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Subject   Enrollment Management 

Policy Number   5.1 

Officer Responsible VP, Student Services 
 
Policy Statement:  
 
Eliminated 10/27/2021 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
Subject   Auditing Courses 

Policy Number   5.2 

Officer Responsible VP, Student Services 
 
Policy Statement:  
 
A student shall have the opportunity to participate in a course or courses on an audit basis with 
permission from the instructor.  
 
 
Procedure: 
 
Students seeking to audit a course must adhere to all other existing enrollment and registration 
policies, procedures, timelines, and deadlines. A student may request to audit a course by 
obtaining and completing an audit form, including instructor approval, and submitting the form to 
the Records Office prior to the last day of the 100% refund period. Once the form is submitted to 
Records, the student record will be marked as an audit for that course. This action cannot be 
reversed. Courses approved for Audit cannot be used for determining enrollment status, academic 
progress, cost of attendance, etc. for federal financial aid purposes.  
 
No credits and/or grades are earned for audited courses and audited courses cannot be used to 
fulfill degree requirements. Tuition and fees are the same as for a regular enrollment and regular 
attendance and participation are expected.  A designation of “audit” will appear on the student’s 
transcript. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Subject   Financial Aid Return of Funds 

Policy Number   5.3 

Officer Responsible VP, Student Services 
 
Policy Statement:  
 
A return of funds for all federal and state funding programs will be calculated based on 
appropriate state and federal statutes and regulations.  
 
Procedure:  
 



Subject   Student Rights 



Subject   Academic Renewal 

Policy Number   5.5 



Subject   Credit for Military Training  

Policy Number   5.6 

Officer Responsible VP, Student Services 
 

Policy Statement:  
 
The College shall, upon request, grant credit for military service school training in accordance 
with college and generally accepted national guidelines. 
 
Procedure:  
 
The College will grant credit for military service school training in accordance with the guidelines 
established by the American Council on Education. 
 



 
Subject   Repeating a Course 

Policy Number   5.7 

Officer Responsible VP, Student Services 
 
Policy Statement:  
 
Consistent with ICCB administrative rules and the Illinois Articulation Initiative, the College 
determines how courses are treated when they are repeated. Courses can either be “repeatable for 
credit” resulting in graded attempts being calculated in GPA (with exceptions by student request) 
up to the maximum number of repeats approved for the course or “not repeatable for credit” 
resulting in the highest grade earned being calculated in GPA.  

 
Procedure:  
 
A student may elect to repeat a course at LLCC that was originally taken at LLCC. For “not-
repeatable for credit” courses, the attempt with the highest grade earned will be recorded with the 
grade and credit on the student’s record.  All other attempts will be recorded with zero credit and 
an “R” for the grade with the original grade struck through.   

Students do not need to request to have a course grade updated after a repeat for courses that are 
not Repeatable for credit.  The college system determines that the original course and the repeat 
were taken at LLCC and adjusts the student record to record the higher graded course as the 
course for credit and any other attempts as zero credit, replacing the grade with “R”.   

When a student repeats a course that is Repeatable for Credit, the student has the option to take 
the course for credit or to take the course as a repeat for the original.  The system automatically 
treats the attempt as if the student intent is to receive credit and grades for all attempts.  If the 
student would like for the attempt to replace the credit and grade of an earlier attempt, the student 
must request that the original grade be replaced unless the original grade is failing.  Since a failing 
grade does not earn credit, the system will automatically treat a subsequent attempt as a 
replacement of the original attempt.  If the student does not request a replacement of the original 
grade and credit, the system will accept the number of attempts up to the maximum times that the 
course can be repeated. 

 
 
 
 
 
 
 
 
 
 



 
Subject   Grades Given Upon Withdrawal  

Policy Number   5.8 

Officer Responsible VP, Student Services 
 

Policy Statement:  
 
A student may withdraw from any class by completing and filing the appropriate forms within 
the time requirements listed. An instructor may unilaterally withdraw a student at times of 
enrollment verification (in compliance with ICCB rules regarding attendance and progress). 



 
Subject   Standards of Progress – Financial Aid 

Policy Number   5.9 



 
Subject  



 
Subject   Admission of Students 

Policy Number   5.11 



contact the Admissions and Records Office at Lincoln Land Community College one year in 
advance of the date they hope to begin studies so that credentials can be received and evaluated, 
financial arrangements can be made, visas and passports arranged, and any other documentation 
can be prepared. For further information, prospective students should contact the Executive 
Director, Admissions and Records. 
 

