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ARTICLE 1 ROLE OF THE COLLEGE (Series 1000) 

Policy 
Number 

Mission, Vision, and Core Values  1000 
Freedom of Speech, Expression and Assembly: Time, Place and Manner 1100 
Guest Speakers 1110 
Policy Prohibiting Sex-based Misconduct  1200 



1000 
 
The Role of the College 
 
Mission, Vision, and Core Values 
 
Purpose Statement  
To affirm the College’s mission, vision, and core values.  
 
Policy Statement 
Mission Statement 
The mission of Moraine Valley Community College is to educate the whole person in a learning-
centered environment, recognizing our responsibilities to one another, to our community, and to 
the world we share.  We value excellence in teaching, learning and service as we maintain 
sensitivity to our role in a global, multicultural community.  We are committed to innovation and 
continuous improvement and dedicated to providing accessible, affordable, and diverse learning 
opportunities and environments.  
 
Vision Statement 
We envision a world-class college that meets current and emerging community needs for 
education and training through excellent service and outstanding programs offered in stimulating 
learning environments. 
 
Core Values 
Integrity 
Responsibility 
Respect 
Fairness 
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1100 
 
The Role of the College 
 
Freedom of Speech, Expression and Assembly: Time, Place and Manner Policy 
 
Purpose Statement  
To affirm free speech rights of employees, students, and community members in accordance 
with the law.  
 
Policy Statement 
It is the policy of Moraine Valley Community College that students, faculty, staff, Board 
members, and members of the public shall be free to exercise their rights of free expression, 
subject to the limitations set forth in this Policy and applicable law.  This exercise of free speech, 
not to include advertising or solicitation of for-profit products and services, may take place when 
the college is in session.  
 
The policy set forth below shall not prohibit the rights of students, faculty, staff, Board members, 
and members of the public to exercise free expression and the distribution of printed materials or 
petitions and demonstrations in those parts of the college campus designated as public forums. 
 
 A. Areas Which Are Available for Expressive Activities 
 
 All areas of the college campus, which are generally open to the public are considered to be 
“public forums,” are generally available to students, faculty and staff, and members of the public 
to engage in expressive activity. These areas include park areas, streets, sidewalks, the U 
Building cafeteria, and other common areas. 
 
 B. Areas Which Are Not Available for Expressive Activities 
 
 Areas within college buildings are reserved for the business of the college and are not 
available for expressive activity. These areas include, for example, campus office areas, library, 
classrooms, maintenance facilities, athletic facilities, and inside walkways to and from these 
areas. 
 
 C. Scheduling Activities 
 
 Use of any of the designated areas is generally on a first come, first served basis. Any 
individual or group interested in engaging in expressive activities at a particular time and 
location may schedule their activity (except for the U Building Cafeteria) with the Marketing and 
Communications department in accordance with administrative procedures. In the event the area 
sought to be used for expressive activities has already been reserved for another activity, the 
college will offer alternative available areas or if none are available, offer alternative dates. The 
college does not provide any equipment. 
  



1100 cont. 
 D. Limitations 
 
 All students, faculty, staff, Board members, and members of the public must abide by the 
general requirement that no demonstrations and other exercises of free speech and assembly in 
the designated public forums may interfere with, disrupt, or impede the normal operations of the 
college or otherwise interfere with or infringe on the rights of others.  
 
 Individuals and groups using designated public forums shall not: 
 

(1) Obstruct vehicular, bicycle, pedestrian traffic. 
 
(2) Obstruct entrances or exits to buildings or driveways or impede entry to or exit from 

any building or parking lot or vehicular path.  
 
(3) Interfere with educational, research or administrative activities inside or outside any 

building. 
 
(4) Violate a law, rule, regulation, ordinance, or college policy.  
 
(5) Engage in physically abusive, threatening, or intimidating conduct towards any 

person. 
 
(6) Obstruct, disrupt, or attempt or physically force the cancellation or continuance of a 

speaker.  
 
(7) Interfere with scheduled college ceremonies or events. 
 
(8) Interfere with or disrupt college operations. 
 
(9) Damage property. 
 
(10) Utilize sound amplification that creates a noise or diversion that disturbs or tends to 

disturb the orderly conduct of the campus or classes taking place. 
 
(11) Occupy space overnight. 
 
(12) Erect permanent or semi-permanent structures or affix signage to college structures; 

temporary signs (such as what are commonly referred to as “yard signs”) may be 
placed on grassy areas, but must be removed when the event is over.   

 
(13) Create a safety hazard. 
 
(14) Touch, strike, or physically impede the progress of passersby, except for incidental or 

accidental contact or contact initiated by a passerby.  
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(15) In addition, all signs and posters are to remain with the persons within the designated 

public forum.  Persons using the designated public forum are to respect the rights of 
all persons on campus, including but not limited to, their right not to receive literature 
and their right not to engage in dialogue. 

 
(16) Materials distributed in the designated public forums that are discarded or dropped in 

or around the areas designated as such, other than in an appropriate receptacle, must 
be retrieved and removed or properly discarded that day by those individuals 
distributing the material prior to their departure from the campus. 

 
 E. Violation of Policy 
 
 Students, faculty, staff, and Board members who engage in activities that violate this policy 
shall be subject to disciplinary action and/or subject to the control of the campus police 
department.  Members of the public who violate this policy shall be subject to the control of the 
campus police department. 
 
 
 
 
 
 
 
 
 
Policy 
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1110 
 
The Role of the College 
 
Guest Speakers 
 
Purpose Statement 
To affirm free speech rights of guest speakers in accordance with the law. 
 
Policy Statement 
The College has a responsibility to support a spirit of inquiry and free discussion – including 
speech some may consider to be controversial, contentious, and/or unpopular. Faculty, staff, and 
students shall be encouraged to invite guest speakers to the campus to further the educational 
goals of the College. The invitation or appearance of such speakers shall not imply the College’s 
approval or disapproval of them or their views. Individuals shall have a right to express 
opposition to a guest speaker, subject to reasonable time, place, and manner restrictions. 
 
Event organizers shall follow any department-specific procedures when College resources (e.g., 
space, security) are requested for a guest speaker event. The College shall not agree to conditions 
imposed by guest speakers that are inconsistent with the freedom of expression or the College’s 
mission. 
 
[See 1100 Freedom of Speech, Expression, and Assembly] 
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1200 
The Role of the College 
 
Policy Prohibiting Sex-based Misconduct 
 
I. Purpose Statement  
The College is required to adopt a policy addressing sex-based discrimination, harassment, and 
other sexual misconduct in accordance with the state and federal laws referenced below.  

 
II. Policy Statement 
Moraine Valley Community College is committed to maintaining a safe and healthy educational 
and employment environment that is free from harassment and other forms of discrimination 
based on sex, sexual orientation, gender-related identity and expression, pregnancy, and other 
protected characteristics related to sex under federal, state, or local law. The College prohibits all 
forms of sex-based misconduct, including, but not limited to, sex discrimination, sexual 
harassment, sexual violence, domestic violence, dating violence, and stalking. The College also 
prohibits discrimination and harassment based on protected characteristics under its Equal 
Educational Opportunity and Equal Employment Opportunity policies. 
 
It is the policy of Moraine Valley Community College to comply with Title IX of the Education 
Amendments of 1972 (“Title IX”), the Violence Against Women Reauthorization Act (“VAWA”), 
Title VII of the Civil Rights Act of 1964 (“Title VII”), the Illinois Human Rights Act, the Jeanne 
Clery Campus Safety Act (“Clery Act”), the Preventing Sexual Violence in Higher Education 
Act, and all other applicable laws and local ordinances regarding unlawful sex-based 
discrimination, harassment or other misconduct. 
 
Employees or students found to have engaged in prohibited misconduct will be subject to 
disciplinary action, up to and including, termination and/or expulsion from the College. 
Contractors, visitors, and any other third parties found to have engaged in prohibited misconduct 
will be addressed in accordance with the authority of the College in the context of the 
relationship of the third-party to the College. 
 
III. Title IX Compliance 
As required under Title IX and its implementing regulations, the College does not discriminate on 
the basis of sex and prohibits sex discrimination in the education programs and activities that it 
operates. This requirement not to discriminate extends to admissions and employment. 
 
The College has designated the Dean of Student Success and the Vice President of Human 
Resources as the Title IX Coordinator(s), who are responsible for coordinating the College’s 
efforts to comply with its responsibilities under Title IX.  Inquiries about the application of Title 
IX and 34 C.F.R. Part 106 may be directed to the College’s Title IX Coordinator(s), the Assistant 
Secretary for Civil Rights at the United States Department of Education, or both. 

 
 



1200 cont. 
 

IV. Retaliation Prohibited 
Retaliation, including intimidation, threats, coercion, adverse educational or employment actions, 
or discrimination against any person because they have, in good faith, reported or disclosed alleged 
discrimination, filed a complaint, or otherwise participated or declined to participate in an 
investigation into allegations of discrimination, is strictly prohibited. 
 
V. Implementing Procedures 
The College will establish, maintain and publish procedures implementing this Policy, which set 
forth: 
 

• The application and scope of the College’s prohibition on sex-based misconduct; 
• Definitions of prohibited conduct and a definition of consent; 
• Responsibilities of and contact information for the College’s Title IX 

Coordinator(s); 
• Rights and options for assistance by the College, law enforcement, a medical 

facility, or a crisis center, following an incident of sex-based misconduct; 
• Procedures for reporting and confidentially disclosing alleged sex-based 

misconduct, including a mechanism for reporting and independent review of 
allegations against an elected official; 

• Responsibilities of College employees with regard to reporting, forwarding, and/or 
keeping confidential allegations of discrimination, as applicable; 

• The College’s response to reports of alleged sex-based misconduct; 
• The College’s grievance process for complaints alleging Title IX sexual harassment 

and/or alleging sexual violence, domestic violence, dating violence, or stalking; 
• Potential sanctions that may be imposed following the implementation of the 

College’s grievance procedures and limits on those sanctions; 
• Prevention and education programming provided to College students; and 
• Training and education provided to the Title IX Coordinator(s), campus law 

enforcement, responsible employees, and anyone else involved in the receipt of 
reports of, responding to, investigating or adjudicating alleged incidents of sexual 
discrimination, harassment or other sex-based misconduct, or involved in the 
referral or provision of services to survivors. 

 
 
Policy 
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2000 

Board Governance 

Authority 
Purpose Statement  
To affirm the Board’s authority in accordance with the law. 

Policy Statement 
The official title of the governing body shall be the Moraine Valley Community College, District 
524, Board of Trustees, herein referred to as "the Board." The Board shall have the authority to 
perform duties and functions as prescribed by law. 

Transacting Business 
Official Board action shall be taken only in meetings that comply with the Open Meetings Act. 
The affirmative vote of a majority of all Board members shall be required to transact business. 
Although there may be dissenting votes, which are a matter of public record, each action of the 
Board supported by the majority is binding on the whole Board. 

Individual Authority for Committing the Board 
Board members as individuals shall not exercise authority over the College, its property, or its 
employees. Except for appropriate duties and functions of the Board Chair, an individual 
member may act on behalf of the Board only with the express authorization of the Board. 
Without such authorization, no individual member may commit the Board on any issue. 

Individual Access to Information 
An individual Board member, acting in the member's official capacity, shall have the right to 
seek information pertaining to College fiscal affairs, business transactions, governance, and 
personnel matters, including information that properly may be withheld from members of the 
general public in accordance with the Freedom of Information Act.  

If a Board member is not acting in the member's official capacity, the Board member has no 
greater right to College records than a member of the public. An individual member shall not 
have access to confidential student records unless the member is acting in the member's official 
capacity and has a legitimate educational interest in the records in accordance with policy 4400. 

Individual members shall seek access to records or request copies of records from the College 
President. A Board member who is denied access to a record under this policy may ask the Board 
to determine whether the record should be provided or may file a request under the Freedom of 
Information Act. 

At the time Board members are provided access to confidential records or to reports compiled 
from such records, the College President or other College employee shall advise them of their 
responsibility to comply with confidentiality requirements and the College’s information security 
controls. 
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Requests for Special Reports 
No individual Board member shall direct or require College employees to prepare reports 
derived from an analysis of information in existing College records or to create a new record 
compiled from information in existing College records. Directives to the College President 
regarding the preparation of reports that will require excessive staff time or expense shall be 
authorized by action of the Board. 

Referring Complaints 
If employees, students, or members of the public bring a concern or complaint to an individual 
Board member, the Board member shall refer them to the College President or designee, who 
shall proceed according to the appropriate Board policy or administrative procedure. 

Staff Authority 
Except as authorized by these policies, no employee or agent shall have the authority to bind the 
College contractually. 

Legal References: Public Community College Act 
110 ILCS 805/3 

Open Meetings Act 
5 ILCS 120/ 

Freedom of Information Act 
5 ILCS 140/ 

Policy 
Adopted:          9/18/25 

MORAINE VALLEY COMMUNITY COLLEGE 
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2010 

Board Governance 

Duties of the Board 

Purpose Statement 
To affirm the Board’s duties in accordance with the law. 

Policy Statement 
The Board shall be responsible for all duties defined by law, including but not limited to: 

• Adopting an annual budget;
• Causing an audit to be made at the end of each fiscal year;
• Setting the tax levy; and
• Appointing and evaluating the chief executive officer, the College President.

To the extent permitted by law, the Board may delegate authority to the College President. The 
College President may delegate responsibilities to other employees of the College but shall 
remain accountable to the Board for the performance of all duties, delegated or otherwise. 

Legal Reference: Illinois Public Community College Act 
110ILCS 805/3-20 through 75 

Policy 
 Adopted:          9/18/25 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 



2020 

Board Governance 

Executive Accountability 

Purpose Statement 
To affirm the Board’s responsibility to evaluate the College President in accordance with the 
law. 

Policy Statement 
The Board shall annually complete a performance review of the College President. The 
performance criteria and goals shall be made available to the public on the College’s website. 

The Board shall furnish the College President with a copy of the completed performance review. 
The Board shall discuss the performance review with the College President in a closed session in 
accordance with the Open Meetings Act. 

Annual performance reviews shall be considered when the Board contemplates a bonus, raise, or 
severance agreement for the College President. The performance criteria and goals upon which 
the bonus or incentive-based compensation is based must be made available to the public no less 
than 48 hours before Board approval of the performance-based bonus or incentive-based 
compensation in an open meeting. 

Legal Reference: Illinois Public Community College Act 
110 ILCS 805/3-70 and 75  

Policy 
 Adopted:          9/18/25 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 



2100 
 
Board Governance 
 
Trustee Code of Ethics 
 
Purpose Statement  
To set forth ethical standards by which all Board members are held accountable.  
 
Policy Statement 
As a member of the Board, I shall strive to improve community college education, and to that 
end, I shall adhere to all state and federal laws, College policies, and the ethical standards set out 
in this policy.  
 
I shall attend all regularly scheduled Board meetings insofar as possible and devote time, 
thought, and study to the duties and responsibilities of a Board member, so that I may render 
effective and creditable service. 
 
I shall bring about desired changes through legal and ethical procedures, upholding and 
enforcing all applicable statutes, regulations, and court decisions pertaining to community 
colleges. 
 
I shall establish and adhere to policies and practices prohibiting unlawful discrimination, 
including harassment on the basis of sex, gender, race, color, national origin, religion, age, 
disability, or any other basis prohibited by law. 
 
I shall work with my fellow Board members in a spirit of harmony and cooperation and 
encourage the free expression of opinion in spite of differences that arise during vigorous debates 
of points of issue. 
 
I shall base my personal decisions upon all available facts in each situation; vote my honest 
conviction in every case, unswayed by partisan bias of any kind; and abide by and uphold the 
final majority decisions of the Board. 
 
I shall remember at all times that as an individual I have no legal authority outside the meetings 
of the Board, and to conduct my relationships with the College staff, the local citizenry, and all 
media of the community on the basis of this fact. 
 
I shall resist every temptation and outside pressure to use my position as a Board member to 
benefit myself or any other individual or agency apart from the total interest of the College. 
 
I shall recognize that it is as important for the Board to understand and evaluate the educational 
program of the College as it is to plan for the business of College operations. 
 
I shall delegate the administrative matters of the College to the College President and support the 
employment of qualified College staff. 



2100 cont.  
 

I shall welcome and encourage active cooperation by citizens, organizations, and the College 
media by communicating with respect to policy on current College operations and proposed 
future developments. 
 
I shall speak with one voice as a Board member once a Board decision or policy is made. 
 
I shall support state and national organizations in their efforts to benefit Illinois community 
colleges, such as the Illinois Community College Trustees Association. 
 
I shall work step by step toward ideal conditions for the most effective Board service to my 
community, in a spirit of teamwork and devotion to public education as the greatest instrument 
for the preservation and the perpetuation of our representative democracy. 
 
 
 
 
 
REFERENCE: Derived from the Association of Community College Trustees Guide to Ethical 
Governance 
 
 
 
 
 
 
 
 
 
 
 
Policy  
Adopted:          9/18/25  
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2110 
 
Board Governance 
 
Conflict of Interest 
 
Purpose Statement 
To affirm conflict of interest requirements in accordance with the law. 
 
Policy Statement 
No member of the Board shall have any financial or professional business with the College. 
Board members shall timely file statements of economic interests in accordance with the law.   
  
A Board member shall not accept or solicit any gift, favor, service, or other benefit that could 
reasonably be construed to influence the Board member's discharge of assigned duties and 
responsibilities except as permitted by law.  
  
  
  
Legal Reference:  Illinois Public Community College Act 

110 ILCS 805/3-48 
Illinois Governmental Ethics Act 

  5 ILCS 420/4A 
        
     State Officials and Employee Ethics Act 

5 ILCS 430/70: Governmental Entities adopted by Board 
Resolutions dated June 16, 1999, and May 19, 2004 
 
Public Officer Prohibited Activities Act 
50 ILCS 105/ 
 

 
  
 
 
 
Policy 
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2200 
 
Board Governance 
 
Board Membership 
 
Purpose Statement 
To affirm Board membership in accordance with the law. 
 
Policy Statement 
The Board shall consist of seven members elected by the voters of District No. 524 and one non-
voting student member.  
 
Election Date 
The general election of Board members shall be on the April uniform election date in odd-
numbered years in accordance with state law.  
 
Student Trustee 
The student member shall have all the rights and privileges of membership, including the right to 
make and second motions and attend executive sessions, other than the right to vote. The student 
member may be asked to provide an advisory vote, which serves as a non-binding 
recommendation to reflect student sentiment on a given topic. The student member shall meet 
the qualifications of an elected Board member in accordance with law and any other criteria 
published in administrative procedures. The student member shall be determined by a campus-
wide student election held in accordance with administrative procedures. The student member 
shall serve a one-year term beginning April 15. In the event of a vacancy, a new student member 
shall be selected in accordance with administrative procedures. 
 
The College President or designee shall develop administrative procedures to implement this 
policy. 
 
 
Legal Reference:  Election Code 
    10 ILCS 5/1 
 

Illinois Public Community College Act 
110ILCS 805/3-7 through 3-7.24 
 
 
 

Policy 
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2210 
 
Board Governance 
 
Organizational Meeting and Selection of Board Officers 
 
Purpose Statement 
To set forth standards for officer selection in accordance with the law. 
 
Policy Statement 
Following each election and canvass, the new Board shall meet on or before the 28th day to 
conduct the election for Board Chair, Board Vice-Chair, and Board Secretary positions. Board 
Officers shall serve a two-year term. No person may serve more than three consecutive terms or 
six consecutive years, whichever is longer.  
 
 
 
 
 
Legal Reference:  Illinois Public Community College Act 

110ILCS 805/3-8 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
Adopted:          9/18/25  

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 

 



2220 
 
Board Governance 
 
Duties and Requirements of the Board Chair 
 
Purpose Statement 
To affirm the Board Chair’s responsibilities in accordance with the law. 
 
Policy Statement 
The presiding officer shall be referred to as the Board Chair. The Board Chair shall: 
 

1. Provide leadership in planning the work of the Board. 
2. Aid the College President in effective ways to present information to the Board. 
3. Preside at meetings of the Board. 
4. Appoint special and ad hoc Board committees. 
5. Act for the Board when such action is required by law in signing contracts and other 

official documents. 
6. Represent the Board or designate a representative upon occasions when such 

representation is deemed desirable. 
7. Perform other duties required by law or lawfully delegated by the Board. 

 
 
 
 
Legal Reference: Illinois Public Community College Act 

110ILCS 805/3-10 
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2230 
 
Board Governance 
 
Duties and Requirements of the Vice-Chair 
 
Purpose Statement 
To affirm the Board Vice-Chair’s responsibilities in accordance with the law. 
 
Policy Statement 
The Board Vice-Chair shall: 

1. Act in the interim capacity to perform the duties of the Board Chair in the event of a 
vacancy, absence, or inability to act; and 

2. Perform such other duties and functions as prescribed by the Board and in accordance 
with the law. 

If the Board Chair and Board Vice-Chair are absent from any meeting or refuse to perform their 
duties, a chair pro tempore shall be appointed by the Board. 
 
 
 
 
Legal Reference: Illinois Public Community College Act 

110ILCS 805/3-10 
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2240 
 
Board Governance 
 
Duties and Requirements of the Board Secretary 
 
Purpose Statement 
To affirm the Board Secretary’s responsibilities in accordance with the law. 
 
Policy Statement 
The Board Secretary shall: 

1. Sign the minutes and records of all Board meetings.   
2. Sign all communications from the Board unless otherwise delegated by the Board. 
3. Sign contracts, agreements, and other official documents in accordance with the law. 
4. Perform other duties required by law or lawfully delegated by the Board. 

 
 
 
Legal Reference: Illinois Public Community College Act 

110ILCS 805/3-10 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
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2250 
 

Board Governance 
 
Duties and Requirements of the Recorder  
 
Purpose Statement 
To set forth the Recorder’s responsibilities. 
 
Policy Statement 
The Senior Administrative Assistant to the College President/Board Liaison or designee shall be 
the Recorder, whose duties shall include:  

1. Attending regular Board meetings and other meetings as requested by the Board 
Chair or the College President and recording the minutes of those meetings. 

2. Compiling the Board meeting agenda and materials, including the "unapproved 
minutes," and furnishing all materials to each Board member. 

3. Sending copies of approved minutes to the Library (Archive), Marketing and 
Communications for publication on the publicly available website, and others as 
appropriate. 

4. The Recorder shall submit the approved minutes to the Board Chair and the Board 
Secretary for their signatures and shall be responsible for maintaining the official 
permanent records, including the minutes and supporting documents. 

 
 
 
 
Policy 
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2300 
 
Board Governance 
 
Legal Counsel 
 
Purpose Statement 
To set forth standards for accessing legal counsel. 
 
Policy Statement 
The Board shall retain an attorney or attorneys, as necessary, to serve as the College’s legal 
counsel and representatives in matters requiring legal services. Services to be performed and 
reasonable compensation to be paid by the Board shall be set forth in a written contract between 
the Board and the attorney or attorneys. 
 
In accordance with the written contract, individual Board members shall channel legal inquiries 
through the College President, as appropriate, when advice or information from the College’s 
legal counsel is sought. 
 
Employee requests for legal advice from the College’s legal counsel shall be submitted through 
the College President or designee. 
 
 
 
 
 
 
Policy 
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2400 
 
Board Governance 
 
Board Meetings 
 
Purpose Statement 
To set forth standards for Board meetings in accordance with the law. 
 
Policy Statement 
The notice for a Board meeting shall reflect the date, time, and location of the meeting.  
 
At the beginning of each calendar or fiscal year, a schedule of all regular meetings for that year 
shall be made available. When it is determined necessary and for the convenience of Board 
members, the Board Chair may change the date, time, or location of a regular meeting with 
proper notice. 
 
The Board Chair shall call a special meeting at the Board Chair’s discretion or on request by 
three or more members of the Board. 
 
The Board Chair shall call an emergency meeting when it is determined by the Board Chair or 
three or more members of the Board that an emergency or urgent public necessity, as defined by 
law, warrants the meeting. 
 
Notice of all meetings shall provide for the possibility of a closed session during an open 
meeting, as provided by law. The Board may conduct a closed session when the agenda subject 
is one that may properly be discussed in a closed session. 
 
Agenda 
The College President, with the assistance of the Board Chair, shall prepare an agenda with the 
necessary supporting reports and documents for each meeting. The agenda and supporting 
documentation shall be provided to the Board members in advance of the meeting. When the 
agenda is prepared, the College President and Board Chair shall determine items, if any, that 
qualify to be placed on the consent agenda. A consent agenda shall include items of a routine 
and/or recurring nature grouped together under one action item. For each item listed as part of a 
consent agenda, the Board shall be furnished with background material. All such items shall be 
acted upon by one vote without separate discussion, unless a Board member requests that an item 
be withdrawn for individual consideration. A typical agenda shall include: 

• Call to Order 
• Roll Call 
• Approval of Minutes 
• Audience Participation 
• Board Reports/Requests 
• Administrative Reports 
• Communications 
• Financial Statements 
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• Warrants 
• Personnel Report 
• Unfinished Business 
• New Business 
• Miscellaneous Business/Discussion 

 
Rules of Order 
The Board shall observe the parliamentary procedures as found in Robert's Rules of Order, 
Newly Revised, except as otherwise provided in Board procedural rules or by law. Procedural 
rules may be suspended at any Board meeting by a majority vote of the members present. 
 
Minutes 
Board action shall be carefully recorded by the Recorder; when approved, these minutes shall 
serve as the legal record of official Board actions. The written minutes of all meetings shall be 
approved by a vote of the Board and signed by the Board Chair and the Board Secretary. The 
official minutes of the Board shall be retained on file in the office of the College President and 
shall be available for examination during regular office hours. 
 
Discussions and Limitations 
Discussions shall be addressed to the Board Chair and then the entire membership. Discussion 
shall be directed solely to the business currently under deliberation, and the Board Chair shall 
halt discussion that does not apply to the business before the Board. 
 
The Board Chair shall also halt discussion if the Board has agreed to a time limitation for 
discussion of an item, and that time limit has expired. Aside from these limitations, the Board 
Chair shall not interfere with debate so long as members wish to address themselves to an item 
under consideration. 
 
Quorum and Remote Participation  
A majority of full voting membership shall constitute a quorum. If a quorum is physically 
present, a majority of the Board may allow for a member to attend the meeting by video or audio 
conference if the member is prevented from physically attending because of a: 

• Personal illness or disability; 
• Employment purposes or Board business; 
• Family or another emergency;   
• Unexpected childcare obligations; or 
• Performance of active military duty as a service member. 

 
If a Board member wishes to attend the meeting by video or audio conference, the member shall 
notify the Recorder before the meeting unless advance notice is impractical.  
 
A majority of the Board may allow a member to attend a meeting by audio or video conference 
only in accordance with and to the extent allowed by rules adopted by the Board. 
 



 
2400 cont. 

 
Public Participation 
Individuals who wish to address the Board shall sign in with the Board Secretary or Recorder 
before the meeting begins.  An individual’s comments shall not exceed three minutes per 
meeting.   
 
The Board shall take public comments under advisement but shall not deliberate or decide 
regarding any subject that is not included on the agenda posted with notice of the meeting. 
 
The Board shall not tolerate disruption of any public meeting by members of the audience. If, 
after at least one warning, an individual’s actions or words continue to disrupt the meeting, the 
individual may be asked to leave. 
 
Board Member Conduct During Meetings 
Board members shall refrain from using electronic devices during meetings unless the device is 
being used to transact Board business.  
 
Open Meetings Act Training and Designee(s) 
Board members shall complete Open Meetings Act training within 90 days of taking the oath of 
office. The Board designates the Senior Administrative Assistant to the President and Board 
Liaison, and the Compliance Officer, to complete the annual Open Meetings Act training as 
required by the Act. The College President or designee shall submit the list of designated 
individuals to the Public Access Counselor and retain copies of completed training certificates 
for both Board members and designees.  
 
 
 
Legal Reference:  Illinois Public Community College Act 

110 ILCS 805/3-8 
 

Open Meetings Act 
5 ILCS 120/1.05 
5 ILCS 120/2.02 
5 ILCS 120/2.03 
5 ILCS 120/7 
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2500 
 
Board Governance 
 
Board Committees 
 
Purpose Statement 
To set forth standards for Board committees in accordance with the law. 
 
Policy Statement 
The Board may create committees to facilitate the efficient operation of the Board, as necessary. 
The Board Chair may appoint special ad hoc committees to perform specific fact-finding and 
advisory duties. At the completion of a committee's work, the committee shall submit an oral or 
written report at the next regular Board meeting and the committee shall be dissolved. All Board 
committees shall meet in compliance with the Open Meetings Act, as applicable.  
 
Decennial Committee 
The Board shall convene a Decennial Committee to study local efficiencies and report 
recommendations to the Cook County Board every ten years. Membership shall include Board 
members, the College President, and at least two district residents who are appointed by the 
Board. 
 
Legal Reference:   

Open Meetings Act 
5 ILCS 120/ 
 
Decennial Committees on Local Government Efficiency Act 

    50 ILCS 70/ 
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2600  
 
Board Governance 
 
Orientation and Training 
Purpose Statement 
To set forth standards for orientation and affirm training requirements in accordance with the 
law. 
 
Policy Statement  
Orientation 
The Board Chair and the College President shall plan a program to inform new Board members 
about the College’s goals, the general organization and administration of its programs, the major 
problems it faces, programs of development in progress, and how the Board functions. The 
orientation program shall be planned and carried out after each election. 
 
Trustee Leadership Training 
Board members shall complete a minimum of four hours of professional development leadership 
training during the first, third, and fifth years of their term covering topics that include, but are 
not limited to: 

• Open meetings law; 
• Community college and labor law; 
• Freedom of information law; 
• Contract law; 
• Ethics; 
• Sexual violence on campus; 
• Financial oversight and accountability; 
• Audits; 
• Fiduciary responsibilities.  

The training may be provided by an association established by the Illinois Public Community 
College Act or by other qualified providers approved by the Illinois Community College Board.  
 
Board members shall certify completion of the training to the Board Secretary. If a Board 
member does not satisfy all requirements or the certification indicates that a Board member has 
not completed the training, the Board Secretary shall send a notice to all elected or appointed 
members serving on the Board and the College President. 
 
Legal Reference:   Illinois Public Community College Act 
     110 ILCS 805/3-8.5 
 
Policy 
Adopted:          9/18/25   
 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 

 



2700 
 
Board Governance 
 
Conventions, Conferences, and Workshops 
 
Purpose Statement 
To set forth standards for Board member participation in conventions, conferences, and 
workshops. 
 
Policy Statement 
Board members may attend regional, state, or national conventions, conferences, and workshops. 
Reimbursement for reasonable travel expenses for attendance at such conventions, conferences, 
and workshops shall be made by the College when attendance is authorized and deemed by the 
Board to be necessary or desirable in carrying out the educational functions of the College. 
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2800 
  
Board Governance 
 
Policy and Bylaw Development 
 
Purpose Statement 
To set forth standards for policy and bylaw development in accordance with the law. 
 
Policy Statement 
Within the context of current law, the College shall be guided by Board-adopted written policies 
that are given appropriate distribution and are accessible to employees, students, and community 
residents.  
 
Harmony with Law and Severability 
Newly enacted law is applicable when effective. No policy or regulation, or any portion thereof, 
shall be operative if it is found to be in conflict with applicable law. If any portion of a policy or 
its application to any person or circumstance is found to be invalid, that invalidity shall not affect 
other provisions or applications of policy that can be given effect without the invalid provision or 
application. To this end, the provisions of this policy manual are declared to be severable. 
 
