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INTRODUCTION TO CCC 
ARTICLE I. MISSION, VISION & VALUES 

Section 1.01 Mission Statement 
The City Colleges of Chicago (CCC) delivers exceptional learning opportunities and educational 
services for diverse student populations in Chicago. We enhance knowledge, understanding, 
skills, collaboration, community service, and life-long learning by providing a broad range of 
quality, affordable courses, programs, and services to prepare students for success in a 
technologically advanced and increasingly interdependent global society. We work proactively 
to eliminate barriers to employment and to address and overcome causal factors underlying 
socio-economic disparities and inequities of access and graduation in higher education. 

 

Section 1.02 Vision 
The City Colleges of Chicago aspires to be a premier, first choice educational destination highly 
accessible to diverse student populations in Chicago and around the world and widely 
recognized for excellence and leadership. Through the power of education, we inspire and 
transform the lives of our students and those connected to them, enhance the communities we 
serve, and catalyze positive socio-economic change. 

 

Section 1.03 Core Values 
The City Colleges of Chicago believe that knowledge, skills, education, and life-long learning are 
fundamental to the achievement of equal access and the opportunity to make a better life. 
Accordingly, 

 

¶ We are student centered.  Our students always come first. We provide the academic 
programs and support required to ensure student success. Their success is our success. 

¶ We value teaching and learning. We believe an engaging student learning environment 
fosters growth and development. We actively seek faculty who meet globally 
competitive standards, collaborate and foster exceptional learning environments, and 
who utilize innovative practices that enhance student learning. 

¶ We value rigorous assessment of the academic process.  We believe in providing valid 
and reliable assessments to measure and improve student learning and effective 
teaching. 

¶ We are an open-door institution. We welcome one and all to visit, enroll, learn, and 
reap the rich rewards that education enables. 

¶ We provide an individual educational plan for each student.  We welcome students 
άǿƘŜǊŜǾŜǊ ǘƘŜȅ ŀǊŜέ and assist them in achieving their educational goals and full 
potential. 

¶ We are committed to affordable and accessible education. We actively strive to 
deliver quality educational services at costs that are within the reach of our diverse 
student population. 
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¶ We value and actively promote diversity. We believe diversity enhances the richness 
of the educational experience and leads to understanding, tolerance, and an 
appreciation of the differences embodied in each of us. We believe that faculty and 
staff diversity should reflect the demographics of our student body. 

¶ We believe in excellence regarding hiring standards and performance expectations as 
applied to teaching, management, operations, and services. 

¶ We are responsive and aligned with the dynamically changing curricular needs of our 
stakeholders, and we value community service and partnerships. 

¶ We value the creation of paradigms for change to ensure social and economic barriers 
to employment are eliminated. 

¶ We are committed to ethical conduct.  We operate with the highest level of integrity, 
respect, honesty, and accountability in a fully transparent environment. 

 

Section 1.04 Service Excellence Mission Statement 
The City Colleges of Chicago is committed to addressing the diverse needs of our college 
community by developing and implementing system-wide customer service standards and 
practices that will permanently improve the quality and consistency of services delivered to our 
students, faculty, and staff. This will in turn fulfill the educational and career needs of our 
college constituencies by vastly improving student recruitment and retention, raising student 
course completion rates, elevating overall student performance levels, expanding student 
career and educational opportunities, and successfully transitioning those students seeking to 
bridge over to four-year institutions. 

 

Section 1.05 Service Excellence Initiative Vision Statement 
The City Colleges of Chicago will be recognized as the premier provider and model for 
excellence in customer service to its students, faculty, and staff constituencies, and the 
neighboring communities, amongst all two-year educational institutions in the metropolitan 
Chicago area, thus making us the first choice educational destination and provider for all 
diverse populations preparing for the demands of the twenty-first century. 

 

Section 1.06 Statement of Service Excellence 
Service Excellence is a guiding value in the day-to-day operations of the City Colleges of 
Chicago.  At CCC, when we say ά{ŜǊǾƛŎŜ Excellence,έ we mean a comprehensive, collaborative, 
and system-wide approach that applies critical thinking which initiates a customer/student- 
centered approach to attracting, maintaining, and fostering relationships of lifelong learning.
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The City Colleges of Chicago demonstrates Service Excellence by: 
¶ Professionalism ς friendly demeanor, willingness to serve, respectful, acknowledgment 

of customer, άƻƴ- ǎǘŀƎŜέ demeanor; 

¶ Accountability ς owning the issue/concern, knowing your job, following up; 

¶ Active listening ς anticipating the issue, knowing the ǎǘǳŘŜƴǘΩǎ needs; 

¶ Respect ς service with a smile, the Golden Rule; and 

¶ Training ς educating all CCC employees, educating the customer. 
 

Section 1.07 City Colleges of Chicago Academic & Student Policy 
City Colleges of Chicago Academic & Student Policy defines the rules and policies that apply to 
any and all students enrolled in any academic program, plan, or course, or accessing any service 
offered by the City Colleges of Chicago.  It also applies to all college personnel, faculty 
processes, academic offerings and matters. 

 

City Colleges of Chicago Academic & Student Policy applies when approved by the Board of 
Trustees of the City Colleges of Chicago District No. 508 unless a new board rule has superseded 
the text in policy. 

 

Board approved policy appears throughout this document in normal black font with section 
headings. Procedures (not board approved) appear at the end of the document in APPENDIX ς   
PROCEDURES. Policies that have procedures are so indicated by the phrase, άtǊƻŎŜŘǳǊŜǎΥ 
[name of the procedure]έ, which appears below the policy title. The name of the procedure 
hyperlinks to the procedures content in the Appendix where it will appear in a shaded box with 
italicized font and a heading that includes the policy title and the word, άǇǊƻŎŜŘǳǊŜǎΦέ 

 

Students, faculty and staff are responsible for reading and understanding City Colleges of 
Chicago Academic & Student Policy. Students who have questions regarding their academic 
status should consult with a College Advisor or the Office of Student Services at their college.  
The rules and policies contained in this document align with and support the Board Policies and    
Procedures for Management & Government of the City Colleges of Chicago. 

http://www.ccc.edu/advising
http://www.ccc.edu/departments/Pages/Student-Affairs.aspx
http://www.ccc.edu/departments/Pages/Board-of-Trustees.aspx
http://www.ccc.edu/departments/Pages/Board-of-Trustees.aspx
http://www.ccc.edu/departments/Pages/Board-of-Trustees.aspx
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STUDENT-FOCUSED POLICIES 
 

ARTICLE II. GETTING ADMITTED TO CCC 

Section 2.01 Admissions ς Credit Students 
Procedures: Admissions ς Credit Students ς Procedures. 

 

(a) Overview 
The City Colleges of Chicago are open admission colleges.  Students may be required to take 
assessment and placement tests in order to register for classes. Transfer credit, ACT or SAT test 
scores (see Assessment & Placement) may be used for placement. Incoming students who have 
earned a grade of ά/έ or better in college level English or math courses from a regionally 
accredited institution (see www.chea.org) are exempt from being tested, provided official 
transcripts (printed or electronic) are submitted verifying successful completion of courses.   
(See Testing & Placement Guidelines for more information regarding testing.) Students who are 
admitted to college credit programs include: 

¶ Graduates of accredited high schools or foreign equivalents 

¶ High school equivalency completers 

¶ Students who successfully completed high school through home-schooling 

¶ Transfer students from other colleges or universities (see Transfer Credit) 

¶ Students age 16-18, recommended by their principal or accepted for participation in a 
special area of study, who score at college-level on the placement exam (see High    
School Students) 

¶ Students under age 16, recommended by their principal and approved by the College 
President or designated official to enroll in college credit courses (see High School    
Students) 

¶ Students age 18 or older who have not earned a high school diploma or a high school 
equivalency (a placement exam will be used to determine course placement); these 
students are not eligible for financial aid (see Federal Financial Aid Eligibility) 

 

(b) Former Students Returning to the City Colleges of Chicago 
Returning students who are in good standing and have not attended another college or 
university since last attending CCC may not need to apply for readmission. 

¶ The following types of returning students must reapply for readmission (visit the Office  
of Admissions for further information): 
 Students with a Discontinued status 
 Students with a Completed status who have not enrolled and earned a final grade in 

the career in which they completed their academic program for three (3) or more 
consecutive terms. 

  

http://www.chea.org/
http://www.ccc.edu/departments/Pages/Admissions.aspx
http://www.ccc.edu/departments/Pages/Admissions.aspx
http://www.ccc.edu/departments/Pages/Admissions.aspx
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¶ The following types of returning students need not reapply for readmission (visit the  
Office of the Registrar for further information): 

 Students who are Active in their academic careers 
 Students with a Completed status who have enrolled and earned a final grade in the 

career in which they completed their academic program during the previous two (2) 
terms. 

 

See Discontinued Students and Residency Verification ς Returning Students. 
 

(c) Academically Dismissed Students 
Students who have been academically dismissed from any of the City Colleges of Chicago must 
apply for readmission. See Academic Standing for more information. 

 

(d) International Students with F-1 Academic Student Visas 
International students (www.ccc.edu/internationalstudents) are expected to have successfully 
completed the equivalent of primary and secondary education prior to enrollment. F-1 
academic students are required to enroll in at least twelve (12) credit hours per term. 
Additionally, F-1 academic students must purchase and maintain medical/health insurance for 
themselves and their dependents during their course of study and must present proof of such 
insurance upon every registration and/or upon request. Failure to obtain such insurance or 
willful violation of this insurance requirement will be considered a violation of status. 

 

The Primary Designated School Official (PDSO) & Designated School Official (DSO) are 
responsible for the authorization and issuance of I-20 Forms to International Students. The I-20 
Form should be issued for three academic years. Students may file an Extension of Stay INS 
Form I-539 if they do not complete their program within the three-academic year period. 

 

(e) High School Students 
High school students are required to meet the same standards as any other college student 
and are awarded the same college credit for courses successfully completed. 

 

Students age 16 years or older enrolled in a high school in the City of Chicago may be 
considered for enrollment in credit courses at CCC.  Students under age 16 enrolled in high 
school must also obtain the approval of the College President or designated official to enroll 
in college credit courses. 

 

All high school students must have the written consent of their parents or guardian. In 
addition, students must have the written consent of their high school principal or counselor 
and must qualify for college classes through placement testing or previous course 
completion. 

 

High school students ς including those enrolled in ///Ωǎ Early College Program ς do not 
qualify for financial aid. Also see the Early College Program policy. 

http://www.ccc.edu/registrar
http://www.ccc.edu/internationalstudents
http://www.ccc.edu/services/Pages/International-Student-Health-Insurance.aspx
http://www.ccc.edu/departments/Pages/Early-College.aspx
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Section 2.02 Admissions ς International Students 
Procedures: Admissions ς International Students ς Procedures. 

 

CCC serves international students in the following non-immigrant visa classes who live or work 
in the City of Chicago: 

¶ A-1, A-2 ς foreign government officials and dependents 

¶ B-1, B-2 ς visitor for business or pleasure 

¶ E-1, E-2 ς treaty traders/investors and dependents 

¶ F-1 ς academic student 

¶ G-1, G-2 ς representatives to international organizations and dependents 

¶ H-1B, H-1C, H-4 ς temporary workers and dependents 

¶ J-1, J-2 ς exchange visitors and dependents 

¶ K-1, K-2 ς fiancé(e)s and spouses of US citizens and dependents 

¶ L-1, L-2 ς intra-company transferees and dependents 

¶ O-1, O-2 ς workers with extraordinary abilities and dependents 

¶ P-1, P-2 ς artists, athletes and entertainers and dependents 

¶ Q-1, Q-2 ς international cultural exchange visitors and dependents 

¶ R-1, R-2 ς religious workers and dependents 

¶ S-1, S2 ς witnesses/informants and dependents 

¶ T-1, T-2 ς alien victims of human trafficking and dependents 

¶ U-1 U-2 ς alien victims of certain crimes and dependents 

¶ V-1, V-2 ς certain second preference beneficiaries and dependents 
 

Section 2.03 Admissions ς Adult Education Students 
Procedures: Admissions ς Adult Education Students ς Procedures. 

 

The Adult Education Program offers tuition-free, non-credit classes to students who want to: 
¶ Prepare to earn their high school equivalency degree by passing an examination such as 

the General Educational Development test (GED®) or High School Equivalency Test 
(HiSET®); 

¶ Learn English as a second language (ESL); and/or 

¶ Improve their basic skills in reading, writing, and mathematics (Adult Basic Education ς 
{ABE}). 

 
Adult Education classes are open to students who meet all of the following criteria: 
¶ Complete an application online or in-person at a CCC college campus or satellite 

location. 

¶ Resident of Illinois (see Adult Education Students). 
¶ Are at least 18 years old. However, 16- and 17-year olds may register if they submit a 

document, such as a release form, letter, or transcript, certifying that they are no longer 
attending high school. 

¶ Do not hold an F-1 academic student or J-1 visa. 



Academic & Student Policy, August 2019 

  City Colleges of Chicago   

14 

  

 

 

 

¶ Do not hold a high school diploma or high school equivalency certificate, unless they 
show a basic skills deficiency. 

 

Section 2.04 Assessment & Placement ς Credit Students 
Procedures: Assessment & Placement ς Credit Students ς Procedures. 

 

To ensure proper academic placement, first-time credit students are required to complete a 
placement exam or obtain a placement test waiver (see Placement Test Waivers) prior to 
registration. Placement test scores expire after one (1) year. 

 

Students who have not completed a placement test or obtained a placement test waiver may 
enroll in a credit course which does not require a prerequisite, including courses that do not 
indicate English 101 eligibility as a requirement. However, students will not be permitted 
subsequent enrollment in courses which require a prerequisite without first completing a 
placement test or obtaining a placement test waiver. 

 

(a) Students Placing in Foundational Studies Courses 
Only high school graduates or those who have successfully passed a high school equivalency 
examination may enroll in Foundational Studies courses.  Students who place in Foundational 
Studies courses but have not graduated from high school or successfully passed a high school 
equivalency examination are required to enroll in Adult Education coursework. Students may 
self-certify high school or high school equivalency completion on the online admissions 
application, but all such students must submit one of the following documents to the Office of 
the Registrar prior to the first day of class: 

¶ High school diploma 

¶ Official or unofficial high school transcript 

¶ High school equivalency certificate 
 
Students who do not submit one of the required documents prior to the first day of class will be 
referred to the Adult Education Department. Normal retesting policies apply. 

 

(b) Placement Test Waivers 
Placement test waivers may be granted to: 
¶ Transfer students who submit an official transcript from a regionally accredited college 

or university showing successful completion of college level math, English (particularly 
English 101/Freshman Composition), and reading with a grade of ά/έ or higher; 

¶ Students who have already earned an Associate degree or higher; or, 

¶ High school graduates who submit official and sufficiently high ACT or SAT test scores. 
ACT and SAT test scores are valid for a period of four (4) years. A writing test may still 
be required. 

 

Admission to CCC does not guarantee entrance into a particular course or program of study. 
Students will be given assessment and placement tests appropriate to their academic 
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program/plan of choice; some academic programs/plans have special entrance requirements 
and procedures. Assessment and placement tests are used to determine the enrollment level 
in the program/plan of choice (in accordance with program/plan requirements). 

 

Section 2.05 Assessment & Placement ς International Students 
(a) English Proficiency Requirement 

The City Colleges requires prospective F-1 academic students whose native language is not 
English to take the Test of English as a Foreign Language (TOEFL®) test (www.ets.org/toefl) and 
meet one of the following criteria (depending upon testing method): 

¶ 500 on the TOEFL written (paper and pencil) test 

¶ 61 on the Internet-based TOEFL test with at least 15 points in each category 

¶ 173 on the computerized TOEFL test 
 
Prospective F-1 academic students may be waived from the TOEFL requirement if comparable 
proof of English proficiency is provided. This includes but is not limited to: 

¶ 5.5 overall score and at least 5.0 on each band score on the International English 
Language Testing System (IELTSϰ) (www.ielts.org/) exam 

¶ Submission of a U.S. college or university transcript showing satisfactory completion 
(grade ά/έ or better) in an English composition course 

¶ Completion of CCC placement test scoring into at least developmental English 98 and 
Reading 99 or its equivalent 

 

The TOEFL test requirement will be waived when F-1 academic students originate from a 
country where English is the official language and English is their native language.  F-1 academic 
students from the following countries are not required to submit proof of English proficiency: 

 

Anguilla Antigua/Barbuda Australia 

Bahamas Barbados Belize 
Bermuda British Guyana Canada (except Quebec) 
Cayman Islands Dominica Falkland Islands (Islas 

Malvinas) 

Grenada Guam Guyana 
Ireland Jamaica/other West Indies Liberia 
Montserrat New Zealand South Africa 
St. Helena St. Kitts & Nevis St. Lucia 
St. Vincent Trinidad & Tobago Turks & Caico Isle 
United Kingdom Virgin Islands  

 

The testing requirements of this rule may be waived by the College President upon the 
recommendation of the English Department Chair, providing the F-1 academic student has 
demonstrated proficiency in English as a foreign language. 

http://www.ets.org/toefl
http://www.ielts.org/
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Section 2.06 Assessment & Placement ς Adult Education Students 
Policy Histroy: Assesment & Placement ς Adult Education Students.  
Procedures: Assessment & Placement ς Adult Education Students ς Procedures. 
 

Prior to registering in Adult Education classes, students are required to take necessary 
placement examinations, which include CASAS and/or TABE. When Adult Education students 
complete a minimum of 40 instructional hours, students are required to take a post-test 
examination, CASAS and/or TABE. All students are also required to complete an outcome plan 
upon registration each year. 

 

Section 2.07 Transfer Credit 
Policy Histroy: Transfer Credit.  
Procedures: Transfer Credit ς Procedures. 

 

Official college transcripts are required as part of the admissions process for credential seeking 
students. CCC will only accept official undergraduate transcripts from regionally accredited 
institutions. An official transcript is a transcript received directly from the issuing institution 
(whether on paper and still sealed in the envelope or a certified electronic copy) that is 
properly signed/authenticated. College transcripts that are more than one (1) year past the 
print date are not accepted. 

 

All courses  from other regionally accredited institutions ope.ed.gov/accreditation/Index.aspx) 
previously attended where a final grade of ά/έ (including grades of ά/-έύ or higher was earned 
will be evaluated ŦƻǊ ǘǊŀƴǎŦŜǊŀōƛƭƛǘȅ ŀƴŘ ǊŜŦƭŜŎǘŜŘ ƻƴ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŀŎŀŘŜƳƛŎ ǊŜŎƻǊŘ ǿƘŜƴ ǘƘŜ ŎǊŜŘƛǘ 
is accepted. If accepted as satisfying degree requirements, transfer credits will be counted 
towards graduation subject to certain limits (see Graduation Requirements for Degrees). 

 

Section 2.08 Military  Credit 
Procedures: Military Credit ς Procedures. 

 

(a) Process for Awarding Military  Credit 
College credits may be granted for Armed Forces/military service experiences and Armed Forces 
schooling (Military Credit). American Council on Education (ACE) recommendations will be 
followed to the extent possible. ACE publishes evaluations and recommendations for credit for 
Ratings or Military Occupational Specialties (MOS) training. Decisions concerning acceptance  
of military credit as equivalent to a CCC course will be reviewed and approved by a faculty 
member responsible for instruction in the appropriate academic discipline. Articulation 
decisions will be recorded in ///Ωǎ student information system to ensure evaluation 
consistently for all veterans. When the curriculum of an articulated CCC course is updated, the 
military equivalencies will be reviewed and updated accordingly. Factors such as currency of 
course content will be considered when making or updating articulation decisions, for example, 
with regard to technology or medical courses or training. 
 

 

http://ope.ed.gov/accreditation/Index.aspx
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(b) Graduation Requirements 
Military Credit shall not exceed sixty-seven percent (67%) of the total credits required for the 
academic program or plan in which the veteran/student enrolls.  Student recipients of Military 

Credit are required to fulfill all normal graduation requirements, including residency 
requirements, for their academic program or plan (see Graduation Requirements for Degrees). 
Nothing in this military transfer credit policy should be construed otherwise. 

 

Section 2.09 Credit by Assessment of Prior Learning 
Procedures: Credit by Assessment of Prior Learning ς Procedures. 

 

College credit may be granted for college-level knowledge and skills acquired outside the 
classroom through credit by assessment of appropriate prior learning experiences. College 
credit may be granted for general education, specialized, or elective courses. Grades will not be 
awarded and credit earned will not be included in Grade Point Average (GPA) calculations. 

 

Section 2.10 Credit by Standardized Examination/Testing 
Policy History: Credit by Standardized Examination/Testing 

 Procedures: Credit by Standardized Examination/Testing ς Procedures. 
 

College credit may be granted for college-level knowledge and skills acquired in certain high 
school courses and/or programs or acquired outside the classroom through evaluation by 
standardized tests. College credit may be granted for general education, specialized, or elective 
courses. Grades will not be awarded and credit earned will not be included in Grade Point 
Average (GPA) calculations. Testing fees may apply. Neither financial aid nor veterans 
education benefits is available for any credit awarded by evaluation/testing. 

 

(a) College Credit for Certain High School Courses and/or Programs 
College credit may be granted through standardized examinations/tests for study completed in 
high school. 

