NEOSHO COUNTY COMMUNITY COLLEGE
BOARD OF TRUSTEES

AGENDA

April 9, 2015 - 5:30 P.M.
Student Union, Room 209

l. Call to Order

Il. Roll Call

1l. Public Comment

IV.  Approval of the Agenda

V. Consent Agenda

A. Minutes from March 12, 2015
B. Claims for Disbursement for March 2015
C. Personnel
D. Part-time Custodian-Ottawa
E. Director of Adult Basic Education
F. Assistant Director of Adult Basic Education
G. Revised Job Descriptions
VI. Reports
A. Faculty Senate — Dr. Luka Kapkiai
B. Student Learning Division —Jim Genandt
C. Treasurer —Sandi Solander
D. President —Dr. Brian Inbody

VIIL. Old Business

A. Resolution 2015-16: Refunding Certificates of Participation Series 2015
VIII. New Business

A. Resolution 2015-17: Administrative Assistant to the Athletic Director

B. Resolution 2015-18: Faculty Renewal Recommendations

C. Resolution 2015-19: Administrative Employees Contract Renewals

D. Resolution 2015-20: Hourly Non-Exempt Employees Contract Renewals

E. Resolution 2015-21: Community National Bank & Trust Panthers CheckCard Program

F. Resolution 2015-22: 2015-2016 College Catalog

G. Resolution 2015-23: Ottawa Groundskeeping Bids

H. Executive Session: Employer/Employee Negotiations

I.  Executive Session: Non-Elected Personnel

Adjournment



NEOSHO COUNTY COMMUNITY COLLEGE
BOARD OF TRUSTEES

MINUTES
April 9, 2015 - 5:30 P.M.
Student Union, Room 209

CALL TO ORDER

David Peter called the meeting to order at approximately 5:30 p.m. in Room 209 of the Student Union.

ROLL CALL

The following members were present: Kevin Berthot, Charles Boaz, Patricia Griffith, Lori Kiblinger,
David Peter, and Dennis Peters.

Also in attendance were Kerrie Coomes, Dale Ernst, Marie Gardner, Jim Genandt, Denise Gilmore, Dr.
Brian Inbody, Luka Kapkiai, Brenda Krumm, Kent Pringle, Kerry Ranabargar, Mike Saddler, Ben Smith,
and Sandi Solander.

PUBLIC COMMENT

Steve Murry was recognized for achieving his 900" win today. Steve has been the head baseball coach
at NCCC since 1986.

APPROVAL OF THE AGENDA

On motion by Dennis Peters and second by Charles Boaz the agenda was approved as printed.

CONSENT AGENDA

On motion by Dennis Peters and second by Lori Kiblinger the following items were approved by
consent:

A. Minutes from March 12, 2015
B. Claims for Disbursement for March 2015
C. Personnel

1. Resignation of Theatre Instructor

It was the president’s recommendation that the Board accept the resignation of Emily
Kasprzak, Theatre Instructor. Ms. Kasprzak’s resignation shall be effective May 20, 2015.



Resignation of AA to the Director of Adult Basic Education/Receptionist Chapman Learning
Center

It was the president’s recommendation that the Board accept the resignation of Jodi Lucke,
Administrative Assistant to the Director of Adult Basic Education/Receptionist Chapman
Learning Center. Ms. Lucke’s resignation shall be effective May 31, 2015.

Resignation of Assistant Cheer and Dance Coach

It was the president’s recommendation that the Board accept the resignation of Abigail Lind,
Assistant Cheer and Dance Coach. Ms. Lind’s resignation shall be effective May 15, 2015.

Resignation of ABE Coordinator

It was the president’s recommendation that the Board accept the resignation of Krista Clay,
ABE Coordinator, pending her appointment as the Director of Adult Basic Education.

Resignation of ABE Coordinator (ICC)

It was the president’s recommendation that the Board accept the resignation of Heather
Lyden, ABE Coordinator (ICC), pending her appointment as the Assistant Director of Adult Basic
Education.

Resignation of Maintenance-Ottawa

It was the president’s recommendation that the Board accept the resignation of Julian Fisher,
Maintenance-Ottawa. Mr. Fisher’s resignation shall be effective May 1, 2015.

Resignation of Vice President for Student Learning

It was the president’s recommendation that the Board accept the resignation of James
Genandt, Vice President for Student Learning. Mr. Genandt’s resignation shall be effective
June 11, 2015.

Talent Search Academic Advisor

It was the president’s recommendation that the Board approve the appointment of Lona
Reeves as Talent Search Academic Advisor. Ms. Reeves has a B.A. in Communications, Mass
Media and Public Relations from PSU; M.A., Africology (African and African American Studies)
and Doctorate, Africology (Communications, Culture, History and Psychology) from Temple
University, PA.

Ms. Reeves’ prior work experience includes vendor representative sales and marketing
associate for Acosta Impact, Jacksonville, FL; multi-tier staff support coordinator at USD 446,
Independence Middle School, Independence, KS; and young adult consultant at Independence
Public Library, Independence, KS.

Ms. Reeves will be paid an annual salary of $31,000 (Management Support). Her start date will
be April 13, 2015.



D. Part-time Custodian-Ottawa Position

For nearly the past two years the college has contracted with Joyce Dodson to provide additional
custodial services for the Ottawa campus. Contract labor is intended to be temporary in nature.
This contract has been going for almost two years. It is time to end the contract and make Ms.
Dodson an employee with full rights and responsibilities as we have done with other positions
here at the college previously.

It was the president’s recommendation that the Board create the position of Part-time Custodian-
Ottawa and that Joyce Dodson be named to this position. A copy of the job description follows.

Ms. Dodson will be paid $10.00 an hour (Level 1) beginning May 1, 2015, for 20 hours per week
with work schedule to be determined by the Director of Facilities. This is a part-time position and
the additional cost for holiday, sick-leave and vacation has been factored into the budget.



PART-TIME CUSTODIAN - OTTAWA

Reports to: Director of Facilities
Classification: Part-time 10-month Employee, 20 hrs/wk
Pay Status: Regular Non-exempt, Hourly Level |
KPERS eligible, Fringe Benefit per Board Policy
Starting Salary range $9.70 to $10.70 hourly
Created: April 2015

Purpose of position: This position performs a variety of custodial functions for the college and reports to the
Director of Facilities under his direct supervision.

Essential Functions
1. Provide premiere quality service to all constituencies of the College.
2. Engage in continuous quality improvement and professional development.

Duties and Responsibilities
1. Perform cleaning assignments in building on approved schedules (daily, weekly, monthly, annual);
Follow approved cleaning procedures and supplies to assure a clean, safe premiere facility;
Assist the Director of Facilities with event/activity planning and implementation;
Assist with coordination of the ordering of cleaning supplies for the Ottawa campus;
Pick up trash around building, secure building as appropriate and work at functions that require the
use of the college facility at special times;
6. Work special assignments during the summer, depending on remodeling and annual maintenance
projects;
7. Work at a professional pace and stay on course to get work schedule complete every day;
Assist and support maintenance staff when needed; and
9. Perform other duties as assigned by the Director of Facilities.
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Required Knowledge, Skills and Abilities
1. Ability to work effectively with all levels of employees;
2. Ability to project a positive and professional image to students, employees, and the public;
3. Ability to appropriately exercise independent initiative and judgment; and
4. Ability to learn and implement new procedures.

Education and Experience
1. High school diploma or GED certificate AND three to five years experience (full-time equivalent) with
knowledge, skills and abilities listed above are required; OR
2. An Associate’s degree AND two years experience (full-time equivalent) with knowledge, skills and
abilities listed above are required.
3. Previous custodial experience is required.

Working Conditions
1. Ability to stand, bend at the waist and stoop or squat while working on a regular daily basis is required;
2. Ability to reach and work overhead on an occasional basis is required,;
3. Occasional lifting of up to 40 pounds from the floor to waist height is required;




4. Outside work will be required as necessary;
5. Evening and/or weekend work may be required; and
6. Some overtime may be required, as well as some flexibility in occasional early or late hours.

Non-Discrimination (1/9/15)

Neosho County Community College affords equal opportunity to and does not discrimination against students, employees, and
applicants regardless of race, color, religion, sex (including pregnancy), sexual orientation, gender identity, ethnicity, national origin,
ancestry, age, disability, marital status, genetic information, status as a veteran, political affiliation, or other factors that cannot be
lawfully considered in its programs and activities, including admissions and employment, to the extent and as required by all applicable
laws and regulations including but not limited to Title VII of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972,
Section 504 of the Rehabilitation Act of 1973, The Americans With Disabilities Act of 1990, The Americans With Disabilities Act
Amendments Act of 2008, The Age Discrimination In Employment Act of 1967, Title Il of the Genetic Information Act of 2008, Kansas
Acts Against Discrimination, Section 188 of the Workforce Investment Act, and any amendments to such laws and regulations.

The following offices have been designated to handle inquiries regarding the Non-Discrimination and to coordinate implementation of
this policy. They may be contacted to initiate an investigation under the policy or to answer questions regarding this policy.

Vice President for Operations
a/k/a Chief Operations Officer
Neosho County Community College
800 West 14th Street

Chanute, KS 66720

Telephone: (620) 432-0301

Students may in the alternative prefer to contact:

Dean of Student Services

Neosho County Community College
800 W. 14th Street

Chanute, KS 66720

Telephone: (620) 432-0304

Using the College's complaint or grievance process does not prohibit an employee or student from contacting or filing a complaint with
these agencies:

U.S. Department of Education Kansas Human Rights Commission (KHRC) Equal Employment Opportunity Commission (EEOC)

Office of Civil Rights Main Office, Topeka Kansas City Area Office
1010 Walnut Street 900 S.W. Jackson, Suite 851-S 400 State Avenue, Suite 905
3rd Floor, Suite 320 Topeka, KS 66612-1258 Kansas City, KS 66101
Kansas City, MO 64106 Telephone: (785) 296-3206 Telephone: (913) 551-5655
Telephone: (816) 268-0550 Toll Free: (888) 793-6874



E. Director of Adult Basic Education

The resignation of the Director of the Chapman Learning Center created an opportunity to review
the Adult Basic Education program structure and position responsibilities. Previously the Director
of the CLC served in the capacity of “director” of Adult Basic Education. Since that position is not
being refilled, it is necessary to create a Director of Adult Basic Education position. This is a grant-
funded position. The new position description is attached.

It was the president’s recommendation that the Board create the position of Director of Adult
Basic Education and that Krista Clay be named to this position. Ms. Clay currently serves as the
ABE Coordinator. Ms. Clay shall assume this position beginning April 13, 2015, with no increase in
salary.



DIRECTOR OF ADULT BASIC EDUCATION

Reports to: Dean of Outreach and Workforce Development
Classification: Full-time, 12-month employee,

Pay Status: Administrator, exempt
Vacation/Sick Leave/Holidays per Board Policy
Salary Range: $35,000- $45,000
Revision Date: April 2015

Position Overview: This position reports to the Dean of Outreach and Workforce Development and has
responsibility for the administration of the Adult Basic Education (ABE) grant. Duties include, but are not

limited to:

Essential Functions
1. Provide premiere quality service to all constituencies of the College.
2. Engage in continuous quality improvement and professional development.

Primary Duties
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9.

10.
11.
12.
13.
14.
15.

16.

Administer the adult basic education program, both on-campus and off-campus;

Maintain and enhance relations with partner educational entities within the ABE Consortium;
Engage the Assistant Director of ABE in administrative responsibilities;

Supervise and evaluate the ABE staff members, with the exception of the Assistant Director, who
will be evaluated by the Dean;

Coordinate the administration of the General Education Development Test;

Participate and promote Kansas Board of Regents programs such as Accelerating Opportunities for
Kansas (AO-K), GED Accelerator, and the AO-K Proviso.

Write grants in the procurement of private, state, and federal funds to promote literacy and
workplace skills;

Develop and administer a recruiting strategy that includes advertising and marketing to attract
ABE students;

Refer ABE students to technical training and/or associate degree coursework, as appropriate;
Attend conferences and meetings that will enhance ABE instruction and services to students;
Provide local in-service and staff development activities;

Complete and file reports for local, state, and federal entities in a timely manner;

Manage the budgets for private, local, state, and federal ABE funds;

Coordinate the ABE program with other activities in the Chapman Learning Center;
Coordinate, schedule, and conduct advisory committee meetings with business and referral
agencies; and

All other duties as assigned by the dean of outreach and workforce development.

Education and Experience

1.
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Bachelor’s degree required; master’s degree preferred.

3-5 years of adult literacy experience required.

Supervisory skills required.

Engaging personality and ability to work effectively with people.
Excellent organizational skills with attention to detail.



Excellent computer skills

Evidence of strong oral and written communication skills.

Demonstrated ability to work with confidential information in a professional manner.
Experience working within a higher education environment, community college experience
preferred

10. Willingness to lead and work as a member of a variety of teams.
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Working Conditions
1. Normal office working environment.
Ability to sit for long periods while operating a personal computer is required.
Some travel during normal working hours is required.
Reliable transportation is required.
Time commitment in excess of a forty hour week will sometimes be required
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Non-Discrimination (1/9/15)

Neosho County Community College affords equal opportunity to and does not discrimination against students, employees, and
applicants regardless of race, color, religion, sex (including pregnancy), sexual orientation, gender identity, ethnicity, national origin,
ancestry, age, disability, marital status, genetic information, status as a veteran, political affiliation, or other factors that cannot be
lawfully considered in its programs and activities, including admissions and employment, to the extent and as required by all applicable
laws and regulations including but not limited to Title VII of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972,
Section 504 of the Rehabilitation Act of 1973, The Americans With Disabilities Act of 1990, The Americans With Disabilities Act
Amendments Act of 2008, The Age Discrimination In Employment Act of 1967, Title Il of the Genetic Information Act of 2008, Kansas
Acts Against Discrimination, Section 188 of the Workforce Investment Act, and any amendments to such laws and regulations.

The following offices have been designated to handle inquiries regarding the Non-Discrimination and to coordinate implementation of
this policy. They may be contacted to initiate an investigation under the policy or to answer questions regarding this policy.

Vice President for Operations
a/k/a Chief Operations Officer
Neosho County Community College
800 West 14th Street

Chanute, KS 66720

Telephone: (620) 432-0301

Students may in the alternative prefer to contact:

Dean of Student Services

Neosho County Community College
800 W. 14th Street

Chanute, KS 66720

Telephone: (620) 432-0304

Using the College's complaint or grievance process does not prohibit an employee or student from contacting or filing a complaint with
these agencies:

U.S. Department of Education  Kansas Human Rights Commission (KHRC) Equal Employment Opportunity Commission (EEOC)

Office of Civil Rights Main Office, Topeka Kansas City Area Office
1010 Walnut Street 900 S.W. Jackson, Suite 851-S 400 State Avenue, Suite 905
3rd Floor, Suite 320 Topeka, KS 66612-1258 Kansas City, KS 66101
Kansas City, MO 64106 Telephone: (785) 296-3206 Telephone: (913) 551-5655
Telephone: (816) 268-0550 Toll Free: (888) 793-6874



F.

Assistant Director of Adult Basic Education

The administrative duties of the Adult Basic Education program warrant the creation of an
Assistant Director of ABE position. This position replaces the ABE Transition
Coordinator/Instructor position. This is a grant funded position. The new position description is
attached.

It is the President’s recommendation that the Board create the position of Assistant Director of
Adult Basic Education and that Heather Lyden be named to this position. Ms. Lyden currently
serves as the ABE Transition Coordinator/Instructor. Ms. Lyden shall assume this position
beginning April 13, 2015, with no increase in salary.

10



ASSISTANT DIRECTOR OF ADULT BASIC EDUCATION

Reports to: Dean of Outreach and Workforce Development
Classification: Full-time, 12-month employee,

Pay Status: Administrator, exempt
Vacation/Sick Leave/Holidays per Board Policy
Salary Range: $30,000- $40,000
Revision Date: April 2015

Position Overview: This position reports to the Dean of Outreach and Workforce Development and has
responsibility for the administration of the Adult Basic Education (ABE) grant. Duties include, but are not

limited to:

Essential Functions
1. Provide premiere quality service to all constituencies of the College.
2. Engage in continuous quality improvement and professional development.

Primary Duties

1.

15.

Assist the director in administration of the adult basic education program, both on-campus and
off-campus;

Manage specific outreach sites as assigned by the director.

Maintain and enhance relations with assigned partner educational entities within the ABE
Consortium;

Supervise and evaluate ABE staff members as assigned;

Coordinate the administration of the General Education Development Test;

Participate and promote Kansas Board of Regents programs such as Accelerating Opportunities for
Kansas (AO-K), GED Accelerator, and the AO-K Proviso.

Refer ABE students to technical training and/or associate degree coursework, as appropriate;
Serve as the AO-K project liaison.

Collect, record and report AO-K data a timely manner.

. Coordinate Partners in Change initiative on-campus and at off-campus sites.

. Hire and evaluate adjunct employees for Partners in Change.

. Track and follow-up with students in Partners in Change.

. Implement and manage the MAMTC grant.

. Initiate partnerships with State and local entities such as Department of Children and Families,

Department of Commerce, Kansas Rehabilitation Services, Department of Corrections and others.
All other duties as assigned by the director of adult basic education.

Education and Experience

1.
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Bachelor’s degree required; master’s degree preferred.

1-3 years of adult literacy experience required.

Supervisory skills required.

Engaging personality and ability to work effectively with people.
Excellent organizational skills with attention to detail.

Excellent computer skills

Evidence of strong oral and written communication skills.
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8. Demonstrated ability to work with confidential information in a professional manner.

9. Experience working within a higher education environment, community college experience
preferred

10. Willingness to lead and work as a member of a variety of teams.

Working Conditions
1. Normal office working environment.
Ability to sit for long periods while operating a personal computer is required.
Some travel during normal working hours is required.
Reliable transportation is required.
Time commitment in excess of a forty hour week will sometimes be required
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Non-Discrimination (1/9/15)

Neosho County Community College affords equal opportunity to and does not discrimination against students, employees, and
applicants regardless of race, color, religion, sex (including pregnancy), sexual orientation, gender identity, ethnicity, national origin,
ancestry, age, disability, marital status, genetic information, status as a veteran, political affiliation, or other factors that cannot be
lawfully considered in its programs and activities, including admissions and employment, to the extent and as required by all applicable
laws and regulations including but not limited to Title VII of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972,
Section 504 of the Rehabilitation Act of 1973, The Americans With Disabilities Act of 1990, The Americans With Disabilities Act
Amendments Act of 2008, The Age Discrimination In Employment Act of 1967, Title Il of the Genetic Information Act of 2008, Kansas
Acts Against Discrimination, Section 188 of the Workforce Investment Act, and any amendments to such laws and regulations.

The following offices have been designated to handle inquiries regarding the Non-Discrimination and to coordinate implementation of
this policy. They may be contacted to initiate an investigation under the policy or to answer questions regarding this policy.

Vice President for Operations
a/k/a Chief Operations Officer
Neosho County Community College
800 West 14th Street

Chanute, KS 66720

Telephone: (620) 432-0301

Students may in the alternative prefer to contact:

Dean of Student Services

Neosho County Community College
800 W. 14th Street

Chanute, KS 66720

Telephone: (620) 432-0304

Using the College's complaint or grievance process does not prohibit an employee or student from contacting or filing a complaint with
these agencies:

U.S. Department of Education  Kansas Human Rights Commission (KHRC) Equal Employment Opportunity Commission (EEOC)

Office of Civil Rights Main Office, Topeka Kansas City Area Office
1010 Walnut Street 900 S.W. Jackson, Suite 851-S 400 State Avenue, Suite 905
3rd Floor, Suite 320 Topeka, KS 66612-1258 Kansas City, KS 66101
Kansas City, MO 64106 Telephone: (785) 296-3206 Telephone: (913) 551-5655
Telephone: (816) 268-0550 Toll Free: (888) 793-6874
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G. Revised Job Descriptions

During evaluations employees were asked to review their job descriptions with their supervisors to
see if any changes needed to be made. It is the president’s recommendation that the following job
descriptions be revised as indicated in the attachments:

Vice President for Operations

Dean of Student Services

Dean of Operations/CIO

Athletic Director

Director of Human Resources

STARS Director

Talent Search Director

Upward Bound Director

Director of Technology Services

Director of Allied Health

Coordinator of Assessment

Director of Development/Marketing

Talent Search Academic Advisor

Alumni Relations/Development Assistant
Head Athletic Trainer/Instructor

Director of Residence and Student Life
Administrative Assistant to the President and Clerk/Board of Trustees
Financial Aid Clerk

Office Services Clerk

Switchboard/Office Services Clerk (Chanute)
Talen Search Administrative Assistant

Vice President for Student Learning
Administrative Assistant to Adult Education/Receptionist for Chapman learning Center

13



VICE PRESIDENT FOR OPERATIONS

Reports to: President
Organizational Unit: Exempt, Executive Administration
Starting Salary range: $75,000-$90,000
Based on Education and Experience
Revised: April 2015

This position reports to the President and provides executive leadership and administrative oversight for the
following areas of the College: capital projects, operations, technology services, maintenance and facilities,
safety and security, and planning. The Vice President shall serve on the President’s executive team.

Essential Functions
1. Provide premiere quality service to all constituencies of the College.
2. Engage in continuous quality improvement and professional development.

Duties and Responsibilities
1. Provides project leadership, coordination and project management for all college deferred
maintenance and capital improvement projects;
2. Serve as chief operations officer for the college;
3. Serve as Title IX Coordinator for the college and provide proactive leadership and overall coordination
to ensure compliance with Title IX;

5. Exercises leadership for and executive management of assigned areas and for the professional
development of assigned personnel;

6. Oversees the implementation of College administrative strategic goals and action plans for areas of
responsibility;

7. Assists in the formulation of the College’s overall operating budget;

8. Participate in the overall planning operations of the College and provide direct oversight of the
strategic technology plan, emergency action plan, capital improvement plan, and facility master plan;

9. Oversees the information technology aspects of the college through direct supervision of the Associate

Dean for Operations/CIO;

10. Oversees the maintenance, facilities and grounds-keeping operations of the college through the direct
supervision of the Maintenance Supervisor;

11. Oversees the development and implementation of the College’s safety and emergency plans through
the direct supervision of the Associate Dean for Operations/CIO, and provides oversight for safety and
security of the College and its constituents; and,

12. Other duties as assigned by supervisor.

Experience and Education
1. Master’s degree required in one of the areas of responsibility; Doctorate preferred.
2. CPM certification preferred.
3. Ten years of administrative experience required, preferably in one of the areas of position’s
responsibility; five years in higher education preferred.
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Supervision
1. Direct: Three (Including, Director of Technology Services /CIO, and Director of Facilities, AA, plus direct

liaison with contractors and sub-contractors)
2. Indirect: Twenty

Working Conditions
1. Normal office working environment with frequent visits to renovation and construction project sites.
2. Ability to sit in an office chair for long periods while operating a personal computer is required.
3. Some travel during normal working hours will be required.
4. Occasional overtime will be required.

Non-Discrimination (1/9/15)

Neosho County Community College affords equal opportunity to and does not discrimination against students, employees, and
applicants regardless of race, color, religion, sex (including pregnancy), sexual orientation, gender identity, ethnicity, national origin,
ancestry, age, disability, marital status, genetic information, status as a veteran, political affiliation, or other factors that cannot be
lawfully considered in its programs and activities, including admissions and employment, to the extent and as required by all applicable
laws and regulations including but not limited to Title VII of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972,
Section 504 of the Rehabilitation Act of 1973, The Americans With Disabilities Act of 1990, The Americans With Disabilities Act
Amendments Act of 2008, The Age Discrimination In Employment Act of 1967, Title Il of the Genetic Information Act of 2008, Kansas
Acts Against Discrimination, Section 188 of the Workforce Investment Act, and any amendments to such laws and regulations.

The following offices have been designated to handle inquiries regarding the Non-Discrimination and to coordinate implementation of
this policy. They may be contacted to initiate an investigation under the policy or to answer questions regarding this policy.

Vice President for Operations
a/k/a Chief Operations Officer
Neosho County Community College
800 West 14th Street

Chanute, KS 66720

Telephone: (620) 432-0301

Students may in the alternative prefer to contact:

Dean of Student Services

Neosho County Community College
800 W. 14th Street

Chanute, KS 66720

Telephone: (620) 432-0304

Using the College's complaint or grievance process does not prohibit an employee or student from contacting or filing a complaint with
these agencies:

U.S. Department of Education  Kansas Human Rights Commission (KHRC) Equal Employment Opportunity Commission (EEOC)

Office of Civil Rights Main Office, Topeka Kansas City Area Office
1010 Walnut Street 900 S.W. Jackson, Suite 851-S 400 State Avenue, Suite 905
3rd Floor, Suite 320 Topeka, KS 66612-1258 Kansas City, KS 66101
Kansas City, MO 64106 Telephone: (785) 296-3206 Telephone: (913) 551-5655
Telephone: (816) 268-0550 Toll Free: (888) 793-6874
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DEAN OF STUDENT SERVICES

Reports to: Vice President for Student Learning
Classification: Senior Administrator, Full-time 12 Month
Pay Status: Regular Exempt
Fringe Benefits per Board Policy
Starting Salary range $50,000-$65,000
Revised: April 2015

This position reports to the Chief Academic Officer and is responsible for the leadership of the College’s
student services and programs in accordance with board policy. The dean shall develop and implement
programs and services that support the success, safety, and personal development of all students, as well as
enrollment management units and their interaction with other units of the College. The Dean of Students
works closely with administrators and faculty. Duties include, but are not limited to:

Essential Functions

1.
2.

Provide premiere quality service to all constituencies of the College.
Engage in continuous quality improvement and professional development.

Duties and Responsibilities

1.
2.

10.
11.

12.

Serve as the Chief Student Affairs Officer for the institution.

Work with the Vice President for Student Learning to ensure formal and informal communication of
projects, opportunities, and concerns related to unit performance and impact related to the college
purposes linked to enrollment management services, including.

The Dean will provide leadership for residential housing and college activities which include, but is not
limited to, clubs and organizations, and develop and implement processes and services related to
counseling students at NCCC.

Provide leadership through administration of student disciplinary and code of conduct issues per College
policies in collaboration with the Dean of Student Services. This includes appropriate investigation and
resolution of incidents and situations.

Provide leadership and coordination in the assessment of out-of-classroom learning for all students,
including student/community involvement and participation.

Ensure that students are made aware of and have access to information and guidance to college and
community support services as appropriate.

Prepare and execute/monitor budgets in the student services area.