Policy Development 
Policies and policy amendments shall be recommended for the Board’s consideration by the 
College President after a thorough review process in accordance with administrative procedures. 
Board members who wish to discuss a policy or policy amendments shall notify the Board Chair 
and College President. Policies shall be placed on the agenda of a regular or special Board 
meeting for discussion, but shall not be adopted or amended until a subsequent regular or special 
Board meeting by a majority of the Board, provided that it has been placed on the agenda for 
such meeting. In certain situations (e.g., compliance with state/federal law or in response to an 
emergency), the administration may recommend by providing a written rationale, and the Board 
may choose to waive the second reading and adopt a policy after only one reading by a majority 
of the Board. Policies shall become effective at the time of adoption. 
 
Official Board Policy Manual 
The Board shall designate one copy of the policy manual as the official policy manual of the 
College. The official copy shall be kept in the central administration office, and the College 
President shall be responsible for its accuracy and integrity and shall maintain a historical record 
of the policy manual. 
 
Legal Reference:   Illinois Public Community College Act 

110ILCS 805/3-25 
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2900 
 
Board Governance 
 
Administrative Rules and Regulations 
 
Purpose Statement 
To delegate administrative authority for the development and oversight of administrative rules 
and regulations in accordance with the law. 
 
Policy Statement 
The College President and staff shall be responsible for developing and enforcing procedures for 
the operation of the College. These procedures shall constitute the administrative regulations of 
the College and shall consist of guidelines, handbooks, manuals, forms, and any other documents 
defining standard operating procedures. 
 
The College President or designee shall ensure that administrative regulations are kept up to date 
and are consistent with Board policy. The College President or designee shall resolve any 
discrepancies among conflicting administrative regulations. In case of conflict between 
administrative regulations and policy, policy shall prevail. 
 
Administrative regulations are subject to Board review but shall not be adopted by the Board.  
 
All administrative regulations shall be made accessible to staff, students, and the public as 
required by law or Board policy. 
 
  
 
Legal Reference:  Illinois Public Community College Act 

110ILCS 805/3-25 
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ARTICLE 3         COMMUNITY AND GOVERNMENTAL RELATIONS    (Series 3000) 
 

Policy 
Number 

 
Records Management          3100 
Requests for Information         3200 
Public Complaints          3300 
Relations with Educational Accreditation Agencies      3400 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



3100 
 
Community and Governmental Relations 
 
Records Management  
 
Purpose Statement 
To affirm records management requirements to ensure compliance with the law. 
 
Policy Statement 
No public record shall be disposed of by any officer or employee unless the written approval of 
the appropriate Local Records Commission is first obtained. For purposes of this policy “public 
record” means any book, paper, map, photograph, born-digital electronic material, digitized 
electronic material, electronic material with a combination of digitized and born-digital material, 
or other official documentary material, regardless of physical form or characteristics, made, 
produced, executed or received by the College pursuant to law or in connection with the 
transaction of public business and preserved or appropriate for preservation by the College as 
evidence of the organization, function, policies, decisions, procedures, or other activities thereof, 
or because of the informational data contained therein. 
 
The Controller or designee shall serve as the records management officer, who is responsible for 
administering the College’s records management program. The records management officer shall 
receive appropriate training regarding the Local Records Act and shall ensure that custodians of 
records and other applicable College employees are trained on the College’s records 
management program, including this policy, the retention schedule, and corresponding 
procedures. 
 
 
LEGAL REFERENCE:   Local Records Act 
      50 ILCS 205/ 
      Ill. Admin Code tit 44, § 4500 (2015) 
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3200 
 
Community and Governmental Relations 
 
Requests for Information 
 
Purpose Statement 
To delegate administrative authority to ensure compliance with the law. 
 
Policy Statement 
The Chief Marketing and Communications Officer shall be the College’s Freedom of 
Information Act (FOIA) Officer. Requests for public information shall be submitted in writing to 
the FOIA Officer by hand-delivery, electronic communication, including email and fax, or by 
U.S. mail. Requestors are encouraged, but shall not be required, to use a request form provided 
by the College. The FOIA Officer shall respond to a request within five (5) business days after 
the request is received. A business day is Monday – Friday, excluding state holidays observed by 
the College. In calculating timelines under this policy, the day a request is filed is "day zero." 
The following business day is "day one." Administrative procedures regarding extensions, 
exemptions, and fees shall comply with the law.  
 
In the absence of the Chief Marketing and Communications Officer, the Compliance Officer and 
other relevant staff shall annually complete the necessary training to fulfill this responsibility. 
 
 
 
 
 
 
 
LEGAL REFERENCE:   Freedom of Information Act 
      5 ILCS 140/ 
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3300 
 
Community and Governmental Relations 
 
Public Complaints 
Purpose Statement 
To delegate administrative authority to address complaints made by members of the public. 
 
Policy Statement 
The Board encourages the public to discuss concerns with an appropriate administrator who has 
the authority to address the concerns. Concerns should be expressed as soon as possible to allow 
early resolution at the lowest possible administrative level. If an individual does not receive the 
relief requested, the individual may appeal to the College President or designee. The College 
President or designee’s decision is final.  
 
This policy shall not limit an individual’s right to address the Board during a publicly held 
meeting in accordance with the law. [See 2400] 
 
 
 
 
 
 
 
 
Legal Reference:   Open Meetings Act 

5 ILCS 120/ 
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3400 
 
Community and Governmental Relations 
 
Relations with Educational Accreditation Agencies 
 
Purpose Statement 
To designate a regional accreditor in accordance with the law.  
 
Policy Statement 
The College shall maintain regional accreditation with the Higher Learning Commission (HLC) 
and other national and state accreditations as required for specific programs. 
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ARTICLE 4      STUDENTS     (Series 4000) 
 

Policy 
Number 

 
Equal Educational Opportunity        4100 
Admissions           4200 
Tuition and Fees          4300 
Residency           4310 
Cooperative Agreements & Contracts       4320 
Student Records          4400 
Student Evaluation          4410 
Awarding Credit for Prior Learning and Transfer       4420 
Graduation           4430 
Student Support Services         4500 
Health and Wellness Services         4510 
Insurance and Other Health Requirements       4520 
Student Employment          4530 
Student Rights and Responsibilities        4600 
Hazing Prohibited          4610 
Religious Observances         4620 
Volunteer Emergency Worker Accommodation      4630 
Students Called to Military Service        4640  
Student Activities and Athletics        4700 
Student Publications and Media        4710 



4100 
 
Students 
 
Equal Educational Opportunity  
 
Purpose Statement 
To affirm equal educational opportunity rights in accordance with the law.  
 
Policy Statement 
The College is committed to maintaining a safe and healthy educational and working 
environment free from discrimination and harassment. No person shall be denied admission to 
any educational program or activity, or be denied employment, on the basis of race, color, sex, 
national origin, religion, disability, age, military status, or any other legally protected 
characteristic. 
 
Legal Reference:  Equal Educational Opportunities Act of 1974 
    20 U.S.C. § 70 et seq. 34 CFR Part 644 
 
    Title VI of the Civil Rights Act of 1964  
    42 U.S.C. § 2000d et seq. 34 C.F.R 100 
 
    Title IX of the Educational Amendments of 1972 
    20 U.S.C. 1681 et seq. C.F.R. 106.31 
 
    Age Discrimination in Federally Assisted Programs 
    42 U.S.C. 6102 et seq. 34 C.F.R. 110 
 
    Americans with Disabilities Act of 1990 
    42 U.S.C. 12132 et seq. 8 C.F.R. 35 
 
    Section 504 of the Rehabilitation Act of 1973 
    29 U.S.C. 794 et seq. 28 C.F.R. 35 
 
    Illinois Constitution 
    Article I – Bill of Rights – Sections 18, 19, 20 
    Article X - Education 
  Illinois Human Rights Act  
    775 ILCS 5/ 
 
    Retention of Illinois Students and Equity Act 
    110 ILCS 986/ 
 
Policy 
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4200 
 
Students 
 
Admissions 
 
Purpose Statement 
To set forth admissions and recruitment standards in accordance with the law and delegate 
administrative authority. 
 
Policy Statement 
The College is committed to an "open door" admissions policy to ensure that all persons who can 
benefit from postsecondary education have an opportunity to enroll, subject only to space 
limitations.    
 
No person shall be denied admission to the college or any of its programs on the basis of race, 
color, sex, national origin, religion, disability, age, military status, or any other legally protected 
characteristic. [See 4100] 
 
A student may be required to satisfy certain requirements before enrolling in a certain course or 
program of study. Additional admission requirements for special or limited enrollment programs 
shall be developed by the Vice President of Academic Affairs, appropriate academic dean, and 
faculty.  
 
Secondary school students may be admitted through a dual credit or dual enrollment program 
authorized by their secondary school. Any student who is 16 or 17 years of age and has severed 
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 enroll. 
 
Recruitment and enrollment activities shall be conducted ethically and in accordance with state 
and federal law. The College, including all units, employees, and agents, shall refrain from the 
following activities, unless otherwise allowed by law: 
 
• Offering an inducement (including a gratuity, favor, discount, entertainment, hospitality, loan, 

transportation, lodging, meals, or other items) to any individual or entity or its agents, to secure 
enrollment of students or obtain access to federal financial aid or tuition assistance funds. 

• Providing any commission, bonus, or other incentive payment based directly or indirectly on 
securing enrollment of federal financial aid to any person or entities engaged in student 
recruiting, or admission activities.  

• Using high-pressure recruitment tactics, such as making multiple (three or more) unsolicited 
contacts by phone, email, or in-person to secure enrollments.  

• Engaging in same-day recruitment and registration to secure enrollments.  
• Substantially misrepresenting the nature of the College’s educational programs, financial 

charges, or employability of graduates.   
 
 



4200 cont.  
 

The Dean of Enrollment Services shall develop procedures to implement this policy. The 
procedures shall be published in the catalog and other relevant publications. 
 
 
Legal Reference:  Illinois Public Community College Act 

110 ILCS 805/3-17 and 3-28 
 
Ill. Admin. Code tit. 23, § 1501.402 (2018): Admission of Students 
 
Ill. Admin. Code tit. 23, § 1501.313 (2023): Dual Credit 
 
Higher Education Fair Admissions Act 
110 ILCS 29/  
 
Public Higher Education Act 
110 ILCS 167/15: Admission based on legacy or donor relation  
prohibited. 
 
Student Assistance General Provisions  
34 C.F.R. 668.71-75 and 668.14 
 
Veterans’ Benefits  
38 U.S. Code §3679 and §3696 
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4300 
 
Students 
 
Tuition and Fees 
 
Purpose Statement 
To set forth tuition and fee standards in accordance with the law and delegate administrative 
authority. 
 
Policy Statement 
Upon recommendation by the College President, tuition rates for in-district, out-of-district, and 
out-of-state residents shall be set annually by the Board and published in the catalog and other 
appropriate publications. 
 
The College shall publish in the catalog and other appropriate publications: 

1.The tuition and fee waivers the College is required by law to grant; and 
2.Any legally authorized tuition and fee waiver adopted by the Board. 

 
Student-athletes and distinguished scholars may receive a tuition waiver or discounted tuition in 
accordance with administrative procedures developed by the Vice President of Student 
Development or designee.   
 
The Board delegates to the Vice President of Financial and Business Services/College Treasurer 
or designee the establishment of special fees associated with any instructional offering of the 
college, including dual credit. 
 
The Vice President of Financial and Business Services/College Treasurer or designee shall 
develop procedures for the collection of tuition and fees, and refunds. The procedures shall be 
published in the catalog and other relevant publications. 
 
 
 
Legal Reference:  Illinois Public Community College Act 

110ILCS 805/3-45 and /6-4 
 
Ill. Admin. Code tit. 23, § 1501.505 (2018) 
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4310 
 
Students  
 
Residency 
 
Purpose Statement 
To delegate administrative authority to ensure compliance with the law. 
  
Policy Statement 
The Dean of Enrollment Services or designee shall determine the legal residence of each 
applicant for tuition purposes in accordance with administrative procedures and state law. 
 
 
 
 
Legal Reference:  Illinois Public Community College Act 

805/3-17; /3-28; /6-4.1; and /4.2 
Ill. Admin. Code tit. 23, § 1501.501 (2023) 
Ill. Admin. Code tit. 23, § 1501.505 (2018) 
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4320 
 
Students 
 
Cooperative Agreements & Contracts 
 
Purpose Statement 
To delegate administrative authority to ensure compliance with the law. 
 
Policy Statement 
The College may enter into cooperative and contractual agreements to provide more accessible 
instructional services to students and increase efficiency in using educational resources. Copies 
of cooperative and contractual arrangements and the other institutions’ catalogs shall be kept on 
file in the Dean of Enrollment Services office. 
 
 
 
Legal Reference:  Illinois Public Community College Act 

110 ILCS 805/6-1.5 
Ill. Admin. Code tit. 23, § 1501.307 (2020) 
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4400 
 
Students 
 
Student Records 
 
Purpose Statement 
To affirm student privacy rights and delegate administrative authority to ensure compliance with 
the law. 
 
Policy Statement 
The Dean of Enrollment Services or designee shall develop and maintain a comprehensive 
system of student records and shall ensure through reasonable procedures that records are only 
accessed by authorized persons. The Assistant Dean of Enrollment Services shall be the 
custodian of all records for currently enrolled students, all official academic records, and 
academic status records. Procedures to implement this policy shall be published in the catalog 
and included in the Annual Notice of Student Rights under 20 U.S.C. 1232g. 
 
 
 
Legal Reference:  Family Educational Rights and Privacy Act of 1974 (FERPA), 20 
    U.S.C. § 1232g, as amended 
 
    Ill. Admin. Code tit. 23, § 1501.404 
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4410 
  
Students 
 
Student Evaluation 
 
Purpose Statement 
To delegate administrative authority to ensure compliance with the law. 
 
Policy Statement 
The Vice President of Academic Affairs or designee shall develop and maintain a system for 
evaluating and recording student performance in courses in accordance with state law and 
administrative procedures. Faculty shall have complete and sole discretion in determining and 
issuing academic credit and grades, subject to departmental policy and the Division of Academic 
Affairs procedures. The grade point average values shall be published in the catalog and other 
relevant publications.  
 
 
Legal Reference:    Ill. Admin. Code tit. 23, § 1501.405 
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4420 
 
Students 
 
Awarding Credit for Prior Learning and Transfer 
 
Purpose Statement 
To delegate administrative authority to ensure compliance with the law. 
 
Policy Statement 
Credit for Prior Learning 
Currently enrolled students who have completed certain noncredit learning or training or who 
can demonstrate their knowledge through a written examination, interview, or performance test 
may be awarded credit toward a degree/certificate in accordance with procedures developed by 
the Dean of Academic Services and Dean of Enrollment Services. Procedures to implement this 
policy shall be published in the catalog and other relevant publications. 
 
Transfer  
Undergraduate credits earned from regionally accredited colleges and universities shall be 
evaluated for transfer credit upon receipt of an official transcript in accordance with procedures 
developed by the Dean of Enrollment Services or designee. Procedures to implement this policy 
shall be published in the catalog and other relevant publications. 
 
 
 
 
 
 
Legal Reference:  Credit for Prior Learning Act 
    110 ILCS 160/ 
    
    Ill. Admin. Code tit. 23, § 1501.311 (2023) 
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4430 
 
Students 
 
Graduation 
 
Purpose Statement 
To delegate administrative authority to ensure compliance with the law. 
 
Policy Statement 
The Vice President for Academic Affairs shall establish graduation requirements consistent with 
applicable law, institutional accrediting standards, and programmatic accreditation/approval 
standards. The catalog shall address the degrees and certificates, the semester credit hours or 
units of instruction, and other requirements that must be satisfied to obtain each degree or 
certificate awarded by the college. 
 
To be eligible for graduation, a student must first submit an application in accordance with 
procedures established by the Dean of Enrollment Services and published in the catalog. 
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4500 
 
Students 
 
Student Support Services 
 
Purpose Statement 
To delegate administrative authority for the development and oversight of student services.  
 
Policy Statement 
The Vice President for Student Development or designee shall develop administrative 
procedures addressing student services and resources. Information required by policy or that 
students need to be successful shall be published in the catalog and other relevant publications. 
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4510 
 
Students 
 
Health and Wellness Services 
 
Purpose Statement 
To delegate administrative authority for the development and oversight of student health and 
wellness services.  
 
Policy Statement 
The Vice President of Student Development or designee shall develop services to support student 
health and wellness including but not limited to health education and awareness programming, 
personal counseling, and fitness/recreation services.  
 
 
 
 
 
Legal Reference: Illinois Public Community College Act 

110 ILCS 805/3-29.13 
 
Mental Health Early Action on Campus Act 
110 ILCS 58/ 
 
Student Optional Disclosure of Private Mental Health Act 
110 ILCS 74/ 
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4520 
 
Students 
 
Insurance and Other Health Requirements 
 
Purpose Statement 
To set forth insurance and other health requirements and delegate administrative authority.  
 
Policy Statement 
International students shall be required to purchase college-provided group insurance or provide 
proof of comparable coverage as determined by a third-party provider in accordance with 
administrative procedures developed by the Dean of Student Services or designee. 
 
Students enrolled in a healthcare program shall be required to provide proof of health insurance 
and satisfy clinical health requirements, including immunizations. Exemption from 
immunization(s) or another clinical health requirement for medical or religious reasons shall be 
evaluated on an individual basis. The Vice President of Academic Affairs or designee shall 
develop administrative procedures to implement this policy.  
 
Student-athletes shall be required to provide proof of health insurance, if applicable, in 
accordance with administrative procedures developed by the Director of Athletics or designee. 
The College shall provide group accident insurance at no cost to student-athletes. The college-
provided group accident insurance policy covers claims for an accident that occurs while the 
student-athlete is practicing, playing, or traveling while representing the college. A student-
athlete’s health insurance shall be the primary insurance, and the college-provided accident 
insurance shall be the secondary insurance. Additionally, the College shall employ a state-
licensed and board-certified athletic trainer who specializes in preventing, evaluating, treating, 
and rehabilitating injuries sustained by student-athletes. 
 
 
Legal Reference: Health Care Right of Conscience Act 

745 ILCS 70/ 
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4530 
Students 
 
Student Employment 
 
Purpose Statement 
To set forth standards for student employment and delegate administrative authority to ensure 
compliance with the law. 
 
Policy Statement 
The College may employ eligible students depending upon both the availability of appropriate 
work and funds. Student employees shall be enrolled and remain enrolled in a degree or certificate 
program or remedial/developmental education at least half-time during the semester/term of 
employment (i.e., fall/spring semester is 6 credit hours and summer session is 3 credit hours). 
Student employees shall be ineligible for all benefits except as provided by law. Administrative 
procedures, including other eligibility criteria, shall be determined by the Vice President of Student 
Development or designee.  
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4600 
Students 
 
Student Rights and Responsibilities 
 
Purpose Statement 
To delegate administrative authority for student rights and responsibilities, including a code of 
student conduct.  
 
Policy Statement 
The Vice President for Student Development or designee shall develop administrative 
procedures addressing student rights and responsibilities. Information required by policy or that 
students need to be successful shall be published in the catalog and other relevant publications. 
 
Code of Student Conduct 
Each student shall be charged with notice of, and be required to comply with, the contents and 
provisions of the college’s rules and regulations concerning student conduct. The Vice President 
for Student Development or designee shall develop a Code of Student Conduct that defines 
prohibited conduct and procedures for addressing alleged misconduct following the principles of 
due process. The Code of Student Conduct shall be published on the College’s intranet, publicly 
accessible website, and other relevant publications. 
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4610 
 
Students 
 
Hazing Prohibited 
 
Purpose Statement  
To adopt a policy addressing hazing and delegate administrative authority to ensure compliance 
with the law. 
 
Policy Statement 
The College prohibits hazing. The term “hazing” means any intentional, knowing, or reckless act 
committed by a person (individually or in concert with other persons) against another person or 
persons regardless of the willingness of such other person or persons to participate that: 
 

1. is committed in the course of an initiation into, an affiliation with, or the maintenance of 
membership in, a student organization; and 

2. causes or creates a risk, above the reasonable risk encountered in the course of 
participation in the institution of higher education or the organization (such as physical 
preparation in an athletic team), of physical or psychological injury including, but not 
limited to: 

a. whipping, beating, striking, electronic shocking, placing of a harmful substance 
on someone’s body, or similar activity; 

b. causing, coercing, or otherwise inducing sleep deprivation, exposure to the 
elements, confinement in a small space, extreme calisthenics, or other similar 
activity; 

c. causing, coercing, or otherwise inducing another person to consume food, liquid, 
alcohol, drugs, or other substances;  

d. causing, coercing, or otherwise inducing another person to perform sexual acts;  
e. any activity that places another person in reasonable fear of bodily harm through 

the use of threatening words or conduct; and 
f. any activity against another person that includes a criminal violation of local, 

state, tribal, or federal law.  
 
For the purposes of this policy, the term “student organization” includes a club, society, 
association, intercollegiate athletic team, club sports team, music/theater ensemble, or student 
government in which two or more of the members are students enrolled at the College whether or 
not the organization is established or recognized by the College.  
 
Incident Reporting 
A student who believes they have experienced hazing or believes that another student has 
experienced prohibited conduct should immediately report the alleged acts to the Dean of 
Students and Compliance Officer or designee in accordance with the Code of Student Conduct.  
 
A student or group of students who believe they have experienced hazing may also choose to 
report the alleged acts to the College police department in accordance with state law.  



4610 cont. 
 

A College employee who suspects or receives notice that a student or group of students has or 
may have experienced hazing, regardless of when or where the incident occurred, shall 
immediately notify the Dean of Students and Compliance Office or the College police 
department in accordance with administrative procedures. 
 
Public Disclosures 
Incidents of hazing shall be included in the College’s annual security report, and the Dean of 
Students and Compliance Officer or designee shall publish a Campus Hazing Transparency 
Report in accordance with federal law. 
 
Prevention and Awareness Programs 
The Dean of Students and Compliance Officer or designee shall develop a research-informed, 
campus-wide hazing prevention and awareness program for students. 
 
The Vice President of Human Resources or designee shall develop a research-informed, campus-
wide hazing prevention and awareness program for employees.  
 
Administrative Procedures 
The Vice President of Student Development or designee shall develop administrative procedures 
to implement this policy.  
 
 
 
 
 
 

 
Legal Reference:    Jeanne Clery Campus Safety Act of 1990, as amended  

20 U.S.C. § 1092(f), et seq., 34 C.F.R. 668.46 
 
Illinois Criminal Code 
720 ILCS 5/12C-50 
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 Adopted:          9/18/25   

MORAINE VALLEY COMMUNITY COLLEGE 
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4620 
 
Students 
 
Religious Observances 
 
Purpose Statement 
To delegate administrative authority to ensure compliance with the law. 
 
Policy Statement 
The College shall reasonably accommodate the religious observances of individual students in 
regard to admissions, class attendance, and the scheduling of examinations and work 
requirements. “Religious observance” includes all aspects of religious observances and practices, 
as well as belief. Students needing accommodations shall notify the faculty member or instructor 
before the absence or conflict in accordance with administrative procedures. A student who 
believes they have been denied reasonable accommodations for religious observances may seek 
redress through the Student Complaint process. 

The Vice President of Student Development and the Vice President of Academic Affairs shall 
develop administrative procedures to implement this policy. The procedures shall be published in 
the catalog and on the publicly accessible website. 

 

 

Legal Reference:   University Religious Observances Act 
     110 ILCS 110/ 
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 Adopted:          9/18/25  

MORAINE VALLEY COMMUNITY COLLEGE 
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4630 
 
Students 
 
Volunteer Emergency Worker Accommodation 
 
Purpose Statement 
To delegate administrative authority to ensure compliance with the law. 
 
Policy Statement 
The College shall reasonably accommodate a student’s absence from class caused by their duties 
as a voluntary emergency worker. A student who believes they have been denied reasonable 
accommodations may seek redress through the Student Complaint process. The Vice President of 
Student Development and the Vice President of Academic Affairs shall develop administrative 
procedures to implement this policy. 

 

 

Legal Reference:  Volunteer Emergency Worker Higher Education Protection Act  
    110 ILCS 122 
 
    Volunteer Emergency Worker Job Protection Act 
    50 ILCS 748 
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 Adopted:          9/18/25  

MORAINE VALLEY COMMUNITY COLLEGE 
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4640 
 
Students 
 
Students Called to Military Service 
 
Purpose Statement 
In accordance with the state law(s) referenced below, the governing board of each public 
institution of higher education is required to adopt a policy addressing students called to military 
service.  
 
Policy Statement 
The College shall reasonably accommodate a student’s absence from class caused by their duties 
as a member of the National Guard of any state, the District of Columbia, a commonwealth, or a 
territory of the United States or any reserve component of the Armed Forces of the United States. 
Reasonable accommodations shall include the ability to submit classwork and complete any 
other class assignments missed due to the student participating in a drill or other military 
obligation.  
 
Students who are active military personnel or reservists in any branch of the U.S. Armed Forces 
or National Guard and are called to active duty may choose to withdraw and complete unfinished 
courses at no additional charge or receive a refund in accordance with the law and individualized 
benefits eligibility.  
 
The Coordinator of Veteran Services shall oversee administrative procedures to implement this 
policy, which shall be published in the catalog and website.  
 
 
Legal Reference:  Service Member's Tenure Act 
    330 ILCS 60/5.2 
 
    Public Community College Act 
    110 ILCS 805/3-26.5 
 
    Public Higher Education Act 
    110 ILCS 167/15 
 
 
 
 
Policy 
Adopted:          9/18/25   

MORAINE VALLEY COMMUNITY COLLEGE 
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4700 
 
Students 
 
Student Activities and Athletics 
 
Purpose Statement 
To delegate administrative authority for extracurricular activities and athletics to ensure 
compliance with the law.  
 
Policy Statement 
The Vice President for Student Development or designee shall develop administrative 
procedures addressing extracurricular activities and athletics. Information required by policy or 
that students need to be successful shall be published in the catalog and other relevant 
publications. 
 
Activities 
The Vice President of Student Development or designee shall develop procedures regarding the 
sponsorship or sanction of student activities and related requirements consistent with the mission 
and objectives of the college. 
 
Activities Fund Management 
The college shall serve as the depository and fiscal agent for all registered student organizations. 
The Vice President of Business and Financial Services/College Treasurer or designee shall 
develop procedures for the budgeting and accounting for income and expenditures of each 
organization's funds. 
 
Athletics 
The Vice President of Student Development or designee shall be responsible for, and shall 
exercise appropriate control over, the college’s intercollegiate athletics program. 
 
Modification of Athletic or Team Uniform 
A student-athlete may modify their athletic or team uniform due to religious, cultural, or modesty 
values in accordance with administrative procedures developed by the Director of Athletics or 
designee.   
 
Student-Athlete Endorsement Rights 
The College shall neither promote nor prevent a student-athlete from earning compensation as a 
result of the use of the student-athlete’s name, image, likeness, or voice. 
 
 
 
 
 
 
 



4700 cont. 
 

Legal Reference:  Illinois Public Community College Act 
   110 ILCS 805/3-27 and 3-29.14 
 
   Student-Athlete Endorsement Rights Act 
   110 ILCS 190/ 
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4710 
 
Students 
 
Student Publications and Media 
 
Purpose Statement 
To affirm the constitutional rights of students and the rights afforded by state law.  
 
Policy Statement 
Student publications and media produced primarily by students shall be a public forum for 
expression by student journalists and editors of the College. Student editors shall be responsible 
for determining the content, including advertisements, of student publications and media. 
Expression made by student journalists, student editors, or other contributors in student 
publications or media is neither an expression of College policy nor speech attributable to the 
College. Student publications and media, whether college-sponsored or noncollege-sponsored, 
shall not be subject to review by College officials. Nothing in this policy prohibits the 
imposition of discipline for harassment, threats, or intimidation, unless constitutionally 
protected, or for speech that is not constitutionally protected, including obscenity or incitement 
in accordance with the Code of Student Conduct. Advisors of student publications and media 
may teach professional standards of grammar and journalism. A student publication or media 
advisor shall not be terminated, transferred, removed, or otherwise retaliated against for 
refusing to suppress protected free expression rights of student journalists and student editors. 
 
For student publications and media created by college-sponsored student clubs/organizations or 
noncollege-sponsored groups, the Vice President of Student Development or designee shall 
develop administrative procedures to implement this policy. For student publications and media 
created in the context of an academic program or course, the Vice President of Academic 
Affairs or designee shall develop administrative procedures to implement this policy. 
Administrative procedures shall be consistent with Board Policy 1100 – Freedom of Speech, 
Expression and Assembly: Time, Place and Manner.   
 
 
Legal Reference:  United States Constitution, First Amendment  
   U.S. Const. Amend. I 
 
   College Campus Press Act 
   110 ILCS 13/ 
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ARTICLE 5       CURRICULUM AND INSTRUCTION (Series 5000) 

Policy 
Number 

Academic Calendar  5100 
Curriculum Development  5200 
Programs of Study: Degrees and Certificates  5210 
Program Review 5300 
Assessment of Student Learning 5310 
Instructional Materials: Supplies and Equipment 5400 
Library 5500 



5100 
Curriculum and Instruction 
 
Academic Calendar  
 
Purpose Statement  
To set forth the academic calendar and delegate administrative authority in accordance with the 
law.  
 
Policy Statement 
The academic calendar shall consist of two 16-week terms (fall and spring) and a 12-week 
summer term. The calendar shall be published on the publicly available website, in the catalog, 
and in other appropriate publications. 
 
The Vice President of Academic Affairs or designee shall develop a plan to address 
modifications to the academic calendar in the event of an emergency. The plan shall be approved 
by the Board. 
 
 
 
 
 
 
Legal Reference:   
    Illinois Public Community College Act 
    110 ILCS 805/3-16 

Ill. Admin. Code tit. 23, § 1501.303 (2024) 
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 Adopted:         12/18/25  

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 

 
 



5200 

Curriculum and Instruction 

Curriculum Development  

Purpose Statement 
To delegate administrative authority to ensure compliance with the law. 

Policy Statement 
The Vice President of Academic Affairs or designee shall establish procedures for curriculum 
development that provide for faculty involvement in decision-making. Educational programs 
shall be continually evaluated to ensure that the offered courses meet the needs of the community 
and students in accordance with the law and administrative procedures. 

Legal Reference: Ill. Admin. Code tit. 23, § 1501.302 (2020) 

Policy 
 Adopted:         12/18/25 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 



5210 

Curriculum and Instruction 

Programs of Study: Degrees and Certificates 

Purpose Statement 
To delegate administrative authority to ensure compliance with the law. 

Policy Statement 
The faculty shall develop programs of study in accordance with administrative procedures. The 
Board shall approve the degrees and certificates to be awarded by the College in accordance with 
law. All degrees and certificates, and the associated recommended course sequences, shall be 
published in the catalog and on the publicly available website. 

Legal Reference: Illinois Public Community College Act 
110 ILCS 805/3-25.1 
Ill. Admin. Code tit. 23, § 1501.303 (2024) 

Policy 
 Adopted:         12/18/25 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 



5300 
 
Curriculum and Instruction 
 
Program Review  
 
Purpose Statement 
To delegate administrative authority to ensure compliance with the law. 
 
Policy Statement 
The Vice President of Academic Affairs or designee shall develop a systemic, college-wide 
program review process for evaluating instructional, student service, and academic support 
programs in accordance with the law.   
 
 
 
 
 
 
 
 
Legal Reference:  Ill. Admin. Code tit. 23, § 1501.303 (2024) 
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 Adopted:         12/18/25  

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 

 
 
 
 



5310 

Curriculum and Instruction 

Assessment of Student Learning 

Purpose Statement 
To delegate administrative authority to ensure compliance with the law. 

Policy Statement 
The Vice President of Academic Affairs or designee shall develop and maintain a system for 
evaluating the quality of academic programs, including the assessment of student learning, in 
accordance with the law. 

Legal Reference: Ill. Admin. Code tit. 23, § 1501.405 

Policy 
 Adopted:         12/18/25 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 



5400 
Curriculum and Instruction 

Instructional Materials: Supplies and Equipment 

Purpose Statement  
To delegate administrative authority to ensure compliance with the law. 