¶ Advanced Placement Courses ς high school students completing Advanced Placement 
(AP) courses and earning scores of 3 (Qualified), 4 (Well Qualified) or 5 (Extremely Well 
Qualified) on the College Board Advanced Placement Examinations will be awarded 
transfer credit for the equivalent college credit course. For more information about the 
Advanced Placement Program, please contact the Office of the Registrar. 

¶ International Baccalaureate Program 
ς Effective March 8, 2017 and prior, high school students who have successfully 

completed the entire International Baccalaureate® (IB) Diploma Programme (DP) 
and earned an IB Diploma will be awarded college-level credit if they receive a score 
of 4 or higher on their subject examinations. Students who do not hold an IB 
Diploma but have successfully completed an individual subject examination will be 
awarded college level credit for that subject if they achieve a score of 5 or higher. 

ς Effective March 9, 2017, high school students who have successfully completed an 
individual subject examination will be awarded college level credit for that subject if 
they achieve a score of 4 or higher. 

ς See International Baccalaureate (IB) Credit for courses equivalencies and other 
information. 

https://apstudent.collegeboard.org/home
http://www.ccc.edu/departments/Pages/Registrar.aspx
http://www.ccc.edu/departments/Pages/International-Baccalaureate.aspx?_ga=1.36237544.959863830.1481641154
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¶ Illinois State Seal of Biliteracy-   As required by Illinois State Law, CCC recognizes the State 
Seal of Biliteracy and awards college credit to recipients of the Seal from Illinois High 
Schools that have been recognized as approved to award the State Seal by the Illinois 
State Board of Education (ISBE). 

 

(b) College Credit by Standardized Examination 
A student may earn college credit by successfully completing one or more of the following 
examinations: 

¶ College-Level Examination Program (CLEP) General Examinations 

¶ CLEP Foreign Language Examinations (French or Spanish) 
¶ American Council on the Teaching of Foreign Languages (ACTFL) Foreign Language    

Examinations (Italian, Arabic, Polish, Chinese or Japanese) 
 

Section 2.11 Academic Amnesty 
Procedures: Academic Amnesty ς Procedures. 

 

Effective January 1, 2018, academic amnesty provides a άǎŜŎƻƴŘ ŎƘŀƴŎŜέ for eligible students 
who earned άCέ grade(s) earlier in their academic careers, but now wish to return to CCC to 
earn a degree or certificate. 

 

(a) Eligibility 
¶ Students who have not enrolled and received a final grade in credit bearing coursework 

at CCC for five (5) or more consecutive calendar years (minimum 15 academic terms) 
may apply for academic amnesty. 

¶ Upon their return, students must complete at least one (1) term of credit bearing 
coursework (minimum 6 credit hours, excluding any development education 
coursework) and earn a term grade point average (GPA) of 2.0 or higher calculated from 
their return to City Colleges. Academic amnesty will not be applied until this 
requirement is met. See Cumulative Grade Point Average for more information.  

 

(b) Effect of Academic Amnesty 
If academic amnesty is granted, all college credit coursework (including development education 
coursework) with a final grade of άCέ earned during the Amnesty Period (period prior to the five 
year break) will be removed from the ǎǘǳŘŜƴǘΩǎ grade point average (GPA) calculations. 

 

(c) Academic Amnesty Approval 
The Registrar at the college where the application is submitted will process, approve, and retain 
applications and update the academic records of approved applicants. 

 

(d) Important Notes 
¶ Academic amnesty applies only to courses completed at the City Colleges of Chicago. 

¶ Courses for which academic amnesty is granted: 
 Remain a part of the ǎǘǳŘŜƴǘΩǎ academic record; courses are NOT removed from the 
ǎǘǳŘŜƴǘΩǎ record 

 Are marked with an academic amnesty indicator 

http://www.ccc.edu/services/Pages/CLEP-General-Exam.aspx
http://www.ccc.edu/services/Pages/CLEP-Exam.aspx
http://www.ccc.edu/services/Pages/ACTFL-Exam.aspx
http://www.ccc.edu/services/Pages/ACTFL-Exam.aspx
http://www.ccc.edu/services/Pages/ACTFL-Exam.aspx
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 Appear on the ǎǘǳŘŜƴǘΩǎ official transcript along with an academic amnesty indicator 
 May not be applied to satisfy requirements of a CCC degree or certificate 

¶ The academic amnesty effective date will be recorded in the ǎǘǳŘŜƴǘΩǎ academic record. 
 

¶ While academic amnesty benefits a ǎǘǳŘŜƴǘΩǎ GPA, it has no effect on SAP GPA, 
Pace or Timeframe measures. See Satisfactory Academic Progress for more 
information. 

¶ Academic amnesty applies only to the City Colleges of Chicago. Students granted 
academic amnesty at CCC will be subject to the admissions policies of other institutions 
to which they may transfer after attending CCC. 

¶ Once submitted, an academic amnesty application may not be withdrawn or cancelled 
by the student. However, applications not approved in one (1) year from the 
submission date will be cancelled by the college. Students may reapply. 

¶ Academic amnesty may be granted to an applicant only once in his/her lifetime, 
regardless of the institutions attended, and is irreversible. 

 

 

ARTICLE III. TAKING CLASSES AT CCC 

Section 3.01 Full-Time & Part-Time Status 
(a) Credit Hour 
¶ Full-time status: Students enrolled in twelve (12) or more credit hours per term (6 or 

more during the Summer term) are considered to be full-time students. 

¶ Part-time status: Students enrolled in eleven (11) or fewer credit hours per term (5 or 
fewer during the Summer term) are considered to be part-time students. 

 

(b) Clock (Skills) Hour 
¶ Full-time status: Students enrolled in twenty-four (24) clock hours per week are 

considered full-time students. 

¶ Part-time status: Students enrolled in twenty-three (23) or fewer clock hours per week 
are considered part-time students. In addition, a minimum number of contact hours per 
day are required to comply with other accrediting agency requirements. 

 

Section 3.02 Maximum Credit Hours for Students 
Policy history: Maximum Credit Hours for Students. 

 

All students will need a minimum cumulative GPA of 3.0 as well as the written permission of the 
Vice President (or designee) to enroll in 19 or more credit hours for Fall or Spring terms or 10 or 
more credit hours during the Summer term. 

 

Section 3.03 Definition of a Freshman 
Students who have earned twenty-nine (29) or fewer Graduation Credit Hours (excludes 
remedial/pre-college level credit hours), including college level credit hours transferred from 
another institution, are considered Freshman. 
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Section 3.04 Concurrent Enrollment 
 

(a) Concurrent Enrollment within the District 
Concurrent enrollment within the District (at more than one of the City Colleges) is permitted. 

 

(b) Concurrent Enrollment outside the District 
Students who receive financial aid and are enrolled concurrently at CCC and another (non-CCC) 
institution must have prior written approval (a consortium agreement) from the Financial Aid 
Office (www.ccc.edu/financialaid) to receive financial aid based upon their enrollment at both 
institutions. Students should discuss any potential consortium agreements with the Director of 
Financial Aid prior to enrolling at two colleges concurrently. 

¶ Consortium agreements must designate a home school and a host school. The home 
school is the school from which the student intends to graduate. The home school 
processes aid. 

¶ Consortium agreements are made on a per student, case by case basis. No blanket 
consortium agreements are allowed. 

 
(c) Concurrent Enrollment in More than One Career or Academic Program/Plan 

Concurrent enrollment in more than one career is not permitted, except for concurrent 
enrollment in the Credit and Adult Education careers, which is permitted in certain 
circumstances. Concurrent enrollment in more than one program/plan within a career is not 
permitted. However, concurrent enrollment in courses within different careers may be 
allowed. Restrictions may apply depending upon the program or department requirements. 
Please consult the appropriate department with questions regarding admissions requirements, 
financial aid eligibility, etc. 

 

(d) Concurrent Enrollment in More than One College or Academic Program ς Adult 
Education 

Students may enroll in Adult Education classes at only one of the City Colleges per term. 
However, students enrolled in Adult Education classes may enroll concurrently in Credit classes. 

 

Section 3.05 Class Attendance 
City Colleges of Chicago is a non-attendance taking institution. For program or course specific 
attendance policies, refer to ǘƘŜ ƛƴǎǘǊǳŎǘƻǊΩǎ syllabus. The Instructor has the right to establish 
his/her own attendance policy for a course.  It is the ǎǘǳŘŜƴǘΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ to officially 
withdraw from classes (see WTH ς Class Drop or Withdrawal). Failure to withdraw may result 
in mandatory payment of tuition/charges and/or a failing grade. Colleges reserve the right to 
administratively withdraw a student from classes for non-attendance. 

http://www.ccc.edu/financialaid
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Section 3.06 Students Who Are Tardy 
Policy history: Students Who Are Tardy. 

 

A student who is registered for a class cannot be excluded from that class for tardiness, but 
excessive tardiness may negatively affect the ǎǘǳŘŜƴǘΩǎ final grades.  Students who disrupt the 
learning environment upon their late entry may be excluded from class. 

 

Students in certain specialized programs, such as Allied Health, must comply with the 
requirements published in ǘƘŜ ǇǊƻƎǊŀƳΩǎ student manual. 

 

Section 3.07 Class Attendance ς Adult Education 
Procedures: Class Attendance ς Adult Education ς Procedures. 

 

Students enrolled in Adult Education classes should attend all scheduled days.  Instructors/Adult 
Educators are required to record student attendance for each class meeting during the term. 
Students who do not attend regularly may fail class assignments and/or not achieve course 
objectives; such students may be administratively withdrawn from the class by the Adult 
Educator. Students who must miss more than three (3) days of class must contact their 
instructor or other Adult Education staff about missed assignments and their standing in class. 
Instructors and/or other Adult Education staff will attempt to contact students who have not 
communicated after three consecutive absences. Students who miss six (6) consecutive days of 
class shall be administratively withdrawn (ADW) by the Adult Educator and shall not be 
readmitted into that course for the remainder of the term. 

 

Section 3.08 Grade Designations 
Grades are awarded to students based on their academic performance (and attendance for 
Adult Education students) in each class. Official grades are maintained in ///Ωǎ student 
information system. 

 

Grades issued for college coursework are recorded on a ǎǘǳŘŜƴǘΩǎ permanent academic record 
and transcript, are used to calculate a ǎǘǳŘŜƴǘΩǎ DǊŀŘŜ Point Average (GPA), serve as the basis 
for a ǎǘǳŘŜƴǘΩǎ Academic Standing, and may apply towards graduation. Note: Satisfactory (S) 
and Unsatisfactory (U) grades are not included in a ǎǘǳŘŜƴǘΩǎ Dt! ŎŀƭŎǳƭŀǘƛƻƴΦ 

 

(a) Grading Basis for Remedial, Credit and Skills Courses 
The A-F grading basis is used for Remedial courses.  Two grading bases are used for Credit and 
Skills courses: 

¶ A, B, C, D, and F; and 

¶ Satisfactory (S) /  Unsatisfactory (U) 
 

The grading basis is set for each Credit and Skills course. 

¶ Students who enroll in A-F courses are graded using the A-F grading basis. 
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¶ Students who enroll in Satisfactory/Unsatisfactory courses are graded using the S/U 
grading basis. 

 
A-F Grading Basis 

Grade Description 
Grade 
Points 

A Excellent 4 
B Good 3 

C Average 2 

D Below average 1 

F Failure 0 
 

The grading standard for Satisfactory/Unsatisfactory courses is as follows: 

¶ Satisfactory grade:  equivalent to ά/έ quality work and above (on an A-F grading scale). 

¶ Unsatisfactory grade: equivalent to ά5έ quality work or below. 

 
Satisfactory/Unsatisfactory Grading Basis 

Grade Description 
Grade 
Points 

S Satisfactory 0 
U Unsatisfactory 0 

 

(b) Grading Basis for Foundational Studies and Continuing Education - Professional & 
Personal Development Courses 

Grade Description 
Grade 
Points 

S Satisfactory - 
F Failure - 

 

(c) Grading Basis for Adult Education Courses 

Grade Description 
Grade 
Points 

P Student has completed all course and level requirements and 
should take a course at the next level. 

- 

R Student has completed all course requirements; however, 
more work is needed at this level. The student should be 
placed in another course at the same level. 

- 

 

All academic transactions are recorded in a student's permanent academic record. All Credit 
courses and final grades earned appear on the ǎǘǳŘŜƴǘΩǎ transcript along with the following 
additional course statuses: 

¶ ADH ς courses from which the student was withdrawn due to a finding of academic 
dishonesty 
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¶ ADR ς courses from which the student was withdrawn as a result administrative 
removal from college, if the withdrawal occurred after the Statistical Date 

¶ ADW ς courses from which the student was administratively withdrawn 

¶ AUD ς courses that the student audited 
¶ VMW ς courses from which the student was medically withdrawn, if the withdrawal 

occurred after the Statistical Date 

¶ WTH ς courses from which the student withdrew or was withdrawn, if the withdrawal 
occurred after the Statistical Date 

 
See GLOSSARY OF TERMS for more information about the Statistical (STAT) Date. 

 

Section 3.09 Eligibility for Course Enrollment 
Procedures: Eligibility for Course Enrollment ς Procedures. 

 

Students taking prerequisite courses must successfully complete the prerequisites with a grade 
of ά/έ or higher to advance to the next course level.  Students taking selected general 
education courses must show proof of eligibility for English 101 ς Composition. 

 

Section 3.10 Graduation Grade Point Average 
Graduation Grade Point Average (GRAD-GPA) is calculated on the basis of all credit hours and 
grades, ά!έ ǘƘǊƻǳƎƘ άCέΣ earned while enrolled in the Credit Career at the City Colleges of 
Chicago with the following exceptions: 

¶ All credit hours and grades earned in Allowed Repeatable Courses (ARC) appear on the 
permanent academic record and transcript, but only the most recent credit hours and 
grades earned in an ARC repeat sequence up to the allowable maximum are included in 
the GRAD-GPA. 

¶ All credit hours and grades earned in Retaking Courses appear on the permanent 
academic record and transcript, but only the last grade earned is included in the GRAD- 
GPA. 

¶ Transfer Credit (including Military Credit), Credit by Assessment of Prior Learning, and  
Credit by Standardized Examination/Testing are excluded from the GRAD-GPA, although 
such credits appear on the transcript and may apply towards graduation. 

¶ Credit hours and grades earned in pre-college level (remedial) coursework are excluded 
from the GRAD-GPA, although such credits appear on the permanent academic record 
and transcript. 

¶ ADWs received from Fall 1982 through Spring 1988 will be counted as άFέ grades in a 
student's GPA. 

¶ Satisfactory/Unsatisfactory grades are excluded from GRAD-GPA calculations. 
 

Section 3.11 Cumulative Grade Point Average 
Cumulative Grade Point Average (CUM-GPA) is calculated the same way as GRAD-GPA, but 
includes credit hours and grades earned in pre-college level (remedial) coursework. 
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Section 3.12 Academic Standing 
Procedures: Academic Standing ς Procedures. 

 

A student must maintain a Cumulative Grade Point Average (CUM-GPA) of 2.0 or higher to 
remain in good Academic Standing. 

 

Section 3.13 Non-Grade Designations 
Procedures: Non-Grade Designations ς Procedures. 

 

Non-grade designations are recorded on a ǎǘǳŘŜƴǘΩǎ permanent academic record and appear on 

the transcript. Non-grade designations issued to degree-seeking students do not apply towards 
graduation and are not used in Grade Point Average (GPA) calculations. 

 
(a) ADH ς Academic Dishonesty Withdrawal 

A student found to have engaged in academic dishonesty may receive an academic dishonesty 
withdrawal (ADH) designation. For more information, see Academic Integrity and Dishonesty. 
CCC policies for class withdrawals and refunds apply (see Class Withdrawals & Refunds for more 
information). 

 
(b) ADR ς Administrative Removal from College 

In situations where a ǎǘǳŘŜƴǘΩǎ presence at City Colleges constitutes a substantial and sustained 
threat to the health, safety and well-being of the college community, the President, in 
consultation with the /ƻƭƭŜƎŜΩǎ Supportive Intervention Team (SIT), and with the approval of  
the District SIT Team, can elect to remove the student from the College or all City Colleges, for a 
definite or indefinite amount of time. For more information, see Administrative Removal from    
College. 

 

Prior to any removal being finalized, the student will be notified that a removal is being 
considered and the basis for the proposed administrative removal. The student will be given an 
opportunity to provide medical and other relevant information regarding the proposed removal 
to the Dean of Student Services for SIT review. See Supportive Intervention Team (SIT) for   
more information. 

 
An administrative removal will result in an ADR indicator on the ǎǘǳŘŜƴǘΩǎ permanent academic 
record. CCC policies for class withdrawals and refunds apply (see Class Withdrawals & Refunds 
for more information). 

 

(c) ADW ς Administrative Withdrawal 
Students are required to attend class. A student may be awarded an administrative withdrawal 
(ADW) at midterm if the instructor determines that the student is not actively pursuing 
completion of the course, based upon the ƛƴǎǘǊǳŎǘƻǊΩǎ active pursuit criteria.  Instructors are 
required to publish their measures of active pursuit and distribute them to students via their 
class syllabus during the first week of class. Active pursuit may be measured by class 
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participation, taking required examinations, quizzes, submission of papers, work assignments, 
class attendance, etc. 

 

A student in an ONLINE class may be awarded an administrative withdrawal (ADW) between 
midterm and the last day for student initiated withdrawal if the instructor determines that the 
student is not actively pursuing completion of the class, based upon the ƛƴǎǘǊǳŎǘƻǊΩǎ ŀŎǘƛǾŜ 
pursuit criteria. Instructors are required to publish their measures of active pursuit and 
distribute them to students via their class syllabus during the first week of class.  Note: a 
student who logs into the learning management system (LMS, see Learning Management    
System) or another e-learning platform and engages in no other academic activities is NOT 
actively pursuing the class. That is, merely logging in to an online course does not constitute 
active pursuit. 

 
Students who have been issued an ADW by the instructor may, at the request of the instructor, 
be reinstated (RNS) into the class. See RNS ς Reinstate (in a Class) for more information. 

 

If a student receiving an ADW repeats that course, only the last grade received will be included 
in the Grade Point Average (GPA) calculations; however, both grades will appear on the 
permanent academic record, will appear on the transcript, and will be counted as registered 
hours to determine Satisfactory Academic Progress and Academic Standing status. ADWs 
received from Fall 1982 through Spring 1988 will  be counted as F's in a student's GPA 
calculation. See Graduation Grade Point Average for more information. 

 

CCC policies for class withdrawals and refunds apply (see Class Withdrawals & Refunds for more 
information). 

 

(d) AUD ς Audit 
Students may register for courses as auditees (that is, without receiving credit) if space is 
available in the class after all credit-earning students have been enrolled. Auditees must be 
eligible to enroll in the course, must follow all registration procedures, and must pay all tuition 
and charges associated with the audited course. Once registration has closed, registered 
students may not change their registration status from AUD to grade seeking (or vice versa). 
Students are required to attend and pursue the completion of all required assignments while 
attending the audited class. A student who audits a class will be issued the final grade of AUD. 
This grade will not be included in the ǎǘǳŘŜƴǘΩǎ Grade Point Average (GPA) calculation, or as 
registered hours for the purpose of academic warning or academically dismissed status. 
Financial aid and federal veterans educational benefits are not available for audited courses. 

 

CCC policies for class withdrawals and refunds apply (see Class Withdrawals & Refunds for more 
information). 

 

(e) I ς Incomplete 
Incomplete άLέ designations are non-grade designations received by students who have actively 
pursued a course and are doing passing work at the end of the course, but who have not 
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completed the ŎƻǳǊǎŜΩǎ final examination and/or other specific course assignments due to 
extenuating circumstances. άLέ grades (and a provisional final grade; see Final Grading, Grading    
after End of Te rm (fo r Incom p lete άLέ Grad es) , and GLOSSARY OF TERMS for more information) 
are awarded upon request of the student and at the discretion of the instructor, and must be 
supported by documentation that explicitly explains the extent of the extenuating 
circumstances. Students must: 

¶ Have completed at least eighty percent (80%) of the course 

¶ Be able to complete all remaining course requirements without further classroom 
instruction 

 

All remaining course requirements must be satisfied and turned into the instructor (or 
Department Chair in the absence of the instructor) no later than the midpoint of the following 
term (excluding the Summer term). Otherwise, the άLέ grade will lapse to the provisional final 
grade or an updated final grade based upon remaining coursework completed. 

 

(f) NSW ς No-Show Withdrawal 
Students are required to attend class.  Students will be issued a no-show withdrawal (NSW) 
under the following circumstances (see No-Show Withdrawals (NSW) & Refunds for information 
about the NSW refund policy): 

¶ Courses that meet more than once per week: students who do not attend the first two 
(2) class sessions will be withdrawn from the class by the instructor and issued an NSW. 

¶ Courses that meet once per week: students who do not attend the first class session of 
a course which meets only once per week will be withdrawn from the class by the 
instructor and issued an NSW. 

 

Students who have been issued an NSW by the instructor may, at the request of the instructor, 
be reinstated (RNS) into the class. See RNS ς Reinstate (in a Class) for more information. 

