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Labette Community College
Board of Trustees Meeting Agenda
Thursday, September 12, 2024
Board Meeting 5:30 p.m.
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Approval of August 8, 2024, Regular Meeting Minutes ................... Exhibit 3

Reports and/or Board Discussion

A.
B.
C.

D.

Faculty Senate Report

SGA Report

Administrative Reports
i. Comparison of Expenditure to Budget
ii. Facilities Report

President's Report

New Business (Action, Report, or Discussion)
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2024 Annual Report........c...ooiiiiii e, Exhibit 4
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Policy REVIBW ...t Exhibit 6
Professional Staff Employment Letters............................. Exhibit 7/8
Discontinuation of Mathematics Program ................cc.cooovvveen . No Exhibit
Approval of Bills ..o Exhibit 9

Public Comment

The Board of Trustees agenda shall contain one opportunity for public comment.
This structure has been designed to provide the public with an opportunity to
comment on any topic. The Chair of the Board explains the Board's approach to
public comment with the following statement:

“At this time we invite anyone in the audience to speak to the Board about
any item or concern that pertains to the college. By policy, at this time the
Board will not take any action on any item or concern, but we will be happy
fo take it under advisement for possible future action.” The Board also
retains the right to set time limits on public comment.
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In the event that a large number of citizens are present and wish to speak in
favor or opposition to an issue before the Board, the Board reserves the right to
poll the number of citizens in favor of and opposition to the issue at hand as well
as to limit the number of spokespersons representing opposing viewpoints. The
Board also retains the right to set time limits as deemed appropriate.

Next Regular Board Meeting: Thursday, October 10, 2024, 5:30 p.m., Cardinal
Event Center

Adjournment
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LABETTE COMMUNITY COLLEGE
Board of Trustees Minutes
August 8, 2024

The Board of Trustees met at 5:30 p.m. on Thursday, August 8, 2024, at the Cardinal
Event Center.

Members Present

Greg Chalker (via conference call)
Becky Dantic

Cart Hoskins

Rod Landrum

Montie Taylor

David Winchell (via conference call)

Others Present .
Dr. Mark Watkins  Dr. Jason Sharp  Leanna Doherty  Kelly Kirkpatrick
Theresa Hundley Ross Harper Dr. Ken Elliott Haley Walker
Lindi Forbes Aaron Keal Réy:-;_ﬁ_lplting Jim Zaleski

Heidi Flora recorded the minutes

Adoption of Agenda (ACTION ITEM)

Chair Dantic asked for changes or additions to the revised: neeting agenda. There were
none. Trustee Landrum: moved to approve the revised meetmg agenda as presented.
Trustee Hoskins seco ded the motlon and the motlon carried 6-0.

Approval of Reguiar-z-_l__\llgetmq I_V__h_nutes (ACT!ON ITEM)

Chair Dantic asked forcorr slgt """additfons to the July 11, 2024, regular meeting
minutes. There were none.’’ ustee Landrum moved to approve the minutes as
presented. Trustee Taylor seconded the motion and the motion carried 6-0.

Reports and/or Board Discussion -
Faculty Senate Report: None -

Student Government Report: None
Administrative Report:

Comparison of Expenditures to Budget: The July financial report was placed on the
tables. At the end of July, we were 8% through the year. The general fund was 8%
expended and the technical education/vocational fund was 7% expended. Vice-
President Doherty invited questions from the Trustees.

Facility Report: Vice-President Doherty gave an update on the Student Union roof
repair and the gymnasium floor restoration.
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President’s Report: President Watkins reported on the new ATM at the LCC Library,
new fencing/railing for the baseball field dugouts, and the recent SEKCAP in-service
held on campus. Dr. Watkins also reported LCC faculty would be returning to work the
following week for in-service.

Vice-President Kirkpatrick reported on the LCC enroliment progress, the Villa's
occupancy, and new student orientation which will be held on August 15-16. She invited
all Board members to attend the NSO cook-outs which will be held both days.