 
 
 
 

 



 
Subject  Course Prerequisites and Corequisites/Evaluation of 

Student Skills 

Policy Number   5.12 

Officer Responsible VP, Student Services 
 
Policy Statement:  
 
Students shall be responsible for meeting prerequisites and corequisites.  At any time prior to the 
tuition-refund deadline each term, students may be dropped from a class for failure to meet 
prerequisites or corequisites.  Prerequisites and corequisites are stated with course descriptions in 
the College catalog and schedules. 
 
In order to promote student success, the College shall, where appropriate, evaluate the academic 
preparation of enrolling students.  A multiple measures approach, which can include high school 



 
Subject   Student Records 

Policy Number   5.13 

Officer Responsible VP, Student Services 
 
Policy Statement:  
 
The College shall maintain a permanent scholastic record for every student.  The College shall 
take all reasonable precautions to ensure the confidentiality of such records and shall release such 
records only in accordance with applicable state or federal statute or rule. 
 
Procedure:  
 
Student enrollment and transcript records shall be retained permanently in an electronic format.  
Hard copy, or paper, admissions and enrollment worksheets, and/or electronic admission and 
enrollment documentation shall be retained for three years and then destroyed.  Any student 
wishing to challenge the accuracy of personal admissions and/or enrollment records must do so 
within one calendar year of the term in question. 
 
The student records policy of LLCC is governed by the Family Educational Rights and Privacy 
Act (“the Act”) *.  No unauthorized person will have access to any non-directory information 
from the student’s educational record without written consent from the student.  The College will 
not disclose any information from a student’s educational record without the written consent of 
the student except to personnel within the institution, to officials of other institutions in which the 
student seeks to enroll, to persons or organizations providing the student financial aid, to 
accrediting agencies carrying out their accreditation function, to authorized representatives of the 
federal and state governments for audit and evaluation of federal and state supported programs, to 





Classroom support/technology fee ................................................................ $10.50 per credit hour 
Infrastructure Fee ............................................................................................ $3.50 per credit hour 
 
The activity fee is collected by the college and distributed by the Student Government 



All DET (Diesel Technologies) except 204 and 207 .................................... $70.00 per credit hour 
All DMS (Diagnostic Medical Sonography)................................ ............... $140.00 per credit hour 
All HRT (Horticulture, Landscape Design, Turf Management) …..  ........... $35.00 per credit hour 
All IMD (Integrated Media Design) …..  ...................................................... $70.00 per credit hour 
All NDT (Neurodiagnostic Technology) ..………………………. ........... .$140.00 per credit hour 
All OTA (Occupational Therapy Assistant) .……………………. ............ .$140.00 per credit hour 
All PCN (Practical Nursing) …………….………………………. ............  $140.00 per credit hour 
All RAD (Associate Degree Radiography)............................... .................. $140.00 per credit hour 
All RCP (Respiratory Care)................................ ........................................ $140.00 per credit hour 
All SGT (Surgical Technology)................................ .................................. $140.00 per credit hour 
All WEL (Welding)   except 102 and 135 ……………………………… …$70.00 per credit hour 
All sections OL (On-Line) and OE (Open Entry)   ................................... …$20.00 per credit hour 
 
 Chargebacks 
A “chargeback” is a payment that allows a student who is not a resident of District 526 to attend 
LLCC at the in-district tuition rate.  The student’s home-district community college pays the 
difference between the out-of-district and in-district rate to LLCC. 
 



Subject  Tuition Rates for Students Attending Other             
  Education Institutions Within the District  

Policy Number   5.15 

Officer Responsible VP, Student Services 
 
Policy Statement:  
 
Policy Statement: In accordance with the Act*, individuals who are considered out of district or 
out of state residents shall qualify for in-district tuition if they are enrolled full time at a 
residential secondary or regionally accredited post-secondary educational institution located 
within the college district. 
 
