REND LAKE COLLEGE POLICY MANUAL

Table of Contents

Foreword 5
A CCTEATTATION ...ttt ettt ettt ettt et e sabe e bt e eeseeabaeeateesbeessbeenseesnseenseessseenseennsaans 6
MISSION DOCUIMENLS ...eoouvieiiiiiiieiiieeeieeeeiee et eeste e e e e e teeeeteeessteeessbeeessseeesseeesseesnsseesnseeensseens 6
POlICY DISSEMINALION ....veieuiieiiieiieeiieeteeeite ettt ettt e et e stee et e eteeesbeesaeenbeenseesnseenseesnseenseennns 8
BOARD OF TRUSTEES AND ADMINISTRATION MATTERS — SECTION 1................... 9
1. BOARD OF TRUSTEES & ADMINISTRATION MATTERS.........cccccceouene. 10
1.1000  Board of Trustees GOVEINANCE ........c.cecueeeuiereieeiienireetietieereenseesseesieesaeenseesaseens 10
1.1100  Membership and Election of Board of Trustees..........cccceevviervieeecieeeiieeeieeeee, 10
1.1200  Student Board MEmMDET .........c.cocvieiiieriiieiieiieeieeieeete ettt ens 10
1.1300  Organization of the Board and Term of Office.........cccvvevviiiviieciiieeieeceee 11
1.1305  Authority, Powers and Duties of the Board of Trustees ...........cccceevevienvenennene 11
1.1310  Board / President RelationShips .........cccueeeiiieriiieiiiecieeceeeee e 13
L1315 Confidentiality.......cocouieiiieiiieiieie ettt ettt ens 14
1.1320  Board of Trustees Code of EthicCs ........cceevviiieiiiiiiiiieiieceecee e 14
1.1325  Formulation 0f POIICIES .......cccuiiiiiiiiieiiiciieie et 15
1.1330  Formulation of ProCedUIes ..........ccccuviieiiieiiiieciie ettt 16
1.1335  INndemnifiCation .........cceciieeiiieiiiiecice ettt e ae e e e e e e e e e s 16
L1340 Other SETVICES ..coeuvieriiieiieeiieeieeeiie et et et estteete et e et e eaeesnbeesseesaseenseessseenseesasaens 16
| R S I Y 1o s Toy (<SPS 16
1.1400  Meetings of the BOArd...........cccooiieiiieiiiiiieecieeeeeee e 16
1.1405  ConSent AZENAa .....c..eeeuiiieiiiieeiieeciie ettt e e aeeetaee et e e e raeeeaaeeeseeesnseeeennes 21
L1.1410  Self EVAlUAtION .....coiuiiiiiiiiiciieiie ettt ettt et ens 22
LLALS  TIAVEL ettt ettt ettt et et e bt et e eneesseenaeennans 22
1.1420  Board Committee MEELINGS ......c..eevuieruieeiiieriieeieeniieetieniteereesteeeaeesseesreenseesnneens 22
1.5000  Organizational Chart ...........ccccciiieiiiieiiiieeciee et e e 22
1.5100  President’s Duties and Responsibilities ...........cccevveeiiieriiiiiienieniieieeieeiie s 26
1.5200  General Duties and Responsibilities of Each Administrator.............c.ccceeeveeeneee. 26
1.5300  President’s COUNCIL ......cooiiiiiiiiiiieiieeeieee ettt ens 27
1.5305  President’s CabiNet.......cc.cceciieeiiiieeiiieeeiieeciee ettt e e ave e e rae e e e eenee e 27
1.15310  President’s Executive Leadership Team ..........cccoccveeeiieniieiiiinieniieieeieeieene 27
GENERAL COLLEGE MATTERS — SECTION 2.......oooiiiieieeeeeeeeeeee et 28
2. GENERAL COLLEGE MATTERS ..ottt 29
2.1000  Enforcement Of POIICIES .......cccueeiuiieiiiiiieiiecie ettt 29
2.1100  Freedom of INfOrmation ...........cceeeeiiieiiieeiiieccieeciee et 29
2.1125  Mission Statement REVIEW ........cccuieiieiiiiiiieieciieeie ettt e 31
2.1150  Strate@ic Planning .........c.cooocviiiiiieeiiieeieeee ettt et 32
21175 ASSESSIMICNL ....eiiiiiiiiiieeiiieeiiee et ee et e ettt e st e e st eesabeeesabeeeabeesnsbeesnsbeesnnteesabeeenanes 32
2.1200  Addressing Discrimination and Harassment (to Include Sexual Assault, Sexual

2.1205
2.1210
2.1215
2.1220

Misconduct, Sexual Violence, Domestic Violence, Dating Violence and

SEALKING) .oevvieeeiie ettt e e st e e e e et e e e e e eta e e enaaeesnraeeennaees 32
Drug and Alcohol Free Work Place ..........cccveviieiiiiniiiiiiiiceeeceeee e 54
SMOKING POIICY ...eviiiiiieeiie ettt et enae e eree e 61
Enforcement of the Smoke-Free Illinois Act and the Smoke-Free Campus Act 61
Chronic Communicable DISEases.........cc.eerueriieriiiiiiieniieieesie e 61



2.1225 Students with Chronic Communicable DiSeases..........ccccceevieriieniienieeneeniennen. 62
2.1230  Bloodborne PathO@ens...........cceeeiieiiieiiieiieriieeieeeie ettt 62
2.1235  Administration 0f Narcan.........cccceeceeiiiiiieiiiiieieeeee e 64
2.1236  Administration of EpInephrine............cccoocvieviieiiieniiieniienieeiieee e 65
2.1240  Public Access Defibrillation............cccooiiiiiiiiiiiiiiiieeeee e 66
2.1245  Workplace VIOIENCE........eevuiiiiieiieeiieie ettt 67
2.1250 AFIrmMative ACTION ..o..eiiuiieiieiiieee ettt ettt e 67
20255 HIPAA ettt et 67
2.1260  Firearm Concealed Carry POIICY .......ccooiiieiiiiieiiieciie et 67
2.1265  Jeanne Clery Act Compliance POlICY.......ccccccuieiiiiiiieiiiiiiieiieciceeeee e 69
2.1270  Abused and Neglected Child Reporting Policy..........ccccveevviieiiieeiieeieeeeeee 69
2.1275  Code Of EthiCS ..couueiiiiiiiiiiiieieceeeeeeee e 70
B0 B L A< o104 1) o SRR 71
2.1285  Domesticated Animals on Campus ..........cccevveeriierieeriienieeiienie et eee e eee e 71
2.1290  Demonstrations 0N CamMPUS ........ccecveeerieeeiiieenieieenieeesseeesseeessseesssseesssseessseeessnes 71
2.1295  Posting of Signs on Campus Bulletin / Information Boards.............cccceveeuenee 72
2.1300  Informal CompPlaints .........cccueeeiiieeiiieeiiee et e eree e 72
2.1400  Campus POLICE........iiiiiiiieiie et 73
2.1405  Traffic and Parking Regulations ...........cccceevieeiiiieniiiiceiie e 74
21410 USE OF FOTCE ..cuiiiiiieieeieeeesteee ettt sttt et e 75
2.1500  Security Awareness and Acceptable Use of Computer Equipment Policy......... 76
2.1505  EMAIL .ottt 80
2.1507  Media Relations. ......cc.eeiiiiiiiiiiieieeeee et 81
21510 SOCIAL MEAIA.....couiiiiiiiiieeiiesteeee ettt 81
2.1515  Identity Theft Pursuant to Red Flags Rule..........ccccooieiviiiiniiiiiiiieeeceeee e 82
2.1516  RecOrd REtENtION......cc.eiiiiiieiiiieiieieeieeesie ettt 85
2.1520  Whistleblower ProteCtion..........c.cueeiuieiiiiiiiiiieiee e 86
2.1600  College Calendar...........ceeeiiiiieiiieiieeie ettt eeees 86
2.1605  AdVISOTY COUNCIIS.....iiiiiieiiiieeiie ettt e re e e e e et e e e aaeeeaeeeenreaeenns 87
2.1700  Background Checks for Potential and Current Employees...........cccccceevveeeenennnen. 87
2.1705  Medical Examination For Current, Transferred and Prospective Employees..... 88
21710 Volunteer Staff.........ooioiiiiiiiiiee e 88
2.1720  Community Use of College Facilities ..........cccccveeriiieiiiiieniieeciee e 89
2.1800  Recycling, Waste Reduction and Procurement of Recycled Products................ 90
EMPLOYEE MATTERS — SECTION ...t 92
3. EMPLOYEE MATTERS ...ttt 93
3.1005  Appointment of President............coccuiiieiiieriiieiiie e 93
3.1010  Selection of Personnel...........ccccoeieriiiiiiiiniiiiiiceeeeece e 93
3.1012  Faculty QUalifiCations ..........cccccuiieiiiieiiie ettt eaee e 95
3.1015  Terms of Appointment and Termination of Full-Time Employees .................... 96
3.1016  Terms of Working Remotely for Full-Time Employees.........ccccceccvvercuvrennennnee. 97
3.1020  Terms of Appointment and Termination of Full-Time Temporary Employees 100
3.1025  Terms of Appointment and Termination of Part-Time Employees .................. 100
3.1030  Adjunct Teaching Assignments for Full-Time, Non-Faculty Employees......... 102
3.1100  Salary Advancement for Full-Time Employees..........ccccceevvieriiieniieencieenieens 102
3.1105  Workweek and Computation of Hourly Rate of Pay for Full-Time Employees102
3.1110  Computation of Hourly Rate of Pay for Part-Time Employees........................ 105



3.1112  Student EMPlOYmMENt........cccuviiiiiieiiiieiie ettt evee e eaee e 107
L1015 SHPENAS c.vieiiiiiieiie ettt ettt ettt ettt e et e e bt e enbe e bt e enbeenbeeenseennaas 108
3.1120  Industrial CONtraCES ........coouieiiiiiieie ettt 109
3.1200  Evaluations of Non-Faculty Personnel...............ccccooviiiiiiiniiniienieeieeeeeeeee, 110
3.1205  Performance Evaluation and Tenure of Faculty Members............cccccccuvreeunennnn. 110
31215 Faculty RanK .....occooeiiiiiiiiieieeee et 114
3.1220  Dismissal and Reduction in Force — Tenure Track Employees......................... 115
3.1225  Discipline and Dismissal — Non-Tenure Track Employees ............cccccveeunennee. 115
3.1230  Grievance ProcedUure ..........cooiiiiiiiiiiiiiieeeee e 117
3.1235  Professional Development............cccueeiuiiriieiieniiiiieie ettt 119
3.1300 Conduct and APPEATANCE .......cccveeervreerrieeiiieerreeeieeestreeerneessseeesseeesseeessseeenns 119
3.1305  English Proficiency for Faculty..........cccoovieoiiiiiiiiiiiiiieceeeeeeee e 120
3.1310  Access to Personnel Records...........cooouiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeen 120
3.1315  Driver’s License POLICY ....c.coouiiiiieiiieiieiieeieee ettt 121
3.1320 Americans with Disabilities (ADA) .....c.cooouiiiiiieeeeeeeeeeee e 121
3.1325  Ownership and Royalties of Patents and / or Copyrights..........c.cceeevreruvennennnen. 121
3.1326  Accident / Incident REPOTTING .....cccvveeiiiieiiieeiie ettt 123
3.1330  Employee’s Failure to Comply with Emergency Procedures ...............cc......... 123
3.1340  Sexual Offender / Sexual Predator Registration for Employment Applicants and
EMPLOYEES ...ttt ettt et sttt et e nb e e eee 123
3.1400  Family and Medical Leave ACt......c.coovuiieiiieeiiie e 125
3.1405  Victims’ Economic Security and Safety Act........ccccocuveeiienieeiiieniieniieieeeeeen. 127
31410 DISADIIILY .eoueiiieiieieeieseee ettt 128
31415 LIt DULY ceeeiieieceeee et 129
3.1420  Return to Work Certification ..........ccoceevieiiiiiiiiiiieieeieeee et 131
3.1425  Worker’s COMPENSALION......ccueeruierieeiieriieeiieiie et esieeereeteeeaeenseeesaeenseesnneenseas 131
31500 VACALION ..eouiiiiiiieiieetieee ettt ettt ettt ettt st e aeas 132
31505 SHCK LEAVE ..ottt 132
3.1510 Bereavement Leave ........coovuiiiiiiiiiiiiiiiciicceteeeecee e 133
3.1515  Child Bereavement Leave .........c.ccccueeiieiieeiienieeieeiie ettt 133
3.1520 PerSONal LEAVE .....coouuiiiiiiiiiiieeee e 134
3.1525  Sabbatical LeaVe .....c.cccoeiiiiiiiiiiiiiieieeie et e 134
31530 HONAAYS .veeiieieieiieieeie sttt ettt ettt ettt 135
31535 JULY DULY ettt e 136
31540 MIIArY LEAVE ....eiiiiii ettt et s s e eree e saee e saee e 136
3.1545  Reporting of Absence Other Than Disability.........cccccoeeierieiiiienienciieieeieene. 136
3.1550  Reporting of Absence Due to Inclement Weather ............cccoeeevvevciieiciiencnnns 136
3.1555  Unpaid Leave of ADSENCE ......coevieiiiiiiiiiieeiiee et 137
3.1700 Medical INSUTANCE .....cocueiiiieiiieiieiie ettt 137
31705 Life INSUTANCE.....ueiuiiiieiiiieiieieeee ettt st s 138
3.1710  Tuition Reimbursement for Continuing Education Assistance - Full-Time
EMPLOYEES ....eientieiie ettt ettt et ettt eeee 138
30715 TUIHION WAIVETS ....eiiuiiiiieiiiieite ettt ettt ettt e b e sttt e sabeebeesaeeeneeas 138
31800  ANNUITIES ..euveiieniieiientieteeite sttt ettt ettt ettt sbt et et sa e bt eatesbeenaeetesaeenbeenees 139
3.1805 State University Retirement System Participation...........ccccceeeeiieecieencieennnenn. 140
STUDENT & INSTRUCTIONAL MATTERS—SECTION 4 .....c.coviiiieieieeeeee 141
4. STUDENT & INSTRUCTIONAL MATTERS ....ooiiiieeeeeeeeeee 142



4.1000  Enrollment at Rend Lake Colle@e ........ccceeevuiieiiiiiiiiieiie et 142
4.1005  Procedure for Enrollment of High School Age Youth........c..cccoveviriiininancnne. 142
4.1010  Enrollment of International Students .............ccoceeeiiiiiiiiiiniiineeee e 142
41015 RESIACNCY STATUS ...oeeuiieiiieiieeiie ettt ettt ettt e et eesiteebeeseaeenseesabeenseenene 143
o O 0T 3315 () o RSSO 143
41105  Tuition RefUnd .......cocoeiiiiiiiiiiciece e 143
4.1110  Variable Tuition and Fees for Special College-Sponsored Activities............... 143
I T o T SOOI UPSRRRPSRPPRN 144
41120  Fees — Senior CIIZENS ....eeeuiiriieiiieiiieeiieeie ettt st ettt e 146
4.1125  Charge Back and Joint Agreements Policy.........ccccoeeiienieiiieniiniiieiecieeee 146
41200 CONAUCTE .ntiiiiiieiieie ettt ettt ettt et eentesseeteenteeseeseeneesneenee 146
4.1205  Civil and Criminal VIolations .........c.ccceeriieiieniieniieiieeie e 146
4.1210  Alcohol and D1ug PolICY.......cceouiieiiiieiieeeeece et 146
41215  Criminal Background Checks for Students.............ccoceeviiiiiiiniiniiieiiecieeee 149
4.1220  Non-Compliance with Directives during an Emergency Situation................... 149
41225  Student IdentifiCation ...........cccuieriiiiiieniieiie et 149
41230 MIIEArY DULY .c.eeeiieieceieeee ettt ettt ettt ene e 149
4.1235  Students with DiSabilities.......c.ceouieriieriiiiiieiiieeie e 149
4.1245 Student CoOmMPIAINTS .......ccveieiiieeiiieeie et eere e e e e ereeeearee s 150
4.1250  Sexual Offender / Sexual Predator Registration for Students..............ccoccu....e. 150
4.1255 Student Optional Disclosure of Private Medical / Mental Health Information 151
4.1260  Review and Publication of Student Right-To-Know & Campus Security
Disclosures, Student Polices, and Recruitment Materials..............cc.covveunnnneeen. 152
41400  Student RECOTAS......ooouiiiiieiieiii ettt e 152
4.1405  Release of Student Information & Access to Student Records..........ccceeeuee.e 153
41410  Grade FOrZIVENESS.....eeiiieiieeiieiieeiieetie et eiteete et et eeteesaaeebeessaeeseesnseenseennne 159
4.1415  Financial Aid and Academic Progress .........cccocveeeiieerieeeniie e 159
4.1420  Variation from Class / Program Requirements ............ccccceeeueeveienieeneenieeneenne. 159
4.1425  Graduation REqQUITEMENTS.......ccccueieiiieiiiieeiieecieeeeieeeeree e e eeeeeeeeesaeeeeaee e 160
41430  Degree REVOCATION ......ccvievieeiiieiieeieeiieete ettt ettt eae et esaeeseeeabeensee e 160
4.1435  PoSthUumoOUS DEGICE.......uiiiciiieiiiieeiiieeie ettt e et aee e eree e 161
4.1440  Student Attendance in ClaSS..........cccueeruieriiiiieriiieiieeieee e 161
41445  DUAL CTedit...cocuieeieiieiieieeie ettt sttt sseeae e ene e 162
4.1500  Collection of Student Fees and Debts ...........cccecueeviiiriienieiiieiecieeeeeeeee 162
41505 TeXtDOOKS ...ttt e 163
4.1510  Student Clubs and Organizations ............cceecveeieeriiesieenieesieenieesreesieesaeeseenens 164
4.1515 Student PUBLICAtION .......cc.oiiiiiiiiiiiiiee e 165
4.1600  Criteria for Awarding Credit..........occoeeuieriiiiieniieiiesieeee e 165
4.1605  Credit by Means Other Than Classroom Attendance............ccccceeeevveereieencnnene 166
41610  Grading SYSIEM......eeiuieiiieiieeieeite et eiee et ettt et e st e et eesabeebeessaeeseesabeenseenene 169
4.1615 Student Withdrawal from Class ..........ccceeiiiiiiiiiiiiii e 172
4.1700  Curriculum Development..........cceeeiieiieiiiiiieeiieiieeieeee e 172
41705  CoUISE APPIOVALS ....uviiiiiiieieiiieeciee ettt et e et e e te e e s aeeeeaeeeaaeeesaeesnaneesseeens 172
41710 Program REVIEW .......ccccocuiiiiiiiieiieeie ettt ettt e 173
4.1715 Selection of Instructional Materials ............cooceeiiiiiiiiiiiiniiiieeeeee e 173
S N 3o ¢ 1 OO U TSR URRRPRRR 173
BUSINESS SERVICES AND OPERATIONS — SECTION S ......cccooiiieieeeieeeee, 174



5. BUSINESS SERVICES AND OPERATIONS.......ccooiiiiieieneceeceeee 175

5.1000  INVESIMENLS...ccutiiiiiiiiiiiieieeite ettt sttt et sttt et et saeeenees 175
5.1005  Comprehensive INSUTANCE ........c.eeeeviieiiieeeiieeiee et eaee e saee e 178
5.1010  Preparing and Updating Financial DiSclosures ..........c..ccocevevvenienennienienennne. 178
5.1015  Capital / Construction Projects Approval and / or Changes.............cccccveeenenne 182
5.1100  Bid PrOCEAUIES ....ccueeriiiiiiiiiiiieiieieet ettt 183
5.1105  Awarding of Contracts fOr SEIrVICE.......cuieriuiiiriieeiiie e 184
5.1110 Business Enterprise for Minorities, Females, and Persons with Disabilities.... 184
51200  PUICRASES ...uueiiiiieiieet ettt ettt e 185
5.1205 Payment Of BillS......c.cooiiiiiiiiiiiieie e 186
5.1210  Travel Advance POlICY .....cccouiiiiiieiiiiciie et 187
5.1215  Travel ReIMbUISEMENT .......ovueiitiiiiiiiiiiiierieeie ettt 187
5.1220  Reimbursement of Miscellaneous Department Expenses .........cccccveeeeuveennennne 189
5.1225  Purchase of FUMNITUIE .........ooviiiiiiiiiiiiiieeeceeeeeeee s 190
5.1230  Purchase of Technology Equipment / Audiovisual Equipment........................ 190
51300 PaAYCRECKS ....oiiiieiiieeee e e 191
5.1305  Payroll DedUCtiONS .......c.cceeuiiiiiieeciie ettt et ee e e eaee e 191
5.1400  Inventory Records for Capital ASSEts........cccveriiiiieniieeiiieiieeieeie et 192
5.1405  Identification and Disposal of Obsolete Equipment, Material and Supplies .... 193
5.1500  Mandated Instructional Books or SUpplies ..........ccccccveeeiieniieeiiienieeiieieeieenee. 195
5.1505  Vehicle Usage for College Travel..........ccoocueeeiiieeiiieeieeciee e 195
5.1510  Cashing of Personal Checks...........ceeiuiiriieiiiiniiiiieiecieee e 196
5.1550  Procedure for Processing of Invoices for Outside Agencies............ccccuveeenennne 196
5.1600  Financial and Program Management of Federal Grant Funds .............c..c.c..... 196
5.1601 Financial Management ............ccceovviiiiiieeiiieeiieeciee ettt 197
5.1602  Internal ControlS......c.cuoiiiiiiiiniiiiniieieee et 197
5.1603  Payment Methods to Be Used for the Receipt of Federal Funds. ...................... 197
5.1604  Revision of Budget and Program Plans.............cccccooviiiiiiiniiiiieniiiiicceeeee, 198
5.1605 Program INCOME .......coovuiiiiiiiiie et e 198
5.1606  AlloOWability OF COSES ....eiiviiiiiieiieiie ettt ettt et e e 198
S5.1607  DITECE COSES ..cuviiiiieiiieiie ettt ettt ettt sttt sttt e sttt e sab e e b e saeeeneeas 199
5.1608  INAIECt COSS...ceuieuiiriietiiieeiieteete ettt ettt ettt s 199
5.1609  Required CertifiCations .........ccccuveeriieeiiieeiiieeeeeetee et e e eieeeereeeeaeeesreeees 199
5.1610  Provisions for Selected Items Of COStS.......ccveruiiiiieriiiiiieiieeieeie e 200
5.1611 Standards for the Documentation of Personnel Expenses............ccccceevvveenen.. 200
5.1612  Equipment Purchased from Federal Grant Funds ..........c.cccoccevinieninicnenennne. 201
5.1613 Supplies Purchased from Federal Grant Funds...........ccccceevviiiiiiieiiiieeieee. 202
5.1614  Purchasing Standards ............ccoecieriieiiienieeiieie et 202
5.1615  Performance and Financial Monitoring and Reporting...........ccccceevvevcuveennennns 204
5.1616  Record Retention and ACCESS........couevuerierieniieienienieeiesiteieeie st 205
5.1617  Subrecipient Monitoring and Management..............cccccveeeeieeeeieenineeescieesineeenns 206
Foreword

This Policy Manual sets forth the policies adopted by the Board of Trustees of Community College District
No. 521. The Manual is to be used by trustees, College personnel, students, and community members for
the conduct of relationships and responsibilities relative to the operation of the College.



Board policies shall become effective immediately upon adoption. The Official Minutes of meetings of the
Board are considered an extension of this Manual, and subsequent actions of record shall, in case of conflict,
take precedence over the policies contained herein.

Any laws now existing, or hereafter enacted, amended, or supplemental, where applicable, will take
precedence over Board policy.

Suggestions for changes should be submitted in writing to the office of the President for consideration. If
the President deems appropriate, recommendations which require the adoption of a new policy or the
revision of existing policy will be brought to the Board by the President.

In addition to this policy manual, various additional college documents have been adopted by the board to
delineate policies, procedures, rules and regulations for specific programs. In the event a policy of the
College or any provision which is found within this manual thereof conflicts with any provision of such a
board-approved document which governs a specific program, the board-approved program document shall
prevail.

Accreditation

Rend Lake College is accredited by the Higher Learning Commission, and certain other specific programs
are accredited or recognized by other agencies, as noted in the official college catalog and on the college
website.

Mission Documents

Mission Statement
Rend Lake College provides educational opportunities across cultural and economic boundaries to the
diverse student population we serve. We are committed to our students’ success in achieving their
educational goals and to meeting our community-focused program objectives. With Rend Lake College,
student journeys start here.

Value Statement
In serving our students and community, we strive to be student-focused, authentic, and resourceful.

Institutional Qutcomes
Rend Lake College has adopted four essential learner outcomes, fundamental learning objectives embedded
in every program of study, that all degree-completing students should be able to demonstrate. They are as
follows:

Critical Thinking: Demonstrate the ability to think in a self-directed, reflective manner when
understanding, evaluating and solving problems.

Problem-Solving: Demonstrate the ability to resolve computational problems.

Oral Communication: Demonstrate the ability to communicate clearly, concisely, and effectively through
verbal and non-verbal language.

Written Communication: Demonstrate the ability to communicate clearly, concisely, and effectively
through written language.

Who We Are
The College history defines the College from the perspective of organization and assets; however, the
personnel who operate within the college systems and manage those assets are the primary element for
successful education. Rend Lake College believes all employees, regardless of their job description, are
part of each student’s education. Administrative, community outreach, student service, and physical plant
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personnel all support the student learning process. Our instructors are primary points of contact with the
Rend Lake College educational experience. These educators are generally organized into five divisions:
Allied Health; Applied Science & Technology; Community & Corporate Education; Liberal Arts; and Math
& Sciences. Whether in a supporting role or as a direct point of contact, each college employee draws upon
professional expertise and academic accomplishment to promote the success of every student.

Who We Serve
Student-centered colleges are best defined by who they serve. An understanding of the distinctiveness of
our College’s student population allows us to effectively meet the goals of our programs and succeed in our
mission.

Diversity of Culture
Traditionally, Rend Lake College can be characterized as serving a relatively homogenous, rural, small-
town culture. This population’s cultural distinctiveness is centered on age and socioeconomic status more
than diverse ethnic origin. As global connectivity broadens, so too do Rend Lake College’s program
offerings. We continue to serve groups with diverse characteristics, such as:

o Age
e Disability
e Gender

e National origin

e Race/ethnicity

e Religion

e Socioeconomic status
e Special populations

Diversity of Purpose
Rend Lake College provides general, transfer, and career technical education to both traditional and non-
traditional students through the use of reciprocal agreements; regional, state, and national education
programs; dual-credit high school classes; and the endorsement of international students to help broaden
our base. Rend Lake College offers skill and trade opportunities for students seeking employment and
economic mobility. Additionally, Rend Lake College provides professional and personal fulfillment as well
as growth through community and corporate education classes.

Often, an individual’s purpose for engaging with the college is a combination of factors such as:

e Discovery/Curiosity

e Educational Requirements
e Enrichment / Hobby

e Healthy lifestyle

e Life-long learning

e New/Enhanced skills

e Retraining

Common Outcome

Regardless of the diverse cultural backgrounds, purposes or origins of our constituents, Rend Lake College
serves each individual equally with an open admission policy and an opportunity for success. Furthermore,
Rend Lake College is united by the shared commitment of students, faculty, staff, and community to meet
its institutional, educational, and program objectives.



Policy Dissemination

The President shall establish and maintain an orderly plan for preserving and making accessible the policies
adopted by the Board of Trustees. Accessibility is to extend at least to all employees of the College, to
members of the Board and to persons in the community.



BOARD OF TRUSTEES AND ADMINISTRATION MATTERS - SECTION 1



1. BOARD OF TRUSTEES & ADMINISTRATION MATTERS

1.1000  Board of Trustees Governance

POLICY
Rend Lake College is governed by the laws of the state of Illinois, and in particular, the Illinois Public
Community College Act (110 ILCS 805/1-1 et seq.). Rend Lake College is a public institution of higher
education, and by statute, was made a part of the state system of higher education.

Rend Lake College is a two-year public community college organized in accordance with the Illinois Public
Community College Act. As such, it is a local governmental entity with taxing authority. To our knowledge,
there are no applicable Internal Revenue Service regulations for non-profits which apply to the College.

As the legislative body of the College District, the Board of Trustees is responsible for the development
and the adoption of District policies and for making decisions related thereto. Its authority in these areas is
final, subject to legal limitations.

The Board of Trustees of Rend Lake College derives its authority from, and is governed by, the Illinois
Public Community College Act (Chapter 110 ILCS 805/1-1 et seq.) and all subsequent revisions to that
Act.

1.1100 Membership and Election of Board of Trustees

POLICY
The Board of Trustees shall consist of eight (8) members — seven (7) regular members and a student member
—as provided in 110 ILCS 805/3-6 and 3-7.

Every Board member shall, on the date of their election, be citizens of the United States, eighteen (18) years
of age or older, and a resident of Illinois and District 521 for at least one (1) year immediately preceding
the election, and not a member of a common school board unless as excepted by 110 ILCS 805/3-7.

The election of the regular members of the Board shall be non-partisan and shall be held at the time and in
the manner provided in the general election law (10 ILCS 5/1-1 et seq.). Pursuant to the existing election
code, the consolidated election occurs in odd-numbered years and shall be held on the first Tuesday in April
except when it conflicts with the celebration of Passover, and the election will be postponed to a first
Tuesday following the last day of Passover.

The Student member shall be selected by Campus Rights Student Referendum for a one-year term
beginning on or before April 15 of each year.

1.1200 Student Board Member
POLICY

The student board member policy is guided by 110 ILCS 805/3-7.24. The student member must be a student
enrolled in the College. The student member shall be selected by campus-wide student referendum for a
one-year term beginning April 15 of each year, and he or she shall have all privileges of membership,
including the right to make and second motions, to attend executive sessions, and to cast an advisory vote.
To fill an unexpired term of a student Board member in the event of a vacancy, the President’s Cabinet
shall recommend to the Board a student to fill the remainder of the term.

Student candidates for election must, on the date of election, have accumulated at least 12 credit hours with
at least a 2.00 grade point average, be enrolled as a full-time student, and be a citizen of the United States.
Once elected, the student trustee must maintain full-time student status and must further maintain a semester

10


http://www.ilga.gov/legislation/ilcs/ilcs4.asp?DocName=011008050HArt%2E+III&ActID=1150&ChapterID=18&SeqStart=4200000&SeqEnd=15075000
http://www.ilga.gov/legislation/ilcs/ilcs4.asp?DocName=011008050HArt%2E+III&ActID=1150&ChapterID=18&SeqStart=4200000&SeqEnd=15075000
http://www.ilga.gov/legislation/ilcs/ilcs4.asp?DocName=011008050HArt%2E+III&ActID=1150&ChapterID=18&SeqStart=4200000&SeqEnd=15075000
http://www.ilga.gov/legislation/ilcs/ilcs4.asp?DocName=011008050HArt%2E+III&ActID=1150&ChapterID=18&SeqStart=4200000&SeqEnd=15075000
http://www.ilga.gov/legislation/ilcs/ilcs4.asp?ActID=170&ChapterID=3&SeqStart=100000&SeqEnd=1200000
http://www.ilga.gov/legislation/ilcs/ilcs4.asp?DocName=011008050HArt%2E+III&ActID=1150&ChapterID=18&SeqStart=4200000&SeqEnd=15075000

and cumulative 2.00 grade point average. Any student enrolled in the College during the time the election
is held shall be eligible to vote in the secret ballot election.

1.1300 Organization of the Board and Term of Office
POLICY

Board members are elected pursuant to Illinois general election law (10 ILCS 5/). Following each election
and canvas, the new Board shall hold its organizational meeting on or before the 28™ day after the election.
At the organizational meeting, the Chair of the Board, or in his/her absence, the President of the College or
acting Chief Executive Officer of the College, shall convene the new Board, and conduct the election for
Chair, Vice-Chair & Secretary. The Board shall then proceed with its organization under the newly elected
Board Officers, and shall fix a time and place for its regular meetings. Any newly elected board member
must take the Open Meetings Act training available through the website of the Illinois Attorney General. A
copy of the certificate of completion of the training must be sent to the Executive Assistant to the President
at the college for filing.

The Board Officers shall be elected by the Board of Trustees for two-year terms.

The Chair of the Board shall preside at all board meetings and shall perform such duties as are imposed by
law or by action of the Board. The Chair shall make all Board Committee appointments, call special
meetings, direct the preparation of the meeting agenda, serve as an ex-officio member of all Board
Committees, represent the interest of the Board on a day-to-day basis, and act as spokesperson for the Board
in communications to the public. The Vice-Chair shall serve in the Chair’s absence. If the Chair or Vice-
Chair is absent from any meeting or refuses to perform his/her duty, a Chair pro tempore shall be appointed
by the Board from its membership.

The Secretary shall perform the duties usually pertaining to his/her office, including the signing of all
official legal documents of the Board; direct the preparation of legal notices in all official newspapers
designated by the Board; provide for the custody of all records, proceedings and documents of the Board,
including making them available; record call to order and adjournment, motions, seconds, and voting;
record attendance, absence, late arrival, and early departure of members; and other such occurrences as
necessary for an accurate record of Board proceedings. If he/she is absent from any meeting or refuses to
perform his/her duties, a member of the Board shall be appointed Secretary pro tempore.

1.1305  Authority, Powers and Duties of the Board of Trustees
POLICY

Board authority, powers and duties are governed by 110 ILCS 805/3.18-60. Board members have authority
only when acting as a Board of Trustees legally in session. The Board shall not be bound in any way by
any action or statement on the part of any individual Board member or employee, except when such
statement or action is in pursuance of specific instructions by the Board of Trustees when in legal session.
The primary rule of the Board is to establish policies that allow the President to administer the College
effectively and efficiently. In deliberations of any matter before them, board members may offer individual
points of view. Once a decision is reached, trustees shall accept that decision as the official board position
on the matter.

While the overall duties and responsibilities of the Board of Trustees are set forth in the Public Community
College Act, these duties generally include, but are not necessarily limited to:

A. Perform such services as may be necessary for the operation of the College under the Public
Community College Act.

B. Select and appoint the President of the College.

C. Approve the annual budget for the operation of the College for submission to the Illinois

Community College Board.
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Approve the preparation of capital equipment and capital construction budgets.

Approve the expenditure of all funds as prescribed in purchasing procedures.

Appoint or dismiss employees upon the recommendation of the President.

Fix the rate of compensation for all employees.

Review and approve all salary schedules.

Consider and act upon program and curricular offerings of the College.

Consider and act upon all recommendations of the President on matters of policy pertaining
to the welfare of the College.

Consider and act upon recommendations of the President on matters related to construction,
maintenance and operation of the physical structures and grounds of the College and upon
acceptance of equipment and supplies.

Require such reports from the President of the College as are deemed necessary.

Provide for an annual audit of all funds handled under the authority of the College in
accordance with law and generally accepted accounting procedures.

Approve the establishment of advisory committees as deemed necessary to implement the
curricula or technical programs.

Establish tuition and fees.

Provide, through purchase or lease, site and temporary and permanent facilities.

Provide for the awarding of certificates and diplomas and the conferring of appropriate
degrees upon the recommendation of the President and the faculty.

Approve the organizational structure of the College.

Approve regulations governing the behavior and conduct of students and guiding the co-
curricular program of the College.

Provide policies for the authorization and supervision of travel for the purposes of the
College.

Make available for inspection College policies and procedures for the conferring and
informing of all members of the College constituency.

Approve policies for the admission of students.

Invest or cause to be invested any surplus funds in securities which meet the requirements
of the Illinois Public Community College Act and which provide for the most attractive
rate of investment as possible.

Approve the issuance of all employment contracts and notices as well as contract language
changes.

Grant leaves upon the recommendation of the President.

Provide for or participate in provisions for insurance protection and benefits for College
employees and their dependents, including but not limited to retirement annuities and
medical, surgical and hospital benefits in such terms and amounts as shall be determined
by the Board for the purpose of aiding in securing and retaining the services of competent
employees.

Borrow money and issue or cause to be issued bonds for the purposes and in the manner
provided by law.

Establish or cause to be established a working cash fund which shall be maintained and
administered for the purpose of enabling the Board to have in its treasury at all times
sufficient money to meet demands thereon.

Authorize interfund loans from any fund or any other fund maintained by the Board.
Procure or cause to be procured fire and extended coverage insurance on buildings and
furnishings and procure liability and other types of insurance and indemnity bonds.
Accept federal funds when proffered for all types of educational programs for student
services and advising and for construction of physical facilities.

Accept gifts or grants from any other source.
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1.1310

Enter into contracts or agreements with persons, organizations, associations, educational
institutions, or government agencies for providing or securing educational services.

Enter into contracts or agreements with any corporation that is organized for educational
purposes under the Illinois General Not-for Profit Corporation Act.

Sell or cause to be sold at private or public sale any personal or real property belonging to
the district.

Board / President Relationships

POLICY

A fundamental factor in the successful operation of any community college is the maintenance of sound
and harmonious work relationships between boards of trustees and presidents. These relationships are
subjected daily to a variety of stresses which occasionally result in their deterioration. Such deterioration is
inevitably accompanied by consequences which are detrimental to both institutions and individuals.

The President in dealing with the Board of Trustees should:

A.

B.

<42

Keep Board members informed fully regarding the state of the institution — its strengths,
opportunities for improvement, and progress toward achieving its objectives.
Recommend to the Board for its consideration and approval those policies or policy
changes considered important for effective operation of the College.

Provide the Board with careful study and advice regarding all policy proposals initiated by
the Board.

Support Board decisions and exercise maximum effort to implement such decisions, even
though they may have been made without or against his/her recommendation.

Treat all members of the Board equally. Maintain a professional and even-handed stance
in the unhappy event of a division of the Board, or of unfriendly relations among Board
members.

Be sympathetic and understanding of the difficult position of Board members in
representing the College's many publics, and assist them to the best of their ability to
discharge their roles in an effective fashion.

Represent individual members of the Board in a professional and supportive manner to all
factions of the public, even though the President may privately disagree with the stand or
behavior of a Board member.

Provide the Board with a professional and objective assessment of any opportunities noted
to improve its operation and general functioning.

Maintain strict neutrality regarding Board elections insofar as the public and staff are
concerned.

Avoid public utterances or actions which will discredit the Board, undermine public
confidence, or otherwise serve to damage the image of the College.

Work closely with the Board and particularly so with its Chair so that the district will
benefit from a strong and coordinated team approach.

Provide maximum assistance to new members in their indoctrination to Board membership.
Provide the Board with appropriate advance notice of plans to resign or seek another
position.

Avoid discussing with the public contractual difficulties or agreements regarding job
separation that may have been reached with the Board of Trustees.

The Board of Trustees in dealing with the President should:

A.

Be sympathetic and understanding of the difficult position of the President in carrying out
his / her leadership responsibilities amid the wants and concerns of students, faculty, staff
and the general public.
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B. Seek his / her advice and counsel regarding matters of policy before making a final
decision.

C. Give him/her full confidence and support realizing that the chief executive needs this
assistance if he / she is to perform with maximum effectiveness.

D. Expect its Chair to work particularly closely with the President to promote and facilitate
the best possible communication and cooperation between the Board of Trustees and its
President.

E. Inform the President immediately of any questions or concerns about the College or district

so that appropriate follow-up actions may be taken.

Help assure the orderly operation of the College by insisting that employees make use of

established channels before bringing their concerns to the Board.

Require that the interests and welfare of the entire district be considered before those of

any special interest group.

Assist him / her by supporting fully all Board decisions once they have been made, even

though the vote may have been divided.

Inform the President immediately of any concerns regarding performance, conduct or style

that in the opinion of the Board may require attention.

Provide the President with adequate time to correct any deficiencies noted.

Exert every effort to conduct discussions relating to contract termination in a professional

manner, being always sensitive to the potential for damage to both the district and the

President.

L. Avoid discussing with the public contractual difficulties or agreements regarding job
separation that may have been reached with the President.

M. Give the President a reasonable period of time to find another position.

M

oA

H

=

1.1315  Confidentiality

POLICY
Trustees will maintain confidentiality of privileged information, including all information discussed in
closed or executive session meetings and other communications such as attorney-client privilege matters.
Any Board member who intentionally violates confidentiality shall be subject to private or public censure
by action of the remaining members of the Board.

1.1320 Board of Trustees Code of Ethics

POLICY
In order to ensure public confidence in the College and to comply with the State Officials and Employees
Ethics Act (5 ILCS 430/1-1, et seq.), Board members must perform their duties in a proper and ethical
manner and avoid even the appearance of impropriety. Thus, in the best interests of the College, the Board
shall subscribe to the following Code of Ethics:

A. General Provisions
1. Definitions — The following terms shall be given the definition as set forth in Section 1 of the Act
a. Campaign for elective office

b. Candidate

c. Collective bargaining
d. Compensated time

e. Compensated time off
f.  Contribution
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Gift

Leave of absence

Political activity

Political organization

Prohibited political activity

1. Prohibited source
2. For the purposes of this policy, "officer" shall mean any member of the Board of Trustees.
“Employer” shall mean the Board of Trustees (sometimes referred to herein as the “Board”).

B. Prohibited Political Activities — Prohibited political activities are enumerated in 5 ILCS 430/5-5
through 5-15. It is the policy of Rend Lake College to adhere to the requirements as outlined in these
sections.

C. Gift Ban — Gift ban regulations are enumerated in 5 ILCS 430/10-10 through 10-40. It is the policy of
Rend Lake College to adhere to the requirements as outlined in these sections.

D. Board members shall keep in confidence information that has been obtained in the course of
professional service, unless disclosure is required by law or is otherwise authorized by the Board.

i

E. Board members shall not use College time, supplies and materials, funds, facilities, equipment,
property, or students for personal financial gain.

F. Board members shall not seek to unduly influence personnel decisions.

G. Board members shall not seek to influence the purchase of products or services by the College when
such influence may result in personal gain.

H. Board members shall not be interested directly or indirectly in any contract, work, or business of the
College except as provided by law (110 ILCS 805/3-48).

I. Board Trustees who are elected or appointed after January 1, 2017, will be required to complete a

minimum of four hours of professional development training covering specified topics during the 1st,
3rd, and 5th year of his/her term. Trustees must certify completion of the training to the Secretary of
the Board. In the event that a trustee fails to complete the training program as required in Illinois Public
Act 99-0692, the Secretary of the Board shall send a notice to all board members and the President of
the failure. The College shall also maintain on its website a listing of all board members who have or
have not successfully completed the training.

1.1325  Formulation of Policies

POLICY
The Board shall be responsible for the adoption of written policies concerning the governance and operation
of the College which are contained in this Rend Lake College Policy Manual. The Board may further adopt
from time to time rules and regulations in furtherance of these policies. These policies may be amended by
a vote of the majority of the Board at two consecutive regular meetings. All amendments shall be promptly
recorded in the Rend Lake College Policy Manual.

PROCEDURE
A suggested new policy or change in an existing policy may be initiated at any level. However, most faculty-
initiated policy recommendations will originate in the Academic Council. These may be referred to a
subcommittee of the Academic Council. Suggested new policies passed by the Academic Council, if so
appropriate, will be discussed in the President’s Cabinet. The policy as recommended by the Academic
Council as well as recommendations made by such other groups will be presented to the President’s Cabinet
for review.

The President may seek advice from the President’s Cabinet and make his/her recommendation to the Board
of Trustees. Should a situation arise when the President of the College cannot support the policy
recommendation of the Academic Council, the Council will be provided the opportunity to be heard by the
Board under the agenda item Academic Council.
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Curricular and instructional matters shall be dealt with primarily by instructional staff, Deans and the
appropriate Vice President.

1.1330 Formulation of Procedures

POLICY
The administration may adopt procedures to carry out the provisions of the Rend Lake College Policy
Manual. These procedures may be amended at a single meeting by a vote of the majority of the Board
present.

1.1335 Indemnification

POLICY
The Board shall be indemnified and protected against civil rights damage claims and suits, constitutional
rights damage claims and suits, death, bodily injury, property damage claims and suits, including defense
thereof when damages are sought for alleged negligent or wrongful acts while the Board members are
engaged in an exercise and performance of any power or duties of the Board.

The Board, along with employees, shall be covered under the College’s liability insurance to cover all
claims while the Board member is engaged in the exercise or performances of their powers or duties. Such
insurance shall be carried in a company licensed to write such coverage in the State of Illinois.

1.1340  Other Services
POLICY
Other services may include any other duties of the board as recommended by the college President.

1.1345 Vacancies
POLICY

Whenever a vacancy occurs on the Board, the remaining members shall fill the vacancy by appointment
until the next regular election for community College Board members and is certified in accordance with
Sections 22-17 and 22-18 of the Election Code. The successor must have the same type of qualifications as
his/her predecessor. If the remaining members fail to act within 60 days after the vacancy occurs, the Chair
of the State Board of Education shall fill the vacancy and the person so appointed shall serve until a
successor is elected at the next regular election of Board Members and is certified in accordance with the
Election Code.

If the vacancy occurs with less than 4 months remaining before the next scheduled consolidated election,
and the term of office of the Board Member vacating the position is not scheduled to expire at that election,
then the term of the person so appointed shall extend through the election and until the next succeeding
consolidated election.

1.1400 Meetings of the Board

POLICY
No business shall be conducted by the Board except at a regular meeting, or an adjourned meeting, or at a
duly called special meeting. The college President shall be present at all meetings of the board.

A majority of the voting members of the Board shall constitute a quorum for the transition of business. A
majority of those voting on an issue shall determine the outcome thereof. If less than a quorum is available,
the Board must adjourn any meeting to a future date.

A Board member not physically present at a meeting may vote by voice by video or audio conference on
any question that comes before the Board for vote, if, but only if,
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a.
b.

A quorum of the Board is physically present at the meeting;
The inability of the Board member to be physically present at the meeting is due to (i) personal

illness or disability; (ii) employment purposes or the business of the public body; or (iii) a family or other
emergency; and

C.

The Board member’s voice is simultaneously broadcast to the meeting. (5 ILCS 120/7)

A. Meetings

1.

Organizational Meetings — This policy follows 110 ILCS 805/3-8. Following any election for
membership on the Board, the Chair of the Board shall convene the new Board on or before the
28th day after the election and conduct the election for Chair, Vice-Chair and Secretary. The new
Chair, Vice-Chair and Secretary shall each serve two-year terms.

Regular Meetings — This policy follows 110 ILCS 805/3-8. Regular meetings of the Board shall be
held monthly on the day and at the hour designated by the Board. Meetings shall be held in a
designated assembly room at the College. The regular meeting may, however, be set at another
time or place or be postponed by the Board.

Special Meetings — Special meetings may be called by the Chair or by any three members of the
Board. Notice of any special meeting shall be given at least 48 hours in advance; shall be in writing
stating the time, place, and purpose of the meeting; and shall be served on other Board members in
accordance with the Act. Public notice of any special meeting shall be given to any news medium
that has filed an annual request for notice of Board meetings, and by posting a copy. No business
shall be transacted in special meetings other than that which pertains to the purpose of the special
meeting as set forth in the notice.

Adjourned Meetings — A meeting of the Board may be adjourned and reconvened at a later date.
The requirement of public notice of reconvened meetings does not apply to any case where the
meeting was open to the public and (1) it is to be reconvened within 24 hours, or (2) an
announcement of the time and place of the reconvened meeting was made at the original meeting
and there is no change in the agenda.

Emergency Meetings — In the event of an emergency, the Board may convene an emergency
meeting provided that notice of such emergency meeting shall be given as soon as practicable prior
to the holding of such meeting to any news medium which has filed an annual request for notice in
accordance with the Open Meetings Act.

B. Agenda

L.

The President shall prepare a tentative meeting agenda for all Board meetings subject to approval
by the Board Chair. Following preparation of an agenda, the President shall distribute, in advance,
to all Board members those documents and reports which relate to the Agenda. Materials supporting
the Agenda are considered to be privileged documents and are expected to be held confidential
until they become a part of the public record.

C. Notice of Meetings

L.

Annual Notice — At the beginning of each calendar year, the Board shall prepare and make available
a schedule of all of its regular meetings for such calendar year, listing the times and places of such
meetings. This schedule also will be posted to the college’s website in accord with 5 ILCS 120/2.02.
If a change is made in regular meeting dates, at least ten (10) days notice of such change shall be
given by publication in the newspaper of general circulation in the area. Notice of such change shall
also be posted at the Administration Building of the College. Notice of such change shall also be
supplied to the news media which have filed an annual request for notice.

Public Notice and agenda of a regular meeting shall be posted at the Administrative Building of the
College and at the location where the meeting is to be held at least 48 hours in advance of the
holding of the meeting. The College shall also post on its website the agenda of the regular meeting
of the Board, and shall remain posted on the website until the regular meeting is concluded. The
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requirement of a regular meeting agenda shall not preclude consideration of items not specifically
set forth in the agenda.

3. Public Notice of any special meeting, except a meeting held in the event of a bona fide emergency,
or of any rescheduled regular meeting, or of any reconvened meeting, shall be given at least 48
hours before such meeting, which notice must also include the agenda for the special, rescheduled
or reconvened meeting. The requirement of public notice of a reconvened meeting does not apply
where the meeting was open to the public and;

a. 1s reconvened within 24 hours, or
b. an announcement of the time and place of the reconvened meeting was made at the original
meeting and there is no change in the agenda.

4. Notice of an emergency meeting shall be given as soon as practical, but in any event, prior to
holding of the meeting, to any news media which have filed an annual request for notice.

D. The Agenda of the Regular or Special Meetings
The agenda of the Regular or Special meetings shall be prepared and sent to the Board
members, the press, and other news media by the President of the College.

At each regular or special meeting which is open to the public, members of the public and employees
of the College shall be afforded time, subject to reasonable constraints, to comment to or ask questions
of the Board. The Board reserves the right to limit the time a person can speak. Any request from the
public to be heard at a regular meeting or special meeting must include the desired topic and be received
by the President of the College in writing at least 48 hours before the meeting.

Written correspondence may be directed to the Board by sending such correspondence to the President,
Rend Lake College, 468 N. Ken Gray Parkway, Ina, IL 62846.

E. Rules of Procedure
POLICY
Meetings of the board will be scheduled and conducted in accord with the Open Meetings Act (5 ILCS
120/1 et. seq.) and other applicable state laws, the Administrative Rules of the Illinois Community
College Board, and when other statues and regulations do not apply, Robert’s Rules of Order.

F. Executive Sessions
1. Executive Sessions Procedure

a. At any meeting for which proper notice has been given, the Board of Trustees may close all or
part of the meeting by a majority vote of a quorum present, for any and all reasons listed below
or otherwise permitted by law. The specific authorized reason must be stated in the motion,
recorded in the minutes, and approved by a roll call vote.

b. A single vote may be taken to close a series of meetings provided they are scheduled to be held
within 3 months of the vote, and all involve the same matter.

c. Section 2(c) of the Open Meetings Act allows the board to enter executive sessions for the
following reasons:

1. The appointment, employment, compensation, discipline, performance, or dismissal of
specific employees of the public body or legal counsel for the public body, including
hearing testimony on a complaint lodged against an employee of the public body or
against legal counsel for the public body to determine its validity.

1i. Collective negotiating matters between the public body and its employees or their
representatives, or deliberations concerning salary schedules for one or more classes
of employees.

1i. The selection of a person to fill a public office, as defined in this Act, including a

vacancy in a public office, when the public body is given power to appoint under law
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or ordinance, or the discipline, performance or removal of the occupant of a public
office, when the public body is given power to remove the occupant under law or
ordinance.

Evidence or testimony presented in open hearing, or in closed hearing where
specifically authorized by law, to a quasi-adjudicative body, as defined in this Act,
provided that the body prepares and makes available for public inspection a written
decision setting forth its determinative reasoning.

The purchase or lease of real property for the use of the public body, including
meetings held for the purpose of discussing whether a particular parcel should be
acquired.

The setting of a price for sale or lease of property owned by the public body.

The sale or purchase of securities, investments, or investment contracts. This exception
shall not apply to the investment of assets or income of funds deposited into the Illinois
Prepaid Tuition Trust Fund.

Security procedures, school building safety and security, and the use of personnel and
equipment to respond to an actual, a threatened, or a reasonably potential danger to the
safety of employees, students, staff, the public, or public property.

Student disciplinary cases.

The placement of individual students in special education programs and other matters
relating to individual students.

Litigation, when an action against, affecting or on behalf of the particular public body
has been filed and is pending before a court or administrative tribunal, or when the
public body finds that an action is probable or imminent, in which case the basis for
the finding shall be recorded and entered into the minutes of the closed meeting.

The establishment of reserves or settlement of claims as provided in the Local
Governmental and Governmental Employees Tort Immunity Act, if otherwise the
disposition of a claim or potential claim might be prejudiced, or the review or
discussion of claims, loss or risk management information, records, data, advice or
communications from or with respect to any insurer of the public body or any
intergovernmental risk management association or self insurance pool of which the
public body is a member.

Conciliation of complaints of discrimination in the sale or rental of housing, when
closed meetings are authorized by the law or ordinance prescribing fair housing
practices and creating a commission or administrative agency for their enforcement.
Informant sources, the hiring or assignment of undercover personnel or equipment, or
ongoing, prior or future criminal investigations, when discussed by a public body with
criminal investigatory responsibilities.

Professional ethics or performance when considered by an advisory body appointed to
advise a licensing or regulatory agency on matters germane to the advisory body's field
of competence.

Self evaluation, practices and procedures or professional ethics, when meeting with a
representative of a statewide association of which the public body is a member.

The recruitment, credentialing, discipline or formal peer review of physicians or other
health care professionals for a hospital, or other institution providing medical care, that
is operated by the public body.

Deliberations for decisions of the Prisoner Review Board.

Review or discussion of applications received under the Experimental Organ
Transplantation Procedures Act.

The classification and discussion of matters classified as confidential or continued
confidential by the State Government Suggestion Award Board.
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XX1.

XXI11.

XX1il.

XX1V.

XXV.
XXVI.

XXVil.

XXVIil.

XX1X.

XXX.

XXXI.

XXXI1.

XXXI1i1.

Discussion of minutes of meetings lawfully closed under this Act, whether for purposes
of approval by the body of the minutes or semi-annual review of the minutes as
mandated by Section 2.06.

Deliberations for decisions of the State Emergency Medical Services Disciplinary
Review Board.

The operation by a municipality of a municipal utility or the operation of a municipal
power agency or municipal natural gas agency when the discussion involves (i)
contracts relating to the purchase, sale, or delivery of electricity or natural gas or (ii)
the results or conclusions of load forecast studies.

Meetings of a residential health care facility resident sexual assault and death review
team or the Executive Council under the Abuse Prevention Review Team Act.
Meetings of an independent team of experts under Brian's Law.

Meetings of a mortality review team appointed under the Department of Juvenile
Justice Mortality Review Team Act.

(Blank).

Correspondence and records (i) that may not be disclosed under Section 11-9 of the
Public Aid Code or (ii) that pertain to appeals under Section 11-8 of the Public Aid
Code.

Meetings between internal or external auditors and governmental audit committees,
finance committees, and their equivalents, when the discussion involves internal
control weaknesses, identification of potential fraud risk areas, known or suspected
frauds, and fraud interviews conducted in accordance with generally accepted auditing
standards of the United States of America.

Those meetings or portions of meetings of a fatality review team or the Illinois Fatality
Review Team Advisory Council during which a review of the death of an eligible adult
in which abuse or neglect is suspected, alleged, or substantiated is conducted pursuant
to Section 15 of the Adult Protective Services Act.

Meetings and deliberations for decisions of the Concealed Carry Licensing Review
Board under the Firearm Concealed Carry Act.

Meetings between the Regional Transportation Authority Board and its Service Boards
when the discussion involves review by the Regional Transportation Authority Board
of employment contracts under Section 28d of the Metropolitan Transit Authority Act
and Sections 3A.18 and 3B.26 of the Regional Transportation Authority Act.

Those meetings or portions of meetings of the advisory committee and peer review
subcommittee created under Section 320 of the Illinois Controlled Substances Act
during which specific controlled substance prescriber, dispenser, or patient information
is discussed.

d. No final action may be taken in executive session. All persons entitled to or invited to attend
executive sessions, and all persons consulted or directed to prepare materials or render services
for such meetings, shall consider all topics, discussions, instructions, and materials pertinent
thereto, to be confidential and shall not release to any party information concerning such
meeting; provided however, that the information may be released upon authorization by the
Board following discussion and a majority vote by a quorum of the voting Board of Trustees
members.

G. Minutes of the Meeting
Written minutes of meetings, whether open or closed, and a verbatim record of all closed meetings in
the form of an audio or visual recording, must be recorded by the Board Secretary. Minutes will include,
but need not be limited to:

1. the date, time and place of the meeting;
2. the members of the public body recorded as either present or absent;
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3. summary discussion of all matters proposed, deliberated, or decided, and a record of any votes
taken.

Minutes of the meetings open to the public shall be maintained by the Office of the President and shall
be available for public inspection within 10 days of the approval of such minutes. The minutes of its
regular meeting shall be posted on the College website within 10 days of the approval of the minutes
by the Board of Trustees and shall remain open to the public posted on the website for at least 60 days.

Both the written minutes and the verbatim record of a closed meeting shall be maintained by the College
President in a locked box. The verbatim record may be destroyed no less than 18 months after
completion of the meeting, but only after:

1. The Board of Trustees approves the destruction of a particular recording;

2. The Board of Trustees approves minutes of the closed meeting that meet the written minutes
requirements of this policy. Approval of minutes of meetings closed to the public shall be done at
the next regularly scheduled board meeting.

The Board shall periodically, but no less than semi-annually, meet to review minutes of all closed
meetings. At such meeting, a determination must be made and reported in open session that:

1. the need for confidentiality still exists to all or part of those minutes;
2. that the minutes or portions thereof no longer require confidential treatment and are available for
public inspection.

Unless a determination has been made that a verbatim record no longer requires confidential treatment
or otherwise consents to disclosure, the verbatim record of a meeting closed to the public will not be
open for public inspection or subject to discovery in any administrative or judicial proceedings other
than one brought to enforce the law.

Minutes of meetings closed to the public shall be available only after the public body determines that
it is no longer necessary to protect the public interest or the privacy of an individual by keeping them
confidential.

. Recording a Meeting

Recording of meetings shall be governed by 5 ILCS 120/2.05. Any person may record the proceedings
of public Board meetings by tape, film, or other means. A person wishing to record the meeting shall
first inform the college President. Such recordings must be done so as not to distract, disrupt or
otherwise interfere with the operation of the public meeting. If additional or extraordinary lighting,
microphones or other accommodations are required, permission of the President must first be obtained.
Recording parties shall provide their own equipment. During any meeting of the Board or committee,
video cameras shall not be placed where they impede the view of the Trustees by any persons in
attendance.

Committee Meetings

The President of the College or the Chair of the Board may call meetings of Board committees. The
President shall attend all committee meetings except when the President's employment or salary is
under consideration.