New Business (ACTION, INFORMATION, OR DISCUSSION ITEMS)

City of Parsons Interlocal Agreement/Neighborhood Revitalization

Trustee Taylor moved to approve the Interlocal Agreementifor Neighborhood
Revitalization for the City of Parsons. Trustee Landru conded the motion and the
motion carried 6-0. '

Professional Staff Employment Letters
Trustee Landrum moved to approve the Professional Staff Emp eyment Letters for
Mallory Dixon, Accounts Receivable Specialist, at a salary of $36,878/annually, starting
8/5/2024; Brandi McCall-Tyler, Director of Admissions, at a salary of $50, ,742/annually,
starting 8/1/2024; Jaelen Milus, Assistant Women’s Basketball Coach, at a.salary of
$25,788/44 weeks, starting 8/12/2024__ and, Sara Nickell, Financial Aid Coordinator, at a
salary of $34,468/annually, starting 8/16/2024. Trustee Hoskins seconded the motion
and the motion carried 6-0. -

Policy Approval -
Trustee Hoskins moved to approve the rev:s;o to 4.05 Residency. Trustee
Taylor seconded the motion and the motion arried 6-0.

Approval of Bills '
Trustee Landrum moved to approve the Claims Register. Trustee Taylor seconded the
motion and the motion carried 6-0.

Basebail)'Softbali Fleld; ﬁlscussmn
Trustee E_andrum moved to accept the donation of the baseball and softball fields from
the city of Parsons There was .-no second. Trustee Landrum withdrew the motion.

Trustee Chaiker moved to ac pt the donation of the baseball and softball fields from
the city of Parsons. Trustee Landrum seconded the motion and the motion failed 2-4.
Trustees Chalker and Landrum voted in favor. Trustees Dantic, Hoskins, Taylor and
Wincheli voted against.

New Professional Staff Position(s)
Trustee Winchell moved to approve the hiring of a Director for the Physical Therapist
Assistant Program. Trustee Hoskins seconded the motion and the motion carried 6-0.

Trustee Hoskins moved to approve the hiring of a Clinical Coordinator for the Physical
Therapist Assistant Program. Trustee Landrum seconded the motion and the motion
carried 8-0.

Public Comment
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Trustee Landrum reported on the campus blue emergency lights. Trustee Taylor
requested a report on the usage of the emergency lights. Vice-President Doherty wil
provide the report.

Next Board Meeting

Chair Dantic reminded everyone of the next regular meeting of the Board of Trustees
scheduled for September 12, 2024, at 5:30 p.m. in the Cardinal Event Center.

Adjournment

Trustee Landrum moved to adjourn the meeting at 6:45 p m. Trustee Hoskins seconded
the motion and the motion carried 86-0.

Heidi Flora, Clerk of the Board



Agenda ltem: VI.A.
Date: September 12, 2024

SUBJECT

Approval of Revenue Neutral Rate

REASON FOR CONSIDERATION BY THE BOARD

Senate Bill 13 requires the Board of Trustees to vote on a resolution to exceed the
revenue-neutral rate.

BACKGROUND

Senate Bill 13 requires that the County be notified of our intent to exceed the revenue
neutral rate by July 20", The notice of the intent to exceed the revenue-neutral rate
was submitted to the County. As required by Senate Bill 13 the Board of Trustees has
also published a notice as well as provided a hearing. '

The proposed published budget keeps the mill levy at approximately the same value
(35.40), which in turn increases the tax request by approximately $163,323. The mill
levy request is based on the estimated valuation number provided by the County in
June which includes the pending exemptions which will be heard by the Board of Tax
Appeals.

The Board of Trustees has typically attempted to keep the mill levy the same from year
to year which results in decreases/increases in revenue based on the final valuation
which is certified in November of each year.

PRESIDENT'S RECOMMENDATION

The President recommends the Board approve the revenue-neutral rate resolution as
shown in Exhibit 1.



Agenda #: VI.B.
Date: September 12, 2024

SUBJECT
Approval of the 2024-2025 Labette Community College Budget

REASON FOR CONSIDERATION BY THE BOARD

Kansas statutes require the Board of Trustees’ approval of the annual budget.

BACKGROUND

Since January the FY 2024-2025 budget has been under development. Information
about the budget was presented to the Board in a special budget work session in July.

The published, proposed budget for the general and PTE funds at $13,840,247 which
reflects a legal spending limit of $20,113,297 with no increase in the mill levy.

PRESIDENT'S RECOMMENDATION

The President recommends the Board of Trustees approve the proposed 2024-2025
Labette Community College Budget as presented in Exhibit 1.
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Agenda ltem #: VI.C.
Date: September 12, 2024

SUBJECT
Labette Community College Fiscal Year 2024 Annual Report

REASON FOR CONSIDERATION BY THE BOARD

The reason for the Annual Report is to show highlights of the college as well as
evaluate our progress and process over the past year.

