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Fiscal Year 7110

July 1 through June 30 shall be the official fiscal year for John A. Logan College. This fiscal year will be
used in preparing budgets and annual reports.

ADOFED JNEL17,1968
AMENDED
LEGAIREF:
CROSEEF:






Disadvantaged Business



Audit of College Accounts 7130

The Board shall cause an audit to be made at the end of each fiscal yeaabgoamting firm with at
least one (1) accountant licensed to practice public accounting in lllinbie auditing firm shall be
selected for a three (3) year audit cycle, which may be extended one (1) additional year if mutually
agreeable. An auditing firm may perform this service for no more than two (2) cycles, after which the
auditing firm will be ineligble for consideration for the next auditing cycle.

The auditor shall perform thexamination in accordance with generally accepted auditing standards and
regulations prescribed by the ICCB and submit tport in accordance with generally accepted
accourting principles.

auditor will set forth the reasons for the denial. The Board will not limit the scope of the examination so

as to cause a qualification of the professional opinion.

The Board Fi






Safety Deposit Box 7141

The treasurer of the Board is authorized to rent a safety deposit box in a bank located in the John A.
Logan College District. The treasurer, secretary, or chairman of the Board is authorized to have access

to the safety deposit box.







Business Contracts 7152

The President and the VigtresidentProvostare authorized to sign contracts on behalf of the Board of
Trustees of John A. Logan College with external agencies as long as the total financial commitment does

not exceed



Purchasing 7154

College purchasing is the responsibility of fresident and the We-President for BisinessServices&
CFO



Purchasing 7154

3.



Disbursements 7155

The Treasurer of the Board of Trustees is authorized to make payment on invoices received from
vendors as necessary, with review and certification of these disbursements to be made by the Board at

its next regular meeting.



Investments 7160

SCOPE OF POLICY

This investment policy applies to the investment activities of any funds which are or may come under
the jurisdiction of the College. Anything in this policy notwithstanding, the mandates of the Illinois
Compiled Statutes shall take precedence over this policy except where this policy is more restrictive.



Investments 7160

DIVERSIFICATION

Diversification of the investment portfolio shall be consistent with the objectives described in the
Objectives above.

RESPONSIBILITY



Investments 7160

FINANCIAL INSTITUTIONS

The Board of Trustees, with the advice of theabBurer, shall select which financial institutions will be
eligible depositories for the College district. Any financial institution, upon meeting the requirements of
the lllinois Compiled Statutes and oighnvestment Policy, may request to become a depository for the
College funds. The Board of Trustees will take into consideration security, size, location, financial
condition, service, fees, competitiveness, and the community relations involvementeofirtncial
institution when choosing depositories.

COLLATERALIZATION OF DEPOSITS

1. To meet the objective of safety of capital, theasurer will always require deposits in excess of the
federally insured amount to be appropriately collateralized to the extent of



Investments 7160

Investments shall be made with judgment and care, under circumstances then prevailing, which persons
of prudence, discretion, and intelligence exercise in the management of their own affairs, not for



Disclosure Policy 7161

Pursuant to the District’s responsibilities under the securities laws, including its continuing disclosure
undertakings (the“Undertakings) under Rule 15¢22 of the Securities Exchange Act of 1934, as
amended, and the Securities and Exchange Commission’s statements in enforcement actions, it is
necessary and in the best interest of the District that the District’préljminary and final official
statements or offering circulars and any supplements or amendments thereto (collectively, the “Official
Statements), disseminated by the District in connection with any bonds, notes, certificates or other
obligations, (iAnnual Financial Information, as required by and definedenthdertakings (the “Annual
Financial Informationy'to be filed with the Municipal Securities Rulemaking BoaftMSRB) Electronic
Municipal Market AccessEMMA”) system, and (iifpotices of Material Events or Reportable Events, each
as defined in the Undertakings, and any other required or voluntary disclosures to EMMA (each, an
“EMMA Notice) comply in all material respects with the federal securities laws. Further, it is necessary
and in the best interest of the District that the District adopt gekcand procedures to enable the District
to create accurate disclosures with respect to itffficial Statements, (ilnnual Financial Information,
and (iii) ) is hereby

s related to disclosures as hereinafter set forth

(a) Official StatementsWhenever an Official Statement will be disseminated in connection with the
issuance of obligations by the District, the Disclosure Officer ov#lsee the process of
preparing the Official Statement pursuant to the followjp@cedures:

1. The District shall sele¢a) the working group for the transaction, which growgy include
outside professionals such as disclosure counsel, a municipal advidan underwriter (the
“Working Group} responsible for preparing the first draft of the Official Statement.