1.1405 Consent Agenda

POLICY

The agenda for all regular meetings of the College Board may contain one or more groupings of items
referred to as "Consent Agenda". These will be matters that the College Board discussed at a prior meeting
and has indicated its willingness to approve and items similar in nature to those previously approved by the
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College Board and which, in the judgment of the President, appear to be routine and non-controversial. All
items on the Consent Agenda will be voted on in one motion, but will be recorded individually by the
Board's secretary in the Board minutes. The Chair of the Board will give any other Board member an
opportunity to request the removal of any item from the Consent Agenda. Any item that is requested to be
removed shall be removed from the Consent Agenda and once removed from the Consent Agenda, the item
will be treated as a separate matter under either "Old Business" or "New Business" as appropriate.

1.1410  Self Evaluation
POLICY
At least once each year, the Board may conduct a self-evaluation.

1.1415  Travel

POLICY
The Board recognizes that it is important for the governance of the College that all Trustees engage in
educational and trustee development opportunities beyond the local level, as well as serving as advocates
for the community college system and Rend Lake College on local, state and national levels.

Members of the Board shall serve without compensation but shall be reimbursed for their reasonable
expenses incurred in connection with their service as members. All requests for reimbursement of travel
expenses incurred by members of the Board will be approved by roll call vote at an open meeting prior to
payment. Eligible expenses of Board members shall be reimbursed in accordance with procedures
established for college faculty and staff.

1.1420 Board Committee Meetings

POLICY
The President of the College or the Chair of the Board may call meetings of Board Committees. The
President shall attend Committee meetings except when the President’s employment or salary is under
consideration.

The Chair of the Board shall appoint committees as are deemed necessary by the Board. A committee shall
report recommendations to the Board for appropriate action and may be dissolved when its report is
complete and accepted by the Board.

PROCEDURE
Any committee of three or more members or any committee supported by the Board may be deemed a
public body and shall comply with the notice and other requirements of the Illinois Open Meeting Act.

1.5000 Organizational Chart

POLICY
Provisions for administrative organization shall be indicated by the Rend Lake College Policy Manual from
time to time.

PROCEDURE
See Organizational Chart.
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1.5100 President’s Duties and Responsibilities

POLICY
The President is responsible to the Board of Trustees for the total College program and shall provide overall
leadership and unity of efforts. The President of the College serves at the pleasure of the Board and is
responsible for the formulation of policies and procedures which the President recommends to the Board
for its consideration and action. The President of the College is also responsible for the implementation of
all policies approved by the Board.

The President serves as the liaison between the Board of Trustees and all the employees of the College. As
such, communications between the Board and its employees shall be conveyed through the President of the
College. In case a matter should arise between the President and an employee that cannot be solved through
a grievance procedure and the employee wishes to contact the Board, such an opportunity will be given but
it shall be conducted as prescribed in the grievance procedure contained in this manual.

President's Job Description
A. Be responsible for the overall operation and general administration of the College.

B. Prepare agenda for the meetings of the Board of Trustees.

C. Attend all meetings of the Board of Trustees and its committees except when his salary or employment
is under consideration.

Prepare for approval of the Board such policies and procedures as deemed appropriate.

Enforce all policies and procedures adopted by the Board.

Submit the annual budget for approval by the Board.

Be responsible for accurate and complete records required by state and federal agencies.

Be responsible for recommendations regarding appointment, termination, or dismissal of all employees.
Fill emergency vacancies as deemed appropriate.

Recommend salary and salary schedules to the Board.

Write official correspondence as directed by the Board.

Assume overall responsibility for establishing and maintaining an adequate public relations program.
Direct the development of the building program and utilization of the physical plant.

Represent the College as directed by the Board in its relationship with governmental agencies.

Attend appropriate professional meetings.

Accept resignations from employment on behalf of the Board of Trustees.

OPPOZEZrA-"ZOmEO

Perform any other duties assigned or delegated by the Board of Trustees.

1.5200 General Duties and Responsibilities of Each Administrator

POLICY
All administrators have certain general duties and responsibilities that have a common denominator. These
general duties are:

A. To efficiently plan, organize and administer the activities of appropriate departments, offices, or
divisions.

B. To keep informed of new developments relating to unit function and to maintain a creative and

experimental attitude toward change in order to continuously improve the operation of the unit.

To recommend the organization structure and staffing complement.

To recommend unit personnel selection.

To establish and maintain a unit climate that encourages the development of personnel, the retention of

competent personnel, and a high level of morale.

F. To maintain reporting relationships to immediate supervisors, keeping them informed of the unit,
apprising them particularly of major or unusual developments, and seeking their advice and counsel.
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G. To promote an integrated effort in administration by cooperating with other administrators and staff,
and by coordinating activities when such action is needed.

H. To maintain effective relations with members of the staff.

To recommend unit budgets for departments, offices, or divisions, and within the limitations thereof,

administer these budgets.

J. To serve on committees and councils, and attend professional meetings as directed by or with the
approval of immediate supervisors.

K. To assist in the preparation of applications for governmental and private funds.

L. To perform any other duties assigned by the President or immediate supervisor.

!—1

1.5300 President’s Council

POLICY
President’s Council meets quarterly or as needed to receive updates from various programs / departments,
and provide those reports as directed. Membership is determined by the President.

1.5305  President’s Cabinet

POLICY
President’s Cabinet is the principal advisory group to the President’s Executive Leadership Team for
operational matters and recommendations to be taken to the Board of Trustees. Cabinet assists with
strategic planning, proposes new ideas for innovation and efficiency, and facilitates two-way
communication by raising pertinent issues and distributing information to their respective departments.
Members are chosen by the President, and the group is led by the President or the President’s designee.

1.15310 President’s Executive Leadership Team

POLICY
The President’s Executive Leadership Team (PELT) collaborates to lead Rend Lake College’s mission
and values. PELT is charged with an institutional outlook including strategic direction, innovation,
policymaking, and a futuristic vision. The group works in an atmosphere of trust, enabling candid
conversations, and displays RLC’s unique strengths, culture and values.

PELT serves as the senior administrative decision-making body at RLC. Members are selected by the
college President, who leads the team and may delegate decision-making authority as deemed
appropriate. PELT members are empowered to think institutionally, beyond their specific areas of daily
responsibility, to bring the broadest perspectives to the table.
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GENERAL COLLEGE MATTERS - SECTION 2
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2, GENERAL COLLEGE MATTERS

2.1000 Enforcement of Policies

POLICY
Violation of a Board policy or procedure, or any promulgated rule or regulation, by an employee shall
constitute grounds for disciplinary action. Sanctions for violation of Board policies and procedures, or
College rules and regulations, shall include reprimand, suspension and dismissal.

2.1100 Freedom of Information
POLICY
The College will comply with the Illinois Freedom of Information Act, 5 ILCS 140/1 et. seq.

PROCEDURE
Individuals seeking permission to inspect college records and/or obtain copies of records will be instructed
by all college employees to make their requests to the FOIA Officer. Rules pertaining to the access to
information by the public and instructions for submitting FOIA requests can be found on the RLC website.

A. Summary and Purpose

These procedures are established to implement the Freedom of Information Act 5 ILCS 140/1 et. seq. The
purpose is to support the policy of providing public access to the public records in the possession of Rend
Lake College while, at the same time, protecting legitimate privacy interests and maintaining administrative
efficiency. Additionally, the purpose is to create a procedure by which the public may request and obtain
public records.

B. Definitions
1. Terms used shall have the same meaning as in the Freedom of Information Act.
2. "FOIA" means the Freedom of Information Act.
3. "Requester" means an individual who submits a request for public records in accordance with this
procedure.
4. "Agency" means Rend Lake College.

C. Procedure for Requesting Public Records
1. Requests for public records shall be submitted to:
FOIA Officer
Rend Lake College
468 North Ken Gray Parkway
Ina, IL 62846

2. Form and Content of Requests
a. Requests in accordance with the FOIA and these procedures shall be made in writing. Such
requests may be submitted electronically through the RLC website or in written communication

directed to the FOIA Officer.

b. The requester shall provide the following information in a request for public records:
i.  The requester's full name, address and phone number.
ii. A brief description of the public records sought, being as specific as possible.
iii. Whether the request is for inspection of public records, copies of public records, or both.
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D. Procedures for College Response to Requests for Public Records.

1. Timeline for College response. (5 ILCS 140/3(d))

a.

b.

The College shall respond to a written request for public records within 5 working days after
the receipt of such request.

The College may give notice of an extension of time to respond which does not exceed an
additional 5 working days. Such an extension is allowable only if written notice is provided
within the original 5 working day time limit and only for the reasons provided in Section 3(d)
of the FOIA. Such notice of extension shall state the reasons the extension is necessary.

2. Types of responses.

a.

The College shall respond to a request for public records in one of three ways:

i. Approve the request.

ii. Approve in part and deny in part.

iii. Deny the request.

Upon approval of a request for public records, the College may either provide the materials
immediately; give notice that the materials shall be made available upon payment of
reproduction costs; or give notice of the time and place for inspection of records.

A denial of a request for public records shall be made in writing. It shall state the reasons for
the denial in accordance with exemptions from disclosure found in 5 ILCS 140/7 and the names
and titles of individuals responsible for the decision. It shall also give notice of the requester's
right to appeal to the President unless the initial denial has been made by the President, in which
case that decision is final.

Categorical requests creating an undue burden upon the College shall be denied only after
extending to the requester an opportunity to confer in an attempt to reduce the request to
manageable proportions in accordance with Section 3(g) of the FOIA.

Failure to respond to a written request within 5 working days may be considered by the
requester a denial of the request.

E. Procedures for Appeal of a Denial
1. Appeal of a Denial.

a.

b.

A requester whose request has been denied by the College’s FOIA Office may appeal the denial
to the President. The notice of appeal shall be filed within 10 days of receipt of the denial, made
in writing and sent to:

President

Rend Lake College

468 North Ken Gray Parkway

Ina, IL 62846

Attn: FOIA Appeal

The notice of appeal shall include a copy of the original request, a copy of the denial received
by the requester, and a statement of the reasons the appeal should be granted.

2. President's Response to Appeal

The President shall respond to an appeal within 5 working days after receiving notice thereof. The
President shall either affirm the denial or provide access to the requested public records. Failure to
respond within 5 working days may be considered by the requester an affirmation of the denial. The
written answer of the President shall be final.
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F.

Procedures for Providing Public Records to Requesters.

1. Inspection of Records

a. Generally, public records will be made available for inspection during normal working hours
of the College.

b. Documents which the requester wishes to have copied shall be segregated during the course of
the inspection. Generally, all copying shall be done by College employees.

c. The inspection of records shall take place at the location within the office designated.

d. An employee of the College may be present throughout the inspection. A requester may be
prohibited from bringing bags, briefcases or other containers into the inspection room.

2. Copies of Public Records

a. Copies of public records shall be provided to the requester only upon payment of any charges
which are due.

2.1125 Mission Statement Review

POLICY

Annually, the Board of Trustees will review the mission documents as part of the strategic planning process.
If minor changes in language or formatting are requested by the Board, the President will be asked to contact
the relevant college staff to edit the document. The revised document should be presented for review at the
next scheduled monthly board meeting. At that time, a decision should be made by the Board as to whether
the minor changes require a formal vote of acceptance of the revised mission documents.

PROCEDURE

The Board may also initiate a formal review process that consists of the following:

A.

Establishment of a mission documents review committee comprised of members from the college and
community selected at the discretion of the President of the college.

The committee will focus on aspects of mission revision as instructed by the President that may include
but are not exclusive to the following: soliciting public feedback concerning the effectiveness of the
college carrying out its mission; revising mission ideas based on shifts in the college's service to its
constituents; evaluating awareness levels of its mission documents by employees or external
constituents such as business leaders; making significant language changes to mission documents.

At the Board's discretion, a period of six to nine months will be allotted for mission review by the
Mission Documents Committee.

Formal recommendations to the Board will be presented at the end of the specified review period, with
the Board having sole discretion as to the course of action it will take following the Mission Document
Committee's formal recommendation. This may include rejecting the formal recommendations and
requesting a continuation of the review process.

Final revisions will be formally adopted by the Board in regular session.

All college constituents will be informed of official mission document revisions by the relevant method
applicable to each group, including press releases, website publication on both the public and private
college sites, and presentation in relevant committee meetings and events.
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2.1150 Strategic Planning
POLICY

The college will engage in an annual strategic planning process. Each area of the college will develop their
own strategic plan and every person in that area will have the opportunity to participate in the process. The
minimum requirement is for the official strategic planning documents to be completed. This document has
goals which relate to the College’s strategic focus points. Individual areas will develop objectives and
related action items which are to completed in support of the overall College’s strategic focus. Strategic
planning can be started any time, but must be started by midterm of the Spring term of any given year and
completed by the fiscal year end of that year.

PROCEDURES
The President’s Cabinet will review these objectives and action items and will include the approved ones
in the budget for the coming year. The Business Office may start the budgeting process as it deems
necessary but will not complete the budgeting process until the Strategic Planning process is complete in
order to ensure that all identified items within the Strategic Plan are reflected in the commitment of College
resources.

2.1175  Assessment
POLICY

The College will engage in an annual process to assess student learning. This process will work in
collaboration with strategic planning and budgeting in an effort to improve student learning. Individual
instructors will assess select courses during the fall and / or spring semester. During each assessment period,
full-time instructors will indicate their plan for assessment, gather data, analyze the data, and provide a
narrative regarding their findings, all within Tk20, a web-based solution designed to house assessment data
and analysis. All instructors involved in the assessment process will be expected to enter assessment scores
within Tk20 or provide scores using an agreed-upon manner. Based on the findings, the data will be
analyzed to examine trends in student learning and determine any necessary changes to the curriculum and
/ or program.

The Institutional Assessment Committee and any subcommittees will complete a yearly Assessment
Analysis report. All assessment reports will be submitted to the Institutional Assessment Committee, the
appropriate Vice President of Instruction and the President.

2.1200 Addressing Discrimination and Harassment (to Include Sexual
Assault, Sexual Misconduct, Sexual Violence, Domestic Violence,

Dating Violence and Stalking)
POLICY

The commitment of Rend Lake College to the most fundamental principles of academic freedom,
equality of opportunity, and human dignity requires that decisions involving students and
employees be based on merit and be free from discrimination in all its forms. Rend Lake College
does not engage in discrimination or harassment, or tolerate discrimination or harassment against
any person because of the following protected categories: race, color, religion, sex, pregnancy,
disability, national origin, citizenship status, ancestry, age, order of protection status, genetic
information, marital status, sexual orientation including gender identity, arrest record status,
military status, and unfavorable discharge from military service.

In furtherance of Rend Lake College’s commitment to the principles of equality and equal
opportunity for applicants, students, faculty, staff, and visitors, this policy and the associated
procedures are established to provide a means to address complaints of discrimination or
harassment based on the protected categories described herein. The College will comply with all

32



federal, state, and applicable local nondiscrimination, equal opportunity and affirmative action
laws, orders and regulations.

Rend Lake College is committed to providing prompt and effective resolution of alleged or
suspected incidents of discrimination or harassment. If disciplinary action is warranted, discipline
will be imposed in accordance with applicable established College rules and regulations.
Retaliation against any person for coming forward with a complaint or a concern, or for otherwise
participating in this process, will not be tolerated. Additionally, the College can unilaterally initiate
any and all steps under this policy and procedure when it learns, either directly or indirectly, that
discrimination, sexual harassment or retaliation is alleged to be taking place.

This policy is designed to promote a safe and healthy learning and work environment and to
comply with multiple laws that prohibit discrimination, including: Title VI of the Civil Rights Act
of 1964, Title VII of the Civil Rights Act of 1964, the Americans with Disabilities Act
Amendments Act, the Rehabilitation Act of 1973, the Age Discrimination in Employment Act of
1967, the Age Discrimination Act, Title IX of the Education Amendments Act of 1972, the
Pregnancy Discrimination Act of 1978, the Uniformed Services Employment and Re-employment
Act, the Veterans’ Readjustment Act of 1974, the Genetic Information Nondiscrimination Act of
2008, the Illinois Human Rights Act and the Illinois Preventing Sexual Violence in Higher
Education Act.

A. Policy Definitions

For purposes of this policy, the following definitions will apply. In the event of a conflict with
federal or state definitions, the federal or state definition, in order of supremacy, shall apply.

Actual Knowledge: Notice of sexual harassment or allegations of sexual harassment to the
college’s Title IX Coordinator or any college official who has authority to institute corrective
measures on behalf of the college. Imputation of knowledge based solely on vicarious liability or
constructive notice is insufficient to constitute actual knowledge. This standard is not met when
the only person with actual knowledge is the respondent. The mere ability or obligation to report
sexual harassment or to inform a student about how to report sexual harassment, or having been
trained to do so, does not qualify an individual as one who has authority to institute corrective
measures on behalf of the college.

Campus Security Authorities: Campus security authorities (CSAs) are defined as: the RLC Police
Department; any individual or individuals who have responsibility for campus security but who
do not constitute the RLC Police Department; any individual or organization specified in RLC’s
statement of campus security policy as an individual or organization to which students and
employees should report criminal offenses; and RLC officials who have significant responsibility
for student and campus activities. These individuals are normally required to fully document all
operative facts of an incident that are reported or that are developed throughout the course of a
criminal investigation.

Campus Visitor: Includes any person who is not affiliated with the college as either a student or
employee.

Complainant: An individual who is alleged to be the victim of conduct that could constitute sexual
harassment.
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Consent: voluntary, positive agreement between the participants to engage in specific sexual
activity. This definition includes the following parameters:
(1) consent is a freely given agreement to sexual activity
(2) a person's lack of verbal or physical resistance or submission resulting from the use or
threat of force does not constitute consent
(3) a person's manner of dress does not constitute consent
(4) a person's consent to past sexual activity does not constitute consent to future sexual
activity
(5) a person's consent to engage in sexual activity with one person does not constitute
consent to engage in sexual activity with another
(6) a person can withdraw consent at any time
(7) a person cannot consent to sexual activity if that person is unable to understand the
nature of the activity or give knowing consent due to circumstances, including without
limitation the following:
(a) the person is incapacitated due to the use or influence of alcohol or drugs;
(b) the person is asleep or unconscious;
(c) the person is under age; or
(d) the person is incapacitated due to a mental disability. See 720 ILCS 5/11-1.70
for the Illinois definition of consent.

Course of Conduct: Two or more incidents, including but not limited to acts through which the
stalker directly, indirectly, or through a third party, by an action, method, device or means, follows,
monitors, observes, surveils, threatens, or communicates to or about a person or interferes with a
person’s property.

Dating Violence: violence committed by a person who is or has been in a social relationship of a
romantic or intimate nature with the victim. The existence of such a relationship shall be
determined based on the reporting party's statement and with consideration of the length of the
relationship, the type of relationship, and the frequency of interaction between the persons involved
in the relationship. For the purposes of this definition, dating violence includes, but is not limited
to, sexual or physical abuse or the threat of such abuse. Dating violence does not include acts
covered under the definition of domestic violence.

Domestic Violence: a felony or misdemeanor crime of violence committed: by a current or former
spouse or intimate partner of the victim; by a person with whom the victim shares a child in
common; by a person who is cohabitating with, or has cohabitated with, the victim as a spouse or
intimate partner; by a person similarly situated to a spouse of the victim under the domestic or
family violence laws of the jurisdiction in which the crime of violence occurred; or by any other
person against an adult or youth victim who is protected from that person's acts under the domestic
or family violence laws of the jurisdiction in which the crime of violence occurred.

Education Program or Activity: Includes locations, events, or circumstances over which the
college exercised substantial control over both the respondent and the context in which the sexual
harassment occurs.

Employee: Any individual who performs services for the campus or the College in exchange for
pay and/or benefits, or designated College volunteer.

Formal Complaint: A document filed by a complainant or signed by the Title IX Coordinator
alleging sexual harassment against a respondent and requesting that the college investigate the
allegation of sexual harassment. At the time of filing a formal complaint, a complainant must be
participating in or attempting to participate in an education program or activity of the college. A
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formal complaint may be filed with the Title IX Coordinator in person, by mail, or by electronic
mail, by using the contact information required to be listed for the Title IX Coordinator under Title
34, Code of Federal Regulations, § 106.8(a), and by any additional method designated by the
college. As used in this paragraph, the phrase ‘‘document filed by a complainant’’ means a
document or electronic submission that contains the complainant’s physical or digital signature,
or otherwise indicates that the complainant is the person filing the formal complaint. Where the
Title IX Coordinator signs a formal complaint, the Title IX Coordinator is not a complainant or
otherwise a party under this part or under § 106.45, and must comply with the requirements of this
part, including § 106.45(b)(1)(ii1).

Harassment: unwelcome conduct based on (actual or as perceived by the alleged offender) race,
color, religion, sex, pregnancy, disability, national origin, citizenship status, ancestry, age, order
of protection status, genetic information, marital status, sexual orientation including gender
identity, arrest record status, military status, and unfavorable discharge from military service.
Harassment becomes unlawful when:
e the conduct is severe or pervasive enough to create a work or learning environment that
a reasonable person would consider intimidating, hostile, or abusive; and
e enduring the offensive conduct becomes a condition of continued employment or
participating in an educational program or activity.

Mandated Reporters: All faculty and staff are mandated reporters of violations of this
comprehensive policy. They must report alleged violations of this comprehensive policy to a Title
IX coordinator.

Responsible Employees: Any employee who has the authority to take action to redress sexual
violence, who has been given the duty to report to appropriate school officials about incidents of
sexual violence or any other misconduct by students, or who a person could reasonably believe
has this authority or responsibility. At RLC, all those designated as “mandated reporters” are also
“responsible employees”.

Retaliation: any acts, threats, or attempts to discourage a person from reporting prohibited conduct
or participating in the investigation or hearing process.

Reasonable Person: Reasonable person under similar circumstances and with similar identities to
the victim.

Respondent: An individual who has been reported to be the perpetrator of conduct that could
constitute sexual harassment.

Sexual Abuse: any nonconsensual sexual act proscribed by Federal or State law, including when
the victim lacks capacity to consent. Sexual abuse occurs when a person 1) commits an act of
sexual conduct by the use of force or the threat of force, or 2) commits an act of sexual conduct
and knows that the victim is unable to understand the nature of the act or is unable to give knowing
consent. See 720 ILCS 5/11-1.50 for additional definitions related to the ages of the offender and
the victim.
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Sexual Assault: is defined as any nonconsensual sexual act proscribed by Federal or State law,
including acts committed by force or the threat of force and acts in which the victim lacks capacity
to consent.

Sexual Harassment: Conduct on the basis of sex that satisfies one or more of the following:
(1) An employee of the college conditioning the provision of an aid, benefit, or service of
the college on an individual’s participation in unwelcome sexual conduct;
(2) Unwelcome conduct determined by a reasonable person to be so severe, pervasive,
and objectively offensive that it effectively denies a person equal access to the college’s
education program or activity;
(3) “Sexual assault” as defined in 20 U.S.C. 1092(f)(6)(A)(v), “dating violence” as
defined in 34 U.S.C. 12291(a)(10), “domestic violence” as defined in 34 U.S.C.
12291(a)(8), or “stalking” as defined in 34 U.S.C. 12291(a)(30).
Sexual assault is defined in U.S. Code as an offense classified as a forcible or nonforcible
sex offense under the uniform crime reporting system of the Federal Bureau of
Investigation. This includes the following crimes:

e Fondling: The touching of the private body parts of another person for the purpose of
sexual gratification without consent of the victim, including instances where the victim is
incapable of giving consent because of his/her age or temporary or permanent mental or
physical incapacity

e Incest: Non-forcible sexual intercourse between persons who are related to each other
within the degrees wherein marriage is prohibited by law

e Rape: penetration, no matter how slight, of the vagina or anus with any body part or
object, or oral penetration by a sex organ of another person, without the consent of the
victim

e Statutory Rape: Non-forcible sexual intercourse with a person who is under the statutory
age of consent

Sexual Misconduct: includes but is not limited to: intentional and undesired physical contact,
stalking, attempted or actual kissing or fondling, intimate partner violence, coerced sexual activity,
indecent exposure, repeated unsolicited propositions for dates and/or sexual relations, and any
other conduct of a sexual nature that is nonconsensual, or has the purpose or effect of threatening,
intimidating, or coercing (physically or psychologically) a person or persons.

Sexual Violence: Physical sexual acts attempted or perpetrated against a person's will or when a
person is incapable of giving consent, including without limitation rape, sexual assault, sexual
battery, sexual abuse, and sexual coercion.

Stalking: a course of conduct directed at a specific person that would cause a reasonable person to
fear for the person’s safety or the safety of others, or to suffer substantial emotional distress.

Student: Includes any person enrolled in a course or program of study at Rend Lake College.

Substantial Emotional Distress: Significant mental suffering or anguish that may, but does not
necessarily require, medical or other professional treatment or counseling.

Supportive Measures: Nondisciplinary, non-punitive individualized services offered as
appropriate, as reasonably available, and without fee or charge to the complainant or the
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respondent before or after the filing of a formal complaint or where no formal complaint has been
filed. Such measures are designed to restore or preserve equal access to the college’s education
program or activity without unreasonably burdening the other party, including measures designed
to protect the safety of all parties or the college’s educational environment, or deter sexual
harassment. Supportive measures may include counseling, extensions of deadlines or other course-
related adjustments, modifications of work or class schedules, campus escort services, mutual
restrictions on contact between the parties, changes in work or housing locations, leaves of
absence, increased security and monitoring of certain areas of the campus, and other similar
measures. The college must maintain as confidential any supportive measures provided to the
complainant or respondent, to the extent that maintaining such confidentiality would not impair
the ability of the college to provide the supportive measures. The Title IX Coordinator is
responsible for coordinating the effective implementation of supportive measures.

Title IX Advisory Committee: This group convenes biannually (or more frequently as needed) to
review and discuss reported incidents of sexual harassment (including sexual assault and sexual
violence), undergo training, identify educational opportunities for the campus, and make policy
recommendations. The committee is chaired by the Title IX Coordinator and is comprised of the
Title IX Deputy Coordinators and individuals from select College departments and the community.
A regional advisory committee or task force also may perform this function.

Title IX Coordinators: The Title IX Coordinator is responsible for overseeing all of Rend Lake
College’s Title IX compliance efforts, including gender discrimination, sexual harassment,
retaliation, sexual assault, and athletics. The Title IX Coordinator coordinates the College’s efforts
to end the alleged discrimination, prevent its recurrence, and remedy its effects on the victim and
the College community. Title IX Deputy Coordinators are College employees who have been
trained and designated by the Title IX Coordinator to receive and investigate allegations of sexual
harassment.

B. Discrimination: No Rend Lake College student, faculty, staff, applicant, or visitor shall
be excluded from participation in, be denied the benefits of, or be subjected to
discrimination in connection with any College service, program or activity on the basis of
any of the following protected categories (actual or as perceived by the alleged offender):
race, color, religion, sex, pregnancy, disability, national origin, citizenship status, ancestry,
age, order of protection status, genetic information, marital status, sexual orientation
including gender identity, arrest record status, military status, and unfavorable discharge
from military service.

Discrimination is prohibited in all contexts at Rend Lake College, including but not limited
to the following matters: recruitment, testing, hiring, compensation, assignments and
promotions, training and development opportunities, leave, performance evaluations, and
access to educational programs, activities, services, or facilities, and access to educational
programs and activities, including career technical programs / courses. Information about
CTE program offerings and admissions requirements is available at
www.rlc.edu/programs-degrees .

C. Harassment: Harassment, including sexual harassment, is a form of discrimination. Rend
Lake College does not tolerate any form of harassment in work or study. The College
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considers such behavior — whether physical or verbal — to be a breach of its standards of
conduct. It will seek to prevent such incidents and will investigate and take corrective
actions in response to alleged or suspected violations of this policy. Sexual abuse, sexual
assault, dating violence and domestic violence are severe forms of sexual harassment and
are violations of this policy as well as the State Criminal Code.

D. Title IX: Title IX is a federal law that prohibits sex-based discrimination in education
programs and activities receiving federal financial assistance. Title IX states as follows:

“No person in the United States shall, on the basis of sex, be excluded from participation
in, be denied the benefits of, or be subjected to discrimination under any education program
or activity receiving Federal financial assistance.”

Discrimination on the basis of sex (i.e., sex discrimination) includes sexual harassment,
sexual assault, and sexual violence. Title IX also prohibits gender-based harassment, which
includes acts of verbal, nonverbal, or physical aggression, intimidation, or hostility based
on sex or sex-stereotyping, even if those acts do not involve conduct of a sexual nature.

Title IX also applies to admissions, employment, financial aid, athletics, academic matters,
career services, and all other Rend Lake College programs and activities. The Title IX
statute applies to persons in the United States with respect to education programs or
activities that receive federal financial assistance.

E. Retaliation: It is unlawful to retaliate against an individual for opposing practices that
discriminate based on a protected class or for filing a discrimination charge, testifying, or
participating in any way in an investigation, proceeding, or litigation. Rend Lake College
strictly prohibits and will not tolerate reprisals or retaliation against persons due to their
assertion of their protected civil rights.

PROCEDURE

A. Reporting

Individuals alleging violation of the policies herein are encouraged to report the alleged violation
immediately upon experiencing the alleged misconduct or learning of the alleged misconduct.
Individuals reporting alleged or suspected violations of this policy should contact the Rend Lake
College Police Department by visiting their office in the Student Center on campus, by calling
them at 618-525-1911, or by email at police@rlc.edu (non-emergencies only). Reports also may
be made using the complaint form available on the college’s website, www.rlc.edu.

Title IX sexual harassment, as defined above, can be reported directly to the Title IX Coordinator.
Any person may report sex discrimination, including sexual harassment (whether or not the person
reporting is the person alleged to be the victim of conduct that could constitute sex discrimination
or sexual harassment), in person, by mail, by telephone, or by e-mail, using the contact information
listed for the Title IX Coordinator, or by any other means that results in the Title IX Coordinator
receiving the person’s verbal or written report, including by making a report to the RLC Police
Department. Such a report may be made at any time, including during non-business hours, by using
the telephone number or e-mail address, or by mail to the office address, listed for the Title IX
Coordinator.
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The college will respond promptly to Title IX sexual harassment in a manner that is not deliberately
indifferent, meaning a response that is not clearly unreasonable in light of the known
circumstances.

Notice of or allegations of sexual harassment to the college’s Title IX Coordinator, or to any
college officials with authority to institute corrective measures on the college’s behalf (i.e., the
President’s Executive Leadership Team), will constitute actual knowledge and thus trigger a
response from the college. The Title IX Coordinator shall confer with and/or seek guidance from
the President on matters that he/she deems appropriate.

College employees to whom misconduct is reported are required to report the alleged misconduct
to the Rend Lake College Police Department immediately. Employees who fail to report alleged
or suspected violations of this policy to the appropriate campus office in a timely manner may be
subject to disciplinary action, up to and including termination.

Persons visiting the campus who believe that he/she is subject to conduct that would constitute a
violation of the policies herein as perpetrated by a Rend Lake College employee or student should
contact the Rend Lake College Police Department on campus or at 618-525-1911.

A student, employee or visitor who has experienced a sexual assault or other act of sexual violence
may also contact proper law enforcement authorities (e.g., by calling 911), including Rend Lake
College police or local police, about possibly filing a criminal complaint. The Title IX Coordinator
is available to assist students in making contact with appropriate law enforcement authorities upon
request. Any pending criminal investigation or criminal proceeding may have some impact on the
timing of the College’s investigation, but the College will commence its own investigation as soon
as is practicable under the circumstances. Rend Lake College reserves the right to commence
and/or complete its own investigation prior to the completion of any criminal investigation or
criminal proceeding.

Victims of sexual violence are strongly encouraged to report this in a timely manner to the Rend
Lake College Police Department. Filing a police report with the Rend Lake College Police
Department will not obligate the victim to prosecute, but it will: ensure that a victim of sexual
assault receives the necessary medical treatment and tests, at no expense to the victim; provide the
opportunity for collection of evidence helpful in prosecution, which cannot be obtained later; and
ensure the victim has access to free confidential counseling from counselors specifically trained in
the area of sexual assault crisis intervention.

Upon receiving a report of an allegation of sexual violence, dating violence, domestic violence or
stalking, the college will provide survivors with concise information, written in plain language,
concerning their rights and options.

1. Anonymous & Confidential Reporting

Crime victims who do not want to pursue action with the College or the Illinois criminal
justice system still have the option of making a confidential report. With the reporting
person’s permission, the Rend Lake College Chief of Police can file a report concerning
the details of the incident without revealing that person’s identity. The purpose of a
confidential report is to comply with the victim’s wish to keep the matter confidential,
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while taking steps to ensure the future safety of the victim and others. Those wishing to
file a confidential report will be referred to the Rend Lake College Chief of Police or any
of the Campus Security Authorities. Reports filed in this manner are counted and disclosed
in the Rend Lake College Annual Security Report crime statistics for the institution. Those
who wish to pursue action within the college or the Illinois criminal justice system should
be aware that police reports are public record and thus cannot be held in confidence.

2. Third-Party & Bystander Reporting
Third parties and bystanders who wish to report violations of these policies may use the
same reporting procedures outlined above.

CONTACT INFORMATION

Campus Police Department & Local Law Enforcement

Main Campus (Ina)

Rend Lake College Police Department: 618-525-1911 or 618-437-5321, Ext. 1911,
police@rlc.edu, 468 N. Ken Gray Pkwy, Ina, IL 62846. Confidential reporting is available through
the RLC Police Department.

Jefferson County Sheriff’s Office: 618-244-8004, 911 E. Casey Ave., Mt. Vernon, IL 62864

RLC MarketPlace (Mt. Vernon)
MarketPlace Security: 618-237-1911

Mt. Vernon Police Department: Call 911 for emergencies. 618-242-2131, 211 North 10th St., Mt.
Vernon, IL 62864

RLC Murphy-Wall Pinckneyville Campus
Pinckneyville Police Department: Call 911 for emergencies. 618-357-8231, 104 South Walnut
Street, Pinckneyville, IL 62274

RLC Police Department (non-emergencies): 618-437-5321, Ext. 1911, 468 N. Ken Gray Pkwy,
Ina, IL 62846

Community-Based Sexual Assault Crisis Centers

S.A.F.E. (Sexual Assault & Family Emergency)

24-hour Crisis Hotline: 1-800-625-1414

http://safecrisiscenter.org

NOTE: Rend Lake College has partnered with S.A.F.E. for their services. They can provide a
referral to an agency closer to the alleged victim if they wish.
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The Women’s Center
24-hour Hotline: 1-800-334-2094
http://www.thewomensctr.org

Confidential Advisors & Resources

Rend Lake College does not employ pastoral counselors or professionally licensed or certified
counselors to provide any counseling services to crime victims. However, confidential advisors
are available through S.A.F.E. (see contact information above), which provides confidential
counseling, crisis intervention and referrals along with information to victims of sexual assault and
sexual abuse. Victims of crime will be provided a copy of the Illinois Attorney General’s Crime
Victim Rights in Illinois brochure. This brochure explains victims’ rights under Illinois law and
also provides some resources available to victims.

Hospitals

Crossroads Community Hospital
#8 Doctors Park Road

Mt. Vernon, Illinois 62864

(618) 244-5500
http://www.crossroadshospital.com

Franklin Hospital

201 Bailey Lane

Benton IL 62812
618-439-3161
http://www.franklinhospital.net

Pinckneyville Community Hospital
5383 State Route 154
Pinckneyville, IL 62274
618-357-2187
http://www.pvillehosp.org

SSM Health Good Samaritan Hospital
1 Good Samaritan Way

Mt. Vernon, IL

618-242-4600
http://www.ssmhealthillinois.com

Title IX Coordinators

Title IX Coordinator — Chad Copple, 618-437-5321, Ext. 1237 « copplec@rlc.edu « ADM 137
Title IX Deputy Coordinator — Angie Kistner, 618-437-5321, Ext. 1221 « kistner@rlc.edu * ADM
163

Title IX Deputy Coordinator — Henry Leeck, 618-437-5321, Ext. 1790 « leeckh@rlc.edu « ADM
110

B. Procedures for Addressing Violations of this Policy
NOTE: Procedures for addressing Title [X sexual harassment are included in Section C below.
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Rend Lake College is committed to the prompt and equitable resolution of all alleged or suspected
violations of this policy about which the College knows or reasonably should know, and in the
case of Title IX, when the college has received actual knowledge of an allegation. Complainants
alleging violation of the comprehensive policy shall have the opportunity to request that the
complaint resolution procedure begin promptly and proceed in a timely manner. The College’s
ability to investigate in a particular situation, or the extent of the investigation in any given
situation, may be affected by any number of factors, including whether the complainant is willing
to file a complaint or to consent to an investigation, the location where the alleged conduct
occurred, and the College’s access to information relevant to the alleged or suspected violation of
this policy. Rend Lake College is nonetheless committed to investigating all alleged and suspected
violations of this policy to the fullest extent possible under the circumstances. The College may,
upon finding good cause, modify these procedures in the interests of promoting full and fair
resolution of suspected or alleged violations of this policy in accordance with applicable law.

1. Informal Resolution

To the extent they feel comfortable, individuals are encouraged to first discuss and seek
resolution with the individual(s) against whom the complaint is alleged. Any member of
the campus community may consult with the Rend Lake College Police Department or the
Associate Vice President of Academic and Student Services about conduct that they
believe may violate this policy. At any point, an individual may choose to engage the
resolution procedures outlined below.

Informal resolutions are designed to operate in an expeditious manner and to empower the
parties to reach a mutually satisfactory agreement with the assistance of a neutral third
party. The investigator does not make a determination of fact as to whether College policy
has been violated as part of the informal resolution process. Instead, the investigator will
use conflict resolution techniques to attempt to resolve the concern(s) brought forward in
a manner that is satisfactory to all parties. Informal resolution is flexible and invites active
participation of all the parties in order to resolve the matter. Moreover, the investigator will
only speak to the individuals whose involvement is necessary to facilitate a resolution. In
some instances, this might include only the parties directly involved.

Informal resolution techniques will not be employed in instances in which sexual
misconduct that constitutes sexual assault or sexual violence, or conduct constituting
dating violence, domestic violence or stalking, is alleged.

a. Informal Resolution Request

The investigator who receives a complaint or request for informal resolution
will attempt to resolve concerns by informal or collegial processes,
including mediation if the complaining party seeks such assistance. To
request resolution via informal means, individuals must (1) contact the
Rend Lake College Police Department or Associate Vice President of
Academic and Student Services within 60 days following the last
occurrence of the behavior or incident of discrimination that is the subject
of the informal resolution, and (2) complete a Complaint Form. This form
is available on the RLC website at www.rlc.edu and at the RLC Student
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Services Office and the RLC Police Department Office. The Complaint
Form must provide details sufficient to inform the investigator about the
behavior or incident of discrimination. The investigator will review the
request for resolution and determine if the matter is appropriate for informal
resolution and whether the allegations set forth in the request form, if
substantiated, would constitute a violation of this policy. If not, the
investigator will make a referral to an appropriate office.

If the individual declines to complete the Complaint Form, the investigator
will either (1) close the matter; or (2) invoke the formal investigation
process below if the alleged or suspected misconduct would constitute
prohibited discrimination, harassment, or retaliation in violation of this
policy.

Informal Resolution Disposition

If the investigator determines that the allegations are sufficient to establish
a claim of discrimination, harassment, or retaliation, he/she shall initiate the
informal resolution process. The investigator will attempt to achieve a
mutually acceptable resolution within 15 days from the receipt of the
Complaint Form. Any party may pursue a formal investigation if he or she
is dissatisfied with a proposed informal resolution.

Informal efforts to address the allegations will conclude with one of the
following: (1) a resolution of the complaint by agreement of the parties; or
(2) a decision to stop further action. Possible resolutions by agreement of
the parties may include, but are not limited to: an apology to the initiating
party; assisting the responding party to better understand the effects of his
or her conduct and ways in which this behavior could be changed;
participation in educational programs about equal opportunity or
harassment; verbal or written reprimands; or other interventions or actions
aimed at ending the alleged misconduct.

In concluding the informal resolution phase, the investigator shall submit a
report to the parties involved in the allegation and the appropriate Title IX
Coordinator if necessary, but not normally to any other campus-level office.
Informal resolution reports will usually be brief. Reports prepared by an
investigator, and all records collected during the investigation, shall be kept
separate from the official personnel files of the parties.

Formal Investigation

If a complaint proceeds to a formal investigation or the matter is not appropriate for
informal resolution, a prompt, thorough, and impartial investigation is conducted to
determine if a violation of this policy occurred. A formal investigation includes
interviewing the parties and relevant witnesses, and reviewing written statements,
documents, records, and other communications. At the conclusion of the investigation, a
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determination based on all of the evidence is provided to the President and Title IX
Coordinator along with a recommendation for further action if warranted.

a.

Investigation Request

If there is no mutually acceptable informal resolution, a request for a formal
investigation must be submitted within 14 days of the informal resolution
disposition, or the College may invoke the formal investigation process on
its own. A request for a formal investigation should be submitted in writing.
Individuals are encouraged to provide as much information as possible,
including a description of the discriminatory decisions and/or alleged
incident(s) of harassment or other actions that form the basis of the
complaint, together with relevant date(s) and the name(s) of the individual
alleged to have violated the policy, i.e. Respondent. The complainant should
also include the name(s) of any witnesses, if applicable. Even absent a
complaint or investigation request, Rend Lake College will nonetheless
investigate suspected violations of this policy to the extent possible and to
the extent necessary to comply with applicable law. The complainant and
respondent shall (i) receive notice of the individual or individuals with
authority to make a finding or impose a sanction in their proceeding before
the individual or individuals initiate contact with either party and (ii) have
the opportunity to request a substitution if the participation of an individual
with authority to make a finding or impose a sanction poses a conflict of
interest.

Investigation Notification

Prompt notification of a complaint will be provided by the Rend Lake
College Police Department to the Associate Vice President of Academic
and Student Services and to the Title IX Coordinator by delivery of a copy
of the written complaint. The notification to the Respondent(s) will include
a copy of any written complaint or a description of any complaint submitted
orally, the identity of the Complainant(s), and these procedures. Delivery
by electronic means is appropriate.

The Respondent(s) will be requested to respond in writing to the complaint
within a reasonable time, not to exceed 14 days from the date of delivery of
the notification of the complaint. Any extension of time must be approved
by the Title IX Coordinator. A copy of the Respondent(s)’s response will
be provided to the Complainant.

Investigation Assurances
Both the Complainant and Respondent will be provided with the following

in connection with the investigation of alleged or suspected violations of
this policy:
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e The opportunity to speak on their own behalf.

e The opportunity to identify witnesses who can provide information
about the alleged conduct at issue.

e The opportunity to submit other evidence on their behalf.

e The opportunity to review any information that will be offered by the
other party in support of the other party’s position (to the greatest extent
possible and consistent with the Family Educational Rights and Privacy
Act (“FERPA”) or other applicable law).

e The right to be informed of the outcome of the investigation (to the
greatest extent possible and consistent with FERPA or other applicable
law).

e The opportunity to appeal the outcome of the investigation.

e Any proceeding, meeting, or hearing held to resolve complaints of
alleged student violations of the comprehensive policy shall protect the
privacy of the participating parties and witnesses.

Investigation Disposition

All employees and students have an obligation to cooperate in the conduct
of these procedures. Failure to do so may result in disciplinary action. In the
event that a Complainant does not cooperate by failing to furnish
information requested by the investigator or failing to make himself or
herself available for interview by the investigator, that may affect the
College’s ability to investigate the matter and may result in the complaint
being dismissed. The investigator shall provide written notice of the
outcome of the investigation to the Complainant(s) and the Respondent(s).
In the event that a Respondent does not cooperate by failing to furnish
information requested by the investigator or to make himself or herself
available for interview by the investigator, the investigator may conclude
that such information or interview, if provided or conducted, would be
adverse to the Respondent.

A disciplinary committee chosen by the College President will preside over
hearings. The alleged victim and accused will either be notified in person
or by certified return receipt mail of the date, time, and location for the
disciplinary hearing which will be conducted by the appropriate Associate
Vice President. Both the alleged victim and the accused are afforded the
same opportunity to be accompanied by one advisor for a disciplinary
hearing if so desired. The advisor may attend the disciplinary hearing to
counsel the student. In no event may the advisor participate directly by
speaking or questioning either party. At any time during the disciplinary
hearing, the advisor may be asked to leave should they not adhere to their
role of acting in an advisory capacity only. The complainant and the
respondent may not be compelled to testify in the presence of the other
party. If a party invokes this right, the college will make arrangements by
which each party can, at a minimum, hear the other party’s testimony. The
complainant and the respondent may not directly cross examine one
another, but may, at the discretion and direction of the committee, suggest
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questions to be posed by the committee and respond to the other party. If
either the alleged victim or the accused do not attend the scheduled hearing,
it may still be conducted in absentia and the verdict rendered regardless of
their attendance or participation in the disciplinary hearing.

Within 7 days following the disciplinary hearing, the Associate Vice
President will prepare a report to include (1) the Complainant’s allegations
or a summary of any other suspected violations; (2) the Respondent’s replies
to the allegations or suspected violations; (3) information provided by
witnesses, documents, or other information obtained during the
investigation; (4) a description of the investigation process; (5) the
investigator’s analysis of evidence and findings of fact on each element of
the complaint; and (6) any recommendation(s) disciplinary committee
members may consider pertinent to the disposition of the complaint.

The Associate Vice President’s findings of fact shall be made using the
preponderance of the evidence standard (i.e., more likely than not).
Individuals are presumed innocent unless a preponderance of the evidence
supports a finding of misconduct. The preponderance of the evidence
standard requires that the evidence supporting each finding is more
convincing than the evidence offered in opposition to it. If there is evidence
that the complaint was filed without a reasonable basis in fact and honest
belief, the investigator shall include that evidence in his or her report. Such
conduct could constitute a violation of this policy.

The Associate Vice President shall submit his or her conclusion and
recommendation to the Complainant, the Respondent, and the President.
The Associate Vice President, in consultation with legal counsel, the
President, and his/her designee(s) deemed to be relevant to the decision-
making process, shall make his or her decision as to the disposition of the
case as soon as possible, but no later than 7 days of the disciplinary hearing
(or as soon as feasible when extensions are necessary). This decision shall
be in writing and shall include an explanation of the decision, any and all
sanctions imposed, and appeal rights. Copies of the decision will be sent to
the Complainant, the Respondent, and other appropriate executive officers.
The Complainant and Respondent shall be informed of the decision
contemporaneously to the greatest extent possible. The College also may
disclose to the Complainant information about any sanctions or corrective
actions taken that relate directly to the complainant (e.g., a “no contact”
order).

Imposed sanctions can include:

e Dismissal of charges

e Oral reprimand of the respondent

e C(Censure stating further misconduct by the respondent will bring
additional sanctions

e Disciplinary probation of the respondent
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e Community service of the respondent

e College-imposed order of protection limiting the respondent’s contact
with the victim

e Restitution by the respondent to the victim

e Suspension of the respondent

e Expulsion of the respondent

e Referral for charges within the state of Illinois criminal justice system

3. Appeals
This part of the procedure allows either the Complainant or the Respondent to appeal the
Associate Vice President’s disposition to the college President.

a. Appeal filing

The Complainant and the Respondent each have the right to appeal the Associate
Vice President’s decision within 14 days of his/her written decision from the formal
investigation. This appeal may be based on either substantive or procedural
grounds. The appeal must be submitted in writing with all supporting materials
attached.

b. Appeal resolution

The President shall decide the appeal as soon as possible, but no later than 15 days
after the final submission of appeal materials (or as soon as feasible when
extensions are necessary). The President’s decision shall be in writing, shall include
an explanation, and shall be submitted to the Complainant, the Respondent, the
appropriate Associate Vice President, and the Title IX Coordinator. This written
decision on the appeal shall constitute the final administrative action of the College.

C. Procedure for Addressing Title IX Sexual Harassment Complaints

A report of sexual harassment will first be investigated to determine if it falls under Title IX of the
Education Amendments Act of 1972 (see the definition of Sexual Harassment — Title IX above).
If the report does fall under Title IX, it will follow this separate process. If not, the matter may still
be pursued as an alleged violation of the comprehensive policy and will be addressed as outlined
in Section B of Policy 2.1200.

The college will respond promptly to Title IX sexual harassment in a manner that is not deliberately
indifferent, meaning a response that is not clearly unreasonable in light of the known
circumstances.

The college will treat complainants and respondents equitably by offering supportive measures to
a complainant, and by following a grievance process before the imposition of any disciplinary
sanctions or other actions that are not supportive measures, against a respondent. The Title IX
Coordinator will promptly contact the complainant confidentially to discuss the availability of
supportive measures as defined above, consider the complainant’s wishes with respect to
supportive measures, inform the complainant of the availability of supportive measures with or
without the filing of a formal complaint, and explain to the complainant the process for filing a
formal complaint.

PROCESS FOR FILING A FORMAL COMPLAINT — To file a formal complaint, the
complainant may fill out the electronic complaint form found on the college’s website at
www.rlc.edu/titleix-policy and check the “Sexual Harassment” box. Alternately, the complainant
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may make a formal complaint in person at the office of the Title IX Coordinator, by emailing the
complaint to the Title IX Coordinator, or by mailing the formal complaint to the office of the Title
IX Coordinator. Only the complainant or the Title IX Coordinator may file a formal complaint,
which is required before a Title IX investigation can commence.

Upon receipt of a formal complaint, the college will provide to the parties known a written notice
including:

Notice of the grievance process, including the informal resolution process.

Notice of the allegations of sexual harassment, including sufficient details known at the
time and with sufficient time to prepare a response before any initial interview. Sufficient
details include the identities of the parties involved in the incident, if known, the conduct
allegedly constituting sexual harassment, and the date and location of the alleged
incident, if known.

A statement that the respondent is presumed not responsible and that a determination
regarding responsibility will be made at the end of the grievance process.

Notification that the parties each may have an advisor of their choice, who may be but is
not required to be an attorney. If a party is not able to secure an advisor, the college will
provide one at no cost to that party.

If, during the investigation, the college chooses to investigate any additional allegations against
either the complainant or respondent, the college will send an amended notice.
Dismissals under Title [X

1.

Under Title IX regulations, the college must dismiss sexual harassment complaints when
the conduct alleged in the formal complaint would not constitute sexual harassment as
defined in this section even if proved, did not occur in the college’s education program or
activity, or did not occur against a person in the United States.

The college may dismiss the formal complaint or any allegations therein, if at any time
during the investigation or hearing: A complainant notifies the Title IX Coordinator in
writing that the complainant would like to withdraw the formal complaint or any
allegations therein; the respondent is no longer enrolled or employed by the college; or
specific circumstances prevent the college from gathering evidence sufficient to reach a
determination as to the formal complaint or allegations therein.

If a formal complaint is dismissed for any of the above reasons, prompt notification of the
dismissal and the reason for it will be sent to the parties. Dismissals of formal complaints
under Title IX do not preclude the college from pursuing matters under the other sections
of Policy 2.1200.

The college may consolidate formal complaints as to allegations of sexual harassment against
more than one respondent, or by more than one complainant against one or more respondents, or
by one party against the other party, where the allegations of sexual harassment arise out of the
same facts or circumstances.

1.

Informal Resolution Process for Title IX Complaints

If both parties agree in writing, a formal complaint may go through an informal resolution
process. In this event, the college will provide both parties with a written notice including the
allegations; the requirements of the informal resolution process; any circumstances under
which the parties are precluded from resuming a formal complaint arising from the same
allegations, provided that at any time prior to agreeing to a resolution, any party has the right
to withdraw from the informal resolution process and resume the grievance process with
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respect to the formal complaint; and any consequences resulting from participating in the
informal resolution process, including the records that will be maintained or could be shared.
The informal resolution process will follow that outlined in section B(1)(b) of this policy.
Informal resolution is not an option in an allegation of an employee sexually harassing a
student, nor in instances in which sexual misconduct that constitutes sexual assault or sexual
violence, or conduct constituting dating violence, domestic violence, or stalking, is alleged.
2. Formal Resolution Process for Title IX Complaints

The formal resolution process will include a thorough, impartial investigation by a trained
Title IX investigator. The investigation includes interviewing the parties and relevant
witnesses, and reviewing written statements, documents, records, and other communications
or forms of evidence not protected by unwaived privilege.

The formal resolution process must include a live hearing, resulting in a determination of the
respondent’s responsibility. The respondent is presumed to be not responsible, and the
preponderance of evidence standard will be used. The burden of gathering evidence and
burden of proof is on the college.

During the formal resolution process, the college will:

e Provide an equal opportunity for the parties to present witnesses, including fact and
expert witnesses, and other inculpatory and exculpatory evidence;

e Not restrict the ability of either party to discuss the allegations under investigation or
to gather and present relevant evidence;

e Provide the parties with the same opportunities to have others present during any
grievance proceeding, including the opportunity to be accompanied to any related
meeting or proceeding by the advisor of their choice, who may be, but is not required
to be, an attorney, and not limit the choice or presence of advisor for either the
complainant or respondent in any meeting or grievance proceeding; however, the
college may establish restrictions regarding the extent to which the advisor may
participate in the proceedings, as long as the restrictions apply equally to both parties;

e Provide, to a party whose participation is invited or expected, written notice of the
date, time, location, participants, and purpose of all hearings, investigative interviews,
or other meetings, with sufficient time for the party to prepare to participate;

e Provide both parties an equal opportunity to inspect and review any evidence
obtained as part of the investigation that is directly related to the allegations raised in
a formal complaint, including the evidence upon which the college does not intend to
rely in reaching a determination regarding responsibility and inculpatory or
exculpatory evidence whether obtained from a party or other source, so that each
party can meaningfully respond to the evidence prior to conclusion of the
investigation. Prior to completion of the investigative report, the college will send to
each party and the party’s advisor, if any, the evidence subject to inspection and
review in an electronic format or a hard copy, and the parties must have at least 10
days to submit a written response, which the investigator will consider prior to
completion of the investigative report. The college will make all such evidence
subject to the parties’ inspection and review available at any hearing to give each
party equal opportunity to refer to such evidence during the hearing, including for
purposes of cross-examination; and

e C(Create an investigative report that fairly summarizes relevant evidence and, at least
10 days prior to a hearing or other time of determination regarding responsibility,
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send to each party and the party’s advisor, if any, the investigative report in an
electronic format or a hard copy, for their review and written response.

3. Live Hearings

The live hearing will be conducted by a disciplinary committee formed by the college
President and chaired by the appropriate Associate Vice President or other designee of the
President. As the decision maker, the committee chair cannot be the Title IX Coordinator nor
the investigator. At the live hearing, each party’s advisor is permitted to ask the other party
and any witnesses all relevant questions and follow-up questions, including those challenging
credibility. Such cross-examination at the live hearing must be conducted directly, orally, and
in real time by the party’s advisor of choice and never by a party personally.

At the request of either party, the college will provide for the entire live hearing (including
cross-examination) to occur with the parties located in separate rooms with technology
enabling the parties to see and hear each other.

Only relevant cross-examination and other questions may be asked of a party or witness.
Before a complainant, respondent, or witness answers a cross-examination or other question,
the chair will first determine whether the question is relevant and explain to the party’s
advisor asking cross-examination questions any decision to exclude a question as not
relevant. It is strongly recommended that questions be submitted to the chair prior to the live
hearing.

If a party does not have an advisor present at the live hearing, the college will provide,
without fee or charge to that party, an advisor of the college’s choice who may be, but is not
required to be, an attorney to conduct cross-examination on behalf of that party.

If a party or witness does not submit to cross-examination at the live hearing, the disciplinary
committee must not rely on any statement of that party or witness in reaching a determination
regarding responsibility; provided, however, that the committee cannot draw an inference
about the determination regarding responsibility based solely on a party’s or witness’s
absence from the live hearing or refusal to answer cross-examination or other questions.
Complainants have rape shield protections, deeming irrelevant questions and evidence about
a complainant’s prior sexual behavior unless offered to prove that someone other than the
respondent committed the alleged misconduct or offered to prove consent.

Live hearings may be conducted with all parties physically present in the same geographic
location or, at the college’s discretion, any or all parties, witnesses, and other participants
may appear at the live hearing virtually.

The college will create an audio or audiovisual recording, or transcript, of any live hearing,
and will be made available for inspection or review by the parties.

4. Determination Regarding Responsibility

The decision-maker must issue a written determination regarding responsibility. The written
determination must include:
e Identification of the allegations potentially constituting sexual harassment as defined
by Title IX
e A description of the procedural steps taken from the receipt of the formal complaint
through the determination, including any notifications to the parties, interviews with
parties and witnesses, site visits, methods used to gather other evidence, and hearings
held

¢ Findings of fact supporting the determination
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e Conclusions regarding the application of the college’s code of conduct to the facts
e A statement of, and rationale for, the result as to each allegation, including a
determination regarding responsibility, any disciplinary sanctions the college imposes
on the respondent, and whether remedies designed to restore or preserve equal access
to the college’s education program or activity will be provided to the complainant.
The range of potential sanctions can be found in Section B(2)(d) of Policy 2.1200
e The college’s procedures and permissible bases for the complainant and respondent to
appeal
The college will provide the written determination to the parties simultaneously. The
determination regarding responsibility becomes final either on the date that the college
provides the parties with the written determination of the result of the appeal, if an appeal is
filed, or if an appeal is not filed, the date on which an appeal would no longer be considered
timely. The Title IX Coordinator is responsible for effective implementation of any remedies.
5. Appeals

The college offers both parties an appeal from a determination regarding responsibility, and
from dismissal of a formal complaint or any allegations therein, on the following bases:

e Procedural irregularity that affected the outcome of the matter;

e New evidence that was not reasonably available at the time the determination
regarding responsibility or dismissal was made, that could affect the outcome of the
matter; and

e The Title IX Coordinator, investigator, or decision-maker had a conflict of interest or
bias for or against complainants or respondents generally or the individual
complainant or respondent that affected the outcome of the matter.

If pursuing an appeal, a party must file notice of appeal within 14 days of the issuance of the
written determination. Upon receiving notice of appeal, the college will:

e Notify the other party in writing when an appeal is filed and implement appeal
procedures equally for both parties;

e Ensure that the decision-maker for the appeal is not the same person as the decision-
maker who reached the determination regarding responsibility or dismissal, the
investigator, or the Title IX Coordinator;

¢ Ensure that the decision-maker for the appeal has no conflict of interest and has been
trained as required;

e (Give both parties a reasonable, equal opportunity to submit a written statement in
support of, or challenging, the outcome;

The decision maker for the appeal will be designated by the college President. The decision
maker will review the written statements of both parties, as well as any relevant evidence
from the investigation. The decision maker will issue a written decision describing the result
of the appeal and the rationale for the result, and provide that decision simultaneously to both
parties. The decision will be issued within a reasonable time frame, generally within 15 days
of the receipt of written statements from the parties.

If any portion of this policy regarding Title IX processes conflicts with the provisions of Title IX

of the Education Amendments Act of 1972, the provisions of Title IX will control.

D. General Provisions

A. Administrative Responsibility
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The Title IX Coordinator will have the lead responsibility for overseeing all aspects of this
policy. The President and his designees will share the responsibility for the effective
functioning of these procedures within their units.

When a complaint concerns a College Administrative employee, the Office of the President
shall be responsible for implementing the procedures described in this policy, and the final
decision or concurrence shall rest with the President, or his or her designee.