BACKGROUND

This is an annual report.

PRESIDENT'S RECOMMENDATION
To review the FY2024 Annual Report.




Agenda ltem #: VI.D.
Date: September 12, 2024

SUBJECT
Labette Community College Academic Year 2024 Co-Curricular Report

REASON FOR CONSIDERATION BY THE BOARD

Part of the Board’s responsibility is to maintain oversight of the quality of academic,
administrative, and co-curricular programs and services. Beginning in AY24, coaches
and sponsors set Organizational Student Learning Outcomes aligned with the college’s
Student Learning Outcomes, develop related activities, and create an assessment plan
approved by the Vice President of Student Affairs.

BACKGROUND

The Co-Curricular Annual Report framework facilitates a systematic approach to
enhancing student learning outside the classroom. This process aims to align co-
curricular activities with LCC’s Student Learning Outcomes, ensure the coherence and
quality of these activities, and maintain a focus on continuous improvement. By
summarizing learning outcomes, detailing activities, and evaluating their effectiveness,
the report upholds the college's mission to provide quality learning opportunities in a
supportive environment for success in a changing world.

The VPSA will present the Co-Curricular Annual Review to the Board of Trustees each
fall.

PRESIDENT'S RECOMMENDATION

President recommends the acceptance of the AY2024 Co-Curricular Report.



Agenda ltem #: VI.E.
Date: September 12, 2024

SUBJECT

Review of Board Policy Changes

REASON FOR CONSIDERATION BY THE BOARD

Per Policy 1.13, adopted 12/12/2020, the President would conduct a review and update
the policies of the Board of Trustees.

BACKGROUND

The President has updated the following policies for review:

Policy 7.01-Administrators/Staff: Conditions of Employment
Policy 8.01- Educational Support Staff: Conditions of Employment

PRESIDENT'S RECOMMENDATION

The President recommends the Board of Trustees review Policy 7.01-
Administrators/Staff: Conditions of Employment and Policy 8.01- Educational Support
Staff: Conditions of Employment.
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POLICY 7.01 ADMINISTRATORS AND STAFF: CONDITIONS OF EMPLOYMENT

Administrators and pon-instructional staff provide leadership and management

of instruction, student deveiopment “administrat: 2 supportive environment,
financial services, and cther Coltege functions that support the mission of the
College. The president is the chief executive officer and is responsible for the
general administration of the College, as specified in a position description
approved by the Board of Trustees and as approved in Policv 1.04 Membership

Trustees,

Whereas "conditions of employment" relate to the acquisition, allocation,
and/or expenditure of resources (ffscal hAuman, and/or physical},

approval of the Board of Trustees. These conditions of employment are
considered policy statements that are subject to approval by the Board of
Trustees.

Procedures in support of these policy statements may be approved by the president.

A, General: All sections below constitute the conditions of employment
under which administrators and staff are employed. Each notice of

appcmtment(contract |ssuance/employment confirmation letter for

conditions of employment. Such notice will provide that acceptance of
the notice of employment is a recognition that these conditions of
employment are applicable.

B. Employment procedures

federal, state, and local laws, ordinances, and reguiatlons as well as the
poiicies of the Board. The need for administrators and staff willbe
determined by the president, and recruitment and selection will be
consistent with procedures deve oped by the Human Resources Office.
Contracts/employment confirmation letters for administrators and staff
require the approval of the 8oard of Trustees. An official transcript/proof
of educat!on/appropnate credentials are required upon offer of
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by the president and/or designees. Administrators and staff will receive
sither a contract or an e

mployment confirmation letter as defined in
Procedure 7.05 Administrator and Staff Agreement Contracts and
Employment Letters. Employmeant contracts and letters are approved by

the Board of Trustees as fisted i1 the meeting agenda. See Procedure
7.05 Administrator and Sia

I Contract Agreement and Employment

D. ﬁmplcvment Evaluation

All administrators and ;taff are evaluated by thew |mmed$ate sgger\{lso}" at i'ééét
two times per fiscal year dunng ‘their first two full years of employment and at
least annuzlly thereafter. Special evaluations may be conducted any time the
immediate supervisor feeis it is appropriate. At every evaluation, the
administrator's and staff's performance is reviewed with respect to their position
description and other performance factors. The evaluation is designed to provide

a means of two-way communication between the employee and supervisor. It

alsc serves as a means of employee development, by pointing out both strong

and weak points in an individual's performance, £valuations will be conducted in
compliance with approved policies and procedures