 

(g) NSW ς No-Show Withdrawal from Online Courses 
Students registered in online classes will be issued a no-show withdrawal (NSW) if they do not 
pursue academic activities within the online environment of the course on at least two separate 
days prior to the statistical (STAT) reporting day of the class (see No-Show Withdrawals (NSW) 
& Refunds for information about the NSW refund policy). See Glossary of Terms for more 
information about the Statistical (STAT) Date. 
 
Academic activities may include, but are not limited to, the completion of assignments, exams 
and quizzes or participation in online discussions. Academic activities do not include merely 
logging onto the course site (or learning management system ς LMS, see Learning Management 
System), or acknowledging that you have read the syllabus.   

 

Students who have been issued an NSW by the instructor may, at the request of the instructor, 
be reinstated (RNS) into the class. See RNS ς Reinstate (in a Class) for more information. 

 

(h) RNS ς Reinstate (in a Class) 
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¶ Students may not be reinstated after the last date (available on my.ccc.edu) for student 
initiated withdrawals (WTH). 

¶ A student who is reinstated (RNS) by the instructor after having received a no-show 
withdrawal (NSW) may elect to withdraw (WTH) from the class prior to or on the last 
date for student initiated withdrawal. 

¶ A student who is reinstated (RNS) by the instructor after having received an 
administrative withdrawal (ADW) may not elect to withdraw (WTH) from the class at a 
later time. 

¶ A student may not be reinstated (RNS) following an academic dishonesty withdrawal 
(ADH), an administrative removal from college withdrawal (ADR), a student initiated 
withdrawal (WTH), or a voluntary medical withdrawal (VMW). 

 

(i) VMW ς Voluntary Medical Withdrawal 
A student who is experiencing a physical or mental health issue that significantly interferes with 
the ǎǘǳŘŜƴǘΩǎ wellbeing, safety, or academic performance may request a voluntary medical 
withdrawal (VMW), which must be made for all classes. 

 

The student will initiate a request for a voluntary medical withdrawal or a request to return 
from a voluntary medical withdrawal by notifying the Dean of Student Services. After 
consideration, the Dean of Student Services will make a recommendation to the President who 
will make the final decision to grant or deny the ǎǘǳŘŜƴǘΩǎ request. 

 

CCC policies for class withdrawals and refunds apply (see Class Withdrawals & Refunds for more 
information). 

 
(j) WTH ς Class Drop or Withdrawal 

It is the student's responsibility to officially drop or withdraw from classes. A class drop or 
withdrawal (WTH) may be initiated by the student or by the college.  Failure to drop or 
withdraw from a class may result in mandatory payment of tuition and charges (including book 
charges), forfeiture of financial aid eligibility, and/or a failing grade (see Class Withdrawals &    
Refunds). 

 

A student may withdraw from an enrolled class prior to or on the Last Day for Student Initiated 
Withdrawal (available on my.ccc.edu). Thereafter, the student may withdraw during the 
remainder of that term only with the approval of the College President or designee upon 
demonstration of extenuating circumstances. 

 

A student may drop or withdraw from a class (WTH) by visiting my.ccc.edu. The WTH will 
appear on the student's permanent academic record, but will be excluded from Grade Point 
Average (GPA) calculations. A class withdrawal occurring after the Statistical Date will be 
counted as registered hours (i.e., the class will appear on the transcript and will count as a 
course attempt for financial aid purposes). See Office of the Registrar for more information. 
See GLOSSARY OF TERMS for more information about the Statistical (STAT) Date. 

http://my.ccc.edu/
http://my.ccc.edu/
http://www.ccc.edu/services/Pages/Drop-a-Class.aspx
http://my.ccc.edu/
http://www.ccc.edu/departments/Pages/Registrar.aspx
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(k) NSW (No-Show Withdrawal) & ADW (Administrative Withdrawal) ς Adult Education 
Students 

¶ NSW. A student enrolled in an Adult Education class who is absent for the first three (3) 
class meeting days will be withdrawn from the class and issued an NSW. 

¶ ADW. After five (5) consecutive absences, if the student is absent on the next scheduled 
class day, the student will be assigned an ADW and shall not be readmitted into that 
class for the remainder of the term. 

 

Section 3.14 Adult Education Program Enrollment Exclusions 
Adult Education students who are unable to complete their course or coursework must officially 
withdraw from classes by completing withdrawal forms in the Office of the Registrar or               
in the Adult Education Office. 

 

Section 3.15 Midterm Grades 
Procedures: Midterm Grades ς Credit Students ς Procedures. 

 

(a) Midterm Grades ς Credit Students 
Midterm grades are issued to students after the mid-point of the session and/or class. Note: 
midterm grades are not recorded for certain short duration classes. 

 

(b) Midterm Grades ς Adult Education Students 
At midterm, a non-grade designation or grade on the midterm class list, as appropriate, will be 
issued to each Adult Education student. The course instructor/Adult Educator is required to 
maintain on file documentation to support the basis of non-grade designations given. 

 

Section 3.16 Appeal Instructional Grading, Academic Dishonesty, or 
Enrollment Status 

Renamed: formerly Appeal Instructional Grading or Academic Honesty. 
Procedures: Appeal Instructional Grading, Academic Dishonesty, or Enrollment Status ς   
Procedures. 

 

(a) Appeals ς Final Grade or Academic Dishonesty 
Students may appeal a final grade or a finding of academic dishonesty (see Academic Integrity    
and Dishonesty) following the prescribed process. Only the final grade or a finding of academic 
dishonesty for a course may be appealed (individual assignment or examination grades may not 
be appealed). An appeal may be initiated if the student: 
¶ Is able to demonstrate that an inappropriate final grade was assigned as a result of 

prejudice, caprice, or other improper conditions such as mechanical error or assignment 
of a final grade inconsistent with those assigned other students 

¶ Wishes to challenge a finding of academic dishonesty and/or a reduction of the final 
grade 

http://www.ccc.edu/departments/Pages/Registrar.aspx
http://www.ccc.edu/departments/Pages/Adult-Education.aspx
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(b) Grade Appeals Process 
Grade appeals must: 
¶ Be initiated by the student within thirty (30) calendar days after the ǎǘǳŘŜƴǘΩǎ final 

grade is posted in the student information system 

¶ Conclude within one term (excluding the Summer term) of the original final ƎǊŀŘŜΩǎ 
assignment (one additional term will be allowed for Incomplete όάLέύ grades), and 

¶ Follow the prescribed final grade or academic dishonesty appeal process. 
 

(c) Appeals ς Final Enrollment Status 
Beginning with the Spring 2018 term, students may appeal their final enrollment status within 
thirty (30) days of the end date of the term during which the non-grade designation was applied 
by contacting the Office of the Registrar of the college where the class was offered. See Non-  
Grade Designations for more information. 

 

A change will only occur when it is a documented error on behalf of the institution or for 
legitimate academic reasons. Changing student records solely for financial purposes (such as to 
reduce or eliminate a charge) is prohibited and a violation of CCC policy. 

 

Note: questions regarding NSWs or ADWs issued to students during the term should be  
directed to the instructor. See NSW ς No-Show Withdrawal, NSW ς No-Show Withdrawal from    
Online Courses, ADW ς Administrative Withdrawal, and RNS ς Reinstate (in a Class). 

 

Section 3.17 Repeating & Retaking Courses 
Renamed: formerly Repeating Courses. 
Procedures: Repeating & Retaking Courses ς Procedures. 

 

Students may repeat or retake credit courses for two reasons: (a) the course is an Allowed 
Repeatable Course (ARC) or (b) to improve a grade, as covered below. Conditions under which 
students may retake an Adult Education or Continuing Education - Personal & Professional 
Development course are outlined in sections (d) and (e) of this policy. Note: although a 
student may be permitted or required to retake a course for graduation, there are limits as to 
how many times a course can be repeated or retaken and be eligible for financial aid and 
federal veterans educational benefits. 

¶ For financial aid purposes, once a student receives a passing grade (D or better) in a 
course, financial aid can only be applied for one more graded attempt. Although 
withdrawals do not count as paid graded attempts, they can impact a ǎǘǳŘŜƴǘΩǎ  
Satisfactory Academic Progress (SAP). 

¶ For the purpose of federal veterans educational benefits (see Veterans Education    
Benefits), a student may be certified for a repeated or retaken class if his/her program 
requires that the student retake the class to earn a higher grade. However, repeating or 
retaking a class more than twice may lead to a revision of the ǎǘǳŘŜƴǘΩǎ enrollment 
certification in a previous term which may create a debt for the student with Veterans 
Affairs. Veterans are advised to discuss the impact of repeated or retaken courses with 

http://www.ccc.edu/registrar
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the School Certifying Official (in the Financial Aid Office) prior to requesting that the 
repeated or retaken course be certified. Note: this paragraph also applies to Post 9/11 
GI Bill (Chapter 33) tuition benefits (see Post 9/11 GI Bill® (Chapter 33) and Montgomery  
GI Bill (Chapter 30)). 

 

(a) Allowed Repeatable Courses (ARC) 
Certain courses are considered Allowed Repeatable Courses (ARC) because the course content 
changes each term or from student to student (for example art, music, physical education, 
student newspaper, and other special topics courses). All credit hours and grades earned 
appear on the ǎǘǳŘŜƴǘΩǎ permanent record and transcript, but only the last credit hours and 
grades earned in an ARC repeat sequence up to the allowable maximum are included in GPA 
calculations. Students who receive an άCέ grade on an ARC course may repeat the course to 
improve the άCέ grade, in which case the final grade of the next course attempt will be included 
in GPA calculations (instead of the άCέ grade). 

 

(b) Retaking Courses 
Students may retake a course to improve a grade as long as they meet the enrollment 
requirements for the course: students who earn a ά5έ or άCέ grade in a course may repeat the 
course; students who earn a grade of ά/έ or better may repeat the course only once. All credit 
hours and grades earned appear on the ǎǘǳŘŜƴǘΩǎ permanent record and transcript, but only 
the last credit hours and grade earned (even if the last grade is not the highest grade earned  
for the course) is used in the ǎǘǳŘŜƴǘΩǎ Dt! calculations.  Note: transfer credit may not be used 
to exclude CCC grades in GPA calculations. 

 

(c) Repeating Courses that are no longer offered.  
{ǘǳŘŜƴǘǎ ǿƘƻ ŜŀǊƴ ŀ ƎǊŀŘŜ ƻŦ ά5έ ƻǊ άCέ ƛƴ ŀ ŎƻǳǊǎŜ ǘƘŀǘ ƛǎ ƴƻ ƭƻƴƎŜǊ ƻŦŦŜǊŜŘ ōȅ ŀƴȅ ƻŦ ǘƘŜ /ƛǘȅ 
Colleges of Chicago, can enroll in an appropriate replacement course, as long as they meet the 
enrollment requirements for that course, to replace the GPA calculation for the previous course. 
!ƭƭ ŎǊŜŘƛǘ ƘƻǳǊǎ ŀƴŘ ƎǊŀŘŜǎ ŜŀǊƴŜŘ ŀǇǇŜŀǊ ƻƴ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǇŜǊƳŀƴŜƴǘ ǊŜŎƻǊŘ ŀƴŘ ǘǊŀƴǎŎǊƛǇǘΣ 
but only the last credit hours and grade earned (even if the last grade is not the highest grade 
earned for the course) is used in ǘƘŜ ǎǘǳŘŜƴǘΩǎ Dt! ŎŀƭŎǳƭŀǘƛƻƴǎΦ bƻǘŜΥ ǘǊŀƴǎŦŜǊ ŎǊŜŘƛǘ Ƴŀȅ ƴƻǘ 
be used to exclude CCC grades in GPA calculations.  
 

(d) Retaking a Course ς Adult Education 
A student may take an Adult Education course up to four times if required. 

 

(e) Retaking a Course ς Continuing Education - Professional & Personal Development 
Students may retake Continuing Education - Professional & Personal Development courses an 
unlimited number of times. 

 

Section 3.18 Scholastic Honors 
(a) CCC Scholastic Honors 

Full-time students (those completing at least 12 credit hours within a term) are awarded 
scholastic honors based upon their term grade point average, as follows: 

http://www.ccc.edu/departments/Pages/Financial-Aid.aspx
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¶ IƻƴƻǊΩǎ List: 3.0 - 3.49 

¶ 5ŜŀƴΩǎ List: 3.5 - 3.99 

¶ Presidential Scholars List: 4.0 
 

Graduates of Associate Degree programs are awarded scholastic honors based upon their 
Graduation GPA (prior to August 1, 2013, the requirement is based upon the higher of 
Graduation GPA or Cumulative GPA), as follows: 

¶ High Honors: 3.5 or higher 
 

¶ Honors: 3.0 - 3.49 
 

(b) Phi Theta Kappa International Honor Society 
Phi Theta Kappa (PTK) is a two-year international honor society that has as its hallmark 
scholarship, leadership, fellowship and service to the community. PTK is the two-year 
equivalent of, and is in international partnership with, Phi Beta Kappa. To join, students must: 

¶ Be invited to join by the chapter at the college where presently enrolled 
¶ Have completed at least twelve (12) college credit hours of coursework that may be 

applied to an associate degree 

¶ Have earned a Graduation Grade Point Average (GPA) of 3.5 or higher 

¶ Adhere to the moral standards of the society 
 

(c) Psi Beta Honor Society 
The mission of Psi Beta Honor Society is to promote professional development of psychology 
students in two-year colleges through promotion and recognition of excellence in scholarship, 
leadership, research, and community service. To join, students must have completed: 

¶ A college psychology course with a grade of B or higher; and 
¶ Twelve (12) credit hours of college level coursework with a Graduation GPA of 3.0 or 

higher on a 4.0 grading scale 
 

(d) Sigma Kappa Delta 
Sigma Kappa Delta is the English Honor Society for two-year colleges. Students who join this 
honor society earn the recognition and prestige of membership in a national honor society. 
Students must meet the following eligibility requirements: 

¶ All English course grades must be ŀ ά.έ or higher; and 

¶ Graduation GPA of 3.0 or higher on a 4.0 grading scale 
 

(e) National Adult Education Honor Society 
To be eligible for the National Adult Education Honor Society, a student must obtain a 
qualifying score on the GED® or HiSET® examination and pass the Illinois Constitution 
examination. Eligible students should speak with the Dean of Adult Education of their college 
for more information. 

 

Section 3.19 Deceased Student 
Procedures: Deceased Student ς Procedures. 

 

http://www.ptk.org/
http://psibeta.org/site/
http://www.english2.org/
http://www.naehs.org/
http://www.ccc.edu/departments/Pages/Adult-Education.aspx
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When a ǎǘǳŘŜƴǘΩǎ death is verified by an official death certificate, CCC updates the student 
record, forgives CCC indebtedness, and settles the ǎǘǳŘŜƴǘΩǎ financial aid account in accordance 
with federal regulations. See Posthumous Degree Awards. 
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ARTICLE IV. UNDERSTANDING PROGRAM 
REQUIREMENTS AT CCC 

Section 4.01 Guidelines for Degree Programs and Certificate Programs 
Policy history: Guidelines for Degree Programs and Certificate Programs. 

 

The City Colleges of Chicago offer six Associate degree programs: 

¶ Associate in Arts (A.A.) 

¶ Associate in Applied Science (A.A.S.) 

¶ Associate in Engineering Science (A.E.S.) 

¶ Associate in Fine Arts (A.F.A.) 

¶ Associate in General Studies (A.G.S.) 

¶ Associate in Science (A.S.) 
 
The A.A., A.E.S., A.F.A., A.G.S., and A.S. degrees are highly flexible, allowing students to 
customize their electives in a variety of concentrations to meet their academic and career goals. 

 

For each degree: 
¶ Degree requirements must be completed with a Graduation Grade Point Average (GPA) 

of 2.0 or higher. 

¶ A student must earn a grade of C or higher for all courses used to complete the general 
education core requirements. The general education component enables students to 
understand and appreciate their culture and environment, to develop a system of 
personal values that lead to civic and social responsibility, and to attain skills in 
communication, computation, and critical thinking necessary for future growth as 
learners and productive members of society. 

¶ All courses submitted for graduation must be numbered 101 or higher, have a PCS code 
of 1.1 and/or 1.2, and must be part of the approved program of study. Applicable 
coursework with a minimum grade of ά/έ Ƴŀȅ be transferred to any of the City Colleges 
of Chicago from external regionally accredited institutions, as well as among any of the 
City Colleges of Chicago (CCC). 

 

(a) Human Diversity Requirement (HD) 
Effective Fall 2012, newly enrolled students, or returning students who have not been enrolled 
for six consecutive terms, seeking a degree are required to take at least one course to fulfill the 
State of Illinois Human Diversity (HD) requirement for an Associate degree. The HD 
requirement must be included in the total number of credits required to earn the degree and 
should not increase the total number of credits needed for degree completion. 

 

Students may select either an HD course that is approved by the Illinois Articulation Initiative 
(IAI) or a course designated as an HD course by CCC. IAI approved courses have an IAI number 
that ends with either the letter Ψ5Ω (diversity within the USA) or ΨbΩ (diversity from a non- 
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western perspective, which are designed specifically to examine aspects of human diversity 
from a non-European perspective). Human Diversity courses are listed on the IAI website and 
in the CCC Academic Catalog. Students should meet with their Academic Advisor to select 
general education courses, including a course that fulfills the HD requirement. 

 

Effective requirement term Spring 2017, students seeking an AAS degree in the following 
programs are no longer exempt from fulfilling the HD requirement: 

¶ Nursing 

¶ Nursing (RN Completion Program) 

¶ Occupational Therapy 

¶ Paralegal Studies 

¶ Physician Assistant 

¶ Radiography 
 
Effective requirement term Spring 2018, students seeking an AAS degree in the following 
programs are no longer exempt from fulfilling the HD requirement: 

¶ Communications Technology 

¶ Electrical Construction Technology 

¶ Mortuary Science 

¶ Surgical Technology 
 

(b) Certificate Programs 
Career Program Certificates are awarded for satisfactory completion of a series of credit  
courses (PCS 1.2, 1.1) or curriculum of 50 semester credit hours or less. Career Programs 
certificates comprise prescribed curriculum intended to prepare an individual for employment  
in a specific field. This curriculum must establish relevance based on current labor market data 
and must be inclusive of specific academic instruction that provides students with employability 
skills (i.e., άǎƻŦǘ ǎƪƛƭƭǎέύΦ 

 

City Colleges of Chicago awards Basic and Advanced Career Programs certificates. 

¶ Basic Certificates range from 0.5 to 29 credit hours 

¶ Advanced Certificates range from 30 to 50 credit hours 
 

(c) Genderal Education Core Curriculum (GECC) Credential 
Effective requirement term Fall 2019, the General Education core Curiculum (GECC) Credential is 
awareded for satisfactory completion of the 37-41 semester credit hours required to satisfy the 
Illinois Articulation Initatiative (IAI) GECC (see Illinois Articulation Initative). Specific requirements 
for award are set by the governing Academic Catalog (see Student Program Status & Governing 
Academic Catalog) this credential satisfies the lower-level general education requirements at 
transfer institutions that participate in the IAI.  
 
For courses to be included in the GECC Credential, they must have a PCS code of 1.1 and IAI GECC 
approval status from at least one CCC College at the time the course was taken.  
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(d) General Education Courses 
General education courses are defined by type as:  

i. Transfer Degrees (AA, AS, AES, AFA) 
For the AA, AS, AES, and the AFA degrees, courses that can fulfill the general education 
requirements for the program must either: 
 

¶ Be approved by the Illinois Articulation Initiative (IAI) as an IAI GECC Course at any 
CCC College, or 

¶ Articulate to at least three Illinois public universities as a general education course 
in that distribution.  

 
 

ii. Associate in Applied Science (AAS) 
 

General education courses to fulfill the educational plan may be met with any course that 
meets general education transfer requirements as indicated in the current Academic 
Catalog, for the particular program. Program requirements supersede general education 
requirements described in the transfer degree requirements.  Additionally, courses that 
can fulfill the general education requirements for the program must minimally align with 
the CCC general education learning outcomes and be identified with an ICCB defined 
general education category [see procedures for CCC general education learning 
outcomes].   
 
If a course that does not meet the general education standards is approved as fulfilling 
the general education requirement for an AAS, that course only meets the general 
education requirements for the approved program. It cannot be used to fulfill general 
education requirements for a different program that does not designate the course as 
meeting the program's general education requirements.   
  
Under this option, courses transfer to receiving institutions on a case-by case basis. 

 
iii. Associate in General Studies (AGS)  

  
The general education component required will represent no less than 20 semester 
credit hours for completion (per ICCB Rule Section 1501.302.3.B.v)  The courses that can 
be used to satisfy these requirements must be approved in the same way of general 
education courses for the Transfer Degrees within each distribution. 

 

Section 4.02 Illinois Articulation Initiative 
Policy history: Illinois Articulation Initiative. 
Procedures: Illinois Articulation Initiative ς Procedures. 