Legal Citations:  
*Public Community College Act 110 ILCS 805/6-4  
*Administrative Rules of the Illinois Community College Board 1501.505 
 
Procedure: 
 
LLCC will grant in-district tuition for each term (fall or spring) that an individual who is not 
classified as a resident of the LLCC district provided the student meets one of the following 
criteria: 

• The student is enrolled at a regionally accredited post-secondary institution within the 
LLCC district for at least 12 semester hours for the term. 
• The student is enrolled at a full-time residential secondary institution within the LLCC 
district. 

 
Students must provide official documentation indicating enrollment conditions as noted in the 
procedure. 
 
Legal Citations: 
*Public Community College Act 110 ILCS 805/6-4 
*Administrative Rules of the Illinois Community College Board 1501.505 
 



 
 
Subject   Residency 

Policy Number   5.16 

Officer Responsible VP, Student Services 
 
Policy Statement:  
 
Student residency classification (in-district, in-state out-of-district, out-of-state, or out-of-country) 
and verification will be in accordance with the provisions of the Illinois Public Community 
College Act, 110 ILCS 805/1 et seq., and the administrative rules of the Illinois Community 
College Board (ICCB). In accordance with the ICCB, the College will maintain procedures for 
the classification and verification of student residency status.  
 
Legal Citation 
110 ILCS 805 



 
Subject   Tuition Rate Chargebacks 

Policy Number   5.17 

Officer Responsible VP, Student Services 
 
Policy Statement:  
 
The College shall process chargeback requests in accordance with the Act* and State Board 
Rules. 
 
Legal Citation: 
* 110 ILCS 805/6-2 
 
Procedure:  
 
The Illinois Public Community College Act of 1965, as amended, provides that if a student 
wishes to take a curriculum of study not offered in the home community college district, but 
offered in another public Illinois community college district, the home community college district 



4. Residency Qualification 
To qualify for a chargeback, the student must be a permanent resident of District 526. The 
residence of unemancipated persons is that of their parents. If the applicant is of foreign 
citizenship, proof of permanent residence (green card or its equivalent) is required. 
 
5. Change in Residency 
Residents of District 526 are eligible for chargebacks after they have resided in the LLCC 
district 30 days and verify their residency based on applicable LLCC procedure. Students 
who have Lincoln Land Community College chargebacks but establish permanent 
residence out of the district will have their chargebacks terminated at the end of the term 
in which they moved. 
 
6. Distance and Inconvenience 
Distance and inconvenience are not considered as the basis for approving chargebacks. If a 
program is offered anywhere within District 526 or elsewhere in the state through an 
established cooperative agreement, it is judged to be available. The time of day, the day of 
the week, or the particular semester or term of offering of the program or its component 
parts are not considered as factors affecting approval. 
 
7. Enrollment Limitation 
The fact that a Lincoln Land Community College curriculum may have limited 
enrollment, is temporarily closed to enrollment, or is regularly over-subscribed is not 
considered as a factor affecting approval. 
 
8. Failure to Meet Entrance Requirements 
The fact that an applicant for a chargeback was refused admission to a Lincoln Land 
Community College curriculum because of failure to meet entrance requirements is not 
considered grounds for authorizing a chargeback for a comparable program at another 
institution. Lincoln Land Community College will not authorize a chargeback to someone 
attempting to meet the entrance requirements or prerequisites for a particular program at 
another college. 
 
9. Continuity of Authorization 
If Lincoln Land Community College authorizes a chargeback, and subsequently develops 
a comparable curriculum, the student is not required to transfer back to Lincoln Land 
Community College for the balance of the program. 
 
10. Limit on Number of Programs per Applicant 
A student may not have more than one chargeback at the same time. 
 
11. Repeated Courses, e.g., Incompletes, Failures, Drops, or Withdrawals 
The College will not pay for repeated courses students take to either raise their grade point 
average or in which they received incompletes, failures, drops or withdrawals. 
 
12. Compliance Guideline 
The Lincoln Land Community College Admissions, Records, and Registration Office will 
audit each billing of chargebacks received. Courses taken which are not part of the 
approved program will not be honored for chargeback; in this case, the entire out-of-



district tuition for such courses must be paid by the student. Any required development 
education courses will be included as part of the “approved program”.  



Subject   Tuition and Fee Refund 

Policy Number   5.18 

Officer Responsible VP, Student Services 

  
Policy Statement:  
 
Students who officially drop a course(s) during the first week of any term will receive a refund of 
100% of tuition and course fees paid.  Refunds for a course(s) with a shorter schedule, e.g., 
modules, summer session, etc. and for semesters that have an irregular start (e.g., have a holiday 
within the first week) shall be made on a pro rata basis. 
 