Oversee that the unit carries out board policy in regard to student discipline and student conduct with
authority delegated by the board to administer a fair and just disciplinary program.

Serve as Clery Coordinator; provide training to employees and student Campus Security Authorities
(CSA’s), collect crime statistics data, and create and disseminate the annual campus security and fire
safety report;

Serve as deputy Title IX coordinator for student investigations;

Coordinates compliance with nondiscrimination requirements contained in Title VI of the Civil Rights
Act of 1964, Fitle IX-of the EducationAmendmentsof 1972 Section 504 of the Rehabilitation Act of
1973, the Americans with Disabilities Act of 1990, and the Americans with Disabilities Act Amendments
Act of 2008.

Attend college events to show support for students as time permits.
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13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.
25.

26.
27.

28.

29.

30.

31.

32.

Support personnel at the Ottawa Campus, the Online Campus, and other sites as necessary with
appropriate student services and activities.

Maintain and continue to develop a wellness focus which includes leading healthy choices
programming and access to community-based health care.

Facilitate good communication between student services personnel and units and the rest of the
college.

Collaborate with the Vice President for Student Learning other personnel (as appropriate) to survey
students and research possible new student service programs that have the potential to benefit the
college’s growth and mission.

Assist directors/registration, financial aid, student life, and international students with
budget/resource management, personnel decisions and actions, and inter-unit coordination.
Provide project management within the units identified above to ensure appropriate oversight to
enhance effectiveness and efficiency processes which increase data accuracy, unit performance, and
reinforce commitment of constituent relations.

Serve as the primary liaison for Enrollment Management with Institutional Research & Reporting,
Advising, and Recruitment/College Relations.

Enhance use of the college’s data management system related to student services including
coordinating of training opportunities for staff, with an emphasis on identifying and evaluating
emerging trends, issues, and best practices that may enhance retention and completion through
enrollment management functions;

Provide leadership in the development, implementation, and evaluation of a comprehensive student
services plan with the primary goal of strengthening the college’s capacity to effectively manage
quality of service to students which captures and embeds the philosophy and commitment of
“students first” with staff;

Ensure effective communication and collaboration within the units and with external units of the
college and/or community stakeholders for appropriate projects;

Data entry, as assigned, to support other enrollment management units, with an emphasis on degree
audits, registration, and financial aid;

Cross-train to support efficiency of operations with offices housed in administrative unit;

In conjunction with institutional research, provide department, demographic, enrollment, and other
general survey/report information as needed.

Provide appropriate services and referral information for students with disabilities college-wide.
Coordinate referral of students to appropriate agencies to meet student needs that are beyond the
college capacity to provide in areas of personal counseling. Work with the Vice President of Student
Learning and other personnel (as appropriate) to enhance student services related to academic and
career counseling.

Conduct annual in-service meetings with student services staff to provide uninterrupted time to
develop new concepts, address on-going concerns, communicate accomplishments, and build team
spirit.

Establish strong relationships within the community through speaking engagements, personal
involvement within the community, increased use of public relations, and integration of student and
community activities.

Coordinate with staff for the publication of student handbook, resident’s handbook and other related
written materials.

When possible, oversee the development and implementation to use social media and other
appropriate outlets to increase student awareness and engagement with college resources and
activities.

Coordinate Welcome Week and other student activities that enhance retention and completion
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college-wide.
33. Serve as an active member or chair of campus committees as assigned.
34. Perform other duties as assigned by the vice president for student learning.

Required Knowledge and Education
e Supervision of staff within a student development department, preferably at a community college.
e Evidence of oral and written communication skills and strong computer skills.
e Master’s degree in related discipline, such as higher education, counseling, or student personnel, with
5 -7 years of student service experience, with progressive leadership roles.
e Doctoral degree preferred.
e A minimum of 5 years of supervisory experience in an academic institution is required.

Working Conditions
1. Normal office working environment.
2. Ability to sit in an office chair for long periods while operating a personal computer is required.
3. Some travel during normal working hours will be required.
4. Time commitment in excess of a forty hour week will sometimes be required.

Non-Discrimination (1/9/15)

Neosho County Community College affords equal opportunity to and does not discrimination against students, employees, and
applicants regardless of race, color, religion, sex (including pregnancy), sexual orientation, gender identity, ethnicity, national origin,
ancestry, age, disability, marital status, genetic information, status as a veteran, political affiliation, or other factors that cannot be
lawfully considered in its programs and activities, including admissions and employment, to the extent and as required by all applicable
laws and regulations including but not limited to Title VII of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972,
Section 504 of the Rehabilitation Act of 1973, The Americans With Disabilities Act of 1990, The Americans With Disabilities Act
Amendments Act of 2008, The Age Discrimination In Employment Act of 1967, Title Il of the Genetic Information Act of 2008, Kansas
Acts Against Discrimination, Section 188 of the Workforce Investment Act, and any amendments to such laws and regulations.

The following offices have been designated to handle inquiries regarding the Non-Discrimination and to coordinate implementation of
this policy. They may be contacted to initiate an investigation under the policy or to answer questions regarding this policy.

Vice President for Operations
a/k/a Chief Operations Officer
Neosho County Community College
800 West 14th Street

Chanute, KS 66720

Telephone: (620) 432-0301

Students may in the alternative prefer to contact:

Dean of Student Services

Neosho County Community College
800 W. 14th Street

Chanute, KS 66720

Telephone: (620) 432-0304

Using the College's complaint or grievance process does not prohibit an employee or student from contacting or filing a complaint with
these agencies:

U.S. Department of Education  Kansas Human Rights Commission (KHRC) Equal Employment Opportunity Commission (EEOC)

Office of Civil Rights Main Office, Topeka Kansas City Area Office
1010 Walnut Street 900 S.W. Jackson, Suite 851-S 400 State Avenue, Suite 905
3rd Floor, Suite 320 Topeka, KS 66612-1258 Kansas City, KS 66101
Kansas City, MO 64106 Telephone: (785) 296-3206 Telephone: (913) 551-5655
Telephone: (816) 268-0550 Toll Free: (888) 793-6874
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DEAN FOR OPERATIONS/CIO

Reports to: Vice President for Operations
Classification: Full-time, 12 Month
Pay Status: Exempt, Senior Administrator
Starting Salary range: $55,000 - $65,000
Based on Education and Experience
Establishment Date: April, 2012
Revised: April 2015

Purpose of position: This position reports to the Vice President for Operations (VPO) and serves as the chief
information officer (ClO) for the college. The Associate Dean supervises duties relative to the effective and
efficient operation of all technology service activities encompassing computer and telecommunications
hardware, software and services and assists the VPO with the coordination and management facilities projects.
Duties include, but are not limited to:

Essential Functions
1. Provide premiere quality service to all constituencies of the College.
2. Engage in continuous quality improvement and professional development.

Duties and responsibilities

1. Serve as program and compliance officer with regards to the Gramm-Leach-Bliley Act;

2. Oversee installation and support of administrative and staff workstation hardware/software including
hardware upgrades, software installations, etc.;

3. Oversee the preparation, maintenance and testing of current disaster recovery documentation and
system procedures for administrative hardware and software;

4. Provide leadership and oversight for the planning and integration of multi-faceted administrative,
facilities, and instructional technology;

5. Implement and evaluate all technology service programs and services;

6. Oversee the preparation of the annual Technology Services budget and coordinate the acquisition of all
Technology Service hardware, software, supplies, forms, and services;

7. Oversee system-level communication and telecommunication direction and oversight and coordinate
telecommunications systems including WAN activities, leased digital and switched public
communication lines and serve as Internet activity coordinator for all campuses, including VOIP (voice-
over-IP) applications;

8. Oversee Technology Service daily operation including network services, help desk, web support,
hardware and software maintenance;

9. Manage switchboard and offices services areas;

10. Provide leadership and oversight of management and student information systems operations;

11. Research, evaluate and recommend technological innovations beneficial to the institution;

12. Design, develop, test, and implement various components of the management and student information
systems;

13. Oversee the monitoring, tuning, and ongoing evaluation of network operations;

14. Oversee network and EX software modification installation, testing, and implementation;

15. Assist with NCCC web development as necessary.
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16. Manage vendor relationships pertaining to Safety and Security operations for items such as: video
surveillance, burglar alarm systems and monitoring, fire alarm systems and monitoring, routine
maintenance of equipment, physical security, and access control systems.

17. Provide project management services and oversight for projects as assigned by the VPO.

Ensure timely, accurate resolution of problems.
Assist with coordination of departmental training of personnel in use of web update tools and web
page design and maintenance.

18. Ensure compliance with applicable legal requirements and NCCC system policies on web site usage,
security and standards.

19. Meet regularly with the VPO to review and establish priorities for all Technology Service operations of
the college;

20. Assist in the recruitment and retention of NCCC students; and,

21. Perform other duties assigned by the VPO.

Education and Experience
1. A Master’s degree in Information Systems, Business Computer Technology, or other related field of
study; AND five years of experience with essential experience listed above requiring initiative and
judgment; OR
2. A Bachelor’s degree in Information Systems, Business Computer Technology, or other related field of
study; AND ten years with essential experience listed above requiring initiative and judgment.

Working Conditions
1. Normal office working environment.
2. Ability to sit in an office chair for long periods while operating a personal computer is required.
3. Some travel during normal working hours will be required.
4. Occasional overtime will be required.

Non-Discrimination (1/9/15)

Neosho County Community College affords equal opportunity to and does not discrimination against students, employees, and
applicants regardless of race, color, religion, sex (including pregnancy), sexual orientation, gender identity, ethnicity, national origin,
ancestry, age, disability, marital status, genetic information, status as a veteran, political affiliation, or other factors that cannot be
lawfully considered in its programs and activities, including admissions and employment, to the extent and as required by all applicable
laws and regulations including but not limited to Title VII of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972,
Section 504 of the Rehabilitation Act of 1973, The Americans With Disabilities Act of 1990, The Americans With Disabilities Act
Amendments Act of 2008, The Age Discrimination In Employment Act of 1967, Title Il of the Genetic Information Act of 2008, Kansas
Acts Against Discrimination, Section 188 of the Workforce Investment Act, and any amendments to such laws and regulations.

The following offices have been designated to handle inquiries regarding the Non-Discrimination and to coordinate implementation of
this policy. They may be contacted to initiate an investigation under the policy or to answer questions regarding this policy.

Vice President for Operations
a/k/a Chief Operations Officer
Neosho County Community College
800 West 14th Street

Chanute, KS 66720

Telephone: (620) 432-0301
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Students may in the alternative prefer to contact:

Dean of Student Services

Neosho County Community College
800 W. 14th Street

Chanute, KS 66720

Telephone: (620) 432-0304

Using the College's complaint or grievance process does not prohibit an employee or student from contacting or filing a complaint with
these agencies:

U.S. Department of Education Kansas Human Rights Commission (KHRC) Equal Employment Opportunity Commission (EEOC)

Office of Civil Rights Main Office, Topeka Kansas City Area Office
1010 Walnut Street 900 S.W. Jackson, Suite 851-S 400 State Avenue, Suite 905
3rd Floor, Suite 320 Topeka, KS 66612-1258 Kansas City, KS 66101
Kansas City, MO 64106 Telephone: (785) 296-3206 Telephone: (913) 551-5655
Telephone: (816) 268-0550 Toll Free: (888) 793-6874
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ATHLETIC DIRECTOR

Reports to: President
Organizational Unit: Exempt, Senior Administrator
Starting Salary range: $35,000 - $45,000
Based on Education and Experience
Revised: April 2015

This position reports to the President and provides leadership and administrative oversight for the athletic
department. The Athletic Director shall serve on the President’s executive team.

Essential Functions

1. Provide premiere quality service to all constituencies of the College.
2. Engage in continuous quality improvement and professional development.

Duties and Responsibilities

1.
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10.
11.
12.
13.

14.
15.
16.
17.

18.
19.

Lead and advance all college athletic programs.

Develop and administer budgets for all activities in the department.

Serve on National, State, and Conference athletic committees.

Comply with all college, state, conference and NJCAA statutes, policies, rules and regulations.
Champion the academic success of all student athletes.

Coordinate student athlete eligibility.

Supervise scheduling of all contests with intercollegiate opponents.

Lead and advance community support and spectator experience for all athletic programs.

Lead and advance all athletic fund raising including booster club operations in conjunction with the
NCCC Foundation.

Coordinate and approve all aspect of athletic travel.

Recommend advancement of athletics including additional sports programs.

Lead and advance sports information to all stakeholders.

Lead and advance the integration of athletics within college and fully participate in advancing the
mission of the college.

Maintain a master inventory of all athletic equipment.

Maintain and advance college athletic facilities in consultation with the VPO.

Coordinate and supervise all athletic events and ensure those events are supervised by someone from
the Athletic Department.

Serve as the deputy coordinator of Title IX compliance for athletic equity under the direct supervision
of the Title IX Coordinator.

Valid driver’s license required.

Assume other duties as assigned by the President.

Experience and Education

1.

2.
3.
4

Bachelor’s degree required; Master’s degree or Doctorate preferred.

At least three years’ experience in inter-collegiate athletics as a player, coach, or official preferred.

At least three years’ experience working in higher education at the community college level preferred.
At least three years’ experience in athletic administration at the secondary or post-secondary level
preferred.
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Working Conditions
1. Normal office working environment.
2. Ability to sit in an office chair for long periods while operating a personal computer is required.
3. Some travel during normal working hours will be required.
4. Time commitments in excess of forty hour work week will sometimes be required.

Non-Discrimination (1/9/15)

Neosho County Community College affords equal opportunity to and does not discrimination against students, employees, and
applicants regardless of race, color, religion, sex (including pregnancy), sexual orientation, gender identity, ethnicity, national origin,
ancestry, age, disability, marital status, genetic information, status as a veteran, political affiliation, or other factors that cannot be
lawfully considered in its programs and activities, including admissions and employment, to the extent and as required by all applicable
laws and regulations including but not limited to Title VII of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972,
Section 504 of the Rehabilitation Act of 1973, The Americans With Disabilities Act of 1990, The Americans With Disabilities Act
Amendments Act of 2008, The Age Discrimination In Employment Act of 1967, Title Il of the Genetic Information Act of 2008, Kansas
Acts Against Discrimination, Section 188 of the Workforce Investment Act, and any amendments to such laws and regulations.

The following offices have been designated to handle inquiries regarding the Non-Discrimination and to coordinate implementation of
this policy. They may be contacted to initiate an investigation under the policy or to answer questions regarding this policy.

Vice President for Operations
a/k/a Chief Operations Officer
Neosho County Community College
800 West 14th Street

Chanute, KS 66720

Telephone: (620) 432-0301

Students may in the alternative prefer to contact:

Dean of Student Services

Neosho County Community College
800 W. 14th Street

Chanute, KS 66720

Telephone: (620) 432-0304

Using the College's complaint or grievance process does not prohibit an employee or student from contacting or filing a complaint with
these agencies:

U.S. Department of Education  Kansas Human Rights Commission (KHRC) Equal Employment Opportunity Commission (EEOC)

Office of Civil Rights Main Office, Topeka Kansas City Area Office
1010 Walnut Street 900 S.W. Jackson, Suite 851-S 400 State Avenue, Suite 905
3rd Floor, Suite 320 Topeka, KS 66612-1258 Kansas City, KS 66101
Kansas City, MO 64106 Telephone: (785) 296-3206 Telephone: (913) 551-5655
Telephone: (816) 268-0550 Toll Free: (888) 793-6874
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DIRECTOR OF HUMAN RESOURCES

Reports to: President
Classification: Full-time, 12 Month
Pay Status: Administrator, Exempt
Fringe Benefits per Board Policy
Start Salary Range: $30-50,000 based on education/experience
Revision Date: April 2015

This position reports to the President. The Director of Human Resources is responsible for advancing the
human resources functions of the college and to enrich the lives of our employees. Duties include, but are not

limited to:

Essential Functions

1. Provide premiere quality service to all constituencies of the College.
2. Engage in continuous quality improvement and professional development.

Duties and Responsibilities

1.
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9.

10.
11.

12.
13.
14.
15.
16.
17.

18.

Oversee the maintenance of college personnel files;

Advise college leadership on human resource issues;

Ensure compliance with all local, state and federal employment regulations and statutes;
Inform selection committees of EEO laws governing the hiring process;

Review all proposed changes and enact all employee policies;

Coordinate all aspects of employee recruitment, hiring; orientation, and separation;
Coordinate and lead benefit administration including benefit provider liaison, all necessary
reporting, benefit selection and enrollment;

Ensure job descriptions and contracts adhere to board policy and standard accepted practice;
Maintain all employee handbooks such as employee manuals and procedures manuals;
Coordinate annual evaluation process for all personnel;

Serve on college committees and chair committees which directly relate to the human resource
function;

Prepare and manage human resource budget;

Conduct job analyses as needed;

Review and recommend salary ranges periodically;

Coordinate and analyze employee data gathering;

Plan and facilitate annual new employee workshop;

Serve as deputy coordinator of Title IX compliance for employees under the direct supervision of
the Title IX Coordinator;

Perform other duties as assigned by the president.

Required Knowledge, Skills and Abilities

1.

w

Excellent interpersonal skills, ability to work effectively with all levels of employees and project a
positive and professional image;

Ability to communicate effectively, both orally and in writing;

Sensitivity to, and awareness of, confidential matters;

Ability to develop and deliver presentations;
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5. Ability to gather data, compile information and prepare reports;
6. Ability to appropriately exercise independent initiative and judgment.
7. Valid driver’s license required.

Education and Experience

1. Master’s degree in related field preferred;
Bachelor’s degree and one year of experience in related field required, or;
Associate degree and five years of experience in related field required, or;
Business certificate and ten years of experience in related field, or;
Fifteen years of experience in related field.

ukwnN

Working Conditions

1. Normal office working environment.
Ability to sit in an office chair for long periods while operating a personal computer is required.
Specific vision abilities required by this job include close vision and the ability to adjust focus.
Ability to reach and work overhead on an occasional basis is required.
Ability to occasionally lift and transport items weighing 10-20 pounds is required.
Some travel during normal working hours may be required.
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Non-Discrimination (1/9/15)

Neosho County Community College affords equal opportunity to and does not discrimination against students, employees, and
applicants regardless of race, color, religion, sex (including pregnancy), sexual orientation, gender identity, ethnicity, national origin,
ancestry, age, disability, marital status, genetic information, status as a veteran, political affiliation, or other factors that cannot be
lawfully considered in its programs and activities, including admissions and employment, to the extent and as required by all applicable
laws and regulations including but not limited to Title VII of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972,
Section 504 of the Rehabilitation Act of 1973, The Americans With Disabilities Act of 1990, The Americans With Disabilities Act
Amendments Act of 2008, The Age Discrimination In Employment Act of 1967, Title Il of the Genetic Information Act of 2008, Kansas
Acts Against Discrimination, Section 188 of the Workforce Investment Act, and any amendments to such laws and regulations.

The following offices have been designated to handle inquiries regarding the Non-Discrimination and to coordinate implementation of
this policy. They may be contacted to initiate an investigation under the policy or to answer questions regarding this policy.

Vice President for Operations
a/k/a Chief Operations Officer
Neosho County Community College
800 West 14th Street

Chanute, KS 66720

Telephone: (620) 432-0301

Students may in the alternative prefer to contact:

Dean of Student Services

Neosho County Community College
800 W. 14th Street

Chanute, KS 66720

Telephone: (620) 432-0304

Using the College's complaint or grievance process does not prohibit an employee or student from contacting or filing a complaint with
these agencies:

U.S. Department of Education ~ Kansas Human Rights Commission (KHRC) Equal Employment Opportunity Commission (EEOC)

Office of Civil Rights Main Office, Topeka Kansas City Area Office
1010 Walnut Street 900 S.W. Jackson, Suite 851-S 400 State Avenue, Suite 905
3rd Floor, Suite 320 Topeka, KS 66612-1258 Kansas City, KS 66101
Kansas City, MO 64106 Telephone: (785) 296-3206 Telephone: (913) 551-5655
Telephone: (816) 268-0550 Toll Free: (888) 793-6874
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STUDENT SUPPORT SERVICES (STARS) DIRECTOR

Reports to: Dean of Outreach and Workforce Development
Classification: Full-time, 12-month Employee
Pay Status: Administrative, Exempt
Fringe Benefits per Board Policy
Starting Salary Range: 30's
Revision Date: April 2015

This position reports to the Dean of Outreach and Workforce Development and is responsible for all aspects of
the student support services project.

Essential Functions

1.
2.

Provide premiere quality service to all constituencies of the College;
Engage in continuous quality improvement and professional development;

Job Functions

1.
2.
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10.
11.
12.
13.
14.
15.
16.
17.
18.
19.

20.
21.

Oversee recruitment of students into the program;

Develop methods to encourage applications from persons who are members of groups that have been
traditionally under-represented;

Assure equal access to program services for all students;

Identify eligible participants and oversee the student selection process;

Establish and maintain liaison with the financial aid, admissions, and counseling offices;

Develop and conduct orientations (in-services) for staff, students, and faculty;

Disseminate information about availability of services to the college and service-area students who
have applied;

Represent the program at all appropriate meetings on and off campus;

Establish policies and procedures for participant needs assessment;

Establish, evaluate, and revise information and reporting systems;

Coordinate the counseling and tutorial functions of the project;

Actively assist in advising students;

Coordinate and assist in providing workshops and training sessions for student participants;
Authorize expenditures of federal funds and monitor project budget;

Develop and coordinate student follow-up systems;

Development and coordinate student and project evaluation systems;

Develop methods to document participant success and attainment of project objectives;
Implement peer tutor orientation and training program;

Remain current in Federal Trio Guidelines and Department of Education legislation and regulations;
and,

Coordinate Student Support Services activities with the Dean of Student Services.

Perform other duties as assigned by the Dean of Outreach and Workforce Development.

Supervision

Transfer and Career Advisor, English Specialist, Math Specialist, Administrative Assistant
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Required Knowledge, Skills, and Personal Qualifications
1. Ability to communication effectively with students, staff, and community;
2. Strong organizational skills;
3. Freedom from racial/ethnic biases;
4. A background similar to that of the participants is preferred.

Education and Experience

1. Master’s degree (or above) in developmental studies, counseling, special education, educational
administration, or a related field;

2. A minimum of #we three years of administrative experience in an educational setting, preferably at a
comparable institution of higher education;

3. Previous job experience in a position working with low-income and/or academically disadvantaged or
handicapped populations;

4. Prior job experience with management of staff, budgets, and federal programs with preference in
designing, managing, or implementing student support services or similar projects;

Working Conditions
1. Workis normally performed in a typical interior/office work environment.
2. Occasional evening, weekend, and overnight hours acting as a presenter/co-presenter or chaperone
required.
Occasional lifting of up to 50 pounds from the floor to shoulder height is required
No or very limited exposure to physical risk.
Ability to sit in an office chair for long periods while operating a personal computer is required.
Ability to operate normal office equipment such as copiers, fax machines, and personal computers on a
daily basis is required.
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Non-Discrimination (1/9/15)

Neosho County Community College affords equal opportunity to and does not discrimination against students, employees, and
applicants regardless of race, color, religion, sex (including pregnancy), sexual orientation, gender identity, ethnicity, national origin,
ancestry, age, disability, marital status, genetic information, status as a veteran, political affiliation, or other factors that cannot be
lawfully considered in its programs and activities, including admissions and employment, to the extent and as required by all applicable
laws and regulations including but not limited to Title VII of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972,
Section 504 of the Rehabilitation Act of 1973, The Americans With Disabilities Act of 1990, The Americans With Disabilities Act
Amendments Act of 2008, The Age Discrimination In Employment Act of 1967, Title Il of the Genetic Information Act of 2008, Kansas
Acts Against Discrimination, Section 188 of the Workforce Investment Act, and any amendments to such laws and regulations.

The following offices have been designated to handle inquiries regarding the Non-Discrimination and to coordinate implementation of
this policy. They may be contacted to initiate an investigation under the policy or to answer questions regarding this policy.

Vice President for Operations
a/k/a Chief Operations Officer
Neosho County Community College
800 West 14th Street

Chanute, KS 66720

Telephone: (620) 432-0301

Students may in the alternative prefer to contact:

Dean of Student Services

Neosho County Community College
800 W. 14th Street

Chanute, KS 66720

Telephone: (620) 432-0304
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Using the College's complaint or grievance process does not prohibit an employee or student from contacting or filing a complaint with
these agencies:

U.S. Department of Education Kansas Human Rights Commission (KHRC) Equal Employment Opportunity Commission (EEOC)

Office of Civil Rights Main Office, Topeka Kansas City Area Office
1010 Walnut Street 900 S.W. Jackson, Suite 851-S 400 State Avenue, Suite 905
3rd Floor, Suite 320 Topeka, KS 66612-1258 Kansas City, KS 66101
Kansas City, MO 64106 Telephone: (785) 296-3206 Telephone: (913) 551-5655
Telephone: (816) 268-0550 Toll Free: (888) 793-6874
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DIRECTOR OF TALENT SEARCH PROJECT

Reports to: Dean of Outreach and Workforce Development
Classification: Full-time, 12-month Employee
Pay Status: Administrative, Exempt
Fringe Benefits per Board Policy
Starting Salary Range:
Revision Date: April 2015

This position is responsible for all aspects of the SEK Talent Search Project. Duties include, but are not limited

to:

Essential Functions

1.
2.

Provide premiere quality service to all constituencies of the College.
Engage in continuous quality improvement and professional development.

Job Functions

1.
2.
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12.
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14.
15.

16.

Development and administration of the SEK Talent Search project;

Conduct Talent Search informational presentations at NCCC and Coffeyville Community College, and
target schools and at community agencies;

Prepare and release Talent Search press releases to target area media outlets;

Prepare Talent Search promotional materials;

Develop and implement all services to meet the Talent Search objectives;

Administer the annual budget;

Hire, train, supervise, and evaluate Talent Search staff;

Serve as the Talent Search liaison to departments; target school administrators and community
agencies;

Prepare Talent Search annual progress and performance reports, ensure accurate and complete data is
maintained, compiled, and that regular reports are generated;

Oversee continuation budgets and competitive proposals;

Coordinate orientation and in-service training for staff;

Conduct performance evaluations on all staff at least annually;

Supervise all processes necessary to maintain accurate statistics in the TRIO database to generate
monthly/quarterly/annual reports to evaluate the performance of participants and the project;
Oversee the recruitment and selection of project participants;

Implement a coordinated approach among components in assessing participants’ needs, delivering
services, and monitoring participants’ progress;

Perform other duties as assigned by the Dean of Outreach and Workforce Development.