 

City Colleges of Chicago is a participant in the Illinois Articulation Initiative (IAI) which is a 
comprehensive statewide effort among more than 100 colleges and universities in Illinois to 
ease the transfer of students. IAI became effective for students entering a participating college 
or university as first-time freshmen during the summer of 1998. 

http://www.itransfer.org/IAI.aspx
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(a) Benefits for Students 
Students who complete the IAI General Education Core Curriculum (GECC) at City Colleges of 
Chicago fulfilling all of the GECC requirements with IAI approved General Education courses and 
transfer to participating institutions have the assurance that lower-division general education 
requirements for an associate or baccalaureate degree have been satisfied and the GECC will 
transfer. 

 

A participating receiving institution may require transfer students to complete an institution- 
wide and/or mission-related graduation requirement beyond the scope of the Illinois General 
Education Core Curriculum (GECC). 

 

For each degree program, taking IAI approved courses assures that lower-division general 
education requirements will transfer to IAI participating institutions. However, students may 
fulfill CCC general education requirements and graduation requirements with courses that are 
not IAI approved. 

 

CCC courses receive IAI approval by college. While completion of the GECC Credential includes 
courses that are approved at any CCC College. In order for a student's course credit to benefit from 
IAI direct course-to-course articulation and receive the IAI  code on their transcript the course 
mustbe IAI approved at the college where it was taken.  
 

The GECC does not include a Human Diversity (HD) requirement but students may fulfill the 
Human Diversity (HD) requirement (see Guidelines for Degree Programs and Certificate    
Programs) with a course that is IAI approved or a course designated as an HD course by CCC.   
IAI approved courses that also fulfill the HD requirement have an IAI Number that ends with 
either the letter ΨbΩ or Ψ5ΩΦ  Human Diversity courses are listed on the IAI website and in the CCC 
Academic Catalog. Students should meet with their Academic Advisor to select general 
education courses, including a general education course that fulfills the Human Diversity 
requirement when possible. 

 

Section 4.03 Associate in Arts (A.A.) Degree 
Policy history: Associate in Arts (A.A.) Degree. 

 

The Associate in Arts (A.A.) degree prepares an individual for transfer to a four-year college or 
university. 

 

The A.A. degree program places emphasis on the communications, social sciences, humanities, 
and professional fields. The program requires the successful completion of 60 -64 semester 
credit hours (CH). 

 

Consistent with the Illinois Articulation Initiative (IAI) model and the ICCB Administrative Rules, 
CCC requires that the degree is inclusive of the following: 

http://www.itransfer.org/IAI/gened/default.aspx?section=students
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A.A. Requirements Required Credit Hours 

Communications 3 courses/9 CH, including 3 CH in oral communications 

Mathematics 1 course/minimum of 3 CH 

Humanities and Fine Arts 3 courses/minimum of 9 CH 

Social and Behavioral Sciences 3 courses/minimum of 9 CH 

Physical and Life Sciences 2 courses/minimum of 7 CH 

General Education 37 ς 41 CH 

Electives 
19 ς 27 CH (selected to meet transfer and career goals of 
student) 

Total 60 ς 64 CH 
 

Specific degree requirements for graduation are set by the governing Academic Catalog (see  
Student Program Status & Governing Academic Catalog). 

 

A student may elect to earn an A.A. degree without following any specific area of focus, 
provided all minimum degree requirements as stated above are met. The wording on the 
diploma for the Associate in Arts degree shall stipulate only the Associate in Arts degree. 

 

Section 4.04 Associate in Science (A.S.) Degree 
Policy history: Associate in Science (A.S.) Degree. 

 

Pursuant to ICCB Administrative Rules, the Associate in Science (A.S.) degree is an award for the 
satisfactory completion of a prescribed curriculum intended to transfer to baccalaureate degree 
programs in one of the mathematical, biological, or physical sciences or one of the professional 
fields with these disciplines as a base. 

 

Emphasis in the A.S. degree program is placed on science, mathematics, and professional fields. 
The program requires the successful completion of 60 -64 semester credit hours (CH). 

 

Consistent with the IAI model and the ICCB Administrative Rules, CCC requires that the degree 
is inclusive of the following: 

 

A.S. Requirements Required Credit Hours 

Communications 3 courses/9 CH, including 3 CH in oral communications 

Mathematics 2 course/minimum of 6 CH 

Humanities and Fine Arts 2 courses/minimum of 6 CH 

Social and Behavioral Sciences 2 courses/minimum of 6 CH 

Physical and Life Sciences 3 courses/minimum of 10 CH 

General Education 37 CH 

Electives 
23 ς 27 CH (selected to meet transfer and career goals of 
student) 

Total 60 ς 64 CH 
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Specific degree requirements for graduation are set by the governing Academic Catalog (see  
Student Program Status & Governing Academic Catalog). 

 

The wording on the diploma for the Associate in Science degree shall stipulate only the 
Associate in Science degree. 

 

Section 4.05 Associate in Applied Science (A.A.S.) Degree 
Policy history: Associate in Applied Science (A.A.S) Degree. 

 

An Associate in Applied Science (A.A.S.) degree is an award for the satisfactory completion of a 
prescribed career programs curriculum intended to prepare students for employment in a 
specific field. Traditionally, the A.A.S. is not a transferable degree. However, some four-year 
colleges and universities may accept A.A.S. coursework towards their degree completion 
requirement. 

 

Emphasis in the A.A.S. degree program is placed on the specialized skills that prepare the 
individual for employment at the professional/technical level. 

 
The total number of semester credit hours required varies by A.A.S. degree program. However, 
a student must earn at least 60 semester credit hours (CH) but no more than 72 credit hours, 
except in such fields in which accreditation or licensure by a state or national organization 
requires additional coursework. 

 

Pursuant to ICCB Administrative Rule 1501.302, A.A.S. degrees shall be inclusive of the 
following: 

 

A.A.S. Requirements Required Credit Hours 

Communications English 101/minimum of 3 CH 

Mathematics  
12 CH (in some cases, distribution determined by the A.A.S. 
degree program) 

Humanities and Fine Arts 

Social and Behavioral Sciences 

Physical and Life Sciences 

General Education 15 CH 
Program Requirements and 
Electives 

45+ CH (prescribed by the A.A.S. degree program) 

Total 60+ CH 
 

Specific degree requirements for graduation are set by the governing Academic Catalog (see  
Student Program Status & Governing Academic Catalog). 

 

A.A.S. egrees shall include a prescribed curriculum intended to prepare an individual for 
employment in a specific field. This curriculum must establish relevance based on current labor 
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market data and must be inclusive of specific academic instruction that provides students with 
workforce entry skills (i.e., άǎƻŦǘ ǎƪƛƭƭǎέύΦ 

 

The wording on the diploma for the Associate in Applied Science degree shall stipulate the 
Associate in Applied Science degree in (Specific Program Name). 

 

Section 4.06 Associate in General Studies (A.G.S.) Degree 
Policy history: Associate in General Studies (A.G.S) Degree. 

 

An Associate in General Studies (A.G.S.) degree is an award for the satisfactory completion of a 
curriculum that has been individually designed by mutual agreement between the student and 
the ǎǘǳŘŜƴǘΩǎ academic advisor to meet the ǎǘǳŘŜƴǘΩǎ educational intent. It is intended for the 
student who is not pursuing a specified curriculum in the lower division transfer or 
professional-technical focus areas. A student may find that it may not fulfill all of the 
requirements of full junior standing when transferred to a four year institution. 

 

Pursuant to ICCB Administrative Rule 1501.302, A.G.S. degrees shall be inclusive of the 
following: 

 

A.G.S. Requirements Required Credit Hours 

Communications English 101/minimum of 3 CH 

Mathematics  

17 CH 
Humanities and Fine Arts 

Social and Behavioral Sciences 

Physical and Life Sciences 

General Education 20 CH 

Electives 40 ς 44 CH 

Total 60 ς 64 CH 
 

Specific degree requirements for graduation are set by the governing Academic Catalog (see  
Student Program Status & Governing Academic Catalog). 

 

The wording on the diploma for the Associate in General Studies degree shall stipulate only the 
Associate in General Studies degree. 

 

Section 4.07 Associate in Engineering Science (A.E.S.) Degree 
Policy history: Associate in Engineering Science (A.E.S) Degree. 

 

An Associate in Engineering Science (A.E.S.) degree is an award for the satisfactory completion 
of a prescribed curriculum intended to transfer to baccalaureate degree programs in 
engineering. 
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Emphasis in the A.E.S. degree program is placed on the preparation of the student to transfer to 
baccalaureate programs in Aeronautical, Manufacturing, Mechanical, Civil and Industrial 
Engineering. The program requires the successful completion of 60-68 semester credit hours 
(CH). 

 

Pursuant to ICCB Administrative Rule 1501.302, A.E.S. degrees shall be inclusive of the 
following: 

 

A.E.S. Requirements Required Credit Hours 
Communications 6 CH:  English 101 & English 102 

Mathematics 11 ς 13 CH 

Humanities and Fine Arts 0 ς 9 CH 

Social and Behavioral Sciences 0 ς 9 CH 

Physical and Life Sciences 4 ς 5 CH 

General Education 21 ς 42 CH 
Program Requirements and 
Electives 

18 ς 47 CH 

Total 60 ς 68 CH 
 

Specific degree requirements for graduation are set by the governing Academic Catalog (see  
Student Program Status & Governing Academic Catalog). 

 

The wording on the diploma for the Associate in Engineering Science degree shall stipulate only 
the Associate in Engineering Science degree. 

 

Section 4.08 Associate in Fine Arts (A.F.A.) Degree 
Policy history: Associate in Fine Arts (A.F.A) Degree. 

 

The Associate in Fine Arts (A.F.A.) degree prepares an individual for transfer to a four-year 
college or university. 

 

Emphasis in the A.F.A. degree program is placed on the focus areas in art and music.  The 
program requires the successful completion of 60 -68 semester credit hours (CH). 

 

Pursuant to ICCB Administrative Rule 1501.302, A.E.S. degrees shall be inclusive of the 
following: 
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A.F.A. Requirements Required Credit Hours 

Communications 9 CH: English 101, English 102 and Speech 

Mathematics 3 ς 4 CH 

Humanities and Fine Arts 6 ς 9 CH 

Social and Behavioral Sciences 3 ς 9 CH 

Physical and Life Sciences 7 ς 8 CH 

General Education 27 ς 39 CH 
Program Requirements and 
Electives 

24 ς 35 CH 

Total 60 ς 68 CH 
 

Specific degree requirements for graduation are set by the governing Academic Catalog (see  
Student Program Status & Governing Academic Catalog). 

 

The wording on the diploma for the Associate in Fine Arts degree shall stipulate the Associate in 
Fine Arts degree in (Specific Program Name). 

 

Section 4.09 Associate in Applied Science (A.A.S.) Degree in Nursing 
Policy history: Associate in Applied Science (A.A.S.) Degree in Nursing. Note: this policy was 
deleted effective November 2016. 

 

Section 4.10 Consortium Agreement Among the Seven City Colleges of   
Chicago 

Renamed: formerly Consortium Agreement among the Seven City Colleges of Chicago ς 
Community College District 508 ς to Accept Courses from Another CCC. 
Policy history: Consortium Agreement among the Seven City Colleges of Chicago. 

 

Each of the seven (7) Colleges of the City Colleges of Chicago (CCC), as individually accredited 
institutions, agrees to accept courses from another CCC, for the purpose of assuring that 
students can complete programs and certificates when courses are taken at multiple colleges of 
the CCC. 

 

Any student who completes a general education course at one college will receive credit for 
that course at another City College of Chicago, provided the student completes the course 
satisfactorily.  Students may receive general education credit with a grade ƻŦ Ψ/ΩΩ ƻǊ better or 
elective credit with a grade ƻŦ Ψ5Ω or better. 

 

For any given degree or certificate program offered by two or more CCC colleges, any college 
credit course (including credit by testing, prior learning, or advanced placement) that satisfies a 
requirement at one CCC college will be honored by all CCC colleges unless specifically precluded 
by a specialized accreditation or certification, whether or not the course is offered by the 
graduation college or any other CCC college. 
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Students who complete one or more core or occupational courses for a program or certificate 
not offered at another college will receive elective credit for these courses, provided doing so is 
not precluded by specialized accreditation or certification. 

 

Section 4.11 Physical Education Courses  
Renamed: formerly Health and Fitness Science Courses. 
Policy history: Physical Education Courses. 
Procedures: Physical Education Courses ς Procedures. 

 

All Physical Education courses are electives unless required for a specialized program. 
 

Physical Education courses shall be treated like any other elective and count toward the 
Associate degrees; however, no more than a total of four credit hours may be used for this 
purpose. 

 

Section 4.12 Prerequisite Course Substitution 
Policy history: Prerequisite Course Substitution. 

 

A higher level course that exceeds the outcomes of those achieved in its prerequisites will be 
accepted as a substitution for the lower, prerequisite course. Any student may use a higher 
level course as a substitute for the prerequisite when the course has the substituted course 
listed as one of its prerequisites (i.e. English 102 or 201 can substitute for English 101). 

 

Requests for substitution should be presented to the Academic or Faculty Advisor and 
approved by the College Vice President. 

 
This policy does not waive prerequisites or substitute alternate prerequisites for a course. 

 

Regardless of substitution, the total number of required credits for the program must be 
earned. 
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ARTICLE V. GRADUATING FROM CCC 
Section 5.01 Student Program Status & Governing Academic Catalog 
Renamed: formerly Governing Academic Catalog. 
Procedures: Student Program Status & Governing Academic Catalog ς Procedures. 

 

(a) Initial Program Assignment 
Upon admission, each entering student is assigned an academic career, program, plan, home 
college, and an academic requirement term, consistent with focus area and pathway choices 
made by the student. Students are required to follow the academic program/plan 

 

requirements in the Academic Catalog in effect at the time of their enrollment. See GLOSSARY    
OF TERMS for more information about home college. 

 

(b) Program/Plan or College Changes 
Students may request to change their academic program/plan and/or home college at any 
time. The effective date of the change will be the date processed in the student system. The 
ǎǘǳŘŜƴǘΩǎ degree audit will immediately reflect the program/plan change. A new academic 
requirement term will be assigned in the student information system effective: 

¶ If the program/plan change is made during the term ς the student will be assigned the 
requirement term of the current term. 

¶ If the program/plan change is made between terms ς the student will be assigned the 
requirement term of the next term. 

 
For financial aid processing and certain reporting purposes, any change made to the ǎǘǳŘŜƴǘΩǎ 
academic program/plan or home college after the first day of the term or between terms will 
take effect on the first day of the next term. 

 

(c) Discontinued Students 
Students who have not enrolled in at least one course and earned a final grade in their current 
academic career for three (3) consecutive terms will be Discontinued and are required to follow 
the academic plan requirements of the Academic Catalog in effect on their re-enrollment date. 
See Former Students Returning to the City Colleges of Chicago) and Residency Verification ς   
Returning Students. 

 

(d) Requirement Term Updates 
¶ Students enrolled in the same academic program/plan for four (4) calendar years 

(whether consecutively enrolled or not) will be assigned a new academic requirement 
term effective the next academic term following the four (4) calendar year period. 

¶ Every four (4) calendar years thereafter until graduation or completion, the student will 
be assigned a new academic requirement term effective the next academic term 
following the previous four (4) calendar year period. 

¶ Notwithstanding the above, students may at any time choose to follow the academic 
program/plan requirements in the current Academic Catalog. Once selected, students 
may not return to a prior Academic Catalog (requirement term). 
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Section 5.02 Graduation Requirements for Degrees 
Procedures: Graduation Requirements for Degrees ς Procedures. 

 

To be eligible to graduate from any credit degree program, students must earn a grade of ά/έ or 
better in all courses used to satisfy core curriculum and/or general education requirements and 
hold a minimum GRAD-GPA of 2.0 or higher (see Graduation Grade Point Average). Elective 
courses with a ά5έ or ά{έ final grade may count towards graduation (see Grading Basis for   

 

Remedial, Credit and Skills Courses). Students who graduated prior to August 1, 2013 must 
hold either a minimum GRAD-GPA or CUM-GPA of 2.0 or higher. 

 

As college Chief Academic Officer of the college, the Vice President may authorize, upon 
student appeal, a course directive (substitution). For further information, see Course  
Directives. 

 

CCC reserves the right to award a ǎǘǳŘŜƴǘΩǎ academic plan of record, confirmed by the student, 
when all requirements for that degree have been met, even if the student has not applied for 
graduation. 

 

(a) Residency Requirement for Program Completion 
All students with a requirement term of Summer 2016 or earlier must complete a minimum of 
fifteen (15) credit hours of residency (credit hours earned in CCC classes). 

 

Effective requirement term Fall 2016, all students must complete a minimum of twenty-five 
percent (25%) of the credit hours required for a degree in residency (credit hours earned in CCC 
classes). 

 

There is no limitation on the number of transfer credit hours which may be evaluated and 
posted to a ǎǘǳŘŜƴǘΩǎ academic record (see Transfer Credit), but residency requirements must 
be met. 

 
(b) Credit Hour Requirements for Academic Program Completion 

Students are required to fulfill total credit hours and all course requirements needed to satisfy 
their academic program. Transfer credit hours earned at a quarter system institution are 
converted to CCC semester hour equivalents (see Transfer Credit). After conversion, students 
who have earned transfer credit from a quarter system institution may be deficient in overall 
credit hours required to complete a degree. In such cases, students are not required to retake 
the same or an equivalent course to satisfy course/discipline credit hour deficiencies, but may 
need to take additional elective courses to fulfill the total hours required to complete the 
desired academic program. Students should meet with their College Advisor for further 
information. 

 

(c) Additional CCC Degree 
A student may earn an additional degree from CCC. The additional degree must be different 
from previous degree(s) earned and the student must enroll in and successfully complete a  

http://www.ccc.edu/departments/Pages/Advising.aspx
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minimum of fifteen (15) additional credit hours toward the new degree in residency (credit 
hours earned in CCC classes) after the latest degree has been posted to the ǎǘǳŘŜƴǘΩǎ academic 
record. 

 

Effective Fall 2015, a subordinate degree may not be awarded concurrently or after earning a 
higher level degree. A subordinate degree is defined as a degree whose requirements are 
inclusive within the requirements of another (higher level) degree. Accordingly, a student who 

 

has earned an A.A., A.S., A.E.S., A.F.A., or A.A.T. degree may not be awarded an A.G.S. degree, 
even if the student complies with the requirements for earning an additional degree. However, 
an A.A., A.S., A.E.S., A.F.A., A.A.S., or A.A.T. degree may be awarded after earning an A.G.S. 
degree. 

 

Section 5.03 Certificate Completion Requirements 
 

To be eligible for a Certificate of Completion in any credit certificate program, students must 
successfully complete all certificate-specific courses which constitute a Basic Certificate or an 
Advanced Certificate with a final grade of "C" or better (for A-F grading basis courses) or a final 
grade of ά{έ (for Satisfactory/Unsatisfactory grading basis courses). See Grading Basis for    
Remedial, Credit and Skills Courses. 

 

As college Chief Academic Officer of the college, the Vice President may authorize, upon 
student appeal, a course directive (substitution). For further information, see Course  
Directives. 

 

CCC reserves the right to auto-award certificates when a student completes all certificate 
requirements. 

 

Effective for the Fall 2015 term, all students must complete a minimum of twenty-five percent 
(25%) of the credit hours required for a certificate in residency (credit hours earned in CCC 
classes). 

 

Section 5.04 Degree or Certificate Conferral Date 
Degrees and certificates are conferred on the last day of the term during which CCC confirms 
that all academic program requirements have been met. Additionally: 

¶ For degrees: students must confirm before the degree is awarded (see Graduation    
Requirements for Degrees). 

¶ For certificates: see Certificate Completion Requirements. 
 

Section 5.05 Previously Conferred Credentials 
Students may not enroll in an academic program/plan which has been previously conferred or  
in a degree program which is subordinate to a previously conferred degree (see Additional CCC    
Degree).  Upon completion, students who wish to continue to take classes must enroll in a 
different academic program/plan (not previously awarded). 
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Section 5.06 Graduation College 
Policy history: Graduation College. 

(a) Graduation College for Degrees 
The Graduation College (college that confers the credential) for any degree program is as 
follows: 

¶ Students enrolled in a signature (selective enrollment) program: Students enrolled in a 
signature program will graduate from the college where the student is enrolled. 

 

¶ Students enrolled in any other (non-signature) program: Students will graduate from 
the college that offers the academic program where the majority (or greatest number if 
no majority) of the ǎǘǳŘŜƴǘΩǎ Graduation Credit Hours (excludes remedial hours) were 
earned. In case of a tie between two or more colleges (equal number of Graduation 
Credit Hours earned from each college and each college offers the degree program), 
then the student may select his/her Graduation College. 

 

(b) Graduation College for Certificates 
The Graduation College (college that confers the credential) for any certificate program is as 
follows: 

¶ The college where the majority of the certificate-specific credit hours were earned will 
confer the certificate. In case of a tie between two or more colleges (equal number of 
certificate-specific credit hours earned from each college and each college offers the 
certificate program), then a Graduation College will be selected for the student. 

¶ If a student completes all certificate requirements at a college that does not offer the 
certificate program when the award is conferred, then a Graduation College will be 
selected for the student from among the CCC college(s) that offer the program. 

 

(c) Graduation College for Credentials  
  The Graduation College (college that confers the credential) for any credential program is as       
follows:  

¶ The college where the majority of the creditial-specific credit hours were earned will 
confer the credential. In case of a tie between two or more colleces (equal number of 
credential-specific credit hours earned from each college and each college offers the 
credential program), then a Graduation College will be selected for the student.  
 

