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ALLEN COUNTY COMMUNITY COLLEGE 

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

EMPLOYMENT OF MANAGEMENT/SUPERVISORY STAFF

I.
POLICY

1.00
GENERAL STATEMENTS

1.01 It is the intent of the Allen County Community College Board of Trustees to

            employ the most qualified management/supervisory staff possible.

1.02 An equal opportunity for employment shall be afforded to all persons seeking

            management/supervisory staff positions.  Every effort will be made to provide

            access to positions by minority applicants in compliance with the ACCC 

           Affirmative Action Statement.

2.00
SPECIFIC STATEMENTS

2.01 When it becomes necessary to employ management/supervisory staff, the position

shall be advertised with the placement services of all state universities in Kansas and with the placement services of selected colleges and universities in surrounding states.  In addition, position announcements are mailed to all Kansas community colleges and to selected community colleges in surrounding states.  Notification of the vacancy shall also be provided to all ACCC faculty and staff.  The President may advertise in regional and national publications.

2.02 The announcement of vacancy shall include the title of the position, responsibilities, qualifications, salary, starting date, closing date for applications to be received, information on where to send the application, brief information concerning ACCC, and a statement of equal opportunity.

2.03 When resignations or other circumstances cause positions to become vacant with very little advance notice and when the continued smooth operation of the college will be impeded by a delay in seeking a replacement, the President may temporarily fill the position from existing applicant pools.  This policy is intended to ensure that essential college functions continue in an orderly manner and is not designed to circumvent normal employment policies and procedures.

2.04 All management/supervisory staff, whether full-time or part-time, shall sign a contract that includes the assignment, salary, length of contract, and any special conditions.
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2.05
Persons seeking employment at ACCC must complete a job application form. 

This form may be obtained from the personnel officer.  The completed application form becomes a part of the applicant’s personnel file in the event the applicant is employed by the college.

2.06
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.

2.07    Master’s degree is normally preferred for all full-time management/supervisory personnel.  Experience may be considered in lieu of a degree.

2.08
All degree requirements, regardless of level, must be from a regionally accredited      institution.

2.09     Management/supervisory staff who desire to change positions within Allen

County Community College must submit a request in writing to the personnel officer stating the request. 

II.
PROCEDURES

3.00
SELECTION PROCESS

3.01
Prior to employing an individual, a determination of the need for the position will be conducted and the position description reviewed.

3.02
A proposal to advertise the position shall be presented to the Board of Trustees, when feasible.

3.03 The position will be advertised in a manner to insure widespread knowledge of

            the vacancy and to encourage applications from minority candidates.

3.04 After the closing date, the applicants shall be screened in a two-stage process.

1. Screen on eligibility criteria.

2. Screening for selection process.

A.  For full-time management/supervisory openings the President or designee

shall select a committee to screen for eligibility.  The committee shall be composed of administrators, faculty, and staff.
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B. The screening committee for selection shall be chaired by the President or

designee.  The President may appoint the same committee used for screening for eligibility or appoint other employees of the college.



3.05
Interviews shall be conducted as follows:  (a)  candidates living 300 or more miles from the campus by a telephone interview; and (b)  candidates living less than 300 miles from the campus will be invited for an interview.  Those candidates holding promise after a telephone interview will be invited for a personal interview.

3.06     The college does not pay travel expenses for candidates interviewing for

           management/supervisory positions.

3.07
Personal and telephone interviews will be structured with each candidate being asked to make opening and closing comments and committee members asking prepared questions.

3.08    The President shall be presented the committee’s choice before the candidate is 

           informed.  The President reserves the right to ask the committee for another

           choice.

3.09
With the President’s approval, the position may be offered pending approval



by the Board of Trustees.

3.10 Filling the Position

1.  The successful applicant will be presented to the Board of Trustees, along with

     all pertinent data from the application process, for appropriate action.

2.  Committees may be asked to select additional applicants.
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