Required Knowledge, Skills and Abilities

1.

e WwN

Demonstrated ability to learn and disseminate detailed information using a high level of interpersonal
and writing skills

Ability to lead a team of professionals effectively.

Sensitivity to, and awareness of, confidential materials.

Ability to work effectively with diverse populations.

High level of organizational and coordinating skills.
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Ability to establish rapport with students and staff.

Ability to exercise sound judgment.

Willingness and ability to work as a member of a team.

Must possess a service mentality toward students, parents, faculty and other staff members.
10 Some travel during normal working hours will be required, license mandatory.

11. Must have a valid Kansas Driver’s License with the ability to drive a 12 passenger van.

© 0 N o

Education and Experience
1. Bachelor’s Degree required.
Master’s Degree preferred.
Experience in successful program management.
3+ years of supervisory experience preferred.
Knowledge of grants and grant writing preferred.
Background similar to that of the participants is preferred.
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Working Conditions
1. Workis normally performed in a typical interior/office work environment.
2. Occasional evening, weekend, and overnight hours acting as a presenter/co-presenter or chaperone
required.
Occasional lifting of up to 50 pounds from the floor to shoulder height is required
No or very limited exposure to physical risk.
Ability to sit in an office chair for long periods while operating a personal computer is required.
Ability to operate normal office equipment such as copiers, fax machines, and personal computers on a
daily basis is required.
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Non-Discrimination (1/9/15)

Neosho County Community College affords equal opportunity to and does not discrimination against students, employees, and
applicants regardless of race, color, religion, sex (including pregnancy), sexual orientation, gender identity, ethnicity, national origin,
ancestry, age, disability, marital status, genetic information, status as a veteran, political affiliation, or other factors that cannot be
lawfully considered in its programs and activities, including admissions and employment, to the extent and as required by all applicable
laws and regulations including but not limited to Title VII of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972,
Section 504 of the Rehabilitation Act of 1973, The Americans With Disabilities Act of 1990, The Americans With Disabilities Act
Amendments Act of 2008, The Age Discrimination In Employment Act of 1967, Title Il of the Genetic Information Act of 2008, Kansas
Acts Against Discrimination, Section 188 of the Workforce Investment Act, and any amendments to such laws and regulations.

The following offices have been designated to handle inquiries regarding the Non-Discrimination and to coordinate implementation of
this policy. They may be contacted to initiate an investigation under the policy or to answer questions regarding this policy.

Vice President for Operations
a/k/a Chief Operations Officer
Neosho County Community College
800 West 14th Street

Chanute, KS 66720

Telephone: (620) 432-0301

Students may in the alternative prefer to contact:

Dean of Student Services

Neosho County Community College
800 W. 14th Street

Chanute, KS 66720

Telephone: (620) 432-0304
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Using the College's complaint or grievance process does not prohibit an employee or student from contacting or filing a complaint with
these agencies:

U.S. Department of Education Kansas Human Rights Commission (KHRC) Equal Employment Opportunity Commission (EEOC)

Office of Civil Rights Main Office, Topeka Kansas City Area Office
1010 Walnut Street 900 S.W. Jackson, Suite 851-S 400 State Avenue, Suite 905
3rd Floor, Suite 320 Topeka, KS 66612-1258 Kansas City, KS 66101
Kansas City, MO 64106 Telephone: (785) 296-3206 Telephone: (913) 551-5655
Telephone: (816) 268-0550 Toll Free: (888) 793-6874

31



DIRECTOR OF UPWARD BOUND

Reports to: Dean of Outreach and Workforce Development
Classification: Full-time, 12-month Employee
Pay Status: Administrative, Exempt
Fringe Benefits per Board Policy
Starting Salary Range:
Revision Date: April 2015

This position reports to the Dean of Outreach and Workforce Development and has responsibility for
administration and supervision of the NCCC Upward Bound program. Duties include, but are not limited to:

Essential Functions

1. Provide premiere quality service to all constituencies of the College.
2. Engage in continuous quality improvement and professional development.

Job Functions

1.
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10.

11.

12.

13.
14.

Administer the Upward Bound project;

Develop and implement all services to meet the grant objectives and administer the annual budget;
Hire, train, supervise and evaluate Upward Bound staff;

Oversee the recruitment and selection of project participants;

Supervise all processes necessary to maintain accurate statistics in the TRIO database to generate
monthly/quarterly/annual reports to evaluate the performance of participants and the project;
Prepare annual progress and performance reports; ensure accurate and complete data is maintained,
compiled and regular reports are generated;

Implement a coordinated approach among components in assessing participants’ needs, delivering
services, and monitoring participants’ progress;

Oversee continuation budgets and competitive proposals;

Prepare and distribute Upward Bound press releases to target area media outlets; prepare promotional
materials;

Conduct Upward Bound informational presentations at NCCC, Upward Bound target schools, and
community agencies;

Serve as the Upward Bound liaison to other NCCC departments, target school administrators, and
community agencies;

Coordinate orientation and in-service training for Upward Bound staff;

Conduct performance evaluations on all staff at least annually;

Perform other duties as assigned by the Dean of Outreach and Workforce Development.

Required Knowledge, Skills and Abilities

1.
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Demonstrated ability to learn and disseminate detailed information using a high level of interpersonal
and writing skills

Ability to lead a team of professionals effectively.

Sensitivity to, and awareness of, confidential materials.

Ability to work effectively with diverse populations.

High level of organizational and coordinating skills.

Ability to establish rapport with students and staff.
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7.
8.
9.

Ability to exercise sound judgment.
Willingness and ability to work as a member of a team.
Must possess a service mentality toward students, parents, faculty and other staff members.

10. Some travel during normal working hours will be required, license mandatory.
11. Must have a valid Kansas Driver’s License with the ability to drive a 12 passenger van.

Education and Experience

1.

ounkwnN

Bachelor’s Degree required.

Master’s Degree preferred.

Experience in successful program management.

3+ years of supervisory experience preferred.

Knowledge of grants and grant writing preferred.
Background similar to that of the participants is preferred.

Working Conditions

1.
2.
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Work is normally performed in a typical interior/office work environment.

Occasional evening, weekend, and overnight hours acting as a presenter/co-presenter or chaperone
required.

Occasional lifting of up to 50 pounds from the floor to shoulder height is required

No or very limited exposure to physical risk.

Ability to sit in an office chair for long periods while operating a personal computer is required.

Ability to operate normal office equipment such as copiers, fax machines, and personal computers on a
daily basis is required.

Non-Discrimination (1/9/15)

Neosho County Community College affords equal opportunity to and does not discrimination against students, employees, and
applicants regardless of race, color, religion, sex (including pregnancy), sexual orientation, gender identity, ethnicity, national origin,
ancestry, age, disability, marital status, genetic information, status as a veteran, political affiliation, or other factors that cannot be
lawfully considered in its programs and activities, including admissions and employment, to the extent and as required by all applicable
laws and regulations including but not limited to Title VII of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972,
Section 504 of the Rehabilitation Act of 1973, The Americans With Disabilities Act of 1990, The Americans With Disabilities Act
Amendments Act of 2008, The Age Discrimination In Employment Act of 1967, Title Il of the Genetic Information Act of 2008, Kansas
Acts Against Discrimination, Section 188 of the Workforce Investment Act, and any amendments to such laws and regulations.

The following offices have been designated to handle inquiries regarding the Non-Discrimination and to coordinate implementation of
this policy. They may be contacted to initiate an investigation under the policy or to answer questions regarding this policy.

Vice President for Operations
a/k/a Chief Operations Officer
Neosho County Community College
800 West 14th Street

Chanute, KS 66720

Telephone: (620) 432-0301

Students may in the alternative prefer to contact:

Dean of Student Services

Neosho County Community College
800 W. 14th Street

Chanute, KS 66720

Telephone: (620) 432-0304
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Using the College's complaint or grievance process does not prohibit an employee or student from contacting or filing a complaint with
these agencies:

U.S. Department of Education Kansas Human Rights Commission (KHRC) Equal Employment Opportunity Commission (EEOC)

Office of Civil Rights Main Office, Topeka Kansas City Area Office
1010 Walnut Street 900 S.W. Jackson, Suite 851-S 400 State Avenue, Suite 905
3rd Floor, Suite 320 Topeka, KS 66612-1258 Kansas City, KS 66101
Kansas City, MO 64106 Telephone: (785) 296-3206 Telephone: (913) 551-5655
Telephone: (816) 268-0550 Toll Free: (888) 793-6874
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DIRECTOR OF TECHNOLOGY SERVICES

Reports to: Asseciate-Dean for Operations/CIO
Classification: Full-time, 12-month Employee
Pay Status: Administrator, Exempt
Fringe Benefits per Board Policy
Starting Salary Range $38,000-548,000
Revised: April 2015

Purpose of position: This position reports to the Asseciate Dean for Operations/CIO. The Director supervises

duties relative to the effective and efficient operation of all technology service activities encompassing
computer and telecommunications hardware, software and services. Duties include, but are not limited to:

Essential Functions

1.
2.

Provide premiere quality service to all constituencies of the College.
Engage in continuous quality improvement and professional development.

Duties and Responsibilities

1.

LN

12.
13.

14.
15.

Provide overall coordination for the planning and integration of multi-faceted administrative, facilities,
and instructional technology;

Implement and evaluate all technology service programs and services;

Prepare of the annual Technology Services budget and coordinate the acquisition of all Technology
Service hardware, software, supplies, forms, and services;

Provide overall system-level communication and telecommunication direction and oversight and
coordinate telecommunications systems including WAN activities, ATM, ITV, Telenet II, ISDN, leased
digital and switched public communication lines and serve as Internet activity coordinator for all
campuses, including VOIP (voice-over-IP) applications;

Supervise and manage the Technology Service daily operation including network services, help desk, ,
and hardware and software maintenance, ;

Coordinate and maintain current and new inventory control of technology hardware and software;
Coordinate management and student information systems operations. ;

Research, evaluate and recommend technological innovations beneficial to the institution.

Design, develop, test, and implement various components of the management and student information
systems;

. Coordinate the monitoring, tuning, and ongoing evaluation of network operations;;
11.

Coordinate network and EX software modification installation, testing, and implementation;
Coordinate installation and support of administrative and staff workstation hardware/software
including hardware upgrades, software installations, etc.;

Chair and lead the Technology Planning Committee and consult with them to establish priorities for
administrative and instructional technology implementation and oversight of the technology funds.
Ensure timely, accurate resolution of problems.

Meet regularly with the Asseciate Dean to review and establish priorities for all Technology Service
operations of the college;

Assist in the recruitment and retention of NCCC students; and,

Perform other duties assigned by the Asseciate Dean.
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Education and Experience
e A Master’s degree in Information Systems, Business Computer Technology, or other related field of
study; AND two years of experience with essential experience listed above requiring initiative and
judgment; OR
e A Bachelor’s degree in Information Systems, Business Computer Technology, or other related field of
study; AND five years with essential experience listed above requiring initiative and judgment.

Working Conditions
1. Normal office working environment.
Ability to sit in an office chair for long periods while operating a personal computer is required.
2. Ability to reach and work overhead on an occasional basis is required.
Occasional lifting of up to 30 pounds from the floor to waist height is required.
4. Some travel during normal working hours will be required.

w

Non-Discrimination (1/9/15)

Neosho County Community College affords equal opportunity to and does not discrimination against students, employees, and
applicants regardless of race, color, religion, sex (including pregnancy), sexual orientation, gender identity, ethnicity, national origin,
ancestry, age, disability, marital status, genetic information, status as a veteran, political affiliation, or other factors that cannot be
lawfully considered in its programs and activities, including admissions and employment, to the extent and as required by all applicable
laws and regulations including but not limited to Title VII of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972,
Section 504 of the Rehabilitation Act of 1973, The Americans With Disabilities Act of 1990, The Americans With Disabilities Act
Amendments Act of 2008, The Age Discrimination In Employment Act of 1967, Title Il of the Genetic Information Act of 2008, Kansas
Acts Against Discrimination, Section 188 of the Workforce Investment Act, and any amendments to such laws and regulations.

The following offices have been designated to handle inquiries regarding the Non-Discrimination and to coordinate implementation of
this policy. They may be contacted to initiate an investigation under the policy or to answer questions regarding this policy.

Vice President for Operations
a/k/a Chief Operations Officer
Neosho County Community College
800 West 14th Street

Chanute, KS 66720

Telephone: (620) 432-0301

Students may in the alternative prefer to contact:

Dean of Student Services

Neosho County Community College
800 W. 14th Street

Chanute, KS 66720

Telephone: (620) 432-0304

Using the College's complaint or grievance process does not prohibit an employee or student from contacting or filing a complaint with
these agencies:

U.S. Department of Education  Kansas Human Rights Commission (KHRC) Equal Employment Opportunity Commission (EEOC)

Office of Civil Rights Main Office, Topeka Kansas City Area Office
1010 Walnut Street 900 S.W. Jackson, Suite 851-S 400 State Avenue, Suite 905
3rd Floor, Suite 320 Topeka, KS 66612-1258 Kansas City, KS 66101
Kansas City, MO 64106 Telephone: (785) 296-3206 Telephone: (913) 551-5655
Telephone: (816) 268-0550 Toll Free: (888) 793-6874
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DIRECTOR OF ALLIED HEALTH

Reports to: Dean of Outreach and Workforce Development
Classification: Full-time, 12-month Employee
Pay Status: Administrator, Exempt
Fringe Benefits per Board Policy
Starting Salary Range:
Revision Date: April 2015

This position reports to the Dean of Outreach and Workforce Development. Duties include, but are not limited

to:

Essential Functions

1.
2.

Provide premiere quality service to all constituencies of the College.
Engage in continuous quality improvement and professional development.

Duties and Responsibilities

1.

ounkwnN

15.

Assess the need for allied health offerings in Neosho, Franklin, Anderson, and Douglas counties;
Develop new courses, programs, and delivery methods based on needs assessments;

Recruit, hire, and supervise allied health instructors;

Supervise administrative assistant;

Schedule, publicize, offer, and evaluate allied health courses;

Work with the kansas-Department-ofHealth-and-Environment Kansas Department of Aging and
Disability (KDADS) and other agencies to obtain course and instructor approvals;

Maintain paperwork for Kansas and Federal allied health program regulations;

Mentor and develop new adjunct instructors;

Visit sites to ensure quality instructional environments;

. Coordinate state examinations;

. Coordinate enrollments at off-campus sites;

. Prepare follow-up data for reports;

. Coordinate course offerings with Ottawa campus;

. Coordinate course offerings with the medical assistant, health information technology, nursing and

other health-related programs; and
Perform other duties as assigned by the dean of continuing education.

Minimum job requirements

o

@)
@)
@)

Associates degree required, Bachelor degree preferred
Registered nursing degree required
Experience teaching allied health courses required

Familiarity with kansas-DepartmentofHealth-and-Environmentreguired-KDADS

Required Skills, Knowledge and Abilities

o

)
)
)

Health education
Flexibility

Ability to multi-task
Ability to supervise

37



Excellent interpersonal skills.

Ability to work effectively with diverse populations.
Excellent organizational and computer skills.
Willingness and ability to work as a member of a team.

O O O O

Working Conditions
1. Work is normally performed in a typical interior/office work environment.
Occasional evening hours required.
No or very limited physical effort required.
No or very limited exposure to physical risk.

Reliable-transportationrequired—Valid driver’s license required.

e W

Non-Discrimination (1/9/15)

Neosho County Community College affords equal opportunity to and does not discrimination against students, employees, and
applicants regardless of race, color, religion, sex (including pregnancy), sexual orientation, gender identity, ethnicity, national origin,
ancestry, age, disability, marital status, genetic information, status as a veteran, political affiliation, or other factors that cannot be
lawfully considered in its programs and activities, including admissions and employment, to the extent and as required by all applicable
laws and regulations including but not limited to Title VII of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972,
Section 504 of the Rehabilitation Act of 1973, The Americans With Disabilities Act of 1990, The Americans With Disabilities Act
Amendments Act of 2008, The Age Discrimination In Employment Act of 1967, Title Il of the Genetic Information Act of 2008, Kansas
Acts Against Discrimination, Section 188 of the Workforce Investment Act, and any amendments to such laws and regulations.

The following offices have been designated to handle inquiries regarding the Non-Discrimination and to coordinate implementation of
this policy. They may be contacted to initiate an investigation under the policy or to answer questions regarding this policy.

Vice President for Operations
a/k/a Chief Operations Officer
Neosho County Community College
800 West 14th Street

Chanute, KS 66720

Telephone: (620) 432-0301

Students may in the alternative prefer to contact:

Dean of Student Services

Neosho County Community College
800 W. 14th Street

Chanute, KS 66720

Telephone: (620) 432-0304

Using the College's complaint or grievance process does not prohibit an employee or student from contacting or filing a complaint with
these agencies:

U.S. Department of Education  Kansas Human Rights Commission (KHRC) Equal Employment Opportunity Commission (EEOC)

Office of Civil Rights Main Office, Topeka Kansas City Area Office
1010 Walnut Street 900 S.W. Jackson, Suite 851-S 400 State Avenue, Suite 905
3rd Floor, Suite 320 Topeka, KS 66612-1258 Kansas City, KS 66101
Kansas City, MO 64106 Telephone: (785) 296-3206 Telephone: (913) 551-5655
Telephone: (816) 268-0550 Toll Free: (888) 793-6874
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COORDINATOR OF ASSESSMENT

Reports to: Vice President for Student Learning
Classification: Faculty release-time position, 10 Month
Pay Status: Release-time + stipend

Vacation/Sick-Leave/RegularHolidays-perBoard-Relicy, Fringe Benefit per PEA negotiated agreement
Starting Salary Range: $4,000 stipend, & 6-10 hours of release-time

Revised: April 2015

Purpose of Position: This position is a member of the Student Learning team who reports to the Vice President
for Student Learning. This position is responsible for the coordination of assessment of student learning at all
levels, and assists with student and faculty survey research for the college. This position will work directly with
other student learning areas to implement a comprehensive student learning program for the college.

Essential Functions
1. Provide premiere quality service to all constituencies of the College.
2. Engage in continuous quality improvement and professional development.
3. Develop, implement, maintain and coordinate a college-wide assessment program with the Assessment

Committee at the course, program and general education levels.

4. Advise new and current faculty on best practices for the assessment of learning outcomes.

Oversee collection and analysis of data for the Institutional Effectiveness Dashboard (IED).

6. Train new faculty on use and responsibilities of the assessment system. Serve as a consultant to all
faculty on proper methods for completing assessment reports

7. Ensure that assessment at every level is complete, robust and is of advancing quality.

8. Coordinate student and faculty survey research such as Noel-Levitz and CCSSE with the assistance of
the Administrative Assistant to Division Chairs.

9. Lead the discussion on interpreting the results of outcomes assessment and survey research. Prepare
reports and in-service presentations displaying the results.

10. Serve on all appropriate committees where assessment is discussed, including the curriculum
committee, Student Learning Division meetings, Assessment Committee, etc.

11. Assist with advancing accreditation efforts for both college accreditation and program accreditation.

12. Work closely with institutional research and technical services to ensure the quality of the assessment
database information that proper reports are generated, and to improve the assessment reporting
process.

13. Perform other duties as assigned by the Vice President for Student Learning.

v

Required Knowledge, Skills and Abilities
1. Demonstrated ability to learn and disseminate detailed information using a high level of interpersonal
skills.
Full understanding of Outcomes Assessment as defined by the Higher Learning Commission
Sensitivity to, and awareness of, confidential materials.
Ability to work effectively with faculty of all levels.
High level of organizational and coordinating skills.
Ability to exercise sound judgment.
Willingness and ability to work as a member of a team.
Must possess a service mentality toward faculty, students, and staff members.

O N R WN
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Education and Experience
e Faculty Status
e 1-3 years of experience teaching using outcomes assessment methodology preferred

Working Conditions
1. Work is normally performed in a typical interior/office work environment.
2. Occasional evening hours required.
3. No orvery limited physical effort required.
4. No or very limited exposure to physical risk.

Non-Discrimination (1/9/15)

Neosho County Community College affords equal opportunity to and does not discrimination against students, employees, and
applicants regardless of race, color, religion, sex (including pregnancy), sexual orientation, gender identity, ethnicity, national origin,
ancestry, age, disability, marital status, genetic information, status as a veteran, political affiliation, or other factors that cannot be
lawfully considered in its programs and activities, including admissions and employment, to the extent and as required by all applicable
laws and regulations including but not limited to Title VII of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972,
Section 504 of the Rehabilitation Act of 1973, The Americans With Disabilities Act of 1990, The Americans With Disabilities Act
Amendments Act of 2008, The Age Discrimination In Employment Act of 1967, Title Il of the Genetic Information Act of 2008, Kansas
Acts Against Discrimination, Section 188 of the Workforce Investment Act, and any amendments to such laws and regulations.

The following offices have been designated to handle inquiries regarding the Non-Discrimination and to coordinate implementation of
this policy. They may be contacted to initiate an investigation under the policy or to answer questions regarding this policy.

Vice President for Operations
a/k/a Chief Operations Officer
Neosho County Community College
800 West 14th Street

Chanute, KS 66720

Telephone: (620) 432-0301

Students may in the alternative prefer to contact:

Dean of Student Services

Neosho County Community College
800 W. 14th Street

Chanute, KS 66720

Telephone: (620) 432-0304

Using the College's complaint or grievance process does not prohibit an employee or student from contacting or filing a complaint with
these agencies:

U.S. Department of Education  Kansas Human Rights Commission (KHRC) Equal Employment Opportunity Commission (EEOC)

Office of Civil Rights Main Office, Topeka Kansas City Area Office
1010 Walnut Street 900 S.W. Jackson, Suite 851-S 400 State Avenue, Suite 905
3rd Floor, Suite 320 Topeka, KS 66612-1258 Kansas City, KS 66101
Kansas City, MO 64106 Telephone: (785) 296-3206 Telephone: (913) 551-5655
Telephone: (816) 268-0550 Toll Free: (888) 793-6874

40



DIRECTOR OF DEVELOPMENT AND MARKETING

Reports to: President
Classification: Full-time, 12 Month
Pay Status: Senior Administrator, Exempt
Fringe Benefits per Board Policy
Salary range: Negotiable
Revision Date: April 2015

Purpose of Position: This position reports to the President and also acts as the liaison to the NCCC Foundation
Board of Directors. The position is responsible for planning and implementing all development/fundraising and
marketing activities for the organization. Essential functions include, but are not limited to:

Essentials Functions
1. Provide premiere quality service to all constituencies of the College.
2. Engage in continuous quality improvement and professional development.

Development
1. Plan and coordinate all aspects of the development, eemmunicationand-publicrelations funections,

including strategic and tactical planning, research, cultivation and solicitation, stewardship, media
relations and publications for the NCCC Foundation;

2. Plan and implement annual and long-range resource development program and fundraising Foundation
goals;

3. Identify, cultivate, solicit and provide stewardship of individual donors;

4. Seek foundation funds that assist the college in meeting its mission at the direction of the president;

5. Raise funds for scholarships, special projects, and other areas as directed by the president, and in
conjunction with the Foundation;

6. Plan and implement annual fundraising events to support the mission;

7. Assist the athletic director in development activities to support the athletic programs of the college;

8. Maintain an alumni list for the Alumni Association, plan alumni events, develop an alumni
communication network, and develop an alumni gift program;

9. Attend NCCC Foundation meetings, support its mission, and serve as its liaison to the college and the
community;

10. Coordinate and cooperate with the college chief financial officer to insure all institutional accounting
procedures are followed and maintain accurate records on scholarships and other Foundation
initiatives;

11. Develop the annual budget for the Foundation; and,

12. Perform other duties as assigned by the president.

Marketing
1. Develop and implement marketing and audience strategies including direct mail, internet, media,

advertising, etc. for the college;

2. Work with all areas of the college in developing a marketing strategy for student recruitment and
retention; and,

3. Chair the College Marketing Committee.

Experience and Education
1. Bachelor’s degree required. Certification as Fund Raising Executive or Master’s degree preferred.
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2. Minimum of 4 years professional experience in development/fundraising, with track record of raising
major gifts at the $10,000 gift level.
3. Experience in marketing or sales desirable.

Required Knowledge and Abilities
1. Proven track record in annual and capital campaign fund raising.
2. Experience in developing and managing budgets.
3. Excellent written and verbal communication skills required.
4. Knowledge of strategic planning.

Working Conditions
1. Work is normally performed in a typical interior/office work environment.
2. No or very limited physical effort required.
3. No orvery limited exposure to physical risk.

Non-Discrimination (1/9/15)

Neosho County Community College affords equal opportunity to and does not discrimination against students, employees, and
applicants regardless of race, color, religion, sex (including pregnancy), sexual orientation, gender identity, ethnicity, national origin,
ancestry, age, disability, marital status, genetic information, status as a veteran, political affiliation, or other factors that cannot be
lawfully considered in its programs and activities, including admissions and employment, to the extent and as required by all applicable
laws and regulations including but not limited to Title VII of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972,
Section 504 of the Rehabilitation Act of 1973, The Americans With Disabilities Act of 1990, The Americans With Disabilities Act
Amendments Act of 2008, The Age Discrimination In Employment Act of 1967, Title Il of the Genetic Information Act of 2008, Kansas
Acts Against Discrimination, Section 188 of the Workforce Investment Act, and any amendments to such laws and regulations.

The following offices have been designated to handle inquiries regarding the Non-Discrimination and to coordinate implementation of
this policy. They may be contacted to initiate an investigation under the policy or to answer questions regarding this policy.