(d) Graduation College for Additional Degrees 
The Graduation College for an additional degree will be the college that offers the academic 
program where the majority (or greatest number if no majority) of the ǎǘǳŘŜƴǘΩǎ incremental 
Graduation Credit Hours (excludes remedial hours) required for the additional degree were 
earned. In case of a tie between two or more colleges (equal number of incremental 
Graduation Credit hours earned from each college and each college offers the academic 
program), then the student may select his/her Graduation College. 

 

Section 5.07 Revocation of Degrees or Certificates 
Procedures: Revocation of Degrees or Certificates ς Procedures. 
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CCC reserves the right to revoke an awarded degree or certificate for the discovery of previously  
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unknown fraud or academic integrity violations in receipt of the degree or certificate              
(see Academic Integrity and Dishonesty), or for the discovery of previously unknown egregious 
disciplinary violations committed by a student prior to the conferral of such degree or 
certificate. 

 

Section 5.08 Posthumous Degree Awards 
Policy history: Posthumous Degree Awards. 
Procedures: Posthumous Degree Awards ς Procedures. 

 

In the case of a ǎǘǳŘŜƴǘΩǎ death from any cause (see Deceased Student), the ǎǘǳŘŜƴǘΩǎ academic 
record will be reviewed. Students who have been approved to graduate will be awarded the 
certificate or !ǎǎƻŎƛŀǘŜΩǎ Degree for which the student is eligible. 

 

 

Deceased students who have completed a minimum of 45 graduation hours toward any 
!ǎǎƻŎƛŀǘŜΩǎ Degree or have completed a minimum of 75% of a certificate program at the time of 
the ǎǘǳŘŜƴǘΩǎ death are also eligible for a posthumous degree or certificate award after 
verification of the requisite number of graduation hours or percentage of program completion. 

 

This policy may be administered retroactively and applies also to students who have died prior 
to the effective date of this policy. 

 

Section 5.09 Adult Education Graduation Requirements 
To participate in the Adult Education Program graduation ceremony, students must earn their 
high school equivalency degree and pass the Illinois Constitution test.  Those who wish to 
participate should visit the Adult Education Office of their college for information and 
procedures. 

 

Section 5.10 Course Directives 
Procedures: Course Directives ς Procedures. 

 

As Chief Academic Officer of the college, the Vice President may authorize, upon student 
appeal, a course directive (substitution) wherein a successfully completed course outside of the 
curriculum may be used to satisfy a requirement of the ǎǘǳŘŜƴǘΩǎ academic program. 

 

Appeals for course directives will be initiated by the student, decided and approved on a per 
student case-by-case basis, and entered into the student information system. No άōƭŀƴƪŜǘέ 
course directives (intended to apply to certain types of students or situations), which in effect 
change credential requirements, are allowed. A ǎǘǳŘŜƴǘΩǎ appeal will be submitted to and 
decided by the projected graduation college (see the Graduation College policy). Approved 
course directives will be honored at all CCC colleges. Course directives may not be used to 
reduce or change academic plan requirements. Therefore, 

¶ Course directives may not reduce the residency requirement for program completion. 
¶ Course directives may not reduce GRAD-GPA or core course grade requirements, 

including general education course requirements. 

¶ Remedial courses may not be substituted for college level course requirements. 

http://www.ccc.edu/departments/Pages/Adult-Education.aspx
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Section 5.11  Credential Completion Requirements 
Policy history: Credential Completion Requirements. 
 
To be eligible for a Certificate of Completion in any credit credential program, students must 
successfully complete all credential-specific courses which constitute a credential with a final 
ƎǊŀŘŜ ƻŦ ά/έ ƻǊ ōŜǘǘŜǊ (for A-F grading basis courses). See Grading Basis for Remedial, Credit  and 
Skills courses.  
 
 
As Chief Academic Officer of the college, the Vice President may authorize , upon student 
appeal, a course directive (substitution). For futher information, see Course Directives.   

 
CCC reserves the right to batch-award credentials  when a student completes all credential 
requirements. 
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ARTICLE VI. AFFORDING YOUR EDUCATION AT CCC 
Tuition charges for the City Colleges of Chicago are determined and approved by the Board of 
Trustees of Community College District 508. All tuition and charges are subject to change at 
any time by the Board of Trustees. 

 

Section 6.01 Residency 
Procedures: Residency ς Procedures. 

 

For purposes of determining tuition and charges, the following student classifications are used: 
in-district, out-of-district, out-of-state, or international. 

 
(a) Definition of an Independent Student 

CCC uses Federal Stu dent Aid Ωǎ def in it ion of an independent student. A student is considered 
independent if one or more of the following applies: is over the age of 24; is married; is a ward 
of the court or an orphan; has dependents he/she is supporting; is an active duty member of 
the U.S. Armed Forces; is a veteran of the U.S. Armed Forces; is in a documented homelessness 
situation; is emancipated in the State of Illinois; or has been declared independent by the 
Director of Financial Aid. 

 

(b) Residency Verification ς New Students 
New students must submit at least one of the preferred documents listed below at the time of 
first enrollment or upon a change in academic career, and may be asked to verify residency 
more than once depending upon the length of his/her enrollment. 

 
(c) Residency Verification ς Independent Students 

Independent students must verify their residency by presenting at least one of the preferred 
documents in the ǎǘǳŘŜƴǘΩǎ name listed below: 

¶ Valid ŘǊƛǾŜǊΩǎ license or State of Illinois identification card 

¶ Valid voter registration card 

¶ Copy of current lease or mortgage statement 

¶ Current utility bill (60 days or less): water, electric, gas, or home phone (mobile phone 
bills are not accepted) 

¶ Valid Foreign Consular ID card that includes a current address 

¶ Current orders or a letter from Command for military service persons 

¶ Signed letter on letterhead from a homeless shelter confirming residency in the shelter 
¶ Chicago Public Schools (CPS) transcript that meets each of the following four 

requirements: 
ς CPS transcript must be official: 
Á Mailed from CPS in sealed envelope, or 
Á Sent from CPS electronically via secure vendor, or 
Á Hand delivered from student or other designee in sealed envelope from CPS 

http://studentaid.ed.gov/fafsa/filling-out/dependency
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ς CPS transcript must show senior year semester either in progress, completed, or 
graduation date 
Á For Early College students only, semester in progress may be sophomore, junior, 

or senior year 
ς CPS transcript address must match CCC records from admission application 
ς CPS transcript can be used: 
Á While enrolled at CPS, or 
Á Up to nine (9) months after the graduation date from CPS, or 
Á If no graduation date is listed, up to nine (9) months from the ending date of the 

last semester transcripted 
 

(d) Residency Verification ς Dependent Students 
Dependent students are those who do not meet the definition of an independent student, 
above. Dependent students must verify residency by presenting the above (Independent 
Students) documents and/or the following document(s) in ǘƘŜ ǇŀǊŜƴǘΩǎ name at the ǎǘǳŘŜƴǘΩǎ 
address: 

¶ Copy of current lease or mortgage statement 

¶ Current utility bill (60 days or less): water, electric, gas, or home phone (mobile phone 
bills are not accepted) 

¶ Early College students only: Valid high school issued student ID card. Students with a 
non-Chicago Public Schools (CPS) high school ID card must also prove City of Chicago 
residency by submitting one or more residency verification documents. For more 
information, see Early College Program. 

 

(e) Residency Verification ς Returning Students 
The following types of returning students must verify their residency (upon readmission): 

¶ Students with a Discontinued status 
¶ Students with a Completed status who have not enrolled and earned a final grade in the 

career in which they completed their academic program for three (3) or more 
consecutive terms. 

 

See Former Students Returning to the City Colleges of Chicago and Discontinued Students. 
 

(f) {ǘǳŘŜƴǘΩǎ wŜǎǇƻƴǎƛōƛƭƛǘȅ to Maintain Current Address 
Students are responsible for ensuring that their official address on file at the City Colleges of 
Chicago is current and correct.  Students are required to notify the Office of the Registrar and 
officially update their address within thirty (30) days of an address change. Students are 
responsible for any additional tuition and/or charges ς for current or prior terms ς associated 
with address changes not previously reported. 

 

(g) In-District Students 
To qualify as in-district, a student must reside within the City of Chicago for at least thirty (30) 
days immediately prior to the start of classes for the term. Active duty military service 

http://www.ccc.edu/departments/Pages/Registrar.aspx
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members are exempt from the thirty (30) day timeframe if they submit a copy of their current 
orders or a letter from their Command as verification of their residency. 

 

(h) Out-of-District Students 
Students who reside in Illinois but outside of the City of Chicago for at least thirty (30) days 
prior to the start of classes for the term are considered out-of-district students. Students are 
required to furnish evidence proving residence. 

 
Out-of-district students seeking to obtain a degree or certificate offered by one of the City 
Colleges of Chicago, but which is not offered at the community college in their own district, 
should refer to Tuition Assistance ς Chargebacks & Cooperative Agreements. 

 

(i) Out-of-State Students 
Students who reside outside of the State of Illinois for at least thirty (30) days prior to the start 
of classes for the term are considered out-of-state students. Students are required to furnish 
evidence proving residence. 

 

(j) International Students 
In-district tuition rates may be granted to international students with H-1B, H-1C, H-4, J-1, J-2, 
L-1, and L-2 visas who live or work in the City of Chicago. The prospective international 
ǎǘǳŘŜƴǘΩǎ application should be accompanied by documentation including but not limited to: 

¶ Copies of employment documents and visa 

¶ Proof of City of Chicago residency 

¶ Letter from employer authorizing college attendance 

¶ Proof of age for dependent visa holders 
 

Once submitted, the H-1B, H-1C, H-4, J-1, J-2, L-1, and L-2 visa ƘƻƭŘŜǊΩǎ application will be 
complete and the prospective international student may enroll in the maximum hours 
authorized in their employment contract or allowed by their visa category. 

 

Students holding F-1 academic student visas and all other non-immigrant visa classes listed in  
Admissions ς International Students must pay international tuition rates regardless of 
residency. 

 

Students who change their visa status will retain the tuition rate of their current visa status until 
their change of status is approved by U.S. Citizenship and Immigration Services.  Their new 
tuition rate will begin with the next term of enrollment. A copy of the approved  
documentation is required to process any change in tuition rates. 

 

Likewise, international students who become U.S. permanent residents (green card) will retain 
the tuition rate of their previous visa status for the duration of the current term. Their new 
tuition rate, if applicable, will begin with the next term of enrollment. A copy of the permanent 
residency card (green card) is required to process any change in tuition rates. 
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(k) Online Learning Students 
For purposes of determining tuition and charges, students enrolled in online learning courses 
are subject to the same residency requirements as all other students. Note: students must be 
a resident of the State of Illinois to enroll in online learning classes. 

 

(l) Adult Education Students 
All Adult Education classes and instructional materials are provided free of charge to students. 
The following students are ineligible for Adult Education classes: 

¶ Students who reside outside of the State of Illinois, and 

¶ Students holding an F-1 academic student or J-1 visa. 
 

Section 6.02 Tuition ς Credit & Skills Classes 
Effective Summer 2018, tuition is assessed based upon the following credit hour tiers and 
ranges:  

 
Credit Hour Tier Credit Hour Range Tuition Structure  

Tier 2 12 or more credit hours Flat-price 

Tier 1 1 ς 11 credit hours Charge per credit hour 
 

Pre-credit courses will be charged one-half the per credit hour rate. Certain academic 
programs may be charged a separate tuition rate.  Additional charges may apply (see Non-
Refundable Other Charges). 

 

For Spring 2018 and earlier: 

Flat price tuition is assessed based upon the following credit hour tiers and ranges:  

 
Credit Hour Tier Credit Hour Range 

Tier 3  12 or more credit hours 

Tier 2 5-11 credit hours 

Tier 1 One course only  

 

Certain academic programs may be charged a separate tuition rate.  Additional charges may 
apply (see Non-Refundable Other Charges). 

 
 

Section 6.03 Non-Refundable Other Charges 
Procedures: Non-Refundable Other Charges ς Procedures. 

 

Other charges assessed to students are determined by the City Colleges of Chicago or Board of 
Trustees and are subject to change without prior notice. Other charges may include, but are 
not limited to: 

¶ Books charges 

¶ Supplies 
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¶ Payment plan enrollment 

¶ Transcript 

¶ Loaner laptop computer fines for late return, loss or damage 

¶ Scientific calculator fines for late return, loss or damage 

¶ Audio-visual (A/V) equipment fines for late return, loss or damage 
¶ Library fines 

¶ NSF (non-sufficient funds) 

¶ Late payment charges and/or interest 

¶ Student ID replacement 

¶ CTA Ventra card replacement 

¶ Parking fines 
 

Section 6.04 Financial Obligation 
Procedures: Financial Obligation ς Procedures. 

 

Tuition and charges are payable at the time of registration. Other charges are payable when 
incurred. Students are required to make payment arrangements each term. 

 

Acceptable forms of payment include: cash, check, credit/debit cards, enrollment in ///Ωǎ 
online payment plan, or a Financial Aid Deferment. Enrollment in CCCΩǎ payment plan requires 
a credit card, checking account, or debit card. International students are permitted to 
participate in the payment plan. 

 

Beginning with the Spring 2018 term, to align and maintain compliance with federal financial 
aid rules, appeals of tuition or other charges must be submitted in writing within thirty (30) 
calendar days following the end date of the term in which the disputed charge(s) were posted 
in the student information system. Appeals submitted after the thirty (30) day time period will 
not be considered unless the student can provide valid documentation that shows he/she was 
medically incapacitated or incarcerated and, therefore, unable to appeal during the thirty (30) 
day timeframe. 

 

Note: Enrollment changes may impact financial aid eligibility or reduce aid (including waivers) 
resulting in a balance owed by the student (see Non-Grade Designations for further 
information). 

 

Section 6.05 Tuition Assistance ς Chargebacks & Cooperative Agreements 
Renamed: formerly Tuition Chargeback. 
Policy History: Tuition Assistance ς Chargebacks & Cooperative Agreements 
Procedures: Tuition Assistance ς Chargebacks & Cooperative Agreements ς Procedures. 

 

City Colleges of Chicago has cooperative agreements with other Illinois public community college 
districts that enable CCC District 508 residents to enroll in occupational programs not currently 
offered by CCC at in-district rates for that college. Students must apply for approval by CCC to 
receive this benefit. 
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Applications for a cooperative agreement or chargeback will only be approved if submitted 
according to CCC procedures and guidelines posted on the website. Students must be in good 
standing with CCC to receive approval.  

  

The determination if an occupatioƴŀƭ ǇǊƻƎǊŀƳ ƛǎ ƴƻǘ ŎǳǊǊŜƴǘƭȅ ƻŦŦŜǊŜŘ ŀǘ /// ƛǎ ƳŀŘŜ ŀǘ ///Ωǎ ǎƻƭŜ 
discretion.   

  

Non-Chicago residents who wish to enroll in a college level academic program that is not available 
at a community college in their district should apply for tuition assistance to their local community 
college board office or to their high school district in those districts having no community college 
board. 

 

Section 6.06 Tuition Waiver Programs ς Discretionary 
Procedures: Tuition Waiver Programs ς Discretionary ς Procedures. 

 

Discretionary tuition waiver programs are determined by CCC, may be awarded at the 
discretion of the District, are subject to available funding, are non-refundable, and may be 
changed or cancelled at any time without prior notice.  See Repeating Courses under a Waiver    
Program. 

 

Section 6.07 Tuition Waiver Programs ς State 
Procedures: Tuition Waiver Programs ς State ς Procedures. 

 

 

State Mandated Tuition Waiver Programs are programs mandated by state statute and granted 
to students meeting the specific parameters and criteria required by statute. See Repeating    
Courses under a Waiver Program. 

 

Section 6.08 Tuition Waiver Programs ς Federal 
Procedures: Tuition Waiver Programs ς Federal ς Procedures. 

 

Federally Mandated Tuition Waiver Programs are programs mandated by the federal law and 
granted to students meeting the specific parameters and criteria required by the law. 

 

Section 6.09 Tuition Waiver Programs ς Contractual 
Procedures: Tuition Waiver Programs ς Contractual ς Procedures. 

 

Contractual Obligation Tuition Waiver Programs are programs mandated by specified contract 
language and granted to students meeting specific parameters and criteria.  See Repeating  
Courses under a Waiver Program. 

 

Section 6.10 Repeating Courses under a Waiver Program 
Tuition Waiver Programs may not be used to repeat a course, except in the following cases: 
¶ Allowed Repeatable Courses ς tuition waivers may be used up to the allowable limit (see  

Allowed Repeatable Courses (ARC)). 
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¶ All other courses ς a tuition waiver may be used one (1) time to repeat a course to 
improve a final grade of ά5έ or άCέΦ A tuition waiver may not be used to improve a final 
grade ƻŦ ά/έ ƻǊ higher. 

 

Section 6.11 Class Withdrawals & Refunds 
Renamed: formerly Student Initiated Withdrawals & Refunds. 

 

It is the student's responsibility to officially withdraw from classes. 
 

This policy refers to refunds resulting from class drops or withdrawals, whether initiated by the 
student or by the college. Failure to drop or withdraw from a class by the Tuition Refund Date 
may result in mandatory payment of tuition and charges (including book charges), forfeiture of 
financial aid eligibility, and/or a failing grade. The Tuition Refund Date and other key dates may 
be found in the student portal (my.ccc.edu). Financial Aid will be adjusted as appropriate for 
students who withdraw or are withdrawn from classes. 

 
(a) Refunds ς Credit or Skills Classes 

Refund Period 
Refunds for class drops or withdrawals (see WTH ς Class Drop or Withdrawal) may be available, 
subject to the Refund Amount paragraph below, only if processed and recorded in the student 
information system by the Tuition Refund Date for the class. No refund will be allowed if the 
drop or withdrawal is recorded after the Tuition Refund Date. The Tuition Refund Date may be 
found in the student portal (my.ccc.edu). No refund is allowed for non-refundable charges (see 
Non-Refundable Other Charges). 

 

Class Cancellation 
If the college cancels a class, all applicable charges, subject to the Refund Amount paragraph 
below, will be fully refunded and students will be notified of the cancellation by a message sent 
to their CCC email account. 

 
Refund Amount 
Students may qualify for a tuition refund ONLY if BOTH of the following criteria are satisfied: 

1. The class drop or withdrawal must be recorded in the student information system by 
the specific deadlines noted in the Refund Period paragraph, above, or the class must 
have been cancelled by the college, AND 

2. The class withdrawal or cancellation would result in a lower tuition charge (see 
Tuition ς Credit and Skills) or results in the withdrawal and/or cancellation of all 
classes. 

 

(b) Refunds ς Continuing Education - Professional & Personal Development 
Refunds for class drops or withdrawals (WTH) are available at one hundred percent (100%) of 
tuition and charges if processed and recorded in the student information system before the 
published start date of class (less applicable course withdrawal charges and non-refundable 
charges). No refunds are issued once classes have begun. 

 

If the college cancels a class, all applicable charges for that class will be fully refunded and  

http://my.ccc.edu/
http://my.ccc.edu/


Academic & Student Policy, August 2019 

  City Colleges of Chicago   

54 

  

 

students will be notified of the cancellation by a message sent to their CCC email account. 
 

Section 6.12 Refunds Issued to Students 
Students who receive a refund due to financial aid (e.g., Pell Grant) or a third-party payment on 
their account and are no longer entitled to that refund due to change in eligibility are required 
to repay the amount of the refund in full. Any amount that a student receives in the form of a 
refund related to state, federal or third party funding cannot be waived. 

 

Section 6.13 No-Show Withdrawals (NSW) & Refunds 
Procedures: No-Show Withdrawals (NSW) & Refunds 
 
Students may be subject to a financial penalty for classes with no-show withdrawals (NSW).  
See NSW ς No-Show Withdrawal more information about NSWs, specifically, under what 
circumstances an NSW will be applied. 

 

Section 6.14 Federal Financial Aid Eligibility 
Policy History: Federal Financial Aid Eligiblity. 
Procedures: Federal Financial Aid Eligibility ς Procedures. 

 

The eligibility of students to participate in federal student financial aid programs is determined 
by several criteria, including but not limited to enrollment status, financial need, and 
satisfactory academic progress. As it is impossible to list all financial aid policies and procedures 
in this document, students should contact the Financial Aid Office for more detailed information 
or a personal review of eligibility. The City Colleges of Chicago participate in the             
following federal and state financial aid programs: 

¶ Federal Pell Grant 

¶ Federal Supplemental Educational Opportunity Grant 

¶ Federal Work Study 

¶ Federal Direct Student Loans 

¶ Federal Parent Loan for Undergraduate Students (PLUS Loan) 

¶ Monetary Award Program Grant (MAP Grant) 
 
Please visit the Financial Aid Office for a listing of the eligibility criteria for each of these 
programs. 

 

For most programs, students are required to have earned a high school diploma (foreign or 
domestic), high school equivalency, or have completed high school through home-schooling to 
qualify for financial aid. If you have not completed one of these requirements and attended an 
accredited college prior to enrolling at CCC, please check with the Financial Aid Office to 
determine if you qualify for an exception to this rule. 