Policy Statement 
Classrooms, laboratories, and other instructional spaces shall include the equipment and supplies 
necessary for effective teaching and learning. The College President or designee shall develop 
administrative procedures to implement this policy.   

Legal Reference: Ill. Admin. Code tit. 23, § 1501.303 (2024) 

Policy 
 Adopted:         12/18/25 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 



5500 
 
Curriculum and Instruction 
 
Library 
 
Purpose Statement 
To delegate administrative authority to ensure compliance with the law. 
 
Policy Statement 
Selection of Library Materials 
The College shall maintain a library with a collection of materials, and other learning resources 
and technologies to meet the needs of its curricula and students. The Dean of Learning Resources 
or designee, in collaboration with the faculty librarians, shall develop administrative procedures 
for collection development. A person who wishes to request the reconsideration of library 
materials shall submit a written request using a form provided by the library. The request form 
shall be submitted to the Dean of Learning Resources or designee in accordance with 
administrative procedures. 
 
Library Access to Information 
The College is committed to free and open access to information for all. Efforts to limit access to 
ideas and freedom of expression shall be reported to the Dean of Learning Resources, College 
President, or their designees.  
 
Records Confidentiality 
The library shall protect the privacy and confidentiality of library users, including registration 
and circulation records, in accordance with the law. 
 
 
Legal Reference:  Ill. Admin. Code tit. 23, § 1501.303 (2024) 
 
       United States Constitution, First Amendment  
       U.S. Const. Amend. I 
 
         Illinois Library System Act 
       75 ILCS 10/ 
 
    Library Records Confidentiality Act 

75 ILCS 70/  
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 Adopted:         12/18/25  
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ARTICLE 6 SUPPORT SERVICES (Series 6000) 

Policy 
Number 

(6100) 
6110 
6120 
6130 
6140 
6150 

(6160) 
6161 
6162 
6170 
6195 

(6200) 
6210 
6220 
6230 
6240 

(6250) 
6251 
6252 
6253 

(6260) 
6261 
6270 
6280 

(6290) 
6291 

(6300) 
6310 
6320 
6330 
6340 
6350 

(6400) 
6410 
6420 
6440 

(6450) 
6451 

1. Operation and Maintenance of Facilities
A. Objectives and Scope
B. Responsibility
C. Standards and Kinds of Service
D. Rules and Regulations
E. Personnel
F. Plans

1. Annual Definitive Plans
2. Ten Year Projection for Maintenance

G. Health and Safety
H. Emergency Closure

2. Purchasing
A. Objectives and Scope
B. Responsibility
C. Rules and Regulations/Ethical Purchasing Practices
D. Requisitions and Conditions of Purchasing
E. Purchasing Guidelines

1. Authority, Quantity, Quality, Supplier
2. Prices and Bid Security
3. Supplier Diversity and Open Access

F. Staff-Vendor Relationships
1. Federal Surplus

G. Stores
H. Inventories
I. Evaluation

1.Purchase Contracts

3. Food Services
A. Objectives and Scope
B. Responsibility
C. Rules and Regulations
D. Personnel – Selection and Training
E. Health and Safety

4. College Store
A. Objectives and Scope
B. Responsibility
C. Rules and Regulations
D. Financial Policies

1. Purchases and Inventories
2. Basis of Operation and Kind of Store 6452 



(6500) 
6510 

(6520) 

6521 

6531 

6532 

6533 

6533.1 
6533.2 

6533.3 

6534 

6537 

6538 

6539 
6540 

6600 

(6700) 
6710 

5. Police Department
A. Objectives and Scope:  Safety and Security Services
B. Responsibility

1. Policy on Procedures for Completing Criminal Background 
Investigation Prior to Employing Individuals into Security-
Sensitive Positions

2. Policy on Procedures and Facilities for Students and 
Employees to Report Sexual Assault on Campus and the 
College’s Response to Those Reports

3. Policy on Procedures and Facilities for Students and 
Employees to Report Criminal Acts and Other Emergencies 
On Campus and the College’s Response to Those Reports

4. Policy on Security and Access to Campus Facilities
(Including Campus Resident Facilities) and Security 
Consideration in Maintaining Campus Facilities

5. Policy on Unauthorized Access and Use of Campus 
Facilities

6. Policy on Minors’ Use of Campus Facilities
7. Policy on Unauthorized Use of Recreational Drones (UAVs) 

on Campus Property or Leased Facilities
8. Policy on Informing Students and Employees About Campus 

Security Procedures and Practices to Encourage Students and 
Employees to be Responsible for Their Own Security and the 
Security of Others

9. Policy on Possession, Use and Sale of Alcoholic Beverages 
And Illegal Drugs and Drug Abuse Education Programs

10. Policy on Gathering Crime Statistics Concerning Crime on 
Campus

11. Policy Establishing Rules and Regulations in Accordance 
with The Illinois “Firearm Concealed Carry Act”

C. Rules and Regulations

6. Authority of the Board to Provide Auxiliary Services

7. Information Services
A. Policy for Responsible Use of Information Technology
B. Policy on Information Security
C. Privacy Policy 

6710.1
6710.2 



6110 
 
Support Services 
 
Objectives and Scope 
 
The objective of policies is to provide means of operating and maintaining physical facilities so 
as to contribute as fully as possible to the total environment for learning through efficiency, 
convenience, suitability, cleanliness and beauty of facilities through services provided. 
 
The activities included in this area of service shall be 
 
1. Care of grounds, buildings, furniture and equipment, both fixed and movable. 
 
2. Repair (including preventive maintenance) and/or betterment of grounds, buildings, fixed 

and movable equipment and furniture and furnishing. 
 
3. Operation of utilities, including plumbing, lighting, heating and cooling. 
 
4. Administration of use of vehicles outside recreation areas and such other services as may 

from time to time be assigned. 
 
5. Student and staff parking lots will be maintained.  Equitable regulations for such services 

will be developed by the Director of Campus Operations and the Vice President of 
Administrative Services and approved by the President. 

 
6. Services for motor transportation are assigned for administration to the Director of 

Campus Operations.  General regulations concerning motor transportation will be 
recommended by the Vice President of Administrative Services and approved by the 
President. 

 
7. Certain safety services for facilities are assigned as a responsibility of the Director of 

Campus Operations.  Policies relating thereto are outlined in Safety and Security Services 
6500-6540. 

 
 
 
 
 
 
 
Policy 
 Adopted: 5/25/70 
Amended: 10/12/95 
Amended: 11/12/14 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 



6120 

Support Services 

Responsibility 

Under the direction of the President and the general supervision of the Vice President of 
Administrative Services, the responsibility for this area is delegated to the Director of Campus 
Operations, whose appointment shall have been recommended by the President following 
consultation with the Vice President of Administrative Services and confirmed by the Board. 

Policy 
 Adopted: 5/25/70 
Amended: 10/25/71 
Amended: 10/12/95 
Amended: 11/12/14 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 



6130 
 
Support Services 
 
Standards and Kinds of Services 
 
Standards of service to achieve objectives will be prepared and maintained by the Director of 
Campus Operations.  These standards will detail the kind of service required, the performance 
for personnel, the essential supplies, and/or equipment.  This definition of program will be basic 
to budget provision to be made. 
 
Such standards will be recommended by the Vice President of Administrative Services and 
approved by the President. 
 
 
 
 
 
 
Legal Reference:  Illinois Public Community College Act 

110ILCS 805/2-12: Powers and duties of State Board (f) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 5/25/70 
Amended: 10/25/71 
Amended: 10/12/95 
Amended: 11/12/14 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 



6140 
 
Support Services 
 
Rules and Regulations 

 
The Director of Campus Operations, subject to approval of the Vice President of Administrative 
Services, shall prepare and maintain rules and regulations relating to performance of services or 
administration of services delegated to him/her. 
 
Such rules and regulations shall define services to be performed, the hour, times, or frequency of 
performances, the methods to be used, and responsibilities of supervisors in connection 
therewith. 
 
In administrations of services or use of facilities, rules and regulations may relate to use of 
facilities, charges therefore, and matters concerning health and safety of individuals. 

 
 
 
 
 
 
 
 

Legal Reference:    Illinois Public Community College Act  
110ILCS 805/3-25: Adoption and enforcement of rules  
110ILCS 805/3-43: Use of buildings by organizations and societies  

 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 5/25/70 
Amended: 10/25/71 
Amended: 10/12/95 
Amended: 11/12/14 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 



6150 
 
Support Services 
 
Personnel 
 
While labor laws and institutional policies, rules and regulations relating to maintenance and 
service personnel elsewhere defined will be observed, the Director of Campus Operations will 
bear major responsibility in his/her area for job breakdown and time schedules, work schedules 
and for worker selection, placement, supervision, training and evaluation. 
 
Training programs for employees will be conducted as needed. Such training may be related to 
job performance including safety to persons and property, job instruction, job relations, personal 
appearance, orientation, evaluation procedures, or other areas deemed of value to insure the 
desired quality of service and maintain the morale of employees. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 5/25/70 
Amended: 10/12/95 
Amended: 11/12/14 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 

  



6161 

Support Services 

Annual Definitive Plans 

Annual definitive plan for the operations and maintenance of facilities including plans for 
delegation and organization, plans for activities, plans and justification for personnel and 
materials, and proposals for expenditures shall be developed by the Director of Campus 
Operations and provided to the Vice President of Administrative Services for review, 
modification, and recommendation to the President for inclusion in the annual budget. 

In the proposal of financial plans, the Director of Campus Operations shall recommend which 
services he/she deems it desirable to have performed under contract.  Such contracts may involve 
repairs for plumbing, electrical or other services, the rental of equipment, or other purposes. 

Legal Reference: Illinois Public Community College Act

110ILCS 805/3-38: Lease of equipment, machinery and buildings 
or land 

Policy 
 Adopted: 5/25/70 
Amended: 10/25/71 
Amended: 10/12/95 
Amended: 11/12/14 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 



6162 
 
Support Services 
 
Ten Year Projection for Maintenance 
 
The Director of Campus Operations shall maintain a 10-year protection of needed repairs, 
preventive maintenance programs, alterations, and replacement, including estimated cost of the 
same. Copies will be provided to the Vice President of Administrative Services and the President 
and will serve as a guide for annual definitive plans for which budget approval is sought. 
 
The Director of Campus Operations will work with senior college staff in updating the Campus 
Facilities Master Plan when required. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 5/25/70 
Amended: 10/25/71 
Amended: 10/12/95 
Amended: 11/12/14 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 



6170 
 
Support Services 
 
Health and Safety 
 
In all aspects regarding the operations and maintenance of facilities, the safety of employees, 
students, staff and visitors will be a primary consideration.  Safeguards against hazards, through 
avoidance of risks, through training of personnel—employees, staff and students, and through 
practice and use of safety procedures will be observed. 
 
Fire-fighting hydrants, hoses, extinguishers, motors and other devices will be maintained in 
prime condition.  Applicable state laws and regulations will be observed.  Cooperation with local 
agencies will be encouraged. 

 
 

Legal Reference:    Illinois Public Community College Act 
110ILCS 805/2-12: Powers and duties of State Board (f) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 5/25/70 
Amended: 10/12/95 
Amended: 11/12/14 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 



6195 
 
 
Support Services 
 
Emergency Closure 
 
 
Moraine Valley Community College does not close except under the most adverse conditions.  
The President or designee may suspend the operation of the campus whenever it is determined 
that public health, property, or safety is jeopardized due to an emergency.  Since the college also 
operates off campus sites, decisions regarding these sites’ closures will be made on a site by site 
basis even when the main campus is closed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 12/17/09 
Reviewed: 12/17/14 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 



6210 
 
Support Services 
 
Objectives and Scope 
 
The objective of centralized purchasing is to enable application of knowledge and skills of 
trained and experienced personnel to the purchasing process in order to procure and have ready 
for use as required needed materials of specifications, quantities and prices advantageous to the 
college in accordance with all State and Federal laws where applicable. 
 
More specifically, these activities include purchases of material, supplies, movable furniture and 
movable equipment.  Related functions, including receiving, storing, and issuing as needed, are 
to be performed together with worn out or obsolete property disposal. 
 
Legal Reference:  Illinois Public Community College Act 

110ILCS 805/3-41: Sale of real or personal property 
110ILCS 805/3-39: Acceptance of federal funds 
110ILCS 805/3-39.1: Acceptance of gifts, grants, devises and 

bequests 
110ILCS 805/3.27-1 Contracts 
110ILCS 805/3.27-2 Joint purchases 
110ILCS 805/3.27-3 Prompt payment  
110ILCS 805/7-23.1 Contracts 
820ILCS 130.01-12 Prevailing Wage Act 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 5/25/70 
Amended: 10/12/95 
Amended: 4/17/13 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 



6220 
 
Support Services 
 
Responsibility 
 
The Vice President of Financial and Business Services and the Director of Purchasing have sole 
responsibility for purchasing procedures.  Purchase orders are authorized and issued only by the 
Purchasing Department. 
 
Responsibilities assigned to the Director of Purchasing under the general supervision of the Vice 
President of Financial and Business Services and the direction of the President include: 
 

1. Centralized purchasing of materials, supplies, movable furniture and equipment together 
with necessary receiving, distributing, and storing.  Sustainable purchases will occur in 
accordance with the college’s commitment to sustainability where feasible and 
advantageous. 

 
2. Maintenance of inventories of stores awaiting distribution, and of all material, supplies, 

movable furniture, and equipment. 
 
Exceptions to the assignment of responsibility to the Director of Purchasing for centralized 
purchasing to facilitate purchases in certain areas are made by the President as follows: 
 

1. To the Dean of Learning Resource Center for the purchase of books and other learning 
materials used in the Learning Resources Center. 

 
2. To the Director of Auxiliary Services for the purchase of books and materials for resale 

in the store and for the purchase of goods and consumable supplies used in food service 
operations 

 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 5/25/70 
Amended: 10/25/71 
Amended: 10/12/95 
Amended: 4/17/13 
Amended: 11/14/17 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 

 



6230 
 
Support Services 
 
Rules and Regulations 
 
Rules and regulations governing purchasing functions shall be prepared by the Director of 
Purchasing, in accordance with State and Federal regulations, recommended by the Vice 
President of Financial and Business Services and approved by the President, and will comply 
with all state and federal regulations. 
 
Ethical Purchasing Practices 
 
Employees may not purchase or influence the purchase of goods or services for college use if the 
employee or his/her family would receive financial gain.  A business entity in which an 
employee has an economic interest represents a conflict of interest if the employee has 
involvement in the selection of that entity as a college vendor.  An economic interest includes the 
employee’s or a relation’s ownership, or partnership in a business, including serving as 
stockholder, director, or officer.  Engaging a relative as an independent contractor is also a 
conflict of interest.   
 
No employee of the college shall participate in the selection, award, or administration of a 
contract supported by Federal or State funds if a real or apparent conflict of interest would be 
involved. Such a conflict would arise if the employee or any member of his or her immediate 
family, his or her partner, or an organization which employs or is about to employ any of the 
parties indicated herein, has a financial or other interest in the firm selected for an award. 
Moraine Valley Community College employees shall neither solicit nor accept gratuities, favors, 
or anything of monetary value from contractors, or parties to sub agreements. 
 
Violation of ethical purchasing practices is subject to disciplinary action. 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 5/25/70 
Amended: 10/25/71 
Amended: 10/12/95 
Amended: 3/19/03 
Amended: 4/17/13 
Amended: 11/14/17 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 

 



6240 
 
Support Services 
 
Requisitions and Conditions of Purchasing 
 
Prospective users will requisition materials for which budget provisions have been made, 
quantity and quality that will effectively and economically serve their needs.  Standardization of 
materials is to be achieved where feasible. 
 
Specifications made by a prospective user may be questioned by the Director of Purchasing and 
an effort is to be made to reach a consensus. If consensus is not achieved, the senior executive to 
whom the prospective user is responsible shall resolve the question. 
 
All demonstration of products and their uses are to be arranged by the Purchasing Department or 
designated college personnel upon written request. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 5/25/70 
Reviewed: 10/12/95 
Amended: 4/17/13 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 



6251 
 
Support Services 
 
Authority, Quantity, Quality, Supplier 
 
The purchase of materials, supplies, and contractual services will be in conformity with approved 
plans for the fiscal year. The Director of Purchasing shall, upon proper authorization, secure such 
materials, supplies and contractual services having appropriate standards and specifications and 
the most advantageous price. Payment will be made on satisfactory evidence that: 
 
1. The materials have been received or the services rendered. 
 
2. The specifications agreed upon have been met. 
 
3. The price is the agreed upon quotation. 
 
Price and quality being equal, preference in purchase will be given to the local supplier. Quantity 
and Joint Agency purchases are to be arranged when feasible and advantageous. The merits of 
cooperative buying through entities such as, but not limited to, the Illinois Community College 
System Purchasing Consortium (ICCSPC), Illinois Public Higher Education Cooperative 
(IPHEC), Midwestern Higher Education Commission (MHEC), National Joint Powers Alliance 
(NJPA), or through the state purchasing offices, such as Central Management Services (CMS), 
are to be considered.  The college may participate in joint purchasing programs in accordance 
with all applicable State laws and regulations.  
 
Insofar as possible, the college will transact business only with suppliers who subscribe to and 
abide by the Equal Employment opportunity clause required by the Illinois Fair Employment 
Practices Commission and appropriate federal regulations. 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 5/25/70 
Amended: 3/27/73 
Amended: 10/12/95 
Amended: 4/17/13 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 



6252 
 
Support Services 
 
Prices and Bid Security 
 
Competitive prices are to be secured by quotations or sealed bids. Exceptions to this policy, 
outside of State and Federal laws, shall have prior approval of the Board. When sealed bids are 
required for construction or renovation, they shall be accompanied by a bid bond or a certified 
check payable to the college district in an amount not less than ten percent (10%) of the bid.  
Bids submitted without such security or with security of insufficient amount, will be considered 
void, and returned to the bidder without public reading. 
 
Custody of securities shall be the responsibility of the Director of Purchasing who will follow the 
adopted departmental procedure for their return to bidders. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 3/22/71 
Amended: 10/25/71 
Reviewed: 10/12/95 
Amended: 4/17/13 

MORAINE VALLEY COMMUNITY COLLEGE 
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6253 
 
Support Services 
 
Supplier Diversity and Open Access 
 
The College recognizes the importance of increasing the participation of businesses owned by 
minorities, women and persons with disabilities in public contracts.  In support of the Business 
Enterprise for Minorities, Women and Persons with Disabilities Act (“Act”), 30 ILCS 575/0.01 
et seq., the College commits to promoting and encouraging usage of minority, women and 
persons with disability owned businesses to the greatest extent feasible within the bounds of 
financial and fiduciary prudence and to take necessary steps to remove any barriers to the full 
participation of such firms in the procurement and contractual opportunities afforded.  The 
College will support administrative and staff members to attend and participate in trainings, 
workshops, conferences and seminars dealing with procurement through qualified minority, 
women and persons with disability owned businesses in compliance with the Act. 
 
The College is committed to meeting the requirements of the Act, establishing the aspirational 
goals as cited by the Act, and engaging in good faith efforts to meet such goals.  The President 
shall appoint a liaison to the Council with all duties as set forth in the Act.  The College has the 
responsibility to develop policies, plans and procedures to achieve the goals to its best ability in 
compliance with the Act. 
 
 
Legal Reference: Business Enterprise for Minorities, Women, and Persons with Disabilities 
Act (30 ILCS 575) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 9/20/16 
Amended:       1/16/20 
Amended: 3/19/20 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 

 



6261 
 
Support Services 
 
Federal Surplus 
 
The Board encourages the procurement of all federal surplus items that can be effectively used 
by the college. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 3/22/71 
Amended: 10/12/95 
Amended: 4/17/13 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 



6270 
 
Support Services 
 
Stores 
 
Items in general demand, such as office supplies and building service supplies, will be 
maintained in suitable quantity and issued on authorized requisition. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 3/22/71 
Reviewed: 10/12/95 
Reviewed & 
Approved:: 4/17/13 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 



6280 
 
Support Services 
 
Inventories 
 
Inventories of stores, movable furniture, and equipment shall be maintained by the Vice 
President of Financial and Business Services or his/her designee. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 3/22/71 
Amended: 10/25/71 
Reviewed: 10/12/95 
Amended: 4/17/13 
Amended: 11/14/17 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 

 



6291 
 
Support Services 
 
Purchase Contracts 
 
Purchase contracts pursuant to duly authorized requisitions must be in accordance with Illinois 
Community College Act, Illinois Revised Statutes, 110ILCS 805/3-27.1 through 3-27.3.  
 
Purchases using federal funds will follow college procedures unless the college procedures are 
superseded by applicable federal statues, regulations and applications.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 3/22/71 
Amended: 10/25/71 
Amended: 10/12/95 
Amended: 3/19/03 
Amended: 4/17/13 
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6310 
 
Support Services 
 
Objectives and Scope 
 
The objective of the policies of the college food services whether self-operated or contracted is 
to serve the convenience of students, staff, and guests; to enhance the educational environment of 
the college; and to foster social life on campus.  More specifically, the objectives are to serve 
quality foods to college students and personnel in the food service areas at reasonable prices; to 
provide vending machine services; and to provide hands-on teaching resource opportunities for 
the training of students in the Culinary Arts program. 
 
 
 
 
 
 
 
 
 
 
Legal Reference: Illinois Public Community College Act 

110ILCS 805/3-31.1: Auxiliary services for students and 
employees 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 3/22/71 
Amended: 10/12/95 
Amended: 12/17/14 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 



6320 
 
Support Services 
 
Responsibility 
 
Under the direction of the Vice President of Financial and Business Services and the general 
supervision of the Director of Auxiliary Services, the responsibility for the quality, adequacy, 
convenience, and cost of food service is delegated to the manager/Contract management of food 
service.  The manager/Contract management will be responsible for purchasing food and 
consumable supplies, and for staffing, administering, and supervising food service operations.  
The Director of Auxiliary Services will manage relationships with and monitor performance of 
food service contractors. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 3/22/71 
Amended: 10/25/71 
Reviewed: 10/12/95 
Amended: 12/17/14 
Amended:  11/14/17 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 

 



6330 
 
Support Services 
 
Rules and Regulations 
 
Rules and regulations concerning food services will be developed and maintained by the 
manager/Contract management of food service, recommended by the Director of Auxiliary 
Services and approved by the Vice President of Financial and Business Services. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 3/22/71 
Amended: 10/25/71 
Reviewed: 10/12/95 
Amended: 12/17/14 
Amended: 11/14/17 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 

 



6340 
 
Support Services 
 
Personnel - Selection and Training 
 
While current labor laws and institutional policies, rules and regulations relating to maintenance 
and service personnel will be observed, the manager/Contract management of food service will 
bear major responsibility in the area of job breakdown, time schedules, work schedules, and for 
worker selection, termination, placement, supervision, training and evaluation.  Health standards 
and procedures in selection and retention of food service workers shall be such as to avoid risk of 
food contamination. 
 
Training programs for food service employees will be offered and conducted by 
manager/Contract management as needed under the general supervision of the Director of 
Auxiliary Services. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 3/22/71 
(formerly #6350) 
Reviewed: 10/12/95 
Amended: 12/17/14 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 



6350 
 
Support Services 
 
Health and Safety 
 
Whether self-operated or contract-managed, periodic health examinations of food service 
workers, sanitary habits of work, and sanitary conditions of equipment and quarters will at all 
times be maintained.  As a minimum, standards set by state and local regulations will be 
maintained. 
 
Safety precautions will be observed in work habits of employees, in the employment of safety 
devices on equipment and in avoidance or minimizing of fire and other hazards. 
 
 
 
 
 
 
Legal Reference:    Illinois Public Community College Act 

110ILCS 805/2-12(e): Powers and duties of State Board 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 3/22/71 
(formerly #6370) 
Amended: 10/12/95 
Amended: 12/17/14 

MORAINE VALLEY COMMUNITY COLLEGE 
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6410 
 
Support Services 
 
Objectives and Scope 
 
The objective of this policy is to provide a store where book rentals, digital and e-books, physical 
books, materials of instruction and recreation will be made conveniently available to students 
and staff at reasonable prices in-store and online. The College Store will remain innovative and 
keep current with industry trends. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 3/22/71 
Reviewed: 10/12/95 
Amended: 12/17/14 
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6420 
 
Support Services 
 
Responsibility 
 
Under the direction of the Vice President of Financial and Business Services and the general 
supervision of the Director of Auxiliary Services, the responsibility for store operations is 
assigned to his/her designee. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 3/22/71 
Amended: 10/25/71 
Reviewed: 10/12/95 
Amended: 12/17/14 
Amended: 11/14/17 
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6440 

Support Services 

Rules and Regulations 

The manager/designee of the College Store will prepare rules and regulations concerning 
operations of the College Store, including hours of service, employee conduct, procedures for 
assessing need, for purchases, pricing, stocking, inventory, and record keeping.  Such will be 
recommended by the Director of Auxiliary Services and approved by the Vice President of 
Financial and Business Services. 

Policy 
 Adopted: 3/22/71 
Amended: 10/25/71 
Reviewed: 10/12/95 
Amended: 12/17/14 
Amended: 11/14/17 

MORAINE VALLEY COMMUNITY COLLEGE 
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6451 
 
Support Services 
 
Purchases and Inventories 
 
Purchases 
 
Under the general supervision of the Director of Auxiliary Services, purchases of books for 
resale by the manager/designee of the College Store are authorized. Such purchases are to be 
made with regard to realistic demand, the economics of quantity purchases, and competitive 
prices. 
 
Prices and quality being equal, purchase will be given to the local supplier. Competitive prices 
are to be secured on quantity purchases. 
 
Purchases of materials for resale, other than books, shall follow the regular college purchasing 
procedures. 
 
 
Inventories   
 
Inventories are to be maintained as directed by the Director of Auxiliary Services.  Periodic 
evaluation of the salability of stock will be made, and materials of impaired or doubtful salability 
will be sold at reduced prices or otherwise disposed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 3/22/71 
Amended: 10/25/71 
Reviewed: 10/12/95 
Amended: 12/17/14 

MORAINE VALLEY COMMUNITY COLLEGE 
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6452 
 
Support Services 
 
Basis of Operation and Kind of Store 
 
Basis of Operation 
 
The college will maintain and operate a College Store as a service to the students.  The College 
Store will operate as a self-supporting extension of the college.  Direct and indirect costs for the 
operation of the College Store including equipment shall be charged to the College Store.  
Charges for books and materials sold should cover such costs. 
 
Kind of Store 
 
The College store will be in a readily accessible location, preferably with attractive display space 
and physical appearance. The College Store will offer online solutions to off-campus locations. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 3/22/71 
Amended: 5/22/75 
Amended: 10/12/95 
Amended: 12/17/14 

MORAINE VALLEY COMMUNITY COLLEGE 
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6510 
 
Support Services 
 
Objectives and Scope: Safety and Security Services 
 
Under the authority of the Community College Act, (110ILCS, 805/3-42.1.) the Board of 
Moraine Valley Community College District #524 has established the Moraine Valley 
Community College Police department to provide a safe and secure educational environment for 
students, staff and visitors to its campuses. 
 
A. Within that authority, the Campus Police Chief and the department will provide enforcement 
of all college rules and regulations, enforcement of all state and federal mandates, along with 
providing for the safety inspection and regulatory compliance of college’s facilities as the 
primary Law Enforcement organization for Moraine Valley Community College campuses.  
 
B. The Police Chief will insure that all changes in statute and compliance issues are current 
within the police department procedures and that operational policies are reflective of the 
college’s mission.  
 
C. The police department will enforce all board policies along with the Illinois Criminal and 
Vehicle codes, relevant parking and life safety regulations of the college, in accordance with 
Moraine Valley Police Department- Law Enforcement Policies and Procedures General Order- 
#14-02. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 3/22/71 
Reviewed: 10/12/95 
Amended: 11/12/14 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 



6521 

 
Support Services 
 
Policy on Procedures for Completing Criminal Background Investigation Prior to Employing 
Individuals into Security-Sensitive Positions. 
 
Whereas, Congress has enacted the Campus Security Act ( Public Act 88-629), which requires 
each public institution of higher education shall, through written policy and procedures, identify 
security-sensitive positions and make provision for the completion of criminal background 
investigation prior to employing individuals in those positions. 
 
Whereas, The Board of Trustees of Moraine Valley Community College, District No. 524, 
intends to comply with the requirements of that act, 
 
NOW, THEREFORE, The Board of Trustees adopts the following policy: 
 
A.   The Board of Trustees and the college administration shall determine what positions are to be 
classified as security- sensitive based upon those having direct and significant impact on the safety 
and well-being of students, staff and the institution. 
 

1. Positions which are responsible for the safety and well-being of students and personnel 
and those that have access to the entire campus including but not limited to: Moraine 
Valley Police department employees, Nursing/Health Care workers, Counseling, Full-
time and Part-time faculty, Child Care Center staff and Maintenance staff have been 
classified as security-sensitive personnel thereby subject to the requirements of Campus 
Security Act. 

 
2. Positions which are responsible for handling the U.S. currency including but not limited 

to: Accounting staff, Bursars Office staff, Bookstore staff,  Box Office staff,  Library 
staff, College Activities staff and Foundation Office staff have been classified as 
security-sensitive personnel thereby subject to the requirements of the Campus Security 
Act. 

 
3. Positions which deal with confidential student and personnel records including but not 

limited to: Human Resources staff, Registration staff, Information Systems staff, Internal 
Auditor, Financial Aid staff and administrative staff have been classified as security-
sensitive personnel thereby subject to the requirements of the Campus Security Act. 
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B.   After those positions deemed to be security-sensitive have been determined and prior to 
employing an individual in that position, the institution will initiative a background check to be 
conducted by authorized personnel from the Moraine Valley Community College Police 
Department in conjunction with the Human Resources Department. 
 

1. The decision as to what action would be appropriate in the event of a negative report will 
be left to the discretion of the college administration. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 12/18/96 
Amended: 11/12/14 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 



6531 
 
Support Services 
 
Policy on Procedures and Facilities for Students and Employees to Report Sexual Assault on 
Campus and the College's Response to Those Reports 
 
WHEREAS, Congress has enacted the Campus Security Act ( Public Act 88-629 ), which 
requires that each public institution of higher education shall establish by December 1, 1996,  a 
Community Task Force for the purpose of coordinating with community leaders and service 
providers to prevent sexual assaults and to ensure a coordinated response both in terms of law 
enforcement and victim services, 
 
WHEREAS, The Board of Trustees of Moraine Valley Community College District No. 524, 
intends to comply with the requirements of that act, 
 
NOW, THEREFORE, The Board of Trustees adopts the following policy: 
 
A.   Moraine Valley Police Department has established a Community Sexual Assault Force as 
required under the Campus Security Act (Public Act 88-629). 
 

1. The Department has developed activities and educational programs to inform students 
and staff of methods of deterring sexual assault and implement regularly-scheduled 
meetings to deal with sexual assault issues.  

 
2. The Department will promote the training of staff and students to assist in sexual assault 

prevention and assistance, establish a "Hot-Line" and on call counselors to assist sexual 
assault victims. The department also will provide an anonymous tip email line for victims 
of sexual assault and witnesses to report information to the department.   

 
3. The Department shall adhere to the Model Guideline and Sex Crimes Investigation 

Manual for Illinois Law Enforcement (SCRIM) as developed by the Illinois Law 
Enforcement Training and Standard Board and the Illinois Coalition against Sexual 
Assault. 
 

4. The Department will work with the Human Resources Department and the Moraine 
Valley Title IX Coordinator to investigate, document, and report; all reports of sexual 
assault and/or harassment on the campus and will help insure compliance with provisions 
of Title IX and the Violence Against Women Act.    
 



6531 cont. 

 
B.   The Moraine Valley Police Department shall be responsible for carrying out the mandates of 
the Clery/Violence against Woman’s Act, as well as provisions of Title IX and all state and 
federal regulations providing for a safe and secure learning and working environment. 
 