Vice President for Operations
a/k/a Chief Operations Officer
Neosho County Community College
800 West 14th Street

Chanute, KS 66720

Telephone: (620) 432-0301

Students may in the alternative prefer to contact:

Dean of Student Services

Neosho County Community College
800 W. 14th Street

Chanute, KS 66720

Telephone: (620) 432-0304

Using the College's complaint or grievance process does not prohibit an employee or student from contacting or filing a complaint with
these agencies:

U.S. Department of Education  Kansas Human Rights Commission (KHRC) Equal Employment Opportunity Commission (EEOC)

Office of Civil Rights Main Office, Topeka Kansas City Area Office
1010 Walnut Street 900 S.W. Jackson, Suite 851-S 400 State Avenue, Suite 905
3rd Floor, Suite 320 Topeka, KS 66612-1258 Kansas City, KS 66101
Kansas City, MO 64106 Telephone: (785) 296-3206 Telephone: (913) 551-5655
Telephone: (816) 268-0550 Toll Free: (888) 793-6874
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TALENT SEARCH ACADEMIC ADVISOR

Reports to: Talent Search Project Director
Organizational Unit: Management Support
Benefits: Full-time Fringe Benefits per Board Policy
11-month Position
Salary Range: $25,000 - $31,000
Revision Date: April 2015

Primary Purpose of the Position: This position reports to the Talent Search Project Director. Duties include,
but are not limited to:

Essential Functions

1. Provide premiere quality service to all constituencies of the College.

2. Engage in continuous quality improvement and professional development.

3. Maintain a pleasant, professional, and welcoming demeanor; maintain an office atmosphere conducive
to meeting the needs of disadvantaged students;

4. Maintain the confidentiality of participant and staff information learned while completing duties;

5. Meet, individually and in groups, with participants at least twice monthly to provide information and
assistance related to successful school completion and postsecondary entry/re-entry;

6. Assess the career and personal development needs of participants;

7. Personally advise participants, parents.

8. Maintain accurate up-to-date student records and database, including documentation of eligibility of
student, student academic records, documentation of contacts, exit information, follow-up
information, etc.;

9. Prepare and maintain accurate records, including travel forms, summaries, etc.; time and commitment
forms; timesheets, etc. Supply completed records with the monthly report;

10. Plan and coordinate college visitations, cultural activities, workshops, and events for students,
teachers, parents, and the community;

11. Compile and analyze data from reports, etc. Prepare and submit reports as requested by the director.
Write and submit the regular monthly report to the director by the fifth of the month following the
report month;

12. Assist participants with exploration, goal setting, planning, and follow through. Monitor participant’s
progress. Ensure every student has a PSP.

13. Perform other duties as assigned by the Talent Search Director;

14. Must have reliable transportation, in the event a fleet vehicle is not available.

15 Advi . o I lection:

21. Perform Requires some travel, driver’s license mandatory.
22. Must have reliable transportation, in the event a fleet vehicle is not available
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Required Knowledge, Skills and Qualifications
1. Knowledge of post-secondary admissions and assessment/placement processes.
Teaching/coaching/mentoring experience.
Background similar to that of Talent Search Participants.
Career counseling experience;
Approachable, comfortable around youth.
Exceptional attention to detail and accuracy, and excellent organizational and writing skills.
Freedom from racial/ethnic bias.
Strong communication and organizational skills.
. Excellent customer service skills.
10. Ensure confidentiality of information.
11. Driver’s license mandatory.
12. Must be able to drive a 12 passenger van.

©oNDUAWN

Education and Experience

1. Bachelor’s degree required One year’s experience working with students, preferably low income,
academically disadvantaged population; Strong communication, organizational skill; Freedom from
racial/ethnic bias. in education, communication, or related field, required.

2. Preferred Master’s degree in education, counseling, communication, business, social work, teaching or
related field, preferred.

3. One year’s experience working with students, preferably low income, academically disadvantaged
populations, required.

Working Conditions
1. Normal office environment.
2. Regular travel to school districts, mostly daytime, some evening and night driving.

6. Ability to lift and transport boxes weighing 50 pounds required. Ability to reach and work overhead is
required.
7. Some overtime may be required, as well as some flexibility in occasional early or late hours.

Non-Discrimination (1/9/15)

Neosho County Community College affords equal opportunity to and does not discrimination against students, employees, and
applicants regardless of race, color, religion, sex (including pregnancy), sexual orientation, gender identity, ethnicity, national origin,
ancestry, age, disability, marital status, genetic information, status as a veteran, political affiliation, or other factors that cannot be
lawfully considered in its programs and activities, including admissions and employment, to the extent and as required by all applicable
laws and regulations including but not limited to Title VII of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972,
Section 504 of the Rehabilitation Act of 1973, The Americans With Disabilities Act of 1990, The Americans With Disabilities Act
Amendments Act of 2008, The Age Discrimination In Employment Act of 1967, Title Il of the Genetic Information Act of 2008, Kansas
Acts Against Discrimination, Section 188 of the Workforce Investment Act, and any amendments to such laws and regulations.

The following offices have been designated to handle inquiries regarding the Non-Discrimination and to coordinate implementation of
this policy. They may be contacted to initiate an investigation under the policy or to answer questions regarding this policy.

44



Vice President for Operations
a/k/a Chief Operations Officer
Neosho County Community College
800 West 14th Street

Chanute, KS 66720

Telephone: (620) 432-0301

Students may in the alternative prefer to contact:

Dean of Student Services

Neosho County Community College
800 W. 14th Street

Chanute, KS 66720

Telephone: (620) 432-0304

Using the College's complaint or grievance process does not prohibit an employee or student from contacting or filing a complaint with
these agencies:

U.S. Department of Education Kansas Human Rights Commission (KHRC) Equal Employment Opportunity Commission (EEOC)

Office of Civil Rights Main Office, Topeka Kansas City Area Office
1010 Walnut Street 900 S.W. Jackson, Suite 851-S 400 State Avenue, Suite 905
3rd Floor, Suite 320 Topeka, KS 66612-1258 Kansas City, KS 66101
Kansas City, MO 64106 Telephone: (785) 296-3206 Telephone: (913) 551-5655
Telephone: (816) 268-0550 Toll Free: (888) 793-6874
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ALUMNI RELATIONS/DEVELOPMENT ASSISTANT

Reports to: Director of Development
Classification: Full-time, 12-month Employee
Pay Status: Management Support, Exempt
Fringe Benefits per Board Policy
Salary range: $29,000 - $33,000
Revision Date: April 2015

This position reports directly to the Director of Development and is responsible for maintaining the data base
of alumni, the fiscal integrity of the Foundation’s auxiliary accounts, and supports/assists the Director of
Development with the Foundation Board of Directors and their functions.

Essential Functions
1. Provide premiere quality service to all constituencies of the College.
2. Engage in continuous quality improvement and professional development.

Duties and Responsibilities

1. Create and maintain development and alumni databases using the EX Jenzabar system.

2. Receipt and deposit and monitor NCCC Foundation funds and donations, including funds for auxiliary
accounts, and maintain Foundation accounts using Quickbooks software.

3. Process invoices, prepare check request forms and mail payments for the NCCC Foundation and athletic
auxiliary accounts.

4. Assist the director of development with Phonathon, Panther Club, Annual Auction, other campaigns,
and maintain the records for those campaigns.

5. Receive and process Foundation scholarships Create mail merges and process mass mail outs.

6. Assist with preparation of reports and data presentation materials Perform word processing and
spreadsheet tasks as needed by the development office.

7. Copy and collate materials for NCCC Foundation Board of Directors and NCCC committee meetings

8. Record and distribute minutes of NCCC Foundation Board of Directors and Foundation committee
meetings.

9. Serve as executive director of the NCCC Alumni Association and assist the Board of Directors in their
function.

10. Set up meetings, meeting rooms, and make appointments for the director of development.

11. Process travel request and travel expense reports.

12. Monitor the inventory of office supplies and order as necessary.

13. Operate various office machines such as computer, typewriters, calculators, fax machine and copiers.

14. Other duties as assigned by the director of development

Required Knowledge, Skills and Abilities
1. Experience working in an educational or foundation setting.
2. Ability to understand, develop and implement data bases.
3. Extreme attention to detail, organizational skills, ability to manage a number of tasks at one time.
4. Demonstrated ability to learn and disseminate detailed information using a high level of interpersonal
skills.
5. Sensitivity to, and awareness of, confidential materials.
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6. Ability to work effectively with diverse populations.
7. Ability to exercise sound judgment.
8. Willingness and ability to work as a member of a team.

Education and Experience
1. Associate’s degree required, bachelor’s degree preferred.
2. Previous experience working with data bases and/or foundation office preferred.

Working Conditions

1. Workis normally preformed in a typical office setting.
Occasional work alternative hours (other than 8 -5).
Travel possible
Ability to lift 20 pounds.
Very limited exposure to physical risk.
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Non-Discrimination (1/9/15)

Neosho County Community College affords equal opportunity to and does not discrimination against students, employees, and
applicants regardless of race, color, religion, sex (including pregnancy), sexual orientation, gender identity, ethnicity, national origin,
ancestry, age, disability, marital status, genetic information, status as a veteran, political affiliation, or other factors that cannot be
lawfully considered in its programs and activities, including admissions and employment, to the extent and as required by all applicable
laws and regulations including but not limited to Title VII of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972,
Section 504 of the Rehabilitation Act of 1973, The Americans With Disabilities Act of 1990, The Americans With Disabilities Act
Amendments Act of 2008, The Age Discrimination In Employment Act of 1967, Title Il of the Genetic Information Act of 2008, Kansas
Acts Against Discrimination, Section 188 of the Workforce Investment Act, and any amendments to such laws and regulations.

The following offices have been designated to handle inquiries regarding the Non-Discrimination and to coordinate implementation of
this policy. They may be contacted to initiate an investigation under the policy or to answer questions regarding this policy.

Vice President for Operations
a/k/a Chief Operations Officer
Neosho County Community College
800 West 14th Street

Chanute, KS 66720

Telephone: (620) 432-0301

Students may in the alternative prefer to contact:

Dean of Student Services

Neosho County Community College
800 W. 14th Street

Chanute, KS 66720

Telephone: (620) 432-0304

Using the College's complaint or grievance process does not prohibit an employee or student from contacting or filing a complaint with
these agencies:

U.S. Department of Education ~ Kansas Human Rights Commission (KHRC) Equal Employment Opportunity Commission (EEOC)

Office of Civil Rights Main Office, Topeka Kansas City Area Office
1010 Walnut Street 900 S.W. Jackson, Suite 851-S 400 State Avenue, Suite 905
3rd Floor, Suite 320 Topeka, KS 66612-1258 Kansas City, KS 66101
Kansas City, MO 64106 Telephone: (785) 296-3206 Telephone: (913) 551-5655
Telephone: (816) 268-0550 Toll Free: (888) 793-6874
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HEAD ATHLETIC TRAINER/INSTRUCTOR

Reports to: Head Athletic Trainer
Classification: Professional Employee
Pay Status: Salary Schedule
Benefits: Per PEA Negotiated Agreement
Revised: April 2015

This position reports to the athletic director and links the athletic department and the medical community in a
manner providing for the cooperative implementation of injury prevention measures, emergency care, and
injury management. Duties include but are not limited to:

Essential Functions

1.
2.

Provide premiere quality service to all constituencies of the College.
Engage in continuous quality improvement and professional development.

Primary Functions

1.
2.
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10.

11.
12.
13.
14.
15.
16.
17.
18.

Abide by and adhere to the NATA Code of Ethics;
Direct daily training room operations, including:
a. Exercise, rehabilitation and therapy programs;
b. Establish, maintain and secure athletic medical files for each athlete;
c. Maintain daily records concerning treatments, evaluations, rehabilitation, medications,
insurance and coaches report;
Supervise assistant athletic trainer;
Assign and provide athletic training coverage for all home athletic events;
Help recruit and supervise athletic training students;
Prepare athletic training students for transfer to accredited athletic training programs;
Serve as a liaison between the following persons: physicians, physician’s assistants, emergency medical
personnel, coaches, athletes, parents, and public;
Assist parents in filing insurance claims for all athletic injuries;
File college insurance for all athletic injuries;
Work cooperatively with and under the direction of physician(s) and physician’s assistant(s) about the
following:
a. Reconditioning procedures;
b. Operating of therapeutic devices and equipment;
c. Fitting of braces, guards and other devices;
d. Referrals to the physician, physician’s assistant, health services or hospital;
e. Pre-participation Physical examinations for all athletes;
Coordinate the requisition process, storing, and inventory of training room supplies;
Oversee athletic training budget allocations;
Assign and serve as host to visiting athletic trainers and athletic teams;
Administer first aid to injured athletes;
Obtain ambulances as necessary;
Work cooperatively with coaches in setting up and carrying out a program of conditioning for athletes;
Apply protective or injury-prevention devices, such as taping, bandaging, or bracing;
Advise about equipment purchases;
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19. Supervise and/or advise about fitting of protective equipment;

20. Instruct athletic training students in first aid and athletic training procedures;

21. Counsel and advise athletes and coaches about matters pertaining to health;

22. Serve as a resource for medical and fitness information related to sports and athletes;

23. Examine the feasibility of conducting athletic training workshops and clinics in the future years;
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25. Work with the assistant ee-athletic trainer to cover the daily operations of the training room;

e el : ' : hlotic training ;
17 el hlotic training

28. May teach 5 credit hours per semester
29. Perform other duties as assigned by the director of athletics.

Required Knowledge, Skills and Abilities
1. Excellent interpersonal skills.
2. Excellent organizational skills.
3. Effective oral and written communication skills.

Education and Experience
e Knowledge of Athletic Training as stated in the competencies developed by the National Athletic
Trainer’s Association (NATA) Education Council and the successful completion of the national
certification requirements set forth by the Board of Certification.

e Current state licensure or the ability to obtain licensure upon selection, with the Kansas State Board of

Healing Arts.
e Abachelor’s degree in Athletic Training or related field.
e  First Aid/CPR certified.

e Preferred clinical staff, graduate assistant, or other athletic trainer at the high school level, community

college, or 4-year institution.

Working Conditions

1. Normal office working environment.
Ability to sit in an office chair for long periods while operating a personal computer is required.
The employee is required to walk extensively, sit, stand, talk and hear.
Specific vision abilities required by this job include close vision and the ability to adjust focus.
Travel will be required.
Ability to occasionally lift and transport items weighing up to 100 pounds is required.
Weekends will be required as well as some flexibility in early or late hours.
Ability to drive up to 12 passenger van.
Must have valid driver’s license.
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Non-Discrimination (1/9/15)

Neosho County Community College affords equal opportunity to and does not discrimination against students, employees, and

applicants regardless of race, color, religion, sex (including pregnancy), sexual orientation, gender identity, ethnicity, national origin,
ancestry, age, disability, marital status, genetic information, status as a veteran, political affiliation, or other factors that cannot be
lawfully considered in its programs and activities, including admissions and employment, to the extent and as required by all applicable
laws and regulations including but not limited to Title VII of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972,

Section 504 of the Rehabilitation Act of 1973, The Americans With Disabilities Act of 1990, The Americans With Disabilities Act
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Amendments Act of 2008, The Age Discrimination In Employment Act of 1967, Title Il of the Genetic Information Act of 2008, Kansas
Acts Against Discrimination, Section 188 of the Workforce Investment Act, and any amendments to such laws and regulations.

The following offices have been designated to handle inquiries regarding the Non-Discrimination and to coordinate implementation of
this policy. They may be contacted to initiate an investigation under the policy or to answer questions regarding this policy.

Vice President for Operations
a/k/a Chief Operations Officer
Neosho County Community College
800 West 14th Street

Chanute, KS 66720

Telephone: (620) 432-0301

Students may in the alternative prefer to contact:

Dean of Student Services

Neosho County Community College
800 W. 14th Street

Chanute, KS 66720

Telephone: (620) 432-0304

Using the College's complaint or grievance process does not prohibit an employee or student from contacting or filing a complaint with
these agencies:

U.S. Department of Education Kansas Human Rights Commission (KHRC) Equal Employment Opportunity Commission (EEOC)

Office of Civil Rights Main Office, Topeka Kansas City Area Office
1010 Walnut Street 900 S.W. Jackson, Suite 851-S 400 State Avenue, Suite 905
3rd Floor, Suite 320 Topeka, KS 66612-1258 Kansas City, KS 66101
Kansas City, MO 64106 Telephone: (785) 296-3206 Telephone: (913) 551-5655
Telephone: (816) 268-0550 Toll Free: (888) 793-6874
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DIRECTOR OF RESIDENCE & STUDENT LIFE

Reports to: Dean of Student Services
Classification: Full-time, 11-month Employee
Pay Status: Administrator, Exempt
Fringe Benefits per Board Policy
Starting Salary Range: $25,000 - $30,000
2 bedroom apartment and food service and cell phone allowance provided
Revision Date: May 2014, April 2015

This position is a member of the Student Services team who reports to the Dean of Student Services. This
position is responsible for providing leadership and direction for a comprehensive student life program,
coordinating student activities, and ensuring the college is providing housing that is safe and conducive to living
and learning. This position will work directly with other student services areas to implement a comprehensive
student services program for the college. This is a live-in position.

Essential Functions
1. Provide premiere quality service to all constituencies of the College.
2. Engage in continuous quality improvement and professional development.

Duties and Responsibilities
Residence Life

Leadership and Management:

1. Oversee both residence halls, including the supervision of professional and student employees, and
facility maintenance.

2. Assist the Dean of Student Services with student disciplinary and code of conduct issues per College
policies in collaboration with the Dean of Student Services. This includes appropriate investigation
and resolution of incidents and situations.

3. Provide comprehensive training, evaluate, and schedule professional and student employees who
compose the support staff within this department.

4. Ensure that regular meetings of all resident students are held as needed each semester to explain
the rules, procedures, residence hall policies, disseminate general information, and obtain
suggestions from students to provide opportunities for all resident students to interact throughout
the semester.

5. Maintain complete and up-to-date records of all room assignments, maintenance-weork, buiding
expenses, room check-in and check-out, damage assessment, and operational activities; provide up-
to-date information to the business office to facilitate the collection of housing contracts and
deposits.

6. Develop a budget of expenses each academic year, including a statement of income at the close of
each academic year.

7. Plan for program and facility improvements through Dean of Student Services.

Strive to make the residence hall a strong financial asset for the college.

9. Obtain feedback from students on meal-plan contracts and quality of service provided in the school
cafeteria and communicate those concerns to food service provider by sponsoring the Food Service
Committee.

10. Assist in the development of and revisions to residence life publications, contracts, etc.

o

51



S

afety and Security

1.

C

Provide leadership in emergency and problem situations and communicate all concerns to Dean of
Student Services through written incident reports, weekly meetings, and immediate oral
communication when situation necessitates.

Provide direct supervision for student housing security including door locks, mail delivery,
emergency exits, and screening housing guests; implement safety processes including fire drills and
health and safety inspections each semester.

Monitor and report need of any building maintenance within the residence halls in order to
maintain a housing facility that is attractive, clean and safe.

ommunity Development

1.

Enhance retention effort by promoting a sense of community and fostering out-of-class learning in
the residence hall through residence life activities; initiate contact on a regular basis with students
in the residence halls and become personally acquainted with each resident; manage and provide
follow-up to resident needs and concerns.

Coordinate and supervise residence life social functions.

Coordinate and plan wellness programming to facilitate an alcohol and drug-free campus
community.

4. Advise at menthly weekly meetings of the housing staff. ceunciland-suppeortelected-officeswithin

the—council:

5. Utilize programming as a means of increasing interaction between residents, developing residents’
interests and skills, and contributing to learning outcomes.

Student Life:

1. Serve as campus-wide coordinator of student activities, responsible for promoting, enlisting,
evaluating, and reporting on recommendations for future events to meet the needs of students;

2. Assist with the development and implementation of a comprehensive student development
program, which includes social and academic-related programming;

3. OverseetheStudentUnionfaciity; review and coordinate facilities and venues for student social
and event programming;

4. Formulate, develop and implement programs and services for commuter and non-traditional
student populations at Chanute campus. beth-carmpuses;

5. Work with Dean of Student Services to ensure services and programs meet the needs of the
student body;

6. Meet with individual students and student organizations for problem solving, counseling,
mediating, referrals and program development; assist in the development, coordination,
implementation, and advisement of new clubs and organizations;

7. Maintain a campus student calendar with all student events and activities.

8. Perform other miscellaneous duties as assigned by the Dean of Student Services .

Required Knowledge, Skills and Abilities

1.

ok wnN

Must possess a service mentality toward students, parents and others.
Excellent interpersonal skills.

Ability to work effectively with diverse populations.

Organizing, coordinating and supervisory skills.

Ability to communicate effectively, both orally and in writing.

Ability to exercise sound judgment independently.
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7. Ability to provide a model of maturity and leadership to students and staff.
8. Ability to handle disciplinary issues as they arise in a firm, fair manner.

9. Willingness and ability to work as a member of a team.

10. Excellent computer skills.

11. Ability to plan and evaluate programs.

Education and Experience
1. Bachelor’s degree required; Master’s Degree preferred.
2. 1-2 years of experience in residence and/or student activities preferred.

Working Conditions
1. Work is normally performed in a typical interior/office work environment.
2. Evening hours are required.
3. No or very limited physical effort required.

Non-Discrimination (1/9/15)

Neosho County Community College affords equal opportunity to and does not discrimination against students, employees, and
applicants regardless of race, color, religion, sex (including pregnancy), sexual orientation, gender identity, ethnicity, national origin,
ancestry, age, disability, marital status, genetic information, status as a veteran, political affiliation, or other factors that cannot be
lawfully considered in its programs and activities, including admissions and employment, to the extent and as required by all applicable
laws and regulations including but not limited to Title VII of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972,
Section 504 of the Rehabilitation Act of 1973, The Americans With Disabilities Act of 1990, The Americans With Disabilities Act
Amendments Act of 2008, The Age Discrimination In Employment Act of 1967, Title Il of the Genetic Information Act of 2008, Kansas
Acts Against Discrimination, Section 188 of the Workforce Investment Act, and any amendments to such laws and regulations.

The following offices have been designated to handle inquiries regarding the Non-Discrimination and to coordinate implementation of
this policy. They may be contacted to initiate an investigation under the policy or to answer questions regarding this policy.

Vice President for Operations
a/k/a Chief Operations Officer
Neosho County Community College
800 West 14th Street

Chanute, KS 66720

Telephone: (620) 432-0301

Students may in the alternative prefer to contact:

Dean of Student Services

Neosho County Community College
800 W. 14th Street

Chanute, KS 66720

Telephone: (620) 432-0304

Using the College's complaint or grievance process does not prohibit an employee or student from contacting or filing a complaint with
these agencies:

U.S. Department of Education  Kansas Human Rights Commission (KHRC) Equal Employment Opportunity Commission (EEOC)

Office of Civil Rights Main Office, Topeka Kansas City Area Office
1010 Walnut Street 900 S.W. Jackson, Suite 851-S 400 State Avenue, Suite 905
3rd Floor, Suite 320 Topeka, KS 66612-1258 Kansas City, KS 66101
Kansas City, MO 64106 Telephone: (785) 296-3206 Telephone: (913) 551-5655
Telephone: (816) 268-0550 Toll Free: (888) 793-6874
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COORDINATOR OF RESIDENCE AND STUDENT LIFE

Reports to: Director of Residence & Student Life
Classification: Full-time, 11-month Employee
Pay Status: Management Support, Exempt
Fringe Benefits per Board Policy
Starting Salary Range: $18,000-$23,000
Residence hall apartment and food service provided
Revision Date: June 2014, April 2015

This position is a member of the Student Services team who reports to the Director of Student Life. This
position is responsible for assisting in implementing a comprehensive residential and student life program.
This is a live-in position.

Essential Functions

1.
2.

Provide premiere quality service to all constituencies of the College.
Engage in continuous quality improvement and professional development.

Duties and Responsibilities

Residence Life:

1.

Assist the Director of Residence & Student Life in supervising both residence halls, including sharing
“on-call” duty.

Assist in conducting regular meetings of all resident students as needed each semester to explain
the rules, procedures, residence hall policies, disseminate general information, and obtain
suggestions from students to provide opportunities for all resident students to interact throughout
the semester.

Assist in maintaining complete and up-to-date records of all room assignments, maintenrance-weork;
building-expenses, room check-in and check-out, damage assessment, and operational activities;
provide up-to-date information to the business office to facilitate the collection of housing
contracts and deposits.

Provide leadership in emergency and problem situations and communicate all concerns to the
Director of Residence & Student Life through written incident reports, meetings, and immediate
oral communication when situation necessitates.

Provide direct supervision for student housing security including door locks, mail delivery,
emergency exits, and screening housing guests; implement safety processes including fire drills and
health and safety inspections each semester.

Monitor and report need of any building maintenance within the residence halls in order to
maintain a housing facility that is attractive, clean and safe.

Enhance retention effort by promoting a sense of community and fostering out-of-class learning in
the residence halls through residence life activities; initiate contact on a regular basis with students
in the residence halls and become personally acquainted with each resident; manage and provide
follow-up to resident needs and concerns.

Assist with planning, coordinating, and supervising residence life social functions.

Assist in planning wellness programming to facilitate an alcohol and drug-free campus community.

. Assist with advising, planning and/or attending weekly meetings of the housing staff when needed.
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11. Utilize programming as a means of increasing interaction between residents, developing residents’
interests and skills, and contributing to learning outcomes.

Student Life:

1. Assist with student activity programming planning, scheduling, and implementation;

2. Serve as marketing and publicity coordinator for all student activities using multiple modalities
(including Panther Vision) to ascertain that residential and commuter students are aware of all
student events.

3. Assist in formulating, developing and implementing programs and services for commuter and non-
traditional student populations at both campuses;

4. Maintain a campus student calendar with all student events and activities.

5. Perform other miscellaneous duties as assigned by the Director of Student Life and/or Dean of
Student Services.

Required Knowledge, Skills and Abilities
1. Must possess a service mentality toward students, parents and others.
Excellent interpersonal skills.
Ability to work effectively with diverse populations.
Organizing and coordinating skills.
Ability to communicate effectively, both orally and in writing.
Ability to exercise sound judgment independently.
Ability to provide a model of maturity and leadership to students and staff.
Ability to handle disciplinary issues as they arise in a firm, fair manner.
. Willingness and ability to work as a member of a team.
10. Excellent computer skills.
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Education and Experience
1. Associate’s degree required; Bachelor’s and Master’s degree preferred.
2. 1-2years of experience in residence and/or student activities preferred.

Working Conditions
1. Work is aermally performed in both a typical interior/office work environment and outdoors/many
locations across campus.
2. Evening hours are required.

3. Ne-oerverrlimited Some physical effort/heavy lifting is required.

Non-Discrimination (1/9/15)

Neosho County Community College affords equal opportunity to and does not discrimination against students, employees, and
applicants regardless of race, color, religion, sex (including pregnancy), sexual orientation, gender identity, ethnicity, national origin,
ancestry, age, disability, marital status, genetic information, status as a veteran, political affiliation, or other factors that cannot be
lawfully considered in its programs and activities, including admissions and employment, to the extent and as required by all applicable
laws and regulations including but not limited to Title VII of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972,
Section 504 of the Rehabilitation Act of 1973, The Americans With Disabilities Act of 1990, The Americans With Disabilities Act
Amendments Act of 2008, The Age Discrimination In Employment Act of 1967, Title Il of the Genetic Information Act of 2008, Kansas
Acts Against Discrimination, Section 188 of the Workforce Investment Act, and any amendments to such laws and regulations.