2. The Disclosure Officer shall review and make comments on thedfiast of the Official
Statement. Such review shall be done in order to determine that the
information within the knowledge of the Disclosure Officer, is included pramperly
disclosed. The Disclosure Officer shall also be responsible for ensuring that the
financial data presented with regard to the District is accurate and corresponds with the
financial information in the District's possession, including but not limited to information



Disclosure Policy 7161

regarding bonded indebtedness, notes, certificates, outstanding leases, tax rates or any
other financial information of the District presented in the Officiat&tnent.



Disclosure Policy 7161

(c) EMMA Notices Whenever the Districtletermines to file an EMMA Notice, or whenever the
District decides to make a voluntary filing to EMMA, the Disclosure Officer will oversee the
process of preparing the EMMA Notice pursuant to these procedures:

1. The Disclosure Officer shall prepare lire an agent to prepare) the EMMJotice. The
EMMA Notice shall be prepared in the form required by Mi8RB.

2. In the case of a disclosure required by an Undertaking, the Disclosure Officer shall
determine whether any changes to the EMMA Noticee arecessary to make the
document compliant with the Undertaking.

3. If, in the Disclosure Officer's reasonable judgment, the EMMA Notice is correct and
complete and, in the case of a disclosure required by an Undertaking, complies with the
Undertakingthe Disclosure Officer shall file the EMMA Notice with EMMA (or confirm that

such filing is completed by any agent hired by the District for such purpose) within the
timeframe allowedfor such filing.

ADDITIONAL RESPONSIBILITIES OF THE DISCLOSURE OFFICE

The Disclosure Officer, in addition to the specific responsibilities outlined above, shall have general
oversight of the entire disclosure process, which shall include:

1. Maintaining appropriate records of compliance with this Disclosure Policy (inglyztoofs
of EMMA filings) and decisions made with respect to issues that have been raised;

2. Evaluating the effectiveness of the procedures contained in this DisclBslicy; and

3. Making recommendations to the Board as to whether revisions or modifications to this
Disclosure Policy are appropriate.

GENERAL PRINCIPLES






Application For and Acceptance of Grants 7170

ThePresident of the College is the only person authorized to commit the College to any grant or project
or to accept a grant award on behalf of the Board.

The Office of the Provostoordinates the College’s efforts in the area of external grant funding. No
proposal may be submitted without this office’s approval. Furthermore, no individual may mail or
deliver to a grantor agency without specific instructions to do so byPtowvostor the President of the

College. This rule is for the protection of John A. Logan College and must be observed. The Business
Office is responsible for assisting with budget construction, for maintaining official fiscal recatder an
financial reporting. The Office of the Provasust approve the budget that is submitted, along with the

final submission. The fiscal office designated by the College is responsible for ensuring that federal,
state, and College financial requirements are followed in expe



Grant Personnel 7171

This policyalone will apply to all personnel (



Financial Management Systems and Offdetadedlanagement and Budgé®MB circulars
specific to the individual funding agency

PURPOSE

John A. Logan College is committed to ensuring accounting standards, policies and proc
and followed to ensure accurate and uniformed reporting and accouraability of all feder:
-and OMB Circulars applicable to each specific Federal (faggingy

rs provide information to allow for the preparation of documents and information required
ant recipients. Information submitted will be utadadministrative and financial reviews
nt organization.

an College requids employees adhere to standards, policies and procedures described
c to each federal funding agency. Each employee expending Federalifiuedsure each

Joes to benefit the College, as outlined in executed contractual agreements. All expenditures
stent with applicable restrictions and will comply with Federal regulations and College

Johi\. Logan Colled®as general spending guidelines to assist College administrators, staff
ith administration and fiscal oversight responsibility of any grant funds. These policies and
an be accesseddhbgh the College’s website.

