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iii)  Faculty teaching in a baccalaureate degree program shall have, at a minimum, 
a master's degree in the field of instruction.  

iv) Faculty teaching in a graduate program shall have a doctorate or terminal 
degree in the field of instruction.  

v) The Board may make exceptions for professional experience, equivalent 
training, and other qualifications; however, except in extraordinary 
circumstances, these should prove the exception and not the rule in meeting 
faculty qualification requirements. 

From these guidelines, JALC has developed the following interpretation:  

A. Those teaching 1.1 transfer courses, that is, courses that may be used as college credit 
towards a four-year degree and/or are Illinois Articulation Initiative (IAI) identified 
courses, must have a master's degree in the content area or a master's degree plus 18 
semester hours of graduate-level credit in the discipline of instruction. 

B. Those teaching 1.2 non-transfer occupational/technical courses must have a bachelor's 
degree in the field and/or a combination of education, training, and tested experience.  

C. Individuals who do not explicitly meet College minimum degree and coursework 
requirements for 1.2 non-transfer occupational/technical courses can be justified on an 
individual basis by documenting other qualifications.  

CREDENTIAL REVIEW PROCESS  

JALC uses the following process to ensure that faculty credentials in all areas of instruction have been 
vetted and verified. Unofficial credentials are required at the time of application and must be uploaded 
into the College's applicant tracking system in a PDF format. Upon hire, the faculty member is required to 
present official transcripts. The recruitment/new checklist form is attached to all new hire paperwork and 
submitted to H.R. for processing. The form establishes a record of the review of credentials submitted and 
is sent through a routing review sequence with the following documentation attached: 

�x Transcripts from all institutions of higher education awarding a degree and/or  
transcripts indicating applicable additional coursework  

�x 
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A transcript is considered official if an authorized electronic transcript is received from the National 
Student Clearinghouse transcript ordering service, including the complete record of the person's academic 
course history at that institution or if it meets the following requirements:  

�x Printed on official paper  
�x Signed and dated by the issuing institution's Registrar  
�x The complete record of the person's academic course history at that institution  
�x Delivered to and received by designated (or appropriate) JALC staff member in a sealed 

envelope, with issuing institution's stamp and date across the sealed flap of the envelope 
(U.S. post or hand delivery). If the envelope seal is already broken when received by the 
designated JALC staff member, the document shall no longer be considered official.  

 
The cover page from the institution will serve as verification the document is official. The necessary 
documentation is routed to the department supervisors, who will examine individual credential packets 
for compliance with the stated guidelines.  
  
Approved packets will be routed to the Office of Human Resources as an official record. Human Resource 
staff will add credential data to the appropriate data repository system(s) and file the credential packet 
in the individual's employee file. 
 
 

 
           

    PRESIDENT 
 

 
             May 23, 2023  

DATE 





D. APPLICANT SELECTION 

1. The Office of Human Resources shall record all applications and address the pool of applicants 
according to Equal Employment Opportunity regulations and John A. Logan College policy.  

2. Applications will be screened by the Office of Human Resources or in an approved environment 

2 . 
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All employees, ex-employees (who have terminated employment within the preceding year), or the 
���u�‰�o�}�Ç�����[�•�����µ�š�Z�}�Œ�]�Ì�������Œ���‰�Œ���•���v�š���š�]�À�����u���Ç�U�����Ç���u���l�]�v�P�������Á�Œ�]�š�š���v���Œ���‹�µ���•�š�U���Œ���À�]���Á���š�Z���]�Œ��personnel files in 
accordance with the law a maximum of two times per year at reasonable intervals, unless provided 
differently in a collective bargaining agreement.  If the request is submitted in writing and in accordance 
with the law, the records will be made available within seven days.  The College will mail copies of such 
records to the employee if the employee can demonstrate that he/she is unable to review the records at 
the worksite during normal working hours.  All copies of the information provided by the College to an 
employee will be charged to the employee at the prevailing copy cost as established in the College 
Business Office. 
 
All written requests for review of personnel records must be made to the Office of Human Resources, and 
subsequent record reviews by the employee will normally take place in that office area.  The College has 
the right to protect the records from loss, damage, or alteration to ensure the integrity of the files. 
 
Employees are hereby informed that they may disagree with any information contained in the personnel 
file, and removal or correction of that information may be mutually agreed upon by the College and 
employee.  If agreement cannot be reached by both parties, the employee may have a written statement 
attached to �š�Z�������]�•�‰�µ�š�������‰�}�Œ�š�]�}�v���}�(���š�Z�����Œ�����}�Œ�������Æ�‰�o���]�v�]�v�P���š�Z�������u�‰�o�}�Ç�����[�•���‰�}�•�]�š�]�}�v�X�����/�(�����]�š�Z���Œ���š�Z�������}�o�o���P����
or employee knowingly places in the personnel record information which is false, John A. Logan College 
or the employee, whichever is appropriate, shall have remedy through legal action to have that 
information expunged. 
 
