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11.01.00	ADMINISTRATIVE

11.01.01	President

The President is the chief executive officer of the College. The President derives his/her/their authority from and is directly responsible to the Board. It is the President's function to recommend policies requiring Board approval. Other functions are the implementation of Board policies and Board actions, and the authorization of administrative procedures and practices. The President also serves as chief representative of the College in the community.

In accordance with the Illinois Public Community College Act and the President’s employment contract, the President executes directly or by delegation to members of his/her/their staff all executive and administrative duties necessary for the efficient operation of the College.

11.01.03	President's Evaluation

The Board shall, prior to the end of each fiscal year, evaluate the President in accordance with procedures and criteria established by the Board and the President.

11.01.05	Executive Cabinet

Those administrators reporting directly to the President are considered members of the Executive Cabinet management team and are responsible for administering all departments of the College.

11.01.07	Administrative Personnel

Administrators are employees whose responsibilities include:

A. The authority to submit recommendations with regard to hiring, evaluating, disciplining, or terminating the employment of employees reporting to them;

B. The authority to make significant decisions in their area of responsibility; and

C. The supervision and direction of the work within their function area of responsibility, including responsibility for


the development and administration of their area's budget.

11.01.09	Terms of Employment

Administrative appointments are to specific positions and service in any such position is at the exclusive discretion of the Board upon recommendation of the President of the College.

In accordance with the Illinois Public Community College Act, administrators do not accrue tenure. However, a person from the faculty assigned to an administrative position shall not forfeit tenure or service credit accrued toward tenure, or the highest academic rank attained as a faculty member.

Administrators are issued an employment contract and the terms of the contract shall be in writing and provided to the administrators.

11.01.11	Duties and Responsibilities

The specific duties of administrators shall be defined in their respective job descriptions.

11.01.13	Academic/Administrative Rank

Academic/Administrative rank will be granted to administrators.

11.01.15	Administrative Classification

The administrative classification program sets forth salary levels and ranges for each administrative position and includes job descriptions for each position.

11.01.17	Employment Outside of the College

Administrators are not to be regularly employed for remuneration by other agencies during their contractual period of full-time service to the College except with the prior written approval of the President of the College.


11.01.19	Developmental Leave

The College may grant, upon recommendation of the President, a developmental leave to eligible administrators provided that in the judgment of the Board, such a leave will be of benefit to the College, and the individual's absence will not adversely affect either the budget or operational efficiency of the College.

11.01.21	Administrative Salary and Benefits Program

Annually, the President will recommend to the Board of Trustees any changes to pay and benefits for Administrators. Any changes will be reflected in the Administrative Employment Contract and the Administrator Benefits Program.

11.01.23	Early Retirement Program

An early retirement program may be made available to administrators. The conditions for eligibility and participation in the program will be part of the Administrative Employment Contract.

11.01.25	Termination

Reasons for termination of an administrator shall be part of the Administrative Employment Contract. The College reserves the right to determine on an annual basis whether or not to reappoint an administrator upon expiration of the employment contract term.

11.03.00	FACULTY

		  11.03.01	Full-Time Faculty

Full-time faculty members are employees with academic rank whose primary duties are the direct instruction and counseling of students, or whom have library service responsibilities connected with instruction.

Full-time faculty are faculty members who have a workload of 24 contact hours or more per academic year, or equivalent workload.


11.03.03	Terms of Employment and Qualifications

Faculty members must meet minimum qualifications for teaching at Harper College. A Statement of Teaching Credentials shall be prepared jointly by the administration and the Faculty Senate for the purpose of establishing minimum guidelines for teaching qualifications. The statement of teaching credentials is contained in the Statement of Faculty Credentials.

After recommendation of full-time faculty appointment by the College President, the Board of Trustees has final approval of all full-time faculty appointments.

Tenured faculty members are entitled to continued employment subject to provisions of the Illinois Public Community College Act and need not be given annual employment agreements, except as the College deems necessary or desirable in specific situations.

11.03.05	English Proficiency Requirement

The Board of Trustees declares its intention to comply with the statute (110 ILCS 805/3-29.2) which requires the College to establish a program to assess the English language proficiency of all persons providing classroom instruction to students, and to ensure that the English language is used in the instruction of students except those enrolled in foreign language courses.
Procedures for the implementation of this program are published in the Faculty Handbook.