E. Promotion, Reassignment, and/or Transfers

The mission of Labette Community Coliege {LCC) sometimes require
changes to meet or better serve the needs of our students and service
area. Accordingly, the College will from time to time find it necessary to

creata new positions, modify the duties of existing ones, or reassign
empioyees from one position to another

Because the College values its staff, LCC attempts to provide
reasonable opportunities for premotion and transfer to current
employees, Announcements of administrative, faculty, andgtaff
vacancies will be made avaitable to all appropriate personnal with
instructions for applying. The College also provides oppartunities for
empioyees tc improve their employability through opportunitias to

cbtain additicnal education and to attend professional development
workshops and seminars.

LCC also attempts to pay its employees as fairly as circumstances allow
However when the Col ege finds it necessary to modify an emstmg
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KPERS:
iiembership in kansas Public Employees Ratirement Systent is

mandatory for all full-time College emplovees or employees working
more than 530 hours 3 vear and not considerad seasanal or temporary.
Ermplovees are required to automatically contribute to KPERS through
payroll deduction. Information concerning the program is availzble in the

Hurman Resources Cffice.

sarvice company. The program

! rough a financia
includes medical reimbursement disability mcome insurance, group life

insurance, and cancer insurance,

Jax Sheltered Annuity Proposal—403(b) and KPERSAS7,
L witl mateh contributions at an amount set annually to 8 fax-shelterad
(b} or KPERS457. Emplover contributions

anouity, 3lso known as 3 403
twith a 403{b) according o the following schedule:

will vest v

Years of Service Vesting 7%

{from date of hie}

25%

40%

85%

100%

[ o fies i Jion from
~J
<

Staff who have been emploved at LCC for 10 vears or more may elect to
use this match in KPERS457 retirement plan instead of the 403¢b),

resulting in fufl vesting at that time,

Note: Regardiess of the previous years of service, the vesting years
will be based the most recent benefit eligible hire date,

. Workers Compensation
Each employee of the College is covered by workers’ compensation,
covering injuries arising out of, and in the course of, one's employment
with the College, LCC utilizes a preferred physician; see Policy/Procedure

Injury received on the job must be reported to the empioyee’s
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Sodiaf Security]

tabette Community College participates in the Federal
Program of Sacial Security, Deductions are made as

required by

Deleted: law.g
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EXHIBIT 6+

immadiate supervisor within 24 hours per Procedure 10.17 Return to
Wark Program form, Appendix C. The supervisor, in turn, will file a
written report of the accident, Procedure 10.17 Return to Work Program
form, Appendix D, with the Human Resource Office.

Employees not eligible for the Return to Work Program may elect to use
sick leave time, apply to the Labette Community College Sick Leave Bank
or receive workers’ compensation lost wage payments currently paid at
B6%, However, emnloyees are not allowed to receive sick leave and jost

’

wage compensation for the same {ost days of work. The waiting period
for temporary total disability (TTD} applies to the first seven days
claimant is off work. If a worker is off for three consecutive weeks, then
the employer shail pay the worker TTD for the waiting period. (See also
Policy/Procedure 10.17 Return to Work Program).

M vacationandSickteave ..
Vacation and Sick leave time aliow employees ta balance work and life needs while
maintaining their income, Leave aflowances improve morale, emplover-employvee
refationshios, and retention rates For reporting and payroll purposes, vacation ana
sick firne wiil be used according the FLSA standard it lotheexemptor
nonexemnpt status of the positions. Employees will accrie time monthly for
vacation and sick leave. Further information can be found in Procedure 7.07
;’\{fwmctr ators and Staff Vacation, Procedure 7.08 Administrators and Staff Sick
Leave. Mlhtarv Leave

The College will compiy with ali military leave laws.