B. Alteration of Procedure

The College can unilaterally initiate any and all steps under this policy and procedures
when it learns, either directly or indirectly, that discrimination, harassment or retaliation is
alleged to be taking or has taken place. The Title IX Coordinator may alter any of the
requirements of these procedures, including extending timelines, provided that the
alteration does not impair the ability of the complainant to bring a complaint or the
respondent to defend himself or herself. Any substantive alterations of these procedures
will be communicated to the pertinent parties.

C. Bystander Intervention

In instances of sexual assault, a bystander may be able to intervene and prevent harm to
others. A bystander should notice and recognize the event as a risky situation, take
responsibility for helping the situation, ask for assistance from other bystanders, call 911,
record any details as soon as possible, and intervene in a safe and sensitive manner.

D. Confidentiality

Rend Lake College strives to maintain confidentiality to the greatest extent possible and
may require those involved to maintain confidentiality, particularly when confidentiality is
required to protect witnesses, prevent evidence from being destroyed, avert a threat that
subsequent testimony would be fabricated, or prevent a cover-up. Information will be
protected to the extent permitted by law. Complainants are advised, however, that
confidentiality can only be respected insofar as it does not interfere with the College’s
obligation to investigate alleged or suspected violations of this policy and to take corrective
action.

E. Conflict of Interest

A conflict of interest may arise if a participant, administrator, or investigator has a
significant professional or personal involvement with the facts or the parties to a dispute.
Any participant, administrator, or investigator, who has a conflict of interest in a dispute
covered by these procedures, or a concern about a conflict on the part of another, shall
report it to the President. The President shall decide how to address the situation. If there
is a conflict of interest involving the President, the Chair of the Board of Trustees shall
decide how to address the situation.

F. Supportive Measures / Interim Corrective Administrative Action

At any time after informal resolution or a complaint has been filed, and before final
disposition of the dispute, the Title X Coordinator may authorize supportive measures (in
an alleged Title IX violation, in which such measures must be non-punitive and non-
disciplinary; see above definition) or corrective/interim administrative action (in
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allegations of violations of other components of Policy 2.1200) to protect the best interests
of the College. Rend Lake College reserves the right to take any interim administrative
action deemed appropriate and permissible by law, pending the outcome of an investigation
or grievance, so long as such action is permitted by and taken in accordance with any other
applicable disciplinary procedures. Other interim administrative action can include, but are
not limited to, removing a student from campus or an employee from a particular work
environment, modifying work or course schedules, and issuing a “no contact” order. In
situations involving suspected or alleged sexual harassment, sexual violence, domestic
violence, dating violence, or stalking, the College also reserves the right to take steps to
protect the complainant as deemed necessary during the pendency of the investigation and
resolution process (e.g., allowing for a change in academic situation, issuing a “no contact”
order to the accused, etc.). Any such interim steps will be taken in a manner that minimizes
the burden on the complainant to the extent possible and in accordance with any other
applicable disciplinary procedures.

G. Days
All references to days mean calendar days unless specified otherwise.

H. Education and Awareness Programs

Rend Lake College is committed to continually educating and training the campus
community about the various forms of discrimination and harassment and the procedures
available to address complaints of discrimination and harassment. During new student
orientations and as part of the First Year Experience (FYE) courses, students will be
provided with Sexual Assault Awareness and Prevention training, safety tips and resources.
Verbiage will be included on all College syllabi stating that sexual assault is not tolerated
on campus and will provide the necessary contact information to report complaints. The
College will utilize an email campaign each semester to remind students of the forms of
prohibited conduct, consent, bystander intervention, and other resources available.
Informational flyers will be placed in common student and staff areas.

The College will publish its policy and procedures on its website, and also will publish
summarized versions in the Student Handbook and in the employee handbook, with
reference to the complete policy and procedures on the website. New employees will be
informed of the College’s policies and procedures as part of the New Employee Orientation
and subsequent trainings held in conjunction with Faculty/Staff In-Service programs.

I. Exclusivity

Except as otherwise noted above, these procedures are intended to be the exclusive
procedures used for all complaints alleging violations of this policy. However, these
procedures shall not deprive students or employees of access to other appeal or problem-
solving processes on campus, including those negotiated grievance procedures in collective
bargaining agreements.

These procedures may be implemented irrespective of any criminal proceeding or
administrative action pursued in accordance with applicable College policies.

J. Impartiality
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Investigators, Title IX Coordinator(s) and decision makers do not function as advocates for
complainants or respondents. Rather, they are designated to serve as problem solvers, fact
finders or investigators as appropriate. Investigators and Title IX Coordinator(s) will
inform complainants and respondents about other campus offices where they may seek
support or advocacy.

In cases in which a complainant files his/her complaint with a federal or state agency while
his/her complaint is pending with the Title IX Coordinator, the internal complaint may be
terminated if it is determined that the College’s ability to continue its inquiry or
investigation in an impartial manner is compromised.

K. Imposition of Sanctions
The imposition of sanctions or discipline, if recommended, will proceed in accordance with
state and federal statutes and relevant campus policy, rules and regulations.

L. Records

The reports and other records created or compiled under these procedures are to be
generated, distributed and maintained as specified at the different steps. Records are not
intended to become part of the official personnel files of the Complainant or the
Respondent, although there are circumstances where this may be appropriate. Access to
records is to be limited to the disputants and, on a need-to-know basis, to appropriate unit-
level or campus-level administrators.

M. Representation

Any party to a dispute may be accompanied by an advisor of choice at any meeting that
occurs under these procedures. If any party’s advisor of choice at a meeting is to be an
attorney, all participants must be informed at least three working days prior to the meeting.
The investigator may request the advice of legal counsel at any time. An advisor or support
person may not, however, stand in place of either the Complainant or the Respondent, or
otherwise participate in the process.

N. Employees

If an employee leaves the College, the employee is encouraged to file a complaint relating
to alleged discrimination and/or harassment occurring during that individual’s employment
with the College within 30 days following the employee’s termination of employment from
the College.

The procedures described in this document will apply to complaints against any and all
Rend Lake College employees engaging in his/her professional capacity.

2.1205 Drug and Alcohol Free Work Place

POLICY

Rend Lake College values its employees and recognizes their need for a safe and healthy work environment.
Furthermore, the College recognizes that employees abusing drugs and/or alcohol are less productive and
are often a risk to the safety of others as well as the productivity of the College. The establishment of this
policy is consistent with Rend Lake College’s desired culture and is in the best interest of all parties.
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The Board of Trustees declares that Rend Lake College is to be a drug & alcohol free workplace and
workforce. It is the policy of the College that:

A. Reporting to work or attempting to work under the influence of intoxicating liquors; being under the
influence of intoxicating liquors while on College owned, leased, or used property or vehicles; and
attempting to drink, sell, barter, give, or distribute intoxicating liquors while on College property are
prohibited.

B. Reporting to work or attempting to report to work while under the influence of controlled substances
or unauthorized legal drugs is prohibited. Additionally, no employee, contractor or subcontractor shall
unlawfully manufacture, distribute, dispense, possess or use any drug as defined below within this
policy while:

1. On premises owned, leased or used by the Board of Trustees, or College;

2. At College-sponsored or supervised activities where the use of alcohol is prohibited. Requests for
exceptions to this rule must be submitted in writing to the President and must receive official
authorization prior to the event;

3. Inany College owned, leased, or used vehicle;
4. In transit to or from College activities or travel to a business related to College activities;
5. On or in any workplace for purposes of the Drug & Alcohol-Free Workplace Act.

C. Should it be determined that an employee has violated paragraph 1 or 2 above, the employee will be
subject to discipline up to and including the possibility of discharge for the first offense.

Prescription and Non-Prescription Medications

No prescription drug shall be brought upon College owned, leased, or used premises & property by any
person other than the person for whom the drug is prescribed by a licensed medical practitioner, and shall
be used only in the manner, combination, and quantity as prescribed. Employees taking such medication
that may alter the employee’s behavior or physical or mental ability or which contains a cautionary label
regarding the used or machinery or operating of a vehicle, must notify their immediate supervisor before
commencing work. The College may change the employee’s job assignment during the period of treatment.
Without such notification and authorization to possess such medication the employee will be considered as
possessing and being under the influence of unauthorized legal drugs, and therefore be subject to discipline
in the same fashion as indicated in paragraph 3 above.

Drug/Alcohol Prohibitions
For the protection of employees, as well as the protection of College owned, leased, or used property, the
following acts of conduct are strictly prohibited:

e Use, possession, manufacture, distribution, or sale of illegal drugs or drug paraphernalia on College
owned, leased, or used property or College business, in College supplied vehicles, or during working
hours;

e Unauthorized use or possession, or any manufacture, distribution, dispensation or sale of a controlled
substance on College owned, leased, or used premises or College business, in College supplied vehicles,
or during work hours;

e Unauthorized use, manufacture, distribution, dispensation or possession or any sale of alcohol on
College owned, leased, or used premises or College business, in College supplied vehicles, or during
work hours;
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Storing in a locker, desk, automobile, or other repository on College owned, leased, or used premises
or College supplied vehicles any illegal drug, drug paraphernalia, any controlled substance whose use
1S unauthorized;

Being under the influence of any unauthorized controlled substance, illegal drug or alcohol on College
owned, leased, or used premises or College business, in College supplied vehicles, or during working
hours; “being under the influence” of an unauthorized controlled substance or illegal drug is defined as
testing positive at a specified ng/ml level;

Possession, use, manufacture, distribution, dispensation or sale of illegal drugs off College owned,
leased, or used premises that adversely affects the employee’s work performance, his/her own or other’s
safety at work, or the College’s regard or reputation in the community;

Switching or adulterating any urine sample submitted for testing;

Refusing consent to testing or refusing to submit to a breath, saliva, urine, or blood sample for testing
when requested by management;

Refusing to submit to an inspection when requested by management;

Failure to adhere to the requirements of any drug or alcohol treatment or counseling program in which
the employee is enrolled;

Conviction under any criminal drug statute;

Arrest under any criminal drug statute under circumstances that adversely affect the College’s regard
or reputation in the community;

Failure to notify the College of any arrest or conviction under any criminal drug statute within five days
of the arrest or conviction;

Failure to report to their immediate supervisor the use of a prescribed drug which may alter the
employee’s behavior or physical or mental ability, or that contains a cautionary label regarding the use
of machinery or operation of a vehicle;

Refusing to sign a statement agreeing to abide by the College Drug & Alcohol Free Workplace Policy;
Refusal to complete a consent form prior to testing;

Refusal to complete a Chain of Custody Form after the submission of a urine, blood, saliva, breath, or
other specimen.

Definitions

A.

“Possession” will include more than being physically on a person; it will include being in areas under
the control of the employee (e.g. inside personal vehicles, lockers, tool boxes, parcels, bundles, lunch
boxes, or any other containers within the control of the employee.)

“Authorized legal drugs” or “Prescription or Nonprescription Medications” means a drug or medication
obtained pursuant to a prescription or a medication that is authorized pursuant to federal or state law
for general distribution and use without a prescription in the treatment of human diseases, aliments, or
injuries.

“Under the Influence” will be considered as a positive drug test that indicates a detectable level of
illegal drugs or unauthorized legal drugs, or a level of alcohol that indicates impairment of an
employee’s bodily system. Additionally, an employee will be considered to be under the influence if
he/she is unable to perform work in a safe and productive manner and/or is in a physical or mental
condition that creates a risk to the safety and well-being of the affected employee, other employees, or
Rend Lake College owned, leased, or used property.

“Alcohol or alcoholic beverages” means any beverage that may be legally sold and consumed and that
has an alcoholic content in excess of .2% by volume.

“Drug” means alcohol including distilled spirits, wines, malt beverages, and intoxication liquors;
amphetamines; cannabinoids; cocaine; phencyclidine (PCP); hallucinogens; methaqualone; opiates;
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barbiturates; benzodiazepines; synthetic narcotics; designer drugs; or a metabolite of any of the
substances listed herein.

“Drug test” or “test” means any chemical, biological, or physical instrumental analysis administered
for the purpose of determining the presence or absence of a drug or its metabolites including urine,
saliva, breath, sweat, and/or hair testing.

“Specimen” means a tissue or product of the human body capable of revealing the presence of alcohol
and/or drugs or their metabolites.

Drug and Alcohol Testing

Rend Lake College asserts its legal right and prerogative to test any employee for drug and/or alcohol abuse.
Employees may be asked to submit to a medical examination and/or submit to urine, saliva, breath, sweat,
and/or hair testing for drugs or alcohol. Any information obtained through such examinations may be
retained by Rend Lake College and is the property of Rend Lake College.

In particular, Rend Lake College reserves the right, in its discretion, and within the limits of federal and
state laws, to examine and test for the presence of drugs and alcohol (as stated above) in situations such as,
but not limited to, the following:

Post Job Offer: All offers of employment will be made subject to the results of a drug test. Applicants
will be required to voluntarily submit to a saliva test and sign an acknowledgement form, which will
release Rend Lake College from liability. Rend Lake College will not discriminate against applicants
for employment because of past drug abuse, it is the current abuse of drugs which prevents employees
from properly performing their jobs.

Post-Accident: A drug and/or alcohol test will be conducted on all employees involved in accidents
occurring during work time or while on Rend Lake College owned, leased, or used property. Covered
accidents include, but are not limited to, accidents that the employees caused or contributed to that
involve:

a. Personal injury to employees or others which necessitates medical attention (beyond first aid)
or results in lost work time; and/or

b. Damage to Rend Lake College owned, leased, or used property or any property while driving
or operating a vehicle on College business.

Employees are required to make themselves available for testing immediately after an accident.
Failure to do so may subject the employee to disciplinary action. If circumstances require an
employee to leave the scene of an accident, the employee must make a good faith attempt to be
tested and to notify Rend Lake College of his/her location.

Failure to report any accident which meets the post-accident testing criteria is in violation of
Rend Lake College policy and subject to disciplinary action. Employees testing positive or
refusing to submit to a drug and/or alcohol test under certain state laws, may be ineligible for
workers’ compensation benefits.

Reasonable Suspicion/Cause: The College may require drug testing based on a belief that an employee
is using or has used drugs in violation of the College’s policy. The suspension may be drawn from
specific objective and articulable facts and reasonable inferences drawn from those facts in light of
experience. Among other things, such facts and inferences may be based upon:
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Observable phenomena while at work, such as direct observation of drug use or of physical
symptoms or manifestations of being under the influence of a drug.

Abnormal conduct or erratic behavior while at work or a signification deterioration in work
performance or attendance.

A report of drug use at work, provided by a reliable and credible source, which has been
corroborated independently.

Evidence that an individual has tampered with a drug test during his/her employment with the
College.

Information that an employee has caused, or contributed to, an accident while at work,
including accidents involving a College vehicle.

Evidence that an employee has used, possessed, sold, solicited, or transferred drugs while
working or while on College owned, leased, or used premises or while operating College
vehicles, machinery or equipment.

Involvement in an altercation on College owned, leased, or used property.

The President and Vice-President over the direct line of supervision of the employee, or his/her designated
representative will determine when a reasonable suspicion exists. Additionally, employees returning from
a leave of absence which lasted sixty (60) days or more, may, at the discretion of management, be required
to submit to a substance test prior to returning to work.

Follow-up: If the employee in the course of employment enters an employee assistance
program for drug or alcohol related problems or an alcohol and drug rehabilitation program,
the employee will be required to submit to a drug test as a follow-up to such program, and on
a quarterly, semi-annual, or annual basis for up to two years thereafter.

Drug and Alcohol Testing Procedures

1.

Normally, the initial drug and alcohol test will be obtained from a saliva specimen collected at
a Rend Lake College location by a qualified collector. The collection samples must be done in
such a manner as to preserve the individual employee’s right of privacy, and to insure a high
degree of security for the sample and its freedom from adulteration.

In the event any employee’s FIRST TEST is positive, he/she will be transported to a qualified
testing laboratory or facility for a body fluid drug and/or alcohol test. Alcohol will be tested by
the use of a breath analyzer. Rend Lake College will take reasonable steps to inquire that the
laboratory or the facility selected conforms to all NIDA standards.

The qualified laboratory or facility shall establish a chain of custody procedure for both sample
collection and testing that will insure the integrity and the identity of each sample and test
result.

The laboratory or facility shall collect a sufficient sample of the same body fluid (normally
urine) or material from an employee to allow for initial screening, a confirmatory screening
and a sufficient amount to be set aside and reserved for further testing if requested by the
employee. If blood samples are required for some reason, they shall be drawn only by qualified
medical personnel.

The laboratory or facility shall confirm any sample that tests positive in the initial screening
for drugs by testing a second portion of the sample.

The laboratory or facility shall confirm any sample that tests positive in the initial screening
for drugs by testing the second portion of the sample by gas chromatography, plus mass
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spectrometry or an equivalent or better scientifically accurate and accepted method that
provides quantitative data about the detected metabolites.

7. The laboratory or facility shall provide the employee tested with an opportunity to have the
additional sample tested by a clinical laboratory or hospital facility of the employee’s own
choosing, at the employee’s own expense; provided the employee notifies the President or
Vice-President over the direct line of supervision of the employee within forty-eight (48) hours
of receiving the results of the tests.

Test Results

Initial Test
The initial screen for all drugs shall use an immunoassay procedure approved by the Food and Drug
Administration. The initial test for alcohol shall be an enzyme oxidation methodology. The following
cutoff levels shall be used when first screening specimens to determine whether they are positive or
negative for these drugs or metabolites. All levels equal to or exceeding the following shall be reported
as positive:

e Alcohol .02 g/d1%
e Amphetamines 1,000 ng/ml
e Barbiturates 300/ng/ml
e Benzodiazepines 300 ng/ml
e Cannabinoids 100 ng/ml
e Cocaine 300 ng/ml
e Methaqalone 300 ng/ml
e Opiates 300/ng/ml
e Phencyclidine 25 ng/ml
Synthetic Narcotics:

e Methodone 300 ng/ml
e Propoxyphene 300 ng/ml

No employee shall be terminated solely on the basis of a positive initial test.

Confirmation Test

All specimens identified as positive on the initial tests shall be confirmed using a second test, a Gas
Chromatography/Mass Spectrometry (GC/MS) test, except that alcohol will be confirmed using
gas chromatography. The following confirmation cutoff levels shall be used when analyzing
specimens to determine whether they are positive or negative for these drugs or metabolites. All
levels equal to or exceeding in the following shall be reported as positive:

e Alcohol .02 g/d1%

e Amphetamines 1,000 ng/ml
e Barbiturates 300/ng/ml

e Benzodiazepines 300 ng/ml

e Cannabinoids 100 ng/ml

e Cocaine 300 ng/ml

e Methaqalone 300 ng/ml

e Opiates 300/ng/ml

e Phencyclidine 25 ng/ml
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Synthetic Narcotics:
e Methodone 300 ng/ml
e Propoxyphene 300 ng/ml

Positive Screening

If the screening is confirmed positive the employee may advise the College of any medication
prescribed by the employee’s own physician which may have affected the results of the screening
process. The employee will be required to sign a release of information in the event that a physician
must be contacted for clarification or verification. In the event the evidence shows that the positive
test results arose from those circumstances, usually no disciplinary action will be taken against the
employee.

The employee may have the original specimen independently rescreened, at his/her own expense
by a laboratory selected by the participant that meets the guidelines of this policy.

Discipline

Use of illegal controlled drugs at any time while employed by the College, abuse of prescription
drugs, as well as being under the influence of alcohol or the consumption of alcohol while on duty
shall be a cause for discipline up to and including termination. While not required, in the first
instance that an employee tests positive for drugs or is found to be under the influence of alcohol
and for whom the College deemed appropriately should undergo treatment in lieu of or in addition
to some disciplinary action, the employee may be given the opportunity to do so by the College at
the employee’s own expense.

Nothing contained in this Section shall limit the College’s right to discipline an employee for
misconduct which occurred while the employee is under the influence of drugs and alcohol. Should
the College determine that it is appropriate to require the employee to obtain treatment in lieu of,
or in addition to discipline, the employee must submit to follow up testing during the hours off
work for treatment purposes.

PROCEDURE

The President is authorized to take such action or actions as may be necessary to give effect to this Board
Policy and to comply with the terms of the Drug & Alcohol-Free Workplace Act.

In order to educate and assist employees in understanding this Board Policy and the goals of achieving a
drug-free workplace, the President shall take the following actions and such other as may appear appropriate

A. The President shall provide to those currently employed and all other employees upon being employed
a copy of this Board Policy. An appropriate statement may also be included by the President in any
employment manuals or otherwise disseminated.

B. The President shall undertake a drug & alcohol-free awareness program to inform employees about:

1.

2.
3.
4

The dangers of drug & alcohol abuse in the workplace

The Board of Trustees’ policy of maintaining a drug & alcohol-free workplace;

Any available drug & alcohol counseling, rehabilitation, and employee assistance program;
The penalties that may be imposed on employees for drug & alcohol abuse violations.

C. The President shall notify any federal granting agency required to be notified under the Drug-Free
Workplace Act within ten (10) days after receiving notice of the conviction from an employee or
otherwise upon receiving actual notice of such conviction. To facilitate the giving of notice, any
employee aware of such conviction shall report the same to the President.
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2.1210 Smoking Policy

POLICY
It is the policy of Rend Lake College to adhere to, and enforce, the Smoke Free Illinois Act (410 ILCS 82/1
et seq.) and the Smoke-Free Campus Act (110 ILCS 64/1 et seq.). Specifically, no person shall carry, smoke,
burn, inhale, or exhale any kind of lighted pipe, cigar, cigarette, e-cigarette or any other lighted smoking
equipment. This policy extends to all buildings, grounds, parking lots, and vehicles which are owned and
operated by the College.

PROCEDURE
The College will communicate its policy to all students, staff and visitors by posting at every entrance to
buildings, to College grounds, on parking lots, and within vehicles a conspicuous sign clearly stating that
smoking is prohibited. In addition, the college will create and post upon its website a smoke-free campus
map indicating the locations where smoking is prohibited.

2.1215 Enforcement of the Smoke-Free Illinois Act and the Smoke-Free

Campus Act
POLICY
Repeated violations of this procedure will be referred to the appropriate administrative office for review
and appropriate administrative action. Violations are subject to citations/civil penalties_issued by the RLC
Security.

PROCEDURE
A. Campus Violators will be subject to the following:
1. Citations — Violators will be issued citations by RLC Security.
2. Fines — Citations issued will result in a civil penalty for the first and subsequent offenses.
a. First offense - $100
b. Second offense -$250
c. Subsequent offenses - $250
3. Payment —Payment of civil penalties is to be made at the Business Office, in the
Administrative Building within 10 business days.
4. Repeated Offenses
a. For students, all citations issued shall be reported to the Vice President of

Student Services on a monthly basis. Multiple citations issued will result
in written notification to the student regarding the instances of non-
compliance with the smoke-free campus policy. Repeated offenses are
in violation of the Student Code of Conduct and could lead to
administrative actions.

b. For employees, all citations issued shall be reported to the Human
Resources department on a monthly basis. After the third offense or
when employees do not timely pay civil penalties, employees shall be
subject to discipline in the same manner as with any other work-rule
violation.

c. For visitors, all citations issued shall be reported to Vice President of
Student Services, and shall be dealt with at the discretion of the College.

2.1220  Chronic Communicable Diseases

Rend Lake College places a high priority on the need to prevent the spread of chronic communicable
diseases on campus. The college is committed to educating staff, students and the community about
communicable diseases. Specifically, because there is currently no cure or vaccine for acquired immune
deficiency syndrome (AIDS), education regarding methods by which this virus may be transmitted and how
to prevent transmission is essential. By adopting this policy, it is the intention of the College to promote the
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health and regular school attendance of our students so that they may attain their maximum potential for
learning.

2.1225  Students with Chronic Communicable Diseases

Students with identified chronic communicable diseases may attend college whenever, through reasonable
accommodation, the risk of transmission of the disease and/or the risk of further injury to the student is
sufficiently remote in such setting so as to be outweighed by the detrimental effects resulting from the
student’s exclusion from college. Placement decisions will be made by using this standard in conjunction
with current, available public health department guidelines concerning the particular disease in question.
Individual cases will not be prejudged; rather, decisions will be made based upon the facts of the particular
case. The determination of whether a student with a chronic communicable disease may attend college shall
be made in accordance with procedures implemented by the College.

The College shall respect the right to privacy of any student who has a chronic communicable disease. The
student's medical condition shall be disclosed only to the extent necessary to minimize the health risks to
the student and others. Students who know that they have a chronic communicable disease have an
obligation to inform the Vice President of Student Services. The number of personnel aware of the student's
condition will be kept at the minimum needed to assure proper care of the student and to detect situations
in which the potential for transmission of the disease may increase. Persons deemed to have "a direct need
to know" will be provided with the appropriate information; however, these persons shall not further
disclose such information.

2.1230 Bloodborne Pathogens

POLICY
The Board of Trustees acknowledges that employees may incur possible risk when they handle or
participate in procedures that involve blood, body fluid, or other potentially infectious material from a blood
borne pathogen. All human blood and body fluids will be considered potentially infectious and appropriate
barriers will be used to prevent exposure in accordance with applicable law.

PROCEDURE
Rend Lake College is committed to providing a safe environment for all students and staff. The college
developed an exposure control plan in accordance with the Occupational Safety and Health
Administration Bloodborne Pathogens Standard (29 CFR 1910.1030). This plan includes the following:

A. Exposure Determination

OSHA requires employers to perform an exposure determination concerning which employees may incur
occupational exposure to blood or other potentially infectious materials. The exposure determination is
made without regard to the use of personal protective equipment. This exposure determination lists all job
classifications in which all employees may be expected to incur such occupational exposure, regardless of
frequency. The job classifications detailing staff which may incur occupational exposure to blood or other
potentially infectious materials are outlined below:

Job Classification Task/Procedure

Maintenance Staff Bloodborne Pathogen Clean-Up
Coaching Staff Bloodborne Pathogen Clean-Up
Laboratory Instructors Bloodborne Pathogen Clean-Up

All employees will receive training as part of his / her orientation and will be assigned to complete annual
refresher training.

B. Implementation Schedule and Methodology
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Compliance Methods:

Universal precautions will be observed at this facility in order to prevent contact with blood or other
potentially infectious materials. All blood or other potentially infectious material will be considered
infectious regardless of the perceived status of the source individual.

Engineering and work practice controls will be used to eliminate or minimize exposure to employees.
Where occupational exposure remains after implementing these controls, personal protective equipment
shall also be used.

At this facility the following engineering controls will be used:
Handwash facilities
Eyewash stations
Biohazard labels

The above controls will be examined and maintained on a regular schedule. The schedule for reviewing
the effectiveness of the controls is as follows:

Handwash facilities Weekly/Monthly

Eyewash stations Weekly/Monthly

Handwashing facilities are readily available to the employees who incur exposure to blood or other
potentially infectious materials. Handwashing facilities are located:

Athletic training room

Food preparation area

Custodial storage rooms

Biology storage

Chemistry laboratory

Nursing laboratory

All restrooms

Cosmetology laboratory

In situations where handwashing facilities are not feasible (athletic fields), an antiseptic cleanser in
conjunction with clean cloth / paper towels are provided. If the alternatives are used then the hands are to
be washed with soap and running water as soon as feasible.

After removal of personal protective gloves, employees shall wash hands and any other potentially
contaminated skin area immediately or as soon as feasible with soap and water. If employees incur exposure
to their skin or mucous membranes then those areas shall be washed or flushed with water as appropriate
or as soon as feasible.

All sharps shall be disposed of in a labeled container.

Personal Protective Equipment:

All personal protective equipment used will be provided without cost to employees. Personal protective
equipment will be chosen based on the anticipated exposure to blood or other potentially infectious
materials. The protective equipment will be considered appropriate only if it does not permit blood or other
potentially infectious materials to pass through or reach the employees’ clothing, skin, eyes, mouth, or other
mucous membranes under normal conditions of use and for the duration of time that the protective
equipment will be used.

Protective clothing will be provided to employees in the following manner:

Personal Protective Equipment Task
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Non-Latex Gloves Treating cuts, abrasions, etc.

Protective Eyewear Cleaning up chemical spills or vomit
(with solid side shield)

Disposable Barrier Apron Cleaning up chemical spills or vomit
Surgical Mask Cleaning up chemical spills or vomit

All personal protective equipment will be cleaned, laundered, and disposed of by the employer at not cost
to employees. All repairs and replacements will be made by the employer at no cost to employees.

All garments that are penetrated by blood shall be removed immediately or as soon as feasible. All personal
protective equipment will be removed before leaving the work area. The following protocol has been
developed to facilitate leaving the equipment at the work area:

All equipment will be disposed of in containers labeled biohazardous receptacles.

Gloves shall be worn where it is reasonably anticipated that employees may have contact with blood, other
potentially infectious materials, non-intact skin, and mucous membranes. Gloves will be available from the
athletic training room, athletic medicine kits, food preparation area, custodial storage areas, biology lab,
chemistry lab, nursing lab, and cosmetology lab.

Disposable gloves used at the facility are not to be washed or decontaminated for re-use and are to be
replaced as soon as practical when they become contaminated or as soon as feasible if they are torn,
punctured, or when their ability to function as a barrier is compromised.

Situations at this facility that would require such protection are as follows:
Cleaning up blood or any unidentifiable body fluids.

This facility will be cleaned and decontaminated according to the following schedule:
Any area contaminated with blood or other potentially infectious materials will be cleaned
Immediately to prevent further contamination.

Decontamination will be accomplished by using the following materials:
A solution which includes 10% bleach and 90% water and / or other approved solution.

All contaminated work surfaces will be decontaminated after completion of procedures, immediately or as
soon as feasible after any spill of blood or other potentially infectious materials, as well as at the end of the
work shift if surfaces may have become contaminated since the last cleaning.

All bins, pails, cans, or similar receptacles shall be inspected and decontaminated each week by the
custodian assigned to the respective area.

2.1235  Administration of Narcan
POLICY
Rend Lake College Police Department staff may administer Narcan (Naloxone Hydrochloride) in

accordance with the mandated training guidelines determined and provided by the College and pursuant to
20 ILCS 301/5-23.

The following definitions will apply as part of this policy:

Opioid — A sedative / depressant narcotic used primarily in medicine for pain relief. Opioids derive from
natural, semi-synthetic, and fully synthetic opioids and repress the urge to breathe by attaching to opiate
receptors in the brain.
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Narcan (Naloxone Hydrochloride) — A medication which is an opioid antagonist and used to counter the
effects of an opioid overdose by replacing opioids from opiate receptors in the brain.

PROCEDURE
Rend Lake College Police Department staff will assess any potential overdose victim to determine
unresponsiveness, breathing, and other indicators of an opiate induced overdose.

If an opiate overdose is suspected, Rend Lake College Police Department staff shall use universal
precautions and protections from blood borne pathogens and communicable diseases.

Rend Lake College Police Department staff shall then respond to a potential opioid overdose by following
the standard operating procedures for assessing and responding to emergency situations and per training
received in the use of Narcan.

Upon EMS’s arrival at the scene Rend Lake College Police Department staff will immediately notify EMS
personnel whether they administered Narcan and the number of doses administered.

Storage and Replacement

Rend Lake College Police Department staff will ensure that Narcan doses are properly stored.
Documentation of any used, lost, or damaged Narcan doses will be maintained by the Rend Lake College
Chief or his designee.

Documentation/Narcan Reporting

Following the administration of Narcan, staff members will submit a written report detailing the nature of
the incident, the care the individual received, and the fact that the Narcan was administered. All reports
should be forwarded to the Police Chief or his designee.

2.1236 Administration of Epinephrine
POLICY
Rend Lake College staff who have successfully completed the required training program may administer

Epinephrine in accordance with the mandated training guidelines determined and provided by the College
and pursuant to 50 ILCS 705/10.19 and 105 ILCS 5/22-30.

The following definition will apply as part of this policy:

Epinephrine injector — auto-injector approved by the United States Food and Drug Administration for the
administration of epinephrine and a pre-filled syringe approved by the United States Food and Drug
Administration and used for the administration of epinephrine that contains a pre-measured dose of
epinephrine that is equivalent to the dosages used in the auto-injector

PROCEDURE
Rend Lake College Police Department staff will complete an advanced training program to recognize and
respond to anaphylaxis, including the administration of an epinephrine injector. The training will include,
at a minimum, all the requirements included in 50 ILCS 705/10.19.

Following the successful completion of the required training, a member of the Rend Lake College Police
Department staff is authorized to carry, administer, or assist with the administration of epinephrine
injectors provided by the College whenever he or she is performing official duties.

A physician, physician's assistant with prescriptive authority, or advanced practice registered nurse with
prescriptive authority may provide a standing protocol or prescription for epinephrine injectors in the
name of the College to be maintained for use when necessary.
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When a medically trained staff member administers an epinephrine injector in good faith, the police
officer and the College, and its employees and agents, incur no liability, except for willful and wanton
conduct, as a result of any injury or death arising from the use of an epinephrine injector.

The Rend Lake College Police Chief will ensure that epinephrine injectors are provided. In addition,
he/she will be responsible for continued training in the administration of the epinephrine injectors. The
Police Chief will ensure the proper storage, transportation, and the disposal.

2.1240  Public Access Defibrillation
POLICY

Sudden cardiac arrest (SCA) can occur at all ages. The only treatment of SCA is defibrillation such as that
provided by an automated external defibrillator (AED). In the United States, more than 350,000 people die
ecach year from SCA before reaching a hospital. In many cases SCA can be reversed with early
defibrillation. Defibrillation involves shocking the heart with an electric current that allows the heart to
reestablish its normal rhythm. To be most effective, defibrillation must occur as soon as possible after the
onset of SCA. The chance of survival from sudden cardiac arrest decreases by 7-10 percent per minute until
defibrillation. AEDs have been shown to be easy to use (by nonmedical personnel), are safe, and are
effective in saving lives.

A. Emergency Response Preparedness
All employees will be offered a chance to participate in a Cardiopulmonary Resuscitation (CPR)
course which includes Automated External Defibrillation (AED) training.

B. Interaction Between Lay Rescuers and Local EMS System

Upon determining the need for AED use, the rescuer will immediately activate the EMS system
by phoning 911. Upon activating the EMS system, the rescuer will advise the dispatcher of the
following: the type of AED in use and the location of the event (i.e.: aquatic center at Rend Lake
College in Ina).

Upon EMS arrival, the rescuer will release care of the patient to the ambulance attendant with the
highest level of training. At the time of the transfer of care, the rescuer will advise the EMS
personnel the status of patient upon rescuer arrival, whether or not CPR was performed, whether
or not the AED administered any shocks, and any other pertinent information.

If an officer is not already in attendance, the rescuer will notify a member of the Rend Lake College
Police Department immediately upon the completion of the event.

C. AED Maintenance and Checklist

AED will be evaluated weekly by using the AUTOMATED EXTERNAL DEFIBRILLATOR
MAINTENANCE CHECKLIST. If a problem is identified which cannot be corrected
immediately, the Cabinet member responsible for the Training Center will be contacted.

D. After Use of AED

After use of an AED, an incident report must be completed identifying all information requested. Because
a representative of the security department will respond to all such events, it will be the responsibility of
the responding officer to assure that the utilization form is completed and submitted along with the data
card to the Allied Health Dean within 24 hours of the event. If the event occurs after regular business hours
or on a weekend or holiday, the officer in attendance will notify the Allied Health Dean by phone. This
Dean or his/her designee will take responsibility for downloading the event information from the data card.

All supplies will be replaced and equipment tested for other replacement needs (i.e.: battery) by the
attending security officer.
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A review of the incident will be initiated within 24 hours of the event whenever possible. All documentation
related to the event will remain on file at the College indefinitely.

2.1245 Workplace Violence
POLICY

Rend Lake College is committed to working with its employees to maintain a work environment free from
violence, threats of violence, harassment, intimidation and other disruptive behavior. These behaviors will
not be tolerated in our workplace. All reports of incidents will be taken seriously and will be dealt with
appropriately. Individuals who commit such acts may be removed from the premises and may be subject to
disciplinary action, criminal penalties or both. Any person who observes or experiences such behavior by
anyone on college premises, whether he or she is an employee or not, should report it immediately to the
campus police department or local police.

2.1250 Affirmative Action

POLICY
It is the policy of Rend Lake College to provide equal employment and educational opportunities for all
qualified persons without regard to race, color, religion, sex, national origin, age, disability, status as a
protected veteran, sexual orientation or marital status.

Rend Lake College is committed to the principles of equal employment opportunity and affirmative action
and will continue to conduct all personnel actions in accordance with the letter and spirit of applicable state
and federal statutes and regulations, including Executive Order 11246 as amended. Personnel actions
include, but are not limited to: recruitment, hiring, position assignments, compensation, training,
promotion, tenure considerations and award, retention, layoff, termination, and benefits.

2.1255 HIPAA

POLICY
It is the policy of Rend Lake College to comply with all applicable provisions of the Health Insurance
Portability and Accountability Act of 1996 (HIPAA). The College is subject to the HIPAA Privacy Rule
requirements as both a health plan, based on the College’s flexible benefits spending plan, and as a plan
sponsor based on the College’s other health plans.

The College has always valued and has always preserved the confidentiality of employee health
information. It remains the policy of the College that an employee’s health information will not be used or
disclosed for employment-related actions or decisions affecting the benefits of an individual employee.

The College as a whole shall comply with all of its obligations under HIPAA which are applicable to a plan
sponsor as defined under HIPAA.

2.1260 Firearm Concealed Carry Policy

POLICY
It is the policy of Rend Lake College to adhere to and enforce the Illinois Concealed Carry Act, 430 ILCS
66/1 et seq, the “Act”. All rules and regulations imposed as part of the Act which apply to community
college facilities and operations will be in place and enforced.

The following procedures are established to ensure compliance.

PROCEDURE
As indicated in the Act (430 ILCS 66/65(a)(15)), concealed firearms may NOT be carried into “any
building, classroom, laboratory, medical clinic, hospital, artistic venue, athletic venue, entertainment venue,
whether owned or leased, any real property, including parking areas, sidewalks, and common areas under
the control of a public or private community college, college, or university,” with the following exceptions:
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A. On or about his/her person within a vehicle in the parking areas of College-owned property. Firecarms
will not be allowed within vehicles in parking areas which are less than 125 yards from the Children’s
Center or any other property where Rend Lake College is engaged in providing child care services or
events.

B. Any public right of way that touches or crosses community college property.

C. When the firearm is going to be used for the purpose of instruction or curriculum of officially
recognized College programs and offerings or in any designated area used within those programs or
offerings.

For the above specified areas onto which a concealed firearm is allowed, the following additional rules will
apply:

A. A person licensed to carry a concealed firearm must store the firearm and ammunition concealed in a
case within a locked vehicle or locked container out of plain view within the vehicle in the parking
area. For the purpose of this subsection, “case” includes a glove compartment or console that
completely encloses the concealed firearm or ammunition, the trunk of the vehicle, or a firearm carrying
box, shipping box, or other container.

B. A person licensed to carry a concealed firearm may exit a vehicle and carry a concealed firearm in the
immediate area surrounding his or her vehicle within a prohibited parking area only for the LIMITED
purpose of storing or retrieving a firearm within the vehicle’s trunk, provided the person ensures the
concealed firearm is unloaded prior to exiting the vehicle.

For those students who are enrolled in courses which require the use of a firearm, the student will be
informed in advance that he/she must follow the procedures listed below when bringing firearms onto
College property:

A. When students are transporting firearms from parking areas to the classroom or firing range, firearms
must be unloaded and carried within an enclosed case as defined above. Ammunition must also be
transported within an enclosed case.

B. Prior to the firing of any firearm as part of coursework, firearms and ammunition will be inspected by
a certified instructor. Rend Lake College has the right to disallow the firing of any firearm or
ammunition which is deemed to be unsafe.

C. A firearm must be stored in an enclosed case at all times when it is not being used as part of coursework.

Only individuals who possess a valid concealed carry license from the Illinois Department of State Police
will be allowed to bring concealed firearms onto campus property per the above guidelines.

For the sake of this policy, handguns, not long guns, are permitted for concealed carry. Explicitly excluded
are stun guns, Tasers, machine guns, short barrel rifles / shotguns, pneumatic guns, spring guns, paintball
guns and BB guns.

Licensed individuals will be prohibited from carrying a fircarm within a vehicle owned, leased, or
controlled by the College.

The Rend Lake College Police Department will be responsible for the posting of the proper signage as
dictated by the Act. The signage will be posted in a manner which clearly and conspicuously states that the
carrying of concealed firearms is prohibited.
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Concealed carry firearms are prohibited on property which is owned by the College and leased to another
party. The College will be responsible for the proper posting of signage at the leased sites as dictated by the
Act.

The Chief of Police will responsible for the required reporting to the Illinois Department of State Police if
an individual is determined to pose a “clear and present danger” to himself, herself, or others, within 24
hours of the determination and in accordance with Section 6/103.3 of the Mental Health and Developmental
Disabilities Codes, 405 ILCS 5/6-103.3.

Individuals who are in direct violation of the above policies and procedures will be subject to the immediate
discipline as defined below:

A. Individuals will be required to leave campus grounds immediately and may be barred from entry onto
College property in the future.

B. Students will be subject to immediate suspension and / or expulsion and may be barred from entry onto
College property in the future.

C. Rend Lake College employees will be subject to Rend Lake College Policy 4.17 — Grievance Procedure
and may be barred from entry onto College property in the future.

2.1265 Jeanne Clery Act Compliance Policy
POLICY

Rend Lake College will comply with all the requirements of the Clery Act. The Jeanne Clery Disclosure of
Campus Security Policy and Campus Crime Statistics Act (20 USC 1092 (f)) is a federal law which
mandates that all colleges and universities that receive federal financial assistance must disclose certain
timely and annual information concerning campus crime and safety. Each year the updated report will be
distributed to current students and employees and will be made available to the general public on the
College’s website.

In order to ensure compliance with all requirements, the Rend Lake College Police Department will be
responsible for the preparation of an all-inclusive policy and procedures document which applies to
students, faculty, staff and visitors. This internal document will be reviewed and approved annually by the
Rend Lake College Board of Trustees and will address all requirements as outlined in the Handbook for
Campus Safety and Security Reporting.

2.1270  Abused and Neglected Child Reporting Policy
POLICY
The college shall fully comply with the Abused and Neglected Child Reporting Act (325 ILCS 5/1 et seq.)

PROCEDURE
Mandated Reporters: (1) All college personnel are mandated reporters who, if they have reasonable cause
to believe a child known to them in their professional or official capacity may be an abused child or a
neglected child, shall immediately report or cause a report to be made to the Illinois Department of Children
and Family Services; (2) students enrolled in courses which include observation, supervision or mentoring
of children in a school or child care setting are also mandated reporters under the Act.

Cooperation: Employees and students are required to cooperate in the investigation of any report made
pursuant to the Act.

Immunity for Good Faith Reports: The Act provides immunity for anyone who makes a report in good
faith.
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No Retaliation: Retaliation against any employee, student, volunteer or other individual who makes a good
faith report of abuse or neglect or who participates in any investigation of abuse or neglect under the Act is
prohibited. Anyone found to have engaged in prohibited retaliation may be subject to discipline, up to and
including termination, expulsion and / or other sanctions.

2.1275 Code of Ethics
POLICY

In order to ensure public confidence in the College and to comply with the State Officials and Employees

Ethics Act (5 ILCS 430/1-1, et seq.), employees must perform their duties in a proper and ethical manner

and avoid even the appearance of impropriety. Thus, in the best interests of the College, employees shall

subscribe to the following Code of Ethics:

A. General Provisions

a. Definitions — The following terms shall be given the definition as set forth in Section 1 of the

Act

(a) Campaign for elective office

(b) Candidate

(c) Collective bargaining

(d) Compensated time

(e) Compensated time off

(f) Contribution

(g) Gift

(h) Leave of absence

(1) Political activity

() Political organization

(k) Prohibited political activity

(I) Prohibited source

b. For the purposes of this policy, “employee” shall mean any person employed by the Board,

whether on a full-time or part-time basis, or pursuant to a contract, whose duties are subject
to the direction and control of the Board and / or its administrative employees with regard to
the material details of the work performed. The term “employee” does not include a volunteer
or an independent contractor. “Employer” shall mean the Board of Trustees (sometimes
referred to herein as the “Board”).

B. Prohibited Political Activities — Prohibited political activities are enumerated in 5 ILCS 430/5-5
through 5-15. It is the policy of Rend Lake College to adhere to the requirements as outlined in these
sections.

C. Gift Ban — Gift ban regulations are enumerated in 5 ILCS 430/10-10 through 10-40. It is the policy of
Rend Lake College to adhere to the requirements as outlined in these sections.

D. Employees shall keep in confidence information that has been obtained in the course of professional
service, unless disclosure is required by law or is otherwise authorized by the Board.

E. Employees shall not use College time, supplies and materials, funds, facilities, equipment, property,
or students for personal financial gain.

F. Employees shall not seek to influence the purchase of products or services by the College when such
influence may result in personal gain.

G. Employees owe their first responsibility to fulfilling the terms of their contracts or employment
obligations to the College. Employees may not obligate themselves for additional services inside or
outside the College if such obligations would interfere with fulfilling their primary responsibilities to
the College.

If any employee of Rend Lake College believes he / she has a potential conflict of interest based upon this
policy, the employee should review the situation with the College President, who shall make a
determination.

70


http://www.ilga.gov/legislation/ilcs/ilcs5.asp?ActID=2529&ChapterID=2
http://www.ilga.gov/legislation/ilcs/ilcs5.asp?ActID=2529&ChapterID=2
http://www.ilga.gov/legislation/ilcs/ilcs4.asp?ActID=2529&ChapterID=2&SeqStart=500000&SeqEnd=1700000
http://www.ilga.gov/legislation/ilcs/ilcs4.asp?ActID=2529&ChapterID=2&SeqStart=500000&SeqEnd=1700000
http://ilga.gov/legislation/ilcs/ilcs4.asp?DocName=000504300HArt.+10&ActID=2529&ChapterID=2&SeqStart=1700000&SeqEnd=2200000

2.1280 Nepotism
POLICY

Rend Lake College is committed to hiring individuals solely on the basis of their qualifications and shall
make every effort to hire the most qualified candidate. While the college is committed to hiring the most
qualified candidates, family members of the Board of Trustees, the President, and the Vice Presidents may
not be considered for employment at Rend Lake College. In reference to other employees of the college,
persons who are their immediate family (mother, father, sister, brother, mother-in-law, father-in-law, son-
in-law, daughter-in-law, husband, wife, and children), or who are cohabiting or living as a family unit, or
have a guardian/dependent relationship, may not be employed by Rend Lake College in a situation in which:

A. One person would have the authority or practical power to supervise, appoint, remove, or discipline
the work of another;

B. One person would be responsible for auditing the work of the other person; or

C. Other circumstances exist which would place the person in a situation of actual or reasonably
foreseeable conflicts between their interests and the interests of the college.

This policy does not affect student workers, grant-funded positions, part-time employees, or any individuals
who are already employed by the college prior to becoming family members.

2.1285 Domesticated Animals on Campus
POLICY
Animals are prohibited from Rend Lake College campus.

PROCEDURE
Animals, including but not limited to pets, are prohibited on campus with the exception of 1) Service
animals as defined by the Americans with Disabilities Act (ADA); 2) Service animals in training in
compliance with Illinois Compiled Statute 720 ILCS 5/48-8 Sec. 48-8; 3) Animals for instructional
purposes as approved by the President or his/her designee; 4) Working dogs used by law enforcement.

Specifically, emotional support animals are not considered service animals and are not permitted on Rend
Lake College campus.

2.1290 Demonstrations on Campus

POLICY
The College recognizes the constitutional rights of students, citizens and employees, including the right to
go about one's business without interference.

The College is dedicated to intellectual development by the process of rational thought and to the freedom
of expression of ideas and opinions. Therefore, the College welcomes responsible dissent and discourse on
the issues of our time.

Freedom to protest by lawful means must and shall be protected by all the authority available to the College.
However, when actions of individuals interfere with the legitimate rights of others and/or are directed at
disrupting the normal process of College life, appropriate action shall be taken.

In summary, interference with the normal function and proper conduct of the College forces the College to
take appropriate disciplinary action, including suspension or expulsion from the College when the College
regulations are disregarded, and invoking legal action by civil authority when the laws of the State of Illinois
are broken.
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2.1295 Posting of Signs on Campus Bulletin / Information Boards

POLICY
The Board of Trustees has determined that it is necessary and important to regulate posting of flyers,
information, signs, billboards, decals, notices, the use of table tents, placards, poster, banner and hand held
signs. This policy shall be regulated by the Office of the Vice President of Student Services.

PROCEDURE
The Administration has been delegated the authority to establish procedures and penalties for sign posting
on campus. Individuals and campus organizations have and assume full responsibility and liability for the
signs that they post.

The Vice President of Student Services Office has the right to deny the approval of any sign that fails to
comply with any of the general policies of Rend Lake College. Such policies can be found in the current
Student Handbook.

No object, other than a sign, may be posted on Rend Lake College property unless approved by the Vice
President of Student Services Office. All signs must be stamped and dated by a member of the Vice
President of Student Services Office staff.

No signs are to be posted on any college door or window, unless the Vice President of Student Services
grants special permission.

The person or group responsible is responsible for providing thumbtacks for posting the signs on bulletin
boards and tape for posting on the information boards.

Signs are to be posted in a neat and orderly fashion on the bulletin boards (no overlapping other signs if
possible). Only one sign of a particular announcement may be posted on an individual bulletin / information
board.

The person responsible for posting the sign must remove the signs no later than the stamped removal date.
Signs relating to a particular event must be taken down by 5:00 p.m. on the next class day after the event.
The person or organization shall clean and remove any litter that resulted from the posting of its signs. In
the event that such persons or organizations fail to abide by this provision of the posting policy, the Student
Services Office staff shall be authorized to remove the sign(s) and issue a penalty.

Future posting of signs may be prohibited for failure to follow the reasonable time, place, and manner
restrictions included in the posting procedure policy.

Failure to comply with any of the aforementioned procedural policy guidelines will result in a penalty to
the club or individual. The degree of the penalty shall be decided at the discretion of the Vice President of
Student Services.

2.1300 Informal Complaints
POLICY

Rend Lake College recognizes that disputes or issues may sometimes arise. Students, employees, and
members of the community are encouraged to seek informal resolution of their complaints or concerns.
Informal complaints (concerns or expression of dissatisfaction or disagreement) should be handled through
direct communication (conversation, email, or letter) with the student, employee, or member of the
community and the Rend Lake College staff member or department/division involved. The majority of
complaints can be addressed and resolved through communication with the individual(s) involved.
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PROCEDURE

If the issue remains unresolved, students, employees, and members of the community should be directed to
report informal complaints to either the staff member’s supervisor or to the person responsible for the area
involved. The supervisor will engage in direct communication with the parties involved to address the
situation. He/she will seek a remedy which is acceptable to all parties involved. Students, employees, and
members of the community may also consult with the Vice President of Student Services if they are unsure
about where or how to address a complaint or concern.

In the event that a staff member feels that the situation may warrant further action or should be documented,
he/she should report the issue to his/her respective Cabinet member who may choose to complete an
electronic informal complaint form. The electronic submission will include the type of complaint, the
parties involved, description of complaint, and actions taken as a result of the issue. Submissions will be
forwarded to the Vice President of Student Services and compiled in a database. He/she may forward the
informal complaint to the appropriate member of the President’s Cabinet for further review if needed. A
list of the informal complaints received will be reviewed by Cabinet on a quarterly basis to determine if
future action is necessary.

2.1400 Campus Police

POLICY
The purpose of Rend Lake College's Police Department is to ensure that the College's campus is a safe,
secure one. The Chief of Police and the employees who report to him/her depend on help from students and
employees to accomplish this purpose. Police Department personnel are available to do the following:

PROCEDURE
A. Respond to Emergency Situations
Campus Police will respond to emergency situations and/or secure the necessary emergency help from
outside agencies and will notify the appropriate administrators of the emergency situation.

B. Secure Facilities

The Rend Lake College Police Department is responsible for doing safety/security audits, checking lights,
locks, fire extinguishers, and fire alarms. Police Department personnel are responsible for providing access
to facilities at times other than when the campus is open. Emergencies may necessitate changes or alteration
to any posted schedules. Areas of the campus determined to be problematic may have security surveys
conducted of them. Results of such surveys will be provided to the Office of the President and may be
provided to other administrators or the Physical Plant to determine steps that need to be taken to make the
area more secure and safer for the college.

C. Enforce the Law and College Policy

The Chief of Police and Campus Police Officers have law enforcement authority which means each has all
powers of police officers in cities and sheriffs in counties, including the power to make arrests on view or
on warrants of violation of State statutes and to enforce county or city ordinances in all counties that lie
within the community college district when such is required for the protection of community college
personnel, students, property, or interests. Such officers shall have no power to serve and execute civil
process. Police personnel will not make arrests off-campus without approval of the Chief of Police and the
college President. The Chief of Police and other department personnel will work closely with the Jefferson
County Sheriff's Office and other agencies as needed. In addition to consulting with, requesting information
or assistance from, and turning information or evidence, as permitted by law, over to other law-enforcement
agencies, the Chief of Police will follow these guidelines when working with any on-campus student
problem:
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In most misdemeanor and some felony cases (Class IV, Class III, Class II) the following steps will

be taken:

a. The Chief of Police will investigate the incident or cause the incident to be investigated.

b. The Chief of Police will meet with the Vice President of Student Services and other appropriate
administrators to decide what action the College should take. The College president must
approve the decision to press charges.

i. If charges are to be filed, the Chief of Police or his designee will complete the investigation
and then turn all information over to the Jefferson County States Attorney's Office. The
College may also consider imposing College disciplinary sanctions.

ii. Even if charges are not filed, the College may impose College disciplinary sanctions.

In all Class I and Class X felony cases, the following steps will be taken:

i.  The Chief of Police or his designee will immediately call the Jefferson County Sheriff's
Department and/or the State Police. The outside agency will then be responsible for the
investigation and follow-up.

ii. The Chief of Police will assist the outside law enforcement agency(ies) and will advise the
President and other appropriate administrators of the situation.

iii. The Chief of Police will be involved in the decision, along with the President and
appropriate administrators, to make timely reports to the campus community on crimes
considered to be a threat to other students and employees.

On each adjudicated case in which a finding of racial, ethnic or religious intimidation or sexual

harassment made in the grievance procedure established by the College, the Chief of Police will

report the adjudication, within reasonable time, to the President.

In all reports received by Campus Police alleging the commission of a hate crime, the following

steps will be taken:

i. The Chief of Police or his designee will immediately forward the report to the Jefferson
County State's Attorney.

ii. The Chief of Police will advise the College President and other appropriate administrators
of the situation and will assist the State's Attorney and the outside law enforcement
agency(ies) in the investigation.

D. Security Awareness and Crime Prevention

The Chief of Police, along with the Campus Safety Committee, will provide articles of security
awareness and crime prevention to the campus community, and will place appropriate information at
various locations on campus. The articles and information will encourage students to lock car doors, to
be careful at used book sale time, and to report unusual, perhaps criminal, situations to the Chief of
Police by stopping by his/her office or by dialing extension 1911. These fliers, at appropriate times, will
tell students and employees what to do during a tornado, earthquake, fire, or other disaster situation.
These informational pieces will also refer students to the Student Handbook for the policy concerning
possession and use of alcohol and illegal drugs.

2.1405 Traffic and Parking Regulations

POLICY

The Chief of Police and police personnel will be responsible for traffic control on campus. All students and
employees of the College will be provided with a college parking decal which should be displayed.

Rend Lake College provides parking for students, faculty, staff and visitors on campus free of charge.
Parking is permitted in several designated areas or lots on campus to allow for an orderly flow of traffic.
All motor vehicles are subject to traffic signs, signals, and regulations while on campus including but not
limited to the following:

A. Vehicles must be parked in authorized parking spaces. No parking will be permitted on the campus
road unless authorized by the Chief of Police.
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B. The speed limit on campus is 15 miles per hour unless otherwise posted.

C. Students and employees must obey traffic signs.

D. Pedestrians shall be given the right-of-way at all times in the College parking lots and road. Pedestrians
should exercise all due caution.

E. In order to park in a handicapped parking space, a person must have a state-issued handicapped card or

license plate. A person with a temporary handicap must obtain a College handicapped parking permit
from the Chief of Police. Documentation may be required to determine the temporary handicapping
condition.

Fines for parking violations are listed in Policy 6.7. Fines may be paid in the business office during normal
business hours. Failure to pay fines will result in the withholding of records and/or denial of registration
for subsequent terms.

Vehicles subject to towing at the owner’s expense include the following:

. Vehicles parked on sidewalks, grass, or crosswalks.

. Repeated violations of parking in “Disability Parking” spaces without proper permit
displayed.

. Vehicles which have accumulated three or more unpaid parking citations.

. Any vehicle determined to be abandoned inoperable.

. Vehicles parked in such a way as to impede the normal traffic flow, both vehicular and
pedestrian.

PROCEDURE

If disability parking is needed, contact Rend Lake College police for information regarding requirements
which may be established by the Administration.

Any person who receives a campus citation may file a written request for an appeal in writing with the Vice
President of Student Services. Such requests must be made within two working days. The Vice President
of Student Services will conduct a hearing with the violator and the officer. The Vice President’s decision
will be final.

2.1410 Use of Force

POLICY
The Rend Lake College Police Department Sworn Officers will comply with existing law on the use of
force. Sworn officers may resort to the use of force only when permitted by law. Rend Lake College Police

Department Sworn Officers will follow all rules and regulations of Illinois State Police OPS-046 Use of
Force and Illinois Compiled Statues 720 ILCS 5/7-5; 7-5.5; 7-6; 7-8; 7-9.

PROCEDURE
e Sworn officers need not wait for injury to occur to themselves or another before taking appropriate
action to prevent it.
o One of the primary concerns of the Department is the safety of its sworn officers.
o The Department recognizes that what is reasonable and necessary may not be the same for all
sworn officers.
o When danger threatens, a sworn officer should take appropriate action that is reasonable and
necessary but will be held accountable for the use of excessive force
e  While the ideal situation would require only verbalization that may not always be possible.
o The reasonable and necessary amount of force needed to control a subject may require the
sworn officer’s initial reaction to be the use of a firearm, and the officer’s option to use other
control techniques would have to be bypassed.
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o The decision by a sworn officer to use force is dictated by each situation. This decision is
based on the totality of the circumstances known or reasonably believed by the sworn officer
at the time such force is used.

o Identification — If circumstances permit, sworn officers must make their identity as police officers
known.
e Warning:

o Whenever possible, a sworn officer will exercise persuasion, advice, and / or warning of the
impending use of force.

o Any warning need not specify the exact type or amount of force to be applied and need only
indicate that the use of appropriate force is imminent unless the suspect complies. However,
sworn officers are not expected to place themselves or another in danger by giving such
warning, and if a warning is ineffective, appropriate force should be used to affect the arrest.

o Rend Lake College Police Department Prohibits the use of warning shots.

e  When a sworn officer, either on or off-duty, uses any measure of force, by a firecarm or any other
means, beyond officer presence and handcuffing a compliant individual, the sworn officer will:

o Ensure the physical condition of the person(s) is evaluated. First aid will be rendered and
emergency medical aid summoned, as appropriate.

o Complete a Rend Lake College Police Department Incident Report classifying the incident as
Officer Use of Force.