11.03.07	Duties and Responsibilities

The general duties and responsibilities of each faculty member are:

A. To perform their duties consistent with applicable College policies, procedures, and practices;

B. To represent the College professionally and creditably on all occasions;

C. To continually improve his/her education and experience;


D. To devote his/her best efforts to the educational program of Harper College; and

E. To fulfill the terms of his/her contract.

11.03.09	Faculty Evaluation

Harper College is committed to the development of a superior faculty who aspire to high levels of excellence in instruction and service to the students, the College, the community, and their profession. Harper College shall, therefore, continuously and systematically assess and evaluate faculty members’ performance and seek evidence of a faculty member's effectiveness in the attainment of excellence. In order to encourage such excellence and to provide criteria, standards, and procedures for evaluating faculty members’ performance, a performance evaluation system is essential.

The faculty evaluation process is delineated in the Faculty Handbook.

11.03.11	Promotion

Final approval of full-time faculty promotions is made by the Board of Trustees in accordance with procedures in the Full- Time Faculty Collective Bargaining Agreement and the Faculty Handbook.  The process and system for promotion in academic rank is based upon the recommendation of faculty and administrative staff to the President upon approval by the President, the promotion recommendation is forwarded to the Board of Trustees for final approval.

The procedures for promotion are listed on the Provost website.

11.03.13	Employment Outside of the College

No full-time faculty member employed by the College during the term stated in their contract shall undertake, contract for or accept anything of value in return for research or consulting services to any other parties (including agencies that have a professional relationship to the College) unless the faculty member (a) estimates time to be spent on such endeavor and requests and receives prior written approval of the President or designee; and (b) submits to the


President or designee an annual statement of the time spent on such endeavor. No faculty member employed by the College shall engage in any other regular business or employment for remuneration unless the faculty member secures the prior written approval of the President of the College or designee.

11.03.15	Collective Bargaining Agreement

Faculty members’ salaries and other terms and conditions of employment agreed to between the Board of Trustees and the faculty members’ exclusive bargaining representative are set forth in the Full-Time Faculty Collective Bargaining Agreement. Additional employment provisions and procedures are set forth in the Faculty Handbook.

11.03.17	Faculty Handbook

A Faculty Handbook containing pertinent information, procedures, rules and regulations will be provided to all full- time faculty.

11.03.19	Adjunct Faculty

Adjunct faculty are part-time faculty who have a workload of up to 24 contact hours or equivalent workload per academic year, i.e. fall and spring semesters.

Appointment as an adjunct faculty member is covered by a letter of intent. Adjunct faculty members’ salaries and other terms and conditions of employment agreed to between the Board of Trustees and the adjunct faculty members’ exclusive bargaining representative are set forth in the Adjunct Faculty Collective Bargaining Agreement.

A. Employment as an adjunct faculty member at Harper College shall not count toward completion of the probationary period for consideration of tenure.

B. The appointment imposes no obligation on the College for renewal or reappointment of the adjunct faculty member or to specify cause for non-renewal or non- reappointment and does not create a right to full-time employment.


C. Adjunct faculty members will be given a written notice of class assignment and the period of their appointment.

An Adjunct Faculty Handbook containing pertinent information, procedures, rules and regulations will be provided to all adjunct faculty members.

11.03.21	Professor Emeritus

A full-time Professor or Associate Professor or an administrator who holds either academic rank may apply for Professor Emeritus status upon retirement. Applicants must meet minimum years of service criteria and be able to demonstrate significant accomplishments as delineated in the application procedure and selection guidelines.
Professor Emeritus status is recommended by the President and approved by the Board.

11.05.00	PROFESSIONAL-TECHNICAL EMPLOYEES

	11.05.01	Definition

Professional-technical employees are employees in the job titles listed in the Agreement between the Board of Trustees and the Professional/Technical Union who are regularly employed 19 hours per week or more and 32 weeks per year or more.

11.05.03	Qualifications

A professional-technical employee must meet the minimum qualifications for a particular job as listed in the Position Description. The administration reserves the right to waive minimum qualifications if it will best serve the interests of the College. Such waiver shall be non-precedential.