1. It is the policy of the Moraine Valley Police Department to respond professionally and 
appropriately to sexual assault crime reports, all sexual assault victims will be treated 
with respect and appropriate attention will be giving to their emotional and physical 
needs. 

 
2. Each officer will conduct an investigation based upon the facts presented. Interviews will 

be conducted utilizing appropriate techniques, and evidence will be properly identified, 
collected and preserved. 

 
3. All efforts will be made to achieve prosecution of sex offenders. 

 
4. The department will coordinate aftercare for the victim with campus counseling or other 

requested aftercare available for the victim. 
 

5. The Department will support all victims with confidential and companionate guidance 
during any investigation. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 12/18/96 
Amended: 11/12/14 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 

  



6532 
 
Support Services 
 
Policy on Procedures and Facilities for Students and Employees to Report Criminal Acts and 
Other Emergencies on Campus and the College's Response to Those Reports. 
 
WHEREAS, Congress has enacted the Crime Awareness and Campus Security Act; and 
 
WHEREAS, the Board of Trustees of Moraine Valley Community College intends to comply 
with the requirements of that Act., 
 
NOW, THEREFORE, the Board of Trustees adopts the following policy: 
 
A. The Moraine Valley Police Department shall be primarily responsible for carrying out the 
mandates of the Crime Awareness and Campus Security Act. 
 

1. The Police Department will develop rules and regulations to implement these policies and 
to carry out its duties and responsibilities. 

 
2. The Police Department shall from time to time, file reports with the Board of Trustees as 

to compliance with the Crime Awareness and Campus Security Act, problems that have 
arisen and its enforcement and the costs of carrying out its responsibility. 

 
B.    The Police Department shall develop procedures and methods to respond to reports of crime 
and other emergencies on campus. 
 

1. The Police Department shall investigate the occurrence of all on-campus crime, as 
defined in the Illinois Revised Statutes and other emergencies occurring on the campus 
considered to be a threat to the safety of students and employees as per 110ILCS, 805/3-
42.1. 

 
2. The reports of these occurrences shall be reviewed to determine if the information 

gathered can assist the college in its Campus Crime Prevention programs. 
 

3. Timely warnings and emergency notifications shall be made to students and employees 
after such occurrences where a threat is ongoing or criminal activity could impact the 
college community or its facilities, as required by the provisions of the Clery Act. The 
type and nature of the report shall be determined by the Police Chief or his/her designee. 

  
 Crime Reports shall be placed in the department crime log and will be available to 
 students, staff or visitors at the main campus Police Department. 
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4. The Police Department and other campus organizations shall provide reasonable support 
services and resources to crime victims and the victims’ families. 

 
5. Emergency and timely warnings will be disseminated broadly throughout the campus 

community by employee and student text alerts, email alerts, PA system warnings and 
webpage announcements, authorized by the Chief of Police or his/her designee.  

 
C.    In the event a perpetrator of a violent crime is subject to discipline by the college, the victim 
of the crime shall be permitted to obtain the results of that disciplinary proceeding. In those cases 
that result in an arrest, the victim will be kept aware of the status of the case and the final 
outcome. 
 
D.    Definition of student and employees: 
 

1. Student is defined as any person enrolled in one or more courses of study for academic or 
non-academic credit. 

 
2. "Employee" is defined as a part-time or full-time person with scheduled hours of 

employment on campus under the direction and control of the institution and its agents. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 2/17/93 
Reviewed: 10/12/95 
Amended: 11/12/14 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 



6533 

Support Services 

Policy on Security and Access to Campus Facilities (Including Campus Resident Facilities) and 
Security Consideration in Maintaining Campus Facilities 

WHEREAS, Congress has enacted the Crime Awareness and Campus Security Act; and 

WHEREAS, the Board of Trustees of Moraine Valley Community College, District #524 intends 
to comply with the requirements of the act; and 

Whereas, the Board of Trustees seeks to provide an atmosphere of openness for the 
encouragement of collegiate activity on campus facilities, the policy of promoting openness must 
be balanced, however, by controls on access to campus facilities designed to promote security in 
campus facilities. 

NOW, THEREFORE, the Board of Trustees adopts the following policy: 

A. The Police Department will develop rules and regulations on access and security of campus
facilities including parking, vehicle registration and sign-in procedures.

B. The Police Department shall inspect the lighting, landscaping and the college's physical
facilities (doors, lock, etc.) to determine what improvements if any need to be made for security
on the campus.

Policy 
 Adopted: 2/17/93 
Reviewed: 10/12/95 
Amended: 11/12/14 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 
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Support Services 
 
Policy on Unauthorized Access and Use of Campus Facilities 
 
Moraine Valley Community College encourages the use of the college as a community resource 
when such use is compatible with the objectives and philosophy of the college and will not 
interfere with the college program.  Individuals or groups must accept full responsibility for 
protection of college facilities.  College facilities may not be used for private gain. 
 
In an effort to provide safe and secure facilities, the adherence to operational hours must be 
enforced. It will be the responsibility of the Moraine Valley Police Department to control and 
restrict access to closed facilities and enforce college policy and state trespass statutes. 
 
Unauthorized use of college facilities is prohibited.  Vehicles on campus without police parking 
permission after 11:30 p.m. will be cited for overnight parking violation as per college policy.  
Emergency admittance will be temporary and short term in duration and under the supervision 
and approval of the police department. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 4/15/15 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 

  



6533.2 
 
Support Services 
 
Policy on Minors’ Use of Campus Facilities  
 
Moraine Valley Community College is responsible for providing a safe and positive educational 
environment free from potential distractions.  The college facilities and grounds are 
inappropriate places for unattended children. 
 
The college requires all minors to be under the direct supervision of their parents or guardian at 
all times. This procedure applies to children of staff, students, and visitors using campus 
facilities.  Parents of children on campus may be subject to the penalties of the Juvenile Court 
Act of 1987 (705 ILCS 405/2-3, Neglected or Abused Minor). 
  
Juveniles under 13 years of age who are not in attendance at a daycare, camp or educational 
program may not be outside the control of an adult guardian while at a college facility, including 
the college library. 
 
Juveniles under 13 years of age must be under the direct supervision of an adult guardian while 
using computers or information technology provided on campus facilities.  Access to internet 
content is not restricted or filtered.  Adult guardians shall monitor the content viewed by 
juveniles using information technology available on campus. 
 
Juveniles 13 years or older who are not registered in a college sanctioned program, class, or other 
event or using the college library may not loiter or gather within any campus facility. Loitering 
or gathering within student services areas shall not be permitted. 
 
Violations of this policy will be referred to the Moraine Valley Police Department.  Damage or 
criminal actions by unsupervised minors will result in parental liability action by the college. 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 4/15/15 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 



           6533.3 
 
Support Services 
 
Policy on Unauthorized Use of Recreational Drones (UAVs) on Campus Property or Leased 
Facilities 
 
Moraine Valley Community College encourages the use of the college as a community resource 
when such use is compatible with the objectives and philosophy of the college and will not 
interfere with the college program.  Individuals or groups must accept full responsibility for 
protection of college facilities.  College facilities may not be used for private gain. 
 
In an effort to provide safe and secure facilities, the college prohibits the recreational operation or 
use of Drones, or UAVs, on any property owned or controlled by Moraine Valley Community 
College. This policy pertains to the use of hobby or recreational drones, model airplanes, and other 
unmanned aerial vehicles or unmanned aerial systems (all of which are collectively referred to as 
“UAVs” in this policy). 
 
Nothing in this policy prohibits the use of UAVs by the college for research, educational, 
commercial or law enforcement purposes. All commercial operators must provide proof of 
insurance and comply with local, state, and federal laws regarding use of drones, including Federal 
Aviation Administration Small Unmanned Aircraft Systems (sUAS) rules (14 CFR Part 107). 
 
 
Any college employee, student, department or affiliated entity using drones, or UAVs, on campus, 
college-controlled property or at college-affiliated events must notify the Moraine Valley Police 
Department of their purpose before use. The Moraine Valley Police Department will enforce this 
policy. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 9/19/17 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 

 



6534 
 
Support Services 
 
Policy on Informing Students and Employees about Campus Security Procedures and Practices 
to Encourage Students and Employees to be Responsible for Their Own Security and the 
Security of Others 
 
WHEREAS, Congress has enacted the Crime Awareness and Campus Security Act; and 
 
WHEREAS, the Board of Trustees of Moraine Valley Community College, District #524 intends 
to comply with the requirements of that act; 
 
NOW, THEREFORE, the Board of Trustees adopts the following policy: 
 
A.     The Police Department shall inform students and employees about campus security 
measures to encourage all persons to be concerned about a secure campus environment and to be 
aware of security concerns on the campus. 
 

1. The Police Department shall develop programs and distribute appropriate materials about 
campus security procedures to students and employees. Educational presentations will be 
conducted at appropriate times, including pre-enrollment and orientation visits. 
 

2. The Police Department will develop appropriate publications about security topics, 
programs, procedures and personnel while maintaining a current website that addresses 
actions to be taken during emergencies and how to report crimes. 

 
B.    Student and employee shall be educated as to their personal responsibility for security and 
for the security of others. 
 

1. Education shall be through appropriate programs and educational booklets.  
 

2. The campus community will also be informed about security matters via campus media. 
 

3. Moraine Valley encourages all staff, students, and visitors to participate in campus safety 
and education programs and promotes bystander intervention. 
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C.    The Moraine Valley Police Department shall develop programs to inform students and 
employees about the prevention of crimes. 
 

1. The department shall work with the Dean of Students and Compliance Officer and 
appropriate employee organizations in the development of these programs. 

 
2. The department shall also work with regional law enforcement officials in securing 

appropriate materials, presenting programs and developing regulations to implement this 
responsibility. 
 

3. The department shall also work with regional law enforcement officials in securing 
appropriate materials, presenting programs and developing regulations to implement this 
responsibility. 
 

4. The college through the Moraine Valley Police Department will monitor any criminal 
activity occurring, or reported, involving recognized off-campus student organizations 
activity attended by its students. 

 
5. The college through the Moraine Valley Police Department will cooperate with local 
 police agencies in monitoring any criminal activity occurring or reported, involving 
 recognized off-campus student organizations activity attended by its students. 
 
6. If any problems occur as to off-campus criminal activity in off-campus organizations, the 

police department will provide administration all available information of the incident. 
 
 
 

 
 
 
 
 
 
 
 
 
 
Policy 
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Support Services 
 
Policy on Possession, Use and Sale of Alcoholic Beverages and Illegal Drugs and Drug Abuse 
Education Programs 
 
WHEREAS, Congress has enacted the Crime Awareness and Campus Security Act; and 
 
WHEREAS, the Board of Trustees of Moraine Valley Community College intends to comply 
with the requirements of that Act, and 
 
Whereas, the Board of Trustees recognizes the danger posed by the abuse of alcoholic beverages 
an illegal drugs and intends to abide by and strictly enforce all state and federal laws governing 
possession, use and sale of alcoholic beverages and illegal drugs including but not limited to the 
Drug-Free Workplace Act of 1988, the Drug-Free Schools and Communities Act Amendments 
of 1989, and the Illinois Liquor Control Act of 1934. 
 
NOW, THEREFORE, the Board of Trustees adopts the following policy: 
 
A.  Students and employees are prohibited from bringing onto the campus or using alcohol or 
illegal drugs on campus or during any college activity. An exception to the alcohol possession 
and use rule may be made in accordance with the Illinois Liquor Control Act of 1934, 235 ILCS 
5/1-1 et seq. The Board of Trustees shall determine the types of events that would be eligible for 
an exemption pursuant to this Act. 
 
B.  The Dean of Students and Compliance Officer, Human Resources, the Moraine Valley Police 
Department, and the Moraine Valley Community College Alcohol and Other Drugs (AOD) 
Taskforce shall develop appropriate materials to be distributed to all students and employees, 
addressing the Drug and Alcohol policies of the college. 
 
C.  The AOD taskforce will insure the college meets all requirements of the Drug-Free Schools 
and Campuses Regulations [EDGAR Part 86] Alcohol and Other Drug Prevention Certification 
requirements and provided notifications to all campus employees and prospective/current 
students. 
 
 
 
 
 
Policy 
 Adopted: 2/17/93 
Reviewed: 10/12/95 
Amended: 11/12/14 
Amended: 12/20/16 
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Support Services 
 
Policy on Gathering Crime Statistics Concerning Crime on Campus 
  
WHEREAS, Congress has enacted the Crime Awareness and Campus Security Act; and 
 
WHEREAS, the Board of Trustees of Moraine Valley Community College intends to comply 
with the requirements of that Act. 
 
NOW, THEREFORE, the Board of Trustees adopts the following policy: 
 
A.    The Police Department shall be responsible for gathering of statistics concerning occurrence 
of crime on campus that has been reported to the Campus Police Department. 
 
B.    Definitions 
 

1. "Reported" and defined as an official designation by a police officer, public safety 
officials or person possessing authority to determine if a crime has occurred. 

 
2. An "arrest" has occurred when a law enforcement officer has detained an individual with 

the intention of seeking charges against a person for a specific offense (s) and a record is 
made of the detention. 

 
C.   Statistics shall be compiled in accordance with the definition used in the uniform crime 
reporting system of the Department of Justice, Federal Bureau of Investigation and the 
modification in such definitions made by the Hate Crime Statistics Act. 
 
D.   The following crimes and occurrences will be collected and reported: (These definitions will 
vary as those crimes are defined in state law.) 
 

1. Murder: the willful (non - negligent) killing of one human being by another 
 

2. Criminal sexual assault: sexual penetration by the use of force, or threat of force, or 
where the victim was unable to understand the nature of the act or otherwise unable to 
give knowing consent. 

 
3. Criminal sexual abuse: an act of sexual conduct by the use of force or threat of force, or 

where the victim was unable to understand the nature of the act or otherwise unable to 
give knowing consent. 
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4. Aggravated assault: engaging in conduct which places another in reasonable 

apprehensive or receiving a battery and involve any of the following: use of a deadly 
weapon; so acting while hooded, robed or masked to conceal identity; knowledge by the 
offender that the victim is a peace officer, correctional officer or firefighter acting in 
execution of official duties; knowledge by the offender that the victim is a teacher or 
school employee on or adjacent to school grounds; knowledge that the victim is an 
employee of the state of Illinois, municipal corporation, political subdivisions engaged in 
authorized duties; conduct on or about a public way, public property or place of public 
accommodation or amusement. 

 
5. Aggravated battery: knowledge or intentionally causing great bodily harm, permanent 

disability, or disfigurement. Or committing a battery under the circumstances described 
above. 

 
6. Burglary (breaking and entering): the unlawful entry into a building or other structure 

with the intent to commit a felony or a theft. Forced entry is not a required element of the 
offense.  So long as the entry is unlawful (constituting a trespass), it may be 
accomplished via an unlocked door or window - included are unsuccessful attempts 
where force is employed, or where a perpetrator is frightened off while entering an 
unlocked door or climbing through an open window. 

 
7. Motor vehicle theft: the theft or attempted theft of a motor vehicle. 

 
8. All crime listed as hate or bias motivated, include those based on race, sexual preference, 

gender, religion or ethnic background, or disabilities.   
 
E.    Statistics concerning the number of arrests for the crimes shall also be reported: 
 

1. Liquor law violation: violation of laws or ordinances prohibiting the manufacture, sale, 
purchase, transportation, possession or use of alcoholic beverages (with the exception of 
"driving under the influence"). 

 
2. Drug abuse violations:  violations of laws prohibiting the production, distribution, and/or 

use of certain controlled substances and the equipment or devices utilized in their 
preparation or use. 

 
3. Weapons violations:  violation of law or ordinances prohibiting the manufacture, sale, 

purchase, transportation, possession, concealment, or use of firearms, cutting instruments, 
explosive, incendiary devices, or other deadly weapons. 
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F.    Statistics will be gathered by the Police Department for the period beginning January 1 
through December 31, and any two preceding years for which data is available and shall be 
annually published by the Police Department in a document entitled "Report on Crime on the 
Campus." 
 

1. The report shall contain summary descriptions of all policies on crime awareness and 
campus security and statistics concerning the crimes reported to the campus security 
authorities and local police agencies. 

 
2. The report shall be disseminated to students, employees and other interested persons. 

 
3. The annual report shall be made available by the Moraine Valley Police Department for 

distribution to persons who inquire about that report in person or by mail or telephone. 
The annual report shall be submitted each year to the United States Department of 
Education. 
 

4. The notice of annual report shall be prepared and distributed by email to all staff and 
prospective students at the beginning of each semester as well as being published in the 
college handbook. The report will be also made available on the Police Department 
website.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 2/17/93 
Reviewed: 10/12/95 
Amended: 11/12/14 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 



6539 
 
Support Services 
 
Policy Establishing Rules and Regulations in Accordance with the Illinois “Firearm Concealed 
Carry Act” 
 
I. Introduction and Statement of Purpose 
 

The Illinois General Assembly has adopted Public Act 98-0063, “The Firearm Concealed 
Carry Act” (the “Act”).  Subject to the overall supervision and regulation of the Illinois 
State Police, the Act authorizes qualified individuals to carry a concealed firearm.  A 
concealed firearm is a loaded or unloaded handgun carried on or about that person 
completely or mostly concealed from view of the public, or is within a vehicle owned by 
that person. 

 
 This Policy has the following purposes: 
 

A. To reaffirm the Board’s position that the presence of firearms on campus, in any 
of the college buildings, or in any of the college’s facilities is dangerous and 
contrary to the mission of the college. 

 
B. To recognize that the Act affords certain limited rights to individuals possessing a 

valid license to carry a concealed firearm (such qualified individual is referred to 
in this Policy as a “Licensee”). 

 
C. To clearly delineate the rights and responsibilities of Licensees on college 

property. 
 
D. To set forth consequences and penalties for a violation of this Policy on the part 

of Licensees and non-Licensees alike. 
 
II. Reaffirmation of Prohibition 
 

Except as provided elsewhere in this Policy, no individual shall possess, carry, or have 
control of a firearm either on his or her person or in his or her vehicle on any property 
owned or otherwise controlled by the college.  This prohibition includes the college’s 
main campus in Palos Hills, as well as the Blue Island and Tinley Park Centers.  This 
prohibition includes, without limitation, the following areas: 

 
 A. Any building or portion of a building under the control of the college. 
 
 B. Anywhere on the grounds of the college. 
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 C. Anywhere on the college’s parking areas, sidewalks, and common areas. 

 
D. Any property on campus where the college grants permission for a public 

gathering, such as Palos Fest or the JDRF Walk-A-Thon. 
 
III. Special Regulations Applicable to College Employees 
 

A. No firearm may be carried or transported in any motor vehicle owned by the 
college. 

 
B. Members of the college Police Department are authorized to carry firearms in 

accordance with the state law and department regulation. 
 
C. Subject to Board approval, firearm use or possession may be permitted where 

such use or possession is part of a course curriculum. 
 
IV. Special Regulations for Licensees 
 

A. A Licensee entering the college’s Palos Hills campus in a motor vehicle has two 
options: 

 
1. Immediately upon parking the vehicle in any of the college’s designated 

parking spaces, the Licensee must immediately either (a) store his or her 
firearm or ammunition in a secure case or locked container out of plain 
view within the vehicle, or (b) store the firearm within the vehicle’s trunk.  
In the event the Licensee stores the firearm in the Licensee’s trunk, the 
Licensee must ensure that the firearm is unloaded at the time the Licensee 
exits the vehicle. 

 
2. In the alternative, upon entering the campus, the Licensee shall 

immediately proceed to the Police Department and tender the firearm to 
the Police Department for storage and safekeeping. 

 
 Pedestrian Licensees entering the campus shall immediately proceed to the 

Police Department and tender the firearm to the Police Department for 
purposes of storage and safekeeping. 

 
 B. A Licensee entering the Tinley Park campus in a motor vehicle has two options: 
 

1. Immediately upon parking the vehicle in any of the college’s designated 
parking spaces, the Licensee must (a) immediately store his or her firearm 
or ammunition in a secure case or locked container out of plain view 
within the vehicle, or (b) immediately store the firearm within the  
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vehicle’s trunk.  In the event the Licensee stores the firearm in the 
Licensee’s trunk, the Licensee must ensure that the firearm is unloaded at 
the time the Licensee exits the vehicle. 

2. Should the Licensee desire to turn the firearm into the college Police
Department for safekeeping, the Licensee shall first secure the firearm in
accordance with subsection 1 above.  The Licensee then shall immediately
contact a police officer on duty and request storage.  The police officer
will thereupon accompany the Licensee to the Licensee’s vehicle. The
officer will assume control of the firearm, and place it in a secure facility
in the building for safekeeping.

Pedestrian Licensees entering the campus shall personally contact a police
officer on duty and request storage.  The police officer will assume control
of the firearm, and place it in a secure facility in the building for
safekeeping.

C. The college’s Blue Island facility has no college-owned parking area.  Licensees
are subject to applicable laws and regulations of the City of Blue Island regarding
parking lot storage.

V. Penalties for Violation

Persons who violate any of the terms of this Policy shall be subject to all civil and
criminal penalties as provided by law.

In addition:

A. Any student found to be in violation of this Policy is subject to suspension or
expulsion from the college.

B. Any college employee found to be in violation of this Policy is subject to
suspension or termination of employment.

C. Any third person (meaning, an individual who is neither an employee nor a
student) found to be in violation of this Policy is subject to exclusion from any
college property or facility for a period of not less than one (1) calendar year.

Policy 
 Adopted: 9/17/13 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 



6540 

 
Support Services 
 
Rules and Regulations 
 
The president or his/her designee shall prepare or cause to be prepared rules and regulations for 
the safety and security of persons and their privileges and the property of the college, and upon 
approval of the board and the President shall publish the same to employees, staff and students. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
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Support Services 
 
Authority of the Board to Provide Auxiliary Services 
 
The Board may provide for auxiliary services related to the operation of the college, primarily to 
provide non-instructional services for sale to students and staff.  Auxiliary services will be 
established with the intent of being self-supporting.  In exercising this power, the Board may 
provide, purchase, lease or contract for such services. 
 
 
 
 
 
 
 
 
 
 
Legal Reference:   Illinois Public Community College Act  

110ILCS 805/3-31.1: Auxiliary services for students and 
employees 
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Support Services 

 

Policy for Responsible Use of Information Technology 

 

Preamble 

 

The Policy for Responsible Use of Information Technology is a governing philosophy for 

regulating all applicable activities by students, faculty members, staff members, and other 

authorized users of Moraine Valley Community College’s facilities and information technology 

resources.  It establishes general principles regarding appropriate use of equipment, software, 

networks, and facilities. 

 

By adopting this policy, the Board of Trustees recognizes that all members of the college are 

bound by local, state, and federal laws relating to copyrights, security, and other statutes 

regarding media.  They also recognize the responsibility of faculty and staff to take leadership 

roles in carrying out the policy and assuring that the college community honors the policy. 

 

Policy 

 

In support of its mission of offering quality in education and excellence in service, Moraine 

Valley Community College provides access to college facilities and information technology 

resources for students, faculty members, staff members, and other authorized users within 

institutional priorities and financial capabilities. 

 

Access to the college’s facilities and information technology resources is a privilege granted to 

faculty members, staff members, college students, and other authorized users.  Access to college 

facilities and information technology resources may be granted by the college based on the 

following factors: relevant laws and contractual obligations, the requester’s need to know, the 

information’s sensitivity, the risk of damage or loss on the part of the college, and derived 

educational benefit. 

 

The college reserves the right to extend, limit, restrict, or deny computing privileges and access 

to its information resources.  Data custodians—whether departments, divisions, faculty members, 

or staff members—reserve the right to grant access to information only for responsible uses that 

are consistent with the mission and purpose of the college and as long as such access does not 

violate any license or contractual agreement; college policy; or any federal, state, county, or local 

law or ordinance. 

 

College facilities and information technology resources are to be used only for the college-

related activities for which they are intended or authorized.  College facilities and information 

technology resources are not to be used for commercial purposes. Other non-college related 

activities require written authorization from the President or his/her designee.  In these cases, the 

college will require payment of appropriate fees.  This policy applies equally to all college-

owned and college-leased computers and peripherals, hardware, and software. 
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Information technology provides an important means of public and private communication.  

Authorized users and system administrators will respect the privacy of person-to-person 

communications in all forms, including voice, text, and image.  For faculty members, the 

principle of academic freedom will apply to public communications in all these forms.  In 

accordance with guidelines and procedures, the college may collect data on individual usage of 

any college facilities and information technology resources.  If unauthorized use, threatening or 

abusive behavior has been reported, the college reserves the right to monitor, view, and record all 

files, passwords, printouts, accounting information, or such other material that may aid in the 

investigation. In these instances, the Executive Leadership Team member of the area and Human 

Resources (or a designated agent) need to approve the investigation before any action is taken, 

unless requested by the Moraine Valley Police Department. 

 

All members of the college community who use Moraine Valley’s facilities and information 

technology resources must act responsibly in their use of the resources.  Every user is responsible 

for the integrity of the resources.  All users of college-owned or college-leased facilities and 

information technology resources must respect the rights of other users, respect the integrity of 

the physical facilities and controls, and comply with all pertinent licenses and contractual 

agreements.  Moraine Valley’s policy requires that all members of its community act in 

accordance with these responsibilities, relevant laws and contractual obligations, and the highest 

standard of ethics. 

 

The college uses student email as an official means of information delivery. Students are 

required to regularly check and use their college-issued email address for all electronic 

communication with instructors and college staff. A college email address is generated upon a 

student’s application to the college and expires after six semesters of non-enrollment. Email 

passwords must not be shared. 

 

Authorized users and system administrators must guard against all abuses that disrupt or threaten 

the viability of any systems, including those at the college and those on networks to which the 

college’s systems are connected.  Access to college facilities and information technology 

resources without proper authorization from the data custodian(s), unauthorized use of college 

computing facilities, and intentional or negligent corruption or misuse of college facilities and 

information technology resources are direct violations of the college’s standards for conduct.  

These standards are outlined in Moraine Valley Community College Board Policy and 

Procedures, college collective bargaining agreements, Administrative & Professional Handbook, 

and the Student Code of Conduct.  Such activities may also constitute civil and/or criminal 

offenses. 
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Implementation 

 

The President or his/her designee is responsible for supervising the adoption of guidelines and 

procedures to implement this policy. System administrators may adopt additional guidelines and 

procedures for use of their own systems.  Any additional guidelines and procedures adopted by 

system administrators must be consistent with this policy and must be approved by the President 

or his/her designee before adoption. 

 

Enforcement 

 

Alleged violations of this policy will be processed according to the administrative processes 

outlined in one or more of the following: Moraine Valley Community College Board Policy and 

Procedures, college collective bargaining agreements, Administrative & Professional Handbook, 

the Student Code of Conduct, and the Code of Academic Integrity.  Moraine Valley treats access 

and use violations of college facilities and information technology resources seriously. Moraine 

Valley will pursue criminal and/or civil prosecution of violators as it deems necessary. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Policy 

 Adopted: 5/18/95 

(formerly #6810) 

Reviewed: 10/12/95 

Amended: 3/18/15 

Amended: 11/16/21 

MORAINE VALLEY COMMUNITY COLLEGE 

Palos Hills, Illinois 

 



6710.1 
 
Support Services 
 
Policy on Information Security 
 
Moraine Valley Community College shall protect the confidentiality, integrity and availability of 
the college’s information systems and stored data from external and internal threats through the 
implementation of the Information Security Plan which provides, among other things, the 
responsibilities, guidelines and practices to be used by college personnel. The purpose of this 
Plan is to prevent, deter, detect, respond to and recover from compromises to the college’s 
information systems and stored data and to foster an environment of the proper and secure 
dissemination of information. 
 
Individuals and departments within the college may adopt additional security requirements that 
are specific to their operations, provided that the requirements are consistent with the Moraine 
Valley Information Security Plan.  In the event that more specific policies govern certain types of 
information, e.g. Family Educational Rights and Privacy Act (FERPA), Health Insurance 
Portability and Accountability Act (HIPAA), financial information under Gramm-Leach-Bliley 
Act (GLBA), or Payment Card Industry (PCI) standards, the more specific policy will take 
precedence.  Any additional guidelines and procedures adopted must be consistent with this 
policy and must be approved by the President or his designee before adoption. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
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Support Services 

 

Privacy Policy 

 

The college is committed to maintaining a user’s online privacy and securing personal data in 

compliance with all laws.  This privacy policy outlines the types of data the college gathers in 

operating the college’s network, student systems, financial systems, and website as well as the 

steps the college takes to safeguard it. By using the college’s online network and related systems, 

the user agrees to all the conditions stated in this privacy policy. The college reserves the right to 

amend these terms at any time and without further notice. The scope of privacy regulation at the 

college, includes but is not limited to:  

 

 Illinois Personal Information Protection Act (815 ILCS 530) 

 Family Education Rights and Privacy Act (FERPA)  

 Gramm-Leach Bliley Act (GLBA)  

 General Data Protection Regulation (GDPR) 

 Genetic Information Nondiscrimination Act (GINA) 

 Health Insurance Portability and Affordability Act (HIPAA) 

 HIPAA – HITECH Act  

 Library Records Confidentiality Act (75 ILCS 70/1) 

 

Information Collection  

 

 The college strives to keep your personal information accurately recorded. Technology, 

management processes, and policies have been implemented to help maintain data 

accuracy. The college provides individuals with reasonable access to personal information 

that they provided and the reasonable ability to review and correct it. To protect your 

privacy and security, the college will also take reasonable steps to verify your identity, such 

as requiring a password and user ID, before granting access to college systems. 

 The college collects limited non-personally identifying information your browser makes 

available automatically whenever you visit a website. This information includes the 

Internet address of your computer or network, the date, time, and page you visited on the 

college site, your browser and operating system, and the referring page (the last webpage 

you visited before clicking on a link to our site). 

 The college uses the aggregated information from all visitors to measure server 

performance, analyze user traffic patterns, and improve the content of the College site. 

 The college sometimes tracks the keywords that are entered into a search engine to measure 

interest in specific topics, but the college does not track which terms a particular user 

enters. 
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 Some college online services require you to register for an account.  As part of this 

registration, you will be asked for some personal information in order to create an account 

(typically your name, email address, and a password for your account), and that 

information will be used to provide the service. For certain services, such as the college’s 

online payment services, your credit card or other payment information may be requested 

which may be stored temporarily in encrypted form on secure servers. 

 Online payment transactions are allowed only under tightly controlled circumstances, 

where there are appropriate technological and other safeguards in place to protect financial 

and other sensitive data. The college uses industry standard practices to safeguard the 

confidentiality of your personal information. The college will take all reasonable 

precautions to safeguard the confidentiality of such information, but may not be held liable 

for any injury caused by the disclosure of that information, whether caused by security 

breach, accident, inadvertence, or any other act resulting in disclosure. 

 

The college may share your personal data with other companies or authorized third parties who 

provide online services on behalf of the college. Personal Information may be disclosed to such 

third party service providers when required in order to ensure the accurate operation, protection, 

security, and maintenance of the services provided to users. These authorized third parties are not 

permitted to use your personal data for any other purposes. The college binds them contractually, 

requires them to act consistently with this policy and to use appropriate security measures to 

protect your personal data. 

 

The college does not sell, rent, or otherwise distribute user information, including electronic mail 

addresses, to any outside company or organization, unless legally required to do so or with user 

consent. This applies to information that may be collected on the college's website and on any third 

party with whom the college contracts to provide Internet-related services. 

 

Network Security 

 

The college monitors network traffic to identify unauthorized attempts to upload or change 

information or to otherwise cause damage to the site. Anyone accessing the network with a user id 

expressly consents to such monitoring. The college will protect user privacy except as required by 

law enforcement (with appropriate court orders) or college policy as in performing duties to ensure 

campus safety.  The college takes appropriate security measures to protect unauthorized access, 

alteration, or destruction of data. These measures are designed and intended to prevent corruption 

of data, block unknown or unauthorized access to our systems and information, and to provide 

reasonable protection of private information in our possession. 
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Links 

 

The college uses link and search capabilities to navigate publicly available information from 

dozens of agencies that are not part of the college website and over whom the college exercises no 

control. The privacy policies and procedures described here do not necessarily apply to those sites. 