DOPTED FEBRUARY4,2015
AMENDED
LEGAIREF: (@]



Lobbying Policy 7173

The Lobbying Disclosure Act of 1995 requires the disclosure of the activities of paid botabgfect
decisions in the executive and legislative branches of ttaefal Government. The Act requires any
organization, including colleges and universities, that spend $10,000 or more in a quarter and have one
or more employees who are lobbyists, as defined in the legislation, to register and report the lobbying
activities of all their employees.

Furthermore, the Higher Education Opportunity Act of 2008 prohibits the use of federal funds received
under the Higher Education Act of 1965 from being used by an institution of higher education to pay any
person for influencing orteempting to influence an office or employee of any agency, a member of
Congress, an officer or employee of Congress or an employee of a member of Congress in connection with
the awarding of any Federal contract, making or entering into or the extensimincation, renewal,
amendment or modification of and Federal grant or loan or Federal cooperative agreement. In addition,
no Federal student aid funding under the Higher Education Act of 1965 may be used to hire a lobbyist or
to pay an individual or agey

PURPOSE



Institutional Review Board Policy 7174

John A. Logan College’s Institutional ReviBaard(IRB)is charged with reviewing all researathether

funded or not, involving human subjects and/or animals. This includes research to be conducted by faculty
members, staff, or JALC students, as well as external investigators using JALC personnel, facdities and/
students.

The US Department ofHealth and Human Services, Code of Federal Regulations: 45 CFR 46.102(d),
defines research asa“systematic investigation, including research development, testing, and evaluation
designed to develop or contribute to generalizable knowlédbjeis policy asures that human subjects

are fully aware of their rights as defined in the Department of Health and Human Services, Title 45, Part
46 of theCode of Federal Regulations




Debt Collection 7180

The Bursar Office will make all efforts possible to collect debts owed to the College by students. After
reasonable attempts have been made to collect debts, the Bursar Office should use all methods available,
including the option to refer accounts to a collection agency or other collection methods.

A registration hold will be placed on a student’s account with a high outstanding balance. A student
with outstanding debt will be provided options to register for the upcoming semester as provided in
Administrative Procedure 718.

An official transcript or diploma will not be withheld for any current or former student who owes an



Payroll 7190

The Treasurer of the Board is authorized to neakegular payroll disbursements in accordance with
Administrative Procedure 719

Effective September 1, 2008, ftilhe and continuing partime employeespayrollwill be electronically
depositedinto the bank account(s) of themployee choice unless specified otherwise in collective
bargaining agreements.

ADOPTED MAY7,1968

AMENDED NOVEMBER, 1974 AUGUS26,2008 FEBRUAR22,2011
LEGAIREF:

CROSEEF: ADMINISTRATNEROCEDUREL9



Compensation Deferrals 7191

Qualifications for company participation in the Tax Deferred Annuity/Deferred Compensation program
for John A. Logan College employees effedligeember 1, 2008:

ALL PROGRAMS

1.

The company must maintain an agent or service representativé{e) arereadily accessible to
service any participant for whose benefit that company holds an annuity contract.

The company may lose its privilege of participation through failure to nibket College
requirements.

The company must be willing to execute an Information Sharing Agreement with the Callege.
company must agree to all further regulations and requirements relating to the plan which the
College may adopt.

The companynust designate one representative to serve as a contact with the College in regard
to all matters concerning annuities purchased by the College. The representative must provide
proof of company representation and be licensed to sell fixed and variabteacts.

The company must submit to the College copies of annuity contracts with satisfactory evidence it
meets provisions of the Internal Revenue Code and, if applicable, is



Compensation Deferrals 7191

INSURANCE ANNUITY PROGRAMS

1. The company must be authorized by the Director of Insurance of the State of lllinsgiosuch
annuity contracts.

2. Authorized salary reduction intended for annuity purchase will be used exclusively for that
purpose and not for life insurance in any form or riders



Payroll Deductions 7192

Provided insurance companies, agents and/or employees meet the guidelines as specified below,
additional insurance may be purchased by employees, and premiums may be paid by payroll deductions.
The entire premium must be paid by the employee.

