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General Hiring     5110 

10. 





Employment Classifications and Contracts 5111 

employment beyond the period provided by the grant funding. Compensation and other terms and 
conditions of employment are outlined in Board Policy. 

�xMANAGERS

Managers are non-instructional personnel, excluding administrators, who perform mid-level
management functions for the College. Compensation and other terms and conditions of employment
are outlined in Board Policy.

�xOPERATIONAL STAFF

Operational staff positions are non-







Retiree Return to Work Policy                                                                     5113 

 
 

JALC Retirees 

John A. Logan College employees whose board-approved retirement date falls between July 1st and 
December 31st are not eligible for re-employment with the College until July 1st of the following year. 
Employees whose board-approved retirement date falls between January 1st and June 30th are not 
eligible for re-employment with the College until January 1st of the following year.  
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Amended:      January 24, 2017   
Reviewed:   February 12, 2016 ; 
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Holidays 5130 

 

 
 

 
The established holidays of the College are: 
 
  New Year’s Day 
  Martin Luther King’s Birthday 
  President’s Day 
  Good Friday 
  Memorial Day 
  Juneteenth National Freedom Day (June 19) 
  Independence Day 
  Labor Day 
  Veterans Day 
  Thanksgiving Day 
  Christmas Day 
   
 
When the holiday falls on a Saturday, the preceding Friday shall be observed as a holiday.  When the 

holiday falls on a Sunday, the following Monday shall be observed as a holiday. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
ADOPTED:  JUNE 4, 1968 
AMENDED:  MARCH 11, 1985; FEBRUARY 11, 1992; JULY 26, 2005; OCTOBER 26, 2021; MARCH 22, 2022   
REVIEWED:  SEPTEMBER 21, 2021; FEBRUARY 10, 2022 
LEGAL REF.:  
CROSS REF.:     5 ILCS 140 /  63 
 
 





Retirement Benefits      5141 

 
 

The employee planning to retire must complete a John A. Logan College retirement application, with a 
SURS retirement estimate for the respective retirement date, and submit it to the Director of 
Compensation and Benefits. A benefits summary will be provided to the employee. If the employee 
chooses to proceed, s/he must notify the President’s Office in writing, and such notification shall be 
irrevocable. Years of full-time service at John A. Logan College shall include non-contiguous years. Total 
years of service shall be based upon the anniversary date of full-time service and shall be rounded up to 
the nearest whole year. Benefits under this policy are restricted to those submitting retirement 
notifications after the date of policy adoption by the Board of Trustees. Eligibility for grant employees is 
determined by Policy 7171, Grant Personnel.   
 
PAYMENT OF UNUSED SICK LEAVE  

Employees hired full-time prior to July 1, 2005, who have been employed full-
more unused sick leave days than accrued at the date of retirement. If the employee elects this option, 
these days will not count as extended service credit with SURS. Payment of unused sick leave will begin 
as directed by the retiring employee in writing to the Director of Compensation and Benefits Services for 
as much as two (2) SURS years prior to retirement. Absent written direction from the retiring employee, 
unused sick leave compensation shall be included in the final pay. If an employee, after being granted 
payment for unused sick leave, requests and is granted continued employment, that person must repay 
all sick leave payments received to date immediately. 

 
HEALTH INSURANCE FOR RETIRED EMPLOYEES 

Retiring employees may continue to participate in the group health insurance plan after retirement in 
accordance with COBRA. Following the COBRA period, retirees participate in the College Insurance 
Program for Retirees administered by Illinois Central Management System (CMS). Employees hired full-
time after July 1, 2005, who retire from active full-time employment at the College and have been 
employed full-time for twenty (20) years, or employees hired full-time prior to July 1, 2005, who have 
been employed full-time for ten (10) years or more are eligible for partial premium refunds for the retiree 
and, if married, spouse coverage. Dependent eligibility shall be included for persons retiring on or before 
September 1, 2023. Those eligible will receive a refund equal to the difference between the rates within 
the Retirees’ College Insurance Program and the John A. Logan College insurance plan. 
 