= Every Officer involved in any Use of Force encounter will complete a Written Report
w/narrative and a Use of Force Report.

* The Primary/Contact Officer will prepare the Incident Report w/narrative and the Use
of Force Report along with any other required documentation.

=  The Back-up/Support Officer(s) will prepare a Supplementary Report w/narrative and
the Use of Force Report along with any other required documentation to be attached
to the Incident Report.

= The Rend Lake College Chief of Police and/or Deputy Chief will review the Incident
Report, any Supplementary Reports, and any other documents and media related to
the incident and forward this material to the Rend Lake College President for review.

2.1500 Security Awareness and Acceptable Use of Computer Equipment

Policy
POLICY
The purpose of this policy is to outline the acceptable use of computer equipment at Rend Lake College.
These rules are in place to protect the employees and Rend Lake College. Inappropriate use exposes Rend
Lake College to risks including virus attacks, compromise of network systems and services, and legal
issues.

Rend Lake College is committed to protecting all employees, partners and the organization from illegal or
damaging actions by individuals, either knowingly or unknowingly.

Internet/Intranet/Extranet-related systems are the property of Rend Lake College. These systems are to be
used for business purposes or in serving the interests of the organization, and of our students in the course
of normal operations.

Effective security is a team effort involving the participation and support of every Rend Lake College
employee, contractor, consultant, temporary employee, and all other workers at Rend Lake College,
including all personnel affiliated with third parties. It is the responsibility of every computer user to know
these guidelines, and to conduct their activities accordingly.

This policy applies to all equipment, software, and systems that are owned, leased, or affiliated with Rend
Lake College.
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General Use and Ownership

A.

While network administration desires to provide a reasonable level of privacy, users should be
aware that the data they create on the corporate systems remains the property of Rend Lake College.
There should be no expectation of privacy toward personal information stored on devices / services
belonging to / provided by Rend Lake College.

Employees are responsible for exercising good judgment regarding the reasonableness of personal
use. If there is any uncertainty, employees should consult their supervisor or manager.

All information containing personally identifiable or confidential information must be encrypted.
Only encryption products approved by Rend Lake College and configured to standards set by Rend
Lake College may be used. It is a violation of this policy for anyone to attempt to bypass, to
penetrate, to alter the configuration of, or otherwise affect the operation of the encryption.

For security and network maintenance purposes, authorized individuals within Rend Lake College
may monitor equipment, systems and network traffic at any time.

Rend Lake College reserves the right to audit networks and systems on a periodic basis to ensure
compliance with this policy.

Each user of a College-owned laptop, tablet, or other mobile device is responsible for the security
of that device, regardless of whether the device is used in the office, at one's place of residence, or
in any other location such as a hotel, conference room, car or airport. Users are expected to provide
reasonable care and effort to protect the device.

All users are responsible for the security and safety of their assigned device(s) and will be
financially accountable if the device is not returned, or if it is stolen, lost, or destroyed as a result
of misuse or neglect. The cost to repair or replace the device will be determined by the Information
Technology Department at the time of the loss, based on current market value.

Additional application software should not be loaded onto a device unless approved by the
Information Technology Department. For all applications that require a license, Rend Lake College
must own the license.

Report the loss of a device immediately to the Information Technology Department. For loss as the
result of theft, immediately notify local law enforcement authorities and provide the Information
Technology Department a copy of the police report. Personal devices that have been configured to
connect to Rend Lake College systems using credentialed authentication are to be immediately
reported to the Information Technology Department.

Security and Proprietary Information

A.

The user interface for information contained on Internet/Intranet/Extranet-related systems is
classified as confidential. Examples of confidential information include but are not limited to the
following:

1. Personal Information

Social Security Number

Social Insurance Number

Date of Birth

Mother’s Maiden Name

Driver’s License Information
Professional License Information
Paycheck, Pay stubs, Pay Stubs, Pay Rates
Passport Information

Grades

Transcripts

RS e A0 O

77



k. Academic Records
2. Financial Information
Credit Card Numbers
Credit Card Expiration Dates
Credit Card CCV Numbers
Bank/Credit Union Account Numbers
Credit Reports
Billing Information
. Payment History
3. Medical Information
a. Medical Records
b. Doctor Names and Claims
c. Insurance Policy Information
d. Prescription Information
4. Business Information
Federal ID Numbers
Proprietary Information
Trade Secrets
Business Systems
Security Systems
Employee Identifiers
Access Numbers/Passwords
Customer, Student, Patient Identifiers
Vendor Numbers
Account Numbers
Student Account Information
. Employees should take all necessary steps to prevent unauthorized access to this information.

@ an o
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. Keep passwords secure and do not share accounts. Authorized users are responsible for the security
of their passwords and accounts. System and user level passwords should be changed every 90
days.

. Employees should secure their PCs, laptops, tablets, mobile devices, and workstations by logging
off or locking when the host will be unattended.

Employees of Rend Lake College should reserve use of their RLC email account to business use
only and refrain from posting to newsgroups, social media, or other online public forums unless
posting is in the course of business duties.

All hosts used by the employee that are connected to the Rend Lake College
Internet/Intranet/Extranet, whether owned by the employee or Rend Lake College, shall utilize
approved real-time virus-scanning software with a current virus database.

. Employees must use extreme caution when opening e-mail attachments which may viruses or other
malicious software.

Unacceptable Use

The following activities are, in general, prohibited. Employees may be exempted from these
restrictions during the course of their legitimate job responsibilities (e.g., systems administration
staff may have a need to disable the network access of a host if that host is disrupting production
services).

Under no circumstances is an employee of Rend Lake College authorized to engage in any activity
that is illegal under local, state, federal or international law while utilizing Rend Lake College-
owned resources.
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The lists below are by no means exhaustive, but attempt to provide a framework for activities which
fall into the category of unacceptable use.

System and Network Activities
The following activities are strictly prohibited, with no exceptions

1.

10.
11.

12.

Violations of the rights of any person or company protected by copyright, trade secret, patent
or other intellectual property, or similar laws or regulations, including, but not limited to, the
installation or distribution of "pirated" or other software products that are not appropriately
licensed for use by Rend Lake College.

Unauthorized copying of copyrighted material including, but not limited to, digitization and
distribution of photographs from magazines, books or other copyrighted sources, copyrighted
music, and the installation of any copyrighted software for which Rend Lake College or the
end user does not have an active license is strictly prohibited.

Post, store, send, transmit, or disseminate any information or material which a reasonable
person could deem to be objectionable, offensive, indecent, pornographic, harassing,
threatening, embarrassing, distressing, vulgar, hateful, racially or ethnically offensive, or
otherwise inappropriate, regardless of whether this material or its dissemination is unlawful.

Exporting software, technical information, encryption software or technology, in violation of
international or regional export control laws, is illegal. The appropriate management should be
consulted prior to export of any material that is in question.

Use or distribute tools designed or used for compromising security, such as password guessing
programs, decoders, password gatherers, unauthorized keystroke loggers, analyzers, cracking
tools, packet sniffers, encryption circumvention devices, or Trojan Horse programs. Network
probing or port scanning tools are strictly prohibited. Special permission may be granted for
Rend Lake College technology classes that incorporate wireless spectrum analysis and access
point identification as part of their curriculum;

Revealing your account password to others or allowing use of your account by others. This
includes family and other household members when work is being done at home.

Make available to anyone outside the premises the ability to use the service (i.e. Wi-Fi, or other
methods of networking), in whole or in part, directly or indirectly, or on a bundled or unbundled
basis, without Rend Lake College’s expressed written permission.

Using a Rend Lake College computing asset to actively engage in procuring or transmitting
material that is in violation of sexual harassment or hostile workplace laws in the user's local
jurisdiction.

Making fraudulent offers of products, items, or services originating from any Rend Lake
College account.

Making statements about warranty, expressly or implied, unless it is a part of normal job duties.

Effecting security breaches or disruptions of network communication. Security breaches
include, but are not limited to, accessing data of which the employee is not an intended recipient
or logging into a server or account that the employee is not expressly authorized to access,
unless these duties are within the scope of regular duties. For purposes of this section,
"disruption" includes, but is not limited to, network sniffing, pinged floods, packet spoofing,
denial of service, and forged routing information for malicious purposes.

Port scanning or security scanning is prohibited unless prior expressed written permission from
IT is received.
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13. Executing any form of network monitoring which will intercept data not intended for the
employee's host, unless this activity is a part of the employee's normal job/duty or expressed
written permission from RLC administration is received in advance.

14. Circumventing user authentication or security of any host, network or account.

15. Interfering with or denying service to any user other than the employee's host (for example,
denial of service attack).

16. Using any program/script/command, or sending messages of any kind, with the intent to
interfere with, or disable, a user's terminal session, via any means, locally or via the
Internet/Intranet/Extranet.

17. Providing personal information about, or lists of, Rend Lake College employees to parties
outside Rend Lake College.

18. Impersonate any person or entity, engage in sender address falsification, forge anyone else’s
digital or manual signature, or perform any other similar fraudulent activity

Email and Communications Activities

1. Sending unsolicited email messages, including the sending of "junk mail" or other advertising
material to individuals who did not specifically request such material (email spam).

2. Any form of harassment via email, telephone or paging, whether through language, frequency,
or size of messages.

3. Unauthorized use, or forging, of email header information.

4. Solicitation of email for any other email address, other than that of the poster's account, with
the intent to harass or to collect replies.

5. Creating or forwarding "chain letters", "Ponzi" or other "pyramid" schemes of any type.

6. Use of unsolicited email originating from within Rend Lake College's networks of other
Internet/Intranet/Extranet service providers on behalf of, or to advertise, any service hosted by
Rend Lake College or connected via Rend Lake College's network.

Enforcement
Any employee found to have violated this policy may be subject to disciplinary action, up to and including
termination of employment and/or legal action.

2.1505 Email

POLICY
Email originating and disseminated from Rend Lake College should primarily be used for College business,
education of its students, and communication between faculty, staff and administration.

Email of a personal nature should be kept to a minimum. Email originating and disseminated from Rend
Lake College that contains jokes, chain letters, and any other materials that have the potential to expose the
College to litigation is prohibited.

Except where excluded by copyright, intellectual property rights, or prior agreement, Rend Lake College
owns all electronic documents that are produced on and disseminated from College-owned technology,
regardless of the format, platform or program used in their creation. The College reserves the right to
monitor emails, including incoming emails, and take appropriate disciplinary actions for those faculty, staff,
and administration who violate the email policy as defined above.
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2.1507 Media Relations

POLICY
Media relations is an important piece of the college’s operations which allows the institution to tell its story,
respond to current events, address new developments and promote a positive image. This policy is designed
to assist the various departments of the college in their communications with news media outlets.

Direct contact between media agencies will be initiated by or handled through the college’s Marketing and
Public Information Department. This will ensure that information conveyed to the media is communicated
in one voice and is timely and accurate, and will ensure that regulations restricting the release of protected
information are followed.

PROCEDURE
Inquiries from Media — Employees contacted by media representatives will direct the representative to the
Marketing and Public Information Department. Staff there will determine how to best handle the inquiry
and, if necessary, generate a response or assist the employee in communicating with the representative.

An exception to this policy will be coaches or their designees at events, where they may be approached by
reporters to comment on games, matches and tournaments. However, should a media representative inquire
about subjects other than those related to the event or team, such requests should be forwarded to the
Marketing and Public Information Department.

Press Releases — The Marketing and Public Information Department assists departments in promoting their
programs and accomplishments and will work to create press releases on relevant topics. College
representatives who want press releases generated should consult with the Marketing and Public
Information Department. The department also can assist in inviting media and area dignitaries to campus
events.

2.1510  Social Media

POLICY
The Rend Lake College Social Media Policy only applies to social media accounts created to represent
Rend Lake College groups, departments, programs, entities, etc., and does not apply to private individual
accounts.

This policy governs the publication of and commentary on social media by employees of Rend Lake College
(RLC), as well as the creation and administration of social media accounts. For the purposes of this policy,
social media means any facility for online publication and commentary, including without limitation blogs,
wikis, and social networking sites. This policy is in addition to and complements any existing or future
policies regarding the use of technology, computers, email and the internet.

RLC employees are subject to this policy to the extent they identify themselves as an RLC employee on a
college-affiliated social media platform.

Publication and commentary on social media carry similar obligations to any other kind of publication or
commentary. All uses of social media must follow the same professional standards expected of RLC
employees.

The College reserves the right to remove content for any reason, including but not limited to content which
is defamatory, offensive, pornographic, libelous, discriminatory or otherwise inappropriate, injurious or
illegal. The college also reserves the right to delete or shut down a college-affiliated social media presence
at its discretion. Employees who fail to follow this policy may be subject to disciplinary action.
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PROCEDURE

Anyone wishing to create a social media presence affiliated with RLC must first obtain permission
from the appropriate Dean or Vice President or the President. The individual must have read the
RLC Social Media Guidelines published by the Marketing and Public Information Department and
accept responsibility for the publication of content on that site within said guidelines. The
appropriate staff member in the marketing & public information department will establish the
account and remain as its administrator. Access to the account will then be granted to the
requesting department. In the event this arrangement is not possible or feasible with a given social
media platform, the requesting department will work with marketing & public information for a
suitable arrangement.

2.1515  Identity Theft Pursuant to Red Flags Rule

POLICY
The purpose of this policy is to ensure the compliance of Rend Lake College with the “Red Flags Rule”
regulations, to identify risks associated with identity theft, and to mitigate the effects of identity theft. The
scope of Red Flags applies to accounts that are credit accounts, such as students’ deferred payment plans,
and other accounts with risks of identity theft including students, employees, and 1099 vendors.

Under the Red Flags Rule, Rend Lake College is required to establish an Identity Theft Prevention
Program to include reasonable policies and procedures for detecting, preventing and mitigating identity

theft and enable the entity with covered accounts to:

- Identify relevant Red Flags for new and existing covered accounts and incorporate those Red Flags into
the program;

- Detect Red Flags that have been incorporated into the program,;
- Respond appropriately to any Red Flags that are detected to prevent and mitigate Identity Theft;
- Ensure the policy and procedures are updated periodically to reflect changes in risks.

DEFINITIONS
Red Flag: A pattern, practice, or specific activity that indicates the possible existence of Identity Theft.

Identity Theft: Fraud committed using the identifying information of another person.
Covered Account:
The Red Flags Regulations define the term “covered account” to mean:

(1) An account that the College offers or maintains, primarily for personal, family, or household purposes
that involves or is designed to permit multiple payments or transactions.

(2) Any other account that the College offers or maintains for which there is a reasonably foreseeable risk
to customers, or to the safety and soundness of the financial institution, or creditor from identity theft,
including financial, operational, compliance, reputation, or litigation risks.

The accounts or records that have been identified as covered accounts by Rend Lake College are:
- Student Accounts and Records
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- Financial Aid Accounts and Records

- Employee Accounts and Records

- Direct Deposit Records

- Individual vendor (1099) types of account
- Library Records
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Identifying information: Any name or number that may be used, alone or in conjunction with any other
information, to identify a specific person, including:

- Name

- Address

- Social security number

- Date of birth

- Government issued driver’s license or identification number

- Alien registration number

- Government passport number

- Employer or taxpayer identification number

- Student identification number

- Telecommunication Identifying Information or access device
- Unique biometric data or other unique physical representation
- Unique electronic identification number, address, or routing code

IDENTIFICATION OF RED FLAGS

A “Red Flag” is a pattern, practice, or specific activity that indicates the possible existence of identity
theft. In order to identify relevant Red Flags, the College considers the types of accounts that it offers and
maintains, the methods it provides to open its accounts, the methods it provides to access its accounts, and
its previous experiences with actual and attempted Identity Theft. The Red Flags considered for inclusion
are organized in five categories and can be found at https://www.ftc.gov/tips-advice/business-
center/guidance/fighting-identity-theft-red-flags-rule-how-guide-business

OVERSIGHT

As permitted by the Red Flags Rule regulations, responsibility for overseeing the administration of the
program, as well as responsibility for compliance monitoring, to the appropriate staff in the Information
Technology Department.

DETECTION OF RED FLAGS

The program includes detection of Red Flags on both new and existing accounts. The appropriate staff
from Information Technology, along with other employees deemed necessary, will develop and
implement specific methods and protocols appropriate to meet the goals and requirements of this
program.

New Accounts

In order to detect any of the Red Flags associated with the opening of a new account, procedures and
processes will include appropriate elements from the following steps in order to obtain and verify the
identity of the person opening a new account:

- Require certain identifying documentation and all requested information such as name, date of birth,
Social Security Number (SSN), academic records, residential or business address, driver's license or other
identification;

- Review documentation to detect alteration or forgery;

- Review information and documentation for consistency;

- Verify the account holder’s identity at time of issuance of an identification card (for instance, review a
driver's license or other government-issued photo identification card);

Existing Accounts
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In order to detect any of the Red Flags during the use of an existing account, procedures and processes
will include appropriate elements from the following steps in order to provide a reasonable assurance of
the identity of the person:

- Verify the identification of account holders if they request information (in person, via telephone, via
facsimile, via email)

- Review documentation to detect alteration or forgery

- Verify the validity of requests to change billing / payment addresses

- Verify changes in banking information provided for billing / payment purposes (may only be submitted
in person to Payroll and/or Human Relations staff)

RESPONDING TO RED FLAGS AND MITIGATING IDENTITY THEFT

In order to mitigate the risk and impact of an identity theft, procedures and processes will include
appropriate elements such as those listed in the following example steps in response to observance or
notification of one or more Red Flags. The actual response may vary depending on the nature and degree
of risk posed by the Red Flag:

- Investigate the incident further to verify and gather information

- Continue to monitor an account for evidence of Identity theft

- Contact the account holder

- Change any passwords or other security devices that permit access to accounts

- Decline opening the new account

- Close an existing account

- Reopen an account with a new number

- Notify law enforcement

- Determine that no response is warranted under the particular circumstances

OVERSIGHT OF THIRD-PARTY SERVICE PROVIDERS

In the event the College engages a service provider to perform an activity in connection with one or more
covered accounts, the college will take the following steps to ensure the service provider performs its
activity in accordance with reasonable policies and procedures designed to detect, prevent and mitigate
the risk of identity theft:

- Require, by contract, that service providers have such policies and procedures in place.

- Require, by contract, that service providers review the College's program and report any Red Flags to
the appropriate Information Technology staff member or the College employee with primary oversight of
the service provider relationship.

TRAINING

Staff training is required for all employees, officials, and contractors for whom it is reasonably
foreseeable that they may come into contact with accounts or personally identifiable information that may
constitute a risk to the College or its customers.

The appropriate Information Technology staff member, in coordination with the Human Resources
Specialist, will maintain records related to the assignment and completion of staff training for designated

2.1516 Record Retention

POLICY
Rend Lake College will retain and maintain all records in accordance with regulations prescribed by the
U.S. Department of Education, Illinois State Board of Education, and the Illinois Community College
Board. Records will be retained and disposed of in accordance with the regulations and standards of the
Local Records Act, except where a record is subject to federal and/or state regulations. In conjunction
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with various types of information and corresponding retention requirements, the College will follow the
guidelines referenced in the Rend Lake College Record Retention Handbook.

2.1520 Whistleblower Protection
POLICY

Rend Lake College requires all employees to observe high standards of business and personal ethics in the
conduct of their duties and responsibilities. The College is committed to compliance with the laws and
regulations to which it is subject. However, even the best systems of control cannot provide absolute
safeguards against irregularities. The College provides various mechanisms to assist and encourage
employees to come forward in good faith with reports or concerns about suspected compliance issues. The
College encourages this reporting of suspected wrongdoing on a timely basis.

Whistle-Blower Policy

The Whistle-Blower Policy governs only the reporting and investigation of suspected violations of law,
external regulations or College policy of a financial nature or misuse of College resources. The policy is
not intended and may not be used for personal or employment grievances, general compensation and benefit
complaints, opinions on policy, etc.

Protection from Retaliation

An employee who, in good faith, reports a suspected violation of law or College policy shall not suffer
harassment, retaliation or adverse employment consequence from other employees or the College. An
employee who retaliates against someone who has reported a suspected violation in good faith is subject to
discipline up to and including termination of employment. Any employee who believes that he/she has been
retaliated against after making a good faith report may report this alleged retaliation to the Human
Resources Specialist or Campus Police Chief.

Confidentiality under the Whistle-Blower Policy
Confidentiality of the reporter will be maintained to the extent practicable within the limitations of the law,
College policy and the legitimate needs of the investigation.

Sanctions for a False Report

A report made under this policy can have considerable impact on the personal and professional lives of
those charged both during the investigation and long term. An employee shall not intentionally misuse the
College’s Whistle-Blower Policy and procedures. Individuals who knowingly make false accusations will
be subject to appropriate discipline.

Whistle-Blower Procedures

Individuals who wish to report a suspected violation of law or College policy may file a confidential report
with the Rend Lake College Chief of Police. The Chief of Police will file a report concerning the details
of the incident without revealing that person’s identity. The Chief of Police will forward the report to the
President or his designee. The President or his designee will be responsible for investing the reported
violation and for taking corrective and/or disciplinary action.

2.1600 College Calendar

POLICY
The Vice President of Instruction shall annually (but not later than November 15) appoint a committee to
prepare a calendar for recommendation to the Board of Trustees. Such committee shall include at least
three (3) tenured faculty members who shall be selected from a list of not less than four (4) provided by the
Union president or his designee no later than November 1.
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2.1605 Adyvisory Councils

POLICY
Advisory councils shall be established to provide communication between the College and leaders in
various professional and career fields. Through this communication, the faculty of Rend Lake College will
maintain a constant awareness of the changing career and professional needs of business, industry and
government and thus respond to these needs by providing a relevant educational program.

The term of office of council members shall be one year; however, members may be reappointed from year
to year.

The council for each career program will consist of no less than five.
The number of administrators and full-time faculty serving on the council shall not constitute a majority.

The organization, structure, and rules for the conduct of advisory councils are established by each council
with approval of the Vice President of Instruction.

The Advisory Council is required to meet at least once a year.

2.1700 Background Checks for Potential and Current Employees

POLICY
In an effort to provide a safe and secure environment for all students, employees and visitors at Rend
Lake College; to safeguard the College’s property and resources; and to help ascertain suitability for
employment, the College has established the following Policy for conducting background checks for (1)
for prospective new employees, (2) for current employees transitioning into positions that require a
background check due to the nature of the position for grant requirements - allied health clinical sites,
children center employees, security/police officers and accountants, and (3) prospective volunteers.

Rend Lake College will not inquire about or into, consider, or require disclosure of the criminal record or
criminal history of an applicant until a conditional offer of employment has been made to the applicant by
the college.

The College may revoke any conditional offer of employment to an individual who does not consent to
applicable background checks. This policy does not change or limit the authority of the Board of Trustees
to approve or disapprove appointments, reappointments, or promotions as described in the college
policies.

If an individual’s criminal background check results indicate that the individual has a criminal record, the
College will conduct an interactive assessment to determine if there is a substantive relationship between
one or more of the previous criminal convictions and the duties of the position being sought or if granting
employment would pose an unreasonable risk to property or the safety of individuals on campus. If the
College determines that a conviction record disqualifies the applicant, the College will notify the
applicant of the decision and reasoning. The applicant has five (5) business days to respond where the
applicant can dispute the accuracy of the relevant conviction and mitigating evidence. If the applicant
responds with evidence disputing the conviction of record, administration will evaluate the evidence
presented and make a determination of whether or not to proceed with the hiring process. If the decision
is made that the evidence is inconclusive, the applicant will be notified that the college is withdrawing the
contingent offer of employment. A criminal record will not automatically exclude an individual from
being considered for or being offered employment with the College, as consideration is given to such
factors as, but not limited to, age at conviction, the number of convictions which appear on the conviction
record, the nature and seriousness of the underlying offense/conduct, the relatedness of the
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offense/conduct to the position being sought, the length of time that has elapsed since the conviction/end
of sentence/conduct, and demonstrated rehabilitative efforts.

In addition, the College may conduct pre-employment background checks other than criminal background
checks for their respective employees, consistent with the job description and applicable federal and state
law (Illinois Public Act 101-0656). These separate background checks may relate to such items as the
verification of education and other credentials, verification of employment history, motor vehicle records
or credit records, if such checks are required based on the specific position. The College will allow the
individual to explain or provide additional information.

Candidates may not serve in any capacity or perform any job duties related to Rend Lake College until all
background checks are complete and the supervising individual is informed of the approval of status of
the background check. In the event that a supervising individual allows a person to serve in any capacity
without receiving the proper authorization as established within this policy, disciplinary action to the
individual may result and corrective action may be taken.

PROCEDURE
1. Candidates will be asked to complete a background form on which they must provide their
demographic information. It is the responsibility of the candidate to provide complete and
accurate information relating to the subject of the background checks(s) that will be performed as
requested. They will also be asked to sign an authorization form giving Rend Lake College
permission to conduct the background screen.

2. Demographic information will be shared with an outside vendor who has been contracted to
perform background checks according to the established protocol per contractual requirements.

3. When the background check is complete, a copy of the results is printed and attached to
the request form and filed in the new employee’s personnel file (assuming that the job
offer is accepted). If the results are favorable, an email is sent to the hiring supervisor
indicating that the applicant has been authorized to begin work.

2.1705 Medical Examination For Current, Transferred and Prospective

Employees
POLICY
The College may require post-offer and pre-employment medical examinations and drug screens in
circumstances where the nature of the position renders it appropriate or where it is required by law. Medical
examinations may also be required to determine a current employee’s ability to perform essential functions
of his or her employment position if there are legitimate concerns about an employee’s performance and/or
whether or not an employee poses a direct threat to the employee or others.

PROCEDURE
Determination of the need for all such examinations will be made by the President of his/her designee and
will be paid for by the College.

All medical examinations required by the College will be conducted by a Board Certified medical
physician, psychiatrist, or equivalent chosen by the College.

2.1710  Volunteer Staff

POLICY
The College is authorized to recruit and utilize people who desire to provide voluntary services to College
departments, programs, and activities. Volunteer staff members are not considered employees and are not
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entitled to receive any compensation or benefit for their services and/or work. However, with prior approval
from the appropriate Vice President, the volunteer staff member may receive reimbursement for authorized
meal expenses, mileage expenses, and overnight accommodations in accordance with established College
policy.

PROCEDURE
Individuals who are responsible for overseeing any College department, program, or activity must receive
the approval of the appropriate Vice President before recruiting or utilizing an individual who wishes to be
considered as a Rend Lake College Volunteer.

After the appropriate approval is secured, the responsible party should provide the individual with a
Volunteer Registration Form and a Background Check Request Form. The individual wishing to serve as a
Rend Lake College Volunteer must complete and return both forms to the designated Rend Lake College
supervisory staff member in charge of the department, program, or activity. Completed copies of both forms
should be forwarded to the Human Resource Department which will be responsible for completing the
background check and informing the supervisor if and when the volunteer may begin to serve as a Rend
Lake College Volunteer. A copy of the Volunteer Registration Form will be maintained by the Human
Resource Department.

Individuals may not serve as a Rend Lake College Volunteer until all background checks are complete and
the supervising individual is informed of the approval of volunteer status. In the event that a supervising
individual allows a person to serve as a Rend Lake College Volunteer without receiving the proper
authorization as established within this policy, disciplinary action to the individual may result and corrective
action may be taken against the College department, program, or activity.

2.1720 Community Use of College Facilities

POLICY
Rend Lake College allows the use of its facilities by outside entities. However, in all cases, the College
reserves the right to approve or disapprove any event and to cancel any reservation at any time. Outside
entities using College facilities must follow all College policies including, but not limited to, the
following:

e Alcoholic beverages are not allowed on the College premises without prior approval of the Office
of the President.

e The College reserves the right to alter or change fees without prior notification to the general
public.

e The College reserves the right to alter or change the facilities that are available for use by the
general public without prior notification to the general public.

e Because of specialized equipment in the Theater, or if specialized equipment is required in other
facilities, the College may require the presence of College trained personnel; additional fees may
be incurred by the User.

e Laptop computers, smart phones, tablet computers or other devices may not be connected to the
college network.

o All entities using College facilities will be required to complete a Rend Lake College Use of
Facilities Agreement form and provide proof of insurance, either through an existing policy or
through the purchase of a special events policy covering the scope of the event, at the time of
reservation. The amount of liability coverage must meet or exceed $1,000,000. The President
may waive the requirement to provide proof of insurance at his / her discretion.

e Individuals who are reserving facilities for personal use and / or for parties will be required to
secure a signed waiver of liability form from all individuals in attendance at the event, unless an
exception is allowed by the college President. If the attendee is a minor, the waiver of liability
form must be signed by the minor’s parent or legal guardian. Attendees of the private party and /
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or event will not be allowed to use the rented facilities until the waiver of liability form is
completed.

o The College reserves the right to cancel the reservation if the fee balance is not submitted to the
college at least three business days prior to the event.

e Fees for damages to Rend Lake College equipment or facilities will be charged to the User.

The following procedures are established to ensure compliance.

PROCEDURE
The College will not confirm reservations for an event occurring between the dates of January 1 and August
15 prior to the preceding October 1, and for the dates August 16 and December 31 prior to March 1.

Facility scheduling will be done through appointed, trained personnel. The Athletic Department must
approve scheduling of athletic facilities (gymnasium, Rec Center, athletic fields). The Aquatics Center
office must approve scheduling of the Aquatics Center. Scheduling of the Rend Lake College Murphy-Wall
Pinckneyville campus is done through the campus coordinator. Scheduling of the Rend Lake College
MarketPlace campus is done through the MarketPlace director. Scheduling of the Rec is done through the
Director of the Rec. Scheduling of all other campus facilities is done through the President’s Office.

All facility reservations will require a $25 non-refundable booking fee payable at the time of the reservation.
The Rend Lake College Use of Facilities Agreement form, proof of insurance and fee balance must be
received at least three business days prior to the event to avoid cancellation.

The following fee schedule is established for the use of facilities, equipment, and/or personnel. Fees may
be waived by the President or designee for governmental or educational agencies, individual groups or
organizations that have a working relationship with the College or its Foundation, or as deemed appropriate.

Facility Fees: First Hour Each Add’l Hour
Aquatics Center (plus $5pp over 20) $150.00 $75.00

Theatre $100.00 $50.00
Gymnasium $100.00 $50.00

Rec Center (north OR south side) $50.00 $25.00

Computer Lab $30.00 $15.00

Pat Kern Private Dining Area $30.00 $15.00
Classrooms and Other Facilities $20.00 $10.00
Educational Partners (classroom) $175 per credit hour per course

Specialty Fees (when applicable):

AV/Computer Technician Fee $30.00 $15.00
Custodial Fee $30.00 $15.00
Security Fee $30.00 $15.00
Event Coordinator Fee $30.00 $15.00

(Licensing fees for videoconferences, webinars, etc. are the responsibility of the individual, group
or organization)

2.1800 Recycling, Waste Reduction and Procurement of Recycled Products
POLICY

The three components of this policy are designed to save resources, reduce solid waste, and improve

markets for recycled products. Active participation of all College constituents is crucial if Rend Lake

College recycling programs are to be successful.
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A. Recycling — The College is committed to campus-wide recycling collection and supports the
development and implementation of such for all campus units.

B. Waste Reduction — The College considers volume reduction as a number one priority of the Solid Waste
Management Plan. All campus constituents must reduce the volume of their solid waste stream.

C. Procurements of Recycled Products — The College will not discriminate against, and preference must
be given to, products made with recycled material content whenever cost, specifications, standards, and
availability are comparable.

PROCEDURE

Specific procedures for the development and implementation of programs regarding recycling, waste
reduction, and procurement of recycled products can be found at the Physical Plant Department office.

91



EMPLOYEE MATTERS — SECTION 3
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3. EMPLOYEE MATTERS

3.1005 Appointment of President

POLICY
It shall be the responsibility of the Board of Trustees to make the appointment and fix the salary of the
President.

PROCEDURE
The Board of Trustees, when carrying out its duties, will:

A. Determine the qualifications, experience, necessary academic preparation, and other skills and
characteristics which members seek in a President.

B. Determine the processes and procedures to be followed in selecting the President.

C. Determine whether the Board will function as a committee of the whole in the selection process or
whether a board presidential selection committee will be appointed.

D. Delegate the responsibility to arrange for the processing of applications, announcements, and materials
to facilitate the nomination of candidates.

E. Determine the composition and functions of any advisory search committee which Board members feel
may be necessary.

F. Determine the terms, conditions and compensation for consultants if the Board wishes to employ a firm
or individuals.

G. Select and interview the final candidates and offer opportunities for the campus community to meet the
finalists.

3.1010  Selection of Personnel

POLICY
All full-time positions and salaries at the College will be considered for creation and elimination by the
Board of Trustees based upon the recommendation of the President. The Board delegates to the President
or his / her designee the responsibility for the recruitment, appointment, evaluation of performance and
termination of part-time personnel.

All personnel shall be selected on the basis of merit. Applicants will be judged on evidence of professional,
educational and / or vocational qualifications.

It shall be the responsibility of the President to insure that all candidates recommended for employment
meet the qualifications established by the Board of Trustees and by statutes for the positions recommended.

When a vacancy occurs in an existing and budgeted position, the President is authorized to transfer an
existing employee to the position with subsequent appointment or ratification by the Board of Trustees.

When advertising an open position, anyone presently on the staff may apply for the position. College
employees will undergo the same screening process as any applicant.

PROCEDURE
RECRUITMENT
After approval by the President and/or Board of Trustees to fill the vacancy, the immediate supervisor will
develop a position announcement which includes the following information:

A. Name of position
B. Job description
C. Qualifications
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Salary Information

Type of contract

Date by which application must be received

Name / title and address of persons to contact to obtain further information
Starting date

mOmEO

Job descriptions will be reviewed / developed by the immediate supervisor and the appropriate Vice-
President / President.

These guidelines refer to all full-time positions at all levels within the College with the exception that
vacancies may be filled by the President with temporary or substitute help.

ADVERTISEMENT

With the exception of the position of the President, the president or his / her designee will determine whether
a position should be advertised internally, locally, regionally, or nationally. For the position of the President,
the Board of Trustees will determine the whole selection process.

The advertisements will contain information about the position. Generally, advertisements should be
published no less than 10 days prior to the application deadline and should be released to at least the
following:

A. Campus-wide email
B. College website
C. Any media or other outlets as decided by the administration

SELECTION

The Human Resource Specialist will be responsible for the distribution of the job announcement, job
description, and the Rend Lake College employment application to all interested parties. In addition, he /
she will also be the person responsible for receiving and logging all application materials from candidates.
Application materials will remain in the Human Resources office for review until candidates are selected
for the interview process.

All applicants for full-time positions must submit the following minimum application materials:

Cover letter

Rend Lake College application

Resume

Transcripts or copies of transcripts required of all professional positions
Any relevant credentialing information required / relevant for the position

Moo

The first-level supervisor or designee shall:

A. Propose members of a selection committee, consisting of an appropriate representation of campus, to
the President. The appropriate Cabinet member will be a member of the selection committee.

Review applications.

Provide the President and / or appropriate Cabinet member with a list of all candidates and the
candidates to be interviewed.

Arrange and conduct interviews with prospective candidates.

Recommend the chosen candidate to the next higher supervisor level after performing reference checks.
Contact Human Resources to initiate the background check process.

Provide Human Resources with a list of the names of interview committee members, candidates
interviewed, and recommended candidate.

O w
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H. After the President issues the intent to hire, schedule an appointment with the Human Resource
Specialist prior to or on the first day of employment to initiate the orientation process.

The Human Resource Specialist will provide written notification to all applicants who were not selected
for an interview. Application materials for these candidates will be maintained for a one-year period and
can be re-activated for open positions upon the request of the candidate.

The appropriate Cabinet member will recommend to the President the candidate to be offered the position.
If the President concurs with the recommendation of the Cabinet member, he / she will be instructed to
contact the candidate and discuss the position, conditions of employment, salary, fringe benefits, and
starting date, all of which will be subject to Board approval. If the candidate agrees, the Cabinet member
will notify the President. Upon recommendation by the President, the Board will consider the employment
of full-time candidates.

All candidates will be notified that the position has been filled immediately following Board action. Written
notice of the appointment shall be given to all nominees as soon as approved by the Board. Except as
otherwise specified by the Board, any such nominee who fails to file a written acceptance within fifteen
(15) working days after the date of written notification shall be deemed to have declined the offer.

The Human Resource Specialist will create and maintain a personnel file for all full- and part-time
employees.

3.1012  Faculty Qualifications

POLICY
Faculty qualifications for both full-time and part-time instructors will be in accordance with the Higher
Learning Commission standards and with other applicable state regulations and guidelines.

PROCEDURE
Qualified faculty members are identified primarily by credentials but other factors, including but not limited
to equivalent experience, may be considered by the college in determining whether a faculty member is
qualified. Instructors possess an academic degree relevant to what they are teaching and at least one level
above the level at which they teach, except when equivalent experience is established. Ongoing professional
development programs will be offered to all faculty members in order to continuously promote enrichment
and enhancement of qualifications.

A. General Education Courses

Faculty teaching general education courses, or other non-occupational courses, should hold a master’s
degree or higher in the discipline or subfield. If a faculty member holds a master’s degree or higher in a
discipline or subfield other than that in which he or she is teaching, that faculty member should have
completed a minimum of 18 graduate hours in the discipline or subfield in which he or she teaches. When
assessing graduate hours, Rend Lake College considers 400+ level courses (or the equivalent) in our
assessment as meeting the threshold for graduate credit.

In some cases, such as in practice-oriented disciplines or programs, tested experience in the field may be
needed as much or more than formal educational preparation at a prescribed level in determining what
students should know to practice. Tested experience may substitute for an earned credential or portions
thereof. HLC’s Assumed Practice B.2 allows an institution to determine that a faculty member is qualified
based on experience that the institution determines is equivalent to the degree it would otherwise require
for a faculty position. When tested or equivalent experience is used as the basis for employment, the
threshold of competency must be provided by the Dean, with the approval of the Vice President of
Instruction and the President.
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Faculty teaching 1.1 courses in physical education and other activity based courses must have tested
experience in the form of an industry accepted credential in the activity area (e.g. aerobics, weight training,
applied music, etc.), specialized training in the activity area, or two years of experience teaching the
particular activity in another setting.

B. Career and Technical Education Courses

Faculty teaching in career and technical education college-level certificate and occupational associate’s
degree programs should hold a bachelor’s degree in the field and/or a combination of education, training
and tested experience. Individuals who have completed certification programs in specific areas may submit
their credentials for review and evaluation. When tested or equivalent experience is used as the basis for
employment, the threshold of competency must be provided by the Dean, with the approval of the Vice
President of Instruction and the President.

Rend Lake College defines equivalent experience as a minimum of 2,000 hours of experience in the field
in which a faculty applicant will teach to combine with academic or occupational credentials when that
faculty member does not hold a bachelor’s degree in the field.

Tested experience refers to breadth and depth of real-world experience outside the classroom and relevant
to the discipline and equivalent to the degree in the field to be taught. It can substitute for a credential or
be combined with current credentials to meet the minimum requirements.

C. Developmental Education Courses

Faculty teaching in developmental education courses should hold a bachelor’s degree in the field and/or a
combination of education, training and tested experience. Individuals who have completed certification
programs in specific areas may submit their credentials for review and evaluation. When tested or
equivalent experience is used as the basis for employment, the threshold of competency must be provided
by the Dean, with the approval of the Vice President of Instruction and the President.

3.1015 Terms of Appointment and Termination of Full-Time Employees

A. Full-Time Non-Tenured Positions
POLICY

Employees in full-time non-tenured positions are appointed for a specific period of time (beginning and
ending dates) and do not have a right to continued employment beyond the ending date. This employment
does not lead to tenure or to any continuing employment rights. Non-renewal of the appointment of a non-
tenured employee may be with or without cause; an employee may be terminated for cause prior to the
ending date of the appointment letter / contract by action of the Board based upon recommendation of the
President. The contract automatically terminates on the stated ending date without the need for further
written notice.

Termination of employees prior to the stated ending date will be done by action of the Board based upon
recommendations of the President. Non-renewal of the employee’s employment will be done by action of
the Board and notification will be given by the President prior to the ending date indicated in the
appointment letter.

PROCEDURE
Employees in full-time non-tenured positions will receive an appointment letter / contract from the
President. The letter must be signed and returned to the President’s Office within 15 calendar days. This
letter / contract will indicate:

A. job title and nature of the position and fact that it is non-tenured,
B. beginning and ending dates;
C. wage or salary;
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exemption status;

a statement that the employee is subject to all relevant College rules and regulations;

a statement that it is understood that the College has a default work week and that any deviations from
the default work week must be pre-approved.

G. a statement that it is understood that in the event that they are approved to work hours outside of the
default work week, compensatory time may be awarded according to the proper accrual in lieu of cash
payments.

mmO

B. Full-Time Non-Tenured Positions Funded by a Grant or Other External Source

POLICY
The appointment of full-time non-tenured personnel funded by grant funds or other outside sources will
coincide with the grant or source designation. This position will terminate without notification at the ending
date indicated on the appointment letter, or if the grant funds or the external source is insufficient or
eliminated.

Adjustments to salary will become effective at the beginning of the new grant period. Fringe benefits will
be adjusted at the same time adjustments are made for faculty and staff on institutional funds provided grant
funds are available. The College shall have no obligation to make any payments to a grant employee from
the institutional funds, or retain the employee in the event there is a reduction in the funding of the grant.

C. Full-Time Tenured Instructional Staff (Faculty and Academic Support)

POLICY
Appointment of full-time tenured instructional staff shall be by vote of the Board of Trustees as
recommended by the President. The President’s Cabinet shall be responsible for the primary determination
of the number and manner of instructional and academic support personnel utilized in accordance with the
established policy of the College.

PROCEDURE
Full-time tenured instructional staff will receive an annual appointment letter from the President indicating
the title of the position, employment date, salary, position on the salary schedule and type of contract (for
contracts see union contract). Determination will be in accordance with Illinois Tenure Law.

3.1016 Terms of Working Remotely for Full-Time Employees

POLICY
In an effort to be responsive to the needs of the current workforce, Rend Lake College will support
remote work options in situations where it is reasonable and practical to do so, and where the operational
needs of the college will not be adversely affected. Remote work may also be required by employees
whose duties can be performed in part or in whole from a remote working location in times of crisis in
order to protect the health, safety and welfare of faculty, staff and students of Rend Lake College and the
surrounding communities.

Rend Lake College is an equal opportunity employer that is committed to the success of all its employees.
Each request for remote work will be subject to the guidelines set forth in procedures and will be
approved or denied on a case-by case basis by the appropriate Associate Vice President, Vice President
and the President on behalf of the Board of Trustees. With regard to full-time faculty, the terms of the
faculty contract will supersede any items of conflict. In case of a discrepancy with regard to a staff
member, the individual contract will supersede.

For a proposed remote work agreement to be considered, an employee must have performed the duties of
their position in a satisfactory manner without any disciplinary measures or corrective actions. All remote
work will be subject to a 3-month probationary period. The need for an employee to remain remote will
be evaluated on an annual basis at the end of the current fiscal year. A new remote work agreement
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request must be approved following that review in order to continue remote work. Rend Lake College
also reserves the right to revoke a remote work agreement at any time with or without notice when it is in
the best interest of the college to do so.

Employees that have been approved for remote work will continue to be covered by the College’s
workers’ compensation and liability insurance programs provided the employee is abiding by the
requirements of the agreement and the conditions set forth in that agreement. Rend Lake College
assumes no responsibility for activity, damage or injury that the employee may inflict or incur that is not
directly related to, resulting from, or caused by the employee while performing their job duties; nor does
the college assume any responsibility for activities engaged in by the employee over which the college
has no reasonable control or for any damage or loss of the employee’s personal property.

When working remotely, an employee’s job duties and expectations do not change. The employee will be
held to the same job performance standards as those established for the employees working on-site (see
policy 3.1225 — Discipline and Dismissal — Non-Tenure Track Employees). Violations of the remote
working agreement or board policy and procedures will be subject to discipline up to and including
termination for serious misconduct. A remote worker should also be expected to participate in on-campus
events when practical to do so or when required by their supervisor. Every employee should also have
the same training and advancement opportunities as traditional employees.

Remote workers will not be eligible for mileage to and from Rend Lake College. The college will
provide necessary equipment for remote work such as laptop and printer but will not compensate the
employee for expenses incurred as a result of remote work, such as cell phones and internet (see policy
5.1220 — Reimbursement of Miscellaneous Department Expenses). Any remote worker requests for
compensation of unforeseen expenses involving the remote work must be approved in advance by the
college.
PROCEDURE
Initiating a Remote Work Situation
In order to be considered for remote work, all of the following must be met:
e The supervisor or the employee initiates a request to establish a remote work situation.
o There is a mutual agreement between the supervisor and the employee. The remote work
agreement form is housed on the RLC Intranet.
e The agreement must be approved and signed by all designated persons including the appropriate
Associate Vice President, Vice President and the President.
e The fully executed agreement with appropriate documentation must be forwarded to Human
Resources.

Documentation Required
As outlined on the Remote Work Agreement form, the following documentation is required in order to
establish a remote work agreement:
e An explanation of how productivity will be monitored (remote worker weekly report)
A brief description of the work to be accomplished at home (job description)
The dates for working at home (where applicable) and the daily work hours
A method of communication where the employee can be reached during the work schedule
A record of College equipment to be used at home (NARF - Network Access Request Form)

Procurement of Necessary Equipment and Supplies
¢ Employees should use the Network Access Request Form (NARF) or other designated form to
request necessary equipment, software and licenses, and IT will assign the employee the
appropriate work items.
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All necessary office supplies will be requested from the college bookstore and a delivery option
coordinated.

Evaluation of Remote Work Assignments

The supervisor will use the Remote Work Weekly Report to coordinate and monitor weekly
assignments in an effort to maintain contact with the remote employee.

It will be the responsibility of the supervisor to ensure that the remote worker is following
policies and procedures.

It is the responsibility of the supervisor to ensure that remote workers are kept informed of
campus activities.

The supervisor will evaluate the employee in accordance with policy and address concerns in an
appropriate timeframe (see Policy 3.1225 — Discipline and Dismissal — Non-Tenure Track
Employees).

The need for an employee to remain remote will be evaluated on an annual basis at the end of the
current fiscal year by the Executive Leadership Team with recommendations from President’s
Cabinet. A new remote work agreement request must be approved following that review in order
to continue remote work.

Time Off from the Predetermined Work Schedule

An employee must be available during the hours agreed upon in the remote work agreement.

A remote employee will be given the same benefits, time off and breaks as campus employees.
Overtime for non-exempt employees is allowed only when it is pre-approved by the supervisor in
writing.

Vacation, sick or personal leave must be submitted according to policy and procedure when
unable to maintain regular business hours or availability.

Any modification to the established schedule must be pre-approved by the supervisor.

Using College Equipment, Supplies or Records at Home

A remote employee is to safeguard all Rend Lake College confidential information.

A remote employee is not permitted to meet with third-party representatives at an employee’s
place of residence to conduct college business.

ALL original records should remain on campus.

Copies of all records and correspondence must be safeguarded by the employee to protect them
from unauthorized disclosure, loss or damage and for the return to main campus.

Equipment and supplies may be provided by the college on a case-by-case basis.

Protection of college owned equipment, supplies and records is the responsibility of the
employee. No personal software programs are to be installed on college issued equipment, all
equipment is to be used only for business related purposes and all college security protocols are to
be followed (see policy 2.1500 — Security Awareness and Acceptable Use of Computer
Equipment).

Release or destruction of any records is only done at the college according to policy and
procedure.

The employee is responsible for operating costs, home maintenance and all other incidental costs
associated with the use of their own residence.

Injury During Predetermined Remote-Work Schedule

If injured in the course of performing official duties at the work location in the home, an injured
employee should notify human resources and complete the necessary paperwork within 24 hours
of the incident as well as follow all other requirements as related to returning to work (see Policy
3.1420 — Return to Work Certification).
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Lost, Stolen or Damaged College Equipment
e Ifcollege equipment is lost, stolen, or damaged, the employee agrees to participate in any
investigation and follow all other requirements (see Policy 2.1500 — Security Awareness and
Acceptable Use of Computer Equipment).

Termination of Employment or Remote Work Agreement

e Either party can at any time terminate the employment contract or the remote work agreement.

e At the time an employment contract or remote work agreement is terminated, a remote worker
will be required to return all Rend Lake College issued equipment, property, and records to
campus by the end of the business day on their last day of employment.

e Ifthe equipment is not returned, returned damaged or determined to have been misused, the
employee agrees to have the depreciated value of the equipment deducted from their final pay
(not to exceed the net amount of their final pay.)

3.1020 Terms of Appointment and Termination of Full-Time Temporary

Employees
POLICY
A full-time temporary employee is appointed into a position that automatically ceases to exist on a stated
date, or at the end of a completed project. In no event shall it last more than two (2) semesters for faculty
or one (1) year for other staff. A temporary employee has no right to continued employment at the end of
the date established in the appointment letter. Such employment automatically terminates on the stated date,
and without the necessity of notification from the College. Benefits provided to a temporary full-time
employee shall be the same as a regular employee but prorated based upon the length of the appointment.

PROCEDURE
Temporary employees will receive an appointment letter / contract indicating:

job title and nature of the position and fact that it is non-tenured;

beginning and ending dates;

wage or salary;

exemption status;

a statement that the employee is subject to all relevant College rules and regulations;

a statement that they do not have a right to continued employment beyond the dates specified, and that
the contract automatically terminates without the necessity of further written notice;

a statement that it is understood that the College has a default work week and that any deviations from
the default work week must be pre-approved.

a statement that it is understood that in the event that they are approved to work hours outside of the
default work week compensatory time may be awarded according to the proper accrual in lieu of cash
payments.

I. A statement that the employee may be terminated for cause prior to the ending date of the appointment
letter/contract by action of the Board based upon recommendation of the President.
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3.1025 Terms of Appointment and Termination of Part-Time Employees
POLICY

Part-time employees are those individuals who are employed on a less than full-time basis. Appointment
of a part-time employee does not lead to tenure or a right to continued employment. Part-time employees
working less than thirty (30) hours per week on a consistent basis are not entitled to any benefits. Part-time
employees who consistently work 30-35 hours per week will be eligible to participate in the Health
Investment Plan as established for all full-time employees. Part-time employees who consistently work 30-
35 hours per week will also receive four (4) personal days per year, as is established in board policy 3.1520.
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Prior to the employment of any part-time employee, supervisors must receive from the Human Resources
Department a verification of the current employment status of the person in question in order to ensure that
the potential employee is not currently employed by the College in another department and will not exceed
the established limits on hours worked as follows:

Part-time instructors engaged in teaching credit classes which require a reasonable amount of both prep and
post teaching time and who are not paid on a documented per hour basis may not have teaching assignments
which result in more than 24 hours during any one week period engaged in teaching duties. For each (1)
hour of time spent in the classroom during the week an additional two (2) hours of work will be added to
the weekly total to account for the hours which are spent in pre and post teaching duties. For each (1) hour
of time spent in a lab setting no additional hours will be added for pre and post duties. In most cases, part-
time instructors will be restricted to teaching assignments only and no other types of employment by the
College will be allowed. No deviations from this policy will be permitted without first securing the approval
of the appropriate Vice President, the Vice President for Finance and Administration, and the President.

In very limited situations, deans may request and the appropriate Vice President, the Vice President for
Finance and Administration, and the President may allow a part-time instructor to be employed on a part-
time basis engaging in other types of activities. The sum total number of hours worked by these employees
may not exceed a combined total of 24 hours per week using the appropriate conversion method for hours
engaged in teaching as follows: For each (1) hour of time spent in the classroom during the week an
additional two (2) hours of work will be added to the weekly total to account for the hours which are spent
in pre and post teaching duties. For each (1) hour of time spent in a lab setting no additional hours will be
added for pre and post duties.

Part-time Instructional Trainers or Instructional Supervisors engaged in teaching credit classes which
require minimal amounts of either prep or post teaching time & which are paid at an hourly rate of pay
based upon documented hours worked may not exceed more than the sum total of 24 hours per week. The
24-hour limit is to include hours worked in multiple departments and/or multiple positions within the same
department.

General part-time employees may not exceed more than the sum total of 24 hours per week. The 24-hour
limit is to include hours worked in multiple departments and/or multiple positions within the same
department.

Persons employed as a head coach may not exceed more than 1,200 hours of documented time (as
determined by regulations established within the Fair Labor Standards Acts guideline) worked during any
one academic year. Assistant coaches may not exceed more than 800 hours of documented time (as
determined by regulations established within the Fair Labor Standards Acts guideline) worked during any
one academic year. Each sport will be allowed to have only one individual designated as the head coach
and one individual as an assistant coach. Additional assistant coaches would be permitted only if the
individual signs a volunteer agreement with the College stating that no financial payments would be
received for hours worked while engaged as a volunteer assistant coach. Head coaches and assistant coaches
who are not employed by the College as a full-time employee with coaching responsibilities included as
part of his / her job description will be paid a stipend and will not be paid on an hourly basis.

Head coaches and assistant coaches who are not employed by the College as a full-time employee with
coaching responsibilities included as part of his/her job description may be employed by the College only
as a coach or an assistant coach. In most situations, no other type of employment by the College will be
allowed. No deviations from this policy will be permitted without first securing the approval of the Athletic
Director, the Vice President of Student Services, the Vice President for Finance and Administration, and
the President.
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Only after securing the approval of the Athletic Director, the Vice President of Student Services, the Vice
President for Finance and Administration, and the President, a coach or an assistant coach who has worked
less than the above referenced limits of documented time (as determined by regulations established within
the Fair Labor Standards Acts guideline) within an academic year may be allowed to work additional part-
time hours as long as the total combined hours worked do not exceed 1,400 hours within the academic year.
In the event that a head coach or assistant coach is allowed to teach part-time, the sum total number of hours
worked by these employees may not exceed a combined total of 1,400 hours per academic year using the
appropriate conversion method for hours engaged in teaching as follows: For each (1) hour of time spent
in the classroom during the week an additional two (2) hours of work will be added to the weekly total to
account for the hours which are spent in pre and post teaching duties. For each (1) hour of time spent in a
lab setting no additional hours will be added for pre and post duties.

Persons employed as tutors will be restricted to the same limits as established for all other part-time general
employees. No deviations from this policy will be permitted without first securing the approval of the
appropriate Vice President, the Vice President for Finance and Administration, and the President. Only
after securing the approval of the appropriate Vice President, the Vice President for Finance and
Administration, and the President, a part-time tutor may in very limited situations be allowed to be
employed on a part-time basis engaging in other types of activities.

3.1030 Adjunct Teaching Assignments for Full-Time, Non-Faculty

Employees
POLICY
Prior approval must be received from both the Vice-President of Instruction and from the Vice-President
of Finance before teaching assignment can be made for full-time employees who are not a part of the faculty
bargaining unit.

Classes taught as part of the full-time, non-faculty employee’s assigned duties and/or that are taught during
the employee’s normal working hours will not be eligible for additional compensation.

3.1100 Salary Advancement for Full-Time Employees

POLICY
Salaries for employees covered under an existing labor agreement will be determined by the term and
conditions of the relevant contract.

Salaries for full-time employees not governed by a negotiated labor agreement will be established by the
college Board of Trustees.

Employees must have worked six (6) months in order to be eligible for a raise in the beginning of a new
fiscal year. Full-time non-tenured employees who are funded by a grant must have worked six (6) months
to be eligible for a raise at the beginning of a new grant period. Full-time non-tenured employees who are
funded by a grant and have not worked 6 or more months at the start of the new grant period will not be
eligible for a regular raise until the second grant year after their employment.

3.1105 Workweek and Computation of Hourly Rate of Pay for Full-Time

Employees
POLICY
The College workweek shall be Sunday through Saturday.

A. Non-exempt Personnel (Office Support, Administrative, & Academic Support)
During the regular school year, a non-exempt employee shall work a 37 hour work week. It is understood
and agreed upon by the College and employees that this is the default work week and that any and all
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deviations from this work week have to be pre-approved by an employee’s supervisor and the applicable
Vice-President. Meal periods are not included as part of the paid work day. The President of the College or
his designee shall, based upon the best interest of the College, have the authority to alter or amend the
regular work day for non-exempt personnel.

In the event that an employee has received prior approval to work hours outside the default work week or
in a situation deemed to be an unforeseen or emergency situation, the employee will be required to record
the number of hours worked on a quarter-hour basis and submit the proper time records to his / her
supervisor on a per pay period basis. The employee understands and agrees that in lieu of cash payments
for compensation for hour works outside the default schedule, he / she will be awarded compensatory time.
For all approved hours worked outside of the default work week, employees will receive compensatory
time on an hour to hour basis for hours which are required in the normal default work week up to 40 hours.
For those approved hours worked in excess of 40 hours in a workweek, employees understand and agree
that he / she will be awarded compensatory time at a rate of 1.5 hours of compensatory time for each hour
worked in excess of 40 hours in a workweek.

In coordination with his / her supervisor, employees will make every effort to work to use compensatory
time earned within the following pay period. Failure to use time earned within the next pay period will not
void the time earned. Employees and supervisors will work to ensure that all compensatory hours earned
are used prior to calendar end and fiscal year end.

In limited situations when it has been deemed to be in the best interests of the College, the President or his
/ her designee may agree to a cash payment for hours worked in excess of those included in the default
work week. The cash payment must be pre-approved and proper documentation of the agreement between
the College and employee must be completed and sent to the Payroll Department prior to the hours being
worked. In the event that employees will be receiving a cash payment, overtime hours will be paid as
required by the federal Fair Labor Standards Act and the Illinois Minimum Wage and Overtime Act.
Employees working beyond the 37 hours defined in the default work week will be paid at a straight-time
hourly rate according to the employee’s current regular hourly rate of pay for hours worked between 37
hours included in the default work week -40 hours. Any hours worked in excess of 40 hours per week will
be paid at an overtime rate equal to one-and-one-half (1%2) times the employee's current regular straight-
time hourly rate of pay.

Starting the week after Commencement, the normal work week shall consist of a 28-hour work week; this
will continue through the second week before the start of Fall classes. During the week prior to the start of
Fall classes, the normal work week shall consist of a 35-hour week. It is understood and agreed upon by
the College and employees that this work week is the default work week and that any and all deviations
from this work week have to be pre-approved by an employee’s supervisor and the applicable Vice-
President. Employees working beyond the 28-hours defined in the default work week will be paid at a
straight-time hourly rate according to the employee’s current regular hourly rate of pay for hours worked
between 28 the hours included in the default work week -40 hours. Any hours worked in excess of 40 hours
per week will be paid at an overtime rate equal to one-and-one-half (1'%) times the employee's current
regular straight-time hourly rate of pay.

This provision is intended to define the normal hours of work and to provide the basis for calculation of
compensatory time and / or overtime pay. Nothing herein shall be construed as a guarantee of hours per day
or per week.

This provision is not applicable for those employees whose positions are dependent upon a College contract
with an outside private, county, state, or federal agency for financial support.