In the event a course is canceled, all paid tuition and fees will be refunded. 
 
No refund will be made to students who are withdrawn from any course for disciplinary reasons 
or absenteeism.  Refunds for special fees (e.g., fees connected to travel-study or fees for required 
background checks) will be considered on a situational basis regardless of drop date. 
 
Workforce Development and Community Education programs may have different refund policies.  
Please refer to the individual program for additional information regarding this and other polices. 
 
Procedure:  
 
To be eligible for a tuition refund for a course withdrawal the student must officially complete the 



Subject   Student Financial Obligations 

Policy Number   5.19 

Officer Responsible 



Subject   Transcripts 

Policy Number   5.20 

Officer Responsible VP, Student Services 
 
Policy Statement:  
 
The College shall, upon request, provide students with official transcripts of all credit coursework 
attempted with attendant grades. 
 
Procedure:  
 
An academic transcript will be kept of every college credit course taken and degree earned at 
Lincoln Land Community College for each student.  The transcript will list all courses attempted, 
grade earned, and cumulative grade point average.  Students who have transferred credit from 
another college will have those courses added to their LLCC transcript. Academic indicators other 
than grades (including “W” withdrawn, “PR” proficiency, “RP” repeat, “I” incomplete, and 
others) will be identified and explained through narrative on the reverse of the transcript. 
 
Requests for official transcripts are made via the College website and provided via the Parchment 
service.  An unofficial transcript will be made available only upon request by the student or by a 



Subject   Special Program Admissions 

Policy Number   5.21 

Officer Responsible VP, Student Services 
 
Policy Statement:  
 



 
Subject   Senior Citizens’ Courses Policy 

Policy Number   5.22 



Subject   Selective Admission 

Policy Number   5.23 

Officer Responsible VP, Student Services 
 
Policy Statement: 
  
Eliminated May 2022 



Subject   Student Financial Assistance 

Policy Number   5.24 

Officer Responsible VP, Student Services 
 
Policy Statement:  
 
The College shall establish a comprehensive program of financial assistance for students 
demonstrating financial need, special talents, or special circumstances.  It shall include 
scholarships, grants, loans, tuition waivers, or employment. 
 
Procedure:  
 
Students may apply for government aid via the Free Application for Federal Student Aid or other 
current method prescribed by the U.S. Department of Education. 
 
Students may apply for scholarships and waivers through the LLCC Foundation Office. 
 



Subject   Student Financial Aid Eligibility  

Policy Number   5.25 

Officer Responsible VP, Student Services 
 
Policy Statement:  
 
Eligibility for student financial aid shall be determined in accordance with applicable federal and 
state statute.  
 
Procedure:  
 
In accordance with College policy, the Financial Aid Office will maintain procedures compliant 
with federal and state laws and regulations to determine Financial Aid eligibility. 



 
Subject   Ability to Benefit  

Policy Number   5.26 

Officer Responsible VP, Student Services 
 
Policy Statement:  
 
The Financial Aid Office will maintain procedures compliant with federal statutes and regulations 
to determine a student’s eligibility to benefit for students who do not possess a high school 
diploma or its recognized equivalent. 
 
Procedure:  
 
All students who do not possess a high school diploma or GED are encouraged to pursue one of 
these credentials.  For students who do not have either a diploma or GED and want to receive 
financial aid, the Financial Aid office will maintain procedures compliant 



Subject   Student Success Coaching 

Policy Number   5.27 

Officer Responsible VP, Student Services 
 



Subject   Accessibility Services 

Policy Number   5.28 

Officer Responsible VP, Student Services 
 
Policy Statement:  
 



Subject   Career Planning and Employment Services 

Policy Number   5.29 

Officer Responsible VP, Student Services 
 
Policy Statement:  
 
Currently enrolled students and prospective students shall be offered services and information to 
assist them with plans for training and employment. 
 