1.

Insurance not a part of the College’s fringe benefit package will be allowed under this policy (i.e.,
accident, disability and cancer).

The company may lose its privilege of participation for any failure to meet College requirements.

Companies and employees participating under the provisions of this College policy must agree to
abide by any additional regulations or changes in College Policy #7192.

Each company participating under these provisions must designadgemtor representative to

serve as the companytontactwith the College and the employees and keep the name, address,
and telephone number of that agent updated in the office of tHee€tor of Mmpensation and
Benefits at John A. Logan College. The company must maintain an agent or representative who is
readily accessible to service College participants for whose benefit that company holds insurance.
The representative must provide proof of company representatiod be licensed to sell the type

of insurance in force with College employees.

Any company participating under these provisions must represent ten ¢bllgge employee
participantsand be approved by the Board Finance Commitiedoecome approved. If at any
time an existing company loses all its participants, it musjualify to become reinstated as a
participating company. A maximum of ten (10) providers will be allowed.

Any company participating under these provisions must be recommenudélei most current
edition of“Best’s Life Insurance Repdrtsith an “A” rating or better.

Any patrticipating company(s) must be authorized by the Director of Insurance of the State of
lllinois to issue the type of insurance contracts which he sells, under these provisions, to College
employees.

The insurance company must be willing to accept the College transmittal each month as the
evidence upon which their account will be paid by the College.

All requests to initiate or terminate payroll deductions must be presented to the Payffile @t

the College in writing and signed by the employee making the request. Such authorization by the
employee must state the beginning and/or ending dates ofdkduction and the amount to be
deducted.

ADOPTED DECEMBER, 1981
AMENDED SPTEMBER3,2008 SEPTEMBERO,



Facility Policy 7210

John A. Logan College will attempt to make its facilities available for use by individuals and community
groups in the district when possible. The following policies will be used in regulating the use of College

facilities:

GUIDELINES TO BE



Facility Policy



Facility Policy 7210

10. The user shall notify the Facility Scheduling Officeancellation of the aatity or any changes in
the number of persons attending at least 24 hours in advance. Failure to do so may result in the
loss of future privileges to reserve facilities at John A. Logan College and/or a charge of $35.00.

11. No person, organization, or@up shall be allowed to hand out, solicit, sell items, or distribute
information in any area of College facilities that is not in the immediate assigned, scheduled area






Operational Hours of the College



Conduct Regulations 7230



Disposal of Surplus Property 7240

The Board of Trustees authorizes the administration to establish procedures for the disposal of
obsolete and/or surplus property.

Disposal procedures shall follow the Illinois Public Community College Act 805/3-41 Sale of
Real or Person Property and, where applicable, the Code of Federal Regulations Procurement
Standards (88200.310-

purchase value.

Bposal of items with a current value of $,000 or greater must be approved by the Board of
Trustees. Such regest for approval shall include the method of disposal The Vice-Presiden
of Business Services & CFO shall have the right to reject any or all bids received fo
obsolete/surplus equipment when the bids are not in the best interest of the College

Donations of obsolete and/or surplus property made to charitable or educational organization
must be approved by the President. Donations must be to charitable or educationg
organizations within the College district.

Proceeds from the sale of property will be deposited in the Operations and Maintenance Fund
or, if directed by the Vice-President of Business Services & CFO, deposited into the fund fron

ADOPTED: DECEMBER 2, 1975

AMENDED: APRIL 1, 1980; FEBRUARY 24, 2009; NOVEMBER 28, 2017
REVIEWED: OCTOBER 11, 2017

L



Operation of the College Bookstore 7250



Borrowing Privileges 7260

The Learning Resources CentieRC)



Policy on Video Tape Usage 7270
the cdiasandaimei(3egat udddbycmstseqboosg)ianise atasE

1. Off-Air Taping of Commerai and Public Broadcast Programs

dinaandsshowsimecitie sepyoiks iavher dasspidm thiveraiigithe question of taping broadcasts off the



Policy on Video Tape Usage 7270

(d) Off-air recordings may be made only at the requests of and used by individual
teachersand may not be regularly recorded in anticipation of requelitsbroadcast
program may be recorded offir more than once at the request of the same teacher,
regardless of the number of times the program may be broadcast.