The following offices have been designated to handle inquiries regarding the Non-Discrimination and to coordinate implementation of
this policy. They may be contacted to initiate an investigation under the policy or to answer questions regarding this policy.
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Vice President for Operations
a/k/a Chief Operations Officer
Neosho County Community College
800 West 14th Street

Chanute, KS 66720

Telephone: (620) 432-0301

Students may in the alternative prefer to contact:

Dean of Student Services

Neosho County Community College
800 W. 14th Street

Chanute, KS 66720

Telephone: (620) 432-0304

Using the College's complaint or grievance process does not prohibit an employee or student from contacting or filing a complaint with
these agencies:

U.S. Department of Education Kansas Human Rights Commission (KHRC) Equal Employment Opportunity Commission (EEOC)

Office of Civil Rights Main Office, Topeka Kansas City Area Office
1010 Walnut Street 900 S.W. Jackson, Suite 851-S 400 State Avenue, Suite 905
3rd Floor, Suite 320 Topeka, KS 66612-1258 Kansas City, KS 66101
Kansas City, MO 64106 Telephone: (785) 296-3206 Telephone: (913) 551-5655
Telephone: (816) 268-0550 Toll Free: (888) 793-6874
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ADMINISTRATIVE ASSISTANT TO THE PRESIDENT
and CLERK/BOARD OF TRUSTEES

Reports to: President
Classification: Full-time, 12-month Employee
Pay Status: Clerical, Level IV, Non-exempt
Fringe Benefits per Board Policy
Revision Date: April 2015

This position reports to the president. Duties include, but are not limited to:

Essential Functions
1. Provide premiere quality service to all constituencies of the College.
2. Engage in continuous quality improvement and professional development.
3. Be knowledgeable of board of trustees’ policies and NCCC policies.
4. Transcribe notes, prepare and file correspondence, prepare requisitions and travel requests.-and-file
relrabursoraonitfomas
5. Schedule appointments for the President.
6. Make travel arrangements for the President and trustees.
7.
8.

Serve as recorder of the Executive Committee meetings.
Assist with employee relations such as to mark the birth of a child, the death of a family member,
employees in the hospital, or when requested by the President or trustees.

9. Maintain the college organizational charts.

10. Act as the Open Records contact person.

5:11. Serve as the depository for nominations for the employee service awards and the Excellence
Award. Schedule selection committee meetings and order awards.

6:12. Handle routine matters relating to the daily operation of the office, including processing
various forms to appropriate offices.

#13. Schedule meeting rooms for public use, prepare billings for such use, and notify the
maintenance department of activities with any special needs.

8:14. Maintain the facility and classroom calendars.

9:15. Attend monthly and special board of trustee meetings; hand-deliver board agenda to trustees

and media_and have a copy posted on the college website; set up the boardroom before meetings; and

distribute approved minutes -to media and post on college websiteand-update-the-board-minute-book.
10:16. Update the Board of Trustees pPolicy Handbook as policies are added or revised.

1317 Complete surveys and reports as necessary.
12.18. Perform other duties as assigned by the president.

Required Knowledge, Skills and Abilities
1. High level of responsibilities and complexity of tasks;
2. Confidentiality necessary.
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Education and Experience
1. High School Diploma or GED required, plus 7 years of work experience in area of responsibilities
required; Associates degree and/or specialized skills and 3 years of experience required; Bachelor’s
preferred.

Working Conditions
1. Work is normally performed in a typical interior/office work environment.
2. No or very limited physical effort required.
3. No or very limited exposure to physical risk.

Non-Discrimination (1/9/15)

Neosho County Community College affords equal opportunity to and does not discrimination against students, employees, and
applicants regardless of race, color, religion, sex (including pregnancy), sexual orientation, gender identity, ethnicity, national origin,
ancestry, age, disability, marital status, genetic information, status as a veteran, political affiliation, or other factors that cannot be
lawfully considered in its programs and activities, including admissions and employment, to the extent and as required by all applicable
laws and regulations including but not limited to Title VII of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972,
Section 504 of the Rehabilitation Act of 1973, The Americans With Disabilities Act of 1990, The Americans With Disabilities Act
Amendments Act of 2008, The Age Discrimination In Employment Act of 1967, Title Il of the Genetic Information Act of 2008, Kansas
Acts Against Discrimination, Section 188 of the Workforce Investment Act, and any amendments to such laws and regulations.

The following offices have been designated to handle inquiries regarding the Non-Discrimination and to coordinate implementation of
this policy. They may be contacted to initiate an investigation under the policy or to answer questions regarding this policy.

Vice President for Operations
a/k/a Chief Operations Officer
Neosho County Community College
800 West 14th Street

Chanute, KS 66720

Telephone: (620) 432-0301

Students may in the alternative prefer to contact:

Dean of Student Services

Neosho County Community College
800 W. 14th Street

Chanute, KS 66720

Telephone: (620) 432-0304

Using the College's complaint or grievance process does not prohibit an employee or student from contacting or filing a complaint with
these agencies:

U.S. Department of Education  Kansas Human Rights Commission (KHRC) Equal Employment Opportunity Commission (EEOC)

Office of Civil Rights Main Office, Topeka Kansas City Area Office
1010 Walnut Street 900 S.W. Jackson, Suite 851-S 400 State Avenue, Suite 905
3rd Floor, Suite 320 Topeka, KS 66612-1258 Kansas City, KS 66101
Kansas City, MO 64106 Telephone: (785) 296-3206 Telephone: (913) 551-5655
Telephone: (816) 268-0550 Toll Free: (888) 793-6874
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FINANCIAL AID CLERK

Reports to: Director of Financial Aid
Classification: Part-time, 12-month Employee
Pay Status: Clerical, Level ll, Non-exempt
Fringe Benefits per Board Policy
Salary range: $8.70-$9.70/hr
Revision Date: April 2015

This position reports to the Director of Financial Aid. Primary functions are to provide support to the office of
financial aid. Duties include, but are not limited to:

Essential Functions
1. Provide premiere quality service to all constituencies of the College.
2. Engage in continuous quality improvement and professional development.
3. Create and maintain financial aid files for each financial aid applicant on the Chanute campus;
4. Track student information and inform students of needed documentation for file completion for the
Chanute campus;
5. Perform loan default management activities including but not limited to eentacting-delinguent-borrows

by-mail-and-telephone processing skip tracing reports;
6. PRerferm-Assist with verification en-al-selected-applicantsforthe-Chanute-campus processing and

financial aid counseling as needed;
7. Other duties as assigned by the Director of Financial Aid.

Required Knowledge, Skills and Abilities

1. Excellent oral and written communication skills.
Ability to work effectively with diverse populations.
Excellent organizational skills.
Excellent computer skills.
Willingness and ability to work as a member of a team.
Attention to detail.
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Education and Experience
e High school graduate

Working Conditions

1. Work is normally performed in a typical interior/office work environment.
2. No or very limited physical effort required.
3. No orvery limited exposure to physical risk.

Non-Discrimination (1/9/15)
Neosho County Community College affords equal opportunity to and does not discrimination against students, employees, and

applicants regardless of race, color, religion, sex (including pregnancy), sexual orientation, gender identity, ethnicity, national origin,
ancestry, age, disability, marital status, genetic information, status as a veteran, political affiliation, or other factors that cannot be
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lawfully considered in its programs and activities, including admissions and employment, to the extent and as required by all applicable
laws and regulations including but not limited to Title VII of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972,
Section 504 of the Rehabilitation Act of 1973, The Americans With Disabilities Act of 1990, The Americans With Disabilities Act
Amendments Act of 2008, The Age Discrimination In Employment Act of 1967, Title Il of the Genetic Information Act of 2008, Kansas
Acts Against Discrimination, Section 188 of the Workforce Investment Act, and any amendments to such laws and regulations.

The following offices have been designated to handle inquiries regarding the Non-Discrimination and to coordinate implementation of
this policy. They may be contacted to initiate an investigation under the policy or to answer questions regarding this policy.

Vice President for Operations
a/k/a Chief Operations Officer
Neosho County Community College
800 West 14th Street

Chanute, KS 66720

Telephone: (620) 432-0301

Students may in the alternative prefer to contact:

Dean of Student Services

Neosho County Community College
800 W. 14th Street

Chanute, KS 66720

Telephone: (620) 432-0304

Using the College's complaint or grievance process does not prohibit an employee or student from contacting or filing a complaint with
these agencies:

U.S. Department of Education Kansas Human Rights Commission (KHRC) Equal Employment Opportunity Commission (EEOC)

Office of Civil Rights Main Office, Topeka Kansas City Area Office
1010 Walnut Street 900 S.W. Jackson, Suite 851-S 400 State Avenue, Suite 905
3rd Floor, Suite 320 Topeka, KS 66612-1258 Kansas City, KS 66101
Kansas City, MO 64106 Telephone: (785) 296-3206 Telephone: (913) 551-5655
Telephone: (816) 268-0550 Toll Free: (888) 793-6874
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OFFICE SERVICES CLERK

Reports to: Dean of Planning-and-Operations Operations/CIO

Classification: Full-time, 12-month employee
Pay Status: Clerical, Non-exempt, Level IlI
Fringe Benefits per Board Policy

Salary Range: $7-00-$8-50 $9.70-510.70 per hour
Revision Date: December2004April 2015

This position performs a variety of office services for the college and reports to the-Bean-of-Planrningand-Dean
of Operations/CIO under his general supervision. Major duties consist of: coordination and implementation of
general copying and printing services in the copy center, mailroom processing functions, maintaining
appropriate office supply inventory including copier, PC and technology equipment supplies and general office
supply, and some minimal technology hardware support functions. Duties include, but are not limited to:

Essential Functions

1.
2.
3.

10.
11.
12.
13.

14.

15.

16.

17.

Provide premiere quality service to all constituencies of the College.

Engage in continuous quality improvement and professional development.

Coordinate/perform Copy Center/Mailroom activities including (but not limited to) making and
distributing copies in a timely and accurate manner, handling incoming and outgoing mail, and
maintaining office supply inventories. Log all incoming packages and prepare mail slips for resident
students.

Operate various photocopy equipment in order to complete duplication orders for copy center
customers; readjusts machine according to requirements of each copy order. Communicate status of
order through email or voice when necessary.

Load machines with paper and supplies as necessary.

Perform related work such as collating, stapling, assembling, stuffing, cutting, punching, folding and
paste-ups as job requires.

Fasten sheets together to prepare books, magazines, bulletins and other publications using machine
stapler or inserting binding strips into punched holes as necessary.

Prepare and package jobs by stacking, boxing or wrapping for delivery to customer as necessary.
Perform routine maintenance, adjustments and minor repairs on equipment. Place calls to vendors for
service problems.

Process, prepare, sort and distribute incoming and outgoing mail as necessary. Coordinate bulk mail
processing for all departments.

Coordinate UPS/Fed Ex shipments with the maintenance supervisor.

Ensure all mail slots are up-to-date with active employees.

Monitor and proactively maintain appropriate levels of various office supplies including daily
calculation of current inventory available using centralized database spreadsheet.

Order and maintain appropriate levels of copy center/technology supplies including (but not limited to)
paper, toner, toner cartridges, drums, CD’s, DVD’s, batteries, and general office supplies on a weekly
basis.

Coordinate delivery of supplies to convenience copiers on a daily basis with the maintenance
supervisor.

Work with and train key operators of convenience copiers to check and clean platen glass, and add or
change toner as necessary.

Coordinate and maintain copier/postage/fax security access codes, training and user lists.
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18. Maintain record of copier requisitions and postage usage.

19. Prepare monthly billings for postage and copy charges and bill back to individual departments at the
direction of CFO the Dean-efFinance and Dean efPlanning-and Operations/CIO.

20. Maintain copier/postage/fax machine user documentation, procedures, and materials.

21. Assist with miscellaneous technology support at the direction of the Dean of Plarringand
Operations/ClO and in conjunction with the Technology Services Support Technician.

22. Prepare the KJCCC and NJCCA certificates when requested by the Assistant Athletic Director.

23. Perform other miscellaneous duties as assigned by the Dean of Plarnringand Operations/CIO.

Knowledge, Skills and Abilities
1. Excellent interpersonal skills, above average communication skills, ability to work effectively with all
levels of employees.
Ability to project a positive and professional image to students and employees.
Ability to appropriately exercise independent initiative and judgment.
Sensitivity to, and awareness of, confidential materials.
Ability to learn and complete routine maintenance tasks.
Good working knowledge of copier machine operations.
Some knowledge of personal computer applications and hardware would be helpful.

NoukwnN

Education and Experience
e High school diploma or equivalent
e 2-3years of experience in either a copy center or mail center; or day-to-day experience in the copy and
mail functions as part of another administrative support function
e Experience with MS Outlook and Excel preferred

Working Conditions
1. The noise level in the work environment is moderately noisy.
2. While performing the duties of this job, the employee is constantly required to use hands to finger,
handle, or operate objects, tools, or controls; and reach with hands and arms.
The employee is required to walk extensively, sit, stand, talk and hear.
Specific vision abilities required by this job include close vision and the ability to adjust focus.
Ability to occasional lift and transport boxes weighing 20-40 pounds is required.
Ability to reach and work overhead on an occasional basis is required.
Some overtime may be required, as well as some flexibility in occasional early or late hours.

Nouvsw

Non-Discrimination (1/9/15)

Neosho County Community College affords equal opportunity to and does not discrimination against students, employees, and
applicants regardless of race, color, religion, sex (including pregnancy), sexual orientation, gender identity, ethnicity, national origin,
ancestry, age, disability, marital status, genetic information, status as a veteran, political affiliation, or other factors that cannot be
lawfully considered in its programs and activities, including admissions and employment, to the extent and as required by all applicable
laws and regulations including but not limited to Title VII of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972,
Section 504 of the Rehabilitation Act of 1973, The Americans With Disabilities Act of 1990, The Americans With Disabilities Act
Amendments Act of 2008, The Age Discrimination In Employment Act of 1967, Title Il of the Genetic Information Act of 2008, Kansas
Acts Against Discrimination, Section 188 of the Workforce Investment Act, and any amendments to such laws and regulations.

The following offices have been designated to handle inquiries regarding the Non-Discrimination and to coordinate implementation of
this policy. They may be contacted to initiate an investigation under the policy or to answer questions regarding this policy.
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Vice President for Operations
a/k/a Chief Operations Officer
Neosho County Community College
800 West 14th Street

Chanute, KS 66720

Telephone: (620) 432-0301

Students may in the alternative prefer to contact:

Dean of Student Services

Neosho County Community College
800 W. 14th Street

Chanute, KS 66720

Telephone: (620) 432-0304

Using the College's complaint or grievance process does not prohibit an employee or student from contacting or filing a complaint with
these agencies:

U.S. Department of Education Kansas Human Rights Commission (KHRC) Equal Employment Opportunity Commission (EEOC)

Office of Civil Rights Main Office, Topeka Kansas City Area Office
1010 Walnut Street 900 S.W. Jackson, Suite 851-S 400 State Avenue, Suite 905
3rd Floor, Suite 320 Topeka, KS 66612-1258 Kansas City, KS 66101
Kansas City, MO 64106 Telephone: (785) 296-3206 Telephone: (913) 551-5655
Telephone: (816) 268-0550 Toll Free: (888) 793-6874
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SWITCHBOARD/OFFICE SERVICES CLERK (CHANUTE)

Reports to: Director-of Fechnology-Services-Dean of Operations/CIO

Classification: Part-time 12-month Employee
Pay Status: Clerical, Level Ill, Non-exempt
Fringe Benefits per Board Policy, KPERS Eligible
Starting Salary range $8.70-$9.70 per hour
Creation: August, 2012
Revised: April 2015

Purpose of position: This position performs a variety of office services for the college and reports to the
Asseciate Dean of Operations/CIO under his general supervision. Major duties consist of being the primary
backup for the welcome center receptionist, the copy center clerk, and assisting in other departments as
required.

Essential Functions

1.
2.
3.

6.

Provide premiere quality service to all constituencies of the College.

Engage in continuous quality improvement and professional development.

Assist in coverage of the welcome center switchboard as needed. This includes (but not limited to)
answering and transferring calls, assisting walk-in customers with direction and information, and
creating ID’s for students.

Assist in coverage for Copy Center/Mailroom activities including (but not limited to) making and
distributing copies in a timely and accurate manner, handling incoming and outgoing mail, and
maintaining office supply inventories.

Assist with other department’s as required. This may entail filing, scanning and archiving documents,
general office help, or answering telephones.

Perform all other duties as assigned by the Asseciate-Dean of Operations/CIO.

Required Knowledge, Skills and Abilities

1.
2.

oukWw

Exemplary customer service skills are essential.

Excellent interpersonal skills, above average communication skills, ability to work effectively with all
levels of employees. Ability to project a positive and professional image to students and employees.
Ability to appropriately exercise independent initiative and judgment.

Sensitivity to, and awareness of, confidential materials.

Ability to learn and complete routine tasks using a personal computer.

Working knowledge of copier machine operations.

Education and Experience

High school diploma or equivalent
2-3 years’ experience in either a copy center or receptionist role
Experience with Microsoft Office Products and enterprise phone systems is desirable
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Working Conditions

1. While performing the duties of this job, the employee is constantly required to use hands to finger,
handle, or operate objects, tools, or controls; and reach with hands and arms.
The employee is required to walk, sit, stand, talk and hear.
Specific vision abilities required by this job include close vision and the ability to adjust focus.
Ability to reach and work overhead on an occasional basis is required.
Some overtime may be required, as well as some flexibility in occasional early or late hours.
Normal working hours for this position will be Monday — Friday 10:00am — 2:00pm.

ok wnN

Non-Discrimination (1/9/15)

Neosho County Community College affords equal opportunity to and does not discrimination against students, employees, and
applicants regardless of race, color, religion, sex (including pregnancy), sexual orientation, gender identity, ethnicity, national origin,
ancestry, age, disability, marital status, genetic information, status as a veteran, political affiliation, or other factors that cannot be
lawfully considered in its programs and activities, including admissions and employment, to the extent and as required by all applicable
laws and regulations including but not limited to Title VII of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972,
Section 504 of the Rehabilitation Act of 1973, The Americans With Disabilities Act of 1990, The Americans With Disabilities Act
Amendments Act of 2008, The Age Discrimination In Employment Act of 1967, Title Il of the Genetic Information Act of 2008, Kansas
Acts Against Discrimination, Section 188 of the Workforce Investment Act, and any amendments to such laws and regulations.

The following offices have been designated to handle inquiries regarding the Non-Discrimination and to coordinate implementation of
this policy. They may be contacted to initiate an investigation under the policy or to answer questions regarding this policy.

Vice President for Operations
a/k/a Chief Operations Officer
Neosho County Community College
800 West 14th Street

Chanute, KS 66720

Telephone: (620) 432-0301

Students may in the alternative prefer to contact:

Dean of Student Services

Neosho County Community College
800 W. 14th Street

Chanute, KS 66720

Telephone: (620) 432-0304

Using the College's complaint or grievance process does not prohibit an employee or student from contacting or filing a complaint with
these agencies:

U.S. Department of Education  Kansas Human Rights Commission (KHRC) Equal Employment Opportunity Commission (EEOC)

Office of Civil Rights Main Office, Topeka Kansas City Area Office
1010 Walnut Street 900 S.W. Jackson, Suite 851-S 400 State Avenue, Suite 905
3rd Floor, Suite 320 Topeka, KS 66612-1258 Kansas City, KS 66101
Kansas City, MO 64106 Telephone: (785) 296-3206 Telephone: (913) 551-5655
Telephone: (816) 268-0550 Toll Free: (888) 793-6874
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TALENT SEARCH ADMINISTRATIVE ASSISTANT

Reports to: Talent Search Director
Classification: Full-time, 12-month Employee
Pay Status: Clerical, Non-Exempt, Level llI
Fringe Benefit per Board Policy
Salary Range:

Revision Date: April 2015

This position will work cooperatively with the SEK Talent Search staff and related support personnel at both
NCCC and CCC in the following areas:

Essential Functions

1. Provide premiere quality service to all constituencies of the College.

2. Engage in continuous quality improvement and professional development.

3. Maintain a pleasant, professional, and welcoming demeanor; answer the telephone, take and relay all
messages accurately and promptly; maintain an office atmosphere conducive to meeting the needs of
disadvantaged students;

4. Maintain the confidentiality of participant and staff information entrusted during the course of
completing duties;

5. Prepare and send mailings;

6. Maintain accurate up-to-date records and database, including documentation of eligibility of students,
student academic records, documentation of contacts, exit information, follow up information;

7. Maintain accurate office records, including budget information, purchase orders, statistical information
and keep monthly paper copies of summary information;

8. Supervise student office personnel;

9. Type correspondence, reports, proposals;

10. Compile data for reports. Provide analysis of information so the Program Director may make necessary
changes in project design and services to meet participants’ needs;

11. Maintain an accurate and up-to-date inventory and check out procedure for equipment and materials;

12. Prepare reports for the institution, U.S. Department of Education, target schools, and the area
communities to inform them about the progress of the project;

13. Perform other duties and responsibilities as assigned by the Talent Search Director.

Required Knowledge, Skills and Abilities
1. Background similar to that of Talent Search participants.
Approachable, comfortable around youth.
Exceptional attention to detail and accuracy, and excellent organizational and writing skills.
Freedom from racial/ethnic biasis.
Ensure confidentiality of information.
Driver’s license mandatory.
Must be able to drive a 12 passenger van.

NouswN

Education and Experience
1. Preferred Associate’s degree with two years of work experience in basic office procedures.
2. Competent with office technology applications including Microsoft Office and social media.
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3. A background similar to that of participants.

Working Conditions
1. Normal office environment.
2. Occasional lifting of up to 50 pounds form the floor to shoulder height is required.
3. Occasional evening, weekend, and overnight working hours as a chaperone.
4. Ability to operate normal office equipment such as copiers, fax machines, and personal computer on a
daily basis is required.
5. Ability to sit in an office chair for long period while operating a personal computer is required.

Non-Discrimination (1/9/15)

Neosho County Community College affords equal opportunity to and does not discrimination against students, employees, and
applicants regardless of race, color, religion, sex (including pregnancy), sexual orientation, gender identity, ethnicity, national origin,
ancestry, age, disability, marital status, genetic information, status as a veteran, political affiliation, or other factors that cannot be
lawfully considered in its programs and activities, including admissions and employment, to the extent and as required by all applicable
laws and regulations including but not limited to Title VII of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972,
Section 504 of the Rehabilitation Act of 1973, The Americans With Disabilities Act of 1990, The Americans With Disabilities Act
Amendments Act of 2008, The Age Discrimination In Employment Act of 1967, Title Il of the Genetic Information Act of 2008, Kansas
Acts Against Discrimination, Section 188 of the Workforce Investment Act, and any amendments to such laws and regulations.

The following offices have been designated to handle inquiries regarding the Non-Discrimination and to coordinate implementation of
this policy. They may be contacted to initiate an investigation under the policy or to answer questions regarding this policy.

Vice President for Operations
a/k/a Chief Operations Officer
Neosho County Community College
800 West 14th Street

Chanute, KS 66720

Telephone: (620) 432-0301

Students may in the alternative prefer to contact:

Dean of Student Services

Neosho County Community College
800 W. 14th Street

Chanute, KS 66720

Telephone: (620) 432-0304

Using the College's complaint or grievance process does not prohibit an employee or student from contacting or filing a complaint with
these agencies:

U.S. Department of Education  Kansas Human Rights Commission (KHRC) Equal Employment Opportunity Commission (EEOC)

Office of Civil Rights Main Office, Topeka Kansas City Area Office
1010 Walnut Street 900 S.W. Jackson, Suite 851-S 400 State Avenue, Suite 905
3rd Floor, Suite 320 Topeka, KS 66612-1258 Kansas City, KS 66101
Kansas City, MO 64106 Telephone: (785) 296-3206 Telephone: (913) 551-5655
Telephone: (816) 268-0550 Toll Free: (888) 793-6874
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VICE PRESIDENT FOR STUDENT LEARNING

Reports to: President
Classification: Full-time, 12-month Employee
Pay Status: Executive Administrator, Exempt

Fringe Benefits per Board Policy
Salary range: Based on Education and Experience
Revision Date: 8/3/408April 2015

This position reports to the president and will assume authority over college operations in the absence of the
president unless the president indicates otherwise. The primary responsibility of the Chief Academic Officer is
to develop, implement, and maintain a quality academic program including programs in college transfer,
technical/vocational education, continuing education, and support services. The Vice President shall serve on
the President’s executive team. Duties include, but are not limited to:

Essential Functions
1. Provide premiere quality service to all constituencies of the College.
2. Engage in continuous quality improvement and professional development.

Duties and Responsibilities
1. Leadership and supervision of all areas of academic study in the transfer, occupational/technical and
developmental components of the credit and non-credit programs at the College to ensure mix of
programs meet community needs.

2. Facilitate the academic planning and budget processes within the areas of responsibility.

3. Supervise and coordinate the work of the Dean of the Ottawa campus, Dean of Student Services, Dean
of Outreach and Workforce Development, Dean of the Online Campus, Coordinator of Library and
Instructional Design Services, Director of Nursing, Director of Recruitment and College Relations,
Division Chairs for Liberal Arts and Applied Science, Coordinator for Assessment, Coordinator of
Institutional Research and Reporting and Honors.

Coordinate program evaluation and assessment activities.

Coordinate academic grant development efforts including evaluation of grant programs and Directors.

Coordinate the Carl Perkins Program Improvement Grant.

Coordinate development and implementation of College policies and procedures affecting areas of

responsibility.

8. Promote appropriate linkages between the College and business, industrial, and governmental
agencies within areas of academic leadership.

9. Oversee accreditation processes and serve as the liaison with the Higher Learning Commission.

10. Oversee the development of articulation agreements with transfer institutions and ensures academic
program articulation with secondary schools.

11. Provide leadership for College’s curriculum evaluation and development process.

12. Provide leadership for the employment and evaluation of full and part-time faculty.

13. Direct the development of the annual credit/non-credit course schedule and monitor all schedule
activities associated with delivering credit/non-credit courses at the College.

14. Develop, justify, and monitor all academic and academic-related budgets.

15. Coordinate and supervise special projects as directed.

16. Represent the college in all state and national organizations as appropriate.

Nouvs
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17. Serve as the FERPA compliance officer and assist in overall compliance preparedness/reports required
by appropriate government and accreditation agencies.

18. Coordinate reports/projects/information with the Kansas Board of Regents and Technical Education
Authority, including Performance Agreemetns, etc.