1. Computation of Hourly Pay — Non-exempt Personnel
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Computation of straight-time hourly rate of pay for Non-exempt personnel will be made as
follows:

Annual salary = monthly salary x 12

Annual hours = 156 -days x 7% hours per day = 1,170 hours
93 -days x 7 hours per day = 651 hours

Total annual hours 1,821 hours

Hourly rate of pay = annual salary divided by annual hours

This computation of hourly pay is intended for use only in computing overtime pay and payments
for new or terminating employees between normal pay period dates.

B. Physical Plant Personnel

During the regular school year, a physical plant employee shall work a 39': hour work week, according to
the staffing schedule established by the Director of the Physical Plant. It is understood and agreed upon by
the College and employees that this work week is the default work week and that any and all deviations
from this work week have to be pre-approved by an employee’s supervisor and the applicable Vice-
President. Meal periods are not included as part of the paid work day. The President of the College shall,
based upon the best interest of the College, have the authority to alter or amend the regular work day for
physical plant support personnel.

In the event that an employee has received prior approval to work hours outside the default work week or
in a situation deemed to be an unforeseen or emergency situation, the employee will be required to record
the number of hours worked on a quarter-hour basis and submit the proper time records to his / her
supervisor on a per pay period basis. The employee understands and agrees that in lieu of cash payments
for compensation for hour works outside the default work week, he / she will be awarded compensatory
time. For all approved hours worked outside of the default work week, employees will receive
compensatory time on an hour to hour basis for hours which are required in the normal default work week
up to 40 hours. For those approved hours worked in excess of 40 hours in a workweek, employees
understand and agree that he / she will be awarded compensatory time at a rate of 1.5 hours of compensatory
time for each hour worked in excess of 40 hours in a workweek.

In coordination with his / her supervisor, employees will make every effort to work to use compensatory
time earned within the following pay period. Failure to use time earned within the next pay period will not
void the time earned. Employees and supervisors will work to ensure that all compensatory hours earned
are used prior to calendar end and fiscal year end.

In limited situations when it has been deemed to be in the best interests of the College, the President or
his/her designee may agree to a cash payment for hours worked in excess of those included in the default
work week. The cash payment must be pre-approved and proper documentation of the agreement between
the College and employee must be completed and sent to the Payroll Department prior the hours being
worked. In the event that employees will be receiving a cash payment, all overtime hours will be paid as
required by the federal Fair Labor Standards Act and the Illinois Minimum Wage and Overtime Act.
Employees working beyond the 39 % hours defined in the default work week will be paid at a straight-time
hourly rate according to the employee’s current regular hourly rate of pay for hours worked between 39 5
hours included in the default work week -40 hours. Any hours worked in excess of 40 hours per week will
be paid at an overtime rate equal to one-and-one-half (1'%) times the employee's current regular straight-
time hourly rate of pay.

Starting in the week following the commencement service until the week before commencement of fall
classes, the normal work week shall consist of a 30 hour work week. During the week prior to the
commencement of Fall classes, the normal work week shall consist of a 37 2 hour week. Employees
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working beyond the 30 hours defined in the default work week will be paid at a straight-time hourly rate
according to the employee’s current regular hourly rate of pay for hours worked between 30 hours included
in the default work week - 40 hours. Any hours worked in excess of 40 hours per week will be paid at an
overtime rate equal to one-and-one-half (1'4) times the employee's current regular straight-time hourly rate
of pay.

This provision is intended to define the normal hours of work and to provide the basis for calculation of
compensatory time and/or overtime pay. Nothing herein shall be construed as a guarantee of hours per day
or per week.

1. Computation of Hourly Pay — Physical Plant Personnel

Computation of straight time hourly rate of pay for physical plant personnel will be made as
follows:

Annual salary = monthly salary x 12

Annual hours = 156 days x 8 hours per day = 1,248 hours

93-days x 7% hours per day = 697.5 hours

Total annual hours = 1,945.5 hours

Hourly rate of pay = annual salary divided by annual hours

This computation of hourly pay rate is intended for use only in computing overtime pay and
payments for new or terminating employees between normal pay period dates.

C. Administrative and Academic Support Exempt Personnel

During the regular school year, an exempt employee shall work a 37 hour work week Meal periods are
not included as part of the paid work day. The President of the College shall, based upon the best interest
of the College, have the authority to alter or amend the regular work day for office support personnel.

Starting in the week following the commencement service until the week before commencement of fall
classes, the normal work week shall consist of a 28 hour work week. During the week prior to the
commencement of Fall classes, the normal work week shall consist of a 35 hour week.

3.1110 Computation of Hourly Rate of Pay for Part-Time Employees
POLICY

The hourly rate of pay for all part-time employees shall be established by the Board based upon

recommendations from the President.

Until otherwise amended by the Board, the established rate of pay shall be as follows (Classification 1
effective Summer Term 2018, Classifications 2-20 effective July 1, 2018):

Classification 1 Part-time Instructors (Credit Classes which require a reasonable amount of both
prep and post teaching time and which are not paid on a documented per hour
basis.)

(The following schedule is predicated upon a part-time instructor teaching a minimum of one (1) semester
per year, attending all required meetings, demonstrating overall support of the College, and receiving
positive evaluations.)

Step Semesters Taught Rate
1 0-19 $33.00
2 20+ $35.00
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During any one (1) academic year (consisting of a Fall, Spring, and Summer term), if a part-time faculty
fails to teach for the College, in any capacity, the individual will be returned to Step 1 of the schedule.

Classification 2

Classification 3

Part-time Instructional Trainers or Instructional Supervisors (Credit Classes
which require minimal amount of either prep or post teaching time and which are
paid at a hourly rate of pay based upon documented hours worked).

Hourly rates of pay will be based upon the trainer or supervisor’s educational
experience and prior work experience. Deans will be required to secure the
approval of hourly rate of pay from the appropriate Vice President prior to the
employment of the part-time trainer or supervisor.

Part-time Instructors (Non-credit Classes)

Pay is based upon the number of students enrolled in the course.

# of Students

8-9
10

11
12-13
14-15
16+

Rate per Hour
$15.00
$16.00
$17.00
$18.00
$19.00
$20.00

In the event that a non-credit course requires specialized instructional skills, deviations from the above
schedule may be allowed with approval from the Vice-President of Instruction prior to employment.

Classification 4

Classification 5

Classification 6

Classification 7

Classification 8

Classification 9

Classification 10

Classification 11

Classification 12

Classification 13

Summer Camp Instructors $20.00/ hour
Part-time Applied Music Instructors/ $30.00/hour
Part-time Tutors & Educational Support Specialists

HS grad/college student Minimum Wage
Associate degree $15.00/hour
Bachelor's degree + $18.00 /hour
Master’s degree + $20.00/hour
Part-time Specialized Skilled Laborers $25.00/hour
Part-time Computer Specialists $16.00/hour
Part-time Assistant Managers $15.00/hour
Part-time Library Specialists $12.00/hour
Part-time Maintenance, Custodial, Grounds

and Shipping/Receiving $12.00/hour
Part-Time Office Support Specialists Minimum Wage
Part-time Lab Assistants Minimum Wage
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Classification 14 Part-time AV/DL Specialist Minimum Wage

Classification 15 Part-time Teaching Assistants at the Rend Lake College

Foundation Children’s Center (possessing an Associate

Degree in child care or higher credentials) $15.00/hour
Classification 16 Part-time Retail Minimum Wage
Classification 17 Part-time Cook minimum wage
Classification 18 Part-Time Office Manager $15.00/hour
Classification 19 Part-time Security Officer $12.00/hour
Classification 20 Part-time Police Officer (graduate of Illinois $17.00/hour

Training and Standards Board)

These hourly wages will apply to those employees paid out of institutional funds. Any deviations from the
above schedule for positions paid from institutional or grant funds must be approved in advance by the
President and Vice President of Finance and Administration.

3.1112 Student Employment
Policy

Student worker employees are those individuals who are employed at Rend Lake College while being a
full-time student. Appointment of a student worker employee does not lead to continued employment
from semester to semester or year to year. Student workers are not entitled to any benefits. Students
desiring employment each year at Rend Lake College are required to complete the Free Application for
Federal Student Aid. Exception to this requirement may be made on a case-by-case basis by the Director
of Financial Aid.

Procedure
Student are required to complete a Rend Lake College Student Employment Application and submit the
signed, completed form to the Financial Aid Office.

During the fall and spring semesters, students will be allowed to work a maximum of fifteen (15) hours
per week to allow for sufficient study in all subjects. During the summer and during breaks when classes
are not being held, students may work a maximum of twenty (20) hours per week. The number of hours
to be worked per week is not guaranteed and should not be expected if the department does not have
enough work demand.

Students who graduate or terminate enrollment will no longer be allowed to work effective the date of
graduation or termination of enrollment. Exception will be made during the summer for students who
have graduated, but will be enrolled in at least (3) credit hours during the summer semester. These
students may work through the end of the summer semester.

Students who are enrolled full-time during the fall semester may work the preceding summer without
being enrolled in any summer credit hours.

Students should be informed of unsatisfactory work performance and be given the opportunity to improve
performance.
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Student workers who drop below full-time status are required to meet with the Director of Financial Aid
in order to determine continuing work eligibility.

Student workers must maintain an overall 2.0 grade point average, which will be monitored by a designee
by the college president.

Student workers who are working a 7 % hour shift are required to take a ¥ hour break (non-paid) no later
than the 5™ hour.

Prior approval must be obtained from the appropriate Vice President, the Vice President of Finance and
Administration and the President should a department determine that a student worker is needed to work
in excess of fifteen (15) hours a week during the fall and spring semesters, or in excess of twenty (20)
hours during the summer and during breaks when classes are not being held. Justification should be
provided outlining the number of hours, rationale, and the accounts to be charged.

Student workers are required to enroll in and successfully complete BUSI 1202 during the first semester
they are employed. BUSI 1202 is a hybrid course which begins with a mandatory face-to-face workshop
followed by online modules.

3.1115  Stipends

POLICY
Stipends may be awarded for performance of duties which are not included in contractual job descriptions
and that are outside the scope of an employee's regular job duties. Hours worked in stipend positions are
not paid on a per hour basis and do not count toward full-time status. Due to the nature of some of the duties
involved with a stipend position, the Board of Trustees may choose to limit the hours worked per fiscal
year for specified positions.

The Board of Trustees approves the creation of the position and the amount of the stipend. The President
of the College is authorized to appoint personnel to stipend positions and at the end of the appointment
period to remove personnel from such positions or terminate the positions. The President may, with Board
approval, terminate a stipend position with or without cause at any time during the appointment term.

PROCEDURE
Letters of appointment to stipend positions will be issued by the President. An appointment to a stipend
position is for one year or less and does not imply continuous employment. Stipends will be paid throughout
the fiscal year and prorated as needed for partial years. The Board of Trustees will be provided an annual
report of stipend positions and appointments at the July meeting.

Stipend may be:
MAX HOURS
WORKED PER

POSITION STIPEND FISCAL YEAR

Accreditation & Compliance Specialist 9 Equated Load Hrs per
Semester

Archery Coach $7,500 652
Archery Assistant Coach $5,000 434
Assessment or Dual Credit $100per semester
Mentor(s)/Reviewer(s)
Athletic Director $14,000
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College Bowl Coach $4,000 350

Coordinator Of CNA $4,500

Director of Entrepreneurship $10,000

Director of Nursing $10,000

Early Childhood Education Facilitator $4,000

EMT / Paramedic Medical Director $3,000

EMT / Paramedic Program Director $3,000

Entrepreneurship Facilitator(s) $2,000

Forensics Team Coach $4000 350

Lead Custodian — MarketPlace $1,200

Men’s Baseball Assistant Coach $9,200 800

Men’s Baseball Coach $13,800 1,200

Men’s Basketball Coach $13,800 1,200

Men’s Basketball Assistant Coach $9,200 800

Men’s Golf Coach $13,800 1,200

Online Quality — Team Lead(s) $100

Online Quality — Reviewer(s) $50

Softball Coach $13,800 1,200

Softball Assistant Coach $9,200 800

Trap Shooting Coach $13,800 1,200

Women’s Basketball Coach $13,800 1,200

Women’s Basketball Assistant Coach $9,200 800

Women’s Golf Coach $9,200 800

Women’s Volleyball Coach $13,800 1,200
3.1120 Industrial Contracts

POLICY

An industrial contract is defined as a full-time contract other than the school calendar contract. The specific
number of weeks to be worked (example: 50 weeks) and the beginning and ending dates of the time period
will be specified in the individual contract. When possible, the specific work weeks will be identified as an

addendum to the contract.

PROCEDURE

The accrual of sick leave and personal leave for individuals employed as part of an industrial contract will
follow Rend Lake Policy 3.1505 — Sick Leave and 3.1520 — Personal Leave. Individuals employed as part
of an industrial contract which is for a period of less than 50 weeks will not be entitled to vacation days.

The following conversion table is to be used to determine the daily rate of pay for employees with an
industrial contract. This conversion table is intended for use only in the computation of payments for new
or terminating employees between normal pay periods.

The number of days to be worked in an industrial contract is computed on the following schedule:

Months
37 weeks = 169 days
38 weeks = 174 days
39 weeks = 178 days
10 40 weeks = 182 days
41 weeks = 186 days

42 weeks = 190 days
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43 weeks = 194 days
11 44 weeks = 198 days
45 weeks = 202 days
46 weeks = 206 days
47 weeks = 210 days
48 weeks = 214 days
49 weeks = 218 days
12 50 weeks = 222 days (365 days — 104 weekend — 5 Christmas — 12 official holidays —
10 (2 weeks vacation) — 12 (Friday closures during Summer term)

3.1200 Evaluations of Non-Faculty Personnel

POLICY
The objectives of employee assessment / appraisal are to foster a commitment to the employee’s job
performance and a commitment to continuing employee self-development and achievement. All employees
will be required to participate in this program. When circumstances warrant, an employee’s supervisor may
conduct an employee assessment / appraisal at any time, or subject to grant guidelines for employees
working under grants.

All evaluations will be based on an employee’s overall performance in relationship to their job
responsibilities and will also take into account their conduct, demeanor, and record of attendance and
tardiness. The following procedures are established to ensure compliance.

PROCEDURE
The supervisor will, on a continuing basis, observe the employee’s performance and will communicate any
concerns. A standardized evaluation and feedback tool with supporting instructions will be made available
for use.

The written evaluation for all personnel shall be completed by June 30" of each even numbered year, and
copies of each evaluation shall be sent to the President’s office or designee by August 1%. Written
evaluations of grant employees shall be completed as required by any applicable grant requirements. Copies
of the evaluation will be placed in the employee’s personnel file.

3.1205 Performance Evaluation and Tenure of Faculty Members

POLICY
The single most important responsibility of the Rend Lake College Board, faculty, and staff is to provide a
quality instructional program designed to promote effective student learning. Excellence of instruction can
be achieved when the College employs only fully qualified faculty members. Faculty members should be
familiar with the best pedagogical approaches and work in an atmosphere where the freedom to teach and
learn is encouraged.

Evaluation is properly a function and responsibility of the administration. This evaluation program is not
intended to be a punitive instrument. The purpose of evaluation is to improve the learning process, to apprise
instructional staff of their strengths, weaknesses, progress, and overall status, to determine the desirability
of tenure when an individual is eligible, and to provide information for use in making personnel decisions
in accordance with 110 ILCS 805/3B.

The administration has developed systematic and professional procedures for the primary purpose of
assessing the quality of instruction and academic support services at Rend Lake College and to determine
which instructors shall have continued employment with the College. Certain guidelines for evaluation of
faculty may be set forth in an applicable Collective Bargaining Agreement.
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Because tenure confers special rights and privileges on the recipient, it is the policy of the Board to extend
tenure to only the most qualified individuals who are otherwise eligible. For this policy and subsequent
procedures, the following definitions will apply:

A. Faculty Member means a full-time employee of the district regularly engaged in teaching or academic
support services, but shall exclude supervisors, administrators, and all office support and physical plant
employees.

Academic Support Services includes counseling and the Learning Resources Center.

Academic Support Personnel means contractual employees including counselors and professional

librarians, excluding supervisors, administrators, office support and physical plant employees.

D. School Year means the fall and spring semesters which constitute the regular academic year and shall

exclude the summer session.

Term means the fall or spring semesters within a school year.

Notice means a written notice delivered in person or deposited in the U.S. Mail by Certified or

Registered Mail, postage prepaid, addressed to the faculty member's last known address.

G. Tenure means continuous contractual employment unless dismissed for adequate cause or due to a
decision of the Board to decrease the number of faculty members employed by the Board or to
discontinue some particular type of teaching service or program.

H. Full-Time Employment for the purposes of this tenure policy shall be defined as follows:

1. Faculty Members: Faculty members must have an instructional load of at least thirty (30) equated
semester hours per school year. An instructional load of less than thirty (30) equated semester hours
per school year shall not be considered full-time employment. Faculty members on extended
contract must have a proportionately higher load. See applicable Collective Bargaining Agreement.

2. Academic Support Personnel: Academic support personnel must have a normal work week of at
least 35 hours during the regular school year, i.e., the fall and spring semesters, but excluding the
summer session. A normal work week of less than 35 hours per week during the regular school
year shall not be considered full-time employment.

I. Seniority means the length of continuous full-time employment since the last date of hire as a full-time
faculty member. Conflicts in seniority among faculty members with the same beginning date of
continuous employment shall be resolved on the basis of the earliest date on the initial contract of
employment.

J. Eligibility: Faculty members shall be eligible for tenure in accordance with the provisions of 110 ILCS
805/3 B-2. The Board reserves the right to extend the probationary period to four years in accordance
with the Illinois Revised Statutes 110 ILCS 805/3 B-2.

PROCEDURE

Tenure recommendation for eligible faculty and staff members shall be initiated by the appropriate dean,

director or coordinator. Recommendations shall generally be submitted in writing by February 1 (October

1 for staff members hired at the start of the spring semester) to the appropriate Vice President who in turn

shall generally make recommendations by February 5 (October 5 for faculty and staff members hired at the

start of the spring semester) to the President for his review and recommendation to the Board of Trustees.

O w
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The President shall generally submit any recommendations on the granting of tenure to the Board of
Trustees by the second Tuesday in February (second Tuesday in October for staff members hired at the
start of the spring semester). If the Board of Trustees decides to dismiss a non-tenured faculty or staff
member, the Board shall generally give notice thereof to the faculty or staff member not later than sixty
(60) days before the end of the school year or term, whichever is applicable. The Board may at its option,
and pursuant to 3 B-2 of the Tenure Act extend the probationary period for one additional school year by
giving the faculty or staff member notice no later than 60 days before the end of the school year or term
during the school year or term immediately preceding the school year or term in which tenure would
otherwise be conferred. Should the Board determine to extend the probationary period for one year, such
notice must state the corrective actions which the faculty member should take to satisfactorily complete
service requirements for tenure, and all provisions of Section 3 B-2 of the Tenure Act shall be followed.
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A list of the tenured / tenure-track individuals will be maintained by the Vice-President of Instruction &
Student Affairs and will be reviewed and approved by the Rend Lake College Board of Trustees during
their regularly scheduled October and February meetings.

TENURED/TENURE TRACK FACULTY AND STAFF SENIORITY LIST
BEGINNING DATE OF
SEPTEMBER 14, 2021

CONTINUOUS, FULL-TIME
EMPLOYMENT ON TENURE TRACK
Individuals who are tenured or who may be eligible to achieve tenure as defined by the Act are
listed below. This list will be revised by February 1 of each year.

Effective Date Name
Agriculture

03/24/1997 *Wilkerson, Terry

08/17/2009 Helmers, Kathy
Allied Health

08/17/2009 Amber Fann
Art

01/12/2004 McClement-Engler,Melissa
Automotive

08/22/1994 Thompson, Nigel

08/23/1999 Perkins, Shannon
Biology

08/22/2005 Ragan, Caroline

08/15/2013 Jones, Emily

08/16/2018 Duncan-Gunter, Karla
Business

08/12/2010 Jornd, Mark
Chemistry

08/22/2005 Sandrock, Paul
Computer Networking

08/08/2017 Edwards, Chris
Computer Science

08/18/2000 *Carpenter, Shari

01/09/2006 Helm, Bradley
Cosmetology

06/01/2005 Mitchell, Daphne

12/03/2012 Bertschi, Melissa
Criminal Justice

08/12/2010 Meek, Ronald
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Culinary Arts

Diesel Technology

English

Health & P.E.

Heavy Equipment

History

Industrial Electronics

Math

Medical Assistant

Medical Coding

Music

Nursing

Office Technology

08/01/2011

08/08/2017

08/19/1993
08/23/1999
08/23/1999
01/07/2008

08/18/1992

08/12/2010

08/16/2004
08/17/2009

08/23/1999

08/17/1990
08/18/2000
08/18/2014
08/16/2018

07/01/2015

08/19/2013

08/20/2007

01/06/2017
07/19/2017
01/03/2018
07/16/2018
10/16/2018

01/08/2007

Fairbanks, Jeff

Jones, Colin

Little, John R.
Biggs, Rebecca
Davis, Peggy
Ervin, Joseph

Wills, Tim

Vahlkamp, Zachary

* Leeck, Henry
Brouwer, Nathan

Sink, Chris

Laningham, Lynda
Caldwell, Cindy
Martin, Alex
Keen, Jeff

Goloubeva, Nina

Phillips, Lora

Alstat, Sara

Salesberry, Lynn
Wiley, Susan
Griffith, Denise
Hopfinger, Sarah
Smith, Tracy

Bilderbeck, Sarah
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Philosophy

08/16/2018 Kemling, Jared
Physical Science

08/21/2006 Hollmann, Greg

08/17/2015 Holland, Richard
Psychology

01/08/2001 Mitchell, Jeannie
Radiologic Technology

06/04/2007 * Wilkerson, Kim

01/03/2011 * Robinson, Bria

01/02/2014 Heisner, Holly

01/01/2019 Kathalynas, Racheal
Sociology

08/12/2010 * Draper, Sarah
Speech

08/19/2005 Bailey-Smith, Elizabeth
Theater

01/07/2002 Webb, Tracey
Truck Driving

10/15/2003 * Summers, Rodney
Visual Communication Design

08/17/2001 Tarantino Linsin, Jennifer
Welding

06/11/2008 Wilce, James “Pete”

08/15/2019 Meinert, Mike
STAFF TENURE
Reference, Librarian

06/01/2021 * Angelina Mabrey

08/16/2003 * West, Sandy
Academic Advisor

03/20/2005 * Jensik, Jena

07/01/2019 *Bauersachs, Heather

11/15/2019 *Bertolozzi, Jessica

08/16/2021 *Sean Carley

*Names with asterisk indicate tenured/tenure track but not members of bargaining unit.

3.1215  Faculty Rank

POLICY
The College shall have a Faculty Rank System based exclusively and entirely on term of service. The
system shall not be a basis for making financial differentiations among faculty members.
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PROCEDURE
Rank will be accorded faculty members on the basis of the following three-tier system:

On hire: Instructor
On tenure: Associate Professor
After 10 years of service to Rend Lake College: Professor

3.1220 Dismissal and Reduction in Force — Tenure Track Employees
POLICY

The dismissal of a faculty member or academic support employee shall be in accordance with the provisions
of 110 ILCS 805/3 and 805/3 B-4 and / or applicable Board policies and procedures. The provisions of 110
ILCS 805/3 B-5 shall be applicable with respect to the dismissal of a tenured faculty member or academic
support personnel due to a decision by the Board of Trustees to decrease the number of faculty members
and tenured academic support personnel employed by the Board of Trustees or to discontinue some
particular type of teaching service or program.

PROCEDURE
A. Dismissal for Cause of Non-Tenured Faculty Member and Academic Support Personnel
A non-tenured faculty member or administrative support personnel may be terminated during the term of
his/her appointment if there is a sufficient just cause to justify termination.

A non-tenured faculty member or academic support personnel shall be evaluated according to the terms
prescribed in the collectively bargained contract. Pursuant to 110 ILCS 805/3 B-3, if there is a decision to
dismiss (not to offer a contract) a non-tenured faculty member for the ensuing school year or term, he / she
shall be given notice not later than sixty (60) days before the end of the school year or term.

The specific reasons for the dismissal (non-renewal of the contract for the ensuing year or term) shall be
confidential but shall be issued to the employee upon request.

B. Dismissal of Full-time Tenured Faculty and Academic Support Personnel Procedure
The dismissal for cause of a tenured faculty member and tenured academic support personnel shall be in
accordance with the provisions of 110 ILCS 805/3 B-4.

C. Reduction in Number of Faculty Members

Each tenured faculty member or academic support person who was subject to dismissal due to a reduction
in the number of faculty members or academic support personnel employed by the Board of Trustees shall
be given the opportunity prior to honorable dismissal to advise the Board of Trustees in writing of any
position(s), if any, held by non-tenured faculty members or academic support personnel, or any other
employees with less seniority, which such faculty member or academic support person believes he / she is
competent to fill together with the documentation upon which such belief is based. It shall be the
responsibility of the Board of Trustees, acting upon recommendations of the President or his / her designee,
to determine whether or not the tenured faculty member or academic support personnel is, in fact, competent
to render the services for the position or positions identified by the tenured faculty member or academic
support person.

3.1225 Discipline and Dismissal — Non-Tenure Track Employees

POLICY
A. Performance Standards
In keeping with its mission of delivering high-quality education to students, the college requires high
standards of performance from its employees. However, situations sometimes arise when an employee's
job performance or conduct does not meet these required standards. While the college wishes to assist
employees encountering difficulties, it reserves the right to terminate employees at its discretion.
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Employment at Rend Lake College is on an at-will basis and therefore either party may end the employment
relationship at any time with or without cause.

B. Misconduct

The following are examples of misconduct that warrant immediate disciplinary action. These examples do
not preclude the college's right to discipline, suspend or discharge employees for other causes. The college
may also discipline, suspend, or discharge employees for criminal or felonious acts which occur off college
property. In cases of serious misconduct, the President may immediately suspend an employee pending
investigation of the incident.

While employment is “at-will”, it is appropriate to state conduct that is not acceptable and which may cause
an employee to be discharged. Actions which the college considers serious breaches of acceptable conduct
include, but are not limited to:

. assaulting, threatening, intimidating, harassing, or coercing co-workers, students, or others;

. transporting or possessing weapons, firearms (except as permitted by concealed carry
laws), fireworks, or explosives on college property;

. fighting or provoking or instigating a fight or engaging in dangerous "horseplay" which
could result in injury to others or damage to property;

. insubordination or willful refusal to perform assigned duties or any type of verbal or
physical abuse of a supervisor, or delay of carrying out an assignment;

. possessing or using alcohol or illegal drugs during scheduled work hours;

. reporting to work or working under the influence of alcohol or non-prescribed drugs and/or
the unlawful manufacture, distribution, dispensing, possession, or use of controlled
substances;

. speeding or reckless driving on college property or violating college safety rules or
procedures;

. stealing, destroying, or defacing college, co-workers', or students' property or the improper
or unauthorized use of college property;

. sleeping on the job;
indecency in behavior;

. supplying false or misleading information on the employment application, personal

information questionnaire, or benefits forms, or altering or falsifying any college record
(e.g., attendance records, financial records, student grades, inventories, etc.);

. accepting gifts, gratuities, trips, or favors from firms, organizations (their employees or
agents), or other individuals who provide goods and services to the college, or otherwise
taking advantage of your position for personal gain;

. taking advantage of the office or department where you work to request or receive favored
treatment or special privileges and services which are not available to other staff members
at the college;

. duplicating or loaning college keys;
absenteeism or tardiness that, in the judgment of the college, is unexcused or excessive;
° using an authorized leave granted for a specific purpose for any purpose other than that for

which it was granted;
failing to report for work at the end of an authorized leave;
. disclosing confidential records or information (College or employee);
any act of harassment, sexual, racial or other; telling sexist or racial-type jokes; making
racial or ethnic slurs.

For other types of misconduct which are less serious, the employee’s supervisor may, at his/her discretion,
choose to utilize progressive disciplinary action to give the employee a chance to correct his/her behavior.
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A supervisor may skip steps or repeat steps, depending on the circumstances, but the basic progressive
disciplinary process includes:

1. Oral warning.

2. Written warning, usually with counseling from the employee’s immediate supervisor.
3. Suspension with or without pay.

4. Demotion or dismissal.

All disciplinary action resulting in suspension, demotion or dismissal must have the prior approval of the
President.

Note: The College reserves the exclusive right to discontinue any position at the end of the term of the
employee’s employment contract.

PROCEDURE
Disciplinary action should normally take place outside of the presence of other employees.

Except for an oral reprimand, the discipline and the basis for the same should be in writing, and provided
to the employee as well as a copy be placed in the personnel file.

In the event that an employee wishes to dispute a disciplinary process, he/she may use the grievance
procedure as found in Policy 3.1230.

3.1230  Grievance Procedure

POLICY
Unless otherwise stated in the employee's contract, the following will apply. Nothing stated herein shall be
construed to grant an employee the right to file a grievance based on any action taken by the Board
concerning matters such as employee discipline, suspension, and dismissal.

Definition
A grievance shall mean a complaint by an employee that there has been as to him / her a misapplication or
misinterpretation of this policy manual.

PROCEDURE
Informal Resolution
The parties are encouraged to resolve through informal discussions any grievances as defined herein. Such
informal discussions are not to be confused as a part of the grievance procedure.

If such informal discussions do not lead to a satisfactory resolution of a grievance as defined herein, the
grievance shall be processed according to the following procedure. The term "days" as used in the following
procedure refers to days the College is open (i.e., when administrative offices are open), unless otherwise
indicated.

First Step:

1. If the employee is unable to resolve a grievance informally, a written statement of the grievance
shall be prepared, signed and delivered to the employee's immediate supervisor within ten (10) days
after the first event giving rise to the grievance. The written grievance shall specify the section or
sections of the Rend Lake College Policy Manual that are allegedly violated, misinterpreted, or
misapplied, the full facts on which the grievance is based and the specific relief requested. The
immediate supervisor will inform the appropriate Cabinet member that a grievance has been
received.
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2. Within five (5) days after the written grievance is submitted, a meeting shall be held with the
grievant's immediate supervisor or his or her designee to resolve the grievance at a time mutually
agreed to by all parties concerned.

3. The immediate supervisor or his or her designee will answer the grievance in writing within five
(5) days after such meeting. Failure of the immediate supervisor to provide a written answer to the
grievance within the five (5) days will be a basis for the employee taking the grievance to the second

step.

Second Step:

1. If the employee is not satisfied with the First Step decision, the grievance may be referred to the
appropriate Vice President or his or her designee within five (5) days after the First Step answer is
provided.

2. Within five (5) days thereafter, a meeting shall be held between the employee, and the appropriate
Vice President or his or her designee.

3. The appropriate Vice President or his or her designee shall deliver a written answer to the grievant

in writing within five (5) days after such meeting. Failure to provide a written answer within the
five (5) days after such meeting is a basis for the employee taking the grievance to the Third Step.

Third Step:

1. If the employee is not satisfied with the Second Step decision, the grievance may be referred to the
President within five (5) days after the Second Step answer is provided.

2. Within ten (10) days thereafter, a meeting shall be held between the grievant, the President or his
or her designee, and other appropriate administrative personnel.

3. The President or his or her designee shall deliver an answer to the grievant in writing within fifteen

(15) days after such meeting. Failure to answer the grievance within the fifteen (15) days after the
meeting is a basis for the employee taking the grievance to the Fourth Step.

Fourth Step:

1. If the employee is not satisfied with the decision at the Third Step, the employee may refer the
grievance to the Board of Trustees within fourteen (14) days after the decision is provided at the
Third Step by providing a written notice to the President. The Board, at its discretion, may discuss
the grievance with the employee, or may render its decision by review of the documents and records
from the previous steps. The Board shall give its written answer to the grievance within fifteen (15)
working days following its review of the grievance or fifteen (15) working days following a
meeting between the grievant and the Board. The answer of the Board shall be final and binding
on all parties.

Time Limits

No grievance shall be entertained or processed unless it is submitted within ten (10) days after the first
event giving rise to the grievance. If a grievance is not presented within the time limits set forth above, it
shall be considered "waived." If a grievance is not appealed to the next step within the specified time limit
or an agreed extension thereof, it shall be considered settled on the basis of the last answer. Failure at any
step of this procedure to hold a meeting or communicate a decision on a grievance within the specified time
limits or an agreed extension thereof shall permit the aggrieved party to treat the grievance as denied and
to proceed immediately to the next step. The parties may by mutual agreement in writing extend any of the
time limits set forth in this policy.

Note: This policy is limited to work created specifically for institutional purposes in the course of a person’s
employment with the College.
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3.1235  Professional Development

POLICY
Rend Lake College recognizes that the professional growth of its employees enhances their productivity
and benefits the college as well as the individual employees. The Board of Trustees therefore supports
financially and encourages both on-campus and off-campus professional development activities for all full-
time employees and adjunct faculty.

PROCEDURE
All full-time employees and adjunct faculty will be required to keep a log of all professional development
activities completed throughout the fiscal year. At the end of each fiscal year, all full-time staff will need
to send the completed Professional Development form to their supervisors for signature. All completed
and signed Professional Development forms should then be forwarded to Human Resources.
All full-time faculty will be required to follow the guidelines set forth in the union contract with regard to
Professional Development approval and submission for salary movement.

Workshops and Professional Meetings

Within the budget constraints of the college, employees may attend workshops and/or professional meetings
related to their job assignment. All such requests are handled on an individual basis for off-campus
activities, and requests must be approved in advance by the employee's immediate supervisor and/or
Cabinet member. Priority will be given to requests which directly relate to institutional goals and objectives.

Approved time away from the campus is considered regular hours worked. Registration fees, meals,
lodging, mileage reimbursement and/or other transportation costs will be paid according to current travel
reimbursement guidelines.

Rend Lake College Courses

Rend Lake College employees may have tuition and non-course specific fees waived for Rend Lake College
credit courses. Courses must be taken during an employee's non-working hours. The employee will be
responsible for the cost of books, workbooks, other consumable materials and course specific fees.

In the event that the College determines that a credit course may be either necessary or beneficial for
professional development purposes relating to and providing skills specific to the employee’s current job,
the College may waive tuition, fees, and book costs. Courses may be taken during an employee’s working
hours if approved by the employee’s immediate supervisor and/or Cabinet member.

The College realizes the value in having skilled employees and will attempt to schedule such courses at
convenient times. Employees may request a change in work schedules from their immediate supervisors in
order to participate in a designated class. This approval must be received in writing prior to registering for
a course.

3.1300 Conduct and Appearance

The reputation of Rend Lake College is reflected by one’s attitude toward students, staff, and visitors with
whom they come in daily contact. Personal conduct should be in keeping with the highest standards and
ideals with which Rend Lake College is operated. Regardless of the position, it is important to remember
that good manners, appropriate dress and a willing, cooperative attitude are expected as part of the job.

An individual’s personal appearance on the job reflects the image of Rend Lake College. Employees are
expected to care enough about themselves and their positions to be neat and well-groomed at all times on
the job and at campus events. Inappropriate or unclean clothes detract from the College’s image and cannot
be allowed.
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3.1305

English Proficiency for Faculty
POLICY

The College shall maintain a program to assess the English language proficiency of all persons providing
classroom instruction to students and to insure that English language proficiency be attained prior to
providing classroom instruction to any students except those enrolled in foreign language courses.

PROCEDURE

All faculty members for whom English is the native language will be assumed to be orally proficient unless
two or more student complaints concerning their proficiency are received by the administration.

A. Applicant:
All potential faculty members considered for employment and for whom English is not their native
language shall demonstrate oral proficiency through an interview with the Dean of the department
in which the applicant is to be employed.

2. No applicant will be hired that cannot demonstrate English proficiency during the interview.
B. Current Faculty Members
If there is a complaint or allegation that any member of the faculty who provides classroom
instruction, whether employed full-time, part-time or as adjunct, is not proficient in the English
language, the English proficiency of the faculty member for which the complaint has been received
shall be assessed during an interview with the appropriate Dean.

1.

L.

2.
a.
b.
C.
3.
3.1310

If the faculty member is not able to demonstrate English proficiency to the interviewer, the faculty
member shall not be permitted to provide classroom instruction.

If the faculty member for which the complaint has been received is non-tenured, such faculty
member shall continue to be employed only so long as any existing contract may require. At
the discretion of the College, such faculty member may be afforded a) a non-instructional
position, if one is available; b) the opportunity to take the Test of Spoken English administered
by the Educational Testing Service (ETS) and, if a score of 230 or above is attained, may be
considered for return to classroom instruction.

If the faculty member for which the complaint has been received is tenured, such faculty
member shall be afforded: a) a non-instructional position; and b) the opportunity to take the
Test of Spoken English administered by the Educational Testing Service (ETS) and, if a score
of 230 or above is attained, shall be returned to an instructional position as soon as is feasible.

If the faculty member for which the complaint has been received declines to take the Test of
Spoken English, or a score of 230 or above is not attained on the Test of Spoken English within
a reasonable time, the faculty member for which the complaint has been received may be
suspended without pay.

Faculty members electing to take the Test of Spoken English shall assume the full cost and
responsibility for such study and preparation as may be required and for ensuring that a copy
of the Test results are provided to the College.

The appropriate Vice President shall make or approve all recommendations for actions to be taken
to effect compliance with policy of the Board of Trustees and the law and regulations, if any,
pertaining to the English proficiency of the classroom instructors employed by the College.

Access to Personnel Records
POLICY

The Board of Trustees acknowledges that the maintenance, inspection and dissemination of personnel
records must reflect an appropriate balance between the needs of the Board for administrative effectiveness,
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the employee’s confidentiality and privacy, and third parties who have a legitimately verified interest in
such information.

The Board of Trustees hereby states its intention to comply with the laws of Illinois concerning personnel
records. All personnel records shall be maintained, inspected and disseminated in accordance with this
policy and regulations for implementation of the policy, and any applicable Collective Bargaining
Agreement provisions.

3.1315 Driver’s License Policy

POLICY
The College recognizes the importance of public confidence in individuals authorized to drive vehicles for
College work purposes.

Any employee driving any vehicle for college-related activities is required to comply with applicable laws
by

not driving with an inactive, canceled, suspended or revoked license

maintaining appropriate liability insurance

refraining from driving while distracted or under the influence of alcohol or drugs
abiding by any applicable license restrictions; and driving lawfully and courteously

Cawyx

PROCEDURE
Prior to operating a College-owned vehicle or a vehicle that has been rented by the College for a work
purpose, employees and volunteers will provide the Physical Plant Department with a copy of his / her
current license and insurance information. In addition, the Human Resource Department will obtain a Motor
Vehicle Report from the Illinois Secretary of State which details any prior ticketed traffic violations.

3.1320 Americans with Disabilities (ADA)

POLICY
The College has a policy not to discriminate against qualified individuals with disabilities with regard to
application procedures, hiring advancement, discharge, compensation, training or other terms, conditions
and privileges of employment. Consequently, the College intends to comply with the Americans with
Disabilities Act (ADA) as now in effect or as may be amended.

PROCEDURE
Any individuals seeking a “reasonable accommodation” under the ADA should submit their request to the
Human Resources Department and shall include such information as requested by Human Resources. A
determination on the requesting individual’s request for “reasonable accommodation” shall then be made
by the President and conveyed to the requesting individual.

3.1325  Ownership and Royalties of Patents and / or Copyrights
POLICY
This policy applies to inventions, discoveries, processes, computer software, genetic materials, plants, and
intellectual material, other than online courses which are covered in a separate side letter to the contract,
that are patentable or copyrightable which have been created by faculty or staff, paid with funds or facilities
provided or administered in whole or in part by the college. Instructional materials, programs or any other
work product (“Intellectual Property”) developed by a faculty member exclusively on the faculty member’s
time and exclusively at the faculty member’s expense shall belong to the faculty member.

If the intellectual property is subject to an agreement between an external sponsor and the college that
contains restrictions as to the disposition of inventions or works, the terms of the agreement take precedence
over this policy. All participants in externally sponsored research are required to accept in writing the
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conditions in any agreement between the college and the sponsor before permitted to participate in
sponsored research. In negotiating with sponsors, representatives of the college should strive to obtain the
greatest latitude and rights for the individual inventor and the college consistent with the public interest and
with this policy.

If the discovery is outside of the scope of this policy (that is, no funds or facilities provided or administered
by the college have been used), the individual may elect to pursue the patenting of the discovery or
copyrighting the intellectual material without the assistance of the college. In that event, the individual is
entitled to all royalties or to other income resulting from the discovery and the college disclaims both
ownership and responsibility pertaining to any such inventions or copyrightable materials.

Any person who creates an invention or creates copyrightable material covered by this policy shall promptly
disclose the same to the President’s office. The college and the employee are entitled to shared ownership
when the discovery or creation was made in part with funds or facilities provided or administered by the
college and the employee. If the college determines not to pursue the patent or copyright, the employee
may proceed to do so; however, the college’s name, trademarks, and service marks may not be used in the
marketing of the intellectual property. The President shall notify the employee of the college’s decision to
seek or not seek a patent/copyright as soon as possible after submission of the intellectual property to the
President’s office.

Income from intellectual properties developed by the employee exclusively on college time and exclusively
at college expense shall belong to the college.

Profits from all intellectual properties with shared ownership or works covered by this agreement will be
distributed on a quarterly basis as follows:

A. 50% of any profit will be distributed to the employee with an equal share to the college.

In no event shall video or audio tapes or recordings of a faculty member’s lecture, performance or
presentation be made or used by the College without the consent of the faculty member.

In the event of a dispute arising under this policy, including, without limitation, the ownership of intellectual
property or allocation of royalties, the college shall arrange for arbitration of the dispute following the rules
of the American Arbitration Association.

POLICY
A. Definitions
Research, development or writing conducted by an employee which is directly related to the duties and
responsibilities of which a person has been compensated by or through the College, shall be considered
“Employer Intellectual Property Rights.”

B. Ownership
Any invention capable of legal protection, or any original work of authorship which is protectable by
copyright, which has been created or written under this policy, shall be the property of Rend Lake College.

C. Obligation of Inventor/Author
1. Disclosure — Any person to whom this policy is applicable must furnish to the College a full and
complete disclosure of any invention or copyrightable material promptly after it is created or
authored. Any such person shall cooperate in a timely and professional manner with the College
or with the patent/copyright counsel in protecting the invention, writing, or creation.
2. Assignment — Any person to whom this policy is applicable, shall, upon request, assign all
invention and patent rights, or copyrights, to the College.
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D. Waiver
If the College chooses not to protect or commercialize the invention, right or work, the College may, at its
sole discretion, waive its rights to the same.

3.1326 Accident/ Incident Reporting

POLICY
In the event that an accident or incident takes place on the campus of Rend Lake College which
involves the health and safety of students, staff, or campus visitors, the Rend Lake College
Police Department must be contacted immediately. Members of the Rend Lake College Police
Department are First Aid and CPR trained and qualified to evaluate the need for treatment. It
will be the responsibility of the Rend Lake College Police Department to make the determination
if an ambulance service is required. For the protection of the employee, individuals should not
directly contact an ambulance service.
The purpose of this policy is for the protection of employees and the College as a whole. The
Police Department is responsible for the timely and accurate record keeping of all information
related to the accident/incident, conveying of information to outside entities/agencies, and
restricting the release of protected information as required.
The Athletic Department has an athletic trainer on hand for practices and sports events. In the
event that an athlete is injured during either practice or game time, the athletic trainer will be
responsible for administering care. The athletic trainer will be responsible for the proper
documentation of all incidents when treatment was administered. This documentation will be
forwarded to the Athletic Department within 24 hours of the incident/accident.
In the event that the athletic trainer feels that an ambulance is needed, the Rend Lake College
Police Department will be contacted immediately to assist. The RLC Police Department will be
responsible for the proper documentation of the accident/incident in the event that the individual
denies treatment or ambulance transport.
Following reporting the accident/incident to the Police Department, employees should notify
his/her supervisor. In addition, employees should complete any reports as directed by the Police
Officers within 24 hours.
Failure to report an accident/incident or to follow any portion of the above-mentioned policies may result
in disciplinary actions.

3.1330 Employee’s Failure to Comply with Emergency Procedures

POLICY
Any Rend Lake College employee who refuses to immediately follow proper procedure when alerted to
report to a safe area due to a weather or other type of threatening situation will be assessed a $250 fine.
Employees who fail to comply or to properly direct students to designated safe areas will have the offense
documented in his/her personnel file and could result in dismissal or termination of employment.

3.1340 Sexual Offender / Sexual Predator Registration for Employment

Applicants and Employees
POLICY
The Illinois Sex Offender Registration Act, 730 ILCS 150/3, requires students and employees to register at
the College or University in which they attend or are employed. The purpose of this policy is to outline the
College’s registration requirements for both employment applicants and employees who are convicted sex
offenders or sexual predators who are required to register as such pursuant to the Illinois Sex Offender

123



Registration Act, and to set forth the College’s policy for maintaining the sex offender or sexual predator
registration data that is received by the College.

PROCEDURE
Upon application, hire, or upon the conviction of a sexual offense that requires registration pursuant to the
[linois Sex Offender Registration Act, any applicant or employee that is required to register as a sex
offender or sexual predator pursuant to the Illinois Sex Offender Registration Act must, within three (3)
days of hire or within three (3) days after the conviction of a sexual offense that requires registration
pursuant to the Illinois Sex Offender Registration Act, register with the College’s Security department and
provide the following accurate personal information:

Current photograph;
Address;
Telephone number;
Date of birth;
Place of employment;
Employer’s telephone number;
E-mail addresses;
Instant messaging identities;
Chat room identities;
Other internet communication identities used;
URLSs, blogs or websites maintained or to which the offender has uploaded content or posted messages
or information;
County of conviction;
. License plate numbers for every vehicle registered in the name of the sex
a. offender or sexual predator;
The age of the sex offender or sexual predator at the time of the
a. commission of the offense;
The age of the victim at the time of the offense;
Any distinguishable marks on the body of the sex offender or sexual predator.

ACCEOTMmUOER
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In addition to the information required above, registrants convicted under Sections 11-6, 11-20.1, 11-20.3
or 11-21 of the IL Criminal Code shall provide:

A. TP addresses at the offender’s place of employment or residence

Upon receipt of the registration data identified above from the sex offender or sexual predator, who is an
employee or applicant for employment at the College, the College’s Security Department will provide the
registration data to the President of the College who will determine, on a case by case basis, if other
notifications need to be made.

All sex offender or sexual predator registration data received by the College’s Security Department pursuant
to this Policy will be maintained in a secure location. Only those employees who are required to use or
handle the sex offender or sexual predator registration data received by the College pursuant to this Policy
will have access to such data or documents.

The Rend Lake College Police Department shall direct individuals who inquire about the sex offender status
of any student or employee to the State Sex Offender Registry.

Compliance and Penalties

Applicants for Employment and Employees:
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Any employee who fails to register as a sex offender or sexual predator with the College’s Security
Department within three (3) days after beginning employment, as required by the Illinois Sex Offender
Registration Act, 735 ILCS 150/3(a), will be subject to immediate dismissal from employment with the
College.

The College reserves the right to deny employment to or discharge a convicted sex offender or sexual
predator upon notification by local authority, as designated by State Police and/or upon registration by the
sex offender or sexual predator with the College’s Security Department to set forth specific limitations
and/or restrictions on the employee.

The College reserves the right to evaluate and document special cases and to refuse employment if the
College determines that the convicted sex offender or sexual predator is a threat or a potential danger to the
college community or if such refusal is considered to be in the best interest of the College.

An employee who has been discharged pursuant to this policy shall be notified of his/her right to appeal the
discharge decision and provided with information regarding the appeal process.

3.1400 Family and Medical Leave Act

POLICY
This policy incorporates rights and obligations guaranteed by the Family and Medical Leave Act
(“FMLA”).

Employees who have worked at least one year and at least 1,250 hours in the past 12 months, are eligible
for up to a total of 12 work weeks of leave during any 12 month period for specific circumstances defined
below. The 12-month period will be measured from the start of a leave. For example: An employee begins
an FMLA leave on June 10, 2000. The employee can take a total of 12 weeks of FMLA leave during the
12-month time period from June 10, 2000, to June 9, 2001.

Eligible employees are entitled to leave for the following reasons:

For the birth and care of a newborn child of the employee;

For the placement of a child with the employee for adoption or foster care;

To care for a spouse, parent or child with a serious health condition; or

When the employee is unable to perform the essential functions of his/her job because of a
serious health condition.

. “Any qualifying exigency” arising out of the fact that the spouse, son, daughter, or parent
of the employee is on active duty, or has been notified of an impending call to active duty
status, in support of a contingency operation.

Spouse, as defined in the statute, means a husband or wife. For purposes of this definition, husband or wife
refers to the other person with whom an individual entered into marriage as defined or recognized under
state law for purposes of marriage in the State in which the marriage was entered into or, in the case of a
marriage entered into outside of any State, if the marriage is valid in the place where entered into and could
have been entered into in at least one State. This definition includes an individual in a same-sex or common
law marriage that either (1) was entered into in a State that recognizes such marriages; or (2) if entered into
outside of any State, is valid in the place where entered into and could have been entered into in at least one
State.

Parent means a biological, adoptive, step or foster father or mother, or any other individual who stood in
loco parentis to the employee when the employee was a son or daughter as defined below. This term does
not include parents “in law.”
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Son or daughter means a biological, adopted, or foster child, a stepchild, a legal ward, or a child of a person
standing in loco parentis, who is either under age 18, or age 18 or older and incapable of self-care because
of a mental or physical disability at the time that FMLA leave is to commence. Leave for birth or placement
of a child must be taken within one year of the date of birth or placement.

Spouses who work for the same employer are jointly entitled to a combined total of 12 weeks when leave
1s taken for reasons other than his or her own serious health condition.

A serious health condition means an illness, injury, impairment, or physical or mental condition that
involves one of the following:

. Any period of incapacity or treatment connected with inpatient (overnight) care in a
hospital, hospice or residential medical-care facility, and any additional treatment in
connection with that inpatient care;

. A health condition (including treatment or recovery) lasting more than three consecutive

days and any later treatment or incapacity (absence from work) relating to the same

condition that also includes treatment two or more times by a health care provider with a

continuing regimen of treatment;

Pregnancy or prenatal care;

Chronic conditions requiring treatments;

Permanent/Long-term conditions requiring supervision;

Multiple treatments (non-chronic conditions);

An eligible employee who is the spouse, son, daughter, parent, or next of kin of a covered

servicemember who is recovering from a serious illness or injury sustained in the line of

duty on active duty is entitled to up to twenty-six (26) weeks of leave in a single 12-month
period to care for the service member.

Intermittent leave can be taken whenever medically necessary for a serious health condition. The employee
can be requested to schedule planned medical treatment so as not to unduly disrupt the employer’s
workplace. Employees may take leave intermittently for the birth of a child or the placement of a child for
adoption or foster care only with the consent of the Board of Trustees.

Leave taken under this provision will be unpaid. The College will require FMLA leave to be taken
concurrently with paid leave in any case where the employee qualifies for FMLA leave, subject to
applicable law.

Leave under the FMLA: Accrued paid leave that will be taken concurrently
Birth, adoption, foster care Vacation, personal, sick
Care for a family member Vacation, personal, sick

Employee’s serious health condition =~ Vacation, personal, sick

Other types of leave that will be taken concurrently with FMLA leave are workers’ compensation, leaves
of absence, and disability leaves of absence.

If an employee normally pays a portion of the premium for group health insurance, for group disability
insurance, and for group life insurance, the employee will be responsible for these payments during the
period of FMLA leave. Arrangements for payments will be established between the College and the
employee. The College will continue to pay its share of an employee’s group health insurance and group
life insurance premiums, if any, during the employee’s FMLA leave.

Upon returning to work, the employee will be restored to his or her former position or a position with
equivalent pay, benefits, and other terms and conditions of employment. Restored employees are not
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entitled to accrual of seniority or employee benefits (i.e. vacation/sick leave accruals) during any period of
unpaid leave.

If it is determined that an employee is a “key” employee, he / she will be notified in the “Response to
Request FMLA” provided by the Human Resources Specialist. A “key” employee is a salaried eligible
employee who is among the highest paid 10 percent of the employees employed by the employer within 75
miles of the facility at which the employee is employed. If the employee is a “key” employee, then
restoration to employment may be denied following FMLA leave on the grounds that such restoration will
cause substantial and grievous economic injury to the College. The employee will be notified if restoration
will cause substantial and economic harm in the “Response to Request FMLA” provided by the Human
Resources Specialist. The employee will be given a reasonable opportunity to return to work if this
determination is made.

If the employee does not return to work following FMLA leave for a reason other than (1) the continuation,
recurrence, or onset of a serious health condition which would entitle the employee to FMLA leave; or (2)
other circumstances beyond his / her control, the employee may be required to reimburse the College for
the insurance premiums paid on the employee’s behalf during his / her FMLA leave.

PROCEDURE

When leave is foreseeable, the employee must notify his / her immediate supervisor 30 days before the date
the leave is to begin if the leave will require an absence of more than three consecutive work days. If the
leave is not foreseeable, notice must be made as soon as reasonably possible. The immediate supervisor
will notify the Human Resources Specialist within 48 hours of this request. The Human Resources
Specialist will provide the supervisor with the appropriate paper work to be completed by the employee
and his / her physician. The employee must return the “Request for FMLA’ form to the Human Resources
Specialist within 48 hours of receipt of the form. The Human Resources Specialist will return the form,
“Response to Request for FMLA” to the employee within 48 hours of receiving the request.

If the request is for a serious health condition, then the employee may be required to furnish a medical
certification form, “Physician Certification for Family or Medical Leave,” within 10 business days after
being notified of this requirement. The employee’s leave may be delayed until certification is submitted.
Failure to provide certification may result in the employee’s leave request being denied.

If the circumstances of the employee’s leave change, enabling him / her to return to work earlier than the
date specified, the employee will be required to notify his / her immediate supervisor at least two working
days before the employee intends to return to work.

The employee will be required to present a fitness-for-duty certificate before returning to work to the
Human Resources Specialist. The certification need only be a simple statement of the employee’s ability to
return to work, and should apply only to the condition for which the employee took the leave. The
employee’s return will be delayed until certification is provided.

3.1405 Victims’ Economic Security and Safety Act

POLICY
The Victims' Economic Security and Safety Act (known as "VESSA") provides an employee who is a
victim of domestic violence, or who has a family or household member who is a victim of domestic
violence, with up to twelve (12) weeks of unpaid leave per any twelve (12) month period to address issues
arising from domestic or sexual violence.

An employee may take VESSA leave to:
o Seck medical attention for, or recovery from, physical or psychological injuries caused by domestic
or sexual violence to the employee or employee's family or household member;
e Obtain victim services for the employee or employee's family or household member;

127



e Obtain psychological or other counseling for the employee or the employee's family or household
member;

e Participate in safety planning, including temporary or permanent relocation or other actions to
increase the safety of the victim from future domestic or sexual violence; or

o Seck legal assistance to ensure the health and safety of the victim, including participating in court
proceedings related to the violence.

VESSA leave may be taken intermittently or on a reduced work schedule.

PROCEDURE
The employee shall provide the employer with at least 48 hour’s advance notice of the employee's intention
to take leave, except in such cases where it is not practicable to provide such notice. If an unscheduled
absence occurs, the employer may not take action against the employee if the employee provides
certification within a reasonable period after the absence.

The College may require certification that VESSA leave is to be taken for one of the purposes enumerated
above and that the employee or employee's family or household member is a victim of domestic or sexual
violence. An employee may satisfy such a certification requirement by providing a sworn statement of the
employee and:

e Documentation from a victim services organization, attorney, member of the clergy, or medical or
other professional from whom the employee or the employee's family or household member has
sought assistance;

e A police or court record; or

e  Other corroborating evidence.

The College must maintain the confidentiality of all information pertaining to the use of VESSA leave,
notice of an employee's intention to take VESSA leave, and certification provided by the employee.

3.1410 Disability
POLICY

In case a full-time employee of the College currently eligible for leave benefits under the Family Medical
Leave Act becomes temporarily disabled by reason of a non-work related illness, injury or pregnancy, uses
all accumulated sick leave, and is granted a State Universities Retirement System (SURS) disability leave,
the employee will be eligible for continued health insurance coverage according to the provisions under the
Consolidated Omnibus Budget Reconciliation Act (COBRA) of 1985. After benefits under the Family
Medical Leave have been exhausted, the employee will be responsible for payment of the health insurance
premium under the provisions of COBRA. The disability leave shall be inclusive of any leave under the
federal Family and Medical Leave Act (FMLA), except as otherwise required by law.

The current SURS policy states that disability leave will not go into effect until sick leave balances have
been exhausted.

When the employee becomes eligible for SURS disability leave, the employee will be placed on inactive
status. The inactive status will end upon the earlier of the following:

A. The employee returns to work and is able to perform the essential functions of his or her position with
or without reasonable accommodation; or

B. Twelve (12) months have elapsed since the date that the disability leave began. No leave for disability
shall extend longer than twelve (12) months, unless expressly authorized by the Board of Trustees of
the College in a specific instance.
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Employees on a disability leave under this procedure may be temporarily replaced. Employees hired to
temporarily replace employees on disability shall be subject to layoff or termination without cause upon
the return to work of the employee who was on disability. If an employee on a disability leave does not
return to work after being continuously absent from his duties for twelve (12) months, the employment
relationship shall be terminated for all purposes.

PROCEDURE
Where possible, requests for disability leave shall be made to the Board at least 90 days prior to the expected
date of the leave. The College reserves the right to require, at any time, medical certification of disability
or request that the employee be examined, at College expense, by a physician or other health care
professional designated by the College to determine if the employee is capable of performing his/her
essential job duties.

Where possible, the College President should be given written notification at least sixty (60) days prior to
the date on which the employee will return to work, or notice as far in advance as possible in a specific
instance.

3.1415 Light Duty

POLICY
Introduction
The purpose of this Policy is to clarify the conditions under which the College will place an employee on
light duty, and to provide guidance to the departments for administering the policy consistently. The
employee is responsible for informing all health care providers of the College’s light duty policy.

Scope of the Policy

This policy will apply to all full-time and part-time employees who have a temporary disabling injury
arising from a work-related accident or an illness resulting from a work-related occupational disease which
temporarily prohibits them from performing full job duties, or meeting the essential job functions of the
position. Employees with chronic or permanent disabilities are excluded from this policy and should instead
request a reasonable accommodation in accordance with the American with Disabilities Act Amendments
Act of 2008. The assignment of light duty is discretionary and not a right.

Responsibility for the Policy

The Vice President of Finance and Administration is responsible for monitoring the administration of this
policy. All requests for light duty assignments must include the physical or medical restrictions, which will
be reviewed by the Vice President of Finance and Administration. The Vice President of Finance and
Administration will determine the availability of assignments and monitor the employee’s progress in
returning to full duty.

Definition of Light Duty

Light duty is defined as temporary work which can be accomplished by the employee with a work-related
injury (and/or occupational disease) working within the stipulated medical or physical limitations and
without exposing others to the risk of being harmed. Light duty is further defined as temporary work (not
to exceed ninety (90) days) which, when accomplished, will contribute to the fulfillment of the mission of
the department as distinguished from “make work™ assignments created solely to accommodate ill or
injured employees.