Procedure:  
 
Career Planning – Career Development Services Office 
The Career Development Services Office provides career counseling, career interest inventory 
interpretation, and information about occupational trends and careers.  This free service to 
students offers the following: 

• Maintenance of educational materials describing various careers. 
• Coordination of a current collection of career information for each academic major. 
• 



Subject   Student Employment 

Policy Number   5.30 

Officer Responsible VP, Student Services 
 

Policy Statement:  
 
Student employment practices shall be in accordance with Policy 8.2. 
 
Procedure:  
 
Procedures for Student employment:  
 
Item 1 applies only to Federal Work Study Students; items 2-7 apply to all student workers 
regardless of funding. 
 

1. All FWS employment shall be governed by federal and other regulations currently 
 in effect.  The Financial Aid Office will maintain detailed procedures for the FWS 
 program.  
 
2.   Student workers are considered to be students first.  Under no circumstances is a 
 student worker, institutionally funded or FWS, to work more than 20 hours per 
 week. 
 
3.   Student workers must maintain satisfactory academic progress. No student who is 
 on academic suspension or probation may work as a student worker. 
 
4.   Under no circumstances is a student allowed to work during scheduled class 
 hours,  regardless of early release or class cancellation.   
 
5.   Student workers must be enrolled at least half-time during the semester of 
 employment,  with the exception of summer term.  Students enrolled half-time 
 during a MOD or multiple MODs are eligible to work the entire semester.   

 
6.   Summer Employment: 
 

• FWS – Students may work in FWS student positions during the summer 
term without being enrolled in summer courses if they are enrolled and 
eligible for employment during the following fall semester.  
 

• Institutionally Funded - Students may work in institutionally funded 
student positions during the summer term without being enrolled in 
summer courses if they were enrolled and eligible for employment during 
the preceding spring semester or are enrolled and eligible for employment 
during the following fall semester.  

 



7.   Student workers are responsible for compliance with the Family Education Rights 
 and Privacy Act* and other regulations with regard to confidentiality of and 
 access to student and other institutional records. It is the responsibility of the 
 student worker’s supervisor to provide training regarding relevant regulations.  

 
Legal Citations:  
* USC.S.123g 
 
 
 
 





 
Subject   Student Groups 

Policy Number   5.32 

Officer Responsible VP, Student Services 
 
Policy Statement:  
 
The College shall have a single student government organization for the entire institution.  That 
organization shall establish by-laws for its operation, such by-laws to be approved by the College.  
The student government organization shall establish guidelines for recognition and approval of all 
student groups. Membership in recognized student groups shall be open to all College students, 
and to employees, and other individuals by invitation of such groups.  All recognized student 
groups shall operate in accordance with Policy 1.2, 1.4, 1.5, 1.6, and all other applicable College, 
local, state, and federal laws and regulations.  The student government organization shall prepare 
a proposed student activity fee budget annually. 
 
Procedure:  
 
Any group wanting the rights and privileges of a Lincoln Land Community College recognized 
group must complete the recognition process as outlined below and be granted recognition by the 
Student Government Association. 

Statement of Recognition 
The purpose of the recognition process is to provide the Student Life Office staff and potential 
members with vital information about the recognized groups on campus.  Recognition takes effect 
once the Student Life Office determines the recognition information and constitution comply with 
the stated requirements and are approved by the LLCC Student Government Association.  Under 
normal circumstances, the recognition process takes approximately two weeks for approval. 
Delays may occur if all requirements are not completed by the group seeking recognition. 
 
Group Types 
Organizations - A student organization is a group that serves an institution wide significant 
function to the college community (Student Government Association, The Lamp, Campus 
Activities Board, etc.) 
 
Teams - A student team is a group that participates in academic competitions on an intercollegiate 
level. 
 
Clubs - A student club is a group that is formed around a common interest. 

Conditions for Recognition 
1. The group should fill an apparent need for students not currently being met by an existing 

group on campus. 



2. The group must have sufficient membership to sustain its existence.  A minimum of ten 
active members is required to assure the chance of success.  Exemptions from this 
requirement can be requested through the Director of Student Life. 

3. All members of a recognized student group must be registered LLCC students in good 
standing with the College, College employees, or must be extended membership by the 
group advisor. 

4. The group must have all advisors approved by the College.  The purpose of the advisor is 
to guide the student leadership on matters related to group dynamics, finances, activities, 
and programs. 

5. The group seeking recognition status must submit the following materials to the Student 
Life Office: a) a completed recognition form and b) a copy of the group’s current 
constitution. 