No reimbursement will occur unless the retiree’s cost is higher than the current employees’ share of 
comparable coverage under the John A. Logan College plan. Employees ineligible for participation in the 
College Insurance Program due to SURS benefit plan selection but who would have otherwise been eligible 
for a partial premium refund will be provided a premium refund not to exceed the refund had the 
employee been eligible for the College Insurance Program. Payments will begin upon receipt of a written 
request, which must be accompanied by verification of coverage. At the death of a retired employee, 
coverage will be extended to a surviving spouse if previously covered. Employees hired after January 1, 
2013, are ineligible for premium reimbursement. 
 
  





Emeritus Status 5142  
 
The designation of Emeritus status will be provided to retirees of John A. Logan College as an honorary 
title corresponding to that held last during their active service if they have served ten years as a full-time 
employee at the College.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
ADOPTED:  MAY 24, 1994 
AMENDED: JULY 27, 1999; JUNE 24, 2008; JANUARY 27, 2015; NOVEMBER 22, 2016; SEPTEMBER 26,

 







Patent and Copyright Policy 5152 
 
The primary mission of John A. Logan Community College is educational instruction.  Even so, there are 
various occasions when the College personnel do research and creative writing.  Research and creative 
writing leads to new ideas; new ideas may lead to patents and copyright.  It follows that in regard to 
patents and copyrights, which result from research or creative writing conducted by staff members with 
assistance and encouragement of the College, there should be an equitable distribution of credit and 
responsibility.  Further, the College also has a responsibility to itself and to the public in regard to the 
type of research it sponsors and in obtaining from such research and creative writing, the greatest public 
benefit.  The policy of the College concerning research, patentable discoveries, and copyrights, and the 
benefits that may accrue from such patents and copyrights is as follows: 
 

own time and at his own expense shall be termed “Independent Research and Writing.” 
 

1. No claims or restrictions shall be placed by the College on any copyrights, patents, 
patent rights, or discoveries obtained as the result of independent research. 

  2. The individual researcher or writer, however, may voluntarily assign all of his or her 
claim to the results of such research or writing to the College. 

 
 B. College-Sponsored Research and Writing.  Research and writing conducted by a staff member 

with the help of the College, either in the form of a grant or grants or in the time assigned to 
research or write, or both, shall be termed “College-Sponsored Research and Writing.” 

 
1. If the College’s aid does not exceed ten percent (10%) for an individual’s research or 

creative writing, either in actual funds or in salary for the assigned time, or in both 
together, the College shall not be considered to have established a right to share in 
the results. 

2. In such cases where the College commissions the faculty work, the College pays such 
person to do the work and thereby acquires ownership in the same.  Royalties or 
profits resulting from the work are to be divided between the College and the faculty 
member. 

3. Staff members shall have the responsibility of reporting to the proper College 
authorities any possible invention or creative writing coming from College-sponsored 
research, which should be protected by patent or copyright. 

4. If the College determines not to assert a claim to possible patent or copyright 
materials, the College may release its proprietary interest to the researcher or writer 
of record. 

5. The College or its designated agent shall assume all responsibility for protecting or 
promoting property rights to patents and copyrights developed with the financial 
support of the College unless the College elects to release its proprietary interests to 
the individual researcher or writer.  If the College utilizes a patent or copyright 
management firm and such a firm assumes a part or all of the costs of patenting or 
copyrighting, distribution of royalties shall be agreed to by the College, the 
management firm, and the inventor or writer. 



Patent and Copyright Policy 5152 
 

7. Each employee/inventor/writer will supply all information and execute all papers necessary 
for the purpose of presenting patent applications on inventions/discoveries or copyright 
materials covered under this policy. 

8. Whenever income or royalties are divided, both the College and the faculty member will get 
at least ten percent (10%). 

Division of the remaining 



External Consulting and Employment 5153 
 
 

 
 

In accordance with Illinois statute PA76-1343* and Chapter 110, Illinois Revised Statutes, Sections 100/0.01., 
100/1., 100/2., and 100/3., no full-time employee of the College may undertake, contract for, or accept 
anything of value in return for consulting or research services for any person other than the College 
unless he or she has prior written approval of the president, or his or her designee, to perform such 
outside consulting or research services. 
 