 

Additionally, students who are enrolled in an eligible career pathway program may establish 
eligibility by: 

¶ Passing an independently administered Department of Education approved Ability to 

Benefit (ATB) test; or 
 

http://www.ccc.edu/departments/Pages/Financial-Aid.aspx
http://www.ccc.edu/departments/Pages/Financial-Aid.aspx
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¶ Completing at least 6 credit hours or 225 clock hours that are applicable toward a 
degree or certificate offered by the postsecondary institution. 

 
Federal student financial aid is available for students whose educational intent is to earn a 
financial aid eligible degree or certificate. Your Financial Aid Office can provide a 
comprehensive listing of programs that are financial aid eligible at CCC.  Note: students can 
only receive financial aid for courses that apply to their academic program. Therefore, it is 
important that students meet with a College Advisor prior to registration to ensure that their 
courses are program applicable and eligible for financial aid. For information on repeating 
courses and Financial Aid, see Repeating & Retaking Courses. For information about receiving 
financial aid when concurrently enrolled (at CCC and at a non-CCC institution), see Concurrent    
Enrollment  outside the District. 

 

Financial aid recipients have many rights and responsibilities. A brief summary of these rights 
and responsibilities are detailed below. Students must: 

¶ Complete all requested forms accurately 

¶ Use all financial aid received solely for educational expenses related to attending CCC 

¶ Submit in a timely manner all additional documentation requested by the Financial Aid 
Office 

¶ Meet all Satisfactory Academic Progress (SAP) policies 
 

Students have the right to: 

¶ Know how financial need was determined 

¶ Know how financial aid will be distributed 

¶ Request an explanation of programs in the financial aid package 

¶ Refuse any aid offered 

¶ Request an explanation of CCC's refund policy 
¶ Know what portion of financial aid must be repaid and what portion is a grant. If a loan 

has been received, students have the right to know the interest rate and loan 
repayment options and procedures 

¶ Examine the contents of financial aid records provided a written request is made to the 
Financial Aid Office. Students may not review confidential records submitted by parents 
without the written consent of the parent whose information has been submitted. 

 

CCC is required to establish Satisfactory Academic Progress (SAP) policies for federal and state 
financial aid recipients in accordance with United States Department of Education regulations 
[34CFR668.34]. These standards ensure that only students demonstrating satisfactory 
academic progress towards the completion of their documented educational intentions and 
goals can continue to qualify to receive financial aid. For more information, see Satisfactory  
Academic Progress. 

 

Students must satisfy the conditions described in City Colleges of Chicago Academic & Student 
Policy, as well as all other federal and state requirements, to be eligible for financial aid. CCC 
will review the enrollment status and progress of students at the end of each semester/term. 
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If a student is suspected of providing fraudulent information to any entity in the school for the 
purpose of receiving federal or state financial aid, per federal regulation, CCC will notify the 
U.S. Department of Education Office of Inspector General. The student will not be able to 
receive federal or state financial aid until the U.S. Department of Education Office of Inspector 
General provides a response allowing federal student aid eligibility or the end of the financial 
aid award year. 

 

 

Section 6.15 Return of Title IV Funds 
Students who officially withdraw (WTH) before the sixty percent (60%) point of the term, or are 
administratively withdrawn (ADW) from all of their financial aid eligible classes, will be required 
to return a portion of the Title IV funds they have received. Title IV funds include Federal Pell 
Grant, Federal Supplemental Educational Opportunity Grant, and Federal Direct Loans. CCC 
uses a federally mandated Return to Title IV calculation, άwн¢п,έ to determine the percentage 
of financial aid the student has earned, which is based on the percentage of the term he/she 
completed. 

¶ After beginning attendance in a term, if a student withdraws from all classes and does 
not confirm attendance in a class beginning later in the same term, the R2T4 
requirements apply. 

¶ If a student withdraws from all classes during a term, but at the time of withdrawal 
provides confirmation that they will attend a course that begins later in the same term, 
the student is not considered to have withdrawn and no R2T4 calculation will be 
performed. 

¶ If a student withdraws from all classes during a term, and at the time of withdrawal 
provides confirmation that they will attend a course that begins later in the same term, 
but fails to attend the later class, then the student is considered to have withdrawn and 
an R2T4 calculation will be performed. 

¶ If a student who withdrew or stopped attending classes returns to the school within the 
same term, the student is treated as though he or she did not cease attendance. If an 
R2T4 calculation was performed and aid returned, CCC will reinstate Title IV program 
funds. 

 
CCC performs R2T4 calculations within thirty (30) days from the date that CCC determines a 
ǎǘǳŘŜƴǘΩǎ complete withdrawal.  CCC must return the funds within forty-five (45) days of the 
date CCC determines a ǎǘǳŘŜƴǘΩǎ withdrawal. Using the R2T4 formula, CCC determines the 
earned and unearned portions of Title IV aid as of the date the student ceased attendance 
based on the amount of time the student spent in attendance. The R2T4 calculation prorates a 
ǎǘǳŘŜƴǘΩǎ financial aid eligibility according to the number of days the student attended classes. 
The number of days in attendance determines the amount of aid that is earned, and the 
remainder must be returned to the federal government.  If a student attends at least sixty 
percent (60%) of the term, then the student is considered to have earned all of his/her financial 
aid and will not be required to return any eligible federal funds. 

 
If a student did not receive all of the funds that were earned, the student may be due a post- 
withdrawal disbursement. If the post-withdrawal disbursement includes loan funds, CCC must 
get the ǎǘǳŘŜƴǘΩǎ permission before disbursing the funds. Students may choose to decline  
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some or all of the loan funds so that they do not incur additional debt.  CCC disburses any 
Title IV grant funds a student is due as part of a post-withdrawal disbursement within forty-
five (45) days of the date CCC determines the student withdrew, and disburses any loan 
funds a student accepts within one hundred eighty (180) days of that date.  CCC may 
automatically use all or a portion of a ǎǘǳŘŜƴǘΩǎ Ǉƻǎǘ-withdrawal disbursement of Title IV 
funds for tuition and fees. 

 

 

If it is determined that a student has received financial aid in excess of his/her eligibility, CCC 
will return the financial aid overpayment to the Department of Education on the ǎǘǳŘŜƴǘΩǎ 
behalf. If a student received a refund from any Title IV federal funds that was credited earlier 
in the term, the student may be required to return a portion of those funds to CCC. This 
portion represents funds that were intended to pay education-related expenses through the 
end of  each term. The amount to be returned will be calculated from the date on which the 
student officially withdrew from classes. 

 
If a student stops attending classes without notifying CCC (an Unofficial Withdrawal), the 
withdrawal date will be the midpoint of the term or the last date of academic activity as 
determined by CCC. If this return of funds results in a balance on the ǎǘǳŘŜƴǘΩǎ account, 
he/she is responsible for paying that balance to CCC. If the student does not pay his/her 
balance, a delinquency hold will be applied to the ǎǘǳŘŜƴǘΩǎ account, and the student will 
not be permitted to register or order transcripts until the balance is satisfied. Per federal 
regulations, there is no appeal policy for the R2T4 calculation. 

 

Funds that are returned to the federal government are used to reduce the outstanding 
balances in individual federal programs. Title IV federal funds returned must be allocated in 
the  following order: 

1. Federal Unsubsidized Direct Loan 
2. Federal Subsidized Direct Loan 
3. Federal Direct Parent Loan (PLUS) 
4. Federal Pell Grant 
5. Federal Supplemental Educational Opportunity Grant (SEOG) 

 

Section 6.16 Satisfactory Academic Progress 
Policy History: Satisfactory Academic Progress 
Procedures: Satisfactory Academic Progress ς Procedures. 

 

///Ωǎ Satisfactory Academic Progress (SAP) policy, procedures, and practices ensure full 
compliance with federal regulations that govern federal student aid programs. SAP is 
cumulative in nature and takes into account all degree and certificate eligible classes 
attempted at any CCC college, as well as any transfer hours and military credit accepted by 
CCC. 

 

Effective end of term processing for the Spring 2019 term, to retain financial aid eligibility, a 
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student must maintain satisfactory academic progress in his/her program of study in three 
ways: 

 

1. Grade Point Average (CUM GPA):  a student must maintain a Cumulative Grade Point 
Average (CUM-GPA) of 2.0 or higher (see Cumulative Grade Point Average), AND 

2. Pace:  a student must complete (grade ά5έ or ά{έ or higher) 67% of the 
cumulative credit hours attempted, AND 

3. Maximum Timeframe:  a student must stay on track to complete his/her program 
of study within 150% of the ǇǊƻƎǊŀƳΩǎ ŎǊŜŘƛǘ-hour length, or timeframe. 

 
The CUM GPA measure includes remedial and college level courses. Pace and Timeframe 
measures include earned letter grades (A-F grades and Satisfactory/Unsatisfactory grades), 
ǘǊŀƴǎŦŜǊ ŎǊŜŘƛǘǎ ǘƘŀǘ ŀǇǇƭȅ ǘƻǿŀǊŘ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŀŎŀŘŜƳƛŎ ǇǊƻƎǊŀƳΣ ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ 
withdrawals (ADW), student initiated withdrawals (WTH) after the Statistical Date for a class 
όǘƘŜ ŘŀǘŜ ŀŦǘŜǊ ǿƘƛŎƘ ǘƘŜ Ŏƭŀǎǎ ŀǇǇŜŀǊǎ ƻƴ ŀ ǎǘǳŘŜƴǘΩǎ ǘǊŀƴǎŎǊƛǇǘύΣ ǊŜǇŜŀǘŜŘ ŎƻǳǊǎŜǎΣ ŀƴŘ 
ŎƭŀǎǎŜǎ ŦƻǊ ǿƘƛŎƘ ŀƴ ƛƴŎƻƳǇƭŜǘŜ όάLέύ ƎǊŀŘŜ ǿŀǎ ŜŀǊƴŜŘΦ wŜƳŜŘƛŀƭ ŎƻǳǊǎŜǎ ŀǊŜ ŜȄŎƭǳded from 
the Pace and Maximum Timeframe measure. Foundational Studies, audited, or cancelled 
courses do not count in SAP measures. 

 
! ǎǘǳŘŜƴǘ ǿƘƻ ŜŀǊƴǎ ŀ Ŧƛƴŀƭ ƎǊŀŘŜ ƻŦ ά5έ ƻǊ ƘƛƎƘŜǊ Ƴŀȅ ǊŜǇŜŀǘ ǘƘŀǘ ŎƻǳǊǎŜ ƻƴƭȅ ƻƴŜ ǘƛƳŜ ŀƴŘ 
have it covered by financial aid. A one-time SAP reset is available for a student who changes 
his/her academic program, but SAP resets are always available for a student who completes a 
credit certificate or degree and starts a new credit program. 

 

A student who fails to maintain satisfactory academic progress for two consecutive terms will 
lose financial aid eligibility, unless the student successfully appeals. 

 

Section 6.17 Monetary Assistance Program (MAP) Grants 
Procedures: Monetary Assistance Program (MAP) ς Procedures. 

 

MAP Grants are funded by the State of Illinois. Awards are posted to student accounts when 
the funds are received for eligible students. 

 

 

ARTICLE VII. GETTING SUPPORT AT CCC 

Section 7.01 Veterans Education Benefits 
Procedures: Veterans Education Benefits ς Procedures. 

 

CCC participates in a variety of veteran educational benefit programs. 
 

Section 7.02     Advance Pay for Veterans 
In order to ease the transition to college, the City Colleges will request Advance Pay for a new 
or returning student if he/she meets certain eligibility criteria. In order to qualify for Advance 
Pay, a student must: 

¶ Be enrolled at least half-time in program-applicable coursework, and 
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¶ Qualify for the certification of VA benefits in an eligible program (Chapters 30, 35, and 
1606 only), and 

¶ Not have received GI Bill benefits through CCC in the previous term, and 

¶ Submit a CCC Advance Pay Form to the VA Certifying Official no later than forty-five (45) 
days before the start of his/her classes. 

 
At the discretion of the Veteran Certifying Official, some exceptions may be made to these 
eligibility criteria if documented mitigating circumstances prevented the veteran from applying 
forty-five (45) days prior to the start of his/her classes. 

 

Per the VA, an Advance Pay will pay the first and second month of benefits. If a ǎǘǳŘŜƴǘΩǎ first 
month of classes is a partial month, the payment will be prorated for the number of days in that 
month. Since the VA normally pays after a month is completed, a veteran would not receive 
another payment from the VA for up to 3 months. CCC advises that a student consider this gap 
between payments before he/she chooses to participate in Advance Pay. 

 
If a student requests Advance Pay and decides not to attend CCC or does not qualify for federal 
veterans educational benefits for any other reason, he/she will be responsible for repaying the 
amount of the Advance Pay to Veterans Affairs. The earliest that an Advance Pay check will be 
available for pick-up from the Business Services office is 30 days prior to the start of his/her 
courses. The Business Services office will notify the student when his/her check has arrived. If 
a student requests that his/her Advance Pay be applied to his/her tuition and charges, any 
remaining credit balance will be refunded to the student according to ///Ωǎ regular refund 
schedule. 

 

Section 7.03 Academic Standards and Veterans 
Procedures: Academic Standards and Veterans ς Procedures. 

 

Students who use federal and/or state veterans educational benefits are required to adhere to 
///Ωǎ Academic Standing policy (see Academic Standing). Students are not subject to the 
financial aid Satisfactory Academic Progress (SAP) standards unless they are also applying for 
financial aid (see Satisfactory Academic Progress), in which case only financial aid benefits are 
subject to SAP standards. 

 

A veteran, service member, or their family member receiving federal veterans educational 
benefits can only be certified for courses that are required per his/her Education Plan. Non- 
required courses will not be eligible for certification. For information about repeated courses 
and federal veterans educational benefits, see Repeating & Retaking Courses. 

 

A student who is receiving federal veterans educational benefits is required to submit official 
transcripts for all colleges he/she previously attended to the Office of the Registrar by the end 
of his/her second term of enrollment at CCC. CCC will not certify future terms of enrollment for 
any student who fails to submit his/her transcripts within this timeline. 

http://www.ccc.edu/departments/Pages/Registrar.aspx
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Section 7.04 Students Called to Active Military  Service 
Procedures: Students Called to Active Military Service ς Procedures. 

 

The District supports federal initiatives in times of national emergency which require the 
activation of individuals and/or the call to active duty of reserve units. In such events, the 
student will not be disadvantaged due to military service prior to or after the call to active duty. 

 

Any dispute in matters controlled by this policy will be resolved by the College President after 
involvement of all parties to the issue. 

 

Section 7.05  Early College Program 
Renamed: formerly Postsecondary College Credit Programs, Dual Credit/Dual Enrollment. 
Policy history: Early College Program. 

 

(a) Definitions 
¶ Early College Program: ///Ωǎ Dual Enrollment and Dual Credit program for eligible 

currently enrolled high school students. 

¶ Dual Enrollment: An instructional arrangement where an academically qualified junior 
or senior student currently enrolled in high school also enrolls in a college level course at 
one of the City Colleges of Chicago. Upon completion, students receive college credit 
with their earned grade (A-F). 

¶ Dual Credit: An instructional arrangement where an academically qualified junior or 
senior student currently enrolled in high school also enrolls in a college level course 
taught at their high school by a qualified instructor. Upon completion, students receive 
both college credit and high school credit with their earned grade (A-F). 

¶ Continuing Education - Professional & Personal Development Courses: Continuing 
Education - Professional & Personal Development courses are not eligible for Dual 
Enrollment or Dual Credit. 

 

Note: high school seniors are not eligible for dual enrollment/dual credit (DE/DC) courses in the 
summer following their graduation. 

 

(b) Tuition and Charges 
Tuition and charges are waived for Early College participants enrolled in approved Dual 
Enrollment/Dual Credit classes (DE/DC). All high school students enrolled in Early College 
programs must comply with the requirements ƻŦ ///Ωǎ Early College Program regardless of 
funding source or location of classes. Students are limited in the number of DE/DC classes they 
may take per term: 

¶ Students may take only one dual enrollment class per term, tuition and charges free. 
However, students may enroll in additional courses but are responsible for all tuition 
and charges associated with them. 

¶ Students may not enroll in more than 29 credits (lifetime limit) of dual credit course   
offerings, tuition and charges free. 
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(c) Eligibility Requirements 
Early College students must meet the following eligibility requirements: 

¶ Admissions requirements for high school students (see High School Students). 

¶ Must be either: 
ς Currently enrolled at a Chicago Public Schools (CPS) high school, or 
ς A City of Chicago resident enrolled in high school, including home schooled students. 

¶ Residency verification requirements, see Residency. 

¶ Home schooled students: Must be at least 16 years old, completing high school 
coursework, and must prove age by a valid State of Illinois ID card or ŘǊƛǾŜǊΩǎ license. 

¶ Submit a Parental Permission Form completed with signatures from their 
parent/guardian and high school guidance counselor. 

¶ Meet all course entry (prerequisites) and academic program requirements. 
 

(d) Revocation of Early College Eligibility 
A ǎǘǳŘŜƴǘΩǎ Early College eligibility will be revoked if any of the following occur: 

¶ Earn a final grade ά5έ or άCέ in a Dual Enrollment or Dual Credit course. 

¶ Receive an NSW for a Dual Enrollment or Dual Credit course. 

¶ Are administratively withdrawn (ADW) from a Dual Enrollment or Dual Credit course. 
¶ Withdraw (WTH) from a Dual Enrollment or Dual Credit course after the Statistical Date. 

See GLOSSARY OF TERMS for more information about the Statistical (STAT) Date. 
 

(e) Reinstatement of Early College Eligibility 
A student whose Early College eligibility has been revoked may be reinstated into the Early 
College program by: 

¶ Repeating a previously enrolled Early College course in which he/she earned a final 
grade ƻŦ ά5έ or άCΣέ received an NSW or ADW, or from which they withdrew (WTH). 
Students are responsible for paying the full cost of tuition and any other charges 
associated with the repeated course; and 

¶ Successfully completing the course with a final grade of ά/έ or higher. 
 

(f) Discretionary Status 
The Early College Program is offered at the sole discretion of CCC. Accordingly, it may be 
awarded or limited at the discretion of the District, is subject to available funding, is non- 
refundable, and may be changed or cancelled at any time without prior notice. 

 

Section 7.06     Email Account & Portal 
Procedures: Email Account & Portal ς Procedures. 

 

CCC provides a free email account to all students, faculty, and staff. CCC sends all official 
correspondence via the CCC email account only, and takes measures to ensure that email 
services operate in a reliable and secure environment and comply with the Family Educational 
Rights and Privacy Act (FERPA). 
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Students and faculty are responsible for checking their email account frequently for important 
information, including financial aid, academic advising, grades, registration, communications 
from faculty or students, important course updates, assignments and deadlines, quiz and exam 
dates, general information of interest, etc. In some cases, email is the only notification students 
or faculty may receive. 

 

 

ARTICLE VIII. UNDERSTANDING YOUR RIGHTS & 
RESPONSIBILITIES AT CCC 
Section 8.01 Students with Disabilities 
Procedures: Students with Disabilities ς Procedures. 

 

No qualified individual with a disability shall, by reason of such disability, be academically 
dismissed from participation in or be denied the benefits of its services, programs or activities, 
or be subjected to discrimination. ///Ωǎ goal is to promote equality of opportunity and full 
participation in our services, programs and activities. CCC endeavors to provide reasonable 
accommodations to qualified individuals in accordance with the Americans with Disabilities Act 
(ADA) of 1990, Section 504 of the Rehabilitation Act of 1973, and all pertinent federal, state and 
local anti-discrimination laws. Students who believe they have a need for disability 
accommodations are responsible for requesting such accommodation(s) and are responsible for 
providing all requisite documentation to verify eligibility to the Disability Access Center (DAC). 
DACs (www.ccc.edu/DAC) will provide reasonable accommodations for qualified students with 
disabilities as required by law. 

 

Section 8.02 Name Change 
Procedures: Name Change ς Procedures. 

 

(a) Legal Name Change 
Name change requests must be made in writing; forms are available in the Office of the 
Registrar. Three identification documents must accompany the request. All documents must 
indicate the ǎǘǳŘŜƴǘΩǎ new name, and at least one of the documents must be a valid photo ID. 
Approved identification documents include: 

¶ Marriage certificate 

¶ Divorce decree 

¶ 5ǊƛǾŜǊΩǎ license (with picture) 

¶ State ID (with picture) 

¶ U.S. military ID (with picture) 

¶ Mexican Consular ID (with picture) 

¶ Social Security card 

¶ Passport 

http://www.ccc.edu/DAC
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The completed name change request and supporting documents will be maintained on file in 
the Office of the Registrar.  Upon verification, ǘƘŜ ǎǘǳŘŜƴǘΩǎ ƴŀƳŜ will be changed in the 
student information system and on the ǎǘǳŘŜƴǘΩǎ record; the former name will remain as 
history in the student information system. Note: for financial aid purposes, a ǎǘǳŘŜƴǘΩǎ legal 
name is the name that is on file with the Social Security Administration. 

 

(b) Preferred First Name 
CCC recognizes that some students identify themselves with names other than their legal name 
and acknowledges that a preferred first name should be used whenever possible in the course 
of CCC business and education, except where the use of the legal name is necessitated by CCC 
business, legal or compliance requirement. CCC permits a student to designate a preferred first 
name in addition to their legal (primary) name within the student information system. 