6. The purpose and activities of the group must not be in violation of civil law or college 
regulations. 

7. Groups that are athletic in nature will not be recognized as clubs due to the need for 
appropriate supervision and risk management.  Such groups may pursue incorporation into 
intramurals or intercollegiate athletics program. 

Benefits of Recognition 
Recognition of a student group permits the group to: 

• the use of the College’s name in conjunction with that of the group for official purposes; 
• the privilege of using College facilities under College policies governing that usage, as 

administered by the Facilities Reservation Technician;  
• the receipt of relevant publications and inclusion in mailings by the Student Life Office;  



Groups Compliance with College Policies 
1. Any student group failing to comply with College policies shall be brought to the attention 

of the Director of Student Life.  Recognized student groups and their individual members 
may be held responsible for violations of College policies. 

2. Upon being notified of such charges, the College will investigate the accuracy of the 
charges. 

3. An effort will be made to resolve the charges by mutual agreement between the parties, if 
appropriate, and appropriate disciplinary action, if any, will be determined.  Students may 
be subject to administrative action or disciplinary penalty as defined in Disciplinary 
Suspension or Expulsion Procedure (Policy 5.37) in addition to any civil action that may 
be appropriate. 

4. The student group (through its advisor and officers) will be informed in writing of any 
disciplinary action to be taken. 

 
The student group may appeal the decision through the Student Grievances and Appeals 
Procedure (Policy 5.40). 
 
Dissolution of Student Group  
A Student group or The Student Life Office may dissolve a group for any of the following 
reasons: 
 

1. The Student group has had a majority vote to do so. 
a. The majority vote determines that the group is no longer needed/wanted on 

campus. 
b. Written notification should be given to the Student Life Office within 30 days of 

the vote. 
2. The Student group has been Inactive for Three Years. 

a. A group will be deemed inactive after one year of not receiving a Recognition 
Form. 

b. A group will be deemed dormant during the second year of not receiving a 
Recognition Form 

c. A group will be considered dissolved after the third year of not receiving a 
Recognition Form  

3. The Student Life Office has withdrawn the group recognition due to non-compliance with 
College policies. 

 
Before a group is dissolved completely, a flyer notifying the student population will be posted for 
2 weeks on the Student Life Office bulletin boards and outside the Student Life Office. 



Subject   Student Groups Advisement 





 
6. A Finance Technician will have check(s) prepared and sent to the coach, advisor, or 

instructor. 
 
7. The coach, advisor, or instructor will have the check(s) cashed and 

a. Pay for all meals and lodging, if applicable, for the students, and obtain paid receipts 
for each expenditure.  (Paid receipts must show the itemized cost of each item, item 
name, and name and address of the vendor.)  OR  

b. Give the predetermined meal allowance to each student and have each sign the receipt 
or meal allowance form, if applicable. 
 

8. When travel is completed, all advance funds not expended must be deposited to the 
organizational unit from which the advance was made, on the first working day after the 
trip.  The business office will need the name and social security number of the individual 
who received the advance. 



the purchase of equipment.  Information on the receipt must show the itemized cost of 
each item, what the item is, and the name and address of the vendor.  Sales tax is 



Subject   Student Athletics 

Policy Number   5.35 

Officer Responsible VP, Student Services 
 
Policy Statement:  
 
The College shall provide a program of competitive athletics for its students.  The program shall 



Subject   Student Conduct 

Policy Number   5.36 

Officer Responsible 



The College further recognizes each student’s due process rights, which include:  
 

1. Notice which specifies the alleged violations(s) of the Code of Conduct 
 

2. Opportunity to respond to the allegations 
 

3. An appeal process appropriate to the nature and potential consequences of the violation 
 
Procedures for dealing with alleged violations of the Student Code of Conduct other than 
academic dishonesty: (NOTE: charges of academic dishonesty should be reported using the 
procedures outlined in Board Policy 4.13 Academic Integrity) 

 
1.  All charges of alleged violations of the Student Code of Conduct shall be submitted in 

writing to the Assistant Vice President, Student Success. 
 