19. Provide leadership with training College supervisors, and with College-wide in-service programming
and evaluation.

20. Other duties as assigned by the President.

Experience and Education
1. Master’s degree required. Doctorate strongly preferred.
2. Six or more years’ experience of full-time teaching or academic administration with three years
minimum at Division Chair or higher level required.
3. Demonstrated leadership experience, particularly in curriculum development, distance learning,
alternative instructional delivery modes, student services and/or site administration.
4. Must be computer literate and have excellent interpersonal, oral and written communication skills.
. Strongly prefer experience in a community college and an understanding and commitment to the
community college mission.

S

Working Conditions:
1. Normal office working environment.
2. Ability to sit in an office chair for long periods while operating a personal computer is required.
3. Some travel during normal working hours will be required.
4. The commitment in excess of a forty hour week will sometimes be required, may include evenings and
weekend hours.
5. Valid driver’s license and reliable transportation required.

Non-Discrimination (1/9/15)

Neosho County Community College affords equal opportunity to and does not discrimination against students, employees, and
applicants regardless of race, color, religion, sex (including pregnancy), sexual orientation, gender identity, ethnicity, national origin,
ancestry, age, disability, marital status, genetic information, status as a veteran, political affiliation, or other factors that cannot be
lawfully considered in its programs and activities, including admissions and employment, to the extent and as required by all applicable
laws and regulations including but not limited to Title VII of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972,
Section 504 of the Rehabilitation Act of 1973, The Americans With Disabilities Act of 1990, The Americans With Disabilities Act
Amendments Act of 2008, The Age Discrimination In Employment Act of 1967, Title Il of the Genetic Information Act of 2008, Kansas
Acts Against Discrimination, Section 188 of the Workforce Investment Act, and any amendments to such laws and regulations.

The following offices have been designated to handle inquiries regarding the Non-Discrimination and to coordinate implementation of
this policy. They may be contacted to initiate an investigation under the policy or to answer questions regarding this policy.

Vice President for Operations
a/k/a Chief Operations Officer
Neosho County Community College
800 West 14th Street

Chanute, KS 66720

Telephone: (620) 432-0301
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Students may in the alternative prefer to contact:

Dean of Student Services

Neosho County Community College
800 W. 14th Street

Chanute, KS 66720

Telephone: (620) 432-0304

Using the College's complaint or grievance process does not prohibit an employee or student from contacting or filing a complaint with
these agencies:

U.S. Department of Education Kansas Human Rights Commission (KHRC) Equal Employment Opportunity Commission (EEOC)

Office of Civil Rights Main Office, Topeka Kansas City Area Office
1010 Walnut Street 900 S.W. Jackson, Suite 851-S 400 State Avenue, Suite 905
3rd Floor, Suite 320 Topeka, KS 66612-1258 Kansas City, KS 66101
Kansas City, MO 64106 Telephone: (785) 296-3206 Telephone: (913) 551-5655
Telephone: (816) 268-0550 Toll Free: (888) 793-6874
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ADMINISTRATIVE ASSISTANT
ADULT EDUCATION/RECEPTIONIST FOR CHAPMAN LEARNING CENTER

Reports to: Director of Adult Basic Education tearning-CenterDirectorfABE Coordinator
OrganizationatUnitClassification: Hourly, 12-month Employee
PayStatus: Non-Exempt, Level Ill, Full Time 90% Grant Funded, 10% General Fund;
Fringe Benefits per Board Policy
Salary Range:- $9.70 - $10.70

Revision Date: August2014, April, 2015

Purpose of Position: This is a full time, 90% grant funded position that reports to and is directly supervised by

the-Chapman-Learning-CenterDirector/Adult-Education-Coordinater Director of Adult Basic Education. The
position is responsible for the day to day office duties of supporting the Director and-Ceerdinaterin serving
Adult Education students by managing records, processing correspondence, assisting with transition to post
secondary training and interacting with students in a supportive manner. Additionally, the position acts as the
receptionist for the CAVE-CLC assisting students in locating and scheduling Learning Center services.

Essential Functions

1.
2.

15.
16.
17.
18.

Provide premiere quality service to all constituencies of the College.

Engage in continuous quality improvement and professional development.

Type correspondence, maintain participant and program files, route mail and answer telephone as
necessary;

Maintain accurate, up-to-date, records and database of participants including demographic, transfer,
financial aid, staff contacts and other information using the PABLO software;

Assist in developing Annual Performance Report for submission to Kansas Board of Regents;
Maintain participant and staff confidentiality;

Assist with marketing of all Learning Center programs; ie Pic, GED Accelerator

Assist with additional grant reporting as granted; ie MAMTC, A-OK

Schedule testing for all workforce programs; ie GED, TABE, Workeys

. Distribute billings for workforce programs; ie Workeys, GED

. Responsible for student timecards and adjunct contracts.

. Maintain inventory of program supplies and order as necessary;

. Assist in planning, scheduling and student transition;

. Assist in monitoring program budget and event budget analysis, process requisitions, travel requests,

and expense reports as requested;

Record and distribute minutes of program meetings;

Maintain and update ABE and €AVE-CLCwebsites;

Act as receptionist for the-CAVECLC;

Perform other duties as assigned by the CAVE-Directorand-ABE-Coordinater Director of Adult Basic
Education.

Education and Experience

1.

2.
3.
4

Associates required, Bachelor’s preferred

1-2 years of work experience required, preferably in area of responsibilities of position
Competent with office technology applications such as Microsoft Word and Excel required;
Organized with the ability to manage multiple responsibilities simultaneously ;

71



5. Excellent communication skills;
6. Ability to relate well to students;
7. Background similar to that of participants preferred.

Working Conditions
1. Workis normally performed in open office surroundings;
2. Some travel and overnight trips and evening hours are required;
3. Very limited physical effort required.

Non-Discrimination (1/9/15)

Neosho County Community College affords equal opportunity to and does not discrimination against students, employees, and
applicants regardless of race, color, religion, sex (including pregnancy), sexual orientation, gender identity, ethnicity, national origin,
ancestry, age, disability, marital status, genetic information, status as a veteran, political affiliation, or other factors that cannot be
lawfully considered in its programs and activities, including admissions and employment, to the extent and as required by all applicable
laws and regulations including but not limited to Title VII of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972,
Section 504 of the Rehabilitation Act of 1973, The Americans With Disabilities Act of 1990, The Americans With Disabilities Act
Amendments Act of 2008, The Age Discrimination In Employment Act of 1967, Title Il of the Genetic Information Act of 2008, Kansas
Acts Against Discrimination, Section 188 of the Workforce Investment Act, and any amendments to such laws and regulations.

The following offices have been designated to handle inquiries regarding the Non-Discrimination and to coordinate implementation of
this policy. They may be contacted to initiate an investigation under the policy or to answer questions regarding this policy.

Vice President for Operations
a/k/a Chief Operations Officer
Neosho County Community College
800 West 14th Street

Chanute, KS 66720

Telephone: (620) 432-0301

Students may in the alternative prefer to contact:

Dean of Student Services

Neosho County Community College
800 W. 14th Street

Chanute, KS 66720

Telephone: (620) 432-0304

Using the College's complaint or grievance process does not prohibit an employee or student from contacting or filing a complaint with
these agencies:

U.S. Department of Education  Kansas Human Rights Commission (KHRC) Equal Employment Opportunity Commission (EEOC)

Office of Civil Rights Main Office, Topeka Kansas City Area Office
1010 Walnut Street 900 S.W. Jackson, Suite 851-S 400 State Avenue, Suite 905
3rd Floor, Suite 320 Topeka, KS 66612-1258 Kansas City, KS 66101
Kansas City, MO 64106 Telephone: (785) 296-3206 Telephone: (913) 551-5655

Telephone: (816) 268-0550 Toll Free: (888) 793-6874
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VI. REPORTS
A. Faculty Senate — Luka Kapkiai gave a report on the Faculty Senate. See attachment.

B. Student Learning Division — Jim Genandt gave a report on the Student Learning Division. See
attachment.

C. Treasurer’s Report — Sandi Solander gave a treasurer’s report. Revenue for the month of March
was $5,470,768.08 and disbursements were $4,440,272.30. She also gave a revenue and expense
comparison report. See attachments.

D. President’s Report — Dr. Brian Inbody gave a president’s report. See attachment.

Vil.  OLD BUSINESS
a. Refunding Certificates of Participation Series 2015

The attached internal forms are necessary to set up the portfolio account for the 2015 Neosho
County Community College Bond Refund.

Designation of Authorized Representatives
Each person named below is designated by the Board of Trustees between Security Bank
of Kansas City (SBKC) (Trustee) and Neosho County Community College (Issuer):

Board of Trustees Chairperson David Peter
College President Dr. Brian Inbody
Board Clerk Denise L. Gilmore
Board Treasurer Sondra K. Solander

Investment Letter of Instructions
This letter provides SBKC the written authority to invest any funds held by the Trustee as
outlined in the bond documents.

Electronic Statement Authorization
This document is an enrollment form for free electronic delivery of the account
statements.

Tax I.D. Certification
This is a W-9 Tax I.D. certification

It was the president’s recommendation that the Board approve the forms used to set up the
portfolio account and the signing of the forms by the individuals specified.
Resolution 2015-16

RESOLVED, that the Board of Trustees of Neosho County Community College approves the internal
forms used to set up the portfolio account for the 2015 Neosho County Community College Bond
Refund and the signing of the forms by the individuals specified.

Upon motion by Charles Boaz and second by Dennis Peters the above resolution was approved.
Motion passed unanimously.
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Neosho County Community College
Refunding Certificates of Participation
Series 2015
Designation of Authorized Representative(s)

I, David Peter, hereby certify that I am the Chairman of the Neosho County Community College Board of
Trustees, Neosho County, Kansas. [ further certify that each of the person(s) named below is designated by the
Board of Trustees pursuant to a certain Trust Indenture/Lease dated April 1, 2015 between Security Bank of
Kansas City, (“Trustee”), and Neosho County C unity College (“Issuer”) and their genuine signatures are set
forth opposite their names below:

A‘ﬁ-?

Specnmen Signature

Davnd Peter

:l"" ; / '
: Brlan‘ln-b‘{dy // Specnmen Signature

M M./ LHE .
Depise L. Gnlmore Spec1men Slgnature

Sondra K. Solander Specimen Signature

IN WITNESS WHEREOF, we have hereunto set our hands and affixed the/gorporate Seal of
Neosho County Community College, Neosho County, Kansas, this 9 = day of __ /1,’3/”/" / , 2015.

Neosho County Community College

Board W
' By: //Q

3 Chairman




INVESTMENT LETTER OF INSTRUCTIONS

Neosho County Community College
Refunding Certificates of Participation
Series 2015

In accordance with the Investment Options permitted by the Trust Indenture, the
undersigned, a duly Authorized Representative of the Neosho County Community
College hereby directs and instructs Security Bank of Kansas City, as Trustee, to invest
the funds held at various times in the various accounts in the Federated Government
Obligations Fund and the Security Bank of Kansas City Money Market Fund. It is
understood that the Trustee will invest the first $250,000 in the SBKC Money Fund and
the remainder in the Federated Fund. This allows for 100% FDIC Coverage on the SBKC
Fund and allows the rest of the funds to be invested in the Federated Fund which uses US
Treasury Securities as collateral. It is further understood that the Trustee shall utilize
funds with the lowest yield first, followed by the higher yielding SBKC Money Fund.

We understand that this direction will cover any cash balances that may exist in any
account and that The College reserves the right to change investments as it is so
authorized under the Indenture.

It is agreed and understood by The College as follows: As part of the Trustee’s
relationship with this fund, the Trustee provides certain record keeping services for
Federated for which the Trustee receives from Federated up to twenty-five one-
hundredths of one percent of the net assets invested. There will be no direct charge to The
Foundation because of this arrangement. This particular Government Obligations Fund
has the highest possible ratings from Standard & Poors (AAA) and Moody’s (Aaa).

At such time The College elects to invest these funds in a different manner, The College
will notify the Trustee in writing.

Name: Ofwi(f 7@’7[@.«'

Title: / 7ﬁm“r Wa n
Date: é/" (; - / k%u'




Electronic Statement Delivery Agreement
(Neosho Community College 1-6420-11)

I, the undersigned, a duly authorized representative of the Neosho County Community College

( “Customer” ) do hereby request that the Trust Department of Security Bank of Kansas City and First Bank of
Missouri (“Security Bank™) provide for electronic delivery (“email”) of our Trust Account Statements
(“Statements”) effective immediately. All Statements should be sent via email to the following email address:

Email address #1ssolander@neosho.edu Frequency: Monthly/Semi-Annual

Quarterly/Annual Quarterly

Email address #2 dgilmore@neosho.edu Frequency: Monthly/Semi-Annual

Quarterly/Annual Quarterly

It is agreed and understood that the following conditions apply to the email delivery of our Statements:

1.

Customer:;

By:

In order to provide for a timely and efficient delivery of the Statements via email, all Trust Account
Statements will be sent via an unsecured email in a standard PDF format. In the unlikely event that
the email would inadvertently be intercepted or fall into the hands of an unintended recipient, that
party may be able to access the data included in the statements.

The following disclaimer will be attached to each email sent by Security Bank:

NOTICE: 'his electronic mail message and any files transmitted with it are the property of The Security Bank of Kansas City, and are intended

exclusively for the individual or entity to which it is addressed. Access to this E-Mail by anyone else is unauthorized. The message, together with any
attachment, may contain confidential and/or privileged information. Any unauthorized review, use, print, save, copy, disclosure or distribution is
strictly prohibited. If you have received this message in error, please immediately advise the sender by reply email and delete all copies. NOTE:
Regardiess of content, this E-mail shall not operate to bind The Security Bank of Kansas City to any ordet or other contract unless pursuant to explicit
written agreement or government initiative expressly permitting the use of E-mail for such purpose.

Each email address designated by the Customer will receive one separate email containing a
PDF file for each account or subaccount.

By executing this Agreement, the Customer acknowledges that the formal delivery of Statements via
the US Postal Service will cease unless otherwise requested in writing by the Customer. The
Customer will reserve the right to start receiving Statements via the US Postal Service in the future
upon notice to Security Bank.

It shall be the sole responsibility of the Customer to notify Security Bank if for any reason the
Customer is not receiving the Statements. Security Bank will be deemed to have complied with the

terms of the underlying Trust Documents as they relate to the delivery of Statements.

Unless otherwise instructed by Customer, this Agreement shall govern the delivery of Statements for
all accounts of the Customer for which Security Bank serves as Trustee or Paying Agent.

Neosho County Community College

bk il

Name & Title: Sondra K. Solander, Chief Financial Officer



Give Form to the
requester. Do not
send to the IRS.

Form w-g

(Rev. December 2014)
Department of the Treasury
Internal Revenue Service

1 Name (as shown on your income tax return). Name is required on this line; do not leave this line blank.
Neosho County Community College
2 Business name/disregarded entity name, if different from above

Request for Taxpayer
Identification Number and Certification

4 Exemptions (codes apply only to
certain entities, not individuals; see
instructions on page 3)

Exempt payee code (if any)__

3 Check appropriate box for federal tax classification; check only one of the following seven boxes:

D Individual/sole proprietor or |:| C Corporation I:l S Corporation |:] Partnership
single-member |LLC
D Limited liability company. Enter the tax classification (C=C corporation, $=S corporation, P=partnership) »

Note. For a single-member LLC that is disregarded, do not check LLC; check the appropriate box in the line above for
the tax classification of the single-member owner.

@’Other (see instructions) »
5 Address (number street, and apt. or sui

6 City nd ZIP code “I i‘e C;“{‘FCC'{”
mm Je K& (ol 720

7 List account number herb {optional)
Neosho CCC Rfd COP 2015
Taxpayer Identification Number (TIN)

Enter your TIN in the appropriate box. The TIN provided must match the name given on line 1 to avoid
backup withholding. For individuals, this is generally your social security number (SSN). However, for a
resident alien, sole proprietor, or disregarded entity, see the Part | instructions on page 3. For other - -
entities, it is your employer identification number (EIN). If you do not have a number, see How to get a
TIN on page 3. or

Note. If the account is in more than one name, see the instructions for line 1 and the chart on page 4 for | Embloyer identification number |

guidelines on whose number to enter. L! g 0 q (? % q
Certification G I

Under penalties of perjury, | certify that:
1. The number shown on this form is my correct taxpayer identification number (or 1 am waiting for a number to be issued to me); and

D Trust/estate

Exemption from FATCA reporting
code (if any)

Print or type
See Specific Instructions on page 2.

{Applies to acceunts maintained outside the U.S.)

Requester’s name and address (optional)

| Secial security number

2. I am not subject to backup withholding because: (a) | am exempt from backup withholding, or (b) | have not been notified by the Internal Revenue
Service (IRS) that | am subject to backup withholding as a result of a failure to report all interest or dividends, or (c) the IRS has notified me that | am
no longer subject to backup withholding; and

3. lam a U.S. citizen or other U.S. person (defined below); and

4. The FATCA code(s) entered on this form (if any) indicating that | am exempt from FATCA reporting is correct.

Certification instructions. You must cross out item 2 above if you have been notified by the IRS that you are currently subject to backup withholding
because you have failed to report all interest and dividends on your tax return. For real estate transactions, item 2 does not apply. For mortgage
interest paid, acquisition or abandonment of secured property, cancellation of debt, contributions to an individual retirement arrangement (IRA), and
generally, payments other than interest and dividends, you are not required to sign the certification, but you must provide your correct TIN. See the

instructions on page 3. L, L \

Sign Signature of

Here U.S. person » Date > 6/" ._/ S—
154

* Form 1098 (home mortgage interest), 1098-E (student loan interest), 1098-T
(tuition)

» Form 1099-C (canceled debt)
* Form 1098-A (acquisition or abandonment of secured property)

General Instructions
Section references are to the Internal Revenue Code unless otherwise noted.

Future developments. Information about developments affecting Form W-9 (such
as legislation enacted after we release it) is at www.irs.gov/fw9.

Use Form W-8 only if you are a U.S. person (including a resident alien), to
provide your correct TIN.

If you do not return Form W-9 to the requester with a TIN, you might be subject
to backup withholding. See What is backup withholding? on page 2.

By signing the filled-out form, you:

1. Certify that the TIN you are giving is correct (or you are waiting for a number
to be issued),

2. Certify that you are not subject to backup withholding, or

3. Claim exemption from backup withholding if you are a U.S. exempt payee. If
applicable, you are also certifying that as a U.S. person, your allocable share of
any partnership income from a U.S. trade or business is not subject to the
withholding tax on foreign partners' share of effectively connected income, and

4. Certify that FATCA code(s) entered on this form (if any) indicating that you are

Purpose of Form

An individual or entity (Form W-9 requester) who is required to file an information
return with the IRS must obtain your correct taxpayer identification number (TIN)
which may be your social security number (SSN), individual taxpayer identification
number (ITIN}, adoption taxpayer identification number (ATIN), or employer
identification number (EIN), to report on an information return the amount paid to
you, or other amount reportable on an information return. Examples of information
returns include, but are not limited to, the following:

& Form 1099-INT (interest earned or paid)

¢ Form 1099-DIV (dividends, including those from stocks or mutual funds)

* Form 1099-MISC (various types of income, prizes, awards, or gross proceeds)
* Form 1099-B (stock or mutual fund sales and certain other transactions by

brokers)
* Form 1099-S (proceeds from real estate transactions)
* Form 1098-K (merchant card and third party network transactions)

exempt from the FATCA reporting, is correct. See What is FATCA reporting? on
page 2 for further information.

Cat. No. 10231X

Form W=9 (Rev. 12-2014)



Took a break at 6:41 pm and returned to meeting at 6:50 pm.

VIIl. NEW BUSINESS
A. Administrative Assistant to the Athletic Director

In an effort to streamline the athletic department, it was the president’s recommendation that the
position of Assistant to the Athletic Director be suspended and replaced with an Administrative
Assistant to the Athletic Director to help with the multitude of required paperwork. A copy of the
job description follows.

Resolution 2015-17

RESOLVED, that the Board of Trustees of Neosho County Community College approves the creation
of the Administrative Assistant to the Athletic Director position.

Upon motion by Dennis Peters and second by Lori Kiblinger the above resolution was approved.
Motion passed unanimously.
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ADMINISTRATIVE ASSISTANT TO THE ATHLETIC DIRECTOR

Reports to: Athletic Director
Classification: Full-time, 12 month
Pay Status: Hourly, Level lll, non-exempt
Fringe Benefits per Board Policy
Starting Salary Range: $9.70-$10.70
Revision Date: April 2015

Purpose of the position: This position performs a variety of administrative assistant and support functions for
the athletic department and the Athletic Directory specifically.

Essential Functions
1. Provide premier quality service to all constituencies of the College.
2. Engage in continues quality improvement and professional development
3. Schedule meetings and appointments for the Athletic Director.
4. Transcribe notes, prepare and file correspondence, prepare requisitions and travel requests, and file

reimbursement forms for athletics not already completed by specific teams.

Assist the Athletic Director with annual budget preparation and monitoring.

Assist the Athletic Director in coordinating athletic and fund-raising events.

7. Prepare online eligibility forms for review by the Athletic Director, Registrar, and Head Coach from
information provided by each coaching staff.

8. Prepare NJCAA Letter of Intents from submissions by head coaches.

9. Handle routine matters relating to the daily operation of the office, including processing various forms
to the appropriate office.

10. Maintain athletic schedules and rosters on the athletic webpage.

11. Perform basic updates to the athletic webpage including posting stories and updates provided by
coaches.

12. Assist the Athletic Director with coordinating specific athletic travel with the VPO office.

13. Schedule, attend, and record all required meetings for the Athletic Director as directed.

14. Complete reports, purchase requests, and forms as well as distribute pertinent information to all
coaches;

15. Maintain confidential files on students, faculty, coaches, and staff as required and maintain
confidentiality on all information.

16. Perform as a backup for switchboard, welcome center, and copy center operations.

17. Perform all other duties as assigned.

o w

Education and Experience
1. Associates degree in related field preferred; AND 2 years of work experience required, preferably in
area of responsibilities of position; OR
2. High School diploma or GED required plus 5 years of work experience in area of responsibilities
required.
Moderate pool of candidates available.
Moderate responsibilities and complexity of tasks.
Moderate confidentiality necessary.
Moderate consequences of actions and decisions.
Moderate difficulty in job duties.

Nousw
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Working Conditions

1. Normal office working environment.

2. Ability to sit in an office chair for long periods while operating a personal computer is required.

3. Ability to stand, bend at the waist and stoop or squat while filing documents in standard vertical filing
cabinets on a regular daily basis is required.

4. Ability to operate normal office equipment such as copiers, fax machines, and personal computers on
a daily basis is required.

5. Occasional lifting of up to 25 pounds from the floor to shoulder height is required.

6. Occasional nights and weekend work for athletic events may be required.

Non-Discrimination (1/9/15)

Neosho County Community College affords equal opportunity to and does not discrimination against students, employees, and
applicants regardless of race, color, religion, sex (including pregnancy), sexual orientation, gender identity, ethnicity, national origin,
ancestry, age, disability, marital status, genetic information, status as a veteran, political affiliation, or other factors that cannot be
lawfully considered in its programs and activities, including admissions and employment, to the extent and as required by all applicable
laws and regulations including but not limited to Title VII of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972,
Section 504 of the Rehabilitation Act of 1973, The Americans With Disabilities Act of 1990, The Americans With Disabilities Act
Amendments Act of 2008, The Age Discrimination In Employment Act of 1967, Title Il of the Genetic Information Act of 2008, Kansas
Acts Against Discrimination, Section 188 of the Workforce Investment Act, and any amendments to such laws and regulations.

The following offices have been designated to handle inquiries regarding the Non-Discrimination and to coordinate implementation of
this policy. They may be contacted to initiate an investigation under the policy or to answer questions regarding this policy.

Vice President for Operations
a/k/a Chief Operations Officer
Neosho County Community College
800 West 14th Street

Chanute, KS 66720

Telephone: (620) 432-0301

Students may in the alternative prefer to contact:

Dean of Student Services

Neosho County Community College
800 W. 14th Street

Chanute, KS 66720

Telephone: (620) 432-0304

Using the College's complaint or grievance process does not prohibit an employee or student from contacting or filing a complaint with
these agencies:

U.S. Department of Education  Kansas Human Rights Commission (KHRC) Equal Employment Opportunity Commission (EEOC)

Office of Civil Rights Main Office, Topeka Kansas City Area Office
1010 Walnut Street 900 S.W. Jackson, Suite 851-S 400 State Avenue, Suite 905
3rd Floor, Suite 320 Topeka, KS 66612-1258 Kansas City, KS 66101
Kansas City, MO 64106 Telephone: (785) 296-3206 Telephone: (913) 551-5655
Telephone: (816) 268-0550 Toll Free: (888) 793-6874
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Faculty Renewal Recommendations

As Kansas statues dictate, the Board must inform contracted full-time faculty of their intent to
renew or not renew their contracts before May 1 for the next academic year. These
recommendations are given by the faculty member’s respective division chair or director then
confirmed by the Chief Academic Officer. If a faculty member receives their fourth consecutive
contract from the Board, the instructor receives additional due process rights if a request for
nonrenewal occurs.

The following faculty on the renewal list have completed three probationary contracts. This fourth
contract will give them a continuing, non-probationary contract with full rights of due process:

Diane Bertone Laura Mallett Paul Walcher
Nancy Carpenter Tina Oelke Richard Webber
Nancy Hindle Tammie Russell

NCCC Faculty Recommended for Non-probationary Contract Renewal
The administration recommends the following faculty for non-probationary contract renewal for
the 2015-2016 academic year:

Larry Anderson Nancy Hindle Sarah Robb
Melinda Ayers Linda Jones Eric Row

Diane Bertone William Jordan Tammie Russell
P. Kevin Blackwell Mary Lisa Kay Shoemaker
Debra Callahan Joslyn Ethan Smilie
Michael Campbell Luka Kapkiai Nathan Stanley
Nancy Carpenter Laura Mallett Cheryl VanHemert
Chad DeVoe Janet Mitchell Paul Walcher
Rita Drybread Tina Oelke Richard Webber
Mark Eldridge Andrew Mary Weilert
Bobbie Forrest Ouellette Brad Wilkinson
Stephanie Susan Rhodes Steve Yuza
Guinotte Becky Rhone Ruth Zollars

NCCC Faculty Recommended for Probationary Contract Renewal
The administration recommends the following faculty for probationary contract renewal for the
2015-2016 academic year:

Dawn Ferguson Alan Murray Kristen Varner-Lee

Curtis Hughes Alex Myers Dyan Vespestad

Nikki King Kristy Snyder

Hiroko Matsuura Amber Vail

Patricia McDonald (Patty is a retired KPERS employee and cannot receive a non-probationary
contract)
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NCCC Coaches Recommended for Contract Renewal
The administration recommends the following coaches for contract renewal for the 2015-2016
academic year (by statute coaches are not eligible for non-probationary contracts):

Kim Alexander Clinton Fletcher Tomomi Kamijo-Lee
Kourtney Clark Melissa Harrison Steve Murry
Jeremy Coombs Steven Harrison Wayne Petterson

J. J. Davis Asya Herron

Resolution 2015-18

RESOLVED, that the Board of Trustees of Neosho County Community College approves the
recommendation from the administration to renew faculty/coaches contracts for the 2015-2016
academic year as presented.