The college has no responsibility or liability for the content and activities of these linked sites. We 

suggest contacting those sites directly for information on their data collection and distribution 

policies. 

 

Contacting Us 

 

If you have any questions regarding this privacy policy, you may contact us using the information 

below. 

 

Division of Information Technology 

Moraine Valley Community College 

9000 W. College Parkway 

Palos Hills, IL 60465 

(708) 608-4357 
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Human Resources 
 
General Policies 
 
The quality of education that a student achieves is more significantly influenced by the 
competence of the personnel which staffs the program than by any factor other than the ability of 
the student himself/herself.  Fine buildings, an excellent library, superior laboratories, 
community interest -- these and similar provisions come to naught unless a staff of persons is 
available to assist students to utilize such resources to achieve their individual educational 
growth. The following broad, guiding policies are adopted by the Moraine Valley Community 
College Board of Trustees as a basis for establishing more specific policy guides in dealing with 
personnel: 
 
1. Standards and practices will be employed which it is believed will attract persons of 

outstanding competence to the staff of the college and will cause them to remain in its 
employ. 

 
2. Every position which is assigned in the operation of Moraine Valley Community College 

is worthy of high level performance. Every person assigned to tasks in the operation of 
the college shall be respected as an individual and treated humanely.  Positions are 
classified into various categories as a means of facilitating recruitment, administration, 
supervision, and job assignment, but this is in no way an indication of the degree of 
respect accorded the individual and his/her work. 

 
3. It shall be the general policy of the Board to provide remuneration, working conditions, 

and benefits as good as those provided the personnel of outstanding similar institutions in 
the nation. 

 
4. Moraine Valley Community College is committed to a policy of according no preference 

to persons on the basis of race, color, age, sex, creed, or ethnic origin.  This commitment 
applies in all areas to students and college personnel as well as to relevant aspects 
concerning the choice of contractors and suppliers of goods and services and to the use of 
college facilities. 

 
More specifically, in its employment practices, Moraine Valley Community College 
continually seeks to employ and promote the best qualified individuals while promoting 
diversity and complying with all federal and state laws regarding equal employment 
opportunity. 

 
5. The policies affecting academic personnel shall reflect the negotiated contract for faculty 

regarding standards of preparation, remuneration, and working conditions, and the staff 
shall be expected to maintain a type of professional responsibility and personal behavior 
that will cause them generally to be considered constructive, desirable citizens of the 
community.  
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6. It is the policy of the college to expect all full-time employees to make work at the 

college their primary occupational interest.  Upon occasion, additional part-time work 
may be undertaken if it does not conflict with college work.  When this may and may not 
be the case is primarily a matter of subjective judgment which takes into account the 
nature of the appointee's work, the level of his/her performance, the nature and duration 
of the proposed additional assignment, and the health of the individual.  An 
administrative officer in charge of a staff member's program may request review of the 
program if he/she believes part-time employment interferes with full performance of 
college duties. 

 
7. Members of the staff on leave of absence shall not receive remuneration except in very 

special cases and with approval of the President in writing. 
 
8. When a staff member is absent in excess of five days because of illness, he/she may be 

requested to present a statement explaining the illness from an agreed-upon doctor to the 
Human Resources office. 

 
 
Legal Reference:  Illinois Public Community College Act 

110ILCS 805/3-42: Employment of personnel 
 

"...to employ such personnel as may be needed, to establish 
policies governing their employment and dismissal, and to fix the 
amount of their compensation..." 

 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 4/20/70 
Amended: 3/27/73 
Amended: 4/24/73 
Amended: 10/22/74 
Amended: 10/12/95 
Amended: 12/17/09 
Amended: 6/17/15 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 
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Human Resources 
 
Classification & Definition of Employees 
 
I.  EMPLOYEE CLASSIFICATIONS 
 
FULL-TIME FACULTY (MVFA): Full-time faculty members are employees who spend the 
majority of time regularly engaged in teaching or academic support services and are within the 
faculty bargaining unit and subject to the negotiated agreement between the Faculty Association 
and the Board of Trustees. 
 
ADJUNCT FACULTY: Part-time instructors who spend the majority of their employment 
activity in teaching, but who teach 12 ECH or less per fall and spring semesters, 6 ECH for the 
summer session, or equivalent clock hours are within the adjunct faculty bargaining unit and 
subject to the negotiated agreement between the Adjunct Faculty Association and the Board of 
Trustees.  
 
SUPPORT STAFF (MVSSA): Full- and part-time hourly employees whose positions are within 
the support staff bargaining unit and are subject to the negotiated agreement between the Support 
Staff Association and the Board of Trustees. 
 
ADMINISTRATIVE & PROFESSIONAL STAFF: Full-time administrative, supervisory, 
professional, and technical employees who may be exempt from the overtime requirements of 
the Fair Labor Standards Act, and are issued annual employment contracts. 
 
ADMINISTRATIVE CLASSIFIED STAFF: Full-time hourly employees whose positions are 
not included or are specifically excluded from the Support Staff bargaining unit. 
 
II.  DEFINITION OF EMPLOYEES 
 

A. Non-Exempt (Hourly) Employees 
 

Those employees whose positions do not meet the exemption tests under the Fair Labor 
Standards Act and are paid one and one-half their regular rate of pay for any hours 
worked in excess of 40 hours per week, computed at an hourly rate. 

 
Categories: 

 
1. Full-time:  Employees who work regularly scheduled hours (a minimum 8-hour 

day) 40 hours a week, receive all benefits. 
  



7100 cont. 
 

2. Part-time: Employees who work less than 40 regularly scheduled hours per week, 
usually defined as working less than 30 hours per week and ineligible for group 
insurance benefit. 

 
3. Casual - (or On-Call): Employees who work on an as-needed basis (i.e., Office 

Pool, Auxiliary, etc.)--ineligible for all benefits, except as provided for by law 
(Workers’ Compensation). 

 
4. Temporary: Employees who are hired for a specific period or specific project--

ineligible for all benefits, except as provided for by law (Workers’ 
Compensation). 

 
5. Student Employees: Student employees who work on an as-needed basis and are 

subject to policy and procedures of the student aide program—ineligible for all 
benefits, except as provided for by law (Workers’ Compensation). 

 
B. Exempt Employees 

 
Executive, administrative, supervisory, professional and contractual employees who are 
exempt from overtime requirements of the Fair Labor Standards Act if they meet the tests 
for any category. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 4/20/70 
Amended: 7/18/78 
Amended: 11/20/84 
Amended: 7/19/87 
Amended: 10/12/95 
Amended: 12/17/09 
Amended: 6/17/15 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 
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Human Resources 
 
Classification of Academic Personnel 
 
Academic personnel are persons primarily concerned with giving instruction to students and 
counseling, guidance and other educational services arising therefrom. They are classified on the 
basis of preparation, experience, length of service, nature of the work to be performed, and level 
of competence. 
 
Ranks 
 
1. Professor 
 
2. Associate professor 
 
3. Assistant professor 
 
4. Instructor 
 
5. Persons to be included in this classification are those who are primarily concerned with 

providing assistance to students or the instructional staff in specialized instruction or in 
special services for the various divisions; e.g., advisors, assistant instructors, LRC 
technicians, and LRC testing technicians. 

 
Full-Time and Part-Time Staff 
 
Instructional staff shall be considered as full-time staff members when their regularly scheduled 
teaching load is not less than twelve equated credit hours or its equivalent. 
 
Employees who work not less than 35 hours per week straight time are considered as full-time 
employees for fringe benefit purposes. 
 
Because of the nature of the offerings of a community college, the proportion of part-time 
employees is usually higher than in a four- year college or university. While part-time employees 
generally are not associated with the college with sufficient continuity to make them voting 
members of the staff where matters of institution-wide concern are often considered, they are 
closely enough associated with the work of their units to make them often highly productive in 
planning and carrying out approved programs. Consequently, as a matter of policy, deans of 
divisions shall make special efforts to involve part-time staff members in the broad development 
of the work of their divisions. 
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Some part-time staff members will continue their assignments over a period of years whereas 
others will participate only briefly. Opportunity shall be afforded those persons who carry 
continuing part-time assignment to play a significant role in planning and developing the 
program of the institution. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 4/20/70 
Amended: 10/12/95 
Reviewed: 12/17/09 
Reviewed: 6/17/15 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 
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Human Resources 
 
Instructional Staff 
 
Teaching Staff 
 
The teaching staff shall be composed of the members of the instructional staff and their 
supervising instructional officers. Part-time members of the teaching staff shall not have the right 
to vote in teaching staff meetings but have full right of participation in discussion, and they may 
be members of the various committees. The teaching staff shall be represented on all committees 
which recommend the approval of courses and programs of study, shall have control of the 
requirements for completion of the several courses of study in the curriculum and for graduation 
from the college, subject to the residual power of the Board. They shall devise and execute a 
system of marking and evaluating student success and shall participate in the selection or 
election of members of representative committees established to serve the instructional function. 
Instructional committees dealing with all college problems shall have representatives from all 
instructional divisions. 
 
Committee representatives elected by the teaching staff shall report periodically to it, not less 
frequently than once a year at the annual staff meeting at which meeting members of the 
committees shall be elected. The staff may establish regulations which its various representative 
committees shall follow and it shall act on recommendations made to it by its committees. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 4/20/70 
Reviewed: 10/12/95 
Reviewed: 12/17/09 
Reviewed: 6/17/15 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 
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Human Resources 
 
Proportion of Persons in Various Ranks 
 
Appointment to various academic levels is to be employed so as to achieve the most effective 
operation. The demands of a field for advanced preparation, the availability of personnel for 
given positions, the way in which personnel in the various areas of instruction in the college 
develop, and the requirements incident to opening new fields of study all influence the level of 
staff competence and experience required. Consequently, no fixed percentage of positions at 
each level shall be designated. Rather, the Board of Trustees, upon recommendation of the 
President, will review the requirements of the various programs as staff needs are presented from 
a view of the available resources and from a view of the optimum long-range development of the 
institution. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 4/20/70 
Reviewed: 10/12/95 
Reviewed: 12/17/09 
Reviewed: 6/17/15 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 
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Human Resources 
 
Recruitment/Selection/Appointment 
 
Each division is ultimately responsible for the recruitment and selection of new employees.  
Appointments shall be recommended by the President and reported to and/or approved by the 
Board. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 4/20/70 
Reviewed: 10/12/95 
Reviewed: 12/17/09 
Reviewed: 6/17/15 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 
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Human Resources 
 
Qualifications of Instructional Staff 
 
The Vice President for Academic Affairs or designee shall define the qualifications of all 
instructional staff in accordance with the law, institutional accreditation standards, 
and programmatic accreditation/approval standards.  
 
 
 
 
 
 
Legal Reference:   Ill. Admin. Code tit. 23, § 1501.303(f) (2024) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 4/20/70 
Amended: 10/12/95 
Reviewed: 12/17/09 
Amended: 6/17/15 
Amended:           12/17/24 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 
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Human Resources 
 
Appointment of Administration & Staff  
 
The Board has the sole authority to employ the College President.  
   
The Board delegates to the College President the authority to employ and dismiss full- and part-
time staff members in accordance with administrative procedures and the law. The College 
President shall report these appointments and separations at the next Board meeting.  
 
 
Legal Reference: Illinois Public Community College Act  

110ILCS 805/3-26: Chief administrative officer, personnel 
and teachers – Appointment and salaries 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 4/20/70 
Amended: 10/12/95 
Amended: 12/17/09 
Reviewed: 6/17/15 
Amended: 5/18/16 
Amended:           12/19/23 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 
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Human Resources 
 
Selection of Administrative and Supervisory Personnel 
 
It shall be a major responsibility of the President to recruit administrative and supervisory 
personnel. As a general rule, these are positions to which a person is promoted from within the 
college or by recruitment of known candidates rather than positions for which application is 
made. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 4/20/70 
Reviewed: 10/12/95 
Reviewed: 12/17/09 
Reviewed: 6/17/15 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 
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Human Resources 

Appointment of Instructional Staff 

Appointment of new personnel must conform to well-established policies if the task is to be done 
well and undue confusion avoided. Appointment of new personnel shall be governed by the 
following policies: 

1. The Board of Trustees, as the official appointing body of the institution, will review
major appointments recommended by the President and will delegate authority to the
President to make other appointments which will be reported to the Board for blanket
resolution approval.

2. Appointments to full-time faculty will be reviewed individually by the Board.

3. In the unusual case where circumstances warrant appointment without delay to fill a
position critical to carry out the functions of the College, the President may tentatively
appoint an individual to fill such critical position. The President will promptly notify the
Board of Trustees of the appointment. If any Board member wishes a full Board
consideration of the appointment, that member shall notify the President and Board Chair
of the request within 48 hours of the President’s notification, and a special Board meeting
will be scheduled to consider the appointment. In the absence of such notice, the
appointment will be final. The President will publicly report the appointment to the Board
at the next regular Board meeting.

4. The Board delegates to the President the authority to make appointments to the part-time
teaching staff, after consultation with the Vice President for Academic Affairs.

5. When the President makes such appointments, he/she shall report them to the Board at its
next regular or special meeting for confirmation by blanket resolution. It shall be
assumed that appointments recommended or made by the President shall be within the
budget unless reported otherwise.

Legal Reference: Illinois Public Community College Act

110ILCS 805/3-26: Chief administrative officer, personnel 
and teachers – Appointment and salaries 

Policy 
 Adopted: 4/20/70 
Amended: 10/12/95 
Reviewed: 12/17/09 
Amended: 6/17/15 
Amended: 5/18/16 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 
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Human Resources 
 
Anti-Nepotism 
 
It is the policy of the college to prohibit the hiring of any applicant who would be supervised by 
a member of the applicant’s immediate family or who would supervise a member of the 
applicant’s immediate family.  Additionally, related employees shall not be employed in the 
same department. 
 
Immediate family shall include spouse, child, father, father-in-law, mother, mother-in-law, foster 
parents, stepparents, stepchildren, grandparents, grandchildren, sister, brother, sister-in-law, 
brother-in-law, son-in-law, daughter-in-law, domestic partner or any other person who occupies 
such position in the family or a person living in the same household. 
 
If an employee becomes a member of another employee’s immediate family during the course of 
their employment at the college, the college reserves the right to review the situation on a case-
by-case basis and make job reassignments as practical. 
  
The President may, at his/her discretion, determine that an exception needs to be made to these 
conditions on a case-by-case basis based upon unique technical/professional qualifications and 
business necessity.  The President, at his/her sole discretion, may recommend to the Board of 
Trustees an applicant for employment as an exception to any and all conditions contained within 
this policy. 
 
Any employee who has reason to believe a violation of this policy has occurred has the 
responsibility to notify the Vice President of Administrative Services, Director of Human 
Resources, or Internal Auditor. 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 12/17/09 
Reviewed: 6/17/15 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 
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Human Resources 
 
Personnel Records 
 
The Chief Human Resources Officer shall be responsible for organizing and safekeeping files of 
relevant information on all personnel employed by the College. 
 

1. Files shall be maintained on all employees, an active one for those currently 
employed and an inactive one for those previously employed. 
 

2. An employee may request to inspect all or any part of his or her records. Upon an 
employee’s written request, a copy of the requested record may be mailed or emailed 
to the address provided by the employee. 

 
3. Access to personnel files shall be limited to Human Resources staff, an employee's 

supervisor/manager, or other College employees with a legitimate business need. 
Disclosures to an employee's representative or other third party shall be made in 
accordance with law. 

 
4. The records shall include material relevant to the academic and professional 

preparation for the position held, the level of professional performance, and personal 
status which is required for operation of plans such as insurance, leave, vacation, 
promotion, and retirement. No item shall be included in such records that are not 
relevant to appointment, advancement, retention, and retirement of the person as an 
employee of the College. Special care shall be exercised to validate all information. If 
an employee disagrees with any of the information contained in the personnel record, 
a removal or correction of that information may be mutually agreed upon by the Chief 
Human Resources Officer and the employee. If an agreement cannot be reached, an 
employee may submit a written statement explaining the employee’s position. The 
statement shall be included in the personnel record. 

 
 
Legal Reference:  (820 ILCS 40/) Personnel Record Review Act 
 
 
 
 
Policy 
 Adopted: 4/20/70 
Amended: 10/12/95 
Amended: 12/17/09 
Reviewed: 6/17/15 
Amended:           12/19/23 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 
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Human Resources 
 
Transfer of Staff 
 
Transfer of a staff member from the field of specialization within which he/she was initially 
employed to work to another field of specialization generally is a serious matter. Either 
substantial changes in scholarly competence or in institutional needs or both are implied. Such 
transfers shall have thorough review by the division deans. The person being transferred shall 
concur in the action. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 4/20/70 
(formerly #7150) 
Reviewed: 10/12/95 
Reviewed: 12/17/09 
Reviewed: 6/17/15 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 
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Human Resources 
 
In-Service Education and Leaves of Absence 
 
It shall be the policy of the college to recognize the desirability of continuing programs of 
in-service education for personnel in all areas and at all levels leaves of absence being 
recognized as a particularly important means of such education. It shall be the duty of all 
members of the staff of the college to make suggestions to their administrative officers as seem 
appropriate for improving their own competence and for developing general programs of 
in-service education. Proposals requiring readily made administrative and budgetary adjustments 
shall be approved by the President. Those requiring major administrative and budgetary 
adjustments shall be presented by the President to the Board for its consideration. 
 
The following types of in-service education are specifically approved as a matter of policy: 
 
1.  Leaves of absence shall be granted for study and travel. They are not given at specific 

time periods or as a reward for service performed. They are an investment by the college 
in the future service of the individual. 

 
2.  Visitation to important projects, significant places or leaders in fields of knowledge or 

business or industry are of special value to the individual involved. Often the opportunity 
to observe a program in another institution, to study the industrial or business processes 
in a plant or business, to visit a historic monument of great significance, or to spend time 
in another culture are of great value in adding to an instructor's education, developing 
knowledge and insight not achieved otherwise. 

 
3.  Participation in workshops special seminars and other special study groups is generally 

recognized as desirable for staff members in American higher educational institutions. 
Also, business and industry conduct a multitude of special study opportunities. Often, 
participation in such activities is extremely valuable educational experience for members 
of a staff. 

 
4.  The staff should be on the alert at all times to discover promising means of in-service 

education for individual staff members and to provide as many such opportunities on 
campus as possible. 

 
5.  Provision for the cost of an in-service educational opportunity in general and as far as 

resources permit may be paid by the college. When excessive costs are involved, 
arrangements may be made for sharing the costs between the college and the staff 
member. 
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6.  An individual who has been granted a leave of absence with as much as one semester's 

salary shall serve the institution at least one year following his/her leave of absence. 
 
7.  Leaves of absence for military duty, service on a jury and other legal causes shall be 

granted as required by law and in accordance with the negotiated agreements. 
 
8.  Leaves of absence for personal reasons such as death in the family, child care, and illness 

shall be granted in relation to individual conditions. The President is responsible for 
formulating a set of regulations to govern the length, payment, and other conditions of 
such leaves, these regulations to be approved by the President. 

 
 
 
Legal Reference: Illinois Public Community College Act  

110ILCS 805/3-32: Tenure policies 
 

"Establish tenure policies for the employment of teachers and 
administrative personnel, and the cause for removal." 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 4/20/70 
(formerly #7173) 
Amended: 10/12/95 
Amended: 12/17/09 
Amended: 6/17/15 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 
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Human Resources 

 

Mandatory Retirement Age for Police Officers 

 

Purpose 

 

The Board recognizes that the safety of the students, faculty, employees and visitors to the 

college's facilities is of the upmost concern and as such deserve the most effective police 

protection possible. The Board finds that these goals are served by setting the mandatory 

retirement age of sixty-seven (67) for sworn police officers. This finding is consistent with both 

the Illinois Legislature and the United States Congress which have recognized the necessity of 

allowing a political subdivision, an agency or instrumentality of the State to institute mandatory 

retirement for police. 

 

Policy 

 

(a) Effective July 1, 2022, the age of 67 shall be the maximum age for employment of sworn 

members of the college's police department. 
 

(b) The age stated in each person's human resources file shall be conclusive as to that 

person's age. 
 

(c) All persons to whom this policy applies shall be retired upon the attainment of age 67. 

Any person to whom this policy applies who is 67 or older on the effective date of this 

policy shall be given a grace period of one year from the effective date of this policy to 

retire. 
 

(d) Nothing herein shall prohibit the rehiring by the college of any person formerly employed 

as a sworn member of the police department to a non-sworn police officer position. 

 

Legal Reference: Illinois Human Rights Act,  

 775 ILCS 5/2-104(A)(7): Exemptions - Police and  

 Firefighter/Paramedic Retirement 
 

Age Discrimination in Employment Act of 1967- 

'4(j)(2), as amended, 29 U.S.C.A. '623(j)(2)    

 

 

 

Policy 

 Adopted: 5/19/09 

Reviewed: 12/17/09 

Amended: 6/17/15 

Amended: 3/15/22 

MORAINE VALLEY COMMUNITY COLLEGE 

Palos Hills, Illinois 
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Human Resources 
 
Guidelines of Policy 
 
Moraine Valley Community College is committed to excellence in higher education. Office, 
maintenance and service personnel perform a service function, dedicated to meeting the 
educational and cultural needs and desires of the citizens of the district. Every employee is an 
essential member of this service. 
 
To maintain high standards, it is necessary that each unit operate within its budget and that each 
person who is a part of the organization perform his/her function efficiently. 
 
The following principles are guidelines for supervisory personnel. By this means administration 
in each unit is coordinated with the administration of other units so that the effort of each 
individual, working in the various areas, is correlated to the service of the institution with 
maximum efficiency. 
 
 1. Only the best qualified applicants for the position are hired. 
 
 2. Applicants/employees should not be judged on the basis of sex, race, or any other 

characteristic that is not relevant to the job at hand or that could be considered 
discriminating. 

 
 3. New employees are given adequate time to adjust to the college. 
 
 4. Opportunities for advancement are available first to present employees. 
 
 5. Employees are treated with consideration. 
 
 6. Favoritism is avoided. 
 
 7. Fair wages in keeping with job requirements and work performance are paid. 
 
 8. Steady employment is provided as far as possible. 
 
 9. As a teaching institution serving the community comprising Community College District 

524, preference for employment is given residents of the district, provided qualifications 
are equal. 

 
10. Employees are discharged only as a last resort. 
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11. Employees are informed of developments in the college which affect them. 
 
12. Each employee is expected to show real interest in his/her job and to do a good day's 

work each day. 
 
The policies herein presented, properly administered, are intended to create and maintain an 
employee relations climate permitting people to work together enthusiastically, efficiently and 
with a minimum of friction. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 4/20/70 
(formerly #7213) 
Reviewed: 10/12/95 
Reviewed: 12/17/09 
Reviewed: 6/17/15 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 
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Human Resources 
 
Student Employee 
 
I. Policy: Employment 
 

Student employment is intended to provide a means by which an eligible student may 
earn compensation to defray the educational expenses of attending Moraine Valley 
Community College. However, student employment is dependent upon both the 
availability of appropriate work to be performed and upon the availability of resources. 

 
II. Policy: Eligibility 
 

A. A student eligible for student employment is one who is enrolled in and pursuing 
at Moraine Valley Community College, a college-level degree or certificate 
program or a structured program of remedial/developmental education on at least 
a half-time basis (6 credits per regular term or 3 credits during the summer 
session). 
 

B. Student employment is limited to working 20 hours per week during the standard 
academic year (fall/spring).  During official college breaks and the summer 
session, a student employee may work up to 25 hours per week. 

 
C. To maintain eligibility, a student must earn credit in at least fifty percent of the 

credit hours attempted each semester of enrollment, with a minimum of six credit 
hours. 

 
D. In any event, individual eligibility shall not extend beyond sixty consecutive 

months from the first day of student employment. 
 
E. A student may be eligible for available summer employment if the student met the 

requirements for eligibility during the preceding spring semester, and is enrolled 
in summer session classes (3 credits). A student whose initial enrollment is in the 
summer session may be eligible for employment during that summer if, at least, 
enrolled as a half-time student (3 credits in summer session). 

 
F. A student employee is a temporary/casual employee and, as such, is ineligible for 

all benefits except as provided by law (Worker's Compensation). 
 
Policy 
 Adopted: 11/20/84 
Reviewed: 10/12/95 
Amended: 12/17/09 
Amended: 9/10/14 
Amended: 6/17/15 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 
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Human Resources 
 
Evaluation of Policies & Practices 
 
Periodic evaluation of personnel policies and practices will be carried out as arranged by the 
President. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 4/20/70 
(formerly #7214) 
Reviewed: 10/12/95 
Reviewed: 12/17/09 
Reviewed: 6/17/15 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 
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Human Resources 
 
Oral English Language Proficiency  
 
 
The College President or designee shall develop administrative procedures to assess oral English 
language proficiency for all persons providing classroom instruction to students and to ensure 
that each person who is not orally proficient in the English language attains such proficiency 
prior to providing any classroom instruction to students. Such oral English language proficiency 
shall not be required for an instructor who exclusively provides classroom instruction to students 
in foreign language courses. 
 
 
 
 
 
 
 
 
Legal Reference:   Illinois Public Community College Act 
     110ILCS 805/3-29.2: Oral English language proficiency 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 3/16/95 
Reviewed: 10/12/95 
Reviewed: 2/17/09 
Amended: 6/17/15 
Amended:           10/18/22 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 
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Human Resources 
 
Responsibility of the Director of Human Resources 
 
Responsibility for institution-wide personnel services and the coordination of personnel practices 
is delegated to the Director of Human Resources who shall serve under the direct supervision of 
the Vice President of Administrative Services. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 4/20/70 
Amended: 10/12/95 
Amended: 12/17/09 
Reviewed: 6/17/15 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 
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Human Resources 
 
Responsibility for Salaries and Wages 
 
Minimum and maximum rates for all non-bargaining unit positions in the college, and general 
guidelines for wage increases, are recommended by the President and approved by the Board. 
 
Within the approved maximum and minimum range, guidelines for increases, and budget 
limitations, the President is responsible for determining salaries and wages. 
 
Rules and regulations deemed necessary for salary and wage administration will be issued by the 
President. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 4/20/70 
Amended: 10/17/78 
Amended: 4/18/89 
Reviewed: 10/12/95 
Reviewed: 12/17/09 
Reviewed: 6/17/15 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 

  



7223 
 
Human Resources 
 
Administrative & Professional and Administrative Classified Salary Schedule 
 
The college shall develop and maintain a salary schedule for Administrative & Professional and 
Administrative Classified employees, which will be published in the appropriate Handbooks.  
The salary schedule will be adjusted annually to account for inflation. The salary schedule 
adjustment will be increased by 80% of the Consumer Price Index-Urban Chicago (CPI-U 
Chicago) for the yearly period ending on the preceding April 1st, or by 80% of the salary 
increase for the year, whichever is less.  The Administrative & Professional and Administrative 
Classified salary schedule adjustment will occur no later than the June meeting of the Board of 
Trustees. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 6/20/89 
Amended: 5/18/93 
Reviewed: 10/12/95 
Amended: 12/17/09 
Amended: 6/17/15 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 

  



7230 
 
Human Resources 
 
Pay Days 
 
Hourly employees are paid every other week for work performed in the previous two weeks. 
 
Salaried employees are paid every other week. 
 
Pay days fall on Friday except when the Friday is an authorized holiday, then the payday is on 
the day preceding the holiday. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 4/20/70 
Amended: 2/19/74 
Reviewed: 10/12/95 
Reviewed: 12/17/09 
Reviewed: 6/17/15 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 

  



7242 
 
Human Resources 
 
Equal Opportunity Employment 
 
Moraine Valley Community College is committed to a policy of according no preference to 
persons on the basis of race, color, age, sex, religion, national or ethnic origin, disability, 
creed, ancestry, marital status, sexual orientation, gender identity, gender expression, arrest 
record, military status or unfavorable military discharge, citizenship status, or other legally 
protected characteristics or conduct in its educational programs, activities, or employment 
practices.  Such discrimination is prohibited by Titles VI and VII of the Civil Rights Act, 
Title IX of the Education Amendments, Sections 503 and 504 of the Rehabilitation Act of 
1973 as amended, the Age Discrimination Acts of 1974 and 1975, and other federal and 
state statutes and regulations as well as Presidential Executive Orders.  This commitment 
applies in all areas to students and college personnel as well as to relevant aspects 
concerning the choice of contractors and suppliers of goods and services and to the use of 
college facilities. 
 
More specifically, in its employment practices, Moraine Valley Community College 
continually seeks to employ and promote the best qualified individuals while endorsing the 
principles of Affirmative Action, as well as all federal and state laws regarding equal 
employment opportunity. 
 
 
 
Legal Reference: Illinois Public Community College Act 

110ILCS 805/3-42: Employment of personnel 
 

Illinois Human Rights Commission 

www.illinois.gov/ihrc 
 
 
 
 
 
 

Policy 
 Adopted: 4/20/70 
Amended: 4/24/73 
Amended: 10/22/74 
Amended: 10/12/95 
Reviewed: 12/17/09 
Amended: 3/15/11 
Amended: 6/17/15 
Amended: 5/18/16 

MORAINE VALLEY COMMUNITY 
COLLEGE 
Palos Hills, Illinois 

http://www.illinois.gov/ihrc


7243 
 
Human Resources 
 
Physical Examination Requirement 
 
Any employee may be required, as a condition of hiring or as a condition of remaining an 
employee, to submit to a physical examination.  The college shall bear the cost of such 
examination, and shall have the right to name the person performing the examination. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 4/20/70 
Amended: 10/17/78 
Amended: 6/15/82 
Amended: 10/12/95 
Reviewed: 12/17/09 
Reviewed: 6/17/15 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 

  



7244 
 
Human Resources 
 
Orientation 
 
Orientation will be provided to all new employees. 
 
Whatever time is necessary is spent with the employee in the Human Resources Office and the 
Center for Teaching & Learning to familiarize him/her with the Mission and Philosophy of the 
college, to explain the benefit program and obtain appropriate enrollment forms, and to briefly 
discuss the organization of the college.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 4/20/70 
Amended: 10/12/95 
Amended: 12/17/09 
Reviewed: 6/17/15 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 

  



7245 
 
Human Resources 
 
Probation 
 
Any employee must satisfactorily complete a probationary period as defined in the bargaining 
agreement or handbook, during which time employment may be terminated without notice for 
cause. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 4/20/70 
Amended: 12/28/70 
Amended: 10/12/95 
Amended: 12/17/09 
Amended: 6/17/15 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 

  



7246 
 
Human Resources 
 
Residency 
 
As a condition of employment, on or before the first day of work, an employee must be a 
resident of Illinois, a state that has a reciprocal agreement with the State of Illinois, or another 
state where the college has registered.    
 
Exception 
 
The College President may determine that an exception to the residency requirement is necessary 
based on unique technical/professional qualifications and business necessities. The College 
President may recommend an applicant who does not meet the residency requirement for 
employment as an exception to the Board of Trustees.  
 
Change of Address 
 
Employees who move to a new residence are required to update their address with Human 
Resources in accordance with administrative procedures. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 9/20/2022 
 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 

 



7251 
 
Human Resources 
 
Supervision 
 
Supervision shall be such as to sustain the dignity of the employee. Each employee shall be 
informed of duties and standard of performance expected, work assignments, and job relations. 
He/she is to be instructed in job safety and fire prevention and given such on-the-job training as 
needed to meet job requirements. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 4/20/70 
Amended: 10/12/95 
Reviewed: 12/17/09 
Reviewed: 6/17/15 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 

  



7252 
 
Human Resources 
 
Evaluation of Employee 
 
Supervisors will evaluate each of their employees in writing at least once a year as to job 
performance which will encompass job knowledge, quantity and quality of work performed, and 
personal traits such as attitude and dependability. 
 