(e) A limited number of copies may be reproduced from eackagffecording to meet the
legitimate needs of teachers under these guidelirtésch such additional copy shall be
subjectto all provisions governing the original recording.

(N After the first ten (10) consecutive school days,affrecording may be used up to the end
of the forty-five (45) calendar day retention period only for teacher evaluation purposes, i.e.,
to determine whether or not to include the broadcast program in the teaching curriculum,
and may not be used in the recording institution for student evaluation or any other non
evaluation purpose without authorization.

(g) Off-air recordings need not be use



Policy on Video Tape Usage 7270

(a) The performance utilized a legitimate copy, or one which the instructor reasonably believed
was legitimate.

(b) That the fiowing or performance is in a classroom or other similar place devoted to
instruction by faculty at John A. Logan, a fprofit educational institution.

(c) The performance is given by the instructor or pupils as part of attatace teaching activity

3. Use of Telecourse Tapes in the Classroom

Telecourse tapes are leased or purchased tapesat@bbtained through independent and/or
group negotiations with the producing companies or their representatiBesadcast, cable, and
audiovisual righs are negotiated separately.



Record<Retention Policy 7280

College records are to be retained in accordance with federal, state, and local laws for legal, fiscal,
administrative, and histora purposes. Records of historical value will be identified and retained
permanently while other records will be retained fapecified periods of time and then disposed of

properly.
College records will be defined as set forth in federal, state, and local records acts:

1












Tuition 7310

In-









Fees for Seminars 7314

The President or his/her designee shall establish fees, develop budgets, and employ consultants,
speakers, and leaders needed to organize and conduct Celfegesored seminarsyorkshops, or
conferences.

Every effort should be made to make such activities-sgbhporting by generating the money from
participant fees.

ADOPTED SFPTEMBERL, 1979
AMENDED MARCHL1,1985
LEGAIREF:

CROSEEF: BoARCPOLICY110



Establishment of Fees 7315

Based on the cost of materials and services and for the smooth functioning of the ColleBezsident

shall establish all fees, and he shall have the authority to change these fees as necessary. All such fee
changes and new fees shall be reported to the Board of Trustees at its next regular meeting following
the date of the change or addition.

ADOPTED JANUARY, 1981
AMENDED

LEGALREE:

QROSHEFR: BOARDPOLICY 310



Refund Policy 7320

Students withdrawing frontredit-bearing coursesduring the following periodwill be given100%
refunds

First14 calendar daysf the Fall and Spring Semestergluding spring break;
First7 calendar daysf Block andSummer Semestsr

Upon notification that an enrolled student has died during a semester, the student will be removed
from all coursesand all charges pertaining to the semester will be refuhde his/her student
account. If the refunding of charges generates a credit, such will be remitted to the student’s estate.

Non-credit-bearing course withdrawal refunds are governed by Administrative Procedure 732,
Refunds for Non-



Pre-Registration, Tuition and Fees 7332

Students who fail to pay deferred tuition and fee charges by the end of the designated deferment



Audit Policy 7340

An officially registered student who does not desire or feel qualified to complete the work required for
receiving credit in a particular course but who wishes to attend the class regularly may register as an
auditor.

An auditor may participate in all class activities, assuming that such participation does not hinder the
participation of those registered for credit. Specific requirements or responsibilities of an auditor are at
the instructor's discretion



Charge-Back Policy 7350

A resident of Community College District 530 who wants to enroll in an educational program which is
not available at John A. Logan College may apply for charge-back tuition if he/she enrolls in such a
program at another public community college in Illinois.