Upon motion by Charles Boaz and second by Kevin Berthot the above resolution was approved.
Motion passed unanimously.

Administrative Employees Contract Renewals

It was the president’s recommendation that the Board approve 2015-2016 employment contracts
for the administrator and management support employees listed below under the classification
system which was approved at the September 2008 Board meeting:

Executive Administrator

Smith, Ben — Vice President for Operations (rolling 3-year contract)
Solander, Sandi — Chief Financial Officer

Senior Administrator

Christiansen, Claudia — Director of Development and Marketing

Coomes, Kerrie — Dean of Student Services

Ernst, Dale — Dean of the Ottawa Campus

Gardner, Marie — Dean for the Online Campus (10 months)

Krumm, Brenda — Dean of Outreach and Workforce Development (11 months)
Ranabargar, Kerry — Dean of Operations/CIO

Saddler, Mike — Athletic Director

Administrator

Beddo, Leslie — Director of Recruitment and College Relations-Ottawa
Bertels, Karen — Assistant Dean of Outreach and Workforce Development
Cadwallader, Sarah — Director of International Student Services
Cain, Jennifer — Surgical Technology Program Director-Ottawa
Carman, Peggy — Occupational Therapy Assistant Instructor/Fieldwork Coordinator-Ottawa
(11 months)
*  Chaney, Bart — Student Support Services Project Director
*  Clay, Krista — Director of Adult Basic Education
Covault, Pam — Director of Nursing-Ottawa
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Daisy, Jennifer — Assistant Director of Financial Aid-Ottawa
Ferguson, Jennifer — Surgical Technology Program Specialist-Ottawa
Flett, Barbara — Occupational Therapy Assistant Program Director-Ottawa
Hale, Kara — Director of Financial Aid
*  Kerns, Laurie — Upward Bound Director
*  Lyden Heather — Assistant Director of Adult Basic Education
Morris, Amy — Registrar
*  Munsell, Ramona — TRIO Grant Writer (half-time)
Ouellette, Allison — Director of Residence and Student Life
Puckett, Caleb — Coordinator of Library and Instructional Design Services
Rhine, Tracy — Director of Allied Health
Roush, Beverly — Assistant Director of Nursing
Ryan, Richard — Health Information Technology Director-Ottawa
Seibert, Jon — Director of Technology Services
Seufert, Kyle — Director of Facilities
*  Wiltse, Nicci — Talent Search Project Director
*  Wolfe, Janice — Retired Senior Volunteer Program Director

Management Support

Adame, Johnny — Assistant Men’s Soccer Coach
Allen, Samantha — Assistant Softball Coach
Almond, Jeff — Assistant Director of the Chapman Learning Center
Bures, Kyle — Coordinator of the Teaching & Learning Center-Ottawa
*  Bushnell, Nicohle — ABE Instructor-Labette
Chenoweth, Curtis — Assistant Wrestling Coach
*  Collier, Jamie — ABE Instructor-Ft. Scott
Crabtree, Devon — Assistant Men’s Basketball Coach
Cummins, Ryan — Assistant Women’s Basketball Coach
*  Duft, Aubrey — ABE Instructor-Ft. Scott
*  Eastman, Kaley — Upward Bound Academic Coordinator
Gilner, Michael — Assistant Baseball Coach
*  Fossoy, Dan — ABE Instructor-Independence
Hauser, LUAnn — Coordinator of Institutional Research and Reporting
Isaac, Nancy — Advertising/Media Coordinator (half-time)
*  Lamer, Steven — ABE Instructor-Ottawa
* Lisle, Angela — Student Support Services Transfer/Career Advisor
Morton, Jane — ABE Instructor-Ottawa
Mudd, Erica — Recruitment/College Relations Specialist
Myers, Devin — Network Systems Administrator
Oswalt, Rebecca — Recruitment/College Relations Specialist-Ottawa
Richardson, Kaleigh — Coordinator of Residence and Student Life (11 months)
Reeves, Lona — Talent Search Academic Advisor (11 months)
Riebel, Grace — Student Support Services English/Reading Specialist
Robinson, Elizabeth — Student Support Services Math Specialist
Robinson, Isaac — ABE Instructor-Chanute
*  Rose, Mike — Talent Search Academic Advisor (11 months)
Savage, Christina — Healthcare Clinical Support Instructor/Coordinator (10 months)

*
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Sechler, Mary Jo — Bookstore Coordinator

Smith, Sarah — Alumni Relations/Development Assistant
*  Steinert, Nancy — ABE Instructor-Labette

Vanatta, Kim — Development Lab Coordinator

Vineyard, Julie — Bookstore Coordinator-Ottawa

Wylie, Colin — Assistant Women’s Soccer Coach

*  Denotes grant positions. Employment is contingent upon continued funding of the individual grant.

Resolution 2015-19

RESOLVED that the Board of Trustees of Neosho County Community College approves the 2015-
2016 employment contracts for the administrator and management support employees listed
above under the classification system which was approved by the Board and contingent upon
future grant funding for grant employees effective at the end of the current contracts.

Upon motion by Dennis Peters and second by Kevin Berthot the above resolution was approved.
Motion passed unanimously.

Hourly, Non-Exempt Employees Contract Renewals

It was the president’s recommendation that the Board approve 2015-2016 employment contracts
for the following hourly, non-exempt employees:

Anderson, Tracy — Custodian
Barr, Mary — Switchboard/Administrative Assistant
Beeman, Gloria — Office Services Clerk
Benton, Patty — Cashier-Ottawa
Burkholder, Kevin — Safety Officer (half-time, 11 months)
Burton, Linette — Financial Aid Clerk (half-time)
Clements, Lori — Financial Aid Specialist
* Cox, Jane — Student Support and Data Specialist for Student Support Services
Crawford, Sharlene — Custodian
Crawford, Steve — Maintenance-Electrician/Plumber
Dent, Logan — Registration Specialist
Dix, Marcy — Assistant Registrar-Ottawa
Dodson, Joyce — Custodian-Ottawa (half-time, 10 months)
Donovan, Lindsey — CLC Associate (half-time)
Ell I, William — Accounts Receivable Clerk
Ewen, Mary — Accounts Payable/Payroll Clerk
Fairchild, Cindy — Administrative Assistant to the Vice President for Student Learning
Finley-Weldon, Megan — Administrative Assistant to the Vice President for Operations
Fugate, Jamie — Custodian
Gilmore, Denise — Administrative Assistant to the President
Godinez, James — Safety Officer (half-time, 11 months)
Hamm, Kelly — Administrative Assistant to Nursing
Hawk, Tamara — Safety Officer-Ottawa (half-time, 10 months)
Hudson, Danny — Desktop Support Technician
Jacobson, Karin — Accounting Specialist
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* Loomis, Matt — Administrative Assistant for Upward Bound

Luther, Grace — Library Clerk (half-time)

Madden, Dan — Maintenance B

Neely, Mia — Cashier

Oelke, Jon — Desktop Support Technician-Ottawa

Parker, Rebecca — Bookstore Assistant-Ottawa (half-time)

Parriott, Paulette — Receptionist/Switchboard-Ottawa

Pulliam, Reba — Custodian

Rahe, Corey — Maintenance C

Rice, James — Custodian

Rogers, LUAnn — Custodian

Rose, Rachel — CLC Clerk Il (half-time)

Roseberry, Gwen — Library Clerk (half-time)

Rossman, Wendy — Administrative Assistant to Nursing-Ottawa

Schommer, Debra — Administrative Assistant to Division Chairs, Faculty and Assessment
Coordinator (10 months)

Showalter, Teri — Administrative Assistant for Allied Health

Slaughter, Connie — Switchboard/Office Services Clerk (half-time)

Smith, Amy — Administrative Assistant to Outreach and Workforce Development

Smith, Melissa — Administrative Assistant to the Dean of Student Services (half-time)

Snyder, Rena — Receptionist/Data Clerk

Solander, T. J. — Maintenance Grounds

Stich, Mary — Administrative Assistant to the Chief Financial Officer and Bookstore
Coordinator

Sudja, Sally — TLC Assistant-Ottawa (13 hrs/week)

* Thomas, Rhonda — Administrative Assistant for Talent Search
Tilman, Drake — Safety Officer
Westerhaus, Catherine — TLC Assistant-Ottawa (13 hrs/week)

* Denotes grant positions. Employment is contingent upon continued funding of the individual grants.

Resolution 2015-20

RESOLVED that the Board of Trustees of Neosho County Community College approves 2015-2016
employment contracts of the hourly, non-exempt employees listed above contingent upon future
grant funding for grant employees effective at the end of the current contracts and conditioned
upon continued good standing.

Upon motion by Charles Boaz and second by Dennis Peters the above resolution was approved.
Motion passed unanimously.

Community National Bank & Trust Panthers CheckCard Program

Community National Bank is proposing that Neosho County Community College and CNB enter
into an agreement whereby the bank can issue a debit card from their bank and for their bank
services using the NCCC logo. The Panthers Visa CheckCard program would be created, marketed,
distributed and managed by CNB. CNB would pay NCCC $3.00 per card. This agreement would be
in force for one year and would be renewable annually. There is no cost associated with this
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program to the College or the College Foundation. The college attorney has seen and approved
the Letter of Agreement. A copy of the agreement and card follow.

It was the president’s recommendation that the Board approve entering into an agreement with
Community National Bank for the Panthers Visa CheckCard Program.

Resolution 2015-21

RESOLVED, that the Board of Trustees of Neosho County Community College approves entering
into an agreement with Community National Bank for the Panthers Visa CheckCard Program.

Upon motion by Charles Boaz and second by Lori Kiblinger the above resolution was approved.
Motion passed unanimously.
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LETTER OF AGREEMENT

This Letter of Agreement is made and entered into on March 10, 2015
between Community National Bank & Trust located at 14 N. Lincoln, Chanute, KS and Neosho
County Community College located at 800 West 14" Street, Chanute, KS.

The purpose of this agreement is to establish a partnership between Community National Bank &
Trust and the Neosho County Community College to introduce the Panthers Card Program. This
partnership will enable Community National Bank & I'rust to create, market, distribute and
manage a Panthers Visa CheckCard program. Community National Bank & Trust will pay $3.00
per card to Neosho County Community College for the use of the Panthers Visa CheckCard at
signing and annually thereafter on the anniversary date of the agreement as long as the Panthers
VISA CheckCard program is in force.

Said agreement is renewable annually on the anniversary date of the agreement.

Community National Bank & Trust or the Neosho County Community College has the right to
cancel the agreement at any time upon written notice that the agreement is to be terminated.

Terms of the program include:

1. Community National Bank & Trust will have the non-exclusive right to provide the
Neosho County Community College School Card Program and to offer the Panthers Visa
CheckCard.

2. The Neosho County Community College will provide written permission for Community
National Bank & Trust to produce the (mascot) Visa Check/ATM Cards using the
Neosho County Community College logo.

3. Community National Bank & Trust will be responsible for all Panthers Visa CheckCard
production, Community National Bank & Trust account management, and Panthers
School Card Program marketing.

4. There is no cost associated with this program for the Neosho County Community
College.

5. Community National Bank & Trust will hold the Neosho County Community College
harmless from any damages or claims by reason of a commercial use of the card.

6. Upon the expiration of this agreement, the parties may mutually agree to extend, modify
or terminate the agreement.

gt)' pollegc: 17/ ommunity National Bank & Trust:

Daniel L. Mildfelt, President & CEO
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2015-2016 College Catalog

The 2015-2016 College Catalog has been revised to reflect new/revised policies and information.
This is a “living” document, and we clearly alert our constituents that the online catalog is the
official document as we do process necessary updates to the online version each academic year.
We have reduced the number of printed catalogs as more people become accustomed to the
online version, and recognize it as the most up-to-date information source. A draft of the 2015-
2016 College Catalog is provided as a separate document for review.

It is important for the Board to remember that when they approve this catalog, they will be giving
administration the “standing permission” to change these policies and procedures to better serve
the students as needed, and not returning the catalog to the Board for re-approval every time
there is a change. It was the president’s recommendation that the Board approve the 2015-2016
College Catalog.

Resolution 2015-22

RESOLVED, that the Board of Trustees of Neosho County Community College approves the 2015-
2016 College Catalog as presented.

Upon motion by Kevin Berthot and second by Dennis Peters the above resolution was approved.
Motion passed unanimously.

Ottawa Groundskeeping Bids

There continues to be a need for groundskeeping and snow removal services for the Ottawa
educational facility since we moved into the facility in 2010. These services were bid for the first
time last year. Bid specifications from that bid were reviewed and updated and changed to a
three-year bid. Public notices were posted in the local papers, and the following companies were
also invited to bid:

Aftin Property Solutions

Ahart Lawnscaping, LLC
DuVaul’s Landscape and Design
StewCrew Services

Target Unlimited

A copy of the bid specifications is attached. Only one bid was received from the following
company:

Cost Total Mowing Option 1 Option 2 Total
Base Per Cost based Mulching/ Snow Estimated
Company Bid* Mowing upon 36 Trimming Removal Cost****
mowing’s**
Ahart Lawnscaping, LLC | $11,880 $110 main $11,880- $2,200 $750 per $19,540
$220 outer $15,840%** service
(Noxious weed $200
treatment not included
in bid)
$19,740
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*Base bid estimates provided by the vendor include mowing, edging, trimming, cleaning, fertilizer, and reseeding
**Used 36 mowing’s for common analysis for this bid recommendation based upon previous several years’ experience
***Estimated max - bid specifications called for mowing main irrigated campus up to two times per week to keep it
looking nice

**%*f maximum mowing’s are used at vendor’s bid, this cost should be $19,740 ($15,840+52,200+51,500 for two snow
removals +$200 noxious weed treatment)

For comparison, last year’s winning base bid was $11,875. It was the president’s recommendation
that the Board accept the bid from Ahart Lawnscaping, LLC to perform the Ottawa groundskeeping
as noted in the bid specifications below including Option 1 Mulching/Trimming and Option 2 Snow
Removal. A copy of their bid is provided as a separate document for review.

Resolution 2015-23

RESOLVED, that the Board of Trustees of Neosho County Community College approves the bid for
approximately $19,740 annually for three years beginning May 1, 2015, and ending April 30, 2018,
based upon vendor’s bid from Ahart Lawnscaping, LLC to perform the Ottawa groundskeeping as
noted in the bid specifications below.

Upon motion by Dennis Peters and second by Charles Boaz the above resolution was approved.
Motion passed unanimously.
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Ottawa Groundskeeping
Invitation to Bid

The Board of Trustees of Neosho County Community College (NCCC) is seeking bids for grounds-keeping at our
Ottawa facility. This bid is for the NCCC Ottawa campus located at 900 East Logan Street, Ottawa, KS. The
contract period for this bid is three years - May 1%, 2015 to April 30", 2018. In order to bid, contractors MUST
meet with Kyle Seufert, Director of Facilities, at 1:00 pm, Tuesday, March 24th to pick up bid specs and
inspect the site. Written bids must be submitted to NCCC by 5:00 p.m. Wednesday, April 1%, 2015. We are
looking for a turnkey operation total lawn care with an attention to detail. Contracted work must include, but
not limited to, the following bulleted services:

e BaseBid

o Mowing bids are for May 1%, 2015" to April 30", 2018.

o lIrrigated area near building must be kept neatly mowed and trimmed at all times; many weeks
it will need to be mowed and trimmed twice weekly.

o Trimming and edging are required every time an area is mowed.

o Grass clippings blown off flat surfaces into the grass not road or flower beds.

o All trash including but not limited to plastic straws, straw wrappers, gum wrappers, and
cigarette butts must be picked up prior to mowing.

o Outer areas mowed as needed, but minimally once per week during rainy season.

o Soil tests to be administered annually and results reported to Kyle Seufert.

o Fertilized in spring and fall, specs for fertilizer determined with Kyle Seufert at time of
fertilizing, need based upon soil tests above. Pre-emergent weed killer applied as needed in
early spring and post-emergent in late spring to eliminate dandelions and clover. Schedule to
be determined with Kyle Seufert.

o Re-seed in spring and fall in consultation with Kyle Seufert; grass to be fescue and rye and later
Bermuda.

o All areas including rough area to the East of campus sprayed for thistle and noxious weeds,
including the fence line along the property line.

o Manage the campus lawn sprinkler system to ensure grass and shrubs are properly watered.

o Trees, shrubs and flowers sprayed as needed to keep them looking nice.

o All ditches including the East side of the property along Cottonwood must be maintained as
approp riate.

o All jobs must be pre-approved with good faith estimates before starting work. An hourly rate
for work done must be established in initial bid and kept to when doing odd jobs like fertilizing
or mulch. Maximum amounts put on all odd jobs not to exceeded amount prior to doing work.

o Vendors must provide proof of insurance with their bid.

o All billing needs to be sent electronically to kseufert@neosho.edu. No hand delivered bills will

be paid.

e  Option 1: Mulching and trimming

e}

Mulch should be rotated every year in the spring which includes raking off top layer and
replacing with new mulch.

Trees and shrubs need to be pruned and trimmed in the late fall as a part of the optional bid.
This needs to be an optional bid.
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e Option 2: Snow removal
o Parking lots and sidewalks to be cleared as necessary and appropriate to keep the area safe.
Determination to be made in consultation with Kyle Seufert.
o Base rate should include clearing of parking lots and sidewalks.
o Additional rate for application of eco-friendly ice melt on all sidewalks, pre-approved by Kyle
Seufert.
o This needs to be an optional bid.

Detailed pricing schedules are encouraged. However, in order to accurately compare bids, the Bidder must
supply firm quotations based upon the bid specifications listed above to be eligible to be considered. If
selected, failure to comply with above specifications may result in the immediate cancellation of services by
NCCC.

Ottawa Groundskeeping
Bid Summary

Base bid )
Option 1 S
Option 2 S

Contact Kyle Seufert 316-377-8911 with any questions. Ultimately, we are looking for our college grounds to
look like a premiere golf course or typical Sonic® restaurant grounds. We expect professional work with an eye
on improvement ensuring the campus grounds give us the best first impression we can get. In order to bid,
contractors MUST meet with Kyle Seufert, Director of Facilities, at 1:00 pm, Tuesday, March 24th to pick up
bid specs and inspect the site. Questions concerning any of the specifications should be directed to:

Kyle Seufert, Director of Facilities
620-432-0402

316-377-8911 cell
kseufert@neosho.edu

All bids must be submitted in a sealed envelope marked “Ottawa Grounds-keeping” to:

Neosho County Community College
Attn: Sandi Solander, CFO

800 West 14" Street

Chanute, KS 66720

before 5:00 p.m. Wednesday, April 1*, 2015. Bids shall be opened on Wednesday, April 1%, 2015 at 5:00 p.m.
in the Student Services office in Sanders Hall on the Chanute campus. We anticipate that a recommendation
on the bids will be made to the NCCC Board of Trustees at the board meeting at 5:30 p.m. on Thursday, April
9™ 2015 in Room 209 of the Student Union on the Chanute campus. The Board of Trustees reserves the right
to reject any or all bids and to determine whether or not specifications have been met. If selected, failure to
comply with above specifications may result in the immediate cancellation of services by NCCC. Bids are
expected to be firm quotations and should not be presented as estimates.
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Bidder must sign below and return this document with bid indicating agreement with specifications and
terms as stated above.

I have read and understand the terms and specifications of the request for sealed bid above and will comply
with such terms and specifications.

Company Name (printed)

Individual Name (printed)

Individual Name (signed)

Date
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H. Executive Session — Employer/Employee Negotiations

On motion by Dennis Peters and second by Lori Kiblinger the Board recessed into executive session
for 10 minutes to discuss matters relating to employer/employee negotiations and included the
President, Vice President for Student Learning, Vice President for Operations, the Chief Financial
Officer, and the college attorney.

The Board entered executive session at 6:55 pm and returned to open meeting at 7:05 pm.

On motion and second the Board returned to executive session for an additional 5 minutes at 7:05
pm and returned to open meeting at 7:10 pm.

No action was taken.

I. Executive Session — Non-Elected Personnel

On motion by Dennis Peters and second by Lori Kiblinger the Board recessed into executive session
for 10 minutes to discuss personnel matters of non-elected personnel which if discussed in open
meeting might violate their right to privacy and to include the President and college attorney.

The Board entered executive session at 7:15 pm and returned to open meeting at 7:25 pm.

On motion by Charles Boaz and second by Dennis Peters the Board returned to executive session
for an additional 5 minutes at 7:26 pm and returned to open meeting at 7:31 pm.

Resolution 2015-24

RESOLVED, by the Board of Trustees of Neosho County Community College that the Employment
Agreement with Dr. Brian Inbody as President and Chief Executive Officer of Neosho County
Community College be extended for an additional one year, for a total of four years, ending in June
of 2019, with terms of compensation and benefits, and updating the written Goals and Objectives,
all as discussed in Executive Session.

The Chairman of the Board shall provide written Notice of Extension with modified compensation
and benefits stated, and updated written Goals and Objectives attached, to be prepared by the
Board Attorney at a later date.

Upon motion by Patricia Griffith and second by Kevin Berthot the above resolution was
approved. Motion passed unanimously.

Adjournment

On motion by Kevin Berthot and second by Dennis Peters the meeting adjourned at 7:33 pm.

Respectfully submitted,

David Peter, Board Chair
Denise L. Gilmore, Board Clerk
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Faculty Senate Board Report
Thursday, April 9, 2015

Emily Kasprzak, Theater Instructor and Alan Murray, Music Instructor both reports that the
Theatre and Music Department have been working hard since February on the Spring Musical
which opens on Friday. A Funny Thing Happened on the Way to the Forum to be performed
April 10 and 11" at 7:30pm and April 12" at 2pm at Chanute’s Memorial Auditorium. NCCC
Students, Faculty and Staff get in for FREE with a general admission being $10. This show is
rated PG- 13 for adult humor. This is the first musical to grace the NCCC stage in nearly four
years! Emily reports that this is NCCC biggest production by far with 18 students in the cast, 12
community members in the orchestra and another 10 students working backstage. Well, our own
faculty member, Paul Walcher NCCC Chanute Mathematics instructor is in the lead role!!!

Richard Webber, Business Instructor reports that the Business and Innovation Club will be
touring Wal-Mart distribution center in Ottawa on Friday.

Mindy Ayers, Education Program Director, Honors Program Director, and History Instructor
reports that NCCC Academic Excellence Challenge Team (AECT) tied for second at the
regionals with Johnson County Community College. Coffeyville Community College took the
top position. However, Darick Jones NCCC Student took highest individual score! The Team
leaves on Thursday for State tournament in Salina!

Mindy also reports of the Honors presentations that were held on Wednesday in the Student
union!

In addition, Mindy reports that the Education Program were unable to hold a program on PSU
transfer. PSU had to cancel their transfer day which they hope can get rescheduled for the end of
the semester. The students in the Newman program are doing great!

As for History Club activities, Mindy reports that the group community service was at the
baseball game for Autism. The History Club will be going to help at the PIZZA hut fundraiser on
the 21% and they leave for Charleston/savannah on April 26.

Linda Jones, Accounting Instructor and Applied Science Chair, reports that she presented an
Interviewing Workshop in the CLC. She talked about preparing for an interview, appropriate
dress, and common interview questions. There were good questions raised by the audience and a
nice discussion among those in attendance.

Linda also reports about upcoming events where several Applied Science Division instructors are
preparing for the Spring 2015 Interdisciplinary Colloquium to be held Wednesday, April

22. There will be science poster presentations and demonstrations in the afternoon in and outside
Stoltz Hall, followed by Chemistry, Business and Biological science group presentations at 6:00
PM in the Lecture Hall. All are welcome to attend.

Tina Oelke, Psychology Instructor reports of a number of events and activities



1)

2)

3)

4)

5)

She had a guest speaker present via web conferencing for all of her psychology classes
and Ottawa faculty on living successfully with mental disorders. Karren has
schizoaffective disorder, Obsessive Compulsive Disorder, Post Traumatic Stress
Disorder, and a Cognitive Disorder. She is an articulate advocate for mental health
awareness.

The Ottawa Chapter of Phi Theta Kappa participated in a highway clean-up project.

She graduated from the Leadership Franklin County 2014-2015 class. The community
was very pleased with the success of our class project which was to renovate both the
interior and exterior of the Senior Center, housed in a historic building on Main Street.

She attended a three day Kansas Leadership Conference titled You Lead Now in Wichita
Kansas. This conference taught the principles and leadership skills in support of the
community and work environment.

She was asked and accepted to be an Ottawa Chamber Ambassador as well as a member
of the Swan Arts Festival Foundation Board.

Finally, I would like to report to you of the preliminary tests we had with our drone recently. |
would like to thank Andrew Ouellette Biology Instructor for helping test fly it for us. You can
see more videos on T:Common under Drone!!! Special thanks go to Jim Genandt for the support
in all these activities.

Luka Kapkiai
President, Faculty Senate



Student Learning Division Trends

Navigating Enrollment, Retention,
Persistence, Completion & Accountability
in Academics




Review of the recent past...

* Strong enrollment growth through AY 14

* Economic conditions reinforced education and
training options for people

* Federal & state initiatives: Community-Based Job

Training Grant,Title I1I, Accelerating
Opportunities-Kansas, etc.

* New campus in Ottawa
¢ Online campus

e NCCC reputation for trying & performing




Some realities...