Physical Conditions of the Employee
The College will consider providing an employee light duty work for reasons including but not limited to
the following:

A. To assist an employee in recuperating from a temporary work-related illness or work-related injury by
reintroducing them gradually to the demands of full duty work.
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B. To avoid placing a temporarily disabled employee in positions that may aggravate the existing injury
or illness or risk harm to themselves, co-workers or to other persons or property, by assigning them
work they can perform within the restrictions of the treating health care provider.

C. To conserve resources by having a recuperating employee accomplish meaningful work that is
otherwise performed by the regular work force.

D. To assist in determining an employee’s fitness for duty.

No “Make Work” Assignments

Based on the aforementioned objectives, there is no intention of creating “make work’ assignments for any
employee, regardless of the employee’s physical condition, disability or illness. Employees assigned to
light duty are placed in full pay status and expected to perform a fair day’s work in a function that
substantially contributes to the mission of the College.

Availability of Light Duty Work

There is no right to light duty work and no employee will be removed from a College job to make light duty
work available for a recuperating employee. The availability of light duty assignments may limit the number
of individuals who can perform such work at any given time. Finally, there may be instances where light
duty is not available.

No Permanent Light Duty Assignment
All light duty assignments are temporary in nature and shall not exceed ninety days. Light duty work is

temporary in nature and will not be made permanent. Light duty may be denied if injured employees do not
have a reasonable expectation of being able to perform the essential functions of the employee’s position
with or without reasonable accommodation. In all events, light duty shall terminate after ninety (90) days
of light duty assignment by the employee. At the expiration of ninety (90) days, the employee must either
be able to return to full duty and perform the essential functions of his or her position or request a reasonable
accommodation in accordance with the American with Disabilities Act of 2008.

Case-by-Case Consideration

Each case of eligibility for a light duty assignment is considered independently of any other past or present
assignments. Thus, the circumstances of each case, the needs of the College, the availability of assignments,
and the nature of the work shall determine an assignment being made.

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

A. Fitness for Duty Report: Employees recuperating from a work-related injury or work-related illness,
and who are unable to perform essential job functions, (with or without reasonable accommodations)
shall have the treating health care 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. It is the responsibility of the employee to inform all health care providers
of the College’s light duty policy.

B. Identification of Light Duty Work: The employee shall submit the Fitness for Duty Report to the Vice
President of Finance and Administration who will then consult with the appropriate personnel to
identify light duty work that is compatible with the employee’s restriction(s) and the duration of the
light duty assignment, as determined by the health care provider.

C. Expiration of Assignment: When the light duty assignment expires as stated on the Fitness for Duty
Report, the employee cannot continue to work. No light duty assignment may exceed ninety (90) days.

Loss or Forfeiture of Workers’ Compensation Benefits
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Subject to any determination of an arbitrator adjudicating the employee’s worker compensation benefits,
an employee shall lose or forfeit the worker’s compensation benefits if the worker chooses to do either of
the following:

A. The employee fails to notify the College of the employee’s release for light duty by the employee’s
treating health care provider.
B. The employee is released for light duty but refuses the light duty assignment.

3.1420 Return to Work Certification

POLICY
Whenever an employee returns to work following an absence resulting from a serious health issue, the
Human Resources Department may request a written physician’s or written statement from a licensed
physician or other licensed medical authority, indicating that the employee may return to assigned duties.
This medical statement is to be presented to the Human Resource Department prior to returning to the
individual’s assigned work station or department.

In the event that the College requires further evaluation of the employee’s ability to perform essential
functions of his or her employment position, the College will place full-time employees on paid leave until
further certification of ability to perform essential job functions is received from a licensed medical
authority of its own choosing.

In the event that the College requires further evaluation of a part-time hourly employee’s ability to perform
essential job functions, the College will allow the employee to receive this additional certification during
work time prior to his/her return at a facility selected by the College. The time for which an employee will
be paid for the completion of the evaluation will be limited to two (2) hours.

Exceptions to this policy must have the approval of the President. The College is not precluded
from requesting an opinion from a licensed medical authority of its own choosing (and at the
College’s expense) without regard to the number of days of sick leave taken, if any.

3.1425 Worker’s Compensation
POLICY

In the event a full-time employee misses work due to a worker’s compensation injury or illness, the College
will allow the employee to continue to be paid his/her full base salary for the first three consecutive work
days (beginning the day following report of the accident or illness) by charging the employee for three sick
days if available. After these three days, the College will no longer pay the employee’s salary. The employee
will be reimbursed by the College’s worker’s compensation provider and no sick days will be charged. If
the injury or illness continues for 14 or more calendar days, the worker’s compensation provider will
reimburse the employee for those first three days of work missed. The employee must submit
reimbursement to the College for the full salary amount paid by the College. The employee will then regain
his/her sick days taken.

In the event the College has paid the employee past the first three days (or during a period of time that is
later determined that the worker’s compensation carrier will reimburse), the employee will be responsible
for returning his/her salary payments paid by the College and any sick days charged will be regained. Please
note that the salary payments are more than the amount the worker’s compensation carrier will reimburse.
Worker’s compensation only covers a percentage, not the full amount of an employee’s salary.

PROCEDURE
Any accident or injury an employee sustains at their work site must be reported to their supervisor. Even if
no medical treatment is necessary an incident must be reported. An accident report must be completed by
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the employee and their supervisor. Within forty-eight (48) hours following the accident, the employee is
encouraged to meet with the Human Resources Department. This meeting will serve as an information-
gathering interview so that the College can act as a liaison between the employee and the College’s worker’s
compensation provider. The employee is advised to bring their accident report to the meeting to aid in
completing the First Report of Injury Report which is required by worker’s compensation to file a claim.

3.1500 Vacation
POLICY
A. Administrative, Office Support, Physical Plant, and Academic Support Personnel on a
Fiscal Year Contract and 50-week Industrial Contracts

Administrative, Office Support, Physical Plant and Academic Support personnel on a fiscal year (twelve
month) contract shall be entitled to annual vacation allowance per fiscal year per the following:

e First five years of employment - ten (10) working days which shall accrue at (5/6) vacation day for
each calendar month in which he/she is employed.

e Years six through ten of employment - fifteen (15) working days which shall accrue at one-and-
one-fourths (1 1/4) vacation days for each calendar month in which he/she is employed.

e Eleventh year of employment and beyond - twenty (20) working days which shall accrue at one-
and-two-thirds (1 2/3) vacation days for each calendar month in which he/she is employed.

o The President, Vice Presidents, Associate Vice Presidents, Executive Directors and Deans on a
fiscal year (12 month) contract shall be entitled to twenty (20) working days annual vacation
allowance per fiscal year, which shall accrue at one-and-two-thirds (1 — 2/3) vacation days for each
calendar month in which he/she was employed.

Vacation time shall not be taken prior to accrual. An employee hired for less than a twelve-month position
will not accumulate paid vacation time. A maximum of 20 accrued vacation days may be carried forward
past June 30 of the next fiscal year following accrual. Any accrued vacation days over 20 days not used by
June 30 will automatically be converted to sick days.

Upon separation from employment, an employee who has earned a vacation allowance under the provisions
of this procedure will be paid, pro rate, for all earned but unused vacation at the time of such termination.

B. Personnel on Industrial Contracts
Personnel on industrial contracts of less than 50 weeks will not accrue vacation time.

PROCEDURE
All requests to use accrued vacation must be submitted, in advance, to the employee’s immediate
supervisor. The President or his designee retains the final right to designate, approve and cancel all
vacations, in order to ensure the orderly performance of the services provided by the College.

3.1505 Sick Leave
POLICY

The annual sick leave shall be fifteen (15) days per year for full-time employees, accumulation unlimited.
It is intended that no sick time will be used before being earned. However, in extraordinary circumstances,
ten (10) days of sick leave may be allowed in advance of being earned or for a greater extent than earned
upon approval of the President. In exercising his / her discretion to allow the advancement, the President
shall consider the likelihood of the employee’s return to full-time employment, the probable date for return,
and the best interests of the College.

Sick leave shall be interpreted to mean personal illness, quarantine at home, or serious illness in the
immediate family or household. For this purpose, immediate members of the family shall mean husband,
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wife, civil union partner, domestic partner (living in the household), son, daughter, mother, father, brother,
sister, or corresponding in-laws and corresponding step family members. To use leave for the care of a
domestic partner, a completed Affidavit of Domestic Partnership must be on file with the Human Resources
Department. Sick leave may be used quarter-day increments and should be reported accordingly.

PROCEDURE
After three consecutive days in which an employee has been unable to report to work, he or she will be
required to personally contact the Human Resources Specialist to report the nature of the illness. In the
event that an employee is not able to contact the Human Resources Specialist directly, he / she should direct
the appropriate supervisor to contact the Human Resources Specialist to provide the necessary information.
The Human Resources Specialist will then make the determination as to whether or not the illness is a
Family Medical Leave Act qualifying event.

Employees calling in to report that they will not be at work shall notify his / her immediate supervisor.

The college reserves the right to require a certification from a physician or other licensed health care
professional of the college's choice for the use of sick leave. The college reserves the right to require
periodic physical examinations during the period of an employee's absence due to sickness or disability,
including the right to require a physical examination of an individual who is on sick leave prior to returning
that person to work. However, the college would not exercise this right until a particular employee has been
on sick leave for a minimum of three (3) work days or there is reasonable cause to believe there is or has
been an abuse of sick leave.

Examinations administered by a physician at the college's request shall be at the college's expense. Travel
expenses incurred in connection with a medical examination of the college's request shall be reimbursed in
accordance with Policy 5.1215, Travel Reimbursement.

Abuse of sick leave is grounds for discipline. The severity of the discipline shall be based upon the extent
and frequency of the abuse.

3.1510 Bereavement Leave
POLICY

A full-time employee will be granted up to three (3) consecutive work days leave without salary loss for
the death of any member of the immediate family. The employee will identify the bereavement leave start
date with their supervisor. Bereavement leave must be used within the first fourteen (14) calendar days after
the death of the family member. The definition of immediate family shall be the same as in Sick Leave, but
shall also include grandchildren, grandfather, grandmother, spouse’s grandchildren, spouse’s grandfather
and grandmother, and corresponding step-family members. If circumstances require an extension on the
part of the employee, the employee may apply to their supervisor for extended leave and seek approval
from the President. Such additional leave will be charged against accumulated leave of the employee.

3.1515  Child Bereavement Leave
POLICY

An employee who has met the eligibility requirements of the Family and Medical Leave Act shall be entitled
to use a maximum of ten (10) working days of unpaid bereavement leave for the loss of a child. A child is
defined as an employee’s son or daughter who is biological, adopted, or foster child, a stepchild, a legal
ward, or a child of a person standing in loco parentis. This leave must be completed within sixty (60) days
after the employee receives notice of the death of the child. In the event of the death of more than one child
in a 12-month period, the employee will be entitled to take six (6) weeks of bereavement leave during the
12-month period. An employee may elect to substitute earned paid leave time available for an equivalent
period of leave.
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3.1520 Personal Leave

POLICY
All full-time employees will receive four (4) personal days per year. All part-time employees who
consistently work 30-35 hours per week will receive 32 hours of personal time per year. A first-year
employee will receive four (4) personal days upon his/her first date of hire and will have the remainder of
the fiscal year to use the personal days. Employees will be allowed to bank up to a maximum of 20 days at
the end of any fiscal year. Any personal days in excess of 20 days at fiscal year-end will be lost. Unused
personal days will not be converted into sick days or paid out at the time of retirement or termination of
employment. Employees may take up to four consecutive days of personal leave without the prior approval
of his / her supervisor. For full-time employees personal leave may be used in either quarter-, half- or full-
day increments and should be reported accordingly. Part-time employees eligible for personal leave will
submit personal hour usage through the time card system.

3.1525 Sabbatical Leave
POLICY

Sabbatical Leave is a privilege granted by the Board of Trustees for the express purpose of improving the
quality of instruction and service at Rend Lake College. The sabbatical leave may be granted for the
following reasons:

Advanced Study

Work Experience

Travel

Creative Projects

Necessary Retraining

Other purposes designed to improve services to the College. Compensation for an individual on Sabbatical

Leave will be as follows:

A. Professional staff members granted leave for one semester will be paid 100 percent of the salary for
the semester the leave is taken.

B. Professional staff members granted leave for more than one semester shall be paid 50 percent of the
salary for the time the leave is taken.

C. Compensation, other than that received from Rend Lake College, may result in a proportionate
adjustment in the leave salary.

A recipient of a sabbatical leave must return to the College for two consecutive years of full-time
employment immediately following the sabbatical leave. An individual choosing to leave the College prior
to that time must repay the College the salary granted during the period according to the following scale:

A. Does not return: reimburse 100% of the sabbatical salary

B. Returns for one year: reimburse 50% of the sabbatical salary. The recipient will be required to sign a
promissory note for the sabbatical leave salary prior to the leave. The note shall be declared void by the
Board of Trustees if failure to meet the terms is a result of death or disability.

The conditions established and created for Sabbatical Leave is as follows:

A. The individual must have been a full-time professional staff member at the College for six (6)
consecutive years.

B. A professional staff member having taken a sabbatical leave will not again be eligible until he/she has
completed six (6) additional consecutive years of full-time employment at the College.

C. No more than three percent (3%) of the full-time professional staff may be granted sabbatical leave
during a semester. (In case of a fraction, it would be rounded to the next highest whole number.)
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A request for sabbatical leave must be in the form of a detailed written plan submitted to the President.

The deadline for applications for leaves must be submitted one year in advance. The starting time for

the proposed leave must be such that an undue hardship would not be placed on the College.

Sabbatical leave may be granted for a period of time ranging from one semester (17 weeks) to one year

and must be a full-time leave.

The Board will consider the possibility of a part-time sabbatical leave. Approval or disapproval of any

request for a part-time sabbatical leave, and the terms thereof, shall be entirely subject to the Board's

discretion.

Compensation

1. Professional staff members granted leave for one semester will be paid 100 percent of the salary
for the semester the leave is taken.

2. Professional staff members granted leave for more than one semester shall be paid 50 percent of
the salary for the time the leave is taken.

3. Compensation, other than that received from Rend Lake College, may result in a proportionate
adjustment in the leave salary.

A recipient of a sabbatical leave must return to the College for two consecutive years of full-time

employment following the sabbatical leave. An individual choosing to leave the College prior to that

time must repay the College the salary granted during the period according to the following scale:

1. Does not return: reimburse 100% of the sabbatical salary

2. Returns for one year: reimburse 50% of the sabbatical salary. The recipient will be required to
sign a promissory note for the sabbatical leave salary prior to the leave. The note shall be declared
void by the Board of Trustees if failure to meet the terms is a result of death or disability.

All fringe benefits including advancement on a salary schedule will continue during the sabbatical

leave period.

PROCEDURE

Applications for sabbatical leave must be submitted to the President and will include the following:

MO 0w

Purpose of the leave.

Benefit to the College.

Dates of the leave.

Other sources of incomes received during the leave or to be received.
A list of activities to be accomplished during the leave.

Applications will be reviewed by a committee consisting of the Faculty Development Committee and the
appropriate Vice President.

The committee will provide the candidate's immediate supervisor with a copy of the application and request
a written recommendation. The committee will forward its recommendations along with that of the
immediate supervisor to the President. The President will submit his/her recommendation to the Board for
a final decision.

3.1530 Holidays

POLICY

The following are the designated official holidays:

MmO 0w

New Year’s Day

Martin Luther King’s Birthday
Presidents Day

Good Friday

Memorial Day

Juneteenth
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Independence Day
Labor Day
Veteran’s Day
Columbus Day
Thanksgiving Day
Day after Thanksgiving Day
. Christmas Eve
Christmas Day
Those days between Christmas and New Year’s Day

OZZrARETED

The Board of Trustees may, for a special and significant purpose, declare an additional holiday.

PROCEDURE
In accordance with federal law and College policy, some of the foregoing holidays may be observed on
days other than the calendar day on which the holiday falls.

3.1535  Jury Duty

POLICY
An employee who is called for jury duty shall be excused from work without salary loss for the days on
which he serves, up to a maximum of twenty (20) days per calendar year. The President is authorized to
grant additional days for jury duty.

PROCEDURE
The employee must present proof of service and must remit to the College the amount of jury duty pay
received in order to be paid by the College for jury duty leave.

3.1540 Military Leave
POLICY
All employees and students will be provided all military leave rights pursuant to Federal and State law.

PROCEDURE
Employees seeking military leave shall notify the applicable Vice President as early as reasonably possible.

3.1545 Reporting of Absence Other Than Disability

POLICY
Most leaves other than sick leave are known in advance. An employee should notify his / her immediate
supervisor as far in advance as possible. The employee should complete an absence request via the online
absence reporting system prior to the leave and submit the request for approval to his / her immediate
supervisor. Absences must be reported in one-quarter (1/4) day increments.

PROCEDURE
In those cases when the leave is not known in advance, the employee shall notify his / her immediate
supervisor as soon as possible. If the supervisor is not available, the employee should notify the appropriate
Vice-President. The form and procedure described above should be completed as soon as possible upon
return to work. Unexcused absences will result in disciplinary action.

3.1550 Reporting of Absence Due to Inclement Weather

POLICY
To ensure consistency in reporting absenteeism during inclement weather periods, the following provisions
will be followed:
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If the College is officially closed because of the weather, full-time employees will not be required to use
vacation and / or personal leave.

An employee who is unable to report during the hours or portions of days that the College is open will have
the following options:

A. Vacation and / or personal leave may be used in not less than one half (Y2) day increments.

B. Compensatory release time may be used.

C. Employees who do not have available leave time or earned compensatory time will receive a
corresponding deduction in pay.

All absences must be submitted via the online absence reporting system.

Employees will not be paid for any work that is completed at home during the period the College is closed.

Full-time physical plant employees, because of the nature of their responsibilities, will report to duty as
assigned by the Director of Physical Plant and will be awarded compensatory time at a rate of time-and-
one half.

3.1555 Unpaid Leave of Absence
POLICY

A special leave of absence without pay and without loss of seniority, status, appointment or accrued benefits
may be ratified by the Board of Trustees. In order for a special leave to be considered by the Board, the
individual must have prior approval by the president of the College or his designee. Requests must be
submitted at least two weeks prior to the requested leave. Unusual hardship cases will be considered on an
individual basis. This leave can only be granted if business demands allow and all vacation and
sick/personal time have been exhausted.

Special leaves of absence will not exceed sixty (60) days for each three (3) years of continuous service.

The employee may elect to continue insurance coverage during the period of the leave (arrangements should
be made in with the Payroll Department). All employee contributions toward payment of insurance

premiums will be the responsibility of the employee.

Employees do not accrue sick or vacation days while on an unpaid leave. Unless an employee has accrued
time paid for the entire month, he/she will not receive his/her monthly accrual of sick or vacation days for
any month in which he/she is on unpaid leave. Employees on unpaid leave will not receive pay for any
holidays which occur during the time of his/her leave.

PROCEDURE
The employee will notify the Personnel office in writing 30 days prior to the end of the approved leave of
his/her intention to:
A. Return to full-time employment
B. Terminate employment at the College
C. Request an extension of the leave

3.1700 Medical Insurance

POLICY
A Health Investment Plan will be established for health insurance and benefits. On an annual basis prior to
benefit choice election, the College will determine the amount of the College’s contributions and/or match
amounts to employee contributions will be made into the employee’s Health Investment Plan during the
upcoming plan year. Employees may choose to utilize a Health Investment Plan for dependent coverage.
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The additional cost resulting from dependent coverage will be deducted from the individual employee’s
paycheck.

The terms of the group hospitalization and major medical insurance policy for employees not covered under
a collectively bargained agreement shall be subject to approval by the Board. The terms and conditions of
the applicable labor agreement will dictate the medical insurance specifications for its members

PROCEDURE
Applications for insurance, or claims, shall be made to the Office of Human Resources.

3.1705 Life Insurance

POLICY
A full-time employee shall be covered by group life insurance. For employees not covered under a
collectively bargained agreement, the group life insurance shall be a term policy in the amount (thousands)
nearest to one and one-half times the annual salary of the individual. The terms and conditions of the
applicable labor agreement will dictate the life insurance specification for its members. The entire cost of
the insurance premiums shall be paid by the College.

PROCEDURE
Applications for insurance, or claims, shall be made to the Office of Human Resources.

3.1710  Tuition Reimbursement for Continuing Education Assistance - Full-

Time Employees
POLICY
Full-time employees may be reimbursed at the current Rend Lake College tuition rate for credit hours
carned at four-year institutions toward advanced degrees or courses that would significantly enhance
individual effectiveness. Reimbursement will be limited to an amount equal to the cost of in-district tuition
for three (3) credit hours per fiscal year at Rend Lake College. Faculty will follow the provisions in the
union contract.

PROCEDURE
Proof of course registration and completion must be documented. Requests will be made in writing to the
immediate supervisor. Approval must be obtained in advance from the appropriate Cabinet member.

3.1715  Tuition Waivers

Full-Time Employees

POLICY
Full-time employees and their dependents are eligible for a waiver of tuition at Rend Lake College.
Dependents of full-time employees are defined as a spouse and dependent children. Children can qualify
as dependent if they satisfy at least two of the following three conditions: 1) are under 24 years of age; 2)
are not married; and 3) currently reside with the full-time employee of Rend Lake College. Employees shall
not be in class(es) more than six (6) clock hours per scheduled work week.

PROCEDURE
An employee who wishes to take courses at the College during the College's normal business hours must
obtain advance approval from his / her immediate supervisor and the appropriate Cabinet member.

Part Time Employees
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POLICY
For each of the categories of part-time employees listed below, an employee is eligible to receive one tuition
waiver per semester for either the employee or their dependent upon completion of the following
requirements:

A. Part-time instructors, high school dual credit instructors, and SICCM instructors who have taught a
minimum of 3 credit hours per semester at Rend Lake College for a minimum of four semesters over
the last four years.

B. Part-time trainers who have taught a minimum of 96 hours per semester for a minimum of four
semesters over the last four years.

C. Community Coordinators who have been continuously employed at Rend Lake College for two or
more years, and part-time employees who have worked a minimum of 260 hours per semester for a
minimum of four consecutive semesters.

Except for summer, the employee must be currently employed in that capacity for which eligibility is being
claimed and qualifying service should immediately proceed the semester in which the waiver is sought.
Any exceptions to the timing of tuition waiver being used needs to be submitted by the appropriate Dean
and approved by the President.

PROCEDURE
The waiver is for a full-time or part-time student credit-hour load. Employees hired prior to January 1,
2014 will be grandfathered.

Retiree Tuition Waiver

POLICY
Retirees with twenty years of full-time employment at Rend Lake College are eligible for a waiver of
tuition.

Legacy Tuition Waiver

POLICY
The spouse and dependent child(ren) of living retirees with twenty years of full-time employment at Rend
Lake College will be eligible for tuition waivers for up to 64 credit hours per individual student.

Full tuition waivers for up to 64 credit hours per individual student will be given to spouse and children of
full-time employees who pass away while employed at the College or while on disability leave from the
College.

PROCEDURE
Spouses and dependent child(ren) who are eligible for this waiver will be required to submit a Legacy
Tuition Waiver to the Financial Aid Office. Following verification of employment, the Financial Aid Office
will be responsible for placing the tuition onto the student account.

Rec Center and Aquatics Center Waiver

POLICY
All full-time and part-time employees shall not be charged membership fees for the Rend Lake College Rec
Center or open swim sessions at the Rend Lake College Aquatics Center.

3.1800 Annuities

POLICY
The College maintains a tax sheltered annuity program for full-time employees. Part-time employees who
are expected to work in excess of 20 hours per week will also be allowed to participate in the approved
program. The program must meet state and federal regulations and be approved by the Board. The College
shall not be responsible for any liability of any kind or nature whatsoever should it be determined that the
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annuity program is not in compliance with state and/or federal laws or regulations. The individual employee
participating in the program shall be responsible for any tax or other liability, including penalties.

PROCEDURE
Participation in the annuity plan is voluntary. A request to participate in the tax sheltered annuity must be
made to the Office of the Vice President of Finance and Administration.

3.1805 State University Retirement System Participation
POLICY

Participation in the State University Retirement System (SURS) is mandatory on the first day of
employment for all new full- and part-time College employees. New employees should contact the Human
Resources Department to complete the necessary SURS forms to assure that proper retirement deductions
are made beginning with the first day of employment. Only students, retirees from the system, and those
persons whose employment is irregular, intermittent, or temporary (less than a semester) are exempt from
this state requirement.
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STUDENT & INSTRUCTIONAL MATTERS- SECTION 4
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4. STUDENT & INSTRUCTIONAL MATTERS

4.1000 Enrollment at Rend Lake College

POLICY
Rend Lake College will enroll students in accordance with all requirements respecting qualifications and
preferences set forth in Illinois Compiles Statutes, 110 ILCS 805/3-17 and 805/3-28, and in the guidelines
established by the Illinois Community College Board.

PROCEDURE
The college has developed enrollment requirements which are contained in the college catalog. These
include general enrollment, home-schooled students, high school-age students not attending high school,
and international students. Specific curricula may have additional admission requirements, also contained
in the college catalog.

4.1005 Procedure for Enrollment of High School Age Youth

POLICY
A. Students whose connection with a secondary school is severed
Any student who is 16 or 17 years of age and has severed their connection with a secondary school, as
certified in writing by the chief executive officer of the secondary school in which the student has legal
residence, is eligible to attend Rend Lake College in accordance with the policies of the board.

B. Students currently enrolled in a secondary school program

Students currently enrolled in a secondary school program, who are also currently of junior or senior
status with that secondary school, may be accepted into Rend Lake College courses. If such courses are
offered during the school day established by the secondary school or are offered for secondary school
credit, prior approval of the Chief Executive Officer of the secondary school must be received.

4.1010 Enrollment of International Students

POLICY
Prospective international students who wish to attend at Rend Lake College must enroll in an associate
degree program; must provide proof of secondary education completion; must provide proof of financial
support for tuition, fees, books, supplies, and living expenses for two academic years at the current
estimated cost rate; and have a minimum score on the Test of English as a Foreign Language-TOEFL
language exam.

PROCEDURE
Prospective students should first contact a Primary Designated School Official/Designated School
Official at international@rlc.edu signifying interest in obtaining an associate’s degree at Rend Lake
College. The PDSO/DSO will send the Intent Agreement to the prospective student.

The following forms must be received by the DSO in order to issue an 1-20 (Certificate of Eligibility for
Non-Immigrant Student Status) to an international student for the purpose of obtaining an F-1 Visa:

Intent Agreement

Rend Lake College International New Student Enrollment Form

Proof of Completion of Secondary Education in English translation
International Student Financial Statement

Financial Documentation for Financial Statement in English translation
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e Any other official documentation indicating visa and passport status.

International students must have a minimum score of 500 on the paper-based Test of English as a Foreign
Language (TOEFL) or 173 on the computer-based TOEFL or 61 on the Internet-based TOEFL and must
meet all degree program requirements. International students must provide documentation that the student
has met TOEFL guidelines or provide certification that English is the student’s first language.

International students who are residing in the United States under VISA status other than a F-1 or M-1
and wish to take courses at Rend Lake College must provide proper documentation indicating the student
is registered with the Department of Immigration. The Office of Student Records requires the following
steps to be completed:

1. Complete and submit a Rend Lake College new student enrollment form.

2. Provide proof in an English translation of completion of secondary education.

3. Provide official documentation indicating the student has met TOEFL guidelines as
previously described or certification that English is the student’s first languate.

4. Provide official documentation indicating visa and passport status.

5. Provide other official documentation as determined by the PDSO/DSO

4.1015 Residency Status

POLICY
Students enrolling at Rend Lake College shall be classified as resident, nonresident, out-of-state, or
international for tuition and fee purposes.

PROCEDURE
The office of the Vice President for Student Services is authorized to require such written documents,
affidavits, verifications or other evidence as are deemed necessary to determine the classification of the
student.

Specific evidence of “In-District Resident” is contained in the college catalog, and proof thereof must be
given within thirty (30) days of the start of a semester.

4.1100  Tuition

POLICY
Tuition of resident and non-resident students may be charged as permitted by law and as established by
action of the Board of Trustees.

4.1105  Tuition Refund

POLICY
If a student officially withdraws from the College during the semester, tuition shall be refunded according
to the schedule set forth in the college catalog.

4.1110  Variable Tuition and Fees for Special College-Sponsored Activities
POLICY
A. The administration may establish variable tuition rates and fees for students attending the College, in
an amount not to exceed 1/3 of the per capita cost as defined in Sections 6-2 and 6-4 of the Illinois
Public Community College Act.
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B. The administration may establish variable fee charges for participants in College-sponsored activities
which include but are not limited to courses, workshops, camps, seminars, etc. and which may be
contracted by public or private organizations. Additional participants, under approved circumstances,
may enroll “on a space available basis” at a rate not to exceed the per capita cost of the offering.

The College shall cooperate with all federal, state and local agencies in the development and
implementation of regular or special courses, workshops, seminars, regional meetings, etc., and may
consider those students enrolled in such courses, workshops, seminars, regional meetings, etc., as in-
district students.

C. The administration may develop Public Service / Community Service courses. The fee established shall
be sufficient to meet the cost of the activity. Senior citizens may be required to pay a lab or material
fees or fees for community services courses / activities. The President shall authorize all other activities
where costs are projected to exceed revenue.

4.1115  Fees

POLICY
A schedule of the fees for appropriate courses and activities shall be developed by the Administration and
approved by the Board of Trustees, which schedule may be amended from time to time and communicated
to the general public via approved form of publication.

PROCEDURE
The administration shall establish a schedule of fees for appropriate courses and/or activities not to exceed
the limitations identified below and shall annually communicate to the Board of Trustees the charges for
participation in courses and/or activities. Communication to the Board of Trustees shall occur on or before
the August Board meeting for the current fiscal year. The Board may amend the limitations for establishing
the fees at any meeting of the Board of Trustees.

The guidelines for the establishment of fees are as follows:

A. The College shall establish tuition and publish the applicable charge.

B. The President may waive any tuition and / or fees.

C. Transcript — Transcript requests are to be processed online and all fees involved are paid directly to the
service provider. In the event that a student wishes to make an in-person request for a copy of his / her
transcript, a $5 fee for transcript will be due. This fee must be paid to the Business Office before the
transcript will be released.

D. The additional fees are established at the following rates:

1. Service charge on returned check — $30 / check
2. Library fees

a. Replacement library card or student I.D. — $10

b. Fee for library materials that are lost or damaged beyond repair — Replacement cost plus $25

c. Damage to audiovisual equipment — Repair / replacement cost

Printing / Photocopies — $0.10 per page for black and white, $0.25 per page for color copies

AHA card replacement fee — $10

5. Instructional Support Fee - $40 per credit hour. Instructional Support Fees include costs associated

with textbooks, technology costs which directly support academic functions, and other general
costs associated with academic services of the College.

6. Replacement of lost key cards — $25

7. Course Fees

Course fees are listed in an Excel sheet linked within this document (see below).
CURRENT COURSE FEE LISTING

Rl
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8- Membership to The Rec

9.

Single Family
Fall Semester $120.00 $450.00 + *$15/person for
(Sept-Dec) family member above 5 person family
Spring Semester $120.00 $450.00 + *$15/person for
(Jan-April) family member above 5 person family
Summer Semester $120.00 $450.00 + *$15/person for
(May-August) family member above 5 person family

*THE $15 IS NOT SUBJECT TO ANY PROMOTIONAL DISCOUNTS

The Rec Day Pass

Fall Semester $5.00
Spring Semester $5.00
Summer Semester $5.00

Parking and/or Speeding Tickets Issued by Rend Lake College Security

Parking Tickets $25

Parking in a Handicapped Space $250
Speeding Tickets (1-5 mph over posted limit) $25
Speeding Tickets (5+ mph over posted limit) $25+81/mile

over posted limit
Speeding tickets issued within 500 ft. of posted speed limits near the Rend Lake College
Foundation Children’s Center will be double the ticket fees as calculated in the above formula.

10. Drop Fee

Students who registered but failed to make payment, enrolled in Nelnet or have financial aid
awarded to their accounts prior to the purge / payment date will be assessed a $25 drop fee.

11. Non-returned Textbook Fees

A student who receives textbooks as part of the all-inclusive tuition program and does not return
the issued textbooks by the pre-established deadline will be charged the retail price for the textbook.

12. Registration Fee for Contractual Education Agreements

16.

Students enrolling in classes under which we have a contractual agreement with their employer will
be required to submit a fee of $25. This fee must be submitted, along with their registration, to the
Business Office at the time of class registration.

Testing Fees

1. Accuplacer — All students will be able to take the Accuplacer test a maximum of two times after
the beginning of the student’s senior year in high school. If he/she chooses to test more than two
times, the student will be required to pay a $15 fee for each and every subsequent testing. Any one
component or combination of all components will be considered as one testing session and students
will be charged accordingly.

2. Upward Mobility Testing — Students who are testing as part of the Upward Mobility program
will be charged a $15 fee for testing required for eligibility within the program.
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3. Test Proctoring — In the event that an educational institution or outside agency allows a test to
be proctored by Rend Lake College staff, students will be charged a $15 fee per test.

4.1120 Fees — Senior Citizens

POLICY
Senior citizens, by showing proof of age, may enroll in credit courses offered by the College without paying
tuition. Senior citizens must pay applicable fees. A senior citizen is defined as a person sixty (60) years of
age or older. Senior citizens may be charged a fee of $50 or more for repeating classes more than credit can
be claimed.

4.1125 Charge Back and Joint Agreements Policy

POLICY
Individuals who want to enroll in an Associate in Applied Science degree or certificate program not offered
by their own community college or through the Joint Instructional Program Agreements may apply for a
chargeback, which is financial assistance with the out-of-district portion of the tuition.

Rend Lake College district residents who desire a degree or certificate not offered by Rend Lake College
may apply for chargeback tuition if they attend another public community college in Illinois that offers the
program.

PROCEDURE
This application must be submitted each year to the Rend Lake College designated employee no later than
30 days prior to the beginning of the semester.

4.1200 Conduct

POLICY
The Board, faculty, and administration will set forth rules for student conduct which are to be approved by
the Board of Trustees and published in the Student Handbook.

4.1205 Civil and Criminal Violations

POLICY
When an employee or student has been apprehended for violation of the law, the College will not request
or agree to special consideration for the individual because of his / her status with the College. The College
will cooperate fully with law enforcement and other agencies and any program for rehabilitation of the
individual.

Except for inappropriate conduct on the campus, at a College-sponsored event, or in a setting where the
College has a contractual arrangement for education, housing or transportation, the College will not
ordinarily impose further sanctions after law enforcement agencies, including any judicial systems, have
disposed of the case. Even so, College officials have the right to initiate disciplinary action if the conduct
has interfered with its educational functions or the responsibilities to the College community.

4.1210 Alcohol and Drug Policy

POLICY
Rend Lake College is committed to a drug and alcohol free educational environment. Therefore, the Board
prohibits the use, illegal possession, sale, distribution or transfer of alcohol or illegal drugs on College
premises or property owned or supervised by Rend Lake College. The Board also prohibits the use and
possession of alcohol, illegal drugs and the abuse of legal drugs in any manner which impairs a student's
ability to safely and effectively attend class or participate in school activities.
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Recognizing that certain educational programs and/or activities expose students, participants, faculty, staff
and observers to a greater risk of injury due to the nature of the activity, the Board authorizes the
Administration and its designees the right to randomly test students/participants enrolled in such programs
for the illegal use of any controlled substance or the use of legal substances impairing the ability of the
student/participant to perform an activity or participate in any College sponsored event. In addition, the
Board authorizes the Administration and its designees the right to remove any individual who appears to
be under the influence of any controlled substance (drugs and/or alcohol) or who appears to be unduly under
the influence of any legal drug impairing the immediate safety of the said individual or others participating
in a College activity or while on College premises.

Certain fields of study require practical experiences which should be practiced without impaired judgement
from drug or alcohol use. All students in health care and other required programs must pass a drug screening
test before entering their practicum/clinical/externship as well as be subject to random testing throughout
their program. Students may also be tested should there be reasonable suspicion that illegal use of any
controlled substance (drugs and/or alcohol) or the abuse of legal drugs has occurred in such a manner in
which an individual’s ability to participate safely in an activity has been compromised or has comprised
others attending or participating in the activity or on the College premises. A reasonable suspicion referral
for testing will be made on the basis of documented objective facts and circumstances that are consistent
with short term effects of substance abuse.

Clinical agencies and other industry partners affiliated with the college also have drug and alcohol policies
and may require students to comply with their drug testing policies in a similar manner to their employees
during their practicum/clinical/externship. Safety in the delivery of care to patient/client populations as
well as in the general workplace is the basis for drug testing. Clinical sites and industry partners have the
right to refuse any student for practicum/clinical/externship based on concerns about student’s ability to
deliver safe practice.

By enrolling in such educational programs deemed by the administration to require drug testing or
participation in extracurricular activities, students agree to participate in the drug screening program.

PROCEDURE
A. Allied Health Students and Other Required Screen Programs:
1. Each student is subject to drug screening at the time and place designated by Rend Lake College.
For students with practicum/clinical/externship, the screening shall take place prior to beginning
said practicum/clinical/externship.
2. The student shall immediately submit themselves for a drug screen upon being notified by a Rend
Lake College representative at the place designated by said representative.
3. Immediately shall mean the student will not leave the sight of either the Rend Lake College
representative or medical personnel conducting said screen until the screen is completed.
B. Reasonable Suspicion
1. Any student who has been advised that reasonable suspicion exists for a drug screen shall
immediately submit themselves for a drug screen upon being notified by a Rend Lake College
representative at the place designated by said representative.
2. Immediately shall mean the student will not leave the sight of either the Rend Lake College
representative or medical personnel conducting said screen until the screen is completed.
3. Reasonable suspicion includes but is not limited to actions by student which places themselves or
others on campus in any dangerous situation or in danger of injuring themselves or others.
C. Random Screenings
1. Rend Lake College shall use a computer program established for the random selection of
students/athletes for a drug screen.
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2. Upon selection, the student will be notified by a Rend Lake College representative and
student/athlete shall immediately submit themselves for a drug screen upon being notified by a
Rend Lake College representative at the place designated by said representative.
3. Immediately shall mean the student will not leave the sight of either the Rend Lake College
representative or medical personnel conducting said screen until the screen is completed.
D. The drug screening shall be conducted by a qualified laboratory using regularly established
procedures for collecting and testing samples by the healthcare field.

ACTIONS FOR RESULTS:

Negative Screen: No action taken.

Positive Screen: Student will be dismissed from the academic or athletic program.

Diluted Screen: Student will be allowed one retest at a time designated by a school official. If the second
test comes back diluted or positive, the student will be dismissed from the academic or athletic
program.

Adulterated Screen: Student will be dismissed from the college.

Substituted Screen: Student will be dismissed from the college.

Failure to Submit/Complete Drug Screen: Student will be dismissed from the academic or athletic
program. (Example: leaving campus when contacted to present for drug testing).

Shy Bladder: If a student is unable to provide a specimen at the time of testing, the student will be given
1.5 hours and allowed up to 40 ounces of fluid to drink. After 1.5 hours if the student fails to submit
a specimen, the student will be required to take a non-urine based test. The extra cost of this test must
be paid by the student and cannot be charged to the student’s account.

If a screening tests positive for prescription drugs, a Medical Review Officer for the lab services will contact
the student for more information. The Medical Review Officer may request that the student provide valid
physician prescriptions and/or copies of medical records substantiating the prescribed medication and
manner of dosage.

If the Medical Review Officer finds the prescribed drugs are being taken as prescribed, it will be considered
a negative screen. If the Medical Review Officer finds the prescription is not valid or the drugs are being
taken in a manner different from the prescription, or if the student fails to cooperate with the Medical
Review Officer’s request for proper medical documentation, it will be considered a positive screen and
appropriate action will be taken.

Assistance for Addiction

Rend Lake College recognizes that addiction is a disease that takes assistance to overcome. Rend Lake
College encourages any student facing drug or alcohol addiction to receive professional help. There are
numerous treatment centers in the state of Illinois. For assistance in locating a treatment center, students
will be directed to contact RLCares or the advisement department. Rend Lake College is not responsible
for any costs related to treatment.

Re-Admission after Positive Drug Screening

Any student who is dismissed for a positive drug screening may reapply for admission after six months.
However, the student must present proof of attendance in a drug/alcohol rehabilitation program prior to re-
applying for subsequent semesters. Signed documentation of treatment by a substance abuse professional
is required as proof of treatment. The student must also have a negative drug screen prior to re-enrollment.
The student must complete negative drug screenings at least once every six months until graduation. A
second violation of the drug policy will result in permanent dismissal from Rend Lake College.
Readmission to programs and extracurricular activities will be at the discretion of college officials after
review of all pertinent information.
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4.1215 Criminal Background Checks for Students
POLICY

Rend Lake College shall have the right to perform criminal background checks on students prior to
acceptance into, or participation in, certain programs that may require participation in a practicum
experience in the field with certain populations (children and / or hospital patients, or as otherwise mandated
by external agencies in accordance with State and Federal law). Examples of such program or course
offerings include, but are not limited to, cooperative education, internships, practicums, volunteerism,
community service, clinicals, and observations. The ability of the students who have been convicted of
certain criminal misconduct may be affected by this policy.

4.1220 Non-Compliance with Directives during an Emergency Situation
POLICY

Any student who refuses to immediately follow proper procedure when alerted to report to a safe area due

to weather or other type of threatening situations will be assessed a $250 fine. Students who fail to comply

could be placed on probation and / or suspension.

4.1225  Student Identification

POLICY
It is the responsibility of the Administration to develop a student identification policy and place it in the
College catalog which may be amended from time to time.

41230  Military Duty

POLICY
Rend Lake College supports federal and state initiatives involving the call to active duty of reserve or
National Guard units or enlistment. In such an event, the student shall not be disadvantaged due to military
service. Rend Lake College intends to fully comply with both state and federal law relating to students
called to active military duty.

If called to active duty and forced to withdraw from classes, the student will receive a full refund of paid
tuition and fees upon presenting verifiable documentation. The office of the Vice President of Student
Services will process requests.

PROCEDURE
The following procedures will apply when processing requests:

e The student is encouraged to discuss his / her service obligations with instructors and to discuss the
possibility of early exams or an incomplete for those classes not completed.

e The student can withdraw from all classes in which he / she is presently enrolled without penalty
according to the official withdrawal procedure published in the College catalog.

e The student must present verifiable documents, such as orders or documentation approved by the
Vice President of Student Services, to be eligible for a full refund of paid tuition and fees.

e After the official withdrawal date has passed, the Vice President of Student Services can authorize
the withdrawal from class(es) and the processing of a refund. Both requests must be verified with
official documents, such as orders or documentation approved by the Vice President of Student
Services.

4.1235  Students with Disabilities

POLICY
Rend Lake College is committed to providing a well-considered, comprehensive and well-coordinated
system of educational support for qualified students with disabilities. It is our goal to invite and celebrate
diversity within our campus community. Our approach is designed to promote self-reliance, effective
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problem-solving skills, enhanced academic and personal development and equal access to all aspects of
College life for qualified students with disabilities. The complete policy and procedure is available in the
RLC Student Handbook and at https://rlc.edu/student-services/disability-services.

4.1245 Student Complaints

POLICY
Rend Lake College is committed to ensuring that student complaints are handled effectively and in a timely
manner. Therefore, student complaints about either academic issues or non-academic issues shall be
handled in accordance with established procedures, which shall be printed in the Student Handbook.

Rend Lake College will maintain records of formal, written student complaints. The records shall include
the date the complaint was first formally submitted; the nature of the complaint; the steps taken by the
College to resolve the complaint; the institution’s final decision regarding the complaint, including referral
to outside agencies; any other external actions initiated by the student to resolve the complaint, if known to
the institution (e.g. lawsuit, EEOC investigation, etc.); information about the disposition of the complaints,
including those referred to external agencies for final resolution. The records shall be maintained so as to
ensure anonymity of the complainants and other individuals involved in the facts of the complaint.

At the end of each term, the Vice-President of Student Services will provide the President’s Cabinet with a
list of all complaints received during that year and term. The President’s Cabinet will review the list to
identify any trends in the type of complaints received and make changes as identified to ensure that all
student issues are addressed.

4.1250 Sexual Offender / Sexual Predator Registration for Students

POLICY
The Illinois Sex Offender Registration Act, 730 ILCS 150, requires students to register at the College or
University in which they attend. This policy outlines the College’s registration requirements for students
who are convicted sex offenders or sexual predators who are required to register as such pursuant to the
Illinois Sex Offender Registration Act, and to set forth the College’s policy for maintaining the sex offender
or sexual predator registration data that is received by the College.

PROCEDURE

Any student who has been convicted of a sexual offense that requires registration as a sex offender or sexual
predator pursuant to the Illinois Sex Offender Registration Act must register with the College’s Police
Department either:
A. within three (3) days of the beginning of school, or
B. within three (3) days of a conviction of a sexual offense that requires registration pursuant to the Illinois

Sex Offender Registration Act.
The registrant must provide the College’s Police Department with the following accurate information:

Current photograph;

Current Address;

Current telephone number including cellular telephone number;
Date of birth;

Place of employment;

Employer’s telephone number;

Email addresses;

Instant messaging identities;

Chat room identities;

Other internet communication identities used;

URLSs, blogs or websites maintained or to which the offender has uploaded content or posted messages
or information;

aiaial=RolcRc R Rel-Bs

150


http://www.rlc.edu/Student_Services/student_handbook.htm
https://rlc.edu/student-services/disability-services
https://www.rlc.edu/downloads/category/9-handbook
http://www.ilga.gov/legislation/ilcs/ilcs3.asp?ActID=2009&ChapterID=55

County of conviction;

License plate numbers for every vehicle registered in the name of the sex offender or sexual predator;
The age of the sex offender or sexual predator at the time of the commission of the offense;

The age of the victim at the time of the offense;

Any distinguishable marks on the body of the sex offender or sexual predator.

~ozzr

In addition to the information required above, registrants convicted under Sections 11-6, 11-20.1, 11-20.1B,
11-20.3 or 11-21 of the IL. Criminal Code shall provide:

A. 1P addresses at the offender’s place of employment or residence

Upon receipt of the data identified above from the sex offender or sexual predator who is a student or
applicant for admission at the College, the College’s Police Department will notify the Associate Vice
President of Academic and Student Services. The Associate Vice President of Academic and Student
Services will review the student’s registration and admissions records to ensure there was no
misrepresentation of information on the forms.

All sex offender or sexual predator registration data received by the College’s Police Department pursuant
to this policy will be maintained in a secure location. Only employees who are required to use or handle the
sex offender or sexual predator registration data received by the College pursuant to this policy will have
access to such data or documents.

The Rend Lake College Police Department shall direct individuals who inquire about the sex offender status
of any student to the State Sex Offender Registry.

Compliance and Penalties

Any student who fails to register as a sex offender or sexual predator with the college’s Police Department
within three (3) days of beginning school or within three (3) days of a conviction of a sexual offense that
requires registration pursuant to the Illinois Sex Offender Registration Act, 730 ILCS 150/3(a), will be
subject to disciplinary action up to, and including, immediate expulsion from the College.

The College reserves the right to deny or revoke admission of a convicted sex offender or sexual predator
or set forth specific limitations and / or restrictions on a convicted sex offender or sexual predator. A
student whose admission is revoked after enrollment, pursuant to this policy, shall be notified of his / her
right to appeal the revocation decision and provided with information regarding the appeal process.

4.1255 Student Optional Disclosure of Private Medical / Mental Health

Information
POLICY
The College shall ensure that every student is given the opportunity to complete and submit an authorization
form in which he / she may self-disclose any medical or mental health issue which may require emergency
attention. The college will take all necessary precautions to protect the confidentiality of the student’s
information and will only share with College personnel on a need-to-know basis to assist in the prevention
and / or response to an emergency situation. Rend Lake College recognizes and adopts as policy those
regulations as set forth in Public Act 099-0278: Student Optional Disclosure of Private Mental Health Act.

PROCEDURE
Students will be informed that in the event they wish to self-disclose any medical or mental health
condition(s), an online form will be available for the confidential submission of information. Following the
submission, the Dean of Allied Health and the Director of Enrollment Services will receive a notification
of new information. At that time, the Dean of Allied Health will contact the student and set up a meeting
with the student and the Security Department to encourage the student to discuss any concerns and safety
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issues which may result from the disclosed condition. Students will be informed that they may choose to
submit a disclosure form each semester they are enrolled.

Also following the submission, the Director of Enrollment Services will process an updated master listing
of students who have submitted a self-disclosure form. The master listing will be forwarded to the Security
Department and will be stored within the medical bag which typically is taken to all emergency situations.
This information will allow Security staff to better react in the event of an emergency and to share
information with emergency medical staff as needed.

In the event that neither the Dean of Allied Health nor the Director of Enrollment Services responds to the
submission of the emergency form within three (3) days, it will be the responsibility of the Vice President
of Student Services or his / her designee to contact the student and set up the meeting with Security.

4.1260 Review and Publication of Student Right-To-Know & Campus

Security Disclosures, Student Polices, and Recruitment Materials
POLICY
Rend Lake College, as an institution of higher education, has a responsibility to disclose information with
respect to completion or graduation rates and campus security policies and procedures to current and
prospective students and employees for enrollment or employment. The College will prepare, publish, and
distribute information as required by the Student Right-to-Know and Campus Security Act.

In addition, the College has the responsibility to provide information to current students, prospective
students, and to the general public that is accurate, timely, and appropriate.

PROCEDURE
Following the annual update completed by the Department of Education, the Enrollment Services
Department will review the Federal Student Aid Handbook for the corresponding academic year which
provides detailed information about the types of information which must be disclosed to the public. The
Enrollment Services Department will be responsible for ensuring that all required information which is
provided to the public is accurate, timely, and appropriate.

As part of the annual Rend Lake College catalog creation process, the applicable Deans and/or Vice-
Presidents or their designees will review information related to institutional programs, fees, and student
policies. Changes as needed will be made to the catalog prior to publication and posting to the College
website.

Prior to the publication of advertising and requirement materials which will be made available to the general
public, campus employees/departments will contact the Marketing and Public Information Department to
request the creation of materials pertinent to purpose. Prior to the actual publication of the materials, both
the requesting department and the Marketing and Public Information Department will review the
information as presented to ensure its timeliness, accuracy, and appropriateness.

4.1400 Student Records

POLICY
Student records are to be maintained in a manner that protects the privacy of students and provides eligible
students access to the information recorded. The Family Educational Rights and Privacy Act (PL 93-380)
provides that educational institutions allow students to suppress certain information regarded as public
directory information. The college’s listing of directory information is contained in the official catalog,
Student Handbook and website.

To prevent disclosure of directory information, a student must submit a completed form to the Student
Records office. These forms are available in the Student Records Office and must be renewed annually.
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4.1405

Release of Student Information & Access to Student Records

POLICY

The College will abide by all applicable laws and regulations with respect to access and release of student
records. The policy, which shall be published annually, shall read as follows:

A. Purpose
Rend Lake College at Ina, Illinois, hereinafter referred to as the College, maintains individual records

and information about students for the purpose of providing educational, vocational and personal
services to the student.

B. Definitions
“Student” is defined as a person who is or has been enrolled at the College in a course of study
either on campus or off campus. Solely for the purpose of this policy, any student attending the

1.

College

POLICY ON THE RELEASE OF STUDENT INFORMATION
AND ACCESS TO STUDENT
RECORDS FOR REND LAKE COLLEGE

will be considered to be an adult and to have sole control over the release of his / her

information except as provided in this policy. The term “enrolled” is defined as “having registered
and paid fees for a course of study.”

“Educat

ion records” means:

a. those records which are directly related to a student, and are maintained by the College or any
subunit, or by any party acting for the College;
b. the term does not include:

1.

ii.

1i.

1v.

Personal records of instructional, supervisory, and administrative personnel which are not
revealed to other individuals.

Employment records, so long as they are maintained separately from any educational
record.

Records of a physician, psychologist, or other recognized professional or paraprofessional
acting in his or her professional capacity which are used only in connection with treatment
and are not disclosed to individuals other than those providing the treatment, provided that
these records can be personally reviewed by a physician or other appropriate professional
of the student’s choice.

Records which contain only information relating to a person after that person is no longer
a student at the College, such as alumni files.

“Student information” means any information contained in an educational record. Students who
wish to verify or correct the existing student directory information must also contact in person the
Office of Student Records, Administration Building.

“Personally identifiable information” includes:

a. The name of a student, the student’s parent, student’s spouse, or other family member.

b. The address of the student.

c. A personal identifier such as the student’s social security number or student number.

d. A list of personal characteristics which would make the student's identity easily traceable.
e. Other information that would make the student's identity easily traceable.

“Directory information” includes:

Name

Address

Date of birth

Dates of attendance
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Major fields of study

Full or part-time status

Degrees and awards received

Most recent previous institution attended
Participation in officially recognized activities/sports
Photograph

C. Basic Policy Regarding Disclosure of Information about Educational Records

1.

Disclosure not requiring prior consent

a.

The

appropriate record-keeping office shall obtain the written consent of the student before

disclosing personally identifiable information from the records of a student except in the case
of directory information or disclosure to:

1.
ii.

iii.

1v.

V1.

vil.

viii.
1X.

X1.

The student himself / herself.

College personnel who have a legitimate educational need to permit their functioning or
research. The sufficiency of the need will be determined by the head of the unit from which
the records are sought. Student information supplied to any College personnel or unit is
provided on the basis that it is needed to permit their necessary functioning. All members
of the faculty, administration, and clerical staff must respect confidential information about
students which they require in the course of their work. They are bound by the conditions
outlined in this policy statement relative to the release of student information. All
institutional personnel should be alert to refer promptly to the appropriate office requests
for transcripts, certifications or other information which that office typically provides. They
should restrict their responses to acknowledging, when appropriate, the receipt of requests
for student information germane to their share of responsibility.

Officials of other schools or school systems in which the student seeks or intends to enroll,
if there is a legitimate need. The sufficiency of the need will be determined by the head of
the unit from which the records are sought. A copy of any information sent will be provided
to the student upon request.

Faculty or students conducting student characteristic research providing the research
project has written approval of the academic unit executive officer sponsoring the research
and providing guarantees are made that no personally identifiable information will be
published or released.

Certain state and federal representatives specified by law for the sole purpose of evaluation
and auditing of governmentally funded programs in which the College participates, with
the guarantee that the identity of the students shall be protected.

State and local officials as directed by State Statute adopted prior to November 19, 1974,
as approved by College legal counsel.

Organizations conducting studies for, or on behalf of, state or federal educational agencies
or institutions for the purpose of developing, validating, or administering predictive tests,
administering student aid programs, and improving instruction, with the guarantee that the
identity of the student shall be protected.

In connection with financial aid for which the student has applied or received.
Accrediting organizations to carry out their accrediting function, with the guarantee that
the identity of the student shall be protected.

Appropriate persons in connection with an emergency, if knowledge of such information
is necessary to protect the health or safety of a student or other persons.

Comply with a judicial order or subpoena, but the College should make a reasonable effort
to notify the student first. The sufficiency of the order or subpoena will be determined by
College legal counsel and that office shall send the required notice to the student.
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2. Disclosure Requiring Prior Consent

a. Except as listed in (a) above, all requests for student information other than directory
information must be accompanied by a written consent of the student.

b. The written consent required by this section must be signed and dated by the student giving the
consent and shall include (a) a specification of the records to be disclosed, and (b) the party or
parties to whom the disclosure may be made.

¢.  When a disclosure is made pursuant to this section, the appropriate recordkeeping office shall,
upon request, provide a copy of the records which are disclosed to the student.

d. Student information will not be released to parents of students without the student's permission.

3. Disclosure of Directory Information

Directory information pertaining to students, may be released by the College at any time provided
that it publishes the definition at least once each academic year in an official college publication
with wide circulation, and the individual student is given a reasonable period of time to inform the
College in writing, through the Office of Student Records, that he / she does not wish such
information concerning himself / herself to be released without his/her prior consent. The
Admission and Records Office will be responsible for identifying or deleting all information which
the student desires not to be released outside the College and for informing all College recipients
of that information that such information is not to be released. The student must request deletion of
information each year.

The procedural requirements of this section do not apply to the disclosure of directory information
from the education records of an individual who is no longer in attendance at the College. Thus,
the College (or appropriate record keeping office) is not required to give public notice of the above
to former students.

All recipients of student information will be bound by this policy. Lists of student information are
never knowingly provided to any requesting party for a commercial or political purpose. If a student
directory is published, it shall be equally available to all.

4. Records of Disclosure Made

The College shall maintain a record, kept with the education records of each student, which will indicate
all individuals (other than the student), agencies, or organizations which have requested or obtained
access to a student's education records maintained by the College and which will indicate specifically
the legitimate interest that each such person, agency or organization has in obtaining this information.
Records of such access shall be available to the student, school official and assistants who are
responsible for the custody of such records, and to such persons or organizations authorized in, and
given express authority, to audit the operation of the system.

The College may disclose personal information to a third person on the condition that such party will
not permit any other party to have access to such information without the written consent of the student,
except in the case of disclosure of directory information.

The College shall, except for disclosure of directory information, inform the party to whom the
disclosure is made of the obligation to receive the student's consent for further disclosure to other
parties.

5. Waiver of Right to Inspect and Review Education Records
a. The student may waive his/her right to inspect and review education records. The waiver, in
order to be valid, must be in writing and signed by the student. The College (or each
appropriate record keeping office) may not require a waiver of rights but it may request such a
waiver.
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b. If a student has waived his/her right to see confidential letters of recommendation placed in

his/her record after January 1, 1975, the waiver will be effective only if:

i. the applicant or student is, upon request, notified of the names of all individuals providing
the letters or statements;

ii. the letters or statements are used only for the purpose for which they were originally
intended, and

iii. such waiver is not required by the College as a condition of admission to or receipt by any
other service or benefit from the College.

c. A waiver may be revoked, but the revocation must be in writing and signed by the student.
Revocation of waiver will affect only documents received after its execution.

D. Identification and Description of Student Information

1.

Academic Records

The Office of Student Records retains the official academic record of a student. It is a cumulative
history of a student's admission, registration and academic participation and performance. Certain
biographic and demographic information is also kept for identification for enrollment and research-
related purposes. For information concerning these records contact the Office of Student Records.

Financial Records

The Business Office maintains certain financial records which relate to the payment and accounting
of tuition, fees, and other charges. For information concerning these records, contact the Accounts
Receivable Specialist / Cashier.

The Financial Aids Office maintains records of students receiving loans, grants and aid along with
scholarship information and some academic information. It also maintains records pertinent to
student employment including the family financial statement. For information concerning these
records, contact the Financial Aids Office.

Disciplinary Records

The Office of the Vice President of Student Services maintains records of disciplinary action which
has been taken against a student with documentation pertaining thereto and maintains records
pertaining to the counseling function. That office also maintains only the academic information
necessary to permit its functioning. For information concerning these records, contact the Vice
President of Student Services.

E. Access to Records

1.

