II-C-5.3


ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

POSITION DESCRIPTION: RESIDENCE HALL DIRECTOR 

1.00
GENERAL STATEMENTS

1.01
Position Scope
a. The Residence Hall Director is directly responsible for developing and supervising a residence hall living program that complements and enhances student life on the Allen campus.

b. The Director of Residence Hall participates in the formation of general college policy as a member of the Student Services Council and through participation on Standing Institutional Committees.

2.0 SPECIFIC STATEMENTS

2.01
Position Function and Category

a. Reporting Relationship:  Director of Student Life
b. Function/Category of Position:  Student Services/Management and Supervisory

c. Terms of Employment:  10 months (annually)

d. Salary Category: OO

2.02 Supervision

a. Supervision Received: The Residence Hall Director reports directly to the Director of Student Life.

b. Supervision Exercised: The Residence Hall Director may supervises student assistants.

2.03 Key Areas of Responsibility

a. Selection, training, supervision and evaluation of student staff.

· Facilitate and participate in extensive in-service training.

· Participate in staff meetings.

· Be familiar with campus personnel, resources, and procedures.

b. Administration

· Direct the overall management and operation of the residence hall.

· Perform and schedule weekend duty.

· Establish office hours for availability to residents and staff.

· Submit administrative reports and forms.

· Supervise hall opening and closing procedures.

c. Student Conduct

· Communicate guidelines of conduct, which protect the individual student’s rights.

· Know Allen rules and regulations and why they are educationally advantageous to students.

· Explain and interpret college rules and regulations to students, and enforce all policies in a fair and objective manner.

· Set an example by adhering to federal, State, and Local Laws and the rules and regulations of the College.

· Document all violations.

d. Advisor to Hall Council

· Provide information, resources and feedback to hall government representatives.

· Advise and attend Hall Council.

· Create opportunities for team building, interaction and cooperation between Hall Council, and Residents.

e. Programming

· Develop and implement programming.

· Work with Student Activities Office in program planning and implementations.

· Support programming efforts through presenting programs, attending programs and providing resource information for staff programming.

f. Resource for Residents

· Provide assistance and information regarding hall issues and concerns, departmental policies, etc.  In addition, serve as a resource regarding college departments, services and facilities.

· Coordinate emergency procedures (e.g. medical/personal concerns, fire alarms, threatening weather, and urgent maintenance needs)

· Counsel and refer regarding personal and academic concerns.

g. Perform other duties as assigned by the Director of Student Life.

2.04 Expectations for Living on Campus

a. All Allen employees should conduct themselves in a professional manner while on campus.  This includes employees living on campus.

b. Any employee residing in campus housing must abide by all the policies found in the current Residence Hall Handbook.

c. These are some of the Residence Hall Handbook policies that may affect staff living in student housing.  Staff should refer to the Handbook for a complete list of policies.
· Alcohol – the possession or consumption of alcoholic beverages on college property is not permitted.

· Controlled Substances – the possession or consumption of controlled substances/drugs is not permitted.

· Visitors/Guests – no one other than the college employee may live in the assigned apartment/room.  The Director of Student Life may allow for spouse/children to live on campus.  Overnight guests must have permission of roommate (if applicable) and guests may not stay more than three consecutive nights.

· Pets – no animals are allowed on campus except service animals.

· Smoking – smoking, including vaping is prohibited inside all college buildings.
· Weapons in the Residence Halls – staff carrying concealed handguns must follow this policy for carry and storage of weapons.
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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.