* Economy is better,
enrollment 1s not

e Public grants more limited
in size and scope, private
grants more restricted

e Public funding sources in
decline

o Higher education a
consumer market and more
options emerging




K-12 demographics in main service area

Enrollment at Service Area Schools for 2013 - 20 14 and 2014 - 2015

Chanute St. Paul Erie Crest Anderson County|Central Heights| West Franklin | Wellsville Ottawa
13-14|14-15|13-1414-15(13-14 |14-1513-14{14-15|13-14 |14-15 |13-14 |14-15 |13-14 |14-15 |13-14(14-15(13-14 |14-15
K 134| 132| 15 17 28| 25| 22 14 74 57 28 36 38 31 69 46 192 181
1st 164 133| 18 14 44| 34 20 17 60 73 42 33 43 37 65 65 193 195
2nd 164| 160| 18 20 34| 46| 18 13 64 59 35 47 38 41 51 57 222 192
3rd 158| 162| 15 18 34| 38| 16 18 62 63 32 36 42 42 74 50 174 221
4th 127| 147| 16 14 44| 37 14 14 52 56 34 35 40 40 46 74 200 165
5th 140| 132 19 16 32| 44 11 14 75 50 40 36 49 37 63 45 188 198
6th 129 140| 14 19 33| 37 16 11 71 71 44 45 56 41 75 58 183 189
7th 130( 137| 16 13 35| 37 13 18 60 80 44 42 41 52 67 72 180 188
8th 151| 124 24 15 45( 41 24 12 80 60 53 49 49 39 62 67 190 182
9th 139| 137| 24 25 40| 53] 13 22 81 86 50 51 41 48 64| 60 187 198
10th 139| 135| 22 23 47| 46| 15 14 97 76 62 46 43 39 47 63 174 191
11th 127| 144| 21 16 43| 48] 16 15 73 82 57 55 54 42 56 52 173 160
12th 124| 108| 17 16 47| 44| 12 16 70 76 37 50 46 54 48 59 148 166
Total | 1826| 1791| 239| 226| 506/ 530 210| 198 919 889 558 561 580| 543| 787| 768| 2404| 2426
+or- |X -35(X -13|X 24(X -12(X -30(X 31X -37|X -19( X 22




Neosho County population in slow steady decline (-1% since

2010)

Anderson County population in slow, steady decline (-3%

since 2010)

Franklin County population in slow, steady decline (-1.5%
since 2010)

Douglas County population has increased since 2010 (+5%)

Chanute +1.5% since 2010, Ottawa -1.3% since 2010,
Lawrence +3.6% since 2010




Pursuing student markets

* K-12 engagement, * Workforce training
including home school  Entrepreneurship for
students/parents community/economic

¢ Adult education development
students * Personal enrichment

® Adult students needing o Niche market needs

retraining for new e PLA/alternative

careers . . .
learnmg validation

° Completers (reverse
transferl)




Marketing the college

Multiple media markets

Changing trends in how
traditional students
focus on information vs.
parents and others

Integrating data,
programs, success
anecdotes to create a
compelling story to
reach the various student
audiences

° Understanding the

primary service area
differences:
e Neosho County & region

¢ Franklin/Anderson
Counties & region

e Lawrence/ Douglas
County

® Online/global audience




Maintaining validity in the world

e How the work world and government officials see
the value of what we do will gain new significance:

¢ Prior learning assessment and competency-based
education are already in the experimental stage phase
with the U.S. Department of Education related to

financial aid (NCCC a registered experimental site for
PLA)

* Validating corporate training through badges and
employer-created credentials is gaining momentum
(NCCC and College Employer Collaborative initiative),
and PLA is one option but others will need to be
developed




What sets NCCC apart from the crowd?
e NCCC has been successful with this equation:
Em + Sk + Is = Student success &

Institutional Ieadership reputation

Emzentrepreneurial mindset
Skzappropriate skepticism of any 1dea

Is=1nnovative solution for implementation




Accepting these challenges to meet the
future (& it’s already here!)

e (Continue to engage with Neosho Co.
residents to increase awareness of
what NCCC offers—it’ their College!

* Continue to engage Franklin &
Anderson Co. residents to increase
awareness of NCCC—it needs to
become their college!

° Population locations for significant
enrollment growth are in
Lawrence/ Douglas Co. & online!

e Reallocation of resources as
determined to meet these student
markets & continued investment in
the formula of what sets NCCC apart
from the rest!




Neosho County Community College

3/31/2014 | 3/31/2015 Increase 3/31/2014 | 3/31/2015 Increase
Revenue Revenue (Decrease) Expense Expense (Decrease)
11|General $7,219,562 $7,287,497 $67,935 $7,676,693 $7,384,519 (5292,174)
12 |Post Secondary Technical Education $2,950,630 $3,022,637 $72,007 $1,803,242 $1,903,030 $99,788




TREASURER'S MONTHLY FINANCIAL STATEMENT
NEOSHO COUNTY COMMUNITY COLLEGE
For the Period March 1, 2015 to March 31, 2015

FUND FUND BEGINNING RECEIPTS JOUNRAL DISBURSEMENTS ENDING
DESCRIPTION BALANCE ENTRIES BALANCE
2/28/2015 MARCH MARCH MARCH 3/31/2015

02 |Postsecondary Technical Education Reserve 177,311.86 11,822.00 0.00 -580.00 188,553.86
07 [Petty Cash Fund 1,072.23 0.00 0.00 0.00 1,072.23
08 |General Fund Deferred Maintenance 44,149.39 0.00 0.00 0.00 44,149.39
09 [General Fund Equipment Reserve 191,847.56 0.00 0.00 0.00 191,847.56
10 |[General Fund UnencumberedFund Balance 2,600,000.00 0.00 0.00 0.00 2,600,000.00
11 |General Fund 468,666.75 1,539,161.26 -1,746.27 -1,074,454.36 931,627.38
12 [Postsecondary Technical Education Fund 962,060.22 240,977.83 -133.47 -249,797.36 953,107.22
13 |Adult Basic Education Fund 113,823.27 156.95 0.00 -36,804.26 77,175.96
14 |Adult Supplementary Education Fund 11,216.92 35,913.00 -6.90 -9,130.75 37,992.27
16 |Residence Hall/Student Union Fund 903,291.52 431,940.58 -2.74 -94,206.25 1,241,023.11
17 |Bookstore Fund 466,270.27 167,694.96 1,920.00 -32,582.42 603,302.81
21 |[College Workstudy Fund 0.00 4,408.02 0.00 -4,408.02 0.00
22 [SEOG Grant Fund 0.00 8,550.00 0.00 -8,550.00 0.00
24 |Pell Grant Fund 402.00 1,028,265.00 0.00 -1,028,265.00 402.00
25 [Student Loans Fund 0.00 831,675.00 0.00 -831,675.00 0.00
31 |Title Ill Grant 0.00 0.00 0.00 0.00 0.00
32 |[Grant Funds -130,603.56 1,469.20 -28.45 -83,971.95 -213,134.76
51 |[Library Bequest Fund 1,029.96 0.00 0.00 0.00 1,029.96
52 |Snyder Chapel Fund 205.64 0.00 0.00 0.00 205.64
65 |Student Union Revenue Bond Reserve 631,039.84 0.00 0.00 0.00 631,039.84
70 |[Agency Funds 724,300.11 1,168,734.28 -2.17 -985,846.93 907,185.29
90 |Payroll Clearing Fund 0.00 0.00 0.00 0.00 0.00

TOTALS $7,166,083.98| $5,470,768.08 $0.00 -$4,440,272.30[ $8,196,579.76

Checking Accounts $6,124,417.65

Investments $2,070,562.11

Cash on Hand $1,600.00

Total $8,196,579.76
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President’s Report

4/9/2015
Good Evening Trustees,

Here are a few items of interest.

Enrollment

With one month left in this enrollment year, it looks as though we will end the year down about 10.5%.
Summer and Fall enrollment is underway as well but only about 15% of the enrollment is in at this point.
It is difficult to make any predictions on enrollment at this early stage, but it is something we monitor

throughout the year.

Here are the charts:

CREDIT % INCREASE
YEAR TERM RUN STUDENT HOUR OR

CAMPUS CODE CODE DATE TOTAL TOTAL DECREASE
TOTAL 2013 50 4-9-14 2984 20213
TOTAL 2014 50 4-9-15 2535 17344.5 -14.19%
CHANUTE 2013 50 4-9-14 643 6041
CHANUTE 2014 50 4-9-15 558 5027.5 -16.78%
OTTAWA 2013 50 4-9-14 719 5241
OTTAWA 2014 50 4-9-15 531 4364 -16.73%
ONL 2013 50 4-9-14 1085 5763
ONL 2014 50 4-9-15 924 4896 -15.04%
ODO 2013 50 4-9-14 306 1655
OoDO 2014 50 4-9-15 252 1415 -14.50%
IDO 2013 50 4-9-14 231 1513
IDO 2014 50 4-9-15 270 1642 8.53%




CREDIT

% INCREASE

YEAR TERM RUN STUDENT HOUR OR

CAMPUS CODE CODE DATE TOTAL TOTAL DECREASE

TOTAL 2014 10 4-9-14 330 1313.5

TOTAL 2015 10 4-9-15 270 1140 -13.21%

CHANUTE 2014 10 4-9-14 45 138.5

CHANUTE 2015 10 4-9-15 35 116 -16.25%

OTTAWA 2014 10 4-9-14 105 431

OTTAWA 2015 10 4-9-15 78 328 -23.90%

ONL 2014 10 4-9-14 157 660

ONL 2015 10 4-9-15 154 678 2.73%

ODO 2014 10 4-9-14 1 6

ODO 2015 10 4-9-15 2 12 100.00%

IDO 2014 10 4-9-14 22 78

IDO 2015 10 4-9-15 1 6 -92.31%
CREDIT % INCREASE

YEAR TERM RUN STUDENT HOUR OR

CAMPUS CODE CODE DATE TOTAL TOTAL DECREASE

TOTAL 2014 30 4-9-14 411 3184

TOTAL 2015 30 4-9-15 434 3540 11.18%

CHANUTE 2014 30 4-9-14 161 1671

CHANUTE 2015 30 4-9-15 120 1359 -18.67%

OTTAWA 2014 30 4-9-14 65 498

OTTAWA 2015 30 4-9-15 125 1183 137.55%

ONL 2014 30 4-9-14 181 994

ONL 2015 30 4-9-15 184 966 -2.82%

OoDO 2014 30 4-9-14 1 7

ODO 2015 30 4-9-15 269 1548 22014.29%

IDO 2014 30 4-9-14 3 14

IDO 2015 30 4-9-15 5 32 128.57%




Technical Funding Formula Proposal

The Kansas Board of Regents (KBOR) and the Technical Education Authority has a proposal for adjusting
the technical education funding formula to make it more “accurate” with the current funding situation.
The past formula, which was never fully funded, was based on the students paying 20% of the costs then
a contribution from the local taxpayers and finally the bulk being paid by the state. The new formula
would split the costs evenly 1/3 each for the students, locals, and the state if the student is from the
taxing district. If the student is outside the taxing district then then state would pay the local portion, or
2/3 of the costs.

This change then whittles down the very high deficit that the state would owe each college to a more
manageable amount that might have a better chance of being funding in a few years. But it also means
less money that the original amount, if it is ever funded. This is still a proposal and the COPS group is
discussing our approach to the proposal.



4/1/2015

DRAFT PROPOSED 2016 STATE DISTRIBUTION DRAFT
Postsecondary Tiered Technical State Aid
KBOR Calculated | KBOR Calculated *Funding
State Share State Share KBOR Calculated | **Proposed State |[Needed to Close] Institutional
Institution Name In-District Out-District | State Share Total | Distribution 2016 GAP GAP %
Allen County CC 557,698 $776,534 $834,232 51,327,682 @493,450) 0.00%
FBarton County CC $427,555 54,356,052 34,783,607 33,510,807 31,263,800 26.40%
Butler CC $572,076 34,215,828 34,787,904 34,210,703 $577,201 12.10%
Cloud County CC 363,707 3885,060 394,866 31,364,544 (5415,678) 0.00%
[Coffeyville CC 3302,353 3779,162 31,081,515 31,221,618 (5140,103) 0.00%
Colby CC 5405,106 $679,231 51,084,337 5686,652 5397,685 36.70%)
Cowley County CC $305,871 31,796,867 32,192,738 52,522,617 (5329,879) 0.00%
Dodge City CC 3518,107 3561,588 31,079,695 31,175,522 (595,827) 0.00%
Flint Hills Tech Col 52,486,414 S0 52,486,414 51,782,114 $704,300 28.30%)
Ft. Scott CC $232,280 51,626,596 $1,858,87€| 51,508,091 $350,785] 18.90%
Garden City CC 3480,163 3540,323 31,020,486 31,012,931 37,555 0.70%
Highland CC 319,947 31,647,155 31,667,102 31,833,643 (5166,541) 0.00%
Hutchinson CC $991,363 54,318,923 $5,310,286 54,025,083 51,285,203 24.20%
Independence CC $132,031 $301,852 $433,883 $558,696 {5124,813) 0.00%]
Johnson County CC 54,603,510 32,523,580 37,127,090 96,331,211 $795,879) 11.20%
Kansas City Kansas CC 31,778,802 33,436,262 35,215,064 34,327,730 587,325 17.00%
Labette CC 3263,888 $917,259 31,181,147 31,129,177 351,070 2.40%
Manhattan Area Tech Col 52,408,756 SO $2,408,7Sg| 51,888,581 $520,17-5 21.60%)
Neosho County CC $189,459 52,014,325 52,203,784 51,346,013 $857,771] 38.90%)
North Central KS Tech Col 32,601,364 30 32,601,364 32,780,418 (5179,054) 0.00%
Northwest KS Tech Col 31,703,527 30 31,703,527 32,167,150 (5463,623) 0.00%
Pratt CC 586,287 51,732,954 51,819,241 51,189,810 $629,431 34.60%)
ISalina Area Tech Col 51,557,388 55,678 51,563,066 51,902,359 {5339,293) 0.00%
|Seward County CC 5418,446 $657,997 51,076,443 51,184,770 {5108,327) 0.00%|
Washburn Institute of Tech 33,645,113 30 33,645,113 32,672,608 $972,505 26.70%
Wichita Area Tech Col 56,496,959 SO 56,496,959 54,631,422 51,865,537 28.70%j
Total $32,838,260  $33,773,235 $66,611,495 $58,300,961 $8,310,534
Total GAP Amount w/No Institution Funding Losses | $11,167,122 12.71%
*Funding Needed to Close GAP = KBOR Calculated State Share Total minus State Distribution
1/3 Student; 1/3 Local/ 1/3-2/3 State; 2014 Course Rates/Data
**Subject to final state appropriation and KBOR approval 4/1/2015



4/1/2015

DRAFT ESTIMATED 2016 STATE DISTRIBUTION DRAFT
Non-Tiered Course Credit Hour Grant
KBOR Calculated | KBOR Calculated *Funding
State Share State Share KBOR Calculated | **Proposed State | Needed to Close| Institutional
Institution Name In-District Out-District | State Share Total | Distribution 2016 GAP GAP %

Allen County CC $266,600 54,310,065 54,577,565 93,473,421 31,104,144] 24.10%)
Barton County CC $654,903 36,004,783 37,649,686 34,305,227 33,254,450 22.50%)
Butler CC 51,644,940 511,624,433 513,269,373 510,543,448 52,725,925 20.50%
Cloud County CC $223,822 52,851,947 53,075,76-9 53,063,686 512,083 0.40%)
[Coffeyville CC 3438,520 3984,561 31,423,081 31,798,887 (5375,806)"
Colby CC 3461,543 $494,447 $955,990 31,361,837 (5405,847)1*
Cowley County CC $704,739 54,7-62,322 $5,467,061 54,410,683 31,056,373 19.30%
Dodge City CC $741,006 $717,649 51,458,655 51,512,063 (553,408)]*
[FTint Hills Tech Col $599,054 9) $599,054 S481,112 3118,842 19.80%,
Ft. Scott CC $508,089 51,843,361 32,351,450 31,033,386 $418,064] 17.80%
Garden City CC 51,000,888 5933,099 51,933,987 51,691,376 5242,611 12.50%
Highland CC $108,503 54,447,306 54,555,809 53,984,114 $571,695 12.50%
Hutchinson CC $1,203,938 54,300,116 55,504,054 $5,104,177 5399,8771 7.30%
Independence CC $328,683 3845,111 31,173,794 31,429,492 (5255,698)|*
Johnson County CC 510,480,536 54,388,354 514,868,890 515221801 {5352,91 1*
Kansas City Kansas CC $2,419,292 $3,612,227 $6,031,519 $5,988,313 543,206 0.70%
Labette CC $609,515 51,109,491 51,719,006 51,612,947 5106,059 6.20%
Manhattan Area Tech Col 5781,820 50 5781,820 5449,053 5332,767| 42.60%)
Neosho County CC $419,147 $1,011,512 32,330,659 31,515,432 3815227 35.00%
North Central KS Tech Col $651,308 50 $651,308 5747,522 (596,214)]*
Northwest K5 Tech Col $591,994 S0 $591,994 $559,765 532,229 5.40%
Pratt CC $213,280 31,231,113 31,444,393 31,233,313 $211,080 14.60%
Salina Area Tech Col $127,811 5310 $128,121 $107,905 520,216 15.80%
Seward County CC $625,999 $731,594 51,357,593 51,831,297 {5473,704)1*
Washburn Institute of Tech $474,249 S0 $474,249 5166,897 $307,352 64.80%
Wichita Area Tech Col 32,899,687 30 32,899,687 31,879,175 31,020,512 35.20%
Total 529,180,766 558,094,701 587,275,467 576,496,329 $10,779,138
Total GAP Amount w/No Institution Funding Losses | $12,792,726  15.27%
*Funding Needed to Close GAP = KBOR Calculated State Share Total minus State Distribution
1/3 Student; 1/3 Local/ 1/3-2/3 State; 2014 Course Rates/Data
(HS credit hours for moved courses paid for w/SB155--credit hours not moved to NT)
**Subject to final state appropriation and KBOR approval 4/1/2015
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DRAFT PROPOSED 2016 STATE DISTRIBUTION DRAFT
Postsecondary Tiered Technical State Aid
**Proposed State
Distribution 2016 | **Proposed State
Based on % of | Distribution 2016 | Difference in
KBOR Calculated | % of Calculated | Total Calculated | Based on Current| Distribution | Institutional
Institution Name State Share Total |State Share Total] State Share Total Proviso Methodology GAP % of GAP

Allen County CC $834,232, 1.25% $730,152 $1,327,682 (5597,530)] $104,080  12.48%
Earton County CC 54,783,607 7.18% $4,186,798 $3,519,807 3666,991] $596,809  12.48%
Butler CC 34,787,904 7.19% $4,190,550 $4,210,703 [520,144)| $597,3d5  12.48%
Cloud County CC $948,866, 1.42% $830,484 $1,364,544 (5534,060)] $118382  12.48%
[Coffeyville CC 31,081,515 1.62% 3546,584 31,221,618 [5275,034)] $134,931  12.48%
Colby CC $1,084,337| 1.63% $949,054 $686,652 $262,402 $135,283 12.48%
Cowley County CC 52,192,73§| 3.29% $1,919,1€9 $2,522,617 (5603,448) $273,569 12.48%
Dodge City CC 31,079,695 1.62% $944,991 31,175,522 (5230,531)] $134,704  12.48%
[Flint Hills Tech Col 52,486,414 3.73% 52,176,206 51,782,114 $394,002| $310,208  12.48%
Ft. Scott CC $1,858,876) 2.79% $1,626,960 $1,508,091 $118,869 $231,916 12.48%
Garden City CC $1,020,486 1.53% $893,169 $1,012,931 (5119,762) $127,317 12.48%
Highland CC $1,667,102 2.50% $1,45_9,112 $1,833,643 (5374,531) $207,990 12.48%
Hutchinson CC $5,310,286 7.97% $4,647,768 $4,025,083 5622,6851 $662,518 12.48%
Independence CC $433,883] 0.65% $379,751 $558,696 (5178,945) $54,132 12.48%
Johnson County CC $7,127,090] 10.70% $6,237,905 $6,331,211 (593,306) $889,185 12.48%
F(ansas City Kansas CC $5,215,064] 7.83% $4,564,426 $4,327,739 $236,687 $650,638 12.48%
Labette CC $1,181,147 1.77% $1,033,786 $1,129,177 {595,391) $147,361 12.48%
Manhattan Area Tech Col 52,408,756 3.62% 52,108,237 $1,888,581 $219,656| $300,519  12.48%
Neosho County CC 52,203,784 3.31% 51,928,837 51,346,013 S582,824| $274,947  12.48%
North Central KS Tech Col 32,601,364 3.91% 32,276,815 52,780,418 [3503,603)| $324,549  12.48%
Northwest K5 Tech Col 31,703,527 2.56% 31,490,993 52,167,150 (5676,157)| $212,534  12.48%
Pratt CC S1,819,241 2.73% 51,592,270 $1,189,810 $402,460| $226,971  12.48%
Salina Area Tech Col $1,563,066| 2.35% $1,368,056 $1,902,359 (S534,303) $195,010 12.48%
Seward County CC 51,076,443 162% $942,145 $1,184,770 (3242,625)| $134,298  12.48%
Washburn Institute of Tech $3,645,11?T| 5.47% 33,190,344 52,672,608 S517,736| $454,769  12.48%
Wichita Area Tech Col $6,496,959] 9.75% 55,686,390 $4,631,422 31,054,968 $810,569  12.48%
Total 366,611,495 100.00% 358,300,961 $58,300,961 $8,310,534

*Funding Needed to Close GAP = KBOR Calculated State Share Total minus State Distribution
1/3 Student; 1/3 Local/ 1/3-2/3 State; 2014 Course Rates/Data

**Subject to final state appropriation and KBOR approval

State Enrollment at the Community Colleges

Each year the community colleges exchange data on enrollment and other items in a report put together
by the Chief Financial Officers and coordinated by JCCC. Here is the latest full-year data on credit hour
production and how NCCC did by comparison.



2002-03 2011-2012 2012-2013 2013-2014 Rank % Change 1year total % Change

Allen County 46,014.0 64,692.0 63,920.0 58,788.0 8 -8.03% 27.76%
Barton County 90,754.0 116,806.0 123,233.0 128,137.0 4 3.98% 41.19%
Butler County 166,466.0  205,389.0  200,320.0  186,029.0 2 -7.13% 11.75%
Cloud County 46,749.0 51,302.0 48,359.0 40,158.0 14 -16.96% -14.10%
Coffeyville 32,476.0 44,971.0 39,223.0 41,244.0 12 5.15% 27.00%
Colby 37,626.0 29,156.0 28,428.0 30,453.0 18 7.12% -19.06%
Cowley County 98,044.0 96,123.0 95,921.0 87,326.0 6 -8.96% -10.93%
Dodge City 34,935.5 44,308.0 41,919.0 41,132.0 13 -1.88% 17.74%
Fort Scott 46,641.0 49,916.0 45,437.0 45,329.0 10 -0.24% -2.81%
Garden City 44,212.0 40,673.0 43,249.0 44,846.0 11 3.69% 1.43%
Highland 45,813.0 64,833.0 58,963.0 62,337.0 7 5.72% 36.07%
Hutchinson 75,445.0 117,164.0 125,231.0 118,818.0 5 -5.12% 57.49%
Independence 22,601.0 28,217.0 25,587.0 23,311.0 19 -8.90% 3.14%
Johnson County 301,628.0 376,356.0  360,304.0 345,025.0 1 -4.24% 14.39%
Kansas City Kansas 94,832.0 145,376.0 141,554.0 129,119.0 3 -8.78% 36.16%
Labette 37,557.0 37,288.0 37,749.0 35,156.0 16 -6.87% -6.39%
Neosho County 32,632.0 49,850.0 50,046.0 47,368.0 9 -5.35% 45.16%
Pratt 28,353.0 34,869.0 33,908.0 33,276.0 17 -1.86% 17.36%
Seward County 32,105.0 38,395.0 39,766.0 38,022.0 15 -4.39% 18.43%
Total 1,314,883.5 1,635,684.0 1,603,117.0 1,535,874.0 -4.19% 16.81%
Leak in Gym

During one of the horrible storms we have had in the last week we did discover a leak in the gym roof. It
does seem our new gym floor attracts water. Thanks to our new water sensors located in that area our
staff was notified of the leak and contained the damage. Fortunately the water did NOT reach the
playing area and no significant damage occurred. A-Lert, who installed that roof, is coming out to “re-
crimp” the metal seams to make sure this doesn’t happen again.

Hiring in progress

| have spent a lot of time in the last few weeks meeting with hiring committees, preparing ads,
reviewing resumes and interviewing folks for various positons. | have been meeting with all of Jim’s
direct reports asking what they want out of their new boss. I’'m hearing a lot of, “Keep the free M&Ms!”

There is still a lot of work to do. We are in the final stages of the HR Director search. | have seen all but
one or two of the applicants and then we will start reference checks for the finalists. We should be
bringing you someone at the May meeting. The VP search has started and we have 15 applications so
far with about one week to go before the application period officially ends. Again, | hope to wrap that
one up by the May Board meeting, as well. We are also looking at theater instructors, so those
interviews will start soon.



Legislative Update

The legislature is on break right now, so there is not a lot of new news. The hall talk is certainly about
how they are going to raise revenue to match the separate budgets that both House and Senate have
approved. (They are working to have a joint budget in conference committee now.) All of the ideas to
raise revenue have been attacked, from the proposed alcohol and tobacco tax, to increasing sales tax, to
rolling back the free taxes on LLCs, to slowing the “glide to zero” in the income tax. However, almost all
sides agree that they need more money to make the budget go.

The good news is that in both the House and Senate budgets community colleges received a 0% cut
from the State, effectively putting back the 2% cut we took mid-year this term. However, unless they
can agree on a new source of revenue, then we should expect cuts deeper than 2%. Hall talk says
around 5%.

HLC News

This last week we traveled to the Higher Learning Commission Annual Meeting where our staff were
trained on the new computer system used to upload our yearly evidence of meeting HLC's Criteria for
Accreditation. We also learned of the changes to HLC policy.

One of the biggest changes is in the area of instructor qualifications. What was once a series of
guidelines from the commission is now in the rule book. It will require us to keep a database of
instructor qualifications and how each person meets the HLC and NCCC minimum standard to teach in
that field. The rules variate between general education versus technical or “major” courses. There are
also planned “exceptions” to the rules and the circumstances to those exceptions. It will mean a change
in Board policy to match the new rules. While the database can come later, we must fully comply with
the new rules by December 2015. As we have been following the guidelines for years, this will not be
too difficult to accomplish. Tech services is working with the Student Learning Division and HR to get
started on the database.

Graduation
May 15 is Nurses Pinning (4:30pm) and Commencement (7pm). Will you all be in attendance?

Travels

| will be gone to Topeka all day Wednesday and Thursday next week for a series of meetings including
the spring Jayhawk Conference meeting, TAAC, KBOR monthly meeting, and an extended COPS meeting.
Thursday the 23" | will be attending the TEA meeting in Topeka. Then April 26" through the 29" | will
be in South Dakota for an HLC deployment.

That is all!
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