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Procedures for Implementing Policy 
on Hiring Professional/Executive Support Staff Administrative Procedure 501 
 

 
 

 

A. THE POSITION 

1. All professional positions shall have a concise position description with well-defined duties and 
qualifications that shall be utilized in any posting. The President must authorize the initiation of 
the searc upervisor and 
approved by the division Vice-President/Provost and President.  

4. In consultation with the Office of Human Resources, the position supervisor will develop interview 
questions for the initial video conference/phone interview and interview questions for the in-
person interview utilizing a rubric developed by and housed in the Office of Human Resources. 

B. SEARCH COMMITTEES 

1. The President or division Vice-President/Provost will appoint the chair of the search committee. 
Committee members of at least two, but no more than five, will be selected by the position 
supervisor in consultation with the Office of Human Resources. One full-time faculty member may 
substitute for a non-teaching professional.  

C. ADVERTISING 

1. The Office of Human Resources will advertise professional positions in relevant sites as 
determined by the Office of Human Resources and the position supervisor or division Vice-
President/Provost.  

2.    Official transcripts or unofficial transcripts must be included with the application and submitted 
to the Office of Human Resources.  

2. All required documentation must be received in the Office of Human Resources by the deadline to be considered a qualified applicant.  

E. SELECTION OF APPLICANTS TO BE INTERVIEWED  

1. The Office of Human Resources shall record all applications and address the pool of applicants 
according to Equal Employment O





Procedures for Implementing 



  
Statement of Teaching Credentials                          Administrative Procedure 502  
 

 
 

In order to be in compliance with ICCB Administrative Rule 1501.303(f) and HLC guidelines, John A. Logan 
College (JALC) has set the following minimum standards for all faculty in accordance with the Illinois 
Community College Board (ICCB) Recognition Standard 8a Faculty Qualification/Policies, which states:  

Professional staff shall be educated and prepared in accordance with generally accepted 
standards and practices for teaching, supervising, counseling, and administering the curriculum or 

http://files.eric.ed.gov/fulltext/ED430661.pdf


  
Statement of Teaching Credentials                          Administrative Procedure 502  
 

 
 

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 



  
Statement of Teaching Credentials                          Administrative Procedure 502  
 

 
 

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 



Procedures to be Used in Implementing 
Policy on Hiring Full-Time Faculty Administrative Procedure 502A 

 
A. THE POSITION 

1. All full-time faculty job listings will include the position description, the required qualifications, 
the preferred qualifications, and the essential functions and position duties as identified in the 
Association's collective bargaining agreement. The President must authorize the posting of the 
position.  

2. Required position qualifications must be met by May 31 for a fall semester start date or October 31 
for a spring semester start date.  

3. The Material Review Criteria, Interview Question form, Search Committee Recommendation 
form, and Advertising Request form will be completed by the Assistant Provost of Academic Affairs 
or their designee and submitted to the Provost for approval.   

4. The teaching topic indicated on the Material Review Criteria and Interview Questions form will be 
identified by the Dean or Department Chair in collaboration with the subject lead instructor(s). If 
there is no subject lead instructor(s), the Department Chair or Dean will collaborate with the 
Assistant Provost of Academic Affairs or their designee to identify the teaching topic.   

 
B. SEARCH COMMITTEES 

1. The Provost will appoint the Chair of the Search Committee for full-time faculty positions.  

2. The Chair will establish the Search Committee for full-time faculty positions. The Search Committee 
will consist of five members: the Assistant Provost of Academic Affairs or their designee, three full-
time faculty, of which two must be from the department and may include the Department Chair, and 
one additional member from either full-time faculty or professional staff. If, for any reason, one or 
more of these members cannot participate fully in the search process, the Committee Chair will 
appoint a replacement.  

3. The Office of Human Resources will orient the Committee on the process 



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 . 