The supervisor will discuss the assessment with the employee in order to provide 
encouragement, direction, and identification of areas for improvement.  Preparation for career 
advancement may also be discussed with employees. 
 
A copy of the completed appraisal should be signed by the supervisor and employee and sent to 
Human Resources for inclusion in the employee's official Human Resources file. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 4/20/70 
Amended: 10/17/78 
Amended: 10/12/95 
Amended: 12/17/09 
Reviewed: 6/17/15 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 

  



7253 
 
Human Resources 
 
Performance Standards & Work Loads 
 
To the extent possible, administrators and supervisors are expected to establish normal 
performance standards. Such standards serve as the basis of assignments of work loads. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 4/20/70 
Reviewed: 10/12/95 
Reviewed: 12/17/09 
Reviewed: 6/17/15 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 

  



7261 
 
Human Resources 
 
Work Week 
 
Purpose 
To establish a standard work week.  
 
Policy 
The payroll work week is 12:00 a.m. Sunday until 11:59 p.m. Saturday. An employee’s normal 
weekly work schedule shall be 40 hours or five 8-hour days. Staff eligible to participate in the 
summer work week schedule shall work the normal weekly work schedule of five 8-hour days 
outside of the summer. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 4/20/70 
Amended: 7/18/78 
Reviewed: 10/12/95 
Amended: 12/17/09 
Reviewed: 6/17/15 
Amended:             8/21/25 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 

 



7262 
 
Human Resources 
 
Hours Worked 
 
Hours worked do not include scheduled meal times except for those employees on-call during 
meal time.  Hours worked include break time. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 4/20/70 
Amended: 7/18/78 
Reviewed: 10/12/95 
Reviewed: 12/17/09 
Reviewed: 6/17/15 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 

  



7263 
 
Human Resources 
 
Hours and Work Assignments 
 
Working hours and work assignments may differ among and within areas.  Employees are 
expected, when necessary, to accept duties and work shifts to which they are not regularly 
assigned as per bargaining agreement or handbook. 
 
Remote/hybrid work may be permitted according to adopted administrative procedures, taking 
into account job responsibilities, and following Vice President approval. All employees are 
required to be present on campus as needed (e.g., in-service, professional development, 
departmental meetings, special events). Positions and/or work arrangements that are performed 
exclusively remotely require the College President’s approval.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 4/20/70 
Amended: 7/18/78 
Amended: 10/12/95 
Reviewed: 12/17/09 
Reviewed: 6/17/15 
Amended:             6/20/23 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 

 
 



7264 
 
Human Resources 
 
Work Schedules 
 
Each employee will have a schedule of hours within the work week consistent with provisions of 
law. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 4/20/70 
Amended: 2/19/74 
Amended: 7/18/78 
Amended: 10/12/95 
Reviewed: 12/17/09 
Reviewed: 6/17/15 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 

  



7265 
 
Human Resources 
 
Break Time 
 
The college grants a fifteen-minute paid break for each four-hour shift. Such break periods to be 
scheduled in advance within each eight-hour period. Such break period may be taken in 
conjunction with lunch periods except in areas such as Campus Operations and Police 
Department where this practice may not be operationally feasible. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 4/20/70 
Amended: 7/18/78 
Reviewed: 10/12/95 
Amended: 12/17/09 
Reviewed: 6/17/15 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 

  



7266 

 

Human Resources 

 

Employee Complaints 

 

The Board encourages employees to discuss their concerns with their supervisor or other 

appropriate administrator who has the authority to address the concerns. Concerns should be 

expressed as soon as possible to allow early resolution at the lowest possible administrative 

level. This policy shall not be construed to create new or additional rights beyond those granted 

by law or Board policy, nor to require a full evidentiary hearing or "mini-trial" at any level. If an 

employee does not receive the relief requested, the employee may appeal to the College 

President or designee. The College President or designee’s decision is final.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Policy 

 Adopted: 4/20/70 

Amended: 10/12/95 

Reviewed: 12/17/09 

Reviewed: 6/17/15 

Amended:             2/20/24 

MORAINE VALLEY COMMUNITY COLLEGE 

Palos Hills, Illinois 

 



7267 
 
Human Resources 
 
Safety and Health 
 
Safety and health of employees shall be a constant concern both in safe work procedures and in 
provision of safety equipment. Provision will be made for safety training of all employees. 
 
Each employee shall be taught to be ever mindful of the safety of all campus personnel. He/she 
will exercise care not to create or maintain fire hazards or other hazards to the college 
community. 
 
In accordance with OSHA requirements, safety rules/regulations are posted on Employee 
Bulletin Boards. 
 
The college carries Workers’ Compensation Insurance to cover employees injured while on duty. 
The college assumes no responsibility for accidents occurring off the job, or for accidents not 
reported. 
 
The college maintains a safety committee whose responsibility it is to review all accidents and 
prepare safety programs, and to assist the supervisors in preparing safety programs. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 4/20/70 
Amended: 10/12/95 
Amended: 12/17/09 
Reviewed: 6/17/15 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 

  



7267.1 
 
Human Resources  

Clean Air Policy (Smoke- and Tobacco-Free Campus) 

In accordance with the Smoke Free Illinois Act (410 ILCS 82), and the Smoke-Free Campus Act  
(110 ILCS 64), the Board of Trustees of Moraine Valley Community College is obligated under 
these acts to prevent smoking and the use of all tobacco products on campus property as defined 
by the Smoke-Free Campus Act (110 ILCS 64). 

This policy applies to all faculty, staff, students and visitors to campus.  Individuals who violate 
this policy are subject to fines and penalties and disciplinary action. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Policy 
 Adopted: 9/19/89 
Amended: 6/17/91 
Amended: 4/20/93 
Reviewed: 10/12/95 
Amended: 3/19/03 
Reviewed 
 & Approved: 12/17/09 
Amended: 3/18/15 
Reviewed: 6/17/15 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 



7268.1 
 
Human Resources 
 
Resignation 
 
Any employee who terminates will receive all accrued but unused vacation pay for which they 
are eligible.  
 
Employees who resign are not eligible for rehire except on approval of the supervisor and the 
President, or his/her designee. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 4/20/70 
Amended: 10/12/95 
Reviewed: 12/17/09 
Reviewed: 6/17/15 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 

  



7268.2 
 
Human Resources 
 
Quit without Notice 
 
An employee who quits without notice will be paid only for actual time worked as of the time 
he/she quits and all accrued but unused vacation pay for which he/she is eligible.  
 
An employee who quits without notice is not eligible for rehire. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 4/20/70 
Amended: 10/12/95 
Reviewed: 12/17/09 
Reviewed: 6/17/15 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 

  



7268.3 
 
Human Resources 
 
Discharge 
 
An employee may be discharged/terminated for failure to return from a leave of absence which 
extends beyond the prescribed period or for anything which constitutes a risk to the safety of the 
students and/or employees, the property of the institution, the reputation of the institution, or 
who demonstrates a disregard for approved rules and regulations. 
 
Examples of situations calling for discharge are improper performance of work after being 
trained; misconduct, insubordination, refusing to accept assignments or other reasonable requests 
of supervisor; willful destruction of college material or property; use of narcotics or other drugs 
not prescribed by a physician; misuse of sick leave; use of intoxicants on the job. 
 
An employee discharged for cause is not eligible for rehire at the college. A discharged 
employee is entitled only to pay for actual time worked. His/her wages will be paid on the 
nearest payroll date following discharge. 
 
 
 
 
 
 
Legal Reference: Illinois Public Community College Act 

110ILCS 805/3-25: Adoption and enforcement of rules  
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 4/20/70 
Amended: 10/12/95 
Reviewed: 12/17/09 
Reviewed: 6/17/15 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 

  



7268.4 

Human Resources 

Other Separations 

An employee terminated for reasons beyond his/her control may be considered for rehire and is 
entitled to advance notice consistent with applicable federal and state laws. 

An exit interview is requested for all employees leaving the college. 

Policy 
 Adopted: 4/20/70 
Amended: 10/12/95 
Amended: 12/17/09 
Reviewed: 6/17/15 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 



           7268.5 

 

Human Resources 

Retirement 

 

Employees who retire from Moraine Valley Community College or any other Illinois college and 

become State Universities Retirement System (SURS) annuitants are generally not eligible for 

hire/rehire at Moraine Valley Community College.  Retired Moraine Valley Community College 

employees who retired from a Moraine Valley Community College full-time position and are 

SURS annuitants may be rehired upon the approval of the President, and only after determination 

that the rehiring will not have an adverse financial impact on the College. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Policy 

 Adopted: 6/18/19 

MORAINE VALLEY COMMUNITY COLLEGE 

Palos Hills, Illinois 

  

 



7271 
 
Human Resources 
 
Indemnification 
 
Moraine Valley Community College shall indemnify any Trustee, officer, employee, or agent 
who was or is a party, or is threatened to be made a party to any threatened, pending or 
completed action, suit, or proceeding, whether civil, criminal, administrative, or investigative by 
reason of the fact that he/she is a Trustee, officer, employee, or agent of the college, against 
expenses (including attorneys' fees), judgments, fines and amounts paid in settlement actually 
and reasonable incurred by him/her in connection with such action, suit, or proceeding, if he/she 
acted in good faith and in a manner he/she reasonably believed to be in, or not opposed to, the 
best interests of the college and, with respect to any criminal action or proceeding, had no 
reasonable cause to believe his/her conduct was unlawful.  The termination of any action, suit, or 
proceeding by judgment, order, settlement, conviction, or upon a plea of nolo contendere or its 
equivalent, shall not, of itself, create a presumption that the person did not act in good faith in a 
manner which he/she reasonably believed to be in or not opposed to the best interest of the 
college, and, with respect to any criminal action or proceeding, had reasonable cause to believe 
that his/her conduct was unlawful. 
 
The rights specified in the paragraph above shall not be rescinded by any Board for past actions 
but may be rescinded for any future actions only. 
 
In order to qualify for indemnification under this section, a person must within five days after 
receiving a notice of claim or summons, whichever occurs first, notify the Board of Trustees in 
writing of the possible claim. 
 
The Board of Trustees, upon being notified, shall appoint an attorney to defend the action, or 
may allow the person to employ an attorney of his/her choice.  Any rate or fees paid to an 
attorney shall have prior approval of the Board, and reimbursement shall be limited to the usual 
and customary attorneys' fees charged and as approved by the Board. 
  



7271 cont. 
 
 
Reasonable expenses incurred in defending an action may be paid by the college in advance of 
the final disposition if authorized by the Board in the specific case, upon receipt of an 
undertaking by the person to repay such amount, unless it shall be ultimately determined that the 
person is entitled to be indemnified under the provisions of this ordinance. 
 
No person who makes any settlement, compromise, or statement without the knowledge of the 
college, shall be eligible for any of the benefits of this section. 
 
The above provisions do not apply to any action brought by the college against a person.  The 
above provisions do not apply to claims in a plaintiff capacity, but apply to defense of actions 
only. 
 
The ultimate determination as to whether or not a person acted in good faith and in a manner 
he/she reasonably believed to be in, or not opposed to the best interest of the college shall be 
made by a vote of a majority of the Board of Trustees.  No vote shall be necessary in the event 
that an action is terminated in favor of the defendant and against the plaintiff.  A vote is required 
should the action be resolved in favor of the plaintiff.  The Board of Trustees may delegate their 
determination to legal counsel who shall supply a written opinion to the Board. 
 
The provisions of this section do not apply to any faculty members as that term is defined in the 
collective bargaining agreement between the college and the Moraine Valley Faculty 
Association. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 10/19/82 
Amended: 10/12/95 
Reviewed: 12/17/09 
Reviewed: 6/17/15 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 

  



7272 
 
Human Resources 
 
Safety 
 
All employees will perform their work in a safe manner and avoid hazards for themselves and 
students, staff and visitors. Creation of fire hazards will be avoided. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 4/20/70 
(formerly #7271) 
Reviewed: 10/12/95 
Reviewed: 12/17/09 
Reviewed: 6/17/15 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 

  



7273 
 
Human Resources 
 
Absence without Notice 
 
All employees must notify their supervisors when they are unable to work as scheduled. Failure 
to give proper advance notice of absence when scheduled for work, or continued absence from 
work without notifying the supervisor is cause for discharge without notice. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 4/20/70 
(formerly #7273) 
Reviewed: 10/12/95 
Reviewed: 12/17/09 
Reviewed: 6/17/15 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 

  



7281 
 
Human Resources 
 
Holidays 
 
1. Policy - To provide a competitive paid time off benefit for recognition of traditional 

holidays. 
 

A. Eligibility: Only regular full-time and part-time employees are eligible for holiday 
pay or as per contract. 

 
B. Entitlement: The following fourteen days are recognized as standard holidays. 

Each Fall, the Board shall approve the holiday schedule. The Board may amend 
the calendar as necessary.  

 
Holiday Date Observed 
Independence Day July 4 
Labor Day First Monday in September 
Day before Thanksgiving Fourth Wednesday in November 
Thanksgiving Day Fourth Thursday in November 
Day after Thanksgiving Fourth Friday in November 
Christmas Day  December 25 
Day before or after Christmas Day As scheduled 
New Year’s Day  January 1 
Day before or after New Year's Day As scheduled 
Martin Luther King Jr. Day Third Monday in January 
President's Day Third Monday in February 
Floating Holiday As scheduled 
Memorial Day Last Monday in May 
Juneteenth June 19 

 
C. Rate of Pay: Holiday pay is for one standard eight-hour shift or in the case of 

regularly scheduled part-time employees, who receive pro-rated holiday pay 
based upon their established scheduled work week. 

 
D. Saturday/Sunday Observance: Authorized holidays which fall on Saturday will be 

observed on the preceding Friday; authorized holidays which fall on Sunday will 
be observed on the following Monday, except when designated otherwise by the 
President. 

 
E. Attendance Requirement: To be eligible for holiday pay, an employee must work 

the last regularly scheduled work day preceding the holiday and the first regularly 
scheduled work day following the holiday.  

 
 An employee who is on leave of absence will not receive holiday pay. 

 



 7281 cont. 
 
F. Vacations: Should a holiday occur during an employee's scheduled vacation, the 

employee will receive holiday pay for that day rather than vacation allowance.  
  
 This is true even though the holiday falls on an off-duty day. 

 
G. Work on Holidays: Non-exempt employees required to work on a scheduled 

holiday, will be paid 1-1/2 times their regular rate for hours worked, in addition to 
their regular holiday pay. A paid holiday not worked will be credited as a regular 
workday for computation of overtime. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 4/20/70 
Amended: 12/18/79 
Amended: 1/18/84 
Amended: 11/20/84 
Amended: 4/18/89 
Amended: 10/12/95 
Reviewed: 12/17/09 
Amended: 6/17/15 
Amended:           12/19/23 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 

 



7282 
 
Human Resources 
 
Vacations:  Support Staff (non-exempt) 
 
The vacation policy with respect to support staff bargaining unit members shall be as contained 
in the collective bargaining agreement with the support staff and as it may be modified in the 
future. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 3/21/90 
Reviewed: 10/12/95 
Reviewed: 12/17/09 
Reviewed: 6/17/15 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 

  



7282.1 
 
Human Resources 
 
Vacation Leave 
 
I. Policy - Eligibility 

The purpose of the vacation policy is to provide full-time Administrative, Confidential, 
Managerial, and Supervisory (ACMS) employees a traditional paid time off benefit that 
will (l) provide a restful break in year-round routine, and (2) support work force 
recruiting and retention. Vacation leave benefits for bargaining unit members shall be 
contained in the respective collective bargaining agreements.  

 
A. Accrual. Vacation leave shall accrue 1.75 days per month based upon date of hire. 

 
B. New Employees:  Newly hired employees on probation (6 months) accrue but 

may not use vacation entitlement until the 90th day of employment.  However, the 
employee must have sufficient time accrued and the approval of his/her supervisor 
prior to being allowed to use vacation time during the probationary period. 

 
C. Leave of Absence: No benefit credit will be accrued toward vacation entitlement, 

when a leave of absence has been approved for a continuous period exceeding 30 
calendar days. 

 
D. Vacation  Pay  Entitlement  Upon  Separation:  Unused vacation  allowance  will  

be  paid  to  employees  upon separation, no later than the pay date following the 
date of separation, subject to A through C above. 

 
II. Policy - Scheduling 
 

A. Minimum Duration: Vacations may be taken by separate weeks or days, but not 
less than one hour increments. 
 

B. Credit - (Accrual):  Vacation time may be accrued from year  to  year  but  in  no  
case  shall  the  amount  of vacation time exceed 30 days without approval of the 
Board  of  Trustees.   

 
C. Selection: If the need for leave is foreseeable, seven days’ notice is required. If the 

need for leave is unforeseeable, notice should be provided as soon as practicable. 
Leave may be denied due to operational needs based on specific circumstances. 

 
D. Holidays:  Should a paid holiday fall during an employee's vacation, the employee 

will receive holiday pay, rather than vacation allowance.  This is true even though 
the holiday falls on an off-duty day. 

 



7282.1 cont. 
 
 
 
 
Policy 
 Adopted: 11/20/84 
Amended: 7/19/89 
Amended: 3/21/90 
Reviewed: 10/12/95 
Amended: 12/17/09 
Amended: 6/17/15 
Amended:             8/20/24 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 

 



7283 
 
Human Resources 
 
Absences or Leaves 
 

 
a. Sick Leave – Exempt Employees 7283.1 
b. Jury Duty 7283.2 
c. Bereavement Leave 7283.3 
d. Leave of Absence without Pay 7283.4 
e. Military Service Leave of Absence 7283.5 
f. Family & Medical Leave of Absence 7283.6 
g. Personal Leave 7283.7 
h. Selective Paid Leave 7283.8 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 4/20/70 
Amended: 12/18/79 
Amended: 10/12/95 
Reviewed: 12/17/09 
Amended: 6/17/15 
Amended:           12/19/23 
Amended:             8/20/24 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 

 



7283.1 
Human Resources 
 
Sick Leave - Exempt Employees 
 
I. Definition- Sick Leave Benefit 
 

Sick leave benefit is cash compensation which is equivalent to the employee's daily rate 
of pay and is intended to provide income protection for employees who, because of 
illness or accident, are temporarily disabled and absent from work for limited periods of 
time. 

 
II. Policy 
 

A. Amount of Benefit: Exempt employees accumulate one day paid sick leave each 
month.  The amount of paid sick leave which may be accumulated is unlimited.  
The number of sick days credited is not intended to establish a guideline for 
acceptable attendance.  Frivolous or false use of sick time is contrary to the best 
interest of the employee and the college; therefore, such use is prohibited.  Sick 
leave days are accumulated during vacation and jury service.  

 
B. Eligibility: An employee shall be eligible for benefits if the following 

requirements are fulfilled: 
 

1. An employee is first eligible for the benefit upon completion of the 
probationary period. 

 
2. The college may require an employee to support a request for sick leave 

benefits by proper medical evidence, which may include examination by a 
college-identified physician. 

 
3. To be eligible for paid sick leave, an employee is expected to give timely 

notice, within one hour of scheduled starting time, unless good cause for 
failure to comply is presented. 

 
C. Separation: Unused sick time is not reimbursable. 

 
D. Extension: Time off for illness beyond accumulated paid sick leave benefit may 

be compensated for by vacation days if the employee so requests and is eligible 
for vacation. 

  



7283.1 cont. 

E. Work Related Injury: Any sick leave payment for illness or injury covered by the
Workers' Compensation Act shall be reduced by the amount of any payment
received under the provisions of the Act.  Work-related injuries should be
reported by the employee directly to Moraine Valley Police Department, within
24 hours of the time when the injury/illness occurred.  The employee is also
responsible for notifying his/her supervisor within the 24 hour time period.

Any employee who has been away from work due to a work related injury or an
illness, for a period of time exceeding three (3) days, must report directly to the
Human Resources Office before returning to duty.  We suggest that the employee
call the Human Resources Office before returning, so that we can determine
whether a release is necessary and if the employee is able to return to work.
Supervisors are not authorized to make this determination.  If a release is deemed
to be necessary, the employee will not be allowed to return to duty without one.

F. Long Term Disability: Sick leave benefit shall not be used in conjunction with
long term disability benefits.

III. Procedures

These guidelines will be followed by the college in administering sick leave:

A. Maintenance of Contact: During a period of approved sick leave, an employee is
expected to maintain regular contact, not less than once per week, with the
supervisor or Human Resources Office [or make suitable arrangements therefore]
in order for the supervisor to know the employee's estimated date of return to
work. Sick leave benefits are contingent upon maintenance of regular contact.

B. Payment: To receive payment for the period covered, the employee must submit a
completed short term leave form which will be approved by the supervisor and
forwarded to the Human Resources Office.
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C. Physician's Release: If an absence due to illness or injury continues beyond a 

three-day period, a doctor's certificate may be required. Depending on the length 
and circumstances of the employee's illness/ injury, the Director of Human 
Resources may, at his/her discretion, require a physician's written release before 
the employee may return to work. 

 
D. Minimum Unit: Sick leave benefits may be taken in increments of no less than 

one hour per occasion. 
 

E. Duration: When accrued sick leave has been exhausted, an unpaid medical leave 
of up to ninety [90] calendar days may be granted by the Board on the 
recommendation of the Administration.  (see Family and Medical Leave Policy 
7283.6). 
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Human Resources 
 
Jury Duty  
 
Employees of the college are expected to perform their civic duty when called for jury duty.  The 
employee, in addition to retaining pay for jury service, will receive regular pay for the time spent 
on jury duty for regularly scheduled work periods. 
 
Upon return to work, an official court form verifying the day(s) of duty rendered must be 
submitted by the employee to the Human Resources Office. 
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Human Resources 
 
Bereavement Leave  
 
Administrative & Professional and Administrative Classified staff shall be granted up to 5 days 
of paid bereavement leave and 5 days of unpaid bereavement leave to: 
 

1. Attend the funeral or alternative of an immediate family member; 
2. Make arrangements necessitated by the death of an immediate family member; 
3. Grieve the death of an immediate family member; or 
4. Be absent from work due to (a) a miscarriage; (b) an unsuccessful round of intrauterine 

insemination or an assisted reproductive technology procedure; (c) a failed adoption 
match or an adoption that is not finalized because it is contested by another party; (d) a 
failed surrogacy agreement; (e) a diagnosis that negatively impacts pregnancy or fertility; 
or (f) a stillbirth.  

 
Immediate family means an employee’s spouse, domestic partner, parent, stepparent, parent-in-
law, child (biological, adopted, foster, legal ward, or otherwise acting in loco parentis), stepchild, 
child-in-law, sibling, stepsibling, sibling-in-law, grandparent, grandparent-in-law, grandchild, or 
relative living in the employee's household.  
 
Reasonable documentation must be submitted to Human Resources. Documentation may include 
a death certificate, a published obituary, or written verification of death, burial, or memorial 
services from a mortuary, funeral home, burial society, crematorium, religious institution, or 
government agency. For leave resulting from an event listed in item 4, reasonable documentation 
shall include a form provided by Human Resources filled out by a healthcare practitioner or an 
adoption agency or surrogacy organization. An employee requesting leave for an event listed in 
item 4 is not required to disclose which category of the event the leave pertains. 
 
Bereavement leave must be completed within 60 days. In the event of the death of more than one 
immediate family member in a 12-month period, an employee shall be entitled to up to 6 weeks 
of bereavement leave. Bereavement leave shall be noncumulative.  
 
The bereavement policy with respect to faculty bargaining unit members, support staff 
bargaining unit members, and police department bargaining unit members shall be as contained 
in the respective collective bargaining agreements, as it may be modified in the future. 
 
 
 
Legal Reference:  820 ILCS 154/ Family Bereavement Leave Act 
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Human Resources 
 
Leave of Absence without Pay [Exempt and Non-Exempt] 
 
I. Policy 
 

Leaves of absence without pay may be granted to regular full-time and part-time 
employees in order to maintain continuity of service and to enable employees to receive 
extended time away from work for the purpose of securing additional education, 
satisfying military service obligations, handling pressing personal obligations or parental 
leave. A leave of absence may be granted or extended upon recommendation of the 
supervisor, approval by the President and Board of Trustees. 

 
No loss of service credit with the college will occur as a result of the leave of absence, 
but no benefit credit will be accrued toward vacation and sick leave entitlement for the 
duration of the leave and none may be taken during the leave. The employee is also 
ineligible for holiday pay during leave of absence. 

 
The college is not responsible for maintaining payment of an employee's group insurance 
program premium when on a leave of absence without pay. However, the employee may 
elect to pay the premium in effect on a monthly basis for the duration of the leave of 
absence. 

 
A. Personal Leave of Absence 

 
A personal leave of absence to handle pressing personal obligations may be 
granted to regular full-time and part-time employees. To be eligible, the employee 
must have maintained a satisfactory record of employment with the college for a 
minimum of one year. Although personal leave is a privilege, not a right, a leave 
may be granted to an employee with a good work record, provided the employee's 
absence will not cause disruption to unit operation. The employee must be 
available to return to regular employment on or before the expiration date of the 
leave (see contract/handbook for number of days allowed). 
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B. Family and Medical Leave  (see 7283.6) 

 
C.  Military Service Leave of Absence 

 
An employee who volunteers or is called to active military duty in a branch of the 
United States Armed Forces may be granted a leave for the period of active duty. 
Military reserve training is covered under personal leave (see 7283.5, section 1A).  

 
II. Procedures 
 

A. Application and Commencement 
 

1. Request for short term [5 days or less] leave of absence must be submitted 
in writing to the Director of Human Resources ten days prior to the 
commencement date, except when medical conditions make such a 
requirement impossible. 

 
2. Requests for long term [6 days or more] leave of absence must be 

submitted in writing to the appropriate vice president thirty days prior to 
the commencement date, except when medical conditions make such a 
requirement impossible. 

 
3. Leaves of absence of 30 calendar days or more are subject to Board 

approval. 
 

4. Extensions of leaves of absence are ordinarily not granted, but under 
certain circumstances may be granted by Board action.  

 
B. Reinstatement 

 
1. Upon return from a leave of absence, employees will be reinstated in the 

following priority of position reassignment. 
 

a. First: Prior position, if available; 
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b. Next: An equivalent position for which the employee is qualified; 

 
If no work is available according to the reassignment priorities 
listed above, the employee will be placed on inactive status and 
will be offered one reinstatement if and when the first suitable 
position becomes available. If not reinstated, an employee's 
inactive status will terminate six months following the end of leave 
of absence and the employee will be permanently separated from 
the college. 
 
Failure to accept, if available, prior position or an equivalent 
position will be considered a voluntary quit. 

 
2. Employee Notification: Employees on leave of absence must notify the 

Human Resources Office at least two weeks prior to the end of leave to 
inform the college of availability for return to work. 

   
3. Physical Examination: The college may require employees to have a 

physical or psychiatric examination to determine fitness to work prior to 
return from leave of absence. 

 
4. Failure to Return: An employee's failure to return from an approved leave 

of absence will be considered to be a resignation [voluntary quit] within 
three acknowledged working days [Saturdays and Sundays not included]. 
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Human Resources 

Military Service Leave of Absence 

This Policy shall apply to any employee who is classified as full-time faculty, support staff, 
Administrative & Professional staff and Administrative Classified staff as defined in policy 
number 7100.  

(1)    Definitions: The following definitions shall apply to this Policy: 

“Active Duty”: Any full-time military service regardless of length or voluntariness 
including, but not limited to, annual training, full-time National Guard duty, 
and State active duty. Active duty includes duty without pay. 

“Active Service”: All forms of active and inactive duty regardless of voluntariness including, 
but not limited to, annual training, active duty for training, initial active duty 
training, overseas training duty, full-time National Guard duty, active duty 
other than training, state active duty, mobilizations, and muster duty. Active 
service includes active service without pay. 

“Base/Basic Pay”: The main component of military pay, whether active or inactive, based on 
rank and time in service. It does not include addition of conditional funds 
for specific purposes such as allowances, incentive and special pay. 

“Benefits”: The terms, conditions or privileges of employment, including wages or 
salary for work performed, that accrues by reason of an employment 
contract or agreement or a College policy, plan or practice and includes 
rights and benefits under the College’s pension plan, health plan insurance 
coverage and any such awards, bonuses, severance pay, supplemental 
unemployment benefits, vacations and any opportunity to select work hours 
or location of employment. 

“Differential  Pay due when an employee’s daily rate of compensation for military   
compensation”: service is less than his/her daily rate of compensation as a college employee. 

“Military Leave”: A furlough or leave of absence while performing active service. It cannot 
be substituted for accrued vacation, annual, or similar leave with pay except 
at the sole discretion of the employee. 

“Military Service”: 

(a) Service in the Armed Services of the United States, National Guard 
or of any state or territory regardless of status and the State Guard. 
Military Service, whether active or reserve, includes service under 
U.S.C. Titles 10, 14, or 32, or State active duty. 

(b) Service in a federally recognized auxiliary of the United States 
Armed Forces when performing official duties in support of military 
or civilian authorities as a result of an emergency. 
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(c) A period for which an employee is absent from employment for the 
purpose of medical or dental treatment for a condition, illness, or 
injury sustained or aggravated during a period of active service in 
which treatment is paid by the United States Department of Defense 
Military Health System. 

“Reserve   The reserve components of Illinois and the United States Armed Forces 
Component”:  regardless of status. 

“State Active Duty”: Full-time state-funded military duty under the command and control of the 
Governor and subject to the Military Code of Illinois. 

(2) Basic Protections: 

 (a) Although an employee is not required to get permission for military 
 service, the employee is required to give advance notice of pending 
 service unless it is a military necessity. 

 (b) The College may not impose conditions for military leave, such as 
 work shift replacement unless the employee requests scheduling 
 options in lieu of paid military leave. 

 (c) An employee who is absent on military leave shall, minimally, for 
 the period of military leave, be credited with the average of the 
 efficiency or performance ratings or evaluations received for the 3 
 years immediately before the absence for military leave. The rating 
 shall not be less than the rating the employee received for the rated 
 period immediately prior to the employee’s military leave. In 
 computing seniority and service requirements for promotion 
 eligibility or any other benefit of employment, the period of military 
 duty shall be counted as civilian service. This subsection does not 
 apply to probationary periods. 

(3)  Compensation and Health Insurance: 

 (a) Concurrent compensation. During periods of military leave for 
 annual training, an employee who is a member of the reserve 
 component of Illinois or the U.S. Armed Forces, shall continue to 
 receive full compensation for up to 30 days per calendar year and 
 military leave  for purposes of receiving concurrent compensation 
 may be performed nonsychronously. 

 (b) Differential compensation. During periods of military leave for 
 active service, an employee shall receive differential compensation 
 subject to the following: 
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(i) An employee may elect the use of accrued vacation, annual 
or similar leave with pay in lieu of differential compensation 
during any period of military leave.  

(ii) Differential compensation for voluntary active service is 
limited to 60 work days in a calendar year. 

(iii) Differential compensation shall not be paid for active service 
without pay. 

(iv) An employee who has exhausted concurrent compensation 
under subsection (3)(a) above, in a calendar year shall 
receive differential compensation when authorized under 
subsection (3)(b)(ii) in the same calendar year. 

(c) The College’s health plan benefits shall continue in accordance with 
 this Policy, except the College’s share of the full premium and 
 administrative costs shall continue to be paid by the College for 
 active duty. 

(4)  Return to Work: Employees shall be entitled to return to work in accordance 
with the Uniform Services Employment and Reemployment Rights Act 
(USERRA), the Illinois Service Member Employment and Reemployment 
Rights Act, 330 ILCS 61/1-1, et.seq., and in accordance with a collective 
bargaining agreement, if applicable.  

 

 

 

 

For more information see Illinois Service Member Employment and Reemployment Rights Act, 
330 ILCS 61/1-1, et.seq. 