*Public Act 76-1343, § 0.01 added by P.A. 86-1324, § 1147, eff. Sept. 6, 1990 states: 





Transitional Temporary Modified Duty Policy                                                 5154 

 
 

AVAILABILITY OF MODIFIED DUTY WORK 

There is no right to modified duty work, and no employee will be removed from a John A. Logan College 
job to make modified duty work available for a recuperating employee.  The availability of modified duty 
assignments may limit the number of individuals who can perform such work at any given time.  Finally, 
there may be instances where modified duty is not available. 
 
CASE-BY-CASE CONSIDERATION 

Each case of eligibility for a modified duty assignment is considered independently of any other past or 
present assignments.  Thus, the circumstances of each case, the needs of John A. Logan College, the 
availability of assignments, and the nature of the work shall determine an assignment being made. 
 
LOSS OR FORFEITURE OF WORKERS’ COMPENSATION BENEFITS 

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: 
 

1. The employee fails to notify the “employer



Transitional Temporary Modified Duty Policy                                                 5154 

 
 

 









Professional Staff Compensation                                                5220A  

 
 

 

The College provides salary and benefits to its employees in order to obtain and retain individuals 















Change of Position 5224  
 

 

 

The opportunity to apply for other positions on campus is open to current employees. Current 
employees are expected to complete applications per the HRIS system and meet the minimum 
requirements to be considered 





Dismissal or Suspension       5225  
 

 
 

action will be taken when it is considered to be in the interest of the College. No benefits or salary shall 













Disability 5271 
 
 

 
 

 
For purposes of this policy, an employee shall be disabled when he/she is unable, due to physical or 
mental illness or accident, to perform his/her duties for more than 60 days and beyond the period for 
which the employee would receive sick leave pay.  An individual’s disability shall be determined to have 
commenced at the earlier of the date on which he/she is first absent from work as a result of illness or 
accident or the date on which a competent physician determines that he/she is disabled.  If a dispute 
arises over whether an individual is disabled or the Board is uncertain that an individual is disabled, a 
competent physician will be selected by the Board to make this determination; this determination will 
be binding on all parties. 
 
If an employee is disabled for 180 consecutive days, the Board shall be entitled to terminate the 
individual’s employment.  The Board must give the employee written notice of termination of 
employment.  Termination does not affect the Board’s obligation to pay the disability payments 
provided for herein. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
ADOPTED: JULY 6, 1972 
AMENDED: APRIL 1, 1980; JANUARY 25, 2000; OCTOBER 23, 2012; MARCH 22, 2016 
REVIEWED: FEBRUARY 12, 2016 
LEGAL REF.:  
CROSS REF.:  







Leave of Absence 5275 
 
 

 
 

A full-time professional or executive support staff employee with at least four (4) years continuous 
service to the College may obtain a leave of absence without salary or work credit for a period not to 
exceed one (1) year.  This leave of absence is subject to the approval of the Board of Trustees upon the 
recommendation of the President. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
ADOPTED





Military Leave                                                                                                                5276 

 
 

ACCRUED LEAVE TIME 

A full-time employee shall continue to accumulate leave time during the period of active duty for use 
upon return from leave.  At their request, employees will be allowed to use any previously accrued 
vacation or personal leave with full pay toward uniformed service time.  However, the College will not 
require employees to use paid vacation or personal leave to apply toward a uniformed service leave.  
  
INSURANCE BENEFITS 

Under USERRA guidelines, employees on military leave who are enrolled in the health care plan have the 
right to elect continuation coverage for themselves and their covered dependents similar to the rights 
under COBRA.  This election under USERRA may continue for up to twenty four (24) months.  While on 
military leave, the College will continue to pay its share of health insurance premiums.  The employee 
will continue to pay only their n6 (o)-6.p-2 ( )11.32 (ly)16Tc  t-4.6 ( t)-3 (h)13.1 (e)-3 c(s)-1.3 (n)2.17 TDe, 



Jury Duty 5277 

Full-time professional and ���Æ�����µ�š�]�À���� �•�µ�‰�‰�}�Œ�š�� �•�š���(�( employees who are called for jury duty or 
subpoenaed as a witness during regular working hours shall receive full pay, but shall pay to the College 
any money received for such duty other than money paid for traveling expense. 