Affirmative Action — Employment 
and Applications   Administrative Procedure 503  
 
The purpose of this administrative procedure is to outline specific ways to monitor the hiring of 
employees.  This Affirmative Action Employment Procedure strictly prohibits anyone from excluding a 
person or persons from making application and excluding a person from employment, training, 
promotion, retention, discipline, or any other personnel matters because of race, religion, color, national 
origin, ancestry, marital status, citizenship status, disability, age, order of protection status, arrest record, 
sexual orientation (including gender-related identity), military status, unfavorable discharge from military 
service, language, pregnancy, protected veteran status or genetics. 
 
To comply with the College’s commitment to undertake affirmative action to overcome the 
underutilization (if any) of women, minorities, and individuals with disabilities, the following procedures 
will be followed: 
 
 1. Supervisors who select applicants for employment will submit to the Office of Human Resources, 

with each recommendation for employment, the following affirmative action forms, and 
application materials: 

a. the 
supervisor/administrator. 

  
2.  Application materials for persons who are employed will be placed in their personnel files in the 

Office of Human Resources. 

3.  Applications of persons who applied and were not selected for employment will be retained for 
the period mandated by law. 

4.  Personnel files will be retained, according to the law, for five years after termination of 
employment; salary information and start and termination dates will be retained until the 
employee is age 70. 

5.  Upon receipt of any application for employment, the Office of Human Resources will mail or 
deliver to the applicant an Affirmative Action Data Sheet.  This information, if returned to the 
Affirmative Action Officer, will be recorded upon receipt for compliance purposes. 

6.  The Office of Human Resources will maintain a master file for each position and will include the 
following: 

    a. alphabetical applicant list; 
b. Applicants By Rank & Percentage form; 
c. applications and interview rating sheets; 
d. copy of Employee Recommendation Form; 
e. copy of tests (if any); 
f. EEO detailed applicant analysis; 
g. Employment Opportunities Bulletin (vacancy notice); 
h. interview questions; 
i.    Personnel Requisition Form; 
j.    position description; and 
k.   Summary of Applications Received and Processed. 

 



Affirmative Action — Employment 
and Applications   Administrative Procedure 503  
 
  
 7. The 



Administration of the Personnel 
Record Review Act                                                           Administrative Procedure 504  
 

 
 

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 
criminal investigation by such agency.



Administration of the Personnel 
Record Review Act                                                           Administrative Procedure 504  
 

 
 

The law provides penalties for non-compliance with the Personnel Record Review Act, and employees 
may take action in the local circuit court to compel compliance. 
 



Change in Employment from  
Full-Time to Part-Time Status                                                     Admin. Procedure 505 

PURPOSE 

This procedure aims to provide a clear and transparent procedure for employees transitioning from full-
time to part-time status and outline the consequences of this change.



Change in Employment from  
Full-Time to Part-Time Status                                           



Return to Work –  
Employee and Volunteer Restrictions                         Administrative Procedure 506 
 
Under the SURS return-to-work restrictions (40 ILCS 5/15-139), an annuitant may not return to work in 
any capacity, paid or unpaid, with a SURS-covered employer until retired for at least 60 calendar days. The 
Annuitant must have a clear separation from SURS-

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


Stipends Administrative Procedure 508 
 

shall be maintained by the Office of Human Resources. 
 
 2. Stipends may also be used for activities performed during summer terms.  Stipends may be filled 

by presidential appointment, internal posting, or external advertising. 
 
 3. With the exception of presidential appointments, which can be at any stipend level, anyone 

interew4ew4ew4anw47Tl



Stipends Administrative Procedure 508 
 
 

 
 

 
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



Internships at the College                                             Administrative Procedure 509 
 

 
 

 
 
 1. All requests for internships are to be referred to the appropriate assistant provost’s office. 
 
  A. Only requests for non-teaching professional internships will be considered. No teaching 

internships will be allowed. 
 
  B. Interns will not be allowed to perform routine or ongoing classroom duties or assume routine 

or ongoing responsibility for classroom activities. 
 
 2. All prospective interns will be interviewed and accepted or rejected by the appropriate dean prior 

to any internship obligation. 
 