Educational Beneﬁts

works 20 hours or more per week for courses taken for credit at the
College. The enroliee shall pay for all fees associated with workshops and

supervisors must provide continuing guidance to empioyees they
supervise and take prompt, appropriate action for correcting any
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<ft>Week of Independence Day¥i

<#>labor Day¥

<H#>Week of Thanksgiving Dayg

<ft>Christmas Dayy

<it>Additional holidays may be observed during the
holiday recess or at other times as announced by the
president, See Policy 7.06 Administrators and
Professionat Staff Holidays¥
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urged to deal with infractions of acceptable standards through informal
approaches such as advisement, closer supervision, cconferences and
written communication. If the same unsatisfactory performance or
misconduct persists, more severe measures will be taken. When further

action becomes necessary, the supervisor wiil comply with apprapriate
steps as outlined in Policy anc

improvement Counseling,

3

re 2.16 Performance

to resolve complamts of employees ccncernmg the

Time limits are given herein for prempt action. If the employee
presentang the

further appeal is permltted. If the empioyee does not receive a response

within the time fimit stated, the employee may appeal to the next level,

The time limits may be extended by mutual written consent of the
parties.

A Re Fo"' é U

gmdeimes\pha“ be fc_)llow_ed._

The educational goals and needs of the Cpllege, individual qualifications,

certifications, training, skills, evaluations, interests, and length of service
shali be considered.

If 2l have similar qualifications, certificaticns, training, skills, evaluations
angd interests the non- instructional staff who best meets the needs of

relevant factors, will be retained,

Any employee who has not been reempioyed as a result of the non-

instructional staff reduction shall be considered for reemp loyment if a
vacancy exnsts for which the non- mstructlonal staff ¢

The

instructional staff they deem gqualified and able to serve the best

interests of the College. The Board shalt not be required to consider the
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EXHIBIT G

POUCY8.01  EDUCATIONAL SUPPORT STAFF; CONDITIONS OF EMPLOYMENT

Educational Suppart Staff have been combined with Professionat Staff to
become “staff”. Chapter 8 contents have been relocated to Chapter 7.

Revised: 3/9/17, 7/20/17, 7/12/18, 9/12/18, 5/5/2020, 10/20/2022, 7/13/2023
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Employment Procedures]

Employment of Educational Sugport Staff will conform to
all applicable federal, state, and local laws, ordinances,
and regulations, as welt as policies of the Board. A
transeriptferoof of education/appropriate credentials is
required upon offer of employment.q

Compensationt

Salaries for Educational Support Staff are determined
throuph the Educational Support Staff Salary Schedule end
approved by the President. See Procedurs 8.12 Wage and
Salary — Shift Differential 4t

Definition of Fducational Support Stafiy

"Educational Support Staff” includes all full-time Labette
Community College personnel except part- time faculty,
administrators, professional staff, and those covered by a
collective bargaining agreement. Educational Support
Staff personnel shall not be employed for any specified
term. g

!

Al fuli-time employees and part-time employees who
work twenty {20} hours per week or more are entitled to
receive all fringe benefits provided by the Coilege. g

9

Part-time employees are those persons who work as the
naed arises of on a schedute of fewer than twenty [20)
hours per week and are not entitled to any fringe benefits.
Part-time employees may work a maximum of 40 hours
per week for a imited period of time.§

Employment Evaluationl

All Educational Support Staff are evaluated by their
immediate supervisor at least two times a school year for
the first twe full vears of employment and at least
annyally thereafier, but may be evaluated more often at
the discretion of the supervisor. At this time the
employee's performance is reviewed with respect to their
position description and other performance factors. The
evaluation is designed to provide a means of two-way
communication betwean employees end supervisors. it
also serves as a means of employee development, by
pointing out both strong and weak points in an
indiidual's performance. Evaluation is also used to

determine if an employee should be retained ar disri L1




Agenda Iltem #: VI.F.
Date: September 12, 2024

SUBJECT

Professional Staff Employment Letters

REASON FOR CONSIDERATION BY THE BOARD

Kansas statutes require the Board of Trustees’ approval of selected employment
contracts and letters.

BACKGROUND

Kaila Ozier has accepted the position of Payroll & Benefits Coordinator.
Briauna Valdez has accepted the position of Financial Aid Specialist.

PRESIDENT'S RECOMMENDATION

The Board of Trustees approve the Professional Staff Employment letters for Kaila
Ozier, Payroll & Benefits Coordinator, at a salary of $35,430/annually, to begin 10/1/24,
and, Briauna Valdez, Financial Aid Specialist, at a salary of $31,730/annually, to begin
9/17/24.



EXHIBIT 7

Kaila Ozier

Kaila Ozier has accepted the position of Payroll & Benefits Coordinator to begin on October 10,
2024. Kaila is pursuing her associate’s degree at LCC currently. She has ran her own business
in the area for years and brings experience from working in the insurance industry.