ADOPTED: APRIL 1, 1980 
AMENDED: JANUARY 25, 2000;  
REVIEWED: 
LEGAL REF





Insurance During Leave 5281 
 
 

 
 

The Board will continue to pay its share of group health, life, and dental insurance for a professional 
employee during an authorized leave of absence or sabbatical leave if the employee participated in 
these same programs prior to the leave. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
ADOPTED: APRIL 3, 1973 
AMENDED: APRIL 1, 1980; SEPTEMBER 10, 1984 
REVIEWED: 
LEGAL REF.:  
CROSS REF.:  







Hiring Policy for Full-Time Faculty 5310 
 
 
TERMS OF EMPLOYMENT AND QUALIFICATIONS 

Faculty members must meet minimum qualifications for teaching at John A. Logan College. A Statement 
of Teaching Credentials is located in the Administrative Procedures for the purpose of establishing 
minimum guidelines for teaching qualifications. After the recommendation of full-time faculty 
appointment by the College President, the Board of Trustees has final approval of all full-time faculty 
appointments.  
 
Tenured faculty members are entitled to continued employment subject to provisions of the Illinois 
Public Community College Act and need not be given annual employment agreements except as the 
College deems necessary or desirable in specific situations. 

 
Full-time faculty will be hired according to the General Hiring Policy. The exceptions to this policy are: 
 

After August 1 of each year, the Board of Trustees will not employ or seek to employ a  
faculty member under contract to another community college district, except where it  
would not be detrimental to the interests of the other district. 
 
The Board will not release a faculty member from his/her contract after August 1, except  
under the circumstances satisfactory to this district. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
ADOPTED:   APRIL 2, 1974 
AMENDED: APRIL 1, 1980; MAY 23, 2023  
REVIEWED: APRIL 23, 2023 
LEGAL REF.: 110 ILCS 605/3-42 (1992) 
CROSS REF.: BOARD POLICY 5110; ADMINISTRATIVE PROCEDURE 502, 502A 





Evaluation of Instruction 5320 
 
 
The main purpose for the evaluation of instruction is the improvement of teaching.  Evaluation of 
instruction is also the major consideration upon which renewal appointments will be offered to faculty 
members. 
 
Each non-tenured and tenured instructor will be formally evaluated in accordance with the collective 
bargaining agreement unless more evaluations are deemed necessary by the appropriate supervisor. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
ADOPTED: DECEMBER 1, 1970 
AMENDED: MARCH 13, 1989; SEPTEMBER 21, 1993; FEBRUARY 25, 2014 
REVIEWED:   
LEGAL REF.:  
CROSS REF.:  



Agreement Between the Board of Trustees,  
Community College District No. 530 and  
John A. Logan IEA Association 5330  
 

 
 

A copy of the agreement between the Board of Trustees, Community College District No. 530, and the 
John A. Logan College IEA Association is attached hereto as Board Policy 5330. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
ADOPTED:  
AMENDED: OCTOBER 22, 1996; SEPTEMBER 28, 1999; APRIL 30, 2002; APRIL 26, 2005; NOVEMBER 25, 2008; 

AUGUST 28, 2012 
LEGAL REF.:  
CROSS REF.:  





Release Time 5332 
 
 

 
 

  9.  Release time for all faculty must be documented as specified on the Request for Release Time 
form, and such release time must be reflected on the payroll records of the College. 

 
 10. When a release time activity is completed, written documentation must be provided by the 

faculty member to the Vice-President for Instructional Services indicating that the project is 
completed.  Accomplishments and/or results must be listed. 

 
 11. All requests for release time must be submitted on the Request for Release Time form and must 

be in the hands of the faculty member’s immediate supervisor a minimum of six weeks in advance 
of the start of the release time project.  This is necessary in order to provide expedient and 





Agreement Between the Board of Trustees,  
Community College District No. 530 and  
the Association of Term (Adjunct) Faculty 5450  
 
 

 
 

A copy of the agreement between the Board of Trustees, Community College District No. 530, and the 
Association of Term (Adjunct) Faculty, an affiliate of the Illinois Education Association and National 
Education Association, may be found in hard copies of the Board Policy Manual located in: 
 
President’s Office 
Library 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
ADOPTED: AUGUST 22, 2000 (RETRO TO JULY 1, 1999) 
AMENDED: OCTOBER 23, 2001; JULY 26, 2011(EFFECTIVE JULY 1, 2011)  
LEGAL REF.:  
CROSS REF.:  
 