Tuition Waivers 7370

Tuition waivers shall be given the following groups:

1. Disabled veterans (documented 100 percent service-connected disability);
2. Persons 60 years of age and older;

3. Full-time John A. Logan College employees, including retired full-time employees who have ten (10)
years or more of continuous service, and spouse and dependent children. In the event of death of a



Tuition Waivers 7370

Those individuals allowed tuition waivers shall be required to pay any appropriate fees except in such
cases where the intent of the tuition waiver, as determined by the President, is to provide a total waiver
of tuition and fees. No release time from a person’s job responsibilities shall be awa



Traffic and Parking Regulations 7410

DIVISION | -- TITLE, AUTHORITY, PURPOSE AND ENFORCEMENT
Section 1-101 -- Title
These regulations shall be known as the Traffic and Parking Regulations for John A. Logan College.

Section 1-102 -- Authority



Traffic and Parking Regulations 7410

unless acceptable evidence to the contrary is presented within five business days of a citation
notice.

D.  Faculty, staff, and students are responsible for knowing the regulations governing the operation
of vehicles at John A. Logan College, and will be responsible for any violation thereof.

Section 2-102 -- Definitions

The words and the phrases used in these regulations, for the purpose of these regulations, shall have
the meanings respectively ascribed to them in the lllinois Compiled Statutes, Chapter 625, Sections 1-
101 through 1-219, except where the context otherwise requires.

Section 2-103 -- Divisibility

Should any division, section, or subsection of these regulations be declared unconstitutional or void by
any court of competent jurisdiction, the remainder of these regulations shall remain in effect. Under
such circumstances, the president or his duly delegated representative, shall have the authority to
establish a new division, section, or subsection for that which has been declared void or
unconstitutional, without resubmission to the Board, in order to give full force and effect to the intent
and the purpose of these regulations. New divisions, sections, or subsections, shall be submitted to the
Board for ratification as soon thereafter as p



Traffic and Parking Regulations 7410

Section 4-102 -- Authorized Parking Space



Traffic and Parking Regulations 7410

DIVISION V -- SANCTIONS AND MONETARY USE CHARGES
Section 5-101 -- General

Any person or vehicle found in violation of these regulations shall be subject to one or more of the
following:

A monetary use charge as provided in Section 5-102 of this division.

Referral of the matter to appropriate College official for internal disciplinary action.
Revocation of parking privileges.

Removal of vehicle at owner’s expense.

Mo bdRE

Section 5-102 -- Monetary Use Charges

The



Traffic and Parking Regulations 7410

Section 5-105 -- Failure to Pay Monetary Use Charge

A. Notwithstanding any provisions of these regulations, any person who is an employee of the
College or the State of lllinois, who fails to pay a monetary use charge as set forth in these
regulations will be subject to having such monetary charge owed to the College deducted from
the sums due to such employee from the College or the State.

B. Notwithstanding any provisions of these regulations, any student who fails, refuses, or neglects to
pay a monetary use charge as set forth in these regulations will be subject to an administrative



Traffic and Parking Regulations 7410

Section 7-102 -- Future Covenants

These regulations shall not preclude any future covenants to the contrary in bond indentures or bond
resolutions for wholly or partially self-liquidating construction or acquisition projects.

ADOPTED: FEBRUARY 9, 1976

AMENDED: APRIL 1, 1980; JuLy 9, 1984; FEBRUARY 2, 2009; SEPTEMBER 30, 2016; JANUARY 2022 (TITLES)
LEGALREF.:  1101LCS805/3-42.2; 625 ILCS
CROSS REF.:



Travel on College Business 7420

In accordance with 50 ILCS 150, John A. Logan College shall regulate the reimbursement of all travel,

meal, and lodging expenses of officers and employees, including, but not limited to: 1) the types of

official business for which travel, meal, and lodging expenses are allowed; 2) maximum allowable

reimbursement for travel, meal, and lodging expenses; and 3) a standardized form for submission of

travel, meal, and lodging expenses supported by the minimum documentation required under Section

20 of 50 ILCS 150




Use of College Vehicles 7430

The College is required to obtain from all employees who drive an owned, leased, or rented vehicle
evidence of the College’s ability to ensure the driver while operating College vehicles. To comply with
this requirement, a motor vehicle driving record (MVR) is required from a qualified reporting agency for

each employee requesting to drive a College vehicle on an annual basis. The driving record will be used Chief of Police
with Board Policy 7280--Records Retention, and \

The evaluation of the MVR will be conducte
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