses in response to those needs. Serves as the primary liaison between high schools and the College and ensures compliance with state and other standards/regulations.  The primary responsibilities are scheduling and coordination of concurrent/dual credit and CTE course offerings in area high schools and assisting high school counselors with recruiting and enrolling students.  Serves as the primary point of contact for high school students, parents, counselors, and principals.
b. The Director of High School Partnerships will collaborate with College administration, faculty, and staff to ensure state and federal regulations are met within the high schools the College serves. 
2.00
SPECIFIC STATEMENTS
2.01
Position Function and Category

a. Reporting Relationship:
 
Vice President for Academic Affairs


b. Function/Category of Position: 
Management/Supervisory
c. Length of Contract: 

12 months (July 1 through June 30 annually)

d. Salary Category: 


V
2.02
Supervision
a. Supervision Received: 

Vice President for Academic Affairs
b. Supervision Exercised: 

High School Coordinators
2.03
Key Areas of Responsibility
a. Assist with recruitment of high school adjunct faculty by participating in search, interview, and selection processes.
b. Assist with collecting and verifying adjunct faculty employment information.
c. Prepare the class schedule for concurrent/dual credit offerings in coordination with high school principals, counselors, etc.
d. Check enrollment and finalize contracts for concurrent/dual credit instructors and ACC building coordinators once enrollment is verified.
e. Assist with course-related requirements by adjunct faculty in the concurrent high schools.
f. Assure that adjunct faculty in the concurrent high schools receive appropriate instructional materials and course content information.
g. Serve as liaison between division chairs, Deans, and high school adjunct faculty.
h. Assist Deans and division chairs with observations and instructional evaluations for high school adjunct faculty. 
i. Support and encourage the student evaluation of the instruction process within the concurrent high schools.
j. Assist with planning and conducting in-service and/or professional development training initiatives regarding high school enrollment.
k. Coordinate the production and distribution of communications between the College and the high schools.
l. Assist with the ACC website and social media regarding concurrent/dual credit information.
m. Coordinate with Unified School Districts for the completion of Articulation Agreements.
n. Assist with the development and submission of Kansas Board of Regents CEP and dual credit reporting.   
o. Assist with promoting College services to high schools.
p. Represent the college at partner high schools and assist with enrollment and other processes in both concurrent and dual credit courses.
q. Monitor textbooks and coordinate delivery to high schools with the bookstore.
r. Coordinate student billings and payment plans with the ACC Business Office.
s. Coordinate parent billing communications.
t. Prepare and make available the concurrent/dual credit student handbook.
u. Remain competent and current through self-directed professional reading, developing professional contacts with colleagues including but not limited to attending statewide meetings, attending professional development courses, and attending training and/or courses as appropriate.
v. Prepare the concurrent/dual-credit budget.
w. Analyzes cost requirements and makes recommendations for fee structures to the Vice President for Academic Affairs.
x. Prepare departmental reviews as required.
y. Perform other duties as assigned.
Adopted: 02/2024







          II-C-3.2


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.