 

 

Policy      MORAINE VALLEY COMMUNITY COLLEGE,  
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7283.6 
 
Human Resources 
 
Family and Medical Leave of Absence 
  
Moraine Valley Community College follows the provisions of the Family and Medical Leave 
Act (FMLA) as required by law. 
 
The provisions of the FMLA will be used for the administration of this policy for applicable 
employee groups except where superseded by collective bargaining agreements where the 
benefits in such agreements are greater than those provided for in the FMLA. 
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Human Resources 
 
Personal Leave  
 
Full-time Administrative, Confidential, Managerial, and Supervisory employees shall be granted 
three personal leave days (24 hours) at the beginning of the 12-month period or upon hire. Full-
time Administrative Classified employees shall be granted three personal leave days (24 hours) 
at the beginning of the 12-month period or after the probationary period. Part-time 
Administrative Classified employees shall be granted a prorated number of hours, consistent 
with their work schedule, at the beginning of the 12-month period or after the probationary 
period. The 12-month period shall be July 1 – June 30. 

Personal leave may be used for any reason but cannot be taken in conjunction with vacation or to 
extend holidays. Personal leave must be taken in half or full-day increments and documented in 
accordance with administrative procedures. Personal leave shall be noncumulative. Unused 
personal leave shall be added to an employee’s sick leave at the end of the 12-month period. 

Personal leave benefits for bargaining unit members shall be contained in the respective 
collective bargaining agreements.  
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Human Resources 
 
Selective Paid Leave  
 
Eligible employees, with limited exceptions, shall be entitled to earn and use up to 40 hours of 
paid leave in a 12-month period. The 12-month period shall be July 1 – June 30. Leave shall be 
granted consistent with an employee’s work schedule at the beginning of the 12-month period or 
upon hire.  

Paid leave may be used for any reason and documented in accordance with administrative 
procedures. New employees may begin using paid leave after 90 days of employment. Paid leave 
shall be noncumulative. Unused leave shall not be paid upon separation. 

Exceptions include: 

• Student employees – Individuals enrolled in and regularly attending classes who are 
employed on a temporary basis at less than full-time at the College;  

• Short-term employees – Individuals employed no more than 2 consecutive quarters of a 
calendar year and with no reasonable expectation that they will be rehired in a subsequent 
calendar year;  

• Employees covered by a valid collective bargaining agreement in effect on January 1, 
2024, shall be temporarily exempt subject to future contract negotiations; 

• Employees covered by a valid collective bargaining agreement that includes an explicit 
waiver in unambiguous terms; 

• Employees who qualify for another type of paid leave (e.g., vacation) that allows them to 
take at least 40 hours of paid leave for any reason.  

 
Legal Reference:  Cook County Paid Leave Ordinance, No. 24-0583 
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Human Resources 
 
Employee Group Insurance 
 
The college provides a group health insurance program for full-time employees and dependents. 
 
The terms and conditions of the group health insurance program are those currently in effect or 
as they may be modified in the future. 
 
The college shall follow all applicable provisions related to continuation coverage of insurance 
benefits as required by law. 
 
Details of the program shall be maintained and available in the Human Resources Office. 
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Human Resources 

 

Educational Benefits 

 

The college encourages its employees to continue their formal education at Moraine Valley 

Community College and/or other institutions of higher education. Regularly scheduled benefit 

eligible full-time and part-time employees, in addition to tuition waivers at MVCC, are eligible 

for tuition reimbursement for courses taken at other recognized institutions of higher education 

in accordance with guidelines established by the Board. 

 

An employee may take a work related course during normal working hours with the consent of 

the supervisor provided that release for class does not interfere with the efficient performance of 

the unit in which the employee works and provided such time as granted is made up within the 

week it was granted at a time or times satisfactory to the employee's supervisor. 

 

The spouse of a regularly scheduled full-time employee and dependent children under the age of  

26 and living in the employee's household are eligible to enroll in college courses at Moraine 

Valley Community College 100% tuition free [including any course fees] and subject to the 

following conditions: [1] For the purposes of this policy, semesters are defined as one of the 

traditional semesters:  fall, spring, summer pre-session, and summer.  The dependent child(ren) 

cannot turn 26 anytime during a traditional semester and still qualify for the waiver for that 

semester regardless of the start or finish date of the class within that semester; [2] the tuition 

waiver is limited to courses applicable to the Associate Degree, college credit Certificate 

Programs, and/or remedial developmental courses as designated by state code; [3] for courses in 

which admission to a specific instructional program is a condition of registration, such as 

Nursing, Respiratory, etc., tuition shall be waived only in the event that space is available in the 

program after all qualified tuition-paying students have been admitted. This does not preclude 

admission and registration as a tuition paying student.  If any employee dies while employed full 

time, the above benefit described in this paragraph shall be extended to the employee’s child(ren) 

while the child(ren) is under the age of 26. 
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A retiree may enroll in credit and non-credit courses at Moraine Valley Community College 

100% tuition free (the retiree must pay for course materials and/or fees for all courses, consistent 

with the current provisions of the Faculty Association agreement) subject to the following 

conditions: [1] no paying student shall be bumped from the course; [2] a maximum of two (2) 

seats per non-credit course are available to retirees; [3] decisions to run or cancel a course shall 

be based upon the number of paying students enrolled disregarding non-paying students. 
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Human Resources 
 
Drug-Free Workplace Policy 
  
Statement of Policy: 
 
The college is committed to maintaining a work place that is free from the effects of drug and 
alcohol use. To promote this goal, employees are required to report to work in appropriate 
mental and physical condition to perform their jobs in a satisfactory manner.  
 
In accordance with the federal Drug-Free Workplace Act of 1988, college employees shall not 
manufacture, distribute, dispense, possess or use alcohol (unless authorized), illegal drugs or 
controlled substances on any college premises, in college-owned vehicles, while on call, or 
otherwise while working for the college. Likewise, employees also are prohibited from being 
under the influence of alcohol (unless authorized), illegal drugs or controlled substances on any 
college premises, in college-owned vehicles, while on call, or otherwise while working for the 
college, regardless of when and/or where the drug or alcohol use occurred. In addition, law 
enforcement officers employed by the college shall not distribute, dispense, possess or use 
cannabis or cannabis-infused substances at any time, including without limitation when they are 
off duty. 
 
Compliance with this policy is a condition of employment. Sanctions for violation of this policy 
extend to and include dismissal and referral for prosecution consistent with applicable local, state 
and federal law. Employees who are being disciplined for being impaired by or under the 
influence of cannabis while working or while on call will be provided a reasonable opportunity 
to contest the basis of the college’s determination. 
 
This policy does not apply to the lawful use of prescription drugs under the supervision of a 
licensed healthcare professional and within the limits of a valid prescription. An employee who 
has been prescribed drugs or who is taking over-the-counter medications that come in containers 
with warnings about drowsiness or interference with the ability to operate machinery or drive 
safely, is required, however, to consult with his or her doctor or pharmacist about the 
medication’s effect on the employee’s ability to perform his or her job safely, and to immediately 
disclose to his or her supervisor any medication-related work restrictions. Employees should not, 
however, disclose the type of drugs they have been prescribed or the underlying medical 
conditions, impairments or disabilities unless specifically directed to do so by their doctors or 
asked to do so by the college Human Resources Director or his/her Designee.  
  
Pre-Employment Testing:  
 
Applicants for any college position may be required to submit to and pass a drug test as a 
condition of employment, given to applicants with conditional offers of employment. Applicants 
shall be disqualified from employment with the college for refusal to submit to a required drug 
test, or for a confirmed positive drug test.  
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Drug Testing of Employees: 
 
It is the policy of the college to conduct drug/alcohol testing where it has a reasonable suspicion 
that an employee may be under the influence of alcohol, illegal drugs or other controlled 
substances. In addition, any employee who is reasonably believed to have caused or contributed 
to an accident which injures or reasonably could have injured an individual or which damages 
college property, may be tested for alcohol, illegal drugs or other controlled substances.  
 
Employees subject to the requirements of U.S. Department of Transportation regulations or the 
Substance Abuse Prevention on Public Works Projects Act shall be tested in accordance with the 
applicable regulations and statutory provisions, in addition to the testing and discipline 
provisions of this policy. Refusal to submit to testing will result in disciplinary action, up to and 
including dismissal.  
 
In the event the employee is so seriously injured that he/she cannot provide a sample of urine or 
breath at the time of the accident, the employee must provide necessary authorization to the 
college to obtain hospital records or other documents that would indicate whether or not 
controlled substances or alcohol were present in the employee's system at the time of the 
accident. Failure to comply with the authorization may result in the termination of employment. 
 
The college will maintain medical records relating to alcohol or drug use, diagnosis, and 
treatment in a file separate from the employee’s regular personnel file. The college will not 
disclose these records to persons outside the college without the employee’s consent unless 
disclosure of the records is necessary for legal or insurance purposes. 
 
Reporting Obligations: 
 
As a condition of initial or continued employment, employees shall abide by the terms of this 
policy and shall notify the college Human Resources Director of any criminal drug statute 
conviction, guilty or nolo contendere plea for a violation no later than five days after such 
conviction or plea. 
 
For purposes of this policy, the term “controlled substance” means a substance that is: 

1. Not legally obtainable; 
2. Being used in a manner different than prescribed; 
3. Legally obtainable, but has not been legally obtained; or 
4. Referenced in federal or state controlled substance acts. 

 
For the purpose of confirming whether the employee is under the influence of alcohol in 
violation of this policy, test results showing an alcohol concentration of .02 or more will be 
considered positive, and results showing an alcohol concentration of .0199 or less shall be 
considered negative.  
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Employees who have completed a rehabilitation program will be subject to alcohol and drug 
screening prior to returning to work along with an additional random test for a period of 6 
months after returning. 
 
Employees employed on a grant provided by a federal agency and convicted of a criminal drug 
statutory offense are required to notify the Director of Human Resources of this fact within five 
(5) days of their conviction. The college must notify the granting agency within ten (10) days of 
receiving notice from the employee, or otherwise receiving actual notice of such conviction. 
Within thirty (30) days following notification of conviction, appropriate sanctions here within 
listed shall be imposed.  
 
Information & Assistance: 
 
From time to time during the academic year, the college may sponsor workshops or seminars and 
may distribute informational materials dealing with the dangers of drug abuse. Employees are 
encouraged to attend these seminars and to read the informational materials provided. Additional 
information regarding the dangers and health risks of alcoholic beverages and illegal chemical 
substances is available in Human Resources, the Counseling Center, and the Library.  
 
The college provides an Employee Assistance Program (EAP) for employees. The EAP offers a 
confidential, cost free referral and assessment service, 24 hours a day, for both employees and 
their family members. The EAP assists employees in dealing with personal problems including 
substance abuse, emotional, mental health, family, marital, financial, and legal problems. 
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Human Resources   

Chronic Infectious Disease Policy 

It is the policy of Moraine Valley Community College that students and employees who contract 
a chronic infectious disease shall not be discriminated against in educational programs, activities 
or employment practices. 

For students serving in external practicums, or for employees serving in another institution on 
detached services, the personnel policy of the affiliated institution will be observed per signed 
affiliation agreement. 

Decisions as to employment and placement of students will be made upon the facts of the 
individual case by designated college officials.  These decisions will be guided by a concern for 
the individual as well as for public health and safety. Actions recommended by the designated 
college officials shall be placed before the Board of Trustees for their final decision. 

The contractual agreement between the Board of Trustees and the respective collective 
bargaining units of the college will be followed in the implementation of this policy.  Nothing 
herein is intended to abrogate any rights guaranteed to employees or students under the 
Collective Bargaining Agreement and any other applicable state and federal laws. 

Every reasonable attempt will be exercised to preserve the individual's right of privacy.  Only 
those deemed to "need to know" to assure proper care of the individual and to detect situations in 
which the potential for transmission may increase will have access to the information and shall 
not disclose such information unless a legitimate need to know exists. 

The designated college official or representative(s) shall serve as liaison(s) to other college 
departments, provide information on the availability of medical services, coordinate educational 
efforts within the college and community, and cooperate in matters of public relations. 

Copies of this policy and other relevant documentation will be maintained in the office of the 
Vice President of Student Development, Human Resources, and the Moraine Valley Police 
Department. All inquiries should be directed to those resource offices. 

The President shall promulgate regulations to implement this policy. 
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Human Resources 
  
Bloodborne Pathogens Exposure Control Policy 
 
It is the policy of Moraine Valley Community College to establish a Bloodborne Pathogen 
Exposure Control Plan to protect its employees and students from exposure to blood or other 
potentially infectious materials in accordance with the OSHA Bloodborne Pathogens standard, 
29 CAR 1910.1030. 
 
Copies of this plan and other relevant documentation will be maintained in the office of the Vice 
President of Student Development, Human Resources, and the Moraine Valley Police 
Department. All inquiries should be directed to those resource offices. 
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Human Resources 

  
Americans with Disabilities Act 
 
The federal Americans with Disabilities Act (ADA) prohibits a local government from 
discriminating against a qualified individual with a disability in its services, programs and 
activities. A "qualified individual with a disability" is a person with a disability who, with or 
without reasonable modifications to rules, policies or practices, the removal of architecture, 
communication, or transportation barriers, or the provision of auxiliary aids and services, meets 
the essential eligibility requirements for the receipt of college services or the participation in 
college programs or activities. 
 
Section 35.130 of the Code of Federal Regulations specifically details the actions or conduct 
prohibited by the Americans with Disabilities Act (ADA).  A copy of that section is attached. 
 
Complaint Procedures 
  
The college and its employees have made every attempt to provide access for all individuals, 
including those with disabilities, to college services, programs and activities. However, if any 
person believes he or she has been denied access to a college service, program or activity 
because of his or her disability, the person may file a written complaint with the Vice President 
of Administrative Services within thirty (30) days of the alleged violation of the ADA. 
Complaints should set forth the date(s) the alleged violation of the ADA occurred, the name of 
the employee or department which was involved in the alleged violation, the service, activity or 
program that is the basis of the complaint, all facts and circumstances surrounding the alleged 
violation of the ADA. 
 
Complaints should be directed to: 
 

Vice President, Administrative Services 
Moraine Valley Community College 
9000 W. College Parkway 
Palos Hills, IL 60465 
(708) 974-5203 

 
The Vice President shall investigate the matter and respond to the complaint within thirty (30) 
days of receipt of the complaint. The Vice President shall make every attempt to provide a 
prompt and equitable resolution of the complaint. 
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General Requirements 
 
General prohibitions against discrimination. 
 
(a) No qualified individual with a disability shall, on the basis of disability, be excluded from 

participation in or be denied the benefits of the services, programs, or activities of a 
public entity, or be subjected to discrimination by any public entity. 

 
(b)       (1) A public entity, in providing any aid, benefit, or service, may not, directly or 

through contractual, licensing, or other arrangements, on the basis of disability. 
 

(i) deny a qualified individual with a disability the opportunity to participate 
in or benefit from the aid, benefit, or service; 

 
(ii) afford a qualified individual with a disability an opportunity to participate 

in or benefit from the aid, benefit, or service that is not equal to that 
afforded others;  

 
(iii) provide a qualified individual with a disability with an aid, benefit, or 

service that is not as effective in affording equal opportunity to obtain the 
same result, to gain the same benefit, or to reach the same level of 
achievement as that provided to others; 

 
(iv) provide different or separate aids, benefits, or services to individuals with 

disabilities or to any class of individuals with disabilities than is provided 
to others unless such action is necessary to provide qualified individuals 
with disabilities with aids, benefits or services that are as effective as those 
provided to others; 

 
(v) aid or perpetuate discrimination against a qualified individual with a 

disability by providing significant assistance to any agency, organization, 
or person that discriminates on the basis of disability in providing any aid, 
benefit, or service to beneficiaries of the public entity's program; 

 
(vi) deny a qualified individual with a disability the opportunity to participate 

as a member of planning or advisory boards; 
 
(vii) otherwise limit a qualified individual with a disability in the enjoyment of 

any right, privilege, advantage, or opportunity enjoyed by others receiving 
the aid, benefit, or service. 
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(2) A public entity may not deny a qualified individual with a disability the 

opportunity to participate in services, programs, or activities that are not separate 
or different, despite the existence of permissibly separate or different programs or 
activities. 

 
(3) A public entity may not, directly or through contractual or other arrangements, 

utilize criteria or methods of administration: 
 

(i) that have the effect of subjecting qualified individuals with disabilities to 
discrimination on the basis of disability; 

 
(ii) that have the purpose or effect of defeating or substantially impairing 

accomplishment of the objectives of the public entity's program with 
respect to individuals with disabilities; or 

 
(iii) that perpetuate the discrimination of another public entity if both public 

entities are subject to common administrative control or are agencies of 
the same State. 

 
(4) A public entity may not, in determining the site or location of a facility, make 

selections 
 

(i) that have the effect of excluding individuals with disabilities from, 
denying them the benefits or, or otherwise subjecting them to 
discrimination; or 

 
(ii) that have the purpose or effect of defeating or substantially impairing the 

accomplishment of the objectives of the service, program, or activity with 
respect to individuals with disabilities. 

 
(5) A public entity, in the selection of procurement contractors, may not use criteria 

that subject qualified individuals with disabilities to discrimination on the basis of 
disability. 

 
(6) A public entity may not administer a licensing or certification program in a 

manner that subjects qualified individuals with disabilities to discrimination on 
the basis of disability, nor may a public entity establish requirements for the 
programs or activities of licensees or certified entities that subject qualified 
individuals with disabilities to discrimination on the basis of disability. The 
programs or activities of entities that are licensed or certified by a public entity 
are not, themselves, covered by this part. 
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(7) A public entity shall make reasonable modifications in policies, practices, or 

procedures when the modifications are necessary to avoid discrimination on the 
basis of disability, unless the public entity can demonstrate that making the 
modifications would fundamentally alter the nature of the service, program or 
activity. 

 
(8) A public entity shall not impose or apply eligibility criteria that screen out or tend 

to screen out an individual with a disability or any class of individuals with 
disabilities from fully and equally enjoying any service, program, or activity 
being offered. 

 
(c) Nothing in this part prohibits a public entity from providing benefits, services, or 

advantages to individuals with disabilities, or to a particular class of individuals with 
disabilities beyond those required by this part.  

 
(d) A public entity shall administer services, programs, and activities in the most integrated 

setting appropriate to the needs of qualified individuals with disabilities. 
 
(e) (1) Nothing in this part shall be construed to require an individual with a disability to 

 accept an accommodation, aid, service, opportunity, or benefit provided under
 the ADA or this part which such individual chooses not to accept.  

 
(2) Nothing in the Act or this part authorizes the representative or guardian of an 

individual with a disability to decline food, water, medical treatment, or medical 
services for this individual. 

 
(f) A public entity may not place a surcharge on a particular individual with a disability or 

any group of individuals with disabilities to cover the costs of measures, such as the 
provision of auxiliary aids or program accessibility, that are required to provide that 
individual or group with the nondiscriminatory treatment required by the Act or this part. 

 
(g) A public entity shall not exclude or otherwise deny equal services, programs, or activities 

to an individual or entity because of the known disability of an individual with whom the 
individual or entity is known to have a relationship or association. 
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Human Resources 
 
Canvassing and Soliciting 
 
The college does not permit employees to espouse any cause; canvass; solicit; distribute or sell 
literature or merchandise; collect money for any purpose; or sell tickets without approval of the 
President or his/her designee. 
 
 
 
 
Reference:   Board Policy 
    3514: Organization and Administration of the College – 
    Sales and Solicitations 
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Human Resources 
 
Employee Code of Ethics 
 
 
Since it was founded, one of the keystones of Moraine Valley Community College success has 
been integrity in its dealings with people both inside and outside the college.  Moraine Valley 
Community College is in a position of trust with respect to many external organizations and 
agencies.  Additionally, all college personnel have a responsibility to the government, parents, 
students and other sources of funds to use such funds prudently, ethically and for the purposes 
for which they are designated.  Ethical conduct has been and continues to be the very foundation 
of the college. 
 
The college recognizes that the Federal government is a major source of external funding for the 
college, and the college’s dealings with the Federal Government impose additional 
responsibilities.  The college will advise and train its personnel about the applicable laws and 
requirements.  Moraine Valley Community College personnel are expected to assume personal 
responsibility and accountability for understanding relevant laws, regulations, and contract and 
grant requirements and for ensuring compliance.  Specifically, program directors have a duty to 
comply with all applicable standards and, if they do not comply, Administration should take 
disciplinary action.  The college will fully comply with all such laws and contract and grant 
requirements, as well as its own high standards of integrity and quality. 
 
Compliance with Standards of Integrity and Quality 
 
The college recognizes that it must earn and maintain a reputation for integrity that includes, but 
is not limited to, compliance with laws and regulations and its contractual obligations.  Even the 
appearance of misconduct or impropriety can be very damaging to the college.  The college will 
strive at all times to maintain the highest standards of quality and integrity. 
 
General Responsibilities 
 
a. Individual Responsibility-Ethics and integrity are the responsibility of each individual.  

Therefore, every member of the faculty and staff, and any other person acting on behalf 
of the college, is responsible for ethical conduct consistent with this Code and the 
college’s policies.  College personnel in supervisory positions must assume responsibility 
for ensuring that their conduct and the conduct of those they supervise complies with this 
Code. 

 
b. Business Activities-Business activities undertaken on behalf of the college with the 

public, the government, suppliers, students and one another must reflect the highest 
standards of honesty, integrity and fairness.  Each of us must be especially careful to 
avoid even the appearance of misconduct or impropriety. 
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Conflict of Interest 
 
Employees should be sensitive to situations, which could raise questions of potential or apparent 
conflicts between personnel interests and the college’s interest.  As part of the Moraine Valley 
Community College community, each of us should consider ourselves as persons in position of 
trust, and each of us should conduct ourselves accordingly.  We must be particularly aware of 
situations where there exists a conflict between the private interest of a person and the official 
responsibilities of a person. Such conflicts can involve government agencies, investments, 
private companies, present or prospective employees or members of the communities in which 
we operate. 
 
Violations of Policies 
 
Each person is responsible for ensuring that his or her own conduct and the conduct of anyone 
reporting to him or her fully complies with this Code and with the college’s policies.  Violations 
will result in the taking of appropriate action up to and including discharge from employment.  
Disciplinary action will be taken in accordance with the procedures applicable to faculty or staff, 
as the case may be.  Conduct representing a violation of this Code may, in some circumstances, 
also subject an individual to civil or criminal charges and penalties. 
 
Whistleblower Reporting and Protection from Reprisal 
 
Employees, students, vendors, other members of the college community, and members of the 
general public are encouraged to report concerns about any wrongdoing connected with the 
college.  For purposes of this policy, “wrongdoing” may include, but is not limited to: 
 

• Crimes or violations of the law, government regulations or program rules; 
• Fraud or financial irregularity; 
• Dishonest or improper use of college funds, property or assets; 
• Corruption, bribery, theft, coercion or blackmail; 
• Endangering the health or safety of an individual; 
• Other unethical conduct, or violations of this Code and the college’s policies. 

 
Employees are encouraged to report a concern of wrongdoing to the Director of Human 
Resources, Vice President of Administrative Services, or the Internal Auditor.  If the concern 
involves one of the individuals to whom the employee is to report, the employee is encouraged to 
report the concern directly to the President. 
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In addition, it is contrary to the values of the college for employees to retaliate, or take any 
adverse action, against an individual for disclosing wrongdoing or potential wrongdoing where 
the individual has reasonable cause to believe that the information discloses a violation of a state 
or federal law, rule or regulation, or wrongdoing per this policy.  Accordingly, an employee who 
retaliates against such an individual is subject to disciplinary action, up to and including 
termination of employment. 

The college administration shall develop and maintain reporting, investigation, and complaint 
resolution procedures consistent with this policy. 

Legal Reference: Illinois Whistleblower Act 
740 ILCS 174/ 
Illinois False Claims Act 
740 ILCS 175/ 
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Finance 

Fiscal Powers and Responsibilities 

The fiscal powers and responsibilities of the Community College Board and of the college are 
defined in the Illinois Community College Act. It shall be the responsibility of the administration 
to acquaint new Board members with the fiscal powers and responsibilities of the Board and to 
operate the college in a manner consistent with the policies, rules, and regulations of the Illinois 
Community College Board.     
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Finance 

Fiscal Objectives 

College programs and services shall be provided with consideration for: (1) high quality; (2) 
effective use of resources, and (3) operational economy. 

Adequate precaution should be taken to prevent the college district from being in a deficit 
position at the end of any fiscal year.  It is the responsibility of the administration to forewarn the 
Board of that eventuality. 

The business operations of the college shall be conducted in a manner consistent with sound 
business practices, the statutes, and the policies, rules and regulations of the Illinois Community 
College Board. 

Policy 
 Adopted: 11/23/70 
Amended: 7/21/81 
Reviewed: 10/12/95 
Reviewed: 2/18/15 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 



8130 

Finance 

Fiscal Year 

The fiscal year shall begin July 1 and end on June 30. 
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Finance 

Fiscal Officer 

As stipulated by law, the Treasurer is the fiscal officer of the Board. The Treasurer shall be 
appointed by the Board and serve at the pleasure of the Board.  His/her compensation shall be 
determined by the Board.  The Treasurer shall receive, expend, invest, and safeguard all funds 
and perform such other services related to his/her office as directed by the Board. 

The Treasurer shall assure himself/herself that all monies due and payable to the college are 
received. 

The Treasurer is authorized to make payments on the basis of vouchers and payrolls evidencing 
that payment is for services rendered or materials received pursuant to Board authority or 
authority granted to the President by the Board. 
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Finance 
 
Chief Financial Officer 
 
The Chief Financial Officer is the chief business officer of the college and is responsible for 
those duties stipulated in the job description for that position.  It is the Chief Financial Officer’s 
responsibility to assure that all expenditures for contracts, supplies, materials or work are made 
in accordance with the Illinois Community College Act and Illinois Revised Statutes. 
 
The Chief Financial Officer is authorized to select someone in his/her office to act on his/her 
behalf when he/she is absent. 
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Finance 

Basis of Accounting 

The accounting policies of Moraine Valley Community College will conform to the accounting 
principles generally accepted in the United State of America (GAAP) as applicable to 
government units. The Governmental Accounting Standards Board (GASB) is the accepted 
standard setting body for establishing accounting and financial reporting principles. These 
authoritative pronouncements are consistent with accounting practices prescribed or permitted by 
the Illinois Community College Board (ICCB). 
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Finance 

Financial Reports 

Periodic internal financial reports shall be made to the Board, President, and other selected staff 
members. 
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Finance 

 

Fund Balance 

 

This policy describes the guidelines for unreserved fund balances in the College operating 

(general) fund.   

 

Goal 

 

The College will strive to maintain an end of fiscal year unrestricted fund balance in the 

combined General Fund (comprised of the Education Fund and the Operations and Maintenance 

Fund) and Working Cash Fund in an amount equivalent to at least forty percent (40%) of the 

College’s total annual operating expenditures in the General Fund, using the modified accrual 

basis of accounting as reflected in the previous year’s uniform financial statements submitted to 

ICCB.  Unrestricted fund balance included only those resources without constraint on spending 

or for which a constraint on spending has been imposed by the college itself.  To the extent that 

the unrestricted fund balance on the date of adoption of this policy is below 40 percent, a plan 

shall be submitted to the Board setting aside expected revenues in any fiscal year until the 

desired fund balance level is achieved.  The duration of the plan shall not exceed five years. 

 

Utilization 

 

The proposed recommended use of the unreserved general fund balance is to provide capital 

funding for addressing future projects, proposed and/or recommended via the College’s Master 

Facility Plan, Technology Plan or other unanticipated one-time expenditures that do not result 

from reoccurring operating costs.  Expenditures from the unreserved fund balance must be 

approved by the Board of Trustees. 

 

When operating fund balance exceeds the goal, the excess funds may be transferred to the 

Operations and Maintenance Restricted Fund or the Restricted Purpose Technology fund with 

approval by the Board of Trustees. 

 

Annual Review 

 

Compliance of this policy will be reviewed by the Vice President of Financial and Business 

Services during the budget adoption.  

 

The Board will receive a report of year end reserves in the general fund as part of the year-end 

financial report. 
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Finance 
 
Investments 
 
1.01 Policy Statement 
The College shall invest public funds in a manner that shall provide the highest investment return 
with the maximum security while meeting the daily cash flow demands of the entity and 
conforming to all state and local statutes governing the investment of public funds. 
 
1.02 Scope 
This policy includes all funds governed by the Board. 
 
1.03 Prudence 
Investments shall be made with judgment and care, under circumstances then prevailing, which 
persons of prudence, discretion, and intelligence exercise in the management of their own affairs, 
not for speculation, but for investment, considering the probable safety of their capital, as well as 
the probable income to be derived. 
 
The standard of prudence to be used by investment officials shall be the “prudent person” 
standard and shall be applied in the context of managing an overall portfolio. 
 
1.04 Objective 
The primary objectives, in order of priority, shall be: 
• Legality – conformance with federal, state, and other legal requirements 

• Safety – preservation of capital and protection of investment principal 

• Liquidity – maintenance of sufficient liquidity to meet operating requirements 

• Yield – attainment of market rates of return 

The portfolio should be reviewed periodically as to its effectiveness in meeting the College’s 
needs for safety, liquidity, rate of return, diversification, and its overall performance. 
 
1.05 Delegation of Authority 
Management and administrative responsibility for the investment program is hereby delegated to 
the Treasurer who, under the delegation of the Board, shall establish written procedures for the 
operation of the investment program. 
 
1.06 Ethics and Conflicts of Interest 
Officers and employees involved in the investment process shall refrain from personal business 
activity that could conflict with the proper execution and management of the investment 
program, or that could impair their ability to make impartial decisions. No bank shall be used as 
a depository of any College funds when any Board member is an officer, director, employee, or 
stockholder of said bank. 
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1.07 Authorized Financial Dealers and Institutions 
The Treasurer shall maintain a list of financial institutions authorized by the Board to provide 
investment services. 
 
The Treasurer may use financial intermediaries, brokers, and/or financial institutions (banks and 
savings and loan associations) to solicit bids for securities and certificates of deposit. The 
intermediaries shall be approved by the Board. For investment in Certificate of Deposit (CD), at 
least six financial institutions shall be contacted and requested to bid and the interest rate bid by 
each shall be kept recorded. The bidding may be conducted orally but shall be verified in writing. 
 
In addition, a list shall also be maintained of approved security brokers/dealers selected by credit 
worthiness. 
 