11.05.05	Duties and Responsibilities

The duties and responsibilities of professional-technical employees are determined by the particular requirements of the position. These requirements shall be defined in the job descriptions provided by the Human Resources department. The Human Resources department and the appropriate supervisor shall be responsible for informing and orienting professional-technical employees regarding their job duties and responsibilities.


11.05.07	Collective Bargaining Agreement

Professional-technical employees’ salaries and other terms and conditions of employment agreed to between the Board of Trustees and the professional-technical employees’ exclusive bargaining representative are set forth in the Professional-Technical Employees’ Collective Bargaining Agreement.

11.07.00	SUPERVISORY/MANAGEMENT EMPLOYEES

	11.07.01	Definition

Supervisory/management employees are non-instructional personnel, excluding administrators, who perform mid-level management functions for the College.

11.07.03	Duties and Responsibilities

The duties and responsibilities of supervisory/management employees are determined by the particular requirements of the position. These requirements shall be defined in the job descriptions provided by the Human Resources department. The Human Resources department and the appropriate supervisor shall be responsible for informing and orienting supervisory/management employees regarding their job duties and responsibilities.

11.07.05	Terms of Employment and Qualifications

An employee must meet the minimum standards for a particular job classification. The administration reserves the right to waive minimum qualifications if it will best serve the interests of the College. Such waiver shall be non- precedential.

Introductory periods shall be established for all supervisory/management employees.

11.07.07	Supervisory/Management Employee Classification and Promotion

The supervisory/management employee classification program sets forth salary levels and ranges for each supervisory/management position and includes job descriptions for each position.


Promotion or transfer from one position to another shall be based on ability, performance, service, and the needs of the College.

11.07.09	Reclassification

Reclassification is granted based on findings and recommendations by appropriate administrative personnel and approval by the President.

11.07.13	Salary Program

The administration shall annually conduct a review of the salary program based on the needs of the College and the prevailing salaries in the local employment area.

Revisions to salary programs are approved by the Board of Trustees upon the recommendation of the President.

11.07.15	Reduction in Force

The Board of Trustees may approve an administrative recommendation for a reduction in force of supervisory/management employees in the event the Board determines that reduction in staff is necessary for cost savings purposes, program reduction, or other reasons.
Reduction in force and layoff procedures shall be set forth in the Supervisory/Management Handbook.

11.07.17	Termination

The procedure for termination of employment shall be delineated in the Supervisory/Management Handbook.

11.07.19	Supervisory/Management Employee Handbook

Administrative practices and procedures which pertain to supervisory/management personnel during their employment at Harper College are contained in the Supervisory/Management Employee Handbook and the Administrative Services Procedures Manual.



	11.09.00
	CLASSIFIED
	EMPLOYEES

	
	11.09.01
	Definition

	
	
	Classified employees are non-instructional personnel, excluding administrators, who perform support functions for the College.

	
	11.09.03
	Duties and Responsibilities

	
	
	The duties and responsibilities of classified employees are determined by the particular requirements of the position. These requirements shall be defined in the job descriptions provided by the Human Resources department. The Human Resources department and the appropriate supervisor shall be responsible for informing and orienting classified employees regarding their job duties and responsibilities.

	
	11.09.05
	Terms of Employment and Qualifications

	
	
	An employee must meet the minimum standards for a particular job classification. The administration reserves the right to waive minimum qualifications if it will best serve the interests of the College. Such waiver shall be non- precedential.

	
	
	Introductory periods shall be established for all classified employees.

	
	11.09.07
	Classified Employee Classification and Promotion

	
	
	The classified employee classification program sets forth salary levels and ranges for each classified position and includes job descriptions for each position.

	
	
	Promotion or transfer from one position to another shall be based on ability, performance, service, and the needs of the College.

	
	11.09.09
	Reclassification

	
	
	Reclassification is permitted based on findings and recommendations by appropriate administrative personnel and approval by the President.





11.09.13	Salary Program

The administration shall annually conduct a review of the salary program based on the needs of the College and the prevailing salaries in the local employment area.

Revisions to salary programs are approved by the Board of Trustees upon the recommendation of the President.