 

Some students who indicate a preferred first name may also choose to be referred to by a 
preferred pronoun. CCC encourages the CCC community to use a ǎǘǳŘŜƴǘΩǎ preferred pronoun. 

 

CCC reserves the right to approve use of the preferred name and in which information systems 
and student records it will and will not appear. The preferred first name must meet each of the 
following criteria to be approved for use: 

¶ Is a first name which the student is already using in day-to-day life 

¶ Is not used to avoid a legal obligation or misrepresent oneself, and 

¶ Is not offensive or otherwise inappropriate. 
 
Students may not change their preferred name more often than once per academic year. 

 

Section 8.03 Educational Records ς Student Access 
Students and former students have the right to inspect and review their educational records. 
Students and former students must put their request to inspect and review their educational 
records in writing. This request must be submitted to the chief administrator of the office in 
which the desired education records are located. The requested educational records will be 
made available to the student within forty-five (45) calendar days of the ǎǘǳŘŜƴǘΩǎ writt en 
request. A staff member of the college office where the ǎǘǳŘŜƴǘΩǎ records are located must be 
present at all times during the course of the inspection. 

 

During the inspection, the student has the right to request an explanation and interpretation of 
the records. The student has the right to a copy of the educational records, with the following 
exceptions: 

¶ The college may refuse the copy, but may not limit the ǎǘǳŘŜƴǘΩǎ ǊƛƎƘǘ to inspect and 
review that record. For example, a copy of a ǎǘǳŘŜƴǘΩǎ transcript may be refused if a 
negative service indicator (hold) for a financial obligation exists.  In such a case, no 
transcripts will be released to other educational institutions. 
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¶ The City Colleges does not provide original or copies of third party educational records 
that have been submitted to the City Colleges. 

 

Section 8.04 Educational Records ς Limit ations of {ǘǳŘŜƴǘǎΩ Rights to Insp ect   
and Review 

The college is not required to permit students to inspect and review the following: 

¶ Financial information submitted by parents. 

¶ Confidential letters and recommendations placed in their files prior to January 1, 1975, 
provided these letters were collected under established policies of confidentiality and 
were used only for the purpose(s) for which collected. 

¶ Confidential letters and recommendations associated with admission, employment or 
job placement, or honors to which students have waived right of inspection and review. 

¶ Education records containing information about more than one student; however, in 
such cases the institutions must permit access to that part of the record which pertains 
only to the inquiring student. 

 

Section 8.05 Educational Records ς Challenge of the Contents 
Procedures: Educational Records ς Challenge of the Contents ς Procedures. 

 

Students have the right to challenge the contents of their records which they consider to be 
inaccurate, misleading, or otherwise in violation of their privacy or other rights.  See Appeal    
Instructional  Grading, Academic Dishonesty for information about final grade appeals. 

 

Section 8.06 Educational Records ς Disclosure 
Procedures: Education Records ς Disclosure ς Procedures. 

 

(a) Disclosure with Written Consent of the Student 
CCC may not release information from a ǎǘǳŘŜƴǘΩǎ record without the ǎǘǳŘŜƴǘΩǎ written 
consent, except as noted below. Written consent must positively identify the student (student 
ID number or otherwise), be signed and dated by the student, and specify: 

¶ Records to be released 

¶ Purpose of the disclosure 

¶ Identity of the party(ies) to whom disclosure may be made 
 

(b) Disclosure without Written Consent of the Student 
Written consent of the student is not always required. CCC must release a studentΩǎ record, as 
follows: 

 

¶ Students who request information from their own records; such requests must be 
appropriately documented. 
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¶ Authorized representatives who audit and evaluate federally supported programs or for 
the enforcement of or compliance with federal legal requirements related to those 
programs: 

- Comptroller General or Attorney General of the United States 

- Secretary of the United States Department of Health, Education and Welfare 

- United States Commissioner of Education, Director of National Institute of Education 

- Assistant Secretary of Education 

- State or local educational authorities 

- External auditing firms who contract with the District for the purpose of annual 
compliance reviews 

 

¶ Student education records may be disclosed to the following: 

- College personnel determined by the college to have a legitimate interest in or need 
for such records. 

- Officials of other colleges in which a student seeks to enroll, on condition that the 
issuing institution makes a reasonable attempt to inform the student of the 
disclosure, or makes such transfer of information a stated institutional policy. 

- Persons or organizations providing to the student financial aid or determining 
financial aid decisions concerning eligibility, amount, condition, and enforcement of 
terms of said aid. 

- Organizations conducting studies to develop, validate and administer predictive 
tests, to administer student aid programs, or to improve instruction. Those 
organizations may not disclose personal identification of students, and information 
secured must be destroyed when no longer needed for their projects. Institutions 
are advised to obtain such assurance in writing. 

- Accrediting organizations carrying out their accrediting functions. 
- Parents of a student who has established that a ǎǘǳŘŜƴǘΩǎ status as a dependent 

according to Internal Revenue Code 4 of 1954, Section 152. 

- Persons in compliance with a judicial order or a lawfully issued subpoena provided 
that the institution first make a reasonable attempt to notify the student. In such 
cases, a letter will be sent to the student at his/her last known address. A copy of 
this letter should be retained along with the subpoena in the ǎǘǳŘŜƴǘΩǎ file. 

- Persons in compliance with a lawfully signed release form from the student. 
- Persons in an emergency, if the knowledge of information, in fact, is necessary to 

protect the health or safety of the student or other persons. 

- In specific circumstances, to state and local officials or authorities to whom such 
information is specifically allowed to be reported or disclosed pursuant to state 
statute if the allowed reporting or disclosure concerns the juvenile justice system 
and the ǎȅǎǘŜƳΩǎ ability to effectively serve the student whose records are released. 

- In specific circumstances, final results of disciplinary proceedings held against a 
student for a crime of violence or a non-forcible sex offense may be disclosed 
including disclosure to the victim of an alleged perpetrator of a crime of violence or 
a non-forcible sex offense. 
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- In specific circumstances, to a parent of a student under the age of 21 years old 
regarding the ǎǘǳŘŜƴǘΩǎ Ǿƛƻƭŀǘƛƻƴ of any federal, state or local law or of any rule or 
policy of the institution, governing the use or possession of alcohol or a controlled 
substance. 

 

Section 8.07 Educational Records ς Records of Requests and Disclosures 
The college office where the records are located will be required to maintain separated records 
of requests and disclosures, or personally identifiable information. The records of requests, 
whether granted or not, will include the name and address of the person(s) requesting the 
information and his/her legitimate interest in the information.  Records of requests and 
disclosures should not be maintained for the following: 

¶ Those requests made by students for their own use. 

¶ Those disclosures made in response to written requests from students. 
¶ Those made by college officials, administrators, faculty or other college staff member 

deemed to have the right of access by the administrator in charge of the office from 
which the student records are being requested. 

¶ Those specified as Directory Information. 
 

Documentation of requests and disclosures of student information must also be made by the 
college office where the records are kept, and kept in the ǎǘǳŘŜƴǘΩǎ file.  This document, once 
completed, is deemed part of the ǎǘǳŘŜƴǘΩǎ education record and should be incorporated as 
such; thereby, it must be retained as an official student record for the life of the document to 
which it refers. 

 

Section 8.08 Educational Records ς Parental Access to Information 
A ǎǘǳŘŜƴǘΩǎ parent may obtain personally identifiable information from a ǎǘǳŘŜƴǘΩǎ educational 
records by: 

¶ Obtaining the ǎǘǳŘŜƴǘΩǎ written consent, or 

¶ Having the parent establish the ǎǘǳŘŜƴǘΩǎ dependency as defined by Internal Revenue 
Code 4 of 1954, Section 152. If the parent is claiming dependency, proof of such must 
be submitted at the time the request is made. 

 

Section 8.09 Wellness Center Records 
Wellness Center records are never part of a ǎǘǳŘŜƴǘΩǎ educational record. Specifically, Illinois 
and federal laws subject mental health information, including psychotherapy, counseling, and 
case management records, to special protections. Generally, the Wellness Centers release such 
client records only with the ŎƭƛŜƴǘΩǎ written authorization or with an appropriate court order. 

 

The Wellness Centers release confidential records to an individual or agency outside of the 
Wellness Center only when at least one of the following conditions is present: 

¶ The client provides written permission to release the confidential information by signing 
an Authorization for Release of Information form. 

http://www.ccc.edu/departments/Pages/Wellness-Centers.aspx
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¶ There is a clear and substantial risk that the client is in imminent danger of causing 
serious physical harm to him/herself or others. In these circumstances, staff is legally 
required to take action for safety and life preservation. 

¶ The client discloses information indicating that a minor child or a vulnerable adult is 
being abused; in these cases, staff is legally required to report the abuse to the 
appropriate child or adult protective services agency. 

¶ A court subpoena mandates that the information must be disclosed to a court of law. 
¶ A Wellness Center staff member, intern, therapist, case manager, or counselor is 

subjected to an investigation or charges against the individual by a state licensing or 
professional board. 

¶ To comply with the Illinois Student Optional Disclosure of Private Mental Health 
Information Act. 

 

Section 8.10 College Responsibility Regarding Released Information 
A college is responsible for informing parties to whom personally identifiable information is 
released, that the recipients are not permitted to disclose the information to others without 
written consent of the student(s). When a response is made pursuant to any request for 
student information, other than those requests by students, a document with the following 
statement should be attached to the disclosed information: 

 

άThe attached information has been forwarded to you at the request of the student with 
understanding that it will  not be released to other parties. The Family Educational Rights and 
Privacy Act of 1974 prohibits release of this information without the ǎǘǳŘŜƴǘΩǎ written 
consent. Please return this material to us if you are unable to comply with this condition of 
ǊŜƭŜŀǎŜΦέ 

 

Section 8.11 Student Responsibilities Regarding Registration and Enrollment 
It is the responsibility of each student to become knowledgeable of the policies, procedures, 
and requirements to satisfy the conditions of registration, and criteria for enrollment in and 
completion of courses and academic programs. Students are responsible for developing their 
class schedules, enrolling in the required laboratory courses, and satisfying the prerequisite 
and/or co-requisite course requirements. Each student must accurately record and provide 
proof of their residential status (see St ud ent Ωǎ Resp on sib ilit y t o M ain t ain Cu rre nt Ad d ress ) and 
demographic data to complete their registration. Failure to fulfill these responsibilities can 
cause additional charges and/or affect enrollment status. The Colleges will provide a variety of 
services to help students satisfy their responsibilities. 

 

Section 8.12 Student Records Maintenance 
The following records may be maintained by the Office of the Registrar: 

¶ Admissions data and information 

¶ Educational information which constitutes a ǎǘǳŘŜƴǘΩǎ academic record, including 
bio/demographic information, terms enrolled, course enrollments and class schedules, 
final grades, non-grade designations, course withdrawals, service indicators (holds), 

http://www.ccc.edu/departments/Pages/Registrar.aspx
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transferred in courses and credits, credits earned by testing or assessment, grade point 
average, etc. 

¶ International student records 

¶ Test scores 

¶ Permanent record cards 

¶ Student information cards and class scheduling cards 

¶ Class revisions cards 

¶ Transcripts from other educational institutions 

¶ Appeals for readmission 

¶ Attendance records 

¶ Correspondence from Social Security, Department of Homeland Security, etc. 
 

The following records may be found in the Financial Aid Office: 

¶ Applications for financial aid 

¶ Grants awarded 

¶ Supplemental documentation in support of financial aid applications 
 

The following records may be found in the Business Office: 
¶ Student financial records, including tuition and charges, payment and credit 

transactions, amounts owed, etc. 
 

Section 8.13 Directory Information 
City Colleges of Chicago hereby designates the following student information as ά5ƛǊŜŎǘƻǊȅ 
LƴŦƻǊƳŀǘƛƻƴΦέ Such information may be disclosed by the colleges for any purpose, at their 
discretion. 

 

{ǘǳŘŜƴǘΩǎ name, address, telephone listing, electronic mail (email) address, photograph, 
date and place of birth, major field of study, dates of attendance, grade level, enrollment 
status (e.g., full-time or part-time), participation in officially recognized activities and 
sports, weight and height of members of athletic teams, degrees/certificates, honors and 
awards received, and the most recent educational agency or institution attended. 

 

Currently enrolled students may withhold disclosure of any of the above ά5ƛǊŜŎǘƻǊȅ 
LƴŦƻǊƳŀǘƛƻƴέ ǳƴŘŜǊ the Family Educational Rights and Privacy Act of 1974 (FERPA). To withhold 
disclosure, written notification must be received in the Office of Admissions and Registration. 
Forms requesting the withholding of ά5ƛǊŜŎǘƻǊȅ LƴŦƻǊƳŀǘƛƻƴέ are available in the Office of the 
Registrar at each of the City Colleges of Chicago. 

 

Failure on the part of a student to specifically request the withholding of ά5ƛǊŜŎǘƻǊȅ 
LƴŦƻǊƳŀǘƛƻƴέ indicates individual approval for disclosure.  The FERPA hold remains on the 
student's record until removal requested in writing by student and they apply districtwide. For 
additional information regarding FERPA, please check its web site at  
http://www.ed.gov/policy/gen/guid/fpco/ferpa/index.html. 

http://www.ccc.edu/departments/Pages/Financial-Aid.aspx
http://www.ed.gov/policy/gen/guid/fpco/ferpa/index.html
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Section 8.14 Supportive Intervention Team (SIT) 
Procedures: Supportive Intervention Team (SIT) ς Procedures. 

 

CCC is committed to protecting the health, safety, and well-being of its students, faculty, and 
staff. Under the guidance of the 2008 Illinois Higher Education Safety Enhancement Act, CCC 
has established Supportive Intervention Teams at each of its Colleges and the District Office. 

 

Supportive Intervention Teams (SITs) are dedicated to maintaining a healthy and safe 
environment for the CCC community. To achieve this goal, SITs conduct behavioral threat 
assessments for persons who might pose a safety risk to themselves or others.  SITs investigate 
concerning behavior and assess the level of threat by: 

¶ Developing and implementing an intervention plan for the safety of all; 

¶ Identifying sources of support for the person of concern; and 

¶ Providing ongoing support, monitoring, and recommendations to the College President. 
 

SITs can provide referrals for counseling and other supportive intervention, recomme nd 
administrative removal from campus, or recommend that no action be taken. 

 

The SIT Process does not replace the Student Disciplinary Process regarding violations of the 
Student Conduct Code or the Office of Safety ŀƴŘ {ŜŎǳǊƛǘȅΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ for safety on campus. 
Violations of the Student Conduct Code should be addressed via the Student Disciplinary 
Hearing process and safety concerns should be reported to Campus Security. 

 
Each City College has its own SIT, as does the District Office. SITs are composed of CCC faculty 
and staff from a broad range of disciplines and departments including Student Services, 
Wellness Center, Security, Human Resources, Disability Access Center, and Faculty personnel. 
College SIT members are appointed by the President of the College and District SIT members 
are appointed by the Provost & Chief Academic Officer. 

 

(a) Administrative Removal from College 
In situations where a ǎǘǳŘŜƴǘΩǎ presence at CCC constitutes a substantial and sustained threat 
to the health, safety and well-being of the college community, the President, in consultation 
with the /ƻƭƭŜƎŜΩǎ SIT, and with the approval of the District SIT Team, may remove the student 
from the College or all City Colleges, for a definite or indefinite amount of time. For more 
information, see ADR ς Administrative Removal from College. 

 

(b) Appeal for Readmission after Administrative Removal 
The student will also have the opportunity to appeal any administrative removal to the Provost 
& Chief Academic Officer, in consultation with the CCC District SIT. 
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Section 8.15 Student Citizen Rights 
The rights afforded students by virtue of registration and enrollment at CCC shall in no manner 
be construed to nullify or limit any other constitutional or legal rights or freedoms possessed by 
students as citizens or residents of the United States or the State of Illinois.  Foreign-born 
students have the same rights and responsibilities, except as limited by law. 

 

Section 8.16 Right to Assemble or Organize 
Renamed: formerly Right to Organize. 

 

All students of City Colleges of Chicago are free to exercise lawfully their constitutional right to 
assemble on CCC property. Students may use CCC buildings, facilities, and other services in 
conformity with approved policies and procedures. CCC may establish reasonable time, place 
and manner regulations regarding the use of its public facilities to ensure that individuals and 
groups exercising their legitimate rights do not infringe on the rights of others or disrupt the 
educational process or other operations of the District. 

 

Students have a right to form or join any college organization or club provided that: 1) the 
organization or club does not violate ///Ωǎ ƴƻƴ-discrimination policies; and 2) they submit to 
(and receive approval from) the Director of Student Activities (or designee). Such organizations 
or clubs will be permitted to use college facilities during normal operating hours when such use 
does not interfere with instructional or other activities at the college. Such organizations or 
clubs must comply with the rules and regulations of the District. 

 

Section 8.17 Academic Integrity and Dishonesty 
CCC is committed to the ideals of truth and honesty. Students are expected to adhere to high 
standards of honesty and integrity in their academic endeavors. Plagiarism and cheating of any 
kind are serious violations of these standards. 

 

Academic dishonesty is a serious offense, which includes but is not limited to the following: 
cheating, complicity, fabrication and falsification, forgery, and plagiarism. Cheating involves 
copying another ǎǘǳŘŜƴǘΩǎ paper, exam, quiz, or use of technology devices to exchange 
information during class time and/or testing. It also involves the unauthorized use of notes, 
calculators, and other devices or study aids.  In addition, it includes the unauthorized 
collaboration on academic work of any sort.  Complicity, on the other hand, involves the 
attempt to assist another student to commit an act of academic dishonesty.  Fabrication and 
falsification, respectively, involve the invention or alteration of any information (data, results, 
sources, identity, etc.) in academic work. Another example of academic dishonesty is forgery, 
which involves the duplication of a signature in order to represent it as authentic.  Lastly, 
plagiarism involves the failure to acknowledge sources (of ideas, facts, charges, illustrations, 
etc.) properly in academic work, thus falsely representing ŀƴƻǘƘŜǊΩǎ ƛŘŜŀǎ as ƻƴŜΩǎ own. 

 

In individual cases of academic dishonesty, sanctions may include one or more of the following: 
an F grade on an assignment where academic dishonesty occurred, a written warning, a failing 
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grade for the course, and/or issuing of an academic dishonesty withdrawal (see ADH ς   
Academic Dishonesty Withdrawal. The severity of the penalty is left to the discretion of the 
instructor, except the issuing of an academic dishonesty withdrawal which requires Vice 
President approval. A student may appeal a finding of academic dishonesty (see Appeal  
Instructional Grading, Academic Dishonesty). 

 

Additional sanctions may be imposed up to and including dismissal from CCC when 
circumstances warrant it and/or the revocation of a previously awarded degree or certificate 
(see Revocation of Degrees or Certificates). A student may appeal additional sanctions (see  
Disciplinary Hearings and Appeal of Discipline). 

 

Section 8.18 Standards of Conduct 
Policy History: Standards of Conduct 
 

(a) Definition ƻŦ ά{ǘǳŘŜƴǘέ 
For the purposes of this policy, a άǎǘǳŘŜƴǘέ means any person who is admitted, registered or 
enrolled for study at CCC, regardless of where courses are taught, whether they are enrolled 
full-time or part-time for credit or non-credit courses, for any academic period. Any person 
who is enrolled in online or hybrid courses is also considered a άǎǘǳŘŜƴǘΦέ Any person who is 
not enrolled for a particular term, but who has been admitted and enrolled in courses from 
time to time, and has a continuing relationship with CCC is considered a άǎǘǳŘŜƴǘΦέ Any person 
who withdraws after allegedly violating the student code of conduct is considered a άǎǘǳŘŜƴǘέ 
for purposes of this policy. 

 

(b) Definition ƻŦ ά±ƛǎƛǘƻǊέ and Visitor Standards of Conduct 
A visitor is defined as an individual who is not a member of the CCC community who is on CCC 
premises. CCC reserves the right to remove visitors, guests, and patrons of CCC if their behavior 
or actions are malicious in nature, violate any current CCC policy, or threaten the safety of the 
/ƻƭƭŜƎŜΩǎ administration, faculty, staff, or students. 