Right to Inspect or Review Educational Records

a. The student has the right to physically review his / her records in the presence of a designated
College representative.

b. Requests for review may be required to be submitted in writing to the appropriate office.

c. That office shall comply with the request within a reasonable time, but in any case, compliance
shall be no more than thirty (30) days after the receipt of the request.

d. Where necessary, interpretation of the record shall be provided by qualified College personnel.

e. Original records cannot be removed from College premises. A copy will be provided if
requested, but only if not providing a copy would preclude review of the educational record by
the student.

f.  Copies of transcripts from other educational institutions will be provided only if the original
source of those transcripts is no longer available or going to the original source would cause
undue hardship as determined by the College.

2. Limitations on Right to Inspect or Review

a. The student may not inspect the following records:
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i. Financial records and statements of their parents.

ii. Confidential letters or materials placed in records before January 1, 1975, so long as they
were solicited with an understanding of confidentiality and are used only for the purpose
for which they are written.

iii. Confidential letters of recommendation and confidential statements of recommendation
placed in the educational records of the student after January 1, 1975, are subject to the
student's right to inspect and review unless the student has signed a written waiver.

b. Reports that involve two or more persons may be censored to protect the identity of the other
person(s).

3. Administrative Hold on College Records
On occasion it is necessary for the College to place an administrative hold on a student's ability to
request a transcript, to register for a subsequent term, to re-enter the College after a period of
attendance interruption, or to be officially graduated.
In cases where an administrative hold has been placed on a student's record, the student may view
such records but will not be able to obtain a copy of said record until the administrative hold is
removed through the appropriate College channels.

F. Challenging the Contents of a Student's Educational Record

1. Purpose

A student has the right to challenge the content of a record on the ground that he/she believes it is
inaccurate, misleading, or otherwise in violation of his/her privacy or other rights and to have inserted
in the record his/her written explanation of its contents. Academic grade review procedures are covered
in the College catalog and/or such particular academic unit, department or division and not by this

policy.

2. Procedure

To initiate such a challenge, the student shall, within sixty (60) days after he/she has inspected and
reviewed the record in question for the first time, file with the College office responsible for maintaining
such record a written request for correction, on a form specified by the College. Within thirty (30) days
following receipt of such request, the head of such office, or his/her designated representative, shall
review the record in question with the student and either order the correction or deletion of such alleged
inaccurate, misleading or otherwise inappropriate data as specified in the request or notify the student
of the right to a hearing at which the student and other persons directly involved in the establishment
of the record shall have an opportunity to present evidence to support or refute the contention that the
data specified in the request are inaccurate, misleading, or otherwise inappropriate.

3. Hearing

The student shall be given written notice sent to his/her last known address of the time and place of
such hearing not less than ten (10) days in advance. The hearing will be conducted by a College
representative who does not have a direct interest in the outcome. The student might well challenge the
hearing officer. Any disagreement regarding the hearing officer will be resolved by the appropriate
Dean.

The student shall have the right to attend the hearing, to be advised by an individual of his/her choice
at his/her own expense, including an attorney, and to call witnesses in his/her behalf. The student shall
be notified in writing of the decision within ten (10) days following the hearing or within five (5) days
of a decision without a hearing. Such decision is final. The decision reached shall be based solely upon
the evidence presented at the hearing and shall include a summary of the evidence and reasons for the
decision.
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(Note: A hearing may not be requested by a student to contest the assignment of a grade; however, a
hearing may be requested to contest whether or not the assigned grade was recorded accurately in the
education records of the student.)

G. Destruction of Records
1. The College may destroy education records when they are no longer necessary, with the following

limitations:
a. Education records may not be destroyed if there is an outstanding request to inspect and review
them.

b. Explanations placed in the record by the student and the record of disclosure of information
must be maintained as long as the education record to which it pertains is maintained.

2. Right to File Complaints
a. If the student thinks his or her rights have been violated, he or she should first file a complaint
with the head of the office which maintains the records in question.

b. After exhausting all the internal remedies available within the College, if the student still thinks
his or her rights have been violated, written complaints can be filed with:

Family Policy Compliance Office
U.S. Department of Education
400 Maryland Avenue, S.W.
Washington, D.C. 20202-4605

The office shall notify the complainant and the College of the receipt of the complaint and an
investigation will follow.

PROCEDURE
The Board will abide by all applicable laws and regulations with respect to access and release of student
records and data as provided by the RLC Policy Manual.

The notice shown below will be published annually in accordance with the Disclosure of Directory
Information.

PUBLIC NOTICE
DIRECTORY INFORMATION
The Family Educational Rights and Privacy of 1974, as amended.
REND LAKE COLLEGE
INA, ILLINOIS

Under Public Law 93-380 as amended, the College may make accessible to any person external to the
College “directory information” concerning a student, unless that student notifies the Office of Student
Records that he or she objects to the release of such information. Directory information is considered to be
public in nature and will be released at any time upon request without prior approval from the student.
Notice is therefore given that the directory information listed below in respect to each student enrolled at
Rend Lake College will be available to any person unless the student files in writing with the Office of
Student Records a request to restrict release of student directory information to external sources. The
College has designated as “directory information” the following student information:

Name

Address

Date of birth

Dates of attendance
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Major fields of study

Full or part-time status

Degrees and awards received

Most recent previous institution attended
Participation in officially recognized activities/sports
Photograph

Any student who does not wish to have released any or all of the above listed items of information should
contact, in person, the Office of Student Records in the Administration Building. Students who elect to
restrict release of student information must sign a statement to that effect. The restriction on the release of
student information will be valid for one school year and must be renewed annually each fall semester.

4.1410 Grade Forgiveness

POLICY
Students may petition for a one-time forgiveness of up to two consecutive semesters of prior Rend Lake
College grades in accordance with the following guidelines: Student must not have attended any College
and / or any other postsecondary institution for a minimum of 4 years.

PROCEDURE

e  When returning to the College and prior to applying for grade forgiveness, the student must enroll
in and complete a minimum of 15 consecutive hours of certificate or degree program courses and
earn a C or better in each course.

e Forgiven grades remain on the student’s record but are not computed in the student’s grade point
average for academic purposes.

e Forgiven grades are counted for financial aid eligibility according to the guidelines of satisfactory
academic progress.

e The forgiveness policy applies to a complete semester of courses and includes all courses taken in
that semester.

e No course(s) in the semester(s) forgiven can be used to meet graduation requirements.
Student loses any educational guarantees for the forgiven courses.

e The College accepts no responsibility for the ways in which a transfer College or university or an
employer might interpret a student’s use of the forgiveness policy.

e (Graduates cannot use the forgiveness policy for any semester(s) of courses that were used to obtain
a certificate or a degree from Rend Lake College.

e Forgiveness is a one-time event and it is irrevocable.

e In consultation with the Vice President of Student Services or a designee, the student must sign a
declaration of understanding if the petition for forgiveness is granted.

4.1415 Financial Aid and Academic Progress

POLICY
It is the responsibility of the Administration to develop a financial aid and academic progress policy and
place it in the College catalog which may be amended from time to time.

PROCEDURE
Information about types of financial aid, satisfactory academic progress and related matters is contained in
the Rend Lake College Catalog, available at www.rlc.edu and at the Student Records Office.

4.1420  Variation from Class / Program Requirements

POLICY
Students requesting a variation from a class requirement or course program because of a physical handicap
or health-related reason must provide the Disability Access Services Coordinator advance documentation
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by a recognized medical authority supporting the reasons for the variation. The documentation should
specify any limitations on the student and describe the potential consequences of the failure to grant the
variation in detail. The College may require the student to obtain the above information from a medical
authority of the College's choosing in addition to or in place of the documentation described above.

PROCEDURE
The College reserves the right to suspend the student from class(es) until such documentation as described
has been provided. The College also reserves the right to withdraw a student from a specific program if no
reasonable variations are possible. Final approval rests with the appropriate dean.

4.1425 Graduation Requirements

POLICY
Graduation requirements shall be developed by the Administration and approved by the Board of Trustees,
and set forth in the College catalog which may be amended from time to time. The College catalog does
not create a contract and the Board of Trustees reserves the right to amend the said publication.

4.1430 Degree Revocation
POLICY

Academic integrity rests with all members of the college community, and academic decisions are based
upon trust between faculty and students. The college’s award of academic credit and degrees is its
certification of student achievement. If the students acquire their academic credentials by deceit, fraud,
misrepresentation or the dishonest act of others, they deceive not only the college but also those who may
eventually rely upon the knowledge and integrity of its graduates. Such misconduct may not be discovered
until the student has left the college or received a degree. In such instances, the college reserves the right to
decertify credit (either in whole or in part), revoke grade(s) or degree(s) and rescind any Rend Lake College
certification that warrants that the student successfully completed course work or requirements for a degree.
Decisions to take such actions will be made only after careful consideration of all the available evidence.

DEGREE REVOCATION PROCEDURES

1. Upon receipt of a charge that a degree recipient improperly completed or failed to complete the
course work or requirements for a degree at Rend Lake College, the appropriate Vice President of
Instruction shall convene an investigatory panel including at least three faculty members, the appropriate
Vice President of Instruction and one Dean.

1.1 This panel shall be charged by the President to hear the case and determine whether the degree
recipient improperly completed or failed to complete the course work or requirements for a degree.

1.1 The degree recipient shall be notified of the investigation.

1.2 The degree recipient shall be afforded 15 calendar days from notification of the investigation to
supply any material appropriate to the charge to the panel.

1.3 The panel may obtain any material relevant to the investigation. All Rend Lake College
departments and offices shall cooperate with the panel.

1.4 The degree recipient shall have the right to have an advisor present, who may be an attorney, to

participate in the hearing. Any cost incurred shall be the responsibility of the degree recipient. In the event
that the degree recipient is represented by an advisor, the college may also be represented by counsel who
may also participate in the hearing. Any expense incurred by the college shall be the responsibility of the
degree recipient.

1.5 The formal rules of evidence shall not apply to the proceedings. Any participant who becomes
disruptive or engages in harassment may be asked to leave the hearing.
1.6 The panel, at its discretion, may conduct a pre-hearing conference with the degree recipient. The

degree recipient may be accompanied by an advisor.
1.7 The Vice President of Instruction shall present the charge at the hearing.
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1.8 The degree recipient shall be afforded an opportunity to present any and all relevant evidence,
including relevant witnesses, and cross-examine any witnesses presented by the Vice President of
Instruction. The panel members may question the witnesses. Opening and closing statements will be
allowed in this order: the degree recipient, the advisor to the degree recipient, the Vice President of
Instruction and the college’s legal counsel.

1.9 The panel will provide for the hearing to be recorded by tape recorder and / or stenographer. A
copy of the recording shall be provided to the degree recipient or the advisor, at their expense, upon request.
1.10  After hearing the case, the panel shall render a decision regarding the allegation. If the panel finds
by the greater weight of the evidence that the degree recipient engaged in misconduct concerning the degree,
certification or course work, the panel shall recommend an appropriate sanction to the President.

1.11  Sanctions may include revocation of grade(s), the degree(s), decertification of credit and / or
rescission of certification.

2. If the panel finds against the degree recipient, the degree recipient may file an appeal to the
President within 15 calendar days of the panel’s decision.
2.1 Appeals must be in writing and include the degree recipient’s valid mailing address and telephone

number. The Vice President of Instruction will be afforded an opportunity to respond to the appeal in
writing. A copy of the response will be made available to the degree recipient.

2.2 The only grounds for appeal are errors of due process, findings of facts not supported by the greater
weight of the evidence, or discovery of substantial new facts not available at the time of the hearing.
2.3 The President shall consider the appeal prior to acting upon the recommendation of the hearing

panel. If no appeal is made within the 15 calendar day requirement or if the appeal is denied, the President
shall then act upon the panel’s findings and recommendation.

2.4 In reaching a decision, the President may review all or any part of the proceedings and shall make
a recommendation to the Board of Trustees for approval.
2.5 If the recommendation to revoke a degree is approved by the Board of Trustees, the degree

recipient’s official transcript will be corrected to reflect the sanction. A corrected transcript will be
forwarded to all individuals and entities who were sent an official transcript after the degree was initially
posted to the transcript.

2.6 If at any time during the proceedings the responsible body or person finds in favor of the degree
recipient, the charge will be dropped and no further record shall be made. All documents collected in
reference to the charge will be sealed.

4.1435 Posthumous Degree

POLICY
A posthumous degree may be granted in the event of the death of a currently enrolled student who has
completed a minimum of 75% of the course work required for their degree with a minimum GPA of 2.0.

4.1440 Student Attendance in Class
POLICY

Students are expected to attend and actively participate in classroom and lab sessions of each class in which
they are enrolled. When a student is absent for reasons of illness or emergency, he or she is responsible for
course work missed and should consult with the instructor prior to the next class meeting following the
absence. Each instructor sets his / her own attendance policy. It is the responsibility of the student to be
aware of the attendance policy for each class and the ramifications of non-attendance as it relates to financial
aid. Rend Lake College does not have a “leave of absence” policy. Students who have unforeseen
circumstances which inhibit them from attending classes should work with their instructors to determine if
an Incomplete is an option for a completion extension.

PROCEDURE
Every faculty member must establish an attendance policy which shall be made a part of the course syllabus.
Faculty are required to electronically sign and submit 10" day, midterm, 12" week, and final class lists to
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Student Records within the allotted timeframe. A student may be counted as present and attending a course
at midterm if the student is actively pursuing completion of the course. Actively pursuing completion is
defined as participating in the class such as completing and turning in assignments, participating in class
discussions and projects, submitting quizzes and exams. For online and hybrid classes, simply logging into
the course is not sufficient to be considered participation. A student should be designated as not attending
(N/A) on a class list if it is the instructor’s professional opinion that the student is not actively participating
and cannot conceivably complete the course with a passing grade. A student designated as not attending on
a class list must include their last day of attendance.

4.1445 Dual Credit
POLICY

Juniors and seniors attending a high school in the Rend Lake College district may take advantage of dual
credit courses per the terms and conditions set forth in 110 ILCS 27/1-30. Students must meet requirements
and prerequisites prior to enrolling in courses. Students taking advantage of this opportunity may
accumulate college credit prior to graduating from high school. Dual credit courses held at a non-Rend
Lake College location will be accepted for up to 49% of the credit hours required for a certificate or degree.
No more than 49% of dual credit hours, rounded to the nearest credit hour, that were provided at a secondary
institution may be applied toward a certificate or degree.

PROCEDURE
Student records will monitor and verify at the beginning of each semester.

4.1500 Collection of Student Fees and Debts

POLICY
The Business Office will be responsible for the collection of student fees.

PROCEDURE
Outstanding student debts to the College will be handled as follows:
A. Atregular intervals during the time in which students are allowed to register for a given year and
term, the Business Office will process student statements. The Business Office will mail a copy of his
/ her statement to those students who have a balance due to the College after all financial aid and
scholarship amounts have been awarded to the student’s accounts. The statement will inform the
student of his / her current balance and due date.

B. Students who register prior to the payment deadline as specified in the chart below may register
without paying at the time of registration.

C. Prior to the due dates list below, a student will be required to either complete one and / or a
combination of the following in order to cover his/her total balance due:

1. Make full payment directly to the College

2. Enroll in a Nelnet Payment Plan which will allow the student to budget his / her tuition over an
extended period of time

3. Make online payment utilizing the IL E-pay system

4. Have financial aid applied to his / her account

D. Failure to complete one and / or a combination of the above-mentioned options will result in the
student being dropped from his / her classes on the drop dates listed below.

E. Students who are dropped from their classes will be assessed a $25 service charge. If a student wishes
to re-enroll in classes, he / she will be required to pay the service charge.
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F. Students registering after the drop date indicated below are expected to complete one and / or a
combination of the above-mentioned options prior to the end of the business day during which he /
she registered. Failure to do so will result in the student being dropped from his / her classes. The
student will be assessed a $25 service charge. If a student wishes to re-enroll in classes, he / she will
be required to pay the service charge.

G. The dates and amounts due shown below apply unless otherwise indicated for a specific program.

COURSE LENGTH IN WEEKS DATE AND AMOUNT DUE
6 to 16 weeks Due dates are 5/15 for the Summer term, 7/15 for the Fall term,
and 12/15 for the Spring term.
5 weeks or less Due date will be the first day of classes.

H. Following the disbursal of student aid and at the end of each year and term, students with an
outstanding balance will be mailed a statement. Students will be responsible for the payment of all
remaining charges prior to registration.

I. A hold will be placed on students who have an outstanding balance. The hold will prevent the student
from obtaining transcripts or registration in future terms.

J. Once the outstanding debt has been paid, the Business Office hold will be removed from the student’s
account and all privileges will be reinstated.

K. Balances remaining on a student’s account at the conclusion of the semester will be considered past-
due. Rend Lake College will pursue its own collection efforts for past-due accounts. Once these
efforts are exhausted, past-due accounts will be submitted to a debt recovery program. This may
result in the garnishment of payments made to individuals with past-due accounts including, but not
limited to, paychecks, tax refunds, commercial payments, and lottery winnings. Past-due accounts
will be submitted to the program once the student has received three monthly past-due notices and
one final past-due notice following the conclusion of the semester.

L. Students who wish to dispute their account balances should follow the established procedures for
Student Non-Academic Complaints which are detailed in the Student Handbook.

M. This procedure does not apply to students enrolled in Community Education courses or unless
otherwise indicated for a specific program.

4.1505 Textbooks
POLICY

The Rend Lake College Bookstore will provide a system which will allow students to_obtain all textbooks
and required supplies needed for available courses. The Bookstore will be responsible for the purchasing
of textbooks which will be selected and adopted by the instructional departments. The adoption period for
hardback texts will be for a minimum of three years. However, in certain cases through the permission of
the Vice President of Finance and Administration, exceptions may be allowed to the adoption cycle for
selected texts.

PROCEDURE
Students will be assessed an Instructional Support Fee on a per credit hour basis at the time of
registration. Instructional Support Fees include costs associated with textbooks, technology costs which
directly support academic functions, and other general costs associated with academic services of the
College.
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At the time of registration or at any point thereafter, students will complete an on-line order form to
choose either to pick up textbooks from the Bookstore or to have the texts mailed. Prior to the first day of
class, the dates and times in which textbooks will be available for pickup or mailing will be announced
and proper notice will be given to student regarding these dates. On or after the announced dates,
students will be able to pick up all needed textbooks from the Rend Lake College Bookstore. If a student
so chooses, textbooks will be mailed at an additional cost.

No additional textbook costs will be assessed to the student at the time of pick up or mailing of texts.

Students adding courses after the initial pick up or mailing will be responsible for obtaining the additional
needed texts from the Bookstore. Students dropping courses after texts have been obtained will be
responsible for returning all applicable materials to the Bookstore before the end of the term. Failure to
return textbooks for dropped courses will result in the student being charged for the full cost of the
materials.

Students may choose to “opt out” of the all-inclusive program at any time prior to the end of the first two
weeks of the term. Students wishing to opt out may contact the Bookstore to request an “Opt Out Form”.
Students choosing to opt out of the program will be responsible for obtaining all the required texts for
applicable courses. In the event that the student chooses to obtain the required materials from Rend Lake
College, the student will be charged the applicable retail costs. If a student chooses to opt-out of the all-
inclusive program a waiver will be placed on the student’s account to reflect a refund in the amount of
$15 per credit hour which is the value of the cost per credit hour associated with textbooks.

Students who obtain textbooks as part of the all-inclusive program will be required to return textbooks to
the Bookstore at the end of each term. Students must return all materials by the close of the business day
on Wednesday following final exams week. A student who does not return the textbooks issued as part of
the all-inclusive program will be charged the full retail price of the materials and charges will be placed
on the student’s account.

Returned materials will be inspected by the Bookstore staff to determine a reasonable condition for return.
Torn covers, torn pages, water damage, etc., may require that the returned textbooks will not be accepted
for return. Reasonable highlighting will be allowed. The final determination for returned condition will
be determined by the Vice-President of Finance and Administration.

4.1510 Student Clubs and Organizations

POLICY
The Rend Lake College Board of Trustees recognizes that student club activities are an important part of
college life. The Board encourages the development of all clubs and organizations which promote the
objectives of Rend Lake College, are consistent with the philosophy of the College, and serve the best
interests of the College student body.

All student organizations and clubs organized in the name of the College must be approved by the Vice
President of Student Services. All activities in which the club or organization wishes to engage must be
approved by the Vice President of Student Services prior to the event.

All fundraising activities must be preapproved by the Vice President of Student Services. All income
obtained through student club and organization activities will be deposited with the Business Office in a
timely manner. Failure to exercise proper cash management may result in the suspension of fundraising
activities in the future.
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4.1515  Student Publication

POLICY
The Board of Trustees supports quality student publications produced through the College for the benefit
of students. The format for the publications may include a student newspaper, student literary magazine,
and / or other formats which will effectively communicate the views and ideas of students. The College
will comply with the College Campus Press Act, Public Act 95-580.

All College-sponsored or authorized student publications are considered learning opportunities for students
and are expected to follow the professional standards of the appropriate discipline. The College may
sponsor student publications by providing work space, partial or total funding, and / or designation of an
advisor.

4.1600 Criteria for Awarding Credit

POLICY
Rend Lake College requires that all faculty, full-time and part-time, practice this policy. All definitions and
standards apply equally to courses offered both on and off campus.

§600.2 The Federal Credit Hour Definition:

Credit hour: A credit hour is an amount of work represented in intended learning outcomes and verified by
evidence of student achievement that is an institutionally established equivalency that reasonably
approximates not less than:

A. One hour of classroom or direct faculty instruction and a minimum of two hours of out-of-class student
work each week for approximately fifteen weeks for one semester or trimester hour of credit, or ten to
twelve weeks for one quarter hour of credit, or the equivalent amount of work over a different amount
of time; or

B. At least an equivalent amount of work as required in paragraph (1) of this definition for other academic
activities as established by the institution including laboratory work, internships, practica, studio work,
and other academic work leading to the award of credit hours.

PROCEDURE

Credit for College classes should be based on the amount of learning accomplished by the student. However,
since learning rates vary from individual to individual and, since instructional methods vary with the
objectives of the class, assigned credit is related to the time estimated necessary for an average student to
achieve the amount of learning designated as the class goal. On this basis, Rend Lake College, in keeping
with accreditation, Federal, and State standards and in accordance with the Illinois Community College
Board Administrative Rules, assigns credit as listed below provided that the class continues throughout the
entire semester. In the case of short-term courses, credit is awarded at a rate proportional to the time that
would be required if the course were taught a full semester. In the case of online and hybrid courses, credit
is awarded at a rate proportional to the time that would be required if the courses were taught face-to-face,
although some or all course content and faculty-student interaction occurs through one or more forms of
distance education. An online course is defined as a course that is 100% online without any face-to-face
classroom, laboratory, clinical or field meeting time required or expected on behalf of the instructor or
learner. A hybrid course is a course that substitutes any portion of its face-to-face classroom, laboratory,
clinical or field meeting time with an online component of teaching and learning.

A. Lecture / seminar / discussion credit-oriented instruction. Assuming the normal two hours of outside
study for each contact hour (minimum of 50 minutes of class instruction) one semester hour credit or
equivalent would be awarded for a minimum of 15 classroom contact hours of instruction per semester
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or equivalent. For the purpose of Rend Lake College, 16 hours of instruction is equivalent to one hour
of credit.

Supervised Group Activity (laboratory, practicum, clinical, studio, field trip). One semester hour of
credit would be awarded for each 30-45 classroom contact hours of instruction per semester or
equivalent. For the purpose of Rend Lake College, 32 contact hours of supervised group activity is
equivalent to one hour of credit. One hour of outside study will be invested for each two laboratory
contact hours.

Clinical experiences which occur in industry-based facilities shall receive one semester credit hour or
equivalent for each 30-60 contact hours per semester or equivalent. For Rend Lake College purposes,
the required contact hours may vary by program but will fall within the 30-60 contact hour range. One
hour of outside study time will be invested for each two clinical practicum contact hours. Exceptions
may occur within areas where accrediting standards dictate more specific guidelines.

Field trips are to be counted hour-for-hour as laboratory meetings (not including travel time).

. Internship / Clinical-Internship / Work Study-Work Experience. Nonclinical internship, practicum, or
on-the-job supervised instruction shall receive one semester credit hour or equivalent for each 75-149
contact hours per semester or equivalent. For Rend Lake College purposes, one semester hour credit
would be awarded for each 80 contact hours per semester or equivalent. Exceptions will be approved
by the appropriate Dean.

. Transfer Credit will be accepted by Rend Lake College from post-secondary institutions which are
accredited by the Higher Learning Commission or from comparable regional accrediting
associations. If Rend Lake College has no equivalent course, the credit may be accepted as
undistributed credit and will be used as elective credit only. Credit earned in orientation, remedial
courses, courses with a grade below a “C”, or a pass/fail grade will not transfer to Rend Lake
College. Transfer credit will be computed in semester hours, shown on the transcript with a grade of
“TC”, and will not be calculated in cumulative GPA calculations.

If an international student has college credit from a country outside of the United States which the
student would like to have transferred to Rend Lake College, the transfer credit will be evaluated if
the student is a resident of the college district and is enrolled at Rend Lake College in a degree-
seeking program. The student must present the Office of Student Records with copies of certificates
and diplomas earned, marks/grades, transcripts (if available) and course descriptions/syllabi for each
course completed. All copies should be translated in English.

4.1605 Credit by Means Other Than Classroom Attendance

POLICY

Students enrolled at Rend Lake College may receive credit by means other than the traditional classroom
method provided they furnish proof of their knowledge in an area for which they have not received previous
College credit.

Students will be given credit for Military Experience, the College Level Examination Program, Proficiency
Exams, Advanced Placement Exams, International Baccalaureate Exams and Other. No more than twenty
five percent (25%) of the hours needed for a certificate or degree can be earned by any one or combination
of these methods.
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PROCEDURE
A. Credit for Military Service
Members and former members of the Armed Services, upon presenting separation papers (DD-214) or
Application for the Evaluation of Learning Experiences During Military Service (DD-295), may be
granted the following credits:

Basic Training, minimum 90 days 2 credit hours - Health 1101
Active Duty, minimum 180 days 2 undistributed credit hours Physical Education in
addition to the 2 credit hours of Health

Students should contact the Registrar to have the credit evaluated and posted. Rend Lake College also
grants credit for certain experience and training in the military service. Proper identification and
documentation of all training schools must be submitted to the Registrar before an evaluation will be
completed.

B. Illinois State Police Academy Credit
Based upon a recommendation by the Illinois Community College Board, Rend Lake College awards
credit for training by the Illinois State Police. A student must present certification that he / she has
successfully completed training to the Registrar. A student may receive the following credits:

CRIJS 2203 — Police Traffic Functions (3)
CRIJS 2205 — Police Weapons and Defensive Tactics (3)
PYED 1160 — Aerobic Super-Circuit Fitness Center (1)

C. Proficiency Credit
Proficiency examinations offer students the opportunity to obtain credit for experience relevant to
certain courses, for individual study of subjects, or for prior learning including courses taken at
unaccredited institutions.

Credit earned by proficiency examination in a course is equivalent to credit earned by enrollment in
that course for the purposes of satisfying a requirement.

A student who wants to earn credit by taking a proficiency exam must report to the Office of Student
Records in order to fill out an application and to pay a fee equal to the tuition for the course for which
credit is sought. The student must then obtain the signatures of the appropriate Dean and Vice President
of Instruction. When the application is complete, it must be returned to the Office of Student Records
before arrangements are made for taking the exam. The time and location of proficiency examinations
are decided by the department and depend upon the availability of staff.

While the College recognizes that proficiency credit can be a legitimate form of assessing student
knowledge outside of the traditional classroom setting, it will be the practice of the College to grant
this form of credit only in rare and extenuating circumstances. Each request will be evaluated on its
own merit and the decision of the Vice President of Instruction will be final.

Rend Lake College also recognizes that there are several varieties of industry-recognized certifications.
The administration will evaluate whether to grant proficiency credit for industry certification on a
request-by-request basis. There is no guarantee that the College will grant proficiency credit for
industry-recognized certification.

Content of the proficiency credit examination will be determined solely by the full-time instructor or
instructors of the course and the Dean responsible for the program for which Proficiency Credit is
sought. In the event the course is only taught by a part-time instructor, that instructor and the Dean will
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determine the content of the examination. A minimum score of 80% will be required to pass any
proficiency test given by Rend Lake College.

General rules which govern the granting of proficiency credit:

1. Once a student has been enrolled in a course longer than the normal refund period, the student may
not take a proficiency test for that course. Proficiency tests cannot be used to repeat courses and
may be taken only one time in a given course.

2. Departmental proficiency examinations are equated to and evaluated as specific courses.

3. Proficiency credit will be accepted for up to 25% of the credit hours required for the certificate or
degree awarded. No more than 25% of the hours needed for a certificate or degree can be earned
by proficiency credit or any combination of credit by means other than classroom attendance.

4. A student may not take a proficiency test for a lower-level course once s/he has received credit for
a higher-level course.

5. A student taking a proficiency test shall receive a letter grade. A score of 80% or higher will be
required to pass a Proficiency Examination. A score below 80% will be considered failing and will
be reflected on the transcript as an “E”. Letter grades will be reflected on the student’s transcript
and will be calculated in the student’s GPA.

. CLEP Credit

Through the College-Level Examination Program (CLEP), Rend Lake College provides a means for
academically talented students to demonstrate mastery of certain courses or subject areas. College credit
is given for general and subject examinations taken if a score of 50 or higher is achieved. CLEP rules
are subject to modifications as the College departments change requirements and as the tests themselves
are revised. Since each College determines its own transfer policies, there is no guarantee that credit
granted by Rend Lake College for CLEP will be accepted at another school. CLEP tests may be taken
on campus in the Testing Center. Students must request the Educational Testing Service (ETS) to send
an official copy of the examination results to the Registrar.

Students wishing to receive credit through the College-Level Examination Program (CLEP) must
obtain the permission of the appropriate Dean and the Vice President of Instruction prior to taking the
test.

Rend Lake College will allow CLEP credit for scores of 50 or above as listed in the RLC Catalog.

General rules which govern the granting of CLEP credit:

1. Once a student has been enrolled in a course longer than the normal refund period, the student may
not receive CLEP credit for that course. CLEP credit cannot be used to repeat a course.

2. CLEP credit will be accepted for up to 25% of the credit hours required for the certificate or degree
awarded. No more than 25% of the hours needed for a certificate or degree can be earned by CLEP
or any combination of credit by means other than classroom attendance.

3. A student may not take a CLEP exam for a lower-level course once s/he has received credit for a
higher-level course.

4. Students will receive the grade of “CR” on their transcript for the course for which credit is granted
for the College Level Examination Program general and subject examinations.

. Advanced Placement Credit

Through the high school Advanced Placement (AP) Program, high school students may apply for
advanced placement college credit. Advanced Placement classes are offered in the area high schools in
such subjects as English composition, foreign language, history, biology, chemistry, mathematics, and
physics. A national examination administered through the Educational Testing Service (ETS) is given
in each subject at the end of the year. Each examination is intended to measure the achievement of
students and to determine at what point students should begin college study of that subject. To receive
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Rend Lake College credit, students must earn a score of 3, 4, or 5 as listed in the RLC Catalog and must
request the ETS to send an official copy of the examination results to the Registrar. Upon receipt, credit
will be placed on the student’s transcript if enrolled at Rend Lake College. It is the student’s
responsibility to request scores from ETS and confirm the credit has been granted by Rend Lake
College. Advanced Placement credit is not used in computing a student’s grade point average. Students
may only receive credit for one Rend Lake College course per subject area via Advanced Placement
credit. For specific information, students should consult the Vice President of Instruction & Student
Affairs.

F. International Baccalaureate Credit

Through the International Baccalaureate (IB) Program, high school students may apply for College
credit. International Baccalaureate classes are offered in such subjects as English composition, foreign
language, history, biology, chemistry, mathematics, and physics. Each examination is intended to
measure the achievement of students and to determine at what point students should begin College
study of that subject. To receive Rend Lake College credit, students must earn a score of 5, 6, or 7 as
listed in the RLC Catalog and must request an official copy of the examination results be sent to the
Registrar. Upon receipt, credit will be placed on the student’s transcript if enrolled at Rend Lake
College. It is the student’s responsibility to request official scores and confirm the credit has been
granted by Rend Lake College. International Baccalaureate credit is not used in computing a student’s
grade point average. For specific information, students should consult the Vice President of Instruction
& Student Affairs.

G. Credit Through the Illinois State Seal of Biliteracy

Rend Lake College grants course credit for two semesters of foreign language if a student’s high
school transcript indicates that the student has been awarded the Illinois State Seal of biliteracy. The
student must request the credit though the rend lake college admissions and records office within
three (3) academic years after graduating from high school. Credit is based on criteria established by
the Illinois State Board of education and the following provisions apply:

1. Students must submit a final high school transcript verifying the receipt of the State Seal of
Biliteracy.

2. Students must request course credit for the seal within (3) academic years after graduating
from high school and must be currently enrolled at Rend Lake College at the time of the
request.

3. Credit will be limited to the foreign languages the college is approved to offer as follows:

a. Span 1101/1102: elementary Spanish I and II

4. Credit will be granted without a grade and will not be used to calculate grade point average
but may be used to fulfill graduation requirements.

5. No tuition or fees will be assessed for the credit to be awarded.

6. Students should be aware that the credit may not be accepted by another college or university.

4.1610 Grading System
POLICY
The College will establish a grading system. See the College catalog.

PROCEDURE
An alphabetical grading system is used by Rend Lake College. Each letter grade denotes a certain level of
achievement in a particular course.

A - Outstanding accomplishment
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B - Accomplishment above that attained by the average student
C - Acceptable performance

D - Work of an inferior quality, barely passing

E - Fail

Other abbreviations often used when grades are noted:

AU Audit
CR Credit only, no grade given; Transfer; CLEP; Proficiency; Military; Advanced Placement;
Correctional / Law Enforcement Academy

I Incomplete work
NC No credit given
R Repeat

TC Transfer Credit
W Student withdrew after refund period but before the last date to drop

More detailed interpretations of I and W are presented under headings of Incompletes and Withdrawal from
a Course, respectively.

Quality Points.

Quality points are used in computing grade-point averages. Each letter grade is assigned quality points
according to the following scale:

A -4 quality points
B - 3 quality points
C - 2 quality points
D - 1 quality point

E - 0 quality points

No quality points are awarded for W, I, CR, NC, AU and R.

Grade Point Average

Grade point averages are used to determine the academic standing of the student as well as in the awarding
of honors. A grade-point average is computed by multiplying the number of semester hours of credit given
for a particular class by the number of quality points for the letter grade achieved, totaling both grade points
and semester hours of all classes taken and then dividing the grade-point total by the total number of
semester hours attempted.

In such computations, neither quality points nor semester hours are considered for grades of W, I, or AU.

Grade Reports
Official semester grade reports are recorded on the student's permanent record, and a copy of the grades

will be available via the student’s online account at www.rlc.edu/myrlc.

Students on academic probation or on suspension from the College will be notified of their status prior to
the beginning of the next semester (excluding summer).

Incompletes
A student may receive an incomplete (I) indicating unfinished work in a course, provided the work was

incomplete because of circumstances determined by the instructor to be unavoidable. A student who
receives an incomplete must complete the requirements of the course, unless it is a math lab course, by the
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end of the next semester (excluding the summer term) in order to receive credit for the course. Once the
requirements are completed, the instructor shall report the grade of A, B, C, D or E. If the student does not
complete the course requirements by the deadline, the student shall receive a grade of E.

In a math lab course, a student must complete at least two-thirds of the material by the end of the semester
or receive a failing grade. If two-thirds of the material is completed, the student will receive an incomplete
grade and will have eight weeks of the next semester in which to complete the course, provided the student
attends the lab at least two hours per week.

These arrangements must be made in writing with the instructor before the end of the semester in which the
incomplete is recorded. A copy of the agreement must be forwarded to the Office of Student Records with
the final grade report.

Course Repeat Policy

In instances where a student repeats a given course that is not specifically designated as “repeatable,” the
grade previously received will be recorded as an “R” grade and will not count in the computation of the
student’s overall grade-point average. The last grade received will be recorded on the transcript and will
count in the computation of the GPA. A student repeating a course for transfer to another university should
consult his or her advisor.

Pass / Fail Option

Pass / fail courses do not count toward degree or certificate credit. Courses cannot be changed to a letter
grade after the class starts. Upon completion, a grade of “CR” (pass) or “NC” (fail) will be recorded on the
official transcript; it will not be computed in the grade-point average. For more information, contact the
instructor or the appropriate Dean.

Auditing a Course

POLICY
Auditing of courses is not encouraged; however, it may be permitted if there is room available in a class.

PROCEDURE
A student auditing a course will be charged the same tuition as those students who are taking the class for
credit. Audit students will be allowed to participate in the class to the extent to which they choose.
Instructors are expected to grade all exams, papers and homework which an audit student submits. Courses
which are audited cannot be used toward graduation requirements for any certificate or degree.

Grade Forgiveness
Students may petition for a one-time forgiveness of up to two consecutive semesters of prior Rend Lake
College grades in accordance with the following guidelines:

e Student must not have attended any college and / or any other postsecondary institution for a
minimum of four years.

e  When returning to the college and prior to applying for grade forgiveness, the student must
enroll in and complete a minimum of 15 consecutive hours of certificate or degree program
courses and earn a “C” or better in each course.

e Forgiven grades remain on the student’s record but are not computed in the student’s grade-
point average for academic purposes.

e Forgiven grades are counted for financial aid eligibility according to the guidelines of
satisfactory academic progress.

e The forgiveness policy applies to a complete semester of courses and includes all courses taken
in that semester.

e No course(s) in the semester(s) forgiven can be used to meet graduation requirements.

e Student loses any educational guarantees for the forgiven courses.

171



e The college accepts no responsibility for the ways in which a transfer college or university or
an employer might interpret a student’s use of the forgiveness policy.

e Graduates cannot use the forgiveness policy for any semester(s) of courses that were used to
obtain a certificate or a degree from Rend Lake College.

e Forgiveness is a one-time event and is irrevocable.

¢ In consultation with the Vice President of Student Services or a designee, the student must sign
a declaration of understanding if the petition for forgiveness is granted.

4.1615 Student Withdrawal from Class

POLICY
The responsibility for officially withdrawing from a class rests with the student. Students may withdraw
prior to the last week of a course by contacting Student Records. Any informal arrangements made with
instructors or other college staff members may result in a failing grade as well as financial liability for all
charges incurred for the course. A student designated as not attending all courses may be administratively
withdrawn. A student may also be administratively withdrawn from a course due to a disciplinary matter
or failing to meet course or program requirements.

PROCEDURE
Student Records will process requests from students to withdraw from a course if received at least one week
before the end of class. A mark of “W” will be shown on the student’s permanent record if processed after
the last day to withdraw with a refund, indicating no academic penalty for such withdrawals.

Administrative withdrawals submitted by faculty or staff and approved by an Associate Vice President,
Vice President or President will be processed by Student Records.

4.1700  Curriculum Development

POLICY
Additions and changes to the instructional program at Rend Lake College may be suggested by any person
associated with the College, including individual citizens of advisory groups in the district.

Additions or changes will fall into one of three categories: Baccalaureate-transfer and Career Education
Program Development, Baccalaureate-transfer and Career Education Course Development and Program
and Course Development for Continuing Education and related areas.

PROCEDURE
Primary responsibility for developing proposals will be on the appropriate Vice President of Instruction.
These proposals should be submitted through the appropriate channel for approval: College committees,
the appropriate Vice President of Instruction, academic divisions, the President, and the Board of Trustees,
if appropriate. Final approval by the ICCB or IBHE may be required pursuant to state law.

New programs must have approval by the President and Board of Trustees before the curriculum is designed
and finalized.

4.1705 Course Approvals
POLICY
All courses taught at Rend Lake College must have appropriate administrative approval.

PROCEDURE
To achieve approval for a new course, the following procedures will be followed:
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A. The initiator of the proposed course must fill out a Course Approval Form and obtain the Dean’s
signature.

B. The Dean will submit the Course Approval Form with all necessary documentation to the Curriculum
Committee of the Academic Council. If the course is a transfer course, it must be articulated with at
least three transfer institutions. Signed articulation agreements must accompany the Course Approval
Form.

C. The Curriculum Committee will submit the proposed course to the Academic Council with a
recommendation to accept or reject. The Council will in turn make its recommendation to the Chief
Academic Officer.

D. All courses must be approved by the Curriculum Committee, Academic Council, Chief Academic
Officer, Board of Trustees, and Illinois Community College Board, except as noted:

1. SICCM Courses, Programs, and Modifications thereof — Chief Academic Officer, Board of
Trustees, and ICCB

2. Community Education — Chief Academic Officer and ICCB

3. Review or upgrade of training — Chief Academic Officer and ICCB

4. Adult Basic or Secondary Education — Chief Academic Officer and ICCB

E. In order for a new course to be scheduled, approval from ICCB must be received before any students
can be registered in that course.

4.1710  Program Review

Rend Lake College has established a systematic, college-wide process for evaluating and reviewing
instructional programs, student services and support services as directed by the Illinois Community College
Board. The evaluation of these programs is undertaken to provide faculty, staff, administration, and the
Board of Trustees with information about how well the program functions in relation to its objectives and
the needs of those in the Rend Lake College district. This evaluation process reflects the institution's value
placed on quality and may provide justification for actions of the following kinds:

Confirmation of the validity of the program and continuation of support for it.

Reconsideration and possible redefinition of the goals, purposes and objectives of the program.
Review and alteration of the content and structure of the program.

Reconsideration of programmatic priorities and allocation of resources.

Redefinition of roles and reassignment of individuals.

Phase out and / or discontinuation of appropriate programs.

MmO OW >

4.1715  Selection of Instructional Materials
The selection of instructional materials and textbooks shall be the right and the duty of the faculty of the
College. Faculty shall select such materials in consultation with the appropriate administrative personnel.

4.1720  Library

POLICY
The College shall provide comprehensive library facilities and services to students, faculty and residents
of the college district which:

A. Establish, maintain, and promote quality information services and resources that support the College's
mission and goals,

B. Facilitate academic success by combining new techniques and technologies with the best of traditional
resources, and,

C. Provide instruction, delivered by professional librarians, that increases the Information Literacy skills
of students in order that they will become critical thinking lifelong learners.
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BUSINESS SERVICES AND OPERATIONS - SECTION 5
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5.

5.1000

BUSINESS SERVICES AND OPERATIONS

Investments
POLICY

In order to ensure the safety, liquidity, and maximum rate of return of College investments and to comply
with the Public Funds Investment Act (30 ILCS 235/1, et seq.), the College will adhere to this investment
policy when making investment decisions. In this policy, consideration is given to the needs, diversity,
and return on investment while protecting the whole of the portfolio’s value. In all circumstances, the
protection of principal takes precedence over the rate of return.

I1.

I1I.

INVESTMENT POLICY

SCOPE OF POLICY

The purpose of the policy is to direct the investment activities of all funds under the control of
Rend Lake College. The guidelines will be applicable to all current and future funds placed
under the College’s control. The Illinois Public Funds Investment Act (30 ILCS 235/1 ef seq.),
[linois Public Community College Act (110 ILCS 805/1 ef seq.), and the Illinois Community
College Board Fiscal Management Manual will act as the parameter for all investment
decisions. The mandates of the Illinois Public Funds Investment Act and the Illinois Public
Community College Act shall take precedence over this policy except where this policy is more
restrictive.

OBJECTIVE
The cash management and investment decisions for the stewardship of public funds under Rend
Lake College’s control will meet the following objectives, in order of priority:

1. Safety — Protection of principal takes precedence over the rate of return. The security of
public funds shall be the primary concern of Rend Lake College when selecting
depositories and investment strategies.

2. Liquidity — To allow availability of funds within the time frame desired while considering
the budgetary constraints of the College. Diversity of the portfolio shall be consistent with
meeting the liquidity needs of the College.

3. Yield — The return on investment will be dependent upon minimizing the risk of the
investment, budgetary constraints, cash flow requirements, and the legal restrictions on
investment. The use of U.S. Treasury bills, average Fed Fund rate, Illinois Funds or other
stable markets can be used to determine whether market yields are being achieved.

GUIDELINES

The stated objectives shall be met by employing the “Prudent-Person Rule”. Under this rule,
the investment of funds is based upon “the judgment and care under circumstances then
prevailing that persons of prudence, discretion, and intelligence exercise in the management of
their own affairs, not for speculation, but for investment, considering the probable safety of
their capital, as well as the probable income derived and optimum liquidity required for
operation of their local government”.

The Board of Trustees or its designee(s) may invest current operating funds, special funds,

interest and sinking funds, and other funds belonging to or in the custody of Rend Lake College,
including restricted and unrestricted funds.
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Iv.

VI

VIL

VIII.

RESPONSIBILITY
The Board of Trustees designates the treasurer as the chief investment officer for Rend Lake
College.

Investment of funds under the control of Rend Lake College will be the responsibility of the
treasurer at the direction of the Board of Trustees (Policy 1.1305 (w)).

SELECTION OF INVESTMENT ADVISORS, MONEY MANAGERS, AND
FINANCIAL INSTITUTIONS

The Board of Trustees shall be responsible for selecting investment advisors, money managers,
and financial institutions.

The Board of Trustees will have the responsibility to select the financial entities that will act
as depositories for public monies held in trust by the College. The Board of Trustees will take
into account security, size, location, and other relevant factors deemed pertinent in selecting
financial institutions. Financial institutions must have an Illinois presence and be in good
standing with the Illinois Department of Financial and Professional Regulation as well as the
appropriate federal regulator and have no enforcement action existing.

No financial institution shall receive any public funds unless it has complied with the reporting
requirements of the Illinois Public Funds Investment Act (30 ILCS 235/6).

AUTHORIZED INVESTMENT VEHICLES

The Board of Trustees shall limit investment vehicles to those types of securities allowable
under Section 235/2 (authorized investments) of the Investment of Public Funds Act and the
Ilinois Community College Board Fiscal Management Manual. This includes, but is no limited
to, securities issued with the full faith and credit of the United States of America as to the
principal and interest; repurchase agreement of securities that have the full faith and credit of
the United States of America; and money market mutual funds registered under the Investment
Company Act of 1940, provided that the portfolio is limited to securities and repurchase
agreements with the full faith and credit of the United States of America.

Purchase of short-term obligations of U.S. corporations with assets exceeding $500 million,
i.e. commercial paper, may not exceed 10 percent of Rend Lake College’s outstanding
obligations, and no more than one-third of Rend Lake College’s funds may be invested in short-
term obligations of corporations.

ETHICS AND CONFLICTS OF INTEREST

Except for pecuniary interests permitted under subsection (f) of Section 3-14-4 of the Illinois
Municipal Code or under Section 3.2 of the Public Officer Prohibited Practices Act, the
Treasurer or other financial officer of Rend Lake College is prohibited from the following:

i. Having any interest, directly or indirectly, in any investments in which Rend Lake
College is authorized to invest.
ii. Having any interest, directly or indirectly, in the sellers, sponsors, or managers of
those investments.
iii. Receiving, in any manner, compensation of any kinds from any investments in
which Rend Lake College is authorized to invest.

COLLATERALIZATION
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IX.

XI.

XII.

XIII.

Collateral requirements vary by type of investment. The treasurer shall limit collateral
instruments to those permitted in 30 ILCS 236/6.

Whenever Rend Lake College invests public funds in an interest-bearing savings account,
demand deposit account, interest-bearing certificate of deposit, or interest-bearing time deposit,
the investment must be at all times fully insured by the financial institution or by an agency or
instrumentality of the federal government.

The following investment vehicles must be guaranteed “by the full faith and credit of the United
States of America”.
i. Bonds, notes, certificates of indebtedness, treasury bills, and other securities issued
by the U.S.

ii. Bonds, notes, debentures, or other similar obligations of the US or its agencies and
its instrumentalities. These investments may be made only with banks that are
insured by the FDIC.

iii. Money market mutual funds registered under the Investment Company Act of
1940, provided that the portfolio of such money market mutual fund is limited to
the above investments and agreements to repurchase such obligations.
2. Any investments made in shares or other securities issued by savings and loan associations
must be insured by the Federal Savings and Loan Insurance Corporation (FSLIC).
3. The board of trustees will require guarantees for those types of investment vehicles where
no statutory guarantee exists.

INTERNAL CONTROL

The treasurer shall be responsible for establishing a system of internal controls and written
operational procedures designed to prevent losses of funds that might arise from fraud,
employee error, misrepresentation by third parties, or imprudent actions by employees of Rend
Lake College.

BONDING
The treasurer shall be bonded. A copy of the bond must be filed with the county clerks and the
Mlinois Community College Board.

SUSTAINABILITY

Material, relevant, and decision-useful sustainability factors have been or are regularly
considered by Rend Lake College, within the bounds of financial and fiduciary prudence, in
evaluating investment decisions. Such factors include, but are not limited to: (i) corporate
governance and leadership factors; (ii) environmental factors; (iii) social capital factors; and
(iv) human capital factors as provided under the Illinois Sustainable Investing Act.

AMENDMENT
This policy may be reviewed from time to time and revised upon the approval of the Board of
Trustees.

PERIODIC REVIEW

The Board of Trustees shall review the college’s investment portfolio on an annual basis to
assess its effectiveness in meeting Rend Lake College’s needs for safety, liquidity, rate of
return, and diversification.

The treasurer shall submit a written report to the Board of Trustees on a minimum of a quarterly
basis detailing investment activity. The report shall include information regarding the securities
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in the portfolio by class or type, book value, income earned, and market value as of the report
date.

XIV. CAPTIONS AND HEADING
The captions and headings used herein are for convenience of reference only and do not define
or limit the contents.

5.1005 Comprehensive Insurance

POLICY
The College will at all times maintain proper coverages to indemnify and protect board members,
employees, students, and all College assets pursuant to Revised Illinois Statutes 110 ILCS 805/3-29 and
Revised Illinois Statutes 110 ILCS 805/3-38.1.

5.1010 Preparing and Updating Financial Disclosures
POLICY

Pursuant to the District’s responsibilities under the securities laws, including its continuing disclosure
undertakings (the “Undertakings”) under Rule 15¢2-12 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’s (i) preliminary 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,
(i) Annual Financial Information or Financial Information, as required by and defined in the Undertakings
(the “Annual Financial Information”) to be filed with the Municipal Securities Rulemaking Board’s
(“MSRB”’) Electronic Municipal Market Access ( “EMMA ") system, and (iii) notices 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 policies and procedures to enable
the District to create accurate disclosures with respect to its (i) Official Statements, (ii) Annual Financial
Information, and (iii) EMMA Notices. Official Statements, Annual Financial Information and EMMA
Notices are collectively referred to herein as the “Disclosures.”

PROCEDURE

In response to these interests, the District hereby adopts the following procedures (the “Disclosure

Procedure”):

(a)  Disclosure Officer. The Vice-President for Finance and Administration of the
District (the “Disclosure Olfficer”) is hereby designated as the officer responsible for the
procedures related to Disclosures as hereinafter set forth (collectively, the “Disclosure
Procedures”™).

(b)  Disclosure Procedures: Official Statements. Whenever an Official Statement will
be disseminated in connection with the issuance of obligations by the District, the Disclosure
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Officer will oversee the process of preparing the Official Statement pursuant to the following
procedures:

1.  The District shall select (a) the working group for the transaction, which
group may include outside professionals such as disclosure counsel, a municipal advisor
and an underwriter (the “Working Group”) and (b) the member of the Working Group
responsible for preparing the first draft of the Official Statement.

2. The Disclosure Officer shall review and make comments on the first draft
of the Official Statement. Such review shall be done in order to determine that the Official
Statement does not include any untrue statement of a material fact or omit to state a material
fact necessary in order to make the statements made in the Official Statement not
misleading. Particular attention shall be paid to the accuracy of all descriptions, significant
information and financial data regarding the District. Examples include confirming that
information relating to the District, including but not limited to demographic changes, the
addition or loss of major employers, the addition or loss of major taxpayers or any other
material information within the knowledge of the Disclosure Officer, is included and
properly 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
regarding bonded indebtedness, notes, certificates, outstanding leases, tax rates or any other
financial information of the District presented in the Official Statement.

3. After completion of the review set forth in 2. above, the Disclosure Officer
shall (a) discuss the first draft of the Official Statement with the members of the Working
Group and such staff and officials of the District as the Disclosure Officer deems necessary
and appropriate and (b) provide comments, as appropriate, to the members of the Working
Group. The Disclosure Officer shall also consider comments from members of the
Working Group and whether any additional changes to the Official Statement are necessary
or desirable to make the document compliant with the requirements set forth in 2. above.

4.  The Disclosure Officer shall continue to review subsequent drafts of the
Official Statement in the manner set forth in 2. and 3. above.

5. If, in the Disclosure Officer’s reasonable judgment, the Official Statement
does not include any untrue statement of a material fact or omit to state a material fact
necessary in order to make the statements made in the Official Statement not misleading,
the Official Statement may, in the reasonable discretion of the Disclosure Officer, be
released for dissemination to the public; provided, however, that the use of the Official
Statement must be ratified, approved and authorized by the Board of Trustees of the District
(the “Board”).
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(¢)  Disclosure Procedures: Annual Financial Information. The Disclosure Officer
will oversee the process of preparing the Annual Financial Information pursuant to these
procedures:

1. By December 15 of each year (the same being at least 30 days prior to the
last date on which the Annual Financial Information is required to be disseminated pursuant
to the related Undertaking), the Disclosure Officer shall begin to prepare (or hire an agent
to prepare) the Annual Financial Information. The Disclosure Officer shall also review the
audited or unaudited financial statements, as applicable, to be filed as part of the Annual
Financial Information (the “Financial Statements”). In addition to the required updating
of the Annual Financial Information, the Disclosure Officer should consider whether
additional information needs to be added to the Annual Financial Information in order to
make the Annual Financial Information, including the Financial Statements, taken as a
whole, correct and complete in all material respects. For example, if disclosure of events
that occurred subsequent to the date of the Financial Statements would be necessary in
order to clarify, enhance or correct information presented in the Financial Statements, in
order to make the Annual Financial Information, taken as a whole, correct and complete in
all material respects, disclosure of such subsequent events should be made.

2. If, in the Disclosure Officer’s reasonable judgment, the Annual Financial
Information, including the Financial Statements, is correct and complete in all material
respects, the Disclosure Officer shall file the Annual Financial Information with EMMA
(or confirm that such filing is completed by any agent hired by the District for such
purpose) within the timeframe allowed for such filing.

(d)  Disclosure Procedures: Reportable Events. The Disclosure Officer will prepare
(or hire an agent to prepare) Reportable Event Disclosure and file the same with EMMA (or confirm
that such filing is completed by an agent hired by the District for such purpose) in a timely manner
(not in excess of ten business days after the occurrence of the Reportable Event). Incurrence of a
Financial Obligation, if material, or agreement to covenants, events of default, remedies, priority
rights, or other similar terms of a Financial Obligation, any of which affect security holders, if
material, is a Reportable Event. Upon the incurrence of any Financial Obligation, as such term is
defined in the Undertaking, the Disclosure Officer shall review such Financial Obligation and
assess whether such Financial Obligation is material. If, in connection with such Financial
Obligation, the District has agreed to any covenant, event of default, remedy, priority right or other
similar term which affects security holders, the Disclosure Officer shall further review such term
and assess whether the same is material. The Disclosure Officer shall prepare a summary of such
review. If, in the Disclosure Officer’s reasonable judgment, following consultation with financial
or legal professionals as necessary, such Financial Obligation and/or term of such Financial
Obligation is deemed material, the Disclosure Officer shall file a summary of such Financial
Obligation (or the entire financing document, provided that confidential or sensitive information
may be redacted to the extent such redaction does not prevent all material terms from being
disclosed) with EMMA not in excess of ten business days after the incurrence of such Financial
Obligation.
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(e)  Disclosure Procedures: EMMA Notices. Whenever the District determines 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 (or hire an agent to prepare) the
EMMA Notice. The EMMA Notice shall be prepared in the form required by the MSRB.

2.  In the case of a disclosure required by an Undertaking, the Disclosure
Officer shall determine whether any changes to the EMMA Notice are necessary 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 Undertaking, the 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 allowed for such filing.

(f)  Additional Responsibilities of the Disclosure Officer. 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
(including proofs of EMMA filings) and decisions made with respect to issues that have
been raised;

2. Evaluating the effectiveness of the procedures contained in this Disclosure
Policy; and
3.  Making recommendations to the Board as to whether revisions or

modifications to this Disclosure Policy are appropriate.
(g)  General Principles.

1. All participants in the disclosure process should be encouraged to raise
potential disclosure items at all times in the process.

2. The process of revising and updating the Disclosures should not be viewed
as a mechanical insertion of current numbers. While it is not anticipated that there will be
major changes in the form and content of the Disclosures at the time of each update, the
Disclosure Officer should consider whether such changes are necessary or desirable in
order to make sure the Disclosure does not make any untrue statement of a material fact or
omit to state a material fact necessary or desirable, in order to make the statements made,
in light of the circumstances in which they were made, not misleading at the time of each
update.
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3. Whenever the District releases information, whether in written or spoken
form, that may reasonably be expected to reach investors, it is said to be “speaking to the
market.” When speaking to the market, District officials must be sure that the released
information does not make any untrue statement of a material fact or omit to state a material
fact necessary or desirable, in order to make the statements made, in light of the
circumstances in which they were made, not misleading.

4. While care should be taken not to shortcut or eliminate any steps outlined
in this Disclosure Policy on an ad hoc basis, the review and maintenance of the Disclosures
is a fluid process and recommendations for improvement of these Disclosure Procedures
should be solicited and regularly considered.

5. The Disclosure Officer is authorized to request and pay for attendance at
relevant conferences or presentations or annual training sessions conducted by outside
counsel, consultants or experts in order to ensure a sufficient level of knowledge for the
effective administration of this Disclosure Policy.

5.1015  Capital / Construction Projects Approval and / or Changes

POLICY
Requests for approval of capital projects shall be submitted to the ICCB in accordance with all requirements
of Rule 1501.602. Changes in budget and / or scope to an approved construction project shall be submitted
for approval according to the ICCB Facilities Management Manual.

The following procedures are established to ensure compliance.

PROCEDURE
Procedure for Approval of Capital Projects:
A project requiring the expenditure of state or local funds for purchase, construction, remodeling, or
rehabilitation of physical facilities at a primary or secondary site shall have prior ICCB approval, except
the following:
A. Locally funded projects which is one which keeps a facility or asset in efficient operating condition,
preserves the condition of the property, or restore property to a sound state after prolonged use
B. Locally funded projects that result in no change in room use
C. Locally funded projects for which the total estimated cost is less than $250,000

Procedure for Changes to Project Scope and/or Budget:

Changes in budget / scope totaling 5 percent or less of the approved project budget / scope shall be
reconciled at the completion of the project and submitted to the ICCB for informational purposes.

When changes in the project budget/scope have reached 5 percent, any subsequent change modifying the
budget / scope of the project shall require approval by ICCB prior to the expenditure of funds on the
additional work.