A fun fact about Kaila is that she enjoys traveling!



EXHIBIT 7

POSITION DESCRIPTION

PAYROLL & BENEFITS COORDINATOR

Reports to: Director of Human Resources & Organizational Development
Organizational Unit: Professional Staff
Salary range: Coordinator, non-exempt, Full time
Revision Date: July 2024

A. Basic Purpose of Position

The Payroll & Benefits Coordinator reports to the Director of HR & Organizational Development and
works closely with the Business office. The major responsibilities are praducing the monthly payroll,
completing all reporting requirements and reconciliations, and managing the College’s benefit plan,

including Family Medical Leave and Worker's Compensation.

B. Essential Job Functions

A, Ability to independently produce monthly payroll and reports, W-2s, transfers, tax deposits,
quarterly reports, etc., pertaining to payroll

B. Ability to prepare journal entries and pay invoices through ACH or check for payroll and benefits
C. Ability to keep current on laws and regulations affecting payroll and benefits

D. Ability to complete monthly balancing of all payroll accounts and bank reconciliation for the payroll
account

E. Ability to assist in creating timesheets for work-study students and create and reconcile time and
leave records for non-exempt employees. Assist employees with payroll inquiries.

F. Ability to calculate, prepare, distribute, and track contracts and personnet status memorandums for
faculty and staff

G. Ability to respond to queries regarding past and present employees for unemployment, bank loans,
governmental agencies, garnishments, and other verifications

H. Ability to process travel vouchers for travel for employees, clubs, and groups making reservations
as needed, and reconcile receipts upon return

i, Ability to complete surveys as assigned

J. Ability to serve as the health insurance group leader and assist employees with health insurance
changes, questions, and problems. Keep current on insurance laws.

K. Ability fo administer and track college benefits to ensure the required paperwork is submitted for
existing and new personnel

L. Ability to administer and be responsible for the annual open enrcliment for health insurance
benefits, section 125 benefits plan, optional group life insurance, and 403(b) retirement and send
monthly remittances to third-party administrators.

M. Ability to assist the VP of Finance & Operations in the bidding process for insurance, Workman's
Compensation, Athietic Insurance, and Property and Casualty insurance as needed

N. Ability to manage the college’s responsibilities on worker's compensation claims in coordination
with the Human Resources Director

O. Ability to complete annual audits for workers compensation, annual financial audit, 1-9 internal
audits {every 2 years),
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EXHIBIT 7

Ability to keep confidential protected health information under the provisions of HIPPA and treat
this information per the privacy provisions of the HIPPA act including requirements for
safeguarding, releasing, and recording the release of such information

Ability to assist employees with KPERS enroliments, withdrawals, purchase of service credit,
optional life insurance, retirements, disability, and death claims

Ability to handle correspondence with KPERS, complete annual KPERS reports, and assist with
KPERS audits.

Ability to complete special assignments and perform research tasks and other duties as directed by
the Vice President of Finance & Operations

Ability to complete FMLA forms in conjunction with the Director of Human Resources
Ability to process employee and dependent tuition discounts

Ability to assist Business Office staff with deposits or tasks and assist students with payments or
accounts receivable inquiries as needed.

. Ability to reconcile appare! consignment inventory

Ability to follow all LCC policy and procedures
Ability to be trained on HIPPA and FERPA reguirements
Ability to maintain regular and timely attendance
Consulting Tasks
Director of Human Resources
KPERS, benefits, and insurance companies’ personnel
Various auditors
Supervises the Following Staff
None
Required Knowledge, Skills, and Personal Qualifications
Excellent interpersonat skills
Previous experience in human resource functions
Above average working knowledge of state and federal payroll laws
Strong accounting or payroll background
Experience using Excel
Ability to efficiently organize and manage mulliple tasks successfully

Preferred Experience

Three years of accounting or payroll experience

Educational Background

Bachelor's degree required, Business or Accounting emphasis preferred.

Working Conditions/Environment
Busy office conditions, and an office with a window
Significant amount of sedentary computer work
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Briauna Valdez

Briauna Valdez has accepted the position of Financial Aid Specialist to begin on September 17,
2024. Briauna holds a bachelor of business administration from Wichita State University and an
Associates of Science in Accounting from LCC. She recently has been managing a coffee shop

in the Wichita area.