 3. Persons accepted for internships and the appropriate assistant provost will develop a clearly 

written internship agreement that will include the following information: 
 
  A. goals and objectives of the internship experience; 
 
  B. duties and responsibilities of the intern; 
 
  C. responsibilities of the direct supervisor of the intern (may be someone other than the dean); 

and 
 
  D. 



Reimbursement for Retirees’  
Health Insurance                                            Administrative Procedure 514 
 

 
 

This administrative procedure specifies how Board Policy 5141, Retirement Benefits, is implemented as it 
relates to the reimbursement of retirees’ health insurance. 
 
Reimbursement will be based on the difference between the actual rates for the chosen coverage within 
the retirees’ College Insurance Plan (CIP), administered by the Illinois Central Management Services, and 
the rates for the John A. Logan College health insurance plan for current employees. No reimbursement 
will occur unless the retirees’ premium is higher than the employees’ share of the premium for 
comparable coverage under the John A. Logan College health insurance plan. No Medicare premiums will 
be included as retiree premiums. This reimbursement will be identified as the “current active employee 



Reimbursement for Retirees’  
Health Insurance                                            Administrative Procedure 514 
 

 
 

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. 



Procedure for Modified Duty  
Assignment                                                                       Administrative Procedure 515 
 

 
 

The procedure for assigning an employee to a modified duty assignment is as follows: 
 

1. Fitness for Duty Report:  Employees recuperating from a work-related injury or illness and 
unable to perform essential job functions shall have the treating healthcare provider 
complete a Fitness for Duty Report.  The employee’s health care provider shall review the 
position description applicable to the employee’s job prior to completing the Fitness for 
Duty Report





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 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
A���K�W�d�����W  JANUARY 1, 2024 
A�D���E�������W  
REVIEWED�W 
LEGAL REF�X�W 820 ILCS 192/5 
C�Z�K�^�^��REF�X�W B�K���Z����P�K�>�/���z 5272 – SICK LEAVE 



Professional Staff Compensation  Administrative Procedure 521 



 

 
Professional Staff Employment Levels                        Administrative Procedure 522  

 

 

Professional staff positions are assigned to employment levels based upon responsibilities, duties, and 
required qualifications in accordance with Board Policy 5220 – Professional Staff Position Guidelines. 
Compensation for 



 

 
Professional Staff Employment Levels                        Administrative Procedure 522  

 

 

 

ADOPTED: O



 

 
Executive Support Staff Employment Levels          Administrative Procedure 522A  

 

 

Executive support staff positions are positions that perform complex, confidential tasks that require 
high-level training and experience as defined in Board Policy 5221 – Executive Support Staff Position 
Guidelines. Compensation for executive support staff is determined in accordance with Board Policy 
5221A – Executive Support Staff Compensation and Administr   2 

Executive Assistant II 
 
Level 1 

Executive Clerk 
Executive Assistant I 
 
 
 
 
 
 
 
 

 
 

  
PRESIDENT 

 
JULY 1, 2022  
DATE 
 

 

 

 

 

 

ADOPTED:  
AMENDED:   
LEGAL REF.:   
CROSS REF.:   BOARD POLICY 5221; 5221A; 5221D  



Professional & Executive Support Staff Salary Schedule      Administrative Procedure 522A.1 
 



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 



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

 
 

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 
themselv  essential to 
remember that good manners and a willing, cooperative attitude are an indispensable part of the job. 

Conduct that interferes with operations discredits the College, or violates performance or ethical 
standards will not be tolerated. Such conduct will be addressed through performance management 
processes, specifically Administrative Procedure 524, Progressive Discipline. 

CODE OF CONDUCT AND STANDARDS OF BEHAVIOR FOR EMPLOYEES 

John A. Logan College staff will show mutual respect for others, basic courtesy, reciprocity (treating others 
as we wish to be treated), and behaviors that create a positive environment to learn and work. College 



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

 
 

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 i





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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