11.09.15	Reduction in Force

The Board of Trustees may approve an administrative recommendation for a reduction in force of classified employees in the event the Board determines that reduction in staff is necessary for cost savings purposes, program reduction, or other reasons.

11.09.17	Termination

The procedure for termination of employment shall be delineated in the Classified Employee Procedure Manual.

11.09.19	Classified Employee Handbook

Administrative practices and procedures which pertain to classified personnel during their employment at Harper College are contained in the Classified Employee Handbook.

11.11.00	CUSTODIAL/MAINTENANCE EMPLOYEES

	11.11.01       Definition

Custodial/maintenance employees are employees whose job titles are listed in the Agreement between the Board of Trustees and the Harper 512 Association, IEA-NEA.

11.11.03	Duties and Responsibilities

The duties and responsibilities of custodial/maintenance employees are determined by the particular requirements of


the position. These requirements shall be defined in the job descriptions provided by the Human Resources department. The Human Resources department and the appropriate supervisor shall be responsible for informing and orienting service employees regarding their job duties and responsibilities.

11.11.05	Qualifications

A custodial/maintenance employee must meet the minimum qualifications for a particular job classification. The administration reserves the right to waive minimum qualifications if it will best serve the interest of the College. Such waiver shall be non-precedential.

11.11.07	Collective Bargaining Agreement

Custodial/maintenance employees’ salaries and other terms and conditions of employment agreed to between the Board of Trustees and the custodial/maintenance employees’ exclusive bargaining representative are set forth in the Custodial/Maintenance Employees’ Collective Bargaining Agreement. Additional employment provisions and procedures are set forth in the Custodial/Maintenance Employees’ Handbook.

11.13.00	POLICE OFFICERS AND COMMUNITY SERVICE OFFICERS

	11.13.01	Definition

Police officers and community service officers are employees whose job titles are listed in the Agreements between the Board of Trustees and the Illinois Council of Police.

11.13.03	Duties and Responsibilities

The duties and responsibilities of police officers and community service officers are determined by the particular requirements of the position. These requirements shall be defined in the job descriptions provided by the Human Resources department. The Human Resources department and the appropriate supervisor shall be responsible for informing and orienting police officers and community


service officers regarding their job duties and responsibilities.

11.13.05	Qualifications

A police officer and community service officer must meet the minimum qualifications for a particular job classification. The administration reserves the right to waive minimum qualifications if it will best serve the interest of the College.
Such waiver shall be non-precedential.

11.13.07	Collective Bargaining Agreements

Police officers and community service officers’ salaries and other terms and conditions of employment agreed to between the Board of Trustees and the police officers and community service officers’ exclusive bargaining representatives are set forth in the collective bargaining agreements for police officers and community service officers.

11.15.00	GENERAL HUMAN RESOURCES POLICIES

	11.15.01	Non-Discrimination

It is the intent of the Board of Trustees to comply with all applicable local, state, and federal statutes, regulations, and ordinances regarding non-discrimination in employment, including hiring of employees and provision of employee benefits.

11.15.02	Recruitment and Hiring

The College is committed to cultivating a community of talented employees from diverse backgrounds who contribute to fulfilling our mission, vision, philosophy and core values. The Board will regularly monitor progress towards increasing the representation of individuals from historically underrepresented populations, at all levels of the institution. The Board directs the College to implement intentional policies and procedures that help identify and mitigate bias and discrimination throughout the hiring process. The College strives for its overall composition of faculty and staff to better represent the diversity of our students and district.

11.15.03	Insurance Benefits

The College desires to provide a program of insurance coverage for eligible employees. (The term "eligible" is defined in accordance with the respective employee's position.) The Board of Trustees reserves the right to modify 

or change insurance benefits or coverage as necessary or appropriate based upon budgetary or cost considerations or other factors, consistent with any applicable limitations in collective bargaining agreements covering the College’s eligible employees.

Specific insurance coverage and benefits provisions are contained in benefit plan documents.
11.15.05	Vacation

The College shall provide paid vacation leave from assigned College duties for eligible employees. Eligibility criteria and procedural requirements for approval of this benefit are contained in employee contracts and pertinent handbooks, procedure manuals or benefit plan documents.