 

In certain instances, CCC may also issue a Notice of No Trespass. Notices of No Trespass are in 
effect for a period of not less than one (1) year from the time they are issued. Any visitor or 
guest who is issued a Notice of No Trespass must meet with specific CCC personnel to seek 
permission to return. Visitors and guests who have been issued a Notice of No Trespass and wish 
to attend a CCC sponsored activity or return to CCC for an event must meet with the Director of 
Safety and Security and his/her designee prior to the event and, if the Notice of No Trespass is 
withdrawn, a withdrawal letter will be issued. Visitors and guests who have been issued a 
άbƻǘƛŎŜ ƻŦ bƻ ¢ǊŜǎǇŀǎǎέ ŀƴŘ ǿƛǎƘ ǘƻ ŜƴǊƻƭƭ ƛƴ ŀ ŎǊŜŘƛǘ ƻǊ ƴƻƴ-credit course or program must 
meet with the Dean of Student Services or designee in order to obtain permission to enter 
ŎŀƳǇǳǎ ǇǊŜƳƛǎŜǎ ŦƻǊ ŜŘǳŎŀǘƛƻƴŀƭ ǇǳǊǇƻǎŜǎ ŀƴŘ ǿƛǘƘ ŀƴȅ ŀǇǇǊƻǇǊƛŀǘŜ ǊŜǎǘǊƛŎǘƛƻƴǎΦ LŦ ǘƘŜ άbƻǘƛŎŜ 
ƻŦ bƻ ¢ǊŜǎǇŀǎǎέ ǿŀǎ ǊŜƭŀǘŜŘ ǘƻ ǎŜȄǳŀƭ ƳƛǎŎƻƴŘǳŎǘΣ ǘƘŜ 5Ŝŀƴ ƻŦ {ǘǳŘŜƴǘ {ŜǊǾƛŎŜǎ ǿƛƭƭ Ŏƻnfer with 
the EEO Office prior to making a final decision. If approved, the Dean of Student Services will 
notify the Director of Safety and Security, the other Dean of Student Services at all colleges, and 
the Associate Vice Chancellor of Advising and Student Success. 
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(c) Student Misconduct 
CCC students are expected to conduct themselves in a manner which is considerate of the  
rights of others and which will not impair the educational mission of the college. Specifically, all 
students assume an obligation to conform to Board Rules, Policies, and statement of Students 
Rights and Responsibilities.  See Student Conduct Complaint. 

ά¢ƘŜ Standards of Conduct applies and discipline may be imposed for conduct which 
occurs on College premises, at off campus recreational or instructional sites, at any 
College-sponsored event, or at any College supervised or provided activity, 
transportation or ŦŀŎƛƭƛǘȅΦέ 

 

(d) Types of Misconduct 
Misconduct for which students are subject to college discipline falls into the following 
categories: 

 

1. Academic dishonesty ς includes but is not limited to cheating, complicity, 
fabrication and falsification, forgery, plagiarism, or unauthorized access to 
examination materials. See Academic Integrity and Dishonesty. 

 

2. Dishonesty involving college documents, records or identification cards ς stealing, 
forgery, alteration or improper use of college documents, records, or identification 
cards with intent to defraud, and knowingly furnishing false information to the 
college. 

- 2.1a: Forgery of an administrative staff person, faculty member, or 
ǎǘǳŘŜƴǘΩǎ ƴŀƳŜΤ ŀƭǘŜǊŀǘƛƻƴ ƻǊ ƳƛǎǳǎŜ ƻŦ ŎƻƭƭŜƎŜ ŘƻŎǳƳŜƴǘǎΣ ǊŜŎƻǊŘǎΣ 
identification; or possession of documents and records belonging to 
another.  

- 2.1b: Deliberate misrepresentation of facts and/or knowingly furnishing 
false information to college departments and/or officials.  

- нΦмŎΥ ¦ǎŜ ƻŦ ǘƘŜ /ƻƭƭŜƎŜΩǎ ƴŀƳŜΣ ƛƳŀƎŜΣ ƻǊ ƭƻƎƻ ǿƛǘƘƻǳǘ ǇǊƻǇŜǊ 
authorization or with intent to misrepresent or defraud. 

- 2.1d: Misrepresentation - Lying, misrepresenting of facts or giving false 
testimony to any college official is prohibited. This includes but is not 
limited to forging, transferring, altering, wrongfully obtaining or otherwise 
misusing documents including being in possession of an ID other than your 
own and/or a fake ID. 

- Misrepresentation includes but is not limited to any misuse of college 
funds, using the college logo or name without appropriate permission 
and/or to falsely attribute an activity to the college.  

- Representing oneself as City Colleges of Chicago in signing a contract or 
agreement, falsification of any college record or use of any computer to 
gain unauthorized access to an existing college record is not permitted 
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3. Obstruction or disruption of learning environment or other college activities ς 
intentional obstruction or disruption of teaching, research, administration, 
disciplinary proceedings, or other college activities or conduct that creates a 
hostile working or learning environment. 

- 3.1a: Engaging in violent, abusive, indecent, profane, boisterous, 
unreasonable loud or otherwise disorderly conduct under any circumstance 
including, but not limited to, intoxication due to the consumption of 
alcohol, in which the conduct tends to cause or provoke a disturbance or 
disrupts the normal operations of the college. 

- 3.1b: Any action that causes inconvenience annoyance, or alarm to others, 
or which interferes with the rights of other individuals (including the right 
to quiet study), disturbs the public peace, endangers personal well-being or 
causes a risk of/or physical harm to public or private property 

- 3.1c: Any conduct or behavior that disrupts a faculty member while 
teaching is a violation. This includes, but is not limited to, talking in class, 
talking, texting, playing music, or listening to headphones. 

 
4. Conduct that threatens health or safety ς conduct that threatens the health or 

safety of any person including but not limited to physical assault, threats that cause 
a person to fear for ƻƴŜΩǎ ƻǿƴ safety or the safety of her or his family, and incidents 
involving the possession, display, or use of a weapon. Includes such misconduct 
occurring via any telecommunication device, social media, or any other web-based 
means of communication.  

- Issues of Harassment/Intimidation (4.1), Stalking (4.2), or Sexual 
Misconduct (4.3) will follow the CCC Equal Opportunity Policy and 
Complaint Procedures.  

(4.4)  Hazing  
City Colleges of Chicago prohibits hazing by campus groups, organizations, and/or 
indƛǾƛŘǳŀƭǎΦ !ƴȅ ǇŜǊǎƻƴ ƻǊ ƻǊƎŀƴƛȊŀǘƛƻƴ ǘƘŀǘΣ ƛƴ ǘƘŜ ŎƻǳǊǎŜ ƻŦ ŀƴ ƛƴŘƛǾƛŘǳŀƭΩǎ 
initiation or affiliation into an organization, intentionally or recklessly engages in 
conduct that creates a risk of physical injury or mental distress to that individual or 
group of individuals will be in violation of the Student Code of Conduct. Any person 
suffering from an incident of hazing, witnessing an incident of hazing, or have 
knowledge of an incident of hazing shall report the incident to the Dean of Student 
Services. 
 

4.4a: The threat to inflict bodily harm or the action of inflicting bodily harm 
to an individual as part of an initiation rite is prohibited.  
 
4.4b: The forced purchase or consumption of alcohol or drugs as part of an 
initiation rite is prohibited.  
 
4.4c: the forced participation in any kind of sexual activity as a condition for 
affiliation or as part of an initiation rite is prohibited.  

 



Academic & Student Policy, August 2019 

City Colleges of Chicago ς Subject to Change 

74 

  

 

4.4d: the creation of excessive fatigue or prevention of individuals from 
participating in classroom activities or interacting with fellow students as 
part of any initiation rite is prohibited.  
 
4.4e: Forced participation in any other activity that endangers the physical 
or mental health of an individual is prohibited.   
 
4.4f: Any student who willingly participates in any acts of hazing will also be 
in violation and subject to disciplinary proceedings.  

 
(4.5)  Physical Altercation/Violent/Threatening Behavior  
The intentional use of force or violence directed upon another: Physical 
altercations or physical contact, which includes, but is not limited to fighting, 
slapping, pushing, punching and/or contact using a weapon of any sort for the 
purpose of physical abuse or violence involving physical contact.  
 
(4.6)  Weapons/Firearms/Explosives  
The use, possession and/or storage of firearms, ammunition, explosives, fireworks 
or other lethal weapons of any kind in motor vehicles, buildings or elsewhere on 
college premises or during college activities are prohibited.  
The penalty for possession weapons may be subject to expulsion. If a student is 
found responsible, automatic expulsion will be rendered. 
 
Specific violations of this policy include, but are not limited to, the possession, use 
or threat of use of any of the following items: 
 

¶ Any firearm (including any weapon or instrument from which a shot, 
projectile, or other object may be discharged by force, whether operable or 
inoperable, loaded or unloaded); 

¶ Any toy gun which, based on color, design or appearance, would be 
considered by a reasonable person to be an actual firearm; 

¶ Any deadly weapon, defined as any instrument, item, or material readily 
capable of causing death or serious physical injury; 

¶ Any BB gun, pellet gun, air rifle, paint gun, sword (whether decorative or 
not), or other martial arts weapon; 

¶ Any knife (other than an ordinary pocketknife carried in a closed position, 
with a blade of three inches or less or cutlery of a reasonable size, when 
used in a kitchen or other food preparation area); or 

¶ Any explosive chemical or device including a substance or a combination of 
substances possessed or prepared for the purpose of producing a visible or 
audible effect by combustion, explosion, deflagration, or detonation, 
including fireworks and illegal or potentially dangerous chemicals. 

Note: Students who hold a conceal carry permit are not allowed to be in 
possession of their firearm within any CCC building. 

See Disciplinary Hearings Involving Allegations of Sexual Harassment 

https://cccedu.sharepoint.com/policy/Shared%20Documents/Previous%20Policy%20Cycle%20Documents/2019%20March/March%202019%20Policy%20Change%20Side%20by%20Side%20-%20final%20-%20Au%20notes%20on%20update.docx#_bookmark140
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5. Theft or vandalism 

- 5.1a: Theft of property, including taking without express permission, or 
misappropriation of, any property or services of CCC or others; or possession of 
any property that the student had knowledge, or reasonably should have had 
knowledge, was stolen. 

 
- 5.1b: Damage to or destruction of CCC premises or property or to the 

property of a member of the CCC community while on institutional 
premises. 

 
6. Failure to comply ς failure to comply with college officials acting in the 

performance of their duties. 
 

7. Breaching Campus Saftey or Security 
 

- 7.1a: Unauthorized access to college facilities; intentionally damaging 
door locks; unauthorized possession of college keys or access cards. 
Duplicating college keys or access cards; or propping open of exterior 
security doors. 
 

- 7.1b: Tampering with fire safety equipment, such as fire extinguishers, 
smoke detectors, alarm pull stations emergency exits, or other safety 
equipment  
 

- 7.1c: Placement of equipment or vehicles to obstruct the means of 
access to or from college buildings or intentional obstruction of the free 
flow of pedestrian or vehicular traffic on college premises or at college 
sponsored functions. 

 
8. Retaliation ς including retaliation or harassment against any student, program 

participant, employee or other person(s) who make complaints or cooperate in 
the investigation of EEO matters and complaints, student grievances, and/or 
student disciplinary matters. 

 

9. Alcohol and controlled substances 

- 9.1a: Alcohol possession and/or consumption, including the possession 
and/or consumption of alcoholic beverages except at an off-campus 
activity where all in attendance meet the minimum age established by 
state law and where the location of the activity does not prohibit such 
beverages. 
 

- 9.1b: Controlled substance possession and/or consumption, including 
the possession, sale, use or distribution of any narcotic drug, marijuana, 
or other addictive or hallucinogenic substance prohibited by law. 

-  See Drug and Alcohol Free Campus 
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10. Clinical/Practicum Misconduct 

Any violation of behavior guidelines as determined and outlined by the academic 
program. This inŎƭǳŘŜǎΣ ōǳǘ ƴƻǘ ƭƛƳƛǘŜŘ ǘƻΣ ōŜƘŀǾƛƻǊΣ ǿƘƛŎƘ ŎŀǳǎŜǎ ǘƘŜ ǎǘǳŘŜƴǘǎΩ 
ǘŜƳǇƻǊŀǊȅ ǎǳǎǇŜƴǎƛƻƴ ƻǊ ǊŜƳƻǾŀƭ ŦǊƻƳ ŀƴ ŜȄǘŜǊƴŀƭ ǇƭŀŎŜƳŜƴǘ ǎƛǘŜΣ Ǿƛƻƭŀǘƛƻƴ ƻŦ άǿƻǊƪ 
ǊǳƭŜǎέΣ ŜǘŎΦ 

 

11. Violations of CCC policies 

-  Equal Opportunity in Employment, Programs, Services and Activities policy 
-  Equal Opportunity Policy and Complaint Procedures 
-  Academic program Handbooks 
-  College Rules 
-  Drug and Alcohol Free Campus policy 
-  Headcovering Policy 
-  Tobacco-Free Campus policy 
-  Responsible Computer Use policy 
-  Other approved CCC Policies and Procedures  

 

Section 8.19 Student Optional Disclosure of Private Mental Health   
Information 

Procedures: Student Optional Disclosure of Private Mental Health Information ς Procedures. 
 

In accordance with the Student Optional Disclosure of Private Mental Health Act (2016), CCC 
provides students the option to authorize in writing the disclosure of certain private mental 
health information to a designated person. Under this Act, CCC will disclose information to this 
designated person if a physician, clinical psychologist or other qualified examiner employed by 

 

CCC makes a determination that the student poses a clear danger to himself, herself or to 
others, or to protect the student or other person against a clear, imminent risk of serious 
mental or physical injury, disease, or death. 

 

Students may opt to designate an emergency mental health contact, opt not to designate a 
contact, change their contact, or delete a previously designated contact. 

 

The physician, clinical psychologist, mental health provider, or other qualified examiner will, as 
soon as practicable, but in no more than 24 hours after making the determination, attempt to 
contact the designated person and notify the designated person that a determination has been 
made that the student poses a clear, imminent danger to himself, herself, or others. 

 

Section 8.20 Mediation 
Policy history: Mediation. Note: this policy was deleted effective March 2017. 
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Section 8.21 Disciplinary Hearings 
Policy History: Disciplinary Hearings. 
Procedures: Disciplinary Hearings ς Procedures. 

 

(a) Due Process Pre-Hearing Meeting 
The respondent(s) will be contacted by the Dean of Student Services or designee from the Dean 
of Student Services Office to advise them of the alleged violations of the Code. The Dean of 
Student Services or designee will officially explain and review with the respondent student their 
Due Process Rights. The student must sign the Due Process Rights form verifying receipt of the 
ƴƻǘƛŎŜ ƻŦ άǎǘǳŘŜƴǘ ǊƛƎƘǘǎέ ŎƻƴǘŀƛƴŜŘ ǿƛǘƘƛƴΦ ¢ƘŜ 5Ŝŀƴ ƻŦ {ǘǳŘŜƴǘ {ŜǊǾƛŎŜǎ ƻǊ ŘŜǎƛƎƴŜŜ ǿƛƭƭ 
inform the respondent in writing of the scheduled date of their forthcoming hearing within two 
(2) academic days following this meeting.  
 
See GLOSSARY OF TERMS for the definition of άŀŎŀŘŜƳƛŎ ŘŀȅǎΦέ 

 

(b) Interim Suspension 
The Dean of Student Services or designee is authorized to suspend the student against whom a 
complaint is made for up to five (5) academic days, pending the Formal Disciplinary Hearing in 
instances in which the Due Process Hearing Meeting indicates a substantial threat to the good 
order, safety, or well-being of the college community. In instances where the student is non-
responsive to the Due Process Pre-Hearing notice or extraordinary safety concerns, the Dean of 
Student Services is authorized to suspend the student for up to five (5) academic days.  
 

(c) Informal Hearing  
The Informal Hearing Agreement provides students with minor violations, as determined by the 
Code, with an option for resolving matters in an informal manner.  After conducting an 
investigation of the facts of the conduct case, the Dean of Student Services or designee or 
designee (at his or her discretion) determines whether or not the violations committed may be 
resolved through the Informal Resolution Agreement.  This procedure may be exercised in lieu 
of referring the case to the Disciplinary Committee for a formal conduct hearing.   The Informal 
Resolution Agreement may be conducted by the Dean of Student Services or designee.  The 
Information Resolution Agreement procedure consists of four steps and the student must agree 
to all four conditions if he or she wishes to resolve the case informally:  

1. The student must agree that he or she has violated the Student Code of Conduct.  
2. The student must agree with the sanction(s) proposed by the Conduct Dean of 

Student Services or designee or the Dean of Students.  
3. The student must agree to waive his or her right to a formal hearing before the 

Conduct Board.  
4. The student must agree to waive his or her right to an appeal.  If the student agrees 

to all four conditions, he/she will be required to sign the Informal Resolution 
Agreement.  The student will be provided with a copy and a disciplinary file and 
record will be created and maintained.  
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(d) Formal Disciplinary Hearing 
! ŎƻƭƭŜƎŜΩǎ 5ƛǎŎƛǇƭƛƴŀǊȅ /ƻƳƳƛǘǘŜŜ ŀŦŦƻǊŘǎ ǘƘŜ ǎǘǳŘŜƴǘ ŀƎŀƛƴǎǘ ǿƘƻƳ ŀ ŎƻƳǇƭŀƛƴǘ Ƙŀǎ ōŜŜƴ 
made. When the student has been interim suspended pending the Formal Disciplinary Hearing, 
the student shall have the right to a Formal Disciplinary Hearing within five (5) seven (7) 
academic days of the start of the suspension. The student shall be allowed to bring no more 
than one (1) observer; which includes, but is not limited to: family members, faculty, staff, and 
or students. These individuals are not allowed to speak in the actual hearing. 

 

 
(e) Disciplinary Hearings Involving Allegations of Sexual Harassment 

Sexual harassment occurs when an individual is subjected to unwelcome sexual advances, 
requests for sexual favors, and other expressive or physical conduct of a sexual nature where: 
(1)submission to such conduct is made a condition of employment or education; (2) submission 
to or rejection of such conduct is the basis for an academic or a personnel decision affecting the 
individual; or (3) such conduct interferes with the ƛƴŘƛǾƛŘǳŀƭΩǎ academic or work performance or 
creates an intimidating, hostile or offensive learning or work environment. Examples of sexual 
harassment include, but are not limited to, sexual advances, repeated date requests, sexual 
gestures, sexual cartoons or images, discussions about sexual activity, domestic violence, dating 
violence, stalking, sexual misconduct, and sexual assault. 
 

(f) Remote Hearing Participation 
In situations where the accused ǎǘǳŘŜƴǘΩǎ presence at the College constitutes a substantial 
threat of harm to members of the College community, the President in consultation with the 
/ƻƭƭŜƎŜΩǎ {ǳǇǇƻǊǘƛǾŜ Intervention Team, can order that the student participate in the 
disciplinary hearing remotely via telephone, videophone, video-conference, or by other means 
determined by the College. 
 
(g) Accommodations and Assistance 

1. As per Section 504 of the Americans with Disabilities Act (ADA), students with 

documented disabilities may request reasonable accommodations at their conduct 

hearing, appeal, or any part of the conduct process, including communication 

regarding the process. It is the student's responsibility to determine if 

accommodations are needed. The Dean of Student Services or designee will not make 

that determination. These accommodations include, but are not limited to: a sign 

language interpreter, the presence of a service animal, the presence of a reader or 

other trained, professional assistant, etc. For more information, contact the college's 

Disability Access Centers (DAC). It is the student's responsibility to arrange for 

accommodations and notify the Dean of Student Services or designee within three (3) 

academic days of receiving the initial letter that accommodations are being sought. 

The Dean of Student Services or designee is not responsible for arranging 

accommodations, but will work with the college's DAC to make all reasonable 

accommodations. A professional from the DAC must arrange and/or handle the 
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accommodations. As per ADA, students with disabilities are expected to adhere to the 

conduct policies applicable to all students. 

As is the case with all students in the process, the complainant and/or the alleged 
student is responsible for presenting their own case. Any person(s) providing 
approved accommodations in the hearing will not be guiding the student in what to 
say, points to bring up, or otherwise involve themselves in the hearing. This 
expectations will be communicated by Dean of Student Services or designee to DAC as 
well. 

2. Students may request to have a translator present at their hearing and any meetings 
related to their case. It is the student's responsibility to determine if a translator is 
needed. The Dean of Student Services or designee will not make that determination.  
a. The request to have a translator present must be made in writing within three (3) 

academic days prior to any hearing. The Dean of Student Services or designee will 

attempt to locate a translator connected to the College. The translator cannot be 

a friend or family member and cannot be another student at the College. 

As is the case with all students in the conduct process, it is the student's responsibility to 
ensure that they are able to understand communication from the Code of Conduct Office 
and ask for clarification when necessary. 

 

Section 8.22 Appeal of Discipline 
Procedures: Appeal of Discipline ς Procedures. 

 

In the event the student charged disagrees with any suspension in excess of five (5) academic 
days, college dismissal, or expulsion, the student may appeal the decision in writing. See  
GLOSSARY OF TERMS for the definition of άŀŎŀŘŜƳƛŎ ŘŀȅǎΦέ 

 

(a) Conditions of Appeal 
The student shall have the right to appeal a disciplinary decision arising from a Formal 
Disciplinary Hearing within ten (10) academic days of the ǎǘǳŘŜƴǘΩǎ receipt of the College 
tǊŜǎƛŘŜƴǘΩǎ decision. Appeals are not re-hearings, are not granted on the basis of disagreement 
with the original decision, and should be based upon one or more of the following: 

¶ There was a denial of a fair hearing. 

¶ There was insufficient evidence to establish responsibility. 
¶ There was new information available that was not available at the time of the hearing 

which may have affected the disciplinary decision. 

¶ The severity of the sanction exceeds the severity of the violation. 
¶ The hearing process involved a substantial deviation from policy and/or procedure to 

the disfavor of the student. 

¶ There exists exceptional circumstances to limit an expulsion to a certain college or 
colleges. 

 
(b) Appeal Process and