1.08 Authorized and Suitable Investments 
The College shall invest in instruments as allowed by the Public Funds Investment Act, 30 ILCS 
235. A summary of authorized investments follows: 
 
a. Bonds, notes, certificates of indebtedness, treasury bills or other securities now or hereafter 

issued, which are guaranteed by the full faith and credit of the United States of America as to 
principal and interest.  

b. Bonds, notes, debentures, or other similar obligations of the United States of America, its 
agencies, and its instrumentalities. 

c. Repurchase Agreements fully collateralized by any of the above securities. 

d. Certificates of Deposits, Money Market Accounts, Time Deposits or Savings Accounts, with 
banks, savings banks, and savings and loan associations, or any other investments 
constituting direct obligations of any bank as defined by the Illinois Banking Act 205 ILCS 
5, which are insured by the Federal Deposit Insurance Corporation (FDIC) or National Credit 
Union Association (NCUA) or collateralized as describe in Section 1.09 of this Investment 
Policy. 

e. Short-term obligations of corporations organized in the United States with assets exceeding 
$500,000,000 if (i) such obligations are rated at the time of purchase at the highest general 
short-term classification (A-1, P-1, F-1, etc.) established by at least 2 Nationally Recognized 
Statistical Rating Organizations (NRSROs) and which mature not later than 270 days from 
the date of settlement and (ii) such purchases do not exceed 10% of the corporation’s 
outstanding obligations, (iii) no more than one-third of the College’s funds may be invested 
in short-term obligations of corporations. 

f. Obligations of corporations organized in the United States with assets exceeding 
$500,000,000 if (i) such obligations are rated at the time of purchase at one of the 3 highest 
classifications established by at least 2 standard rating services and which mature more than 
270 days, but not later than 5.5 years from the date of settlement, (ii) such purchases do not  
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exceed 10% of the corporation’s outstanding obligations and (iii) no more than one-third of 
the College’s funds may be invested in obligations of corporations. 

g. Money Market mutual funds registered under the Investment Company Act of 1940, 
provided that the portfolio of any such money market mutual fund is limited to obligations 
described in paragraph (a) or (b) of this subsection and to agreements to repurchase such 
obligations. 

h. Interest bearing bonds of any county, township, city, village, incorporated town, municipal 
corporation, or school district, of the State of Illinois, of any other state, or of any political 
subdivision or agency of the State of Illinois or of any other state, whether the interest earned 
thereon is taxable or tax-exempt under federal law. The bonds shall be rated at the time of 
purchase within the 4 highest general classifications established by a rating service of 
nationally recognized expertise in rating bonds of states and their political subdivisions.  

i. The College may invest in the Illinois Public Treasurer’s Investment Pool (The Illinois 
Funds). 

j. The College may invest in the Illinois School District Liquid Asset Fund (ISDLAF) Plus. 

k. The College may invest in the Illinois Trust Local Government Investment Pool. 

l. The College may invest in the Illinois Metropolitan Investment Fund. 

m. The total investments at any one financial institution may not exceed 75% of the capital stock 
and surplus of that institution, in accordance with the most recent call report of that 
institution. Further, unless specifically authorized by the Board, the Treasurer shall not have 
investments in excess of $35,000,000 in any one financial institution (bank or savings and 
loan association) regardless of the calculation mentioned in this section. 

1.09 Collateralization 
Financial institutions must collateralize all deposits in excess of coverage provided by the FDIC 
or NCUA ($250,000) to 102% of market value. 
 
Acceptable collateral shall include the following: 

1. Bonds, notes, certificates of indebtedness, treasury bills, or other securities now or hereafter 
issued which are guaranteed by the full faith and credit of the United States of America as to 
principal and interest. 

2. Obligations of United States Government Agencies and its instrumentalities; and 

3. Direct and general obligation bonds of any city, town, county, school district, or other taxing 
body of any state, the debt service of which is payable from general ad valorem taxes. 
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4. Revenue bonds of any city, town, county, or school district of the State of Illinois. 

5. Deposits may additionally be collateralized by a letter of credit issued by a Federal Home 
Loan Bank in an amount equal to at least the market value of that amount of funds on deposit 
exceeding the insurance limitation provided by the Federal Deposit Insurance Corporation or 
the National Credit Union Administration. 

All investments requiring collateral in accordance with the above section, shall be witnessed by a 
written agreement, and pledged securities collateral must be held in an independent – third party 
institution in the name of the College.  
 
1.10 Safekeeping and Custody 
All security transactions, including collateral for repurchase agreements, entered into by the 
College shall be conducted on a delivery-versus-payment (DVP) basis. Securities shall be held 
by an independent third-party custodian designated by the Treasurer. The 
safekeeping department of the bank designated shall be considered a third party for the purposes 
of safekeeping of securities. Securities purchased through a broker/dealer may be held by the 
broker as long as they are registered in the name of the College and they meet other credit 
requirements. 
 
Banks that place purchased securities or securities that are provided as collateral by that bank 
into that bank’s Trust Department shall be considered to have complied with the third-party 
safekeeping requirements. 
 
1.11 Diversification 
The College shall diversify its investments to the best of its ability based on the type of funds 
invested and the cash flow needs of those funds. Diversification can be by type of investment, 
number of institutions invested in, and length of maturity. 
 
1.12 Maximum Maturities 
To the extent possible, the College shall attempt to match its investments with anticipated cash 
flow requirements. Unless matched to a specific cash flow, the College shall not directly invest 
in securities maturing more than five and one half years from the date of settlement. Prior 
approval of the Board must be secured for an investment exceeding that period. 
 
Investments shall be made that reflect the cash flow needs of the fund type being invested 
including capital construction related funds which may have more specific cash flow 
requirements related to the timing of the construction projects. 
 
Reserve funds may be invested in securities exceeding five years if such investments meet the 
long-term cash requirements of the College. 
 
 
 



8310 cont. 
 

1.13 Internal Control 
 
The Treasurer is responsible for establishing and maintaining an internal control structure 
designed to insure that the assets of the entity are protected from loss, theft, or misuse. The 
internal control structure shall be designed to provide reasonable assurance that these objectives 
are met.  
 
The internal controls shall address the following points: 

• Control of collusion 

• Separation of transaction authority from accounting 

• Custodial safekeeping 

• Written confirmation of telephone transactions for investments and wire transfers 

1.14 Performance Standards 
This investment portfolio shall be managed in accordance with the parameters specified within 
this policy. The portfolio should obtain a comparable rate of return during a market/economic 
environment of stable interest rates. Portfolio performance should be compared to benchmarks 
with similar maturity, liquidity, and credit quality as the portfolio. 
 
1.15 Reporting 
The Treasurer shall prepare an investment report at least monthly. The report should be provided 
to the Board and be made available upon request. The Treasurer's monthly report shall include 
the names of all financial institutions requested to bid on any investments made since the 
previous report. 

The report should be in a format suitable for review by the general public. An annual report 
should also be provided to the Board. 
 
1.16 Marking to Market 
A statement of the market value of the portfolio shall be issued to the Board quarterly. 
 
1.17 Investment Policy Adoption 
The investment policy shall be adopted by the Board. The policy shall be reviewed on an annual 
basis by the Treasurer and any modifications made thereto must be approved by the Board. 
 
 
 
 
 
 
 



8310 cont. 
 

Legal Reference:    Public Community College Act 
    110 ILCS 805/3-47 

 
Public Funds Investment Act 

    30 ILCS 235/ 
     

Illinois Banking Act 
205 ILCS 5/ 
 
Investment Company Act of 1940 
15 U.S.C. §§ 80a-1–80a-6; 17 CFR Part 270 
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8410 

Finance 

Authority to Borrow 

The authority to borrow money and the method of borrowing are governed by the Illinois 
Community College Act. 
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8420 
 
Finance 
 
Interfund Borrowing 
 
The Treasurer is authorized to make interfund loans from any fund to any other fund maintained 
by the Board. 
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8430 
 
Finance 
 
Unauthorized Acts 
 
No officer, trustee, committee, or employee of the Board of Trustees shall contract any 
indebtedness, make any commitment, or incur any obligation whatsoever for or in behalf of the 
Board without the issuance of a purchase order or other documentation properly approved.  In 
cases where emergencies require the repairing of machinery or other immediate expenditure to 
preserve the college property or to keep the college in session, the administration is authorized to 
make such necessary expenditures and report the same to the Board at the next regular meeting.  
All other receipts except activity fund receipts shall be deposited to a clearing account under the 
authority of the Treasurer. 
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8510 
 
Finance 
 
District Taxes and State Funds 
 
Procedure regarding the receipting of district taxes and state funds are governed by the statutes. 
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8520 
 
Finance 
 
Gifts, Grants and Bequests 
 
Gifts of money, real or personal property, without restrictions, may be accepted at the discretion 
of the President.  Gifts of money, real or personal property, with restrictions, may be accepted 
only upon approval of the Board. 
 
The college Foundation may accept gifts on behalf of the college when those gifts are applicable 
to stated Foundation goals acceptable to the college. 
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8530 
 
Finance 
 
Tuition and Fees 
 
Tuition and fees for courses receiving state apportionment shall be recommended by the college 
administration and approved by the Board. 
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8540 
 
Finance 
 
Obsolete, Worn-Out and Unneeded Property 
 
When the college has obsolete, worn-out or unneeded movable equipment or materials and/or 
supplies, the Business Office shall recommend to the President whether to adapt or reclaim to 
use, to discard as worthless, to sell, or to donate. 
 
Completed sales are to be reported to the Board of Trustees. 
 
Proceeds from sales will be treated as general fund income and deposited to the fund charged for 
the original acquisition. 
 
All sales expected to gross below $10,000 may be made by negotiations or bids.  If any item or 
total sale price of a group of goods sold together is $10,000 or more, the bidding process will be 
used.  The Board may waive the bid procedure where appropriate. 
 
In those cases where bids are sought, the property is to be sold to the highest, responsible and 
acceptable bidder, with notice to the second highest bidder. 
 
Sales may not be made to employees or to members of the Board of Trustees. 
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8541 

Finance 

Replacement of Equipment 

It shall be accepted policy that the college will not sell old merchandise to any employee or any 
other person except those items normally sold in the College Store. 

Items which are to be used no longer by the college for which replacement is authorized shall be 
traded in and all sales shall be handled by the vendor. 

Items which are sold or traded to a vendor shall not carry any form of guarantee by the college, 
actual or implied. 
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8610 
 
Finance 
 
Authorization 
 
Expenditures shall be planned insofar as possible on a yearly basis and be specified in the 
internal budget. The budgets shall contain provisions for contingencies. 
 
The administration shall establish procedures for the proper authorization of requisitions and 
purchase orders. 
 
Contracts for purchase of supplies, materials or work involving expenditure of funds must be in 
accordance with Illinois Community College Act, Illinois Revised Statutes, 110ILCS 805/3-27.1 
through 3-27.3. 
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8615 
 
Finance 
 
Political Contributions 
 
It shall be the policy of the college that no college funds be expended for the purpose of political 
support or endorsement of any candidate for public office or any political campaign.  No college 
funds shall be used to urge any elector to vote for or against any proposition. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 5/22/90 
Reviewed: 10/12/95 
Amended: 2/18/15 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 

  



8620 
 
Finance 
 
Expense Reimbursement 
 
As a matter of policy, all reimbursements shall be based on adequate records and proof of the 
amount, time, place, person(s) and the business expense purpose.  This expense reimbursement 
policy shall be implemented by procedures established by the Treasurer and approved by the 
Board of Trustees. 
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Finance 
 
Policy and Procedures for Use of Consultants in Externally-Funded Programs 
 
The specific requirements for goods and services allowed or disallowed are unique to each 
Federal program. Guidelines found in the laws, regulations, and the provisions of contract or 
grant agreements pertaining to the program will be followed. Along with grant specific 
requirements, expenditures will follow the cost principles contained in Office of Management 
and Budget (OMB) Federal Circular’s A-21, federal administrative standards contained in OMB 
A-110, and audit requirements contained in A-133 where applicable. 
 
Moraine Valley Community College may use grant funds to employ a consultant to provide 
necessary specialized knowledge and skills. Consultants will be employed for a specific time and 
service. Compensation for services is allowable to the extent that they are necessary; reasonable 
for the services rendered; consistent with the conditions of the grant; and accountable with 
appropriate documentation. 
 
The college will determine whether a planned expenditure is consistent with the following: 
 
Necessary:  Consultant fees must be necessary and reasonable to meet the goals of the  
   grant. 
 
Reasonable:  Consultant fees will be considered reasonable to the extent that it can be  
   compared to that paid for similar work in the labor market. 
 
Consistent:  Consultant fees must be consistent with policies, regulations, and  

procedures that apply to both the college and the external funding source 
and must be accorded consistent treatment through application of 
generally accepted accounting principles.  

 
Accountable: Consultant fees charged to a specific grant must be based on written 

documentation.  Consultant fees will not exceed the amount established in 
the specific grant guidelines. 

 
Documentation: A written contract or letter of engagement must be established and signed 

by the contractee and an officer of the college, or designee.  It must 
include the consultant’s name, date(s) of consultation of service, the 
purposes of the consultation, dollar amount of the contract, and specific 
program or grant being charged. 
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Finance 

Policy and Procedures for Food-Related Expenditures for Externally-Funded Programs 

The specific requirements for goods and services allowed or disallowed are unique to each 
Federal program. Guidelines found in the laws, regulations, and the provisions of contract or 
grant agreements pertaining to the program will be followed. Along with grant specific 
requirements, expenditures will follow the cost principles contained in Office of Management 
and Budget (OMB) Federal Circular’s A-21, federal administrative standards contained in OMB 
A-110, and audit requirements contained in A-133 where applicable. 
 
Food-related expenditures are allowable as part of specific grants when such expenses are 
reasonable and necessary to assist in achieving the intent of the grant.  The following guidelines 
apply when incurring food-related expenditures: 
 
1) Food-related expenditures must be budgeted and requested in the original funding 

application or in an approved amendment. 
 
2) The expenditure request will include a written explanation of the purpose of the 

expenditure. 
 
3) Costs associated with food-related expenditures must be reasonable and necessary to 

achieve the intent of the grant. 
 
The following clarifications are applicable to the above guidelines: 
 
 Expenditures for food-related purchases will be audited against the above guidelines with 

appropriate records including cancelled checks, purchase orders, check requests, invoices, 
and other documentation such as agendas, participant lists, etc., to substantiate the food-
related costs. 
 

 Food-related costs for events that are primarily social are not permitted. 
 

 Alcoholic beverage expenditures are not permitted. 
 

 Food-related costs for students as part of their regular in-class functions are not permitted. 
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8710 
 
Finance 
 
Planning 
 
The administration shall be responsible for preparing financial projections for the institution on a 
long-range basis as required by the Illinois Board of Higher Education and/or the Illinois 
Community College Board. 
 
These projections are subject to review and approval by the district Board. 
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8720 
 
Finance 
 
Budget 
 
It is the responsibility of the Chief Financial Officer to assure that all legal requirements 
regarding the preparation and presentation of the budget be met. 
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Finance 

Risk Avoidance and Risk Bearing 

The Board will provide comprehensive insurance for the protection of the district and 
comprehensive insurance to the best of its ability for the protection of its employees. 

The insurance program of the college will be reviewed by the Board every five years. 
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ARTICLE 9 FACILITIES DEVELOPMENT (Series 9000) 

Policy 
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                        Identified in Master Facilities Development Plans 
 
  



9000 
 
Facilities Development 
 
Objectives and Scope 
 
The objectives of facilities development are to purchase, construct, extend and adapt, as needed 
through time, the physical facilities as an environment for learning, suitable and adequate for the 
needs of students; the educational, cultural, and social activities deemed desirable; and the work 
of staff necessary thereto. 
 
In the meaning of these policies, facilities include the land, its design and development for use 
both now and in the future, the construction of buildings, and the acquisition of original movable 
furniture and movable equipment. 
 
In scope, the activities envisioned are 
 
1. The assessment and periodic reassessment of site as to location, adequacy, and suitability. 
 
2. The development and continuous appraisal of long-range master plans for land use, for 

structures, roads, walks, parking area and open areas, including a timetable for necessary 
performance. 

 
3. The design, plans and construction or major alteration of buildings, other structures, and 

site improvements. 
 
4. The planning, specification and acquisition of original movable equipment and movable 

furniture. 
 
5. Periodic evaluation of the suitability, adequacy, and convenience of physical facilities in 

relation to the institutional philosophies of education, the instructional and other planned 
activities, and the cultural and social life of students. 
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9110 
 
Facilities Development 
 
Administrative: Responsibility 
 
The Vice President of Administrative Services, under the supervision of the President, shall bear 
major responsibility for facilities development in accordance with existing laws and the needs of 
the college.  He/she shall be responsible for: 
 
1. Formulating facilities development plans that meet the needs of student enrollments, 

future program plans and future staffing. 
 
2. Preparing timetable of acquisition, improvement and construction in conformity with 

such needs. 
 
3. Recommending engagement of specialists to assist in formulating designs and 

specifications for building construction, and for coordinating facilities development with 
financial plans for the same. 

 
4. Recommending contracts for approval of the Board. 
 
5. Supervision of construction as representative of the owner. 
 
6. Recommending payments under contracts as such become due and payable. 
 
7. Coordinating plans and specifications for purchase of movable equipment and fixed or 

built-in equipment. 
 
8. Assisting in evaluation as desired of both existing facilities and plans for the future. 
 
He/she shall seek the advice of the Facilities Development Advisory committee, and shall call 
attention in his/her recommendations of any deviation from such advice. 
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9120 
 
Facilities Development 
 
Facilities Development Advisory Committee:  Responsibility 
 
The translation of institutional plans for students, staff personnel and programs into plans for 
facilities of the kind, quality and quantity required at the time of need, requires that the Vice 
President of Administrative Services have the cooperation and assistance of other executive 
officers. 
 
The advisory committee which may be augmented as needed from time to time shall serve in an 
advisory capacity with respect to planning, plans and their coordination, including timetables for 
activities.  The responsibility of this committee shall be limited to the quality of its advice.  It 
shall be called the Facilities Development Advisory Committee. 
 
The personnel of this committee shall be the President, who shall serve as chairman of the 
committee; the Vice President of Administrative Services, who shall serve as vice-chairman of 
the committee; the Director of Campus Operations, the Director of Purchasing, the Treasurer, the 
Vice President of Student Development, the Chief Information Officer, the Vice President of 
Academic Affairs, and one or more staff members appointed by the President.  The committee 
may be augmented by the chairman to afford representation of an academic division or 
department or the general public, or an administrative office or function as needed. Board 
members shall be ex-officio members of this committee. 
 
Tentative plans, with the approval of the committee, will be presented to the staff and to the 
Board for review and suggestions. Upon formal recommendation of approval to the Board by the 
President, the Board may wish, with respect to matters in which the public has a deep interest, to 
withhold formal action until after a public hearing.  In lesser matters, action may be taken 
without such hearing. 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 7/27/71 
Amended: 10/12/95 
Amended: 4/15/15 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 

  



9130 
 
Facilities Development 
 
State Community College Board: Responsibility 
 
The Campus Master Plan, or plans for sites and structures thereon and the extent of state and 
federal financing requires approval of the Illinois Community College Board (ICCB) every five 
(5) years. 
 
Standards and criteria for its evaluation of such plans as published by the ICCB are to be 
observed.  Where deviations are deemed desirable, applications for acceptance of such are to be 
made to the ICCB. 
 
 
 
 
 
 
 
 
Legal Reference:   Illinois Public Community College Act  

110ILCS 805/2-12: Powers and duties of state board (e) (f) 
     110ILCS 805/3-36: Purchase or lease of sites  

110ILCS 805/3-37: Erection and lease of buildings  
110ILCS 805/3-38: Lease of equipment, machinery and  
 buildings or land  
110ILCS 805/5-1: Receipt of state funds - Participation in  
 building program 
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9140 
 
Facilities Development 
 
The Role of the Capital Development Board 
 
The Capital Development Board, upon request and approval of the Illinois Community College 
Board may, upon a site ceded to it by the Board together with the district contribution such as to 
provide not less than 25% of the cost including site, erect the desired and approved structure and 
lease it for a term of years to the college. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:   Illinois Public Community College Act 
    110ILCS 805/5-7: Lease with Capital Development Board 
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9210 
 
Facilities Development 
 
Long-Range Projection:  Planning Process 
 
The Board recognizes that effective facilities planning rests on long-range projections for the 
district and for the educational role of the college. It is recognized that the outlook for 
population, its numbers, composition and concentrations, the outlook for business enterprise and 
job opportunities, the outlook for community social and cultural growth, and the outlook for 
institutional support from taxation and other  sources will affect decisions relative to the college 
location, size of campus, enrollments, educational programs and physical facilities. It is deemed 
desirable that projections of these basic elements be of long-range, in order to plan wisely for the 
timely provision of needed facilities. 
 
From community projections, the more important educational needs of youth and adults may be 
identified, the needs to be served by the college may be selected, enrollments may be estimated, 
and philosophies of education and detailed programs may be proposed. On the basis of such 
projections and proposals, the educational structure deemed most useful may be chosen, i.e., the 
organization of divisions or schools to serve areas of specialization, a site selected, and a 
long-range master plan for the campus developed. 
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9220 
 
Facilities Development 
 
Professional Specialists: Planning Process 
 
The Board recognizes that professional specialists with specialized knowledge and experience 
may provide valuable service in facilities development, and should be employed as justified by 
need. Such specialists may include, among others, lawyers, engineers, architects, sociologists 
and educational consultants. 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:   Illinois Public Community College Act 

   110ILCS 805/3-40: Contracts for educational services 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 7/27/71 
Amended: 10/12/95 
Reviewed: 4/15/15 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 

  



9300 
 
Facilities Development 
 
Site Selection and Evaluation 
 
The college site is chosen for its net advantages. Such advantages include the following: 
 
1. The desirability of the surrounding environment. 
 
2. Accessibility - the proximity to students and prospective students and availability of 

public transportation. 
 
3. Adequacy and cost of land. 
 
4. Availability of community recreational and cultural facilities or activities. 
 
5.  Availability of suitable housing for staff. 
 
6. Availability of community resources useful in teaching. 
 
7. Topography and soils. 
 
8. Utilities and services. 
 
The site for a structure within or as an addition to the established campus shall ordinarily be 
chosen as an integral element of a long-range master plan for the campus. Net advantages will 
guide the choice of building site - its accessibility, its convenience to learning resources and 
related program activities, its adequacy for the structure envisioned, its prospect for ornamenting 
the college landscape. 
 
Periodically, the campus will be evaluated relative to community trends.  
 
 
Legal Reference:   Illinois Public Community College Act 

    110ILCS 805/3-36: Purchase or lease of sites 
 110ILCS 805/3-37: Erection and lease of buildings 
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9410 
 
Facilities Development 
 
General Campus Design 
 
The Campus Master Plan will be reviewed and approved by the Board in view of the college 
philosophy and educational needs. 
 
In the development of plans, consideration will be given to attaining beauty of layout, grounds 
and structures. Harmony with community environment, landscaping and open spaces, height of 
buildings, and general style of architecture will be considered. Coordination of college plans 
with plans of the official area planning groups will be considered. 
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9420 
 
Facilities Development 
 
Construction Timetable: Campus Master Plan 
 
A long-range timetable for necessary construction must be prepared and maintained and, while 
the Campus Master Plan will provide for foreseeable growth, the development of plans must 
provide for temporary housing of some aspects of program. 
 
A definitive plan of action consistent with the Campus Master Plan and the long-range timetable 
will be prepared and maintained for a five-year period. This plan will include site additions and 
improvements, new construction and major alterations of buildings and the estimated cost of the 
same. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 7/27/71 
Reviewed: 10/12/95 
Amended: 4/15/15 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 

  



9430 
 
Facilities Development 
 
Evaluation of Master Plan 
 
Periodic evaluation of the long-range Campus Master Plan will be made as directed by the 
President, or as requested by the Board of Trustees.  Evaluations of the campus aesthetics, and 
general design of structures will be made. The evaluations of the adequacy, suitability and extent 
of use of existing structures will be received and considered. Consideration will be given in 
relation to community development, site location, layout and structures built to date, to 
developmental plans for student programs and staffing and their implications, to adequacy, 
suitability and convenience of facilities to house present programs and plans for the future. 
Major changes proposed will be reviewed by the President and his/her cabinet and by staff 
groups as deemed desirable, and sent to the Board for consideration and approval. Changes 
which may have deep public interest may be scheduled by the Board for public hearing in 
advance of action. 
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9510 
 
Facilities Development 
 
Authorization:  New Building Design 
 
Construction of a new building or expansion or renovation of existing facilities may be 
authorized by the Board upon evidence of need, a preliminary estimate of cost, and an assess-
ment of the feasibility of financing such construction, expansion or renovation. 
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9520 
 
Facilities Development 
 
Planning Elements:  New Building Design 
 
The phases of activity to be undertaken include the following: 
 
1. Preparing educational and supporting services specifications of space needs. 
 
2. Designing. 
 
3.  Financing. 
 
4.  Contracting and equipping. 
 
5. Constructing. 
 
6.  Furnishing. 
 
7.  Accepting and occupying. 
 
Specifications for space needs based on educational and related supporting services are to be 
prepared by the staff of the college under the direction of the President prior to any preparation 
of architectural designs or drawings. These shall be detailed explanations of services to be 
performed in each project constructed. 
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9531 
 
Facilities Development 
 
Selection of Architectural Firm 
 
Selection of the architectural firm by the Board will be based upon a quality-based selection 
process for architects and engineers as required by Public Act 87-673 and 85-854. The form of 
contract will be limited by the standard AIA-Owner agreement except where unusual conditions 
obtain. The contract requires approval of the Board. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 7/27/71 
Amended: 10/12/95 
Reviewed: 4/15/15 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 

  



9532 
 
Facilities Development 
 
Selection of Engineering Firm 
 
Selection of the engineering firm by the Board will be based upon a quality-based selection 
process for architects and engineers as required by Public Act 87-673 and 85-854.  The form of 
contract will be limited by the standard AIA-Owner agreement except where unusual conditions 
obtain.  The services required are to be outlined in the contract. The contract requires approval of 
the Board. 
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9533 
 
Facilities Development 
 
Instructions to Architect/Engineers 
 
The architect and engineer will be provided with: 
 
1. Specifications of site, its location and dimensions, general instructions as to site 

preparation and landscaping, and preferred building orientation. 
 
2. Specifications for space needs within the proposed building. 
 
3. Any limitations on design imposed by federal or state governments as a participant in 

financing the structure, and local laws and regulations to be observed. 
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9534 
 
Facilities Development 
 
Evaluation:  New Building Design 
 
Preliminary drawings and specifications will be considered, reviewed and evaluated by the staff 
and approved by the Board. 
 
All drawings and specifications will conform to American Institute of Architects, Associated 
General Contractors, and other accepted practices and customs in conformity with applicable 
governmental regulations. 
 
The building design, the detailed specifications, working drawings, detailed drawings, shop 
drawings and "as-built" drawings will constitute a basis for the solicitation of bids for 
construction. 
 
All construction, remodeling and renovation of facilities shall, insofar as possible and feasible, 
and local conditions permit, be made in conformity with the International Building Code and the 
State of Illinois Health/Life Safety Code for Public Schools. 
 
 
Legal Reference:   Illinois Public Community College Act 
     110ILCS 805/2-12: Powers and duties of State Board (e) 

   110ILCS 805/3-37: Erection and lease of buildings 
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9610 
 
Facilities Development 
 
Bidding for Contracting 
 
In submitting the work to bid, the college may specify that the bids are for the entire project or 
for specified parts of the entire project, and it may request bids or optional alternates or 
additional construction. Compliance with applicable laws and regulations will be required.        
 
Advertising and soliciting bids shall include determination of qualifications of bidders; 
availability of plans and specifications; time for preparation of bids, deposits of bidders, 
receiving and opening sealed bids, and withdrawal of bids. 
 
The college shall advertise for bids on facilities, furnishings and equipment. Before advertising, 
the Vice President of Administrative Services shall certify to the President that all documents are 
in order and that they and the advertisement are consistent with existing laws. 
 
When so requested by the Board, and upon the opening of bids, if the Board decides to proceed, 
other things being equal, the qualified bidders submitting the lowest bid or bids will be awarded 
contracts. 
 
 
 
 
 
 
Legal Reference:   Illinois Public Community College Act 
    110ILCS 805/3-27.1: Contracts 
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9620 
 
Facilities Development 
 
Contracts:  New Building Construction 
 
The construction contract will follow the "general conditions of the contract for construction" 
(American Institute of Architects Document A201) unless unusual circumstances or require-
ments justify alteration. The contract requires approval of the Board and signatures authorized by 
the Board. 
 
Provisions for changes in work and for extras will be made in the contract as provided in the 
"general conditions," and in accordance with the approved project budget. 
 
A performance bond may be required. 
 
Contractor by agreement remains responsible for correction of improper construction or 
installation for a period of one (1) year subsequent to acceptance. 
 
 
 
 
 
 
 
Legal Reference:   Illinois Public Community College Act   

30ILCS 550/1: Bond required – Provisions required in bond 
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9630 
 
Facilities Development 
 
Construction Supervision 
 
The architect, by contract, shall be responsible for supervision of construction to insure that 
materials used and work performed by the contractor conform to approved plans and 
specifications. In addition, however, responsibility for general supervision of the architect shall 
be delegated by the President. 
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9641 
 
Facilities Development 
 
Inspection and Acceptance: Completed Building 
 
Upon completion, the President shall recommend acceptance by the Board.  Unfinished work or 
defects will be noted.  Architect and the Board will agree on any work remaining to be done. 
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9643 
 
Facilities Development 
 
Occupancy:  New or Renovated Buildings 
 
The President shall direct the occupancy and use of new/or renovated facilities. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy 
 Adopted: 7/27/71 
Reviewed: 10/12/95 
Reviewed: 4/15/15 

MORAINE VALLEY COMMUNITY COLLEGE 
Palos Hills, Illinois 

  



9710 
 
Facilities Development 
 
Coordination of Financial/Construction Plans 
 
The final approval of construction plans by the Board must be preceded by approval of plans to 
finance the construction. 
 
The President is responsible for coordinating plans for finance for new and/or renovated 
facilities.  
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9720 
 
Facilities Development 
 
Cost Estimate 
 
The President shall delegate the responsibility for the preliminary cost, actual and estimated cost 
and final cost during construction for new and/or renovated facilities. 
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9731 
 
Facilities Development 
 
Responsibility for Financial Plans 
 
The responsibility for reviewing financial plans will be undertaken by the President and 
designated staff. The approval of such plans is a responsibility of the Board. 
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9732 
 
Facilities Development 
 
Source of Funds for Construction 
 
Construction may be financed from funds procured from the following sources: 
 
1. Federal funds. 
 
2.  State funds. 
 
3.  District tax revenues. 
 
4.  District loans. 
 
5.  District bonded indebtedness repayable from special tax levies. 
 
6.  Reserves of revenues. 
 
7.  Private sources. 
 
8.  Other sources. 
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9733 
 
Facilities Development 
 
Use of Fiscal Powers for Financing New Construction 
 
The fiscal powers of the Board, as defined by law, are outlined in the 8000 series of the Board 
Policies including the powers under stated conditions and procedures to tax, to borrow, and to 
incur bonded indebtedness for construction repayable from special tax levies. The Board has 
power to seek funds made available by federal, state and private sources. 
 
The use of such fiscal powers and the timing by the Board is essential for planning for new 
construction. 
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9810 
 
Facilities Development 
 
Power of the Board to Lease Facilities 
 
The Board may lease with or without option to purchase for a period not to exceed 5 years, or 
purchase under an installment contract extending over a period of not more than 5 years with 
interest at a rate not to exceed 6% per year on the unpaid principal, such apparatus, equipment, 
machinery, or other personal property as may be required, when authorized by a majority 
affirmative vote of the Board. 
 
The Board may lease for a period not to exceed 20 years such rooms, buildings and land, or any 
one or more of such items as may be required, when authorized by a majority affirmative vote of 
the Board. Any such lease for a period exceeding 5 years must have the prior approval of the 
Illinois Community College Board. 
 
 
 
 
 
 
 
 
 
Legal Reference:   Illinois Public Community College Act 

110ILCS 805/3-37: Erection and lease of buildings 
    110ILCS 805/3-38: Lease of equipment, machinery and  

 buildings or land 
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9820 
 
Facilities Development 
 
Leasing Policy 
 
It shall be the policy of the Board to employ its powers to lease facilities to the net advantage of 
the college. 
 
It is the general policy of the Board to (a) have title to site and erect buildings thereon, or (b) to 
secure facilities to its specifications through long term lease from the Capital Development 
Board (CDB). 
 
Any other leasing will be temporary pending the development of facilities by the institution 
directly or through the CDB. 
 
Lease of equipment ordinarily will be limited to that of high obsolescence, of unusually complex 
maintenance requirements, or otherwise financially advantageous. 
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9830 
 
Facilities Development 
 
Major Leasing or Temporary Building Requirements: To be Identified in Master Facilities 
Development Plans 
     
Where needs of program require, and the building plan timetable is for construction at a later 
date, the leasing requirements, or the temporary building requirements are to be identified in the 
Master Plans for Facilities Development. 
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