Procedure for Submission of ICCB District Site and Construction Master Plan

An updated District Site and Construction Master Plan will be filed with ICCB at least once every five
years as required by ICCB rules. The plan will be updated, as needed, to ensure that any project submitted
for approval has been reflected in the district plan on file with ICCB for at least two months prior to
submission of the projects.

182



5.1100 Bid Procedures

POLICY
When purchasing supplies, material, work or construction, the College shall follow the requirements of
805/3-27.1 of the Illinois Community College Act (110 ILCS 805/3-27.1).

PROCEDURE
After due advertisement, all contracts for purchase of supplies, materials or work involving an expenditure
in excess of the limit as established in Illinois Community College Act (110 ILCS 805/3-27.1) will made
to the lowest responsible bidder considering conformity with specifications, terms of delivery, equality, and
serviceability. The only exceptions to these requirements will include the following:

A. contracts for the services of individuals possessing a high degree of professional skill where the ability
or fitness of the individual plays an important part;

B. contracts for the printing of finance committee reports and departmental reports;

C. contracts for the printing or engraving of bonds, tax warrants and other evidences of indebtedness;

D. contracts for materials and work which have been awarded to the lowest responsible bidder after due
advertisement, but due to unforeseen revisions, not the fault of the contractor for materials and work,
must be revised causing expenditures not in excess of 10% of the contract price;

E. contracts for the maintenance or servicing of, or provision of repair parts for, equipment which are

made with the manufacturer or authorized service agent of that equipment where the provision of parts,

maintenance, or servicing can best be performed by the manufacturer or authorized service agent;
purchases and contracts for the use, purchase, delivery, movement, or installation of data processing
equipment, software, or services, and telecommunications and inter-connect equipment, software and
services;

contracts for duplicating machines and supplies;

contracts for the purchase of natural gas when the cost is less than that offered by a public utility;

purchases of equipment previously owned by some entity other than the district itself;

contracts for repair, maintenance, remodeling, renovation, or construction, or a single project involving

an expenditure not to exceed $50,000 and not involving a change or increase in the size, type, or extent

of an existing facility;

contracts for goods or services procured from another governmental agency;

contracts for goods or services which are economically procurable from only one source, such as for

the purchase of magazines, books, periodicals, pamphlets, and reports, and for utility services such as

water, light, heat, telephone or telegraph; and

M. where funds are expended in an emergency and such emergency expenditure is approved by % of the
members of the Board.

e

~ma

s

All competitive bids for contracts involving expenditures in excess of $25,000 must be sealed by the bidder
and must be opened by the President or his / her designee at a public bid opening at which the contents of
the bids must be announced. Each bidder must receive at least 3 days’ notice of the time and place of such
bid opening. Advertisement of the bid includes, but is not limited to, at least one public notice at least 10
days before the bid date in a newspaper published in the district, or if no newspaper is published in the
district, in a newspaper of general circulation in the area of the district.

Electronic bid submissions shall be considered a sealed document for competitive bid requests if they are
received at the designated office by the time and date set for receipt for bids. However, bids for construction
purposes are prohibited from being submitted electronically. Electronic bid submissions must be authorized
by specific language in the bid documents in order to be considered and must be opened in accordance with
electronic security measures in effect at the community college at the time of opening. Unless the electronic
submission procedures provide for secure receipt, the vendor assumes the risk of premature disclosure due
to submission in an unsealed form.
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The Director of the Physical Plant will maintain all records required as part of the bidding of contracts
relating to construction or renovation of College facilities and equipment pertinent to the Physical Plant.
All records involved with the bidding of projects and or items outside the realm of the Physical Plant will
be maintained in the Business Office. All original records involved with the bidding of items purchased
from grant funds should be maintained with the grant files and copies should be forwarded to the Business
Office.

In the event of an emergency situation in which bid processes are not able to followed, a special board
meeting will be held and at least % of the Board members will need to approve the expenditure prior to any
action being taken by the College.

5.1105 Awarding of Contracts for Service

POLICY
As allowed by law, the College may enter into a contract for services to be rendered by an outside source
if economically feasible and advantageous. In the event that the service contract is for an annual amount
which exceeds $20,000, the awarding of the contract will be subject to Board approval.

5.1110  Business Enterprise for Minorities, Females, and Persons with
Disabilities

POLICY
Pursuant to 30 ILCS 575, Rend Lake College will act in such a way as to promote and encourage the
continuing economic development of businesses operated by minorities, females, and persons with
disabilities. As a way of measuring our efforts and commitments to this purpose, the College sets the
following as aspirational goals for the awarding of construction, professional service, and state contracts:

Type of Total % of Minority Female Persons with
Contract MFD Owned Owned Disabilities
Contracts Businesses Businesses Owned
Businesses
State Contracts 20% 11% 7% 2%
Construction 20% At least 50% of
Contracts the total

minority and
female owned

Professional 20%
Services collectively
Contracts

PROCEDURE
The College will appoint a liaison to the Business Enterprise Council. This individual will serve as the
contact person for businesses owned by minorities, females, and persons with disabilities who do or wish
to do business with the College. The liaison will be responsible for the following:

e  Submission of any reports and documents (to include but not limited to the annual compliance plan
and report) as required by the Business Enterprise Council;
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e Providing notice to the Business Enterprise Council of proposed contracts for professional and
artistic services;

e Conducting outreach efforts to increase the use of vendors certified as being owned by minorities,
females, or persons with disabilities;

e Maintain records needed to properly account for all state, construction, and professional services
contracts and corresponding percentage awarded to corresponding certified vendors;

e Coordinate with contractors and vendors to assure they are making good faith efforts to meet
College contract goals;

e  Other efforts which may be needed to fulfill our intended purpose

Pursuant to 110 ILCS 805/8-27, contracts for the purchase of supplies, materials, or work exceeding
$25,000 must be awarded to the lowest responsible bidder. In an effort to balance our commitment to this
purpose with the need to be good stewards of local taxpayer monies, the College will evaluate bids based
upon financial concerns first and foremost but will make consideration for qualified businesses.

5.1200 Purchases

POLICY
When purchasing supplies, material, work or construction, the College shall follow the requirements of
805/3-27.1 of lllinois Community College Act (110 ILCS 805/3-27.1).

PROCEDURE
Whenever possible, all College purchases should be made through the use of a requisition and subsequent
corresponding purchase order. All requisitions must be entered using the computerized format which is
available as part of the online system and forwarded to the Controller and the Vice President of Finance
and Administration by using the appropriate approval sequence.

After all online approvals are received for a requisition, a purchase order will be issued from Accounts
Payable. A copy of the purchase order will be returned to the requesting department. The requesting
department is responsible for mailing or faxing the purchase order to the vendor, or keeping the purchase
order on file in the department office.

When invoices are received, the original is sent to the department for approval. If the invoice is correct, the
fiscal manager should sign the original invoice, as well as put the account number and purchase order and
/ or requisition number on it. The invoice should then be returned to Accounts Payable. The original invoice
is necessary for payment of the invoice. Checks will not be issued unless proper documentation is submitted
to the Accounts Payable Department.

Invoices should be returned to Accounts Payable as soon as possible, preferably within 48 hours. Invoices
that are eligible for payment at the end of the week must be forwarded to Accounts Payable with the
appropriate online approvals by 10:00 AM of the day before the last working day of that week. In the event
that the Accounts Payable Department plans to issue checks on a day other than the last day of the work
week due to holidays, closings, absences, etc., ample notice will be

given to inform all employees of the change in schedule.

Checks will be processed to vendors according to the terms and conditions specified on the invoice. If terms
are not specified on the invoice, payment will be made 30 days (net 30) from the invoice date.

Open purchase orders may be issued for merchandise that is purchased either on a continuous or frequent
basis as needed by a department. The use of continuous purchase orders for this type of merchandise is
encouraged and will allow departments to reduce the amount of processing time involved in the purchasing
from and / or payment to vendors.
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Orders cannot be placed until a purchase order number is assigned by obtaining the proper approvals as
needed as part of the online system. Fictitious purchase order numbers are not acceptable.

The college cannot pay from statements. The college should not accept any invoice that does not have
reference to a purchase order.

When a department intends to buy from a vendor that the College has never purchased from before, it will
be the responsibility of the department to contact the new vendor to determine if the vendor will accept a
purchase order. If the vendor will not accept a purchase order, it will be the responsibility of the department
to arrange alternative payment arrangements. If it is necessary for Rend Lake College to complete a credit
application in order to do business with the vendor, the credit application should be sent to the Accounts
Payable Specialist to be completed. Departments will be allowed to make purchases through the use of the
college credit card ONLY in the event that no alternative methods of payment can be arranged with the
vendor and / or no other competitive vendor who will accept a purchase order can be found.

If use of the college credit card is necessary for a purchase, the employee should contact the Accounts
Payable Department to discuss the purchase. If the Accounts Payable Department agrees the purchase
should be made with the credit card, the employee will enter a requisition to the credit card company to
acquire approval from supervisors. Once the requisition is approved and the purchase order is printed, it
will be up to the employee to contact the Accounts Payable Department to make arrangements to place the
order.

If a vendor / supplier is not found in the database, the employee should submit an email to the Accounts
Payable Department with the company’s or individual’s name, address, telephone number, fax number,
website, email, contact person and also note what we are buying from or paying the vendor for. The
Accounts Payable Department will then create a vendor file and respond to the employee’s email with the
vendor number.

When a new vendor / supplier is created, a W9 tax information form will need to be completed by the
vendor / supplier PRIOR to payment being made. Once the Accounts Payable Department receives the
email request for the vendor to be set up, a W9 will be mailed to the vendor.

5.1205 Payment of Bills

POLICY
The Treasurer is authorized to disburse all funds prior to a Board meeting with the exception of those bills
that individually exceed $50,000.

All disbursements of funds under $50,000 will be submitted for Board ratification at the Board meeting in
the month following those disbursements. Those bills individually totaling $50,000 or more will be
submitted for Board approval at the Board meeting.

PROCEDURE
The Treasurer is authorized to disburse funds in accordance with this policy. Disbursements which are
subject to Board ratification will be made as follows:

A. Payroll checks will be disbursed in accordance with established policy.

B. Investments in / or withdrawals from certificates of deposit and interfund transfers will be disbursed as
needed.

C. All other disbursements will be made on either of the last two working days of each week whenever
possible. Manual checks which are needed on an immediate basis will be issued as required. Proper
care and planning should be taken by the departments to ensure that manual checks are used only on
rare occasions with extenuating circumstances.
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The disbursements of bills which are submitted for Board approval will be made on the next working day
following the Board meeting.

5.1210 Travel Advance Policy
POLICY

The Travel Advance Policy shall be applicable to all requests of $50.00 or more unless otherwise agreed to
by the Vice President of Finance and Administration on a case-by-case basis. In order to obtain a travel
advance, the employee must agree to repay the advance and / or submit proper documentation satisfying
the expenditure of the outstanding cash advance within thirty (30) days from the date of issuance. Failure
to repay or submit proper documentation within thirty (30) days may cause the employee’s next payroll
check to be reduced by the amount advanced or unpaid.

5.1215 Travel Reimbursement
POLICY
Administrative Staff
Reimbursement for expenses incurred for travel connected with attendance at meetings, conventions and
other college business will be made in the following manner:

1. Travel to conferences and meetings must be approved in advance by the appropriate Dean, Vice
President, and / or President.
2. The Accounts Payable Department will be responsible for making flight or train arrangements using

the college credit card. After an employee is given permission to travel, he / she should contact the
Accounts Payable Department to arrange a time to meet to purchase tickets online in the Accounts
Payable Specialist’s office. The Accounts Payable Department will be responsible for securing the
most reasonable and cost-effective travel arrangements. The maximum amount of reimbursement
for travel expenses will be at the lesser cost of either the mileage associated with travel to and from
the event if the use of a personal car has been approved by the applicable Vice-President, the costs
for the expense of a train ticket at a reasonable time and location, or a flight secured at a reasonable
time and location and which is the most cost-effective. Once the travel arrangements have been
made, the AP Specialist will instruct the employee to create a requisition / purchase order for the
cost. As much advanced notice as possible should be given to aid in obtaining the most equitable
pricing.

3. Reimbursement for mileage will be at a rate equal to the IRS mileage reimbursement rate.
Reimbursement for mileage is to be calculated from Rend Lake College or the employee’s primary
work location to the desired destination and return to either campus or the employee’s primary
work location.

4. Arrangements for lodging, meals, rental vehicles, and registration expenses will be arranged by
individual employee or department in advance whenever possible through standard purchasing
procedures. When making lodging reservations, the employee will need to ask if the hotel accepts
a purchase. If a purchase order is acceptable, the employee / department will be responsible for
securing the most reasonable and cost effective accommodations.

If a purchase order is acceptable, the employee will need to enter a requisition to the hotel
through the online system.

The employee may also request a cash advance and / or use a personal credit card to make
hotel reservations. The employee / department will be responsible for ensuring that the
arrangements were made in the most reasonable and cost-effective manner possible.
Reimbursement for the expenses will follow the established procedure.

Reimbursement for lodging will be paid at the single-room rate and may include up to one
day prior to the meeting and one day following the meeting. Meal and incidental expenses will be
paid at the applicable maximum per diem Federal Rates (other assumable expenses must be
accompanied with receipts). A complete listing of all per diem rates and corresponding meal
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allocations on a per city basis can be found online. Internal Revenue Service guidelines stipulate
that if the city to which the employee traveled does not appear on the established list, individuals
are to use the standard per diem rate allocations. Meal and incidental expenses may include up to
one day prior to the meeting and one day following the meeting. Travel reimbursements which are
subject to lower grant limitations may be reimbursed at those lower limitations. Per diem rates and
regulations for meals and incidentals are as follows:

Breakfast: Payable when an employee is in travel status and leaves the college or residence
(if reporting directly to the destination) at or before 6:00 a.m.

Lunch: Payable when an employee is on travel status and leaves the college at or before
10:00 a.m.

Dinner: Payable when an employee is on travel status and arrives back at the college or
residence (if reporting directly from destination) at or after 7:00 p.m.

(The established meals and incidentals allotment includes and defines incidental expenses
as tips for porters, baggage carriers, bellhops, hotel maids, hotel servants in foreign countries, and
stewards or stewardesses and others on ships.) Other associated travel costs such as parking and
cab fares are to be accompanied by a receipt.

No per diem meal is allowed if the meal is included in a conference registration fee. Per
diem meal allowances are only allowed if they are ordinary and necessary expenses of traveling
away from home for business purposes. Traveling away from home must meet the following
Internal Revenue Service guidelines: 1) Your duties require you to be away from the general area
of your tax home (Rend Lake College) substantially longer than an ordinary day’s work and 2) You
need to get sleep or rest to meet the demands of your work while away from home. Receipts do not
have to be submitted for meal per diem.

In the event that an employee requests reimbursement for meals during a meeting with a
client(s) (i.e. recruits, community members, campus visitors, etc.), reimbursements will be based
upon actual meal charges and an itemized receipt showing what was purchased must be submitted
for payment. No request for reimbursement will be accepted if the receipt includes charges for
alcoholic beverages.

Reimbursement for entertainment expenses (which includes but is not limited to shows,
amusements, theaters, sporting events, or any other place of public or private entertainment) is
prohibited.
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The maximum allowable reimbursement for travel related expenses are as follows:

Type of Expense Maximum Allowable Reimbursement
Mileage IRS mileage reimbursement rate
Lodging $100 above the applicable CONUS Per Diem Rate (Actual;
receipt required)
Meals & Incidentals Applicable CONUS Per Diem Rate

Meal expense incurred | Actual (receipt required)
during College-related
business meetings

Commercial Carrier Most reasonable and cost effective (receipt required)
Train or Bus Most reasonable and cost effective (receipt required)
Parking, Taxi, Tolls, etc. | Actual (receipt required)
Conference / Actual (receipt required)

Registration Fees

In the event that an employee’s travel expenses exceed the allowable limits, the expenses will be
approved by roll call vote at an open meeting of the Board of Trustees.

The travel expense requisition / purchase order shall be submitted ten (10) days from the
date of travel, or no later than the end of the month. Approval by the Vice President of Finance and
Administration will be required for travel expense vouchers that are not submitted within thirty
(30) days of the date of travel. Accounts Payable may reduce approved travel expense vouchers
and expense checks with amounts outstanding from prior advances for the traveler for the net
amount due.

Part-time Employees

Part-time employees will not be reimbursed for mileage associated with travel costs to and / or
from either their home site or to and / or from their primary work location. Any exception to this
procedure must have the approval of both the President and the Vice-President of Finance and
Administration..

5.1220 Reimbursement of Miscellaneous Department Expenses

POLICY
Requisitions / purchase orders will be required for all purchases to be made by Rend Lake College.
Payment for expenditures will not be allowed without the proper approval and issuance of a requisition /
purchase order.

The only exceptions to this rule will be as follows:

A. When an open purchase order has been issued to a particular vendor.
B. For the payment of miscellaneous department expenses which are less than $100.

Employee reimbursement checks will be issued directly to the employee. In the event of a lost receipt, the
employee must contact the Vice President of Finance and Administration to discuss reimbursement
arrangements.

Rend Lake College is exempt from sales tax except on food purchased at restaurants, fuel and lodging. If
taxes are paid by an employee for anything other than the items listed previously, he or she will not be
reimbursed for the amount of the taxes paid. A copy of the tax exempt letter can be obtained from the
Accounts Payable Department and should be presented to the vendor at the time of purchase. Also,
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employees are encouraged to carry an employee ID which has the college’s tax exempt number printed on
it.

PROCEDURE
For the payment of miscellaneous department expenses which are less than $100, the Rend Lake College
employee is to purchase the needed item and obtain an itemized receipt for the purchase. Following the
purchase, the employee should process an employee expense request by using the computerized format
which is available as a part of the online system and forwarded to the Controller and Vice President of
Finance and Administration by using the appropriate approval sequence. In addition, the employee must
submit appropriate receipts to the Accounts Payable Department attached to a hard copy of the purchase
order that was requested by the employee. Receipts for items sold directly to the employee MUST show
the employee’s name on the receipt. In the event the receipt shows someone else’s name i.e. spouse,
player, etc., the reimbursement check will be issued to that individual, not the employee.

Rend Lake College employees are not expected or required to use personal electronic devices (i.e. cell
phones, tablets, laptops, or computers) for the discharge of employment duties or for services performed
for the primary benefit of the College. The College does not expect or require such use, employees
should not expect to be reimbursed for expenses related to the cost of maintenance or use of his/her
personal electronic device.

Requisitions for the request of a cash advance must be processed by using the computerized format which
is available as a part of the online systems and forwarded to the Controller and Vice President of Finance
and Administration by using the appropriate approver sequence. All cash advances must be for an amount
greater than $50.00. If a cash advance is needed for an employee expense or travel, the request should be
submitted at least one week prior to the travel or purchase.

5.1225  Purchase of Furniture

POLICY
Furniture requests must be submitted to the Physical Plant Department. After conducting the proper
research for efficiency and cost effectiveness, the Physical Plant Department will consult with the requestor
and a requisition will be processed using the online system.

5.1230  Purchase of Technology Equipment / Audiovisual Equipment
POLICY

All technology equipment and / or audiovisual equipment previously purchased or to be purchased through

institutional funds or grant funding will be placed in the appropriate location by IT Department personnel

or placed in the College Loaning System.

Equipment placed in the College Loaning System can be checked out from the library for a specified length
of time, not to exceed one semester.

Approval is necessary from the IT Department before the purchase of technology and audiovisual
equipment, devices, hardware or software to ensure compatibility with college specifications and systems.

PROCEDURE
Step 1: College employees needing to purchase technology or audiovisual equipment will open an ISR.
The ISR should include the following information:
e Department requesting the item (s)
Department contact name
Description of item(s) needed
Explanation of the intended use of the item(s)
Account # for the purchase
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e Date item(s) needed
e The department’s fiscal manager should be copied in the ISR

Step 2: The IT Department will provide a quote for the requested item(s). The quote will be attached
to the ISR. Items should not be ordered without a vendor quote provided by the IT Department.

Step 3: The department purchasing the equipment will be responsible for submitting the requisition
and transmitting the purchase order to the vendor. The vendor quote provided by the IT
Department should accompany the PO. The PO should not deviate from the quote without
approval of the IT Department.

Step 4: The department submitting the requisition should update the ISR to notify IT staff the
equipment was ordered. (This information is needed in case other work needs to be done by
the IT staff to prepare for installation.)

Step 5: The equipment will be delivered as directed by the purchase order directions. The recipient of
the equipment should update the ISR to notify other departments of equipment delivery.

Step 6: IT staff will schedule set-up and placement of the equipment and will update the ISR when
placement is complete.

5.1300 Paychecks

POLICY
Employees shall be paid for work performed from the 1st day to the 15th day of the month on the 20th day
of that month. Employees shall be paid for work performed from the 16th day to the last day of each month
on the 5th day of the following month. Paychecks and direct deposits may be issued on the prior working
day if the normal 5th or 20th pay dates fall on a Monday or a weekend or holiday.

PROCEDURE
Full-time and part-time employees (with the exception of work study students) will be paid through the
direct depositing of employees’ salary payments into either a savings or checking account of choice to be
determined by the individual employee unless otherwise directed by the employee. Work study students
may choose to have their salary payments deposited by using the direct deposit method.

Direct deposit records will be maintained and supervised by the Payroll Department of Rend Lake College.
Each employee will receive written or electronically generated email records of the individual’s payroll
disbursement information on a per pay basis.

Employees are responsible for providing and verifying their checking or savings account numbers and
transit routing information. They must provide a copy of a voided check or deposit slip in addition to the
authorization form. Employees are responsible for the accuracy of all information provided to the Payroll
Department.

The Treasurer of Rend Lake College shall ensure that sufficient funds will be deposited with a banking
institution to meet the costs of the payroll. The College will incur all costs associated with the direct deposit
procedures.

5.1305 Payroll Deductions

POLICY
The College shall withhold all statutorily required payroll deductions from the employee’s paycheck. Such
deductions shall include, but shall not be limited to, federal and state income tax, Medicare tax, court-
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ordered garnishments, retiree’s health insurance and contributions to the State Universities Retirement
System (if applicable). In addition, the employee may select from among other options approved by the
Board.

PROCEDURE
In accordance with College policy, the following procedures will be used:

Except as may be otherwise provided by the terms of a Collective Bargaining Agreement, the College may
make voluntary payroll deductions for annuities, donations and plans. The following conditions must be
met:

o The College is indemnified and held harmless against any and all claims, demands, suits, orders,
or judgments or other forms of liability (monetary or otherwise) brought or issued against the
District and for all legal costs that may arise out of, or by reason of, any action taken or not taken
by the District under the provisions of this policy.

e By making such voluntary deductions, the College does not incur any additional administrative or
financial obligations.

e The Vice President of Finance and Administration shall determine the schedule of payroll
deductions.

5.1400 Inventory Records for Capital Assets

POLICY
An inventory of capital items will be maintained using a computerized system which will be maintained by
the Physical Plant Department.

A capital item will be any one (1) item that has a carrying value of $1,000 or more and a useful life of five
years or more. All laptop computers, desktop CPUs, and computer notebooks / tablets or other mobile
devices will be tagged regardless of carrying value. Computers and other electronic equipment that is
available for checkout will be tagged regardless of carrying value.

PROCEDURE
1. When purchasing capital items, the purchases should be made through the use of a requisition and
subsequent corresponding purchase order. All requisitions must be entered using the computerized
format which is available as part of the online system and forwarded to the Controller and the Vice
President of Finance and Administration by using the appropriate approval sequence.

2. Following the printing of the purchase order, the Accounts Payable Department will forward a copy
to the Physical Plant Department to alert them to the order of capital items which will be delivered
to campus and which should be tagged. All capital items will be processed by the Physical Plant
Department, where it will be tagged and delivered to the appropriate location. An item to be
delivered to its permanent location by a freight carrier will be accompanied to the delivery point
by Physical Plant personnel where it will be inspected and tagged.

3. It will be the responsibility of the department which is purchasing the capital item to forward a
copy of the invoice documenting the receipt of the goods and the finalized purchasing price to the
Physical Plant Department. This requirement will apply to items purchased using traditional
purchase orders, open purchase orders, and through the use of the College credit card.

4. The Physical Plant will be responsible for entering the following information into the computerized
system for inventory:

(a) description of the property
(b) a serial number or other identification number
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(¢) the source of funding for the property (including the FAIN)

(d) purchase order number

(e) the acquisition date

(f) cost of the property

(g) percentage of Federal participation in the project costs for the Federal award under which
the property was acquired

(h) the location, use and condition of the property

5. When items are permanently moved from one location to another, the fiscal manager responsible
must enter a Physical Plant Work Order. Following the actual transfer of the capital item, the
Physical Plant Department will update the master inventory list. It is the fiscal manager's
responsibility to initiate these changes and any corrections which may be appropriate on capital
equipment.

6. If a tag cannot be put on a piece of equipment, the inventory number will be etched.

7. A capital item which has a value of $5,000 or more and / or a useful life of three or more years will
be depreciated according to generally accepted accounting principles for governmental agencies.

5.1405 Identification and Disposal of Obsolete Equipment, Material and

Supplies
POLICY
Determination of disposal of worthless and obsolete equipment, materials, and supplies shall be
recommended by the supervisory personnel designated responsible for the equipment, materials and
supplies.

PROCEDURE
The procedure for identification and disposal of obsolete equipment, materials and supplies shall be as
follows:

1. A Physical Plant Work Order must be completed by using the computerized form which is
available as a part of the online system to inform the Physical Plant Department of the need
to remove items which are considered to be no longer needed or usable.

2. On a monthly basis, the Physical Plant will provide the President’s Cabinet with a listing of
all of the items which have been identified as unneeded or unusable, the condition of the items
and the funding source for the original purchase. The President’s Cabinet will determine if the
items should be held for future use or if items can be disposed of through sale or donation. If
the equipment in question was purchased from grant funds, the College will assess the
applicable federal disposal regulations.

3. In the event that the President’s Cabinet determines that an item should be sold, the College
can choose to either:

(a) Conduct a formal bid process
(b) Seek fair market value market quotations
(c) Place upon an online market site
(d) Conduct a public auction
(e) Find other sale solutions as determined by President’s Cabinet
4. For those items which are estimated to be valued at $5,000 or more, the Board of Trustees will
be informed of the desire to sell items prior to the above mentioned processes.
5. For those items which have a value less than $5,000, the Board of Trustees will be informed
of the sale of items following the successful completion of the disposal.
6. If such equipment owned by the College has an equal or greater trade-in value than outright
sale price, the Vice President of Finance and Administration or designee shall be authorized
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to trade such equipment when purchasing similar or replacement equipment and supplies.
Such trade-in value shall be reflected in bid quotations received from vendors and other
suppliers.

The procedure for obsolete equipment sale by sealed bid shall be as follows:

1. A standardized bid form will be sent to those persons expressing interest in the items for
sale.
2. The bid form must be completed and returned to the Vice President of Finance and

Administration by the date and time specified for bid opening and must be accompanied
by a check in the amount of 10% of the bid as "earnest money". The earnest money will be
applied to the successful bidder's obligation. For successful bid(s) totaling $200 or more,
full payment will be made by cashier's check or cash, and the original earnest money will
be returned. The College reserves the right to also require the earnest money to be paid by
cashier’s check or cash when appropriate.

3. The bids will be opened at the date and time specified and sale will be awarded to the
highest bid. The purchase terms are cash and the item “as shown” including pick up and /
or removal being the responsibility of the buyer. The College reserves the right to accept
or reject any or all bids.

4. At the time of sale, the Physical Plant Department will notify the successful buyer. Bills of
sale will be prepared as requested or required.

5. After award of sale, the earnest money will be returned to all other bidders, along with
notification of the successful buyer and sale price.

6. Inventoried items sold will be removed from the inventory list.

The procedure for public auction shall be as follows:

L. Terms of the sale shall be cash at the time of the sale.

2. All items purchased are to be removed at the time of the sale or by special arrangement
with the Director of the Physical Plant.

3. The auctioneer shall be paid based on pre-negotiated arrangements.

4. Inventoried items sold will be removed from the inventory list.

Some obsolete items may be marketable to only a few buyers or only within a very short time span.
In such situations, the regular disposal procedures may not be in the best interest of the College.
Under those circumstances, as determined by the Vice President of Finance and Administration
and the President, such items may be sold using fair market value quotations as a bid if the fair
market value quotation is not more than $5,000.

With the approval of the Vice President for Finance and Administration, obsolete equipment,
materials, and supplies may be disposed through donation to an outside agency or organization.
Equipment which is donated will be deleted from inventory and will be documented as a donation
with the appropriate date and description. Individuals requesting the donation of equipment,
material, and / or supplies should follow the same procedure as documented above.

Following the successful of sale of obsolete equipment, materials, and supplies through an online

selling site, the Physical Plant Department will be responsible for arranging the shipment of the
items and for updating inventory records to reflect the sale and disposition.
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5.1500 Mandated Instructional Books or Supplies

POLICY
With few exceptions, all books or supplies which are mandated for coursework should be made through the
Rend Lake College Bookstore and should be approved by the appropriate Dean. It will be the responsibility
of the Dean to determine the relevant need of the mandated books and supplies in light of cost constraints
for the students.

5.1505 Vehicle Usage for College Travel

POLICY
Employees traveling for a College-related purpose may either schedule the use of a College-owned vehicle,
arrange for the use of a rental vehicle, or receive permission to use his / her personal vehicle.

PROCEDURE
At the earliest time possible after learning of the need for travel, employees should complete a “Request
for Vehicle” form which is found on the Rend Lake College Intranet. For non-athletic events, employees
should submit the request form to the Physical Plant Department. If the vehicle is needed for athletic
purposes, forms should be submitted to the Athletic Department.

If an employee plans to travel 100 miles or more, he / she will be required to use either a College-owned or
a rental vehicle unless permission is received from an Associate Vice-President, Vice-President, or the
President.

Vehicles are generally reserved on a first-come, first served basis. Scheduling conflicts will be resolved by
the Physical Plant Department if necessary depending upon the type and length of travel.

Individuals who are not Rend Lake College employees are not permitted to travel in a College-owned
vehicle, or a rental vehicle being used for approved College related travel unless prior approval has been
obtained from an Associate Vice-President, Vice-President, or the President.

Drivers must be 25 or older and must possess a valid driver’s license. Employees must complete a release
to have his / her driving status verified through the Illinois Secretary of State’s Department of Motor
Vehicles Report process. Employees will not be permitted to drive for a College-related purpose until his /
her driving status can be verified. The release form can be obtained from the Human Resources Department.
Failure to notify the College of any suspension or revocation of driving privileges prior to the use of a
vehicle for College-related purposes will be grounds for dismissal.

When using a vehicle, the driver will record the beginning and ending mileage of the trip. Vehicles will be
filled with gas at the time of departure. In the event that an employee needs to refill the tanks during use of
the vehicle, he / she should obtain receipts documenting the costs of the fuel. If a cash advance is not
obtained prior to the trip, the driver will be required to submit gas receipts and will be reimbursed using the
established reimbursement procedure for all other travel expenditures. All receipts must be submitted to the
Business Office within thirty (30) days of the date of travel for advances to be cleared and / or
reimbursement made.

College departments will be charged the current federal mileage reimbursement rate for vehicle usage.
Employees should submit their gas receipts for reimbursement through the established reimbursement
procedures. Reimbursement for gas expenses will not be charged to the individual department but should
be expensed to the Physical Plant Department.

The Physical Plant and Athletic Department will be responsible for processing payment for rental vehicles.
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5.1510 Cashing of Personal Checks

POLICY
All Rend Lake College employees will be allowed to cash personal checks drawn on their individual bank
account for an amount not to exceed $100.00 from the cash drawer maintained by the Cashier in the
Business Office. Individual checks which exceed the $100.00 limit will be cashed upon approval from the
Vice President of Finance and Administration. The Business Office shall not cash personal checks for
students.

5.1550 Procedure for Processing of Invoices for Outside Agencies

POLICY
The Business Office will be responsible for overseeing a centralized invoicing system. All Rend Lake
College departments will be required to follow a standardized procedure when preparing and processing
invoices. These procedures will apply to all types of invoices which may be required as part of the normal
operations of any department. The Business Office will be responsible for the preparing of invoices, and
the Business Office will be responsible for the proper accounting of funds to be received from these
invoices. Individual departments shall notify the Business Office when a department has provided any
type of goods and / or services to an outside agency and reimbursement is expected from that agency. The
Business Office will log all invoices sent and payments received into a Sharepoint site that can be viewed
by the individual departments.

PROCEDURE
The Business Office will be responsible for preparation of invoices. Individual departments shall notify
the Business Office when a department has provided any type of goods and/or services to an outside
agency and reimbursement is expected from that agency. The invoice should include the following
information:
A. name of vendor
B. address of vendor
C. invoice number
D. name of individual who prepared the invoice
E. account number into which funds will be deposited
F. invoice date
G. description of goods and / or services provided
H. total reimbursement requested
L. remittance information

Upon completion of the invoice, the Business Office will mail the invoice to the suggested vendor.
Payments will be sent directly to the Business Office. When payment is received from the suggested
vendor, the Business Office will be responsible for receipting the funds.

The Business Office will log all invoices sent and payments received into a Sharepoint site that can be
viewed by the individual departments. In the event that payment of invoices is not received in a timely
manner, each department will be responsible for making follow-up contact with the vendor. The Business
Office will be responsible for preparing follow-up billings in an attempt to collect all outstanding
invoices. If an individual department learns that an invoice is uncollectible and should be written-off, the
department should provide written notice to the Business Office.

5.1600 Financial and Program Management of Federal Grant Funds

The College will administer all federal grant funds received according to 2 CFR Part 200.300 through 2
CFR Part 200.345.
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5.1601 Financial Management

The College will maintain records that identify adequately the source and application of funds for federally-
funded activities. These records must contain information pertaining to federal awards, authorizations,
obligations, unobligated balances, assets, expenditures, income and interest and be supported by source
documentation.

The College will maintain records which provide the identification, in its accounts, of all federal awards
received and expended and the federal programs under which they were received. Federal program and
federal award identification must include, as applicable, the CFDA title and number, federal award
identification number and year, name of the federal agency, and name of the pass-through entity, if any.

The College will provide a comparison of expenditures with budget amounts for each Federal award.

Project Managers of federally funded grant programs will be responsible for reconciling accounting
records maintained by the grant office with accounting records maintained within the College’s accounting
system. This reconciliation will be completed on a monthly basis. If any discrepancies are noted, the Project
Manager will be responsible for either correcting the internal grant accounting records or contacting the
Business Olffice to inform them of actions which are needed to reclassify College accounting records.

5.1602 Internal Controls

The College will evaluate and monitor compliance with statute, regulations and the terms and conditions
of federal awards and will take prompt action when instances of noncompliance are identified including
noncompliance identified in audit finding.

For each federally funded grant program, an Internal Steering Committee will be formed to assist in the
monitoring of grant activities. This Committee will consist of the project staff, the applicable Vice-President
overseeing the activity, members of the grant office, the Vice-President for Finance and Administration and
/ or Business Office representative, and any other individuals required per grant guidelines. The Internal
Steering Committee will meet on a quarterly basis at a minimum or more frequently as needed if
circumstances dictate.

5.1603 Payment Methods to Be Used for the Receipt of Federal Funds

The College will use advance payment methods which will minimize the time elapsing between the transfer
of funds from the United States Treasury or the pass-through entity and the disbursement of funds through
the established payment procedures of the College.

The advanced payment will be limited to the minimum amounts needed and be timed to be in accordance
with the actual, immediate cash requirements of the College in carrying out the purpose of the approved
program or project.

The College will make timely payment to contractors and vendors to be paid according to contract
provisions from the advanced payments.

The College will use advanced payment mechanisms which include, but are not limited to, Treasury check
and electronic funds transfer and which comply with applicable guidance in 31 CFR Part 208.

The College will ensure that it is authorized to submit requests for advance payments and reimbursements
at least monthly when electronic fund transfers are not used, and as often as they like when electronic
transfers are used, in accordance with the provisions of the Electronic Fund Transfer Act (15 U.S.C. 1601).

The Business Olffice will provide Project Managers of federally funded grant programs with complete
accounting records on a monthly basis. Project Managers will be responsible for reconciling drawdown
amounts requested during the monthly drawdown completed by the Business Office to accounting records
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maintained within the grant office. In addition, project managers will be responsible for securing invoices
or other supporting documentation from the providers of good and / or service to ensure that advance
payments received are disbursed within thirty (30) days of the receipt of funds.

In the event that the College determines that an advanced payment is not feasible, payment by
reimbursement may be requested. This method may be used on any Federal award for construction. The
College will make payment within 30 calendar days after receipt of the billing.

5.1604 Revision of Budget and Program Plans

The College will complete all federal grant program requirements relating to the reporting of deviations
from budget or project scope or objective. The College will request prior approvals from Federal awarding
agencies for budget and program plan revisions.

The College will request prior approval from Federal awarding agencies for the following program or
budget-related reasons:

A. Change in the scope or the objective of the project or program (even if there is no associated budget
revision requiring prior written approval).

Change in a key person specified in the application or the Federal award.

The disengagement from the project for more than three months, or a 25 percent reduction in time
devoted to the project, by the approved project director or principal investigator.

The transfer of funds budgeted for participant support costs to other categories of expense.

Changes in the amount of approved cost-sharing or matching provided by the College.

When requesting approval for budget revisions, the College will use the same format for budget
information that was used in the application, unless the Federal awarding agency indicates a letter of
request suffices.
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Project Managers will be responsible for forwarding any electronic correspondence related to budget
requests and approvals to the Business Office for inclusion in grant files maintained within the Business

Office.

5.1605 Program Income
If feasible within the scope and operations of the grant, the College will attempt to earn income to defray
program costs. The following conditions will apply:

A. Costs incurred during the generation of program income may be deducted from gross income to
determine program income if costs were charged to the Federal grant.

B. Costs incurred during the generation of program income may be deducted from gross income to
determine program income if authorized by Federal regulation or the Federal award.

C. Proceeds from the sale of real property or equipment are not program income.

D. With prior approval of the Federal awarding agency, program income may be added to the Federal
award from the Federal agency and the College. The program income must be used for the purposes
and under the conditions of the Federal award.

5.1606 Allowability of Costs

Except when authorized by statute, costs must meet the following general criteria to be allowable under
Federal awards:

A. Be necessary and reasonable for the performance of the Federal award.
B. Conform to any limitations or exclusions set forth in these principles or in the Federal award as to
types or amount of cost items.
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Be consistent with policies and procedures that apply uniformly to both federally-financed and other
activities of the College.

Be consistently accounted for as either a direct or indirect cost within Federal grants received.

Be determined in accordance with generally accepted accounting principles (GAAP).

Not be included as a cost or used to meet cost sharing or matching requirements of any other
federally-financed program in either the current or a prior period.

Be adequately documented.
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Under any given Federal award, the reasonableness and the appropriate allocation of certain items of costs
may be difficult to determine. In order to avoid subsequent disallowance or dispute based on
unreasonableness or the incorrect allocation of certain items of cost, the College will seek the prior written
approval of the cognizant agency for indirect costs or the Federal awarding agency in advance of the
incurrence of special or unusual costs. Prior written approval will include the timeframe or scope of the
agreement.

5.1607 Direct Costs

Direct costs are those costs that can be identified specifically with a particular final cost objective, such as
a Federal award, or other internally or externally funded activity, or that can be directly assigned to such
activities relatively easily with a high degree of accuracy.

Typical costs charged directly to a Federal award are the compensation of employees who work on that
award, their related fringe benefit costs, the costs of materials and other items of expense incurred for the
Federal award.

The salaries of administrative and clerical staff should normally be treated as indirect (F&A) costs. Direct
charging of these costs may be appropriate only if all of the following conditions are met:

A. Administrative or clerical services are integral to a project or activity;

B. Individuals involved can be specifically identified with the project or activity;

C. Such costs are explicitly included in the budget or have the prior written approval of the Federal
awarding agency; and

D. The costs are not also recovered as indirect costs.

5.1608 Indirect Costs

Indirect (F&A) costs must be classified within two broad categories: “Facilities” and “Administration.’
“Facilities” is defined as depreciation on buildings, equipment and capital improvement, interest on debt
associated with certain buildings, equipment and capital improvements, and operations and maintenance
expenses. “Administration” is defined as general administration and general expenses such as the director's
office, accounting, personnel and all other types of expenditures not listed specifically under one of the
subcategories of “Facilities”.

b

The Federal awarding agency will include in the notice of funding opportunity the policies relating to
indirect cost rate reimbursement, matching, or cost share as approved.

5.1609 Required Certifications
(a) To assure that expenditures are proper and in accordance with the terms and conditions of the
Federal award and approved project budgets, the annual and final fiscal reports or vouchers
requesting payment under the agreements must include a certification, signed by the President,
which reads as follows:
“By signing this report, I certify to the best of my knowledge and belief that the report is

true, complete, and accurate, and the expenditures, disbursements and cash receipts are for the
purposes and objectives set forth in the terms and conditions of the Federal award. I am aware
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that any false, fictitious, or fraudulent information, or the omission of any material fact, may
subject me to criminal, civil or administrative penalties for fraud, false statements, false claims or
otherwise.”

Project Managers will be responsible for securing the above-mentioned signature and certification on the
applicable reports prior to submission to the federal grant office. A copy of the signed and certified report
should be forwarded for inclusion in grant files maintained within the Business Office.

(b) Certification of cost allocation plan or indirect (F&A) cost rate proposal.

The original copy of the approved certification of cost allocation plan or indirect cost rate agreement will
be maintained within the Business Office. Upon request from the Project Manager, the Business Office will
forward a copy of the agreement to the grant office for inclusion within the grant documentation.

5.1610  Provisions for Selected Items of Costs
The College will apply all principles found in 2 CFR Part 200.421 through 2 CFR Part 200.475 when
establishing if certain items are allowed in determining cost.

1t will be the responsibility of the Project Manager to familiarize himself / herself with the applicable
principles. In addition, the Business Office will review the items which have been purchased during the
monthly review process to verify that all items purchased are allowable under federal grant guidelines. If
any discrepancies are noted, the Business Office will immediately contact the grant office and the proper
adjustments will be made.

5.1611 Standards for the Documentation of Personnel Expenses

Charges to Federal awards for salaries and wages must be based on records that accurately reflect the work
performed. The College will maintain records which provide accurate, allowable, and properly allocated
time distribution records.

The records will support the distribution of the employee's salary or wages among specific activities or cost
objectives if the employee works on more than one Federal award; a Federal award and non-Federal award;
an indirect cost activity and a direct cost activity; two or more indirect activities which are allocated using
different allocation bases; or an unallowable activity and a direct or indirect cost activity.

In accordance with Department of Labor regulations implementing the Fair Labor Standards Act (FLSA)
(29 CFR part 516), charges for the salaries and wages of nonexempt employees must also be supported by
records indicating the total number of hours worked each day.

Project Managers will be responsible for maintaining time distribution records for all employees paid with
federal grant funds. Employee’s time distribution records will reflect the time distribution among specific
activities or cost objectives. Time distribution records will reflect both federally funds activities and
institutional activities.

Time distribution records will be supported by the records that the College maintains as a part of the time
/ payroll system.

Project Managers will be responsible for submitting signed time distribution records to the Business Office
on a quarterly basis. The Business Office will compile the information received from the grant offices and
will provide the supporting time documentation from the payroll system. The Business Office will provide
the reports and support documents to the Grants Office. This will then be shared with the internal group of
individuals who are responsible for the review and sign off of time distribution reports. These individuals
may or may not be a part of the grant department.
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1t will be the responsibility of this group to review the documentation and to verify that the time distribution
reports accurately reflect time spent by grant employees to accomplish grant objectives. If any
discrepancies are noted, the individuals will immediately contact the grant office and the proper
adjustments will be made. If no discrepancies are noted, a copy of the reports and documentation will be
returned to the grant office and a copy of the sign off sheet will be forwarded to the Business Olffice.

5.1612 Equipment Purchased from Federal Grant Funds
Equipment means tangible personal property (including information technology systems) having a useful
life of more than one year and a per-unit acquisition cost which equals or exceeds $5,000.

The College will use the equipment for the authorized purposes of the project during the period of
performance, or until the property is no longer needed for the purposes of the project and will not encumber
the property without approval of the Federal awarding agency or pass-through entity.

During the time that the equipment is used by the project for which it was acquired and also when no longer
needed for the original program or project, the equipment may be used in other activities supported by the
Federal awarding agency, in the following order of priority:

A. Activities under a Federal award from the Federal awarding agency which funded the original
program or project, then

B. Activities under Federal awards from other Federal awarding agencies, then

C. Activities under non-federally-funded programs or projects

The College will maintain property records for all equipment purchased in whole or in part from a federal
award which includes the following

description of the property

a serial number or other identification number

the source of funding for the property (including the FAIN)

the acquisition date

cost of the property

percentage of Federal participation in the project costs for the Federal award under which the property
was acquired

the location, use and condition of the property

ultimate disposition data including the date of disposal and sale price of the property.
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Project Managers for all federally funded grant programs will be responsible for maintaining separate
property records within the grant office files. These files should contain all of the above-mentioned items
supported by purchase documentation and which reference the program objective(s) which will be
supported by the acquisition of the purchase.

The College will take a physical inventory of the equipment and will be reconciled with the property records
at least once every two years.

Project managers will reconcile office property records with the overall College property records on an
annual basis during the annual performance review process.

When equipment acquired under a Federal award is no longer needed for the original project or program or
for other federally funded activities, the College will request disposition instructions from the Federal
awarding agency as required by grant stipulations. Disposition will be made as follows:

A. Equipment with a current per unit fair market value of $5,000 or less may be retained, sold or
otherwise disposed of with no further obligation to the Federal awarding agency.
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B. Equipment with a current per unit fair market value in excess of $5,000 may be retained or sold by
the College. The Federal awarding agency will be entitled to a portion of the sale of the proceeds
based upon the percentage of federal funds used to acquire the equipment 2 C.F.R. Part 200.313(¢e)(2)

5.1613  Supplies Purchased from Federal Grant Funds

Supplies means all tangible personal property other than those described as equipment. A computing device
is a supply if the acquisition cost is less than $5,000, regardless of the length of its useful life. Computing
devices means machines used to acquire, store, analyze, process, and publish data and other information
electronically, including accessories (or “peripherals”) for printing, transmitting and receiving, or storing
electronic information.

When there is a residual inventory of unused supplies exceeding $5,000 in total aggregate value acquired
under a Federal award that are no longer needed for the original project or program or for other federally
funded activities, the College will retain the supplies for use on other activities and will compensate the
Federal government for its share.

5.1614 Purchasing Standards

In the event that the purchase of supplies or services is to be made from Federal funds, 2 CFR Part 200.318
through 2 CFR Part 200.326 will be followed. Purchases will be made in accordance with the following
procurement standards.

General Standards
A. Fiscal agents of the College will maintain oversight to ensure that all contractors perform in accordance
with the terms and conditions of the purchase.

B. Fiscal agents of the College will award contracts only to responsible contractors possessing the ability
to perform successfully under the terms and conditions of the purchase.

Fiscal agents of the College will maintain records to detail the history of the purchase. These records will
include, but are not limited to, rationale for the method of procurement, selection of contract type, contractor
selection or rejection, and basis for contract price.

Competition
All purchases will be made in a manner providing full and open competition. The following situations will
be prohibited during the purchasing process:

A. Placing unreasonable requirements on firms on firms in order to allow them to participate in the

competitive process.

Requiring unnecessary experience or excessive bonding.

Noncompetitive pricing practices between firms or affiliates.

Organizational conflicts of interest.

Sole sourcing or specifying only a “brand” name product instead of allowing “an equal” product to be

offered and describing the performance or requirements of the procurement.

Potential suppliers must be given a clear and accurate description of the technical requirements of the

material, product, or service to be purchased.

G. Potential suppliers must be given a complete description of the requirements which will be
considering when evaluating purchases.
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Methods of Procurements

Procurement by Micro-Purchase
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In very limited situations and for very small purchases, the College can acquire supplies or services
for which the aggregate dollar amount does not exceed the micro-purchase threshold established
within the Federal Register

The College will distribute micro-purchases equitably between qualified suppliers to the extent that it
is practicable.

Micro-purchases may be made without soliciting competitive quotes if the prices are considered to be
reasonable.

Procurement by Small Purchase
In the event that the College intends to purchase services, supplies, or other property which does not
exceed the lesser of either the Simplified Acquisition Threshold as established in the Federal Register
or the limit as established in [llinois Community College Act (110 ILCS 805/3-27.1), the College can
choose to utilize relatively simple and informal procurement methods.
Price or rate quotes must be obtained from an adequate number of qualified sources.

Procurement by Sealed Bid

All contracts for purchase of supplies, materials or work involving an expenditure in excess of the

limit as established in Illinois Community College Act (110 ILCS 805/3-27.1) will be made following

a formal bid process.

In order for the sealed bidding to be feasible, the following conditions should be present:

1. A complete, adequate, and realistic specification or purchase description is available.

2. Two or more responsible bidders are willing and able to compete effectively

3. The procurement lends itself to a firm and fixed price contract and selection of successful bidder
can be made principally on the basis of price.

If sealed bids are used the following requirements apply:

1. Bids must be solicited from an adequate number of known suppliers, providing them sufficient
response time prior to the date set for opening the bids

2. Invitations for bid must be publically advertised

3. Invitations for bid which include pertinent specifications must define the items or services in
order for the bidder to properly respond.

4. All bids will be opened at the time and place as stated in the invitation to bid.

All bids will be opened publically.

6. As identified in the bid documents, factors such as discounts, transportation costs, and life cycle
costs will be considered in determining the lowest cost.

7. Prior to the awarding of the contract, verification was completed by Rend Lake College Business
Office upon the request of the applicable grant manager that the proposed vendor does NOT
appear on the Federal Excluded Parties List and is declared eligible for awarding of a contract.

8. Prior to the awarding of the contract, obtaining a completed and signed Assurance of Federal
Non Debarred or Non Excluded Status form from the contracting agency.

9. The College will issue a written award of a firm fixed price contract to the lowest responsive and
responsible bidder.

10. Any bids may be rejected in there is a sound documented reason.

9]

Procurement by Competitive Proposals
In the event that the College determines that conditions are not appropriate for the use of sealed bids
and the goods and/or services sought can be secured by either a fixed price or cost-reimbursement
type contract, the College can utilize competitive proposals.
Fiscal agents of the College will seek proposals from more than one source.
Requests for proposals will be publicized and identify all evaluation factors.
The College will inform all interested parties of the method which will be used for conducting a
technical evaluation of the proposals.
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E. The College will award the contract to the responsible firm whose proposal is most advantageous to
the program in light of the price and other factors considered.

F. The College may use these procedures for the procurement of qualifications-based
architectural/engineering (A/E) services where qualifications are the basis of evaluation and a
subsequent negotiation of fair and reasonable compensation is completed. Only A/E services can be
evaluated using selection factors other than price even if other services can be obtained from firms
offering other services.

Procurement by Non-Competitive Proposals
A. In very limited instances, fiscal agents may obtain permission from the Vice-President and the
President to secure goods and services following the solicitation of a proposal from only one source.
B. The Vice-President and the President will only allow this type of purchase if one or more of the
following circumstances apply:

1. The item will available only from a single source.

2. The public exigency or emergency for the requirement will not permit a delay resulting from
competitive solicitation.

3. The Federal awarding agency or pass-through entity expressly authorizes the non-competitive
proposal in response from the College.

4. After solicitation of a number of sources, competition is determined to be inadequate.

5. Prior to the awarding of the contract, verification was completed by Rend Lake College Business
Office upon the request of the applicable grant manager that the proposed vendor does NOT
appear on the Federal Excluded Parties List and is declared eligible for awarding of a contract.

6. Prior to the awarding of the contract, obtaining a completed and signed Assurance of Federal
Non Debarred or Non Excluded Status form from the contracting agency.

7. Prior to the awarding of the contract, obtaining a completed and signed Certification and
Assurance of Federal Grant Compliance form from the contracting agency.

8. Award cost and price data.

9. Any exceptions and justifications concerning limited contracting or sole source awards.

10. Procurement protest and dispute resolution actions.

5.1615 Performance and Financial Monitoring and Reporting

The College will provide to the federal awarding agency the standard, OMB-approved government-wide
data elements for collection of financial information as required by the terms and conditions of the Federal
award. The College will report financial information no less frequently than annually nor more frequently
than quarterly except in unusual circumstances.

The College will monitor each program, function, or activity and will use standard, OMB-approved data
elements for collection of performance information. The College will submit performance reports at the
interval required by the Federal awarding agency or pass-through entity to best inform improvements in
program outcomes and productivity at an interval that is no less frequent than annually nor more frequent
than quarterly except in unusual circumstances. Annual reports must be due 90 calendar days after the
reporting period; quarterly or semiannual reports must be due 30 calendar days after the reporting period.

The performance reports will contain the following:

A. A comparison of actual accomplishments to the objectives of the Federal award established for the
period. Where the accomplishments of the Federal award can be quantified, a computation of the cost
may be required if that information will be useful.

B. The reasons why established goals were not met, if appropriate.

C. Additional pertinent information including, when appropriate, analysis and explanation of cost
overruns or high unit costs.
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In the event that a significant development occurs between the scheduled performance reporting dates and
that could have a significant impact upon the supported activity, the College will inform the federal
awarding agency as soon as possible. The College will inform the federal awarding agency of any:

A. Problems, delays, or adverse conditions which will materially impair the ability to meet the objective
of the Federal award. This disclosure must include a statement of the action taken, or contemplated,
and any assistance needed to resolve the situation.

B. Favorable developments which enable meeting time schedules and objectives sooner or at less cost
than anticipated or producing more or different beneficial results than originally planned.

Project managers will responsible for the compiling financial and performance data as required by the
federal awarding agency. In addition, the project manager will be responsible for the preparation of all the
standardized reports required as part of either the annual review process or the interim progress reports.
To the extent it is possible, project managers will attempt to tie expenses incurred to performance measures
to be reported.

Prior to submission of the interim and annual reports, the project manager will submit reporting materials
to the internal steering committee of the grant for review. After review of the grant steering committee, the
report should be presented to the appropriate cabinet member, reviewed by the Business Office and
approved by the college President. Appropriate planning will be taken to ensure that revisions can occur
and the reports can be submitted on a timely basis.

5.1616 Record Retention and Access

The College will retain financial records, supporting documents, statistical records, and all other records
pertinent to a Federal award for a period of three years from the date of submission of the final expenditure
report or, for Federal awards that are renewed quarterly or annually, from the date of the submission of the
quarterly or annual financial report, respectively, as reported to the Federal awarding agency or pass-
through entity in the case of a subrecipient.

The only exception will be:

A. If any litigation, claim, or audit is started before the expiration of the 3-year period, the records must
be retained until all litigation, claims, or audit findings involving the records have been resolved and
final action taken.

B. When the College is notified in writing by the Federal awarding agency, cognizant agency for audit,
oversight agency for audit, cognizant agency for indirect costs, or pass-through entity to extend the
retention period.

C. Records for real property and equipment acquired with Federal funds must be retained for 3 years
after final disposition.

D. When records are transferred to or maintained by the Federal awarding agency or pass-through entity,
the 3-year retention requirement will not apply.

E. Records for program income transactions after the period of performance. In some cases the College
may be required to report program income after the period of performance. Where there is such a
requirement, the retention period for the records pertaining to the earning of the program income
starts from the end of the College’s fiscal year in which the program income is earned.

F. Indirect cost rate proposals and cost allocations plans.

Whenever practicable, the College will attempt to collect, transmit, and store Federal award-related
information in open and machine readable formats rather than in closed formats or on paper. When original
records are electronic and cannot be altered, there is no need to create and retain paper copies. When original
records are paper, electronic versions may be substituted through the use of duplication or other forms of
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electronic media provided that they are subject to periodic quality control reviews, provide reasonable
safeguards against alteration, and remain readable.

5.1617  Subrecipient Monitoring and Management

The College may at time make the determination to make engage other non-federal entities to assist in the
carrying out a part of the Federal award received by the College. This subaward does not include payments
to a contractor or payments to an individual that is a beneficiary of a Federal program. A subaward may be
provided through any form of legal agreement, including an agreement that the College considers a contract.
A subrecipient may also be a recipient of other Federal awards directly from a Federal awarding agency.

The subrecipient is one that meets the following characteristics:

Determines who is eligible to receive what Federal assistance;

Has its performance measured in relation to whether objectives of a Federal program were met;

Has responsibility for programmatic decision making;

Is responsible for adherence to applicable Federal program requirements specified in the Federal
award; and

In accordance with its agreement, uses the Federal funds to carry out a program for a public purpose
specified in authorizing statute, as opposed to providing goods or services for the benefit of the pass-
through entity.
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In the event that subrecipients are engaged in the federally funded grant program, the College will ensure
that every subaward is clearly identified to the subrecipient as a subaward. The College will provide the
subrecipients with the following information:

A. Federal Award Identification information as required in 2 CFR 200-331(a)(1)

B. All requirements imposed by the College on the subrecipient so that the Federal award is used in
accordance with Federal statutes, regulations and the terms and conditions of the Federal award.

C. Any additional requirements that the College imposes on the subrecipient in order for the College to
meet its own responsibility to the Federal awarding agency including identification of any required
financial and performance reports;

D. An approved federally recognized indirect cost rate negotiated between the subrecipient and the
Federal government or, if no such rate exists, either a rate negotiated between the College and the
subrecipient.

E. A requirement that the subrecipient permit the College and its auditors to have access to the
subrecipient's records and financial statements as necessary for the College to meet the requirements
imposed by the terms and conditions of the grant.

F. Appropriate terms and conditions concerning closeout of the subaward.

The College will be responsible for the evaluation of each subrecipient's risk of noncompliance with Federal
statutes, regulations, and the terms and conditions of the subaward for purposes of determining the
appropriate subrecipient monitoring. Areas of consideration will include such factors as:

A. The subrecipient's prior experience with the same or similar subawards;

B. The results of previous audits including whether or not the subrecipient receives a Single Audit and
the extent to which the same or similar subaward has been audited as a major program;

C. Whether the subrecipient has new personnel or new or substantially changed systems; and

D. The extent and results of Federal awarding agency monitoring

The College will be responsible for monitoring the activities of the subrecipient as necessary to ensure that
the subaward is used for authorized purposes, in compliance with Federal statutes, regulations, and the
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terms and conditions of the subaward; and that subaward performance goals are achieved. The College’s
monitoring of the subrecipient will include:

A. Reviewing financial and programmatic reports required by the College.

B. Following-up and ensuring that the subrecipient takes timely and appropriate action on all
deficiencies pertaining to the Federal award provided to the subrecipient from the College which are
detected through audits, on-site reviews, and other means.

C. Issuing a management decision for audit findings pertaining to the Federal award provided to the
subrecipient from the College as required by 2 CFR 200.521 Management decision.

The College will be responsible for verifying that the subrecipient is audited as required. The College may
consider whether the results of the subrecipient's audits, on-site reviews, or other monitoring indicate
conditions that necessitate adjustments to its own records.

The College has the ability to consider taking enforcement action against noncompliant subrecipients as
described in § 200.338 Remedies for noncompliance of this part and in program regulations.
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