11.15.07	Leaves of Absence

The Board of Trustees may provide employees with a program of leaves of absence from assigned College duties as described in applicable employee handbooks and contracts.

11.15.09	Fringe Benefits

A program of fringe benefits shall be made available to eligible employees. Eligibility criteria and procedural requirements for approval of such benefits are contained in employee contracts and pertinent handbooks, procedure manuals or benefit plan documents.

11.15.11	Tuition Waiver

A tuition waiver program shall be made available to eligible employees. Eligibility criteria for the program are contained in employee contracts and pertinent handbooks and procedure manuals.

The participation of the employee, spouse, or child in any course shall not permit such course to be conducted if it would otherwise be terminated for lack of sufficient enrollment. Tuition-free enrollment limits may be placed on selected courses.









11.15.13	Tax Sheltered Annuities and Deferred Compensation Plan

Salary reductions for tax-sheltered annuities shall be available to all eligible employees. The plans are administered in accordance with IRC Sections 403(b) and 457(b). The College does not act as a financial advisor and shall not be responsible or liable for any financial losses or other decline in the value of any investments employees acquire under these tax-sheltered annuity plans.
11.15.15	Retirement

Harper College participates in the State Universities Retirement System (SURS). Eligible employees can apply for SURS retirement benefits in accordance with SURS requirements and procedures. Provisions of the plan are available through SURS.

11.15.17	Access to Personnel Records

The Board of Trustees shall comply with the Illinois Personnel Records Review Act. Employee personnel files and records shall be subject to review, inspection, and disclosure as provided in the Act and any applicable collective bargaining agreement.

11.15.19	Employee Background Checks

The College shall comply with the provisions of the Illinois Campus Security Enhancement Act of 2008. The College shall require criminal background investigations prior to the employment of regular full-time and part-time employees and other employees as determined by the College. Each applicant for regular full- time or part-time employment shall authorize the College to initiate a criminal background investigation as a pre-condition of employment.

11.15.21	Family and Medical Leave Policy

The College shall comply with the provisions of the federal Family and Medical Leave Act of 1993 and FMLA Rules and Regulations.

11.15.23	School Visitation Rights Policy

The College shall comply with the provisions of the School Visitation Rights Act and any applicable regulations.






11.15.25	Appointment of Administrators and Faculty

The Board shall appoint the President, other administrative personnel, and faculty in accordance with its statutory obligations under Section 3-26 of the Illinois Public Community College Act (110 ILCS 805/3-26).
11.15.27	Incentive Compensation

The College supports the concept of incentive compensation for employees when deemed appropriate by the President.
Incentive compensation shall be governed by written plan(s) approved by the President. The recommendations for incentive compensation will be presented to the Board of Trustees before payment.

11.15.29	Evaluation

Harper College is committed to the development of an employee's abilities, potential, and well-being as a productive member of the organization. The College will evaluate regular employees at least annually to assess their performance and to assist in their growth and development. Applicable evaluation criteria and procedures are available in the Human Resources office.

[bookmark: _Hlk75267775]11.15.31 	Remote Telework Policy

Harper College may provide remote work arrangements in appropriate circumstances. Remote work, in which employees complete their job-related duties from an off-campus location, may be required in emergency situations to allow for continuity of operations or on a voluntary basis when deemed appropriate. Remote work is at the discretion of the immediate supervisor and the Office of Human Resources. Procedures to facilitate remote work arrangements can be found in the Administrative Services Procedure Manual.

		11.15.33	Accommodations for Religious Observances
				
It is the policy of Harper College to reasonably accommodate individual students’ religious observances in accordance with the University Religious Observances Act (110 ILCS 110/0.01 et seq.), in regard to admissions, class attendance, and the scheduling of examinations and work requirements. Students faced with schedule conflicts related to religious observance should make prior arrangements with the instructor five school days* in advance of the examination or other activity involved. A student who believes that they have been unreasonably denied an educational benefit due to their religious beliefs or 



practices may appeal the decision in accordance with the College’s Student Academic and Non-Academic Complaint Procedures.

* School days are defined as those weekdays (Monday through Friday) when classes are in session.

