
 
Table of Contents 

 
Introduction 
 JJC Core Values ........................................................................................... 1 
 History of the College .................................................................................... 2 
 Board of Trustees ......................................................................................... 3 
 Executive Officers & Administrators ............................................................. 4 
 Academic Department Directory ................................................................ 5-6 
 
Section I:  Classroom Management 
 Suggestions for Promoting Positive Student Behavior ............................. I.1-I.2 
 Creating an Effective Course Syllabus .................................................... I.2-I.3 
 Academic Calendar/Semester Calendar ...................................................... I.3 
 Accommodating Students with Special Needs ........................................ I.3-I.4 
 Adding Students to Your Class Section ....................................................... I.4 
 Attendance Policy (Student) ........................................................................ I.4 
 Cell Phones/Pagers in the Classroom ......................................................... I.4 
 Cheating & Plagiarism ................................................................................ I.4 
 Class Meeting Times/Breaks ...................................................................... I.5 
 Class Rosters ........................................................................................ I.5-I.7 
 Classroom Conduct/Student Code of Conduct ............................................ I.7 
 Confidentiality of Student Information/FERPA ....................................... I.7-I.8 
 Emergency &/or Weather-Related College Closings ..................................... I.8 
 Final Examination Week ............................................................................. I.8 
 Final Grades .............................................................................................. I.9 
 Food & Beverages in the Classroom ............................................................ I.9 
 Gradebooks ................................................................................................ I.9 
 Grading for Credit Courses .................................................................. I.9-I.10 
 Grading for Non-credit Courses ................................................................ I.10 
 Make-up Test Procedures .................................................................. I.10-I.11 
 Refund Policy .................................................................................... I.11-I.12 
 Restrictions on Student Records ............................................................... I.12 
 Sexual Harassment ........................................................................... I.12-I.13 
 Smoking Policy ......................................................................................... I.13 
 Students Auditing a Class ........................................................................ I.13 
 Withdrawing a Student From a Class ................................................. I.13-I.14 
 
Section II: Administrative Policies & Procedures 
 Absences from the Classroom (Instructor) .................................................. II.1 
 Accident/Classroom Emergency Reporting ......................................... II.2-II.3 
 Adjunct Faculty File ........................................................................... II.3-II.4 
 Children in the Classroom ......................................................................... II.4 
 Classroom Furniture/Set-up ..................................................................... II.4 
 Emergency Response (Fire, Tornado, Theft, Bomb Threats) ................. II.4-II.5 
 Evaluation of Adjunct Instructors .............................................................. II.5 
 Field Trips ................................................................................................. II.5 
 Gradebooks ............................................................................................... II.5 
 Keys ................................................................................................... II.5-II.6 

i 



ii 

 Parking ..................................................................................................... II.6 
 Payroll ....................................................................................................... II.6 
 Room Assignments .................................................................................... II.7 
 Signature Card .......................................................................................... II.7 
 Syllabus .................................................................................................... II.7 
 
Section III:  Institutional Support 
 Adjunct Faculty Listserv ........................................................................... III.1 
 Adjunct Faculty Seminars ........................................................................ III.1 
 Assistance with Technology Resources ...................................................... III.1 
 Audio-Visual/Media Equipment ........................................................ III.1-III.2 
 Blackboard Course Management System .................................................. III.2 
 Cafeteria/Vending/Faculty Break Areas ........................................... III.2-III.3 
 Classroom Supplies/Photocopying ............................................................ III.3 
 E-Mail Address (Faculty) ........................................................................... III.3 
 Fitness Center .......................................................................................... III.3 
 Mailbox ............................................................................................ III.3-III.4 
 Scantron Test Scoring .............................................................................. III.4 
 Secretarial Assistance, Supplies, Copying ......................................... III.4-III.5 
 Voice Mail Extension ........................................................................ III.5-III.6 
 Tuition Waivers for Adjunct Faculty .......................................................... III.6 
 
Section IV:  Student Services and Programs 

Summary of Services ............................................................................ IV.1-4 
 

Section V:  Extended Campus Quick Guides 
 City Center Campus ........................................................................... V.1-V.3 
 JJC Grundy County Facility (Morris)................................................... V.4-V.5 
 North Campus (Romeoville) ................................................................. V.6-V.8 
 Satellite Sites & Coordinators .................................................................... V.9 
  
 
 