2.  The accused student shall receive notice in writing of the charges and the deadline to 



 
1. If the appeal alleges the findings of the investigator included relevant factual errors or 

omitted relevant facts, the appeal shall specify each and every alleged factual error 
and/or details of each and every relevant fact that was omitted from the investigation;  

 
2. If the appeal alleges substantive procedural errors, the person appealing shall 
 identify each and every instance of substantive procedural error; 

 
3.  If the appeal alleges relevant and substantive issues or questions concerning 
 interpretation of College policy, the person appealing shall state, in detail, the 
 issues/questions supporting this allegation; 

 
4. If the appeal alleges new information or evidence, the person appealing shall specify the 

reasons why the information or evidence was not available or provided to the 
investigator during the investigation; 

 
The Vice President, Student Services shall promptly review the appeal and conduct such further 
investigation, if any, as the Vice President, Student Services shall deem necessary and 
appropriate to render a final decision. 
 
Upon completion of such review, the Vice President, Student Services may affirm or amend the 
complaint resolution or disciplinary decision and shall notify the student and appropriate 
College officials. The Vice President, Student Services decision is final.  
 
If the Vice President, Student Services determines that they have a conflict of interest or cannot 
conduct a timely review of the matter, the Vice President, Student Services may designate 
another College official (not previously involved in complaint or investigation) to process the 
appeal. 
 
 
 



Subject   Disciplinary Suspension or Community Expulsion 

Policy Number   5.37 

Officer Responsible VP, Student Services 
 
Policy Statement:  
 
A student may be suspended from the College (leave the College for a specified time) if the 
student’s conduct is judged to be detrimental to the general welfare of the College as defined in 
Policy 5.36 or interferes with the orderly and proper operation of the College.  Prior to 
suspension a student shall be given oral or written notice of the cause(s) for suspension and shall 
be offered the opportunity to discuss the situation with the appropriate College officer. 
 



Subject   Student Publications 

Policy Number   5.38 

Officer Responsible VP, Academic Services 
 

Policy Statement:  
 
The College shall publish student publications in furtherance of educational goals in accordance 
with the rights guaranteed by the First Amendment to the United States Constitution. 
 
Procedure:  
 
All official student publications are bound by all policies and procedures including Student 
Organizations (Policy 5.32), Student Organization Advisement (Policy 5.33), and Student 
Organization Travel (Policy 5.34). 



Subject   Campus Disorders 

Policy Number   5.39 

Officer Responsible VP, Student Services 
 

Policy Statement:  
 
Any action by a student or group of students which disrupts the normal and orderly functioning 
of the College, or which violates any law, is prohibited, and may subject such person or persons 
to disciplinary action under Policy 5.37. 
 
Procedure:  
 
Disruptive actions, or actions which violate any law, shall be brought to the attention of the Vice 
President, Student Services, and the College’s Police Department.  If disciplinary action is 
warranted, students will be subject to Procedure 5.37 in addition to any legal consequences. 



 
Subject   Student Grievances & Appeals 

Policy Number   5.40 

Officer Responsible VP, Student Services 
 
Policy Statement:  
 
The College will ensure that students be served equitably and appropriately at all times.   
 
This policy should be used to resolve student complaints and grievances.  Grievances are 
appropriately claimed with regard to, but are not limited to, allegations of the following nature: 

• A violation of policy and/or procedure of the College; 
• Arbitrary or capricious action by a college employee; 
• Improper removal from the College or a program of the College for academic reasons; 
• Improper denial of admission or re-admission to the College or a program of the 

College; 
• Inaccurate or inappropriate information contained in the student’s record; and 
• Improper suspension from the College for disciplinary reasons. 

 
In addition, this policy should be used by students appealing decisions made through the 
following LLCC Board Policies: 
 

• Board Policy 5.36: Student Conduct 
• Board Policy 5.37: Disciplinary Dismissal or Expulsion 
• Board Policy 5.41: Suspension from class 
• 



• 



appropriateness of the witness. Witness participation must be requested two business days 
in advance of any procedural step. 
9. The student has the right to have a personal advisor present during the hearing. The 
student may confer with the advisor; however, the advisor shall not be permitted to speak 
or ask questions during the hearing. 