Certain restrictions apply to both employees and John A. Logan College in regard to third-party access to 
personnel files.  Generally, the College shall not divulge disciplinary material to a third party without 
informing the employee by first class mail.  The employee will be notified at the last known address on or 
before the day the information is divulged.  This release of information and written notice will not apply 
if the employee has waived written notice as part of a signed arbitration, or if such information is 
requested by a government agency as a result of a claim or complaint by an employee, or as a result of a 
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The law provides penalties for non-compliance with the Personnel Record Review Act, and employees 







https://surs.org/life-events/return-to-work-employee-restrictions/
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STIPEND SALARY SCHEDULE   

 

Stipend Level Annual Stipend Range 

I 150 – 500 

II 400 – 900 

III 1,000 – 1,800 

IV 1,500 – 3,000 

V 2,500 – 4,100 

VI 3,500 – 5,500 

VII 5,000 – 9,000 

VIII Presidential Stipend 
 

If more than one person serves in a given stipend position, the stipend will be divided equally. 

 
 
 
                                           (ORIGINAL SIGNED BY PRESIDENT RON HOUSE)    

   PRESIDENT 
 
     

   July 17, 2018 
DATE 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
ADOPTED: FEBRUARY 14, 1992 
AMENDED 7
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3) In accordance with direction from the Board of Trustees on January 28, 2014, reimbursement to 
those retired on or before August 1, 2008, who had reimbursement previously reduced due to a 
change in enrollment status shall have the reimbursement recalculated in accordance with #3. 
This adjustment is effective February 1, 2014, and shall be applied going forward. 

 
4) Retirees will be responsible for immediately notifying the Payroll office of any changes in 

enrollment status, including, but not limited to, dependent status, plan changes, and changes in 
Medicare eligibility. 







Paid Leave for All Workers (PLAWA)                           �����u�]�v�]�•�š�Œ���Ÿ�À�����W�Œ�}�������µ�Œ�����ñ�í6 
 
If an employee is separated from employment with JALC and is rehired within twelve (12) months of 
�•���‰���Œ���Ÿ�}�v���(�Œ�}�u��JALC, previously accrued PL that had not been used by the employee shall be reinstated, 
���v�����š�Z�������u�‰�o�}�Ç�������•�Z���o�o�����������v�Ÿ�š�o�������š�}���µ�•�����]�š�����š���š�Z�������}�u�uencement of re-employment. 

 

** This procedure ���}���•���v�}�š�����‰�‰�o�Ç���š�}�����v�Ç�}�v�������}�À���Œ�������µ�v�����Œ���������}�o�o�����Ÿ�À���������Œ�P���]�v�]�v�P�����P�Œ�����u���v�š�X 
   

 
              

PRESIDENT 
 

           JANUARY 1, 2024  
DATE 
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Professional & Executive Support Staff Salary Schedule      Administrative Procedure 522A.1 

 EXECUTIVE SUPPORT STAFF 

Minimum Mid-Range Maximum 

Level 3: Senior Executive Assistant $55,000 $63,600 $68,000 

Stipend Allowance for Temporary Assignments $200 per pay period 

Level 2: Executive Assistant II $45,000 $53,000 $58,000 

Stipend Allowance for Temporary Assignments $200 per pay period 
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Specific rules and regulations regarding staff behavior are necessary for the efficient operation of the 
College and the benefit and safety of all visitors, students, and staff. All College staff are expected to 
contribute to a productive and cooperative effort to conduct the College’s business and serve the students 
and the general public. Further, College staff are responsible to the College and the community to conduct 
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To assist employees in their efforts to meet the expectations of the College, supervisors shall: 

�x Be familiar with College policies and procedures that affect assigned personnel;  
�x Consult with Human Resources for assistance prior to initiating corrective or disciplinary action. 
�x Substantiate each apparent violation of policy or procedure or instance of unsatisfactory 

performance before acting; 
�x Inform the employee if any policy or procedure has been violated; 
�x Ensure that any action taken is prompt and in accordance with applicable College policy or 

procedure. 

The following conduct is prohibited, and any employee engaging in such conduct, attempting to engage 
in such conduct, or aiding another employee is subject to the progressive discipline procedures. The 
examples below are illustrative of the behavior that will not be permitted but are not intended to be all-
inclusive: 

�x Reporting to work under the influence of alcohol and/or illegal drugs or narcotics; using, selling, 
dispensing, or possessing alcohol and/or illegal drugs or narcotics on College premises, while 
conducting College business, or at any time which would interfere with the effective conduct of 
the employee’s work for the College; using illegal drugs; or testing positive for illegal drugs; 

�x 



Code of Conduct for all JALC Faculty and Staff        Administrative Procedure 523 

 
 



Progressive Discipline                     Administrative Procedure 524 

  
This procedure aims to provide definitive steps for the progressive discipline of all John A. Logan College 
staff.   Progressive discipline will be used when necessary and will follow all contracts and state guidelines.  
The College reserves the right to skip any progressive step depending on the severity of the situation. 
 
The steps for progressive discipline include the following: 
 
1) Verbal warning, including an emailed confirmation of the warning. 

2) Written warning
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