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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

CONDITIONS FOR EMPLOYMENT ADMINISTRATIVE STAFF

I.
POLICY

1.00
GENERAL STATEMENT

1.01 Persons employed by Allen County Community College are expected to maintain high standards of ethical conduct.

2.00
SPECIFIC STATEMENTS

2.01 The standards of employee conduct are reflected in the following:

a. The welfare of the students and the general welfare of the college shall be given primary consideration in any employee-personnel problems that may arise;

b. Courteous and professional relationships with other personnel, students, and visitors must be maintained;

c. Employment privileges shall not be used for personal gain; and

d. Properties, equipment, and materials belonging to the college must be used in an authorized manner.

2.02
Administrative staff must produce both the quantity and quality of work which meet acceptable standards.  These standards are determined by the employee’s immediate supervisor after consultation with appropriate members of the professional staff.

2.03
It is the obligation of each administrative employee to notify the immediate supervisor of any work day which the employee must be absent from work.

2.04
The direct supervisor of each administrative person shall prepare and submit to the personnel officer, evaluation forms for all administrative employees.  These forms are to be signed by all employees.

2.05
Official transcripts must be submitted before employment is considered final.  Applicants will have 30 days from date of notice of employment to obtain official transcripts and submit them to personnel office.
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2.06
All degree requirements, regardless of level, must be from a regionally accredited      institution.

2.07    
Assignments of all administrative personnel may be subject to change when in the

opinion of their immediate supervisor the resulting change will provide an overall improvement for the college.  Change in assignment may result in adjustment in the pay schedule.
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