Subject   Suspension from Class 

Policy Number   5.41 

Officer Responsible VP, Student Services 
 
Policy Statement:  
 
A student’s opportunity to participate in class may be suspended by the instructor for intentional 
obstruction or disruption of teaching.  A faculty-imposed suspension shall continue until the 



Subject   Schedule Changes 

Policy Number   5.42 

Officer Responsible VP, Student Services 
 
Policy Statement:  
 
Students may enroll or withdraw from courses as follows: 
 
1.  Enrolling in Course(s):  Students may enroll before a term begins



• A student may withdraw without the instructor’s permission up to 7 days prior to 
the last day of scheduled classes for each term.  In such cases, a “W” grade shall be 
recorded on the student’s permanent scholastic record. 

• A student may not withdraw from any course for any reason after the first day of 
the final week of instruction preceding Final Exam week. 

• An instructor may unilaterally withdraw a student up to and including mid-term for 
failing to attend class or for failing to actively seek completion of the course.  In 
such cases, a “W” grade shall be recorded on the student’s permanent scholastic 
record. 

 
Workforce Institute and Community Education programs may have different withdrawal policies.  
Please refer to the individual program for additional information regarding this and other policies. 



 
Subject   Standards of Progress - Academic 

Policy Number   5.43 

Officer Responsible VP, Student Services 
 
Policy Statement:  
 
The College is committed to student success. Students enrolled in an academic program must 
maintain minimum academic achievement standards. Standards for academic achievement are 
published in the college catalog and are determined by cumulative grade point average of credit 



student shall be suspended. A student on academic suspension may appeal his/her suspension 
through the reinstatement process outlined below:  

1. The student shall meet with an Academic Success Professional in the Center for 
Academic Success to assess learning behaviors and identify strategies appropriate to that 
student.   

2. The student shall subsequently meet with their Student Success Coach to develop a 
reinstatement proposal informed by the Center for Academic Success analysis.   

3. The reinstatement proposal shall be approved or not approved by the Assistant Vice 
President, Student Success, or their designee.  

Multiple Academic Suspension 

A student on academic suspension for a second or subsequent time, may re-enroll only after 
receiving permission from the Assistant Vice President, Student Success or their designee. 
Students wishing to pursue this option will need to meet with the Assistant Vice President for 
Student Success for a conference to discuss further enrollment. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Subject   Religious Observances 

Policy Number   5.44 

Officer Responsible VP, Student Services & VP, Academic Services 
 
Policy Statement:  
 
Lincoln Land Community College shall reasonably accommodate student religious observances 





Subject  Student Optional Disclosure of Private Mental Health 
Information  

Policy Number   5.46 

Officer Responsible VP, Student Services 
 
Policy Statement:  
 
The College may disclose a student's mental health information to a person designated by the 
student in circumstances where a health or safety emergency exists. New students shall be 
informed of their right to authorize disclosure of mental health information, and any such 
disclosure shall be made in accordance with the Student Optional Disclosure of Private Mental 
Health Act (110 ILCS 74), the Family Educational Rights and Privacy Act (20 U.S.C. § 1232g), 
and College Procedure 5.46 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Subject  Volunteer Emergency Worker Higher Education 
Protection 

Policy Number   5.47 

Officer Responsible VP, Student Services 
 
Policy Statement:  
 
In accordance with 110 ILCS 122/1, Lincoln Land Community College shall reasonably 
accommodate any student who is a volunteer emergency worker in regard to absence in class 
caused by the performance of his/her duties as a volunteer emergency worker.  Accommodations 
will be considered in regard to class attendance, the scheduling of examinations, and work 
requirements, provided that make-up examinations/assignments shall not create an unreasonable 
burden for the staff. Students must notify their instructor (or supervisor in the case of student 
employees) of any anticipated absence according to the procedures for this policy.  Any student 
who believes he or she has been unreasonably denied this accommodation may seek redress as 
outlined in the procedure section. 
 
Procedure: 
 
In accordance with College policy, the following procedures will be used:  Students, including 
student employees, anticipating an absence due to the role of a volunteer emergency worker shall 
notify their instructor and/or supervisor with as much advance notice as feasible of the anticipated 
absence and make appropriate arrangements for makeup examinations, assignments, and work.  
Any absence for volunteer emergency work shall not relieve the student from responsibility for 
completing required coursework and examinations.   
 
Any student who believes the volunteer emergency worker in higher education policy has not 
been honored should contact the instructor. If the issue is not resolved at the instructor level, then 
the student should contact the appropriate dean. If the issue is not resolved at the dean level, then 
the student may pursue a grievance under Board Policy 5.40.   
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