A fun fact about Briauna is that she used live in Hawaii.
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DESCRIPTION

FINANCIAL AID SPECIALIST

Reports to: Director of Financial Aid
Grade 14 — non exempt
Revision Date: July 2024

I Basic Purpose of Position

The financial aid specialist assists in the operation of the Financial Aid (FA) Office by assisting
students/parents with Free Application Federal Student Aid (FAFSA), financial aid verification,
maintaining student financial aid files, maintaining consumer information, assisting in the verification
process and a consistent atmosphere depicting excellence in customer service. The Financial Aid
Specialist works in the Jenzabar Financial Aid software. Also, the Financial Aid Specialist assists with
recruitment, special enrollment and visit days on campus.

i, Essential Job Functions

A Ability to assist/counsel students and parents with questions about their FAFSA and other
federal aid programs and reguirements

B. Ability to assist with student/parent workshops

C. Ability to validate and collect documentation for Title IV verification processes

D. Ability to complete alf areas of verification and/or second verification for student financial
aid files and correct student records through FAA Access or JFA group processing for FAFSA

E. Ability fo produce and send communication to students via email or mail

F. Ability to understand which documents are required to complete student's FA file

G. Ability to assist loading student ISIR records and the emailfletter writing process

H. Ability fo maintain and organize student files

{.  Ability to manage and process siudent appeals

J.  Ability to maintain consumer information

K. Ability to maintain default management as well as actively work to lower student default rate

L. Ability to assist with Satisfactory Academic Progress (SAP)

M. Ability to monitor and request changes fo the LCC website's FA information

N. Ability to review and process Kansas Promise Scholarship

O. Ability to foliow alf LCC policy and procedures

P. Ability to serve on committees as assigned

Q. Ability to attend work in a regular and timely manner

R. Ability to perform other duties as assigned
1. Consulting Tasks

A, Maintain communication with Business Office, Registrar, and Admissions depariments
concerning those students receiving financial aid

B. Communication with appropriate agencies
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Required Knowledge, Skills and Personal Qualifications

A
B.
C.

T o@mMmo

- X <«

Proficiency with Microsoft Office products
Understanding of data entry and database manipulations of JFA software

High degree of tact, judgment and ability to deal with and influence not only students and
parents, but persons in all types of positions

Thorough knowledge of tax returns for validating student aid reports

Good oraf and written communication skills

Knowledge of general office procedures and maintain the flow of the FA department

Capable of performing multiple tasks

Professional appearance and conduct — must be able to get along well with diverse customer base
Ability to organize and prioritize tasks efficiently with moderate supervision

Self-starter and self-motivator, organized, disciplined, flexible, and able to adapt well to change
Ability to make decisions based on college policies and Federal Regulations

Team oriented - able to work well with others, keeping constant communications, as well as
asking/answering questions with FA staff and other LCC employees

Preferred Experience

Previous office management experience with at least two years’ experience in a fast-paced office
environment; experience working directly with customers in a team-oriented office

Educational Background

Bachelor's degree or equivalent experience and Associates degree

Working Conditions/Environment

A
B.
C.

Fast-paced office environment — no windows
Significant amount of computer work

Occasional travel, overtime, and evenings are required



Agenda Item #: VI.G.
Date: September 12, 2024

SUBJECT
Program Discontinuation: Mathematics (CIP 27.0101) program of study.

REASON FOR CONSIDERATION BY THE BOARD

Consideration is based on Procedure 3.34 including the number of students enrolled,
projected enroliment, demand for graduates, and cost analysis and effectiveness.

BACKGROUND

At the request of LCC's full-time math faculty, the college moves to discontinue the math
program. Several variables played a part in the decision-making process such as low to
no declared math majors, state initiatives focusing on developmental and math core
courses, lack of the ability to offer higher-level math courses, and the changing dynamic
within the program discipline. The college will still be able to work with students
interested in the math discipline through either secondary education or general studies.

PRESIDENT'S RECOMMENDATION

The Board of Trustees approves the discontinuation of the Mathematics program of
study.



Agenda Item: VILH.
Date: September 12, 2024

SUBJECT
Approval of Bills

REASON FOR CONSIDERATION BY THE BOARD

Kansas statutes require the Board of Trustees' approval of all expenditures

BACKGROUND

Each month a listing of claims to be paid is presented to the Board for approval.

PRESIDENT'S RECOMMENDATION

The President recommends approval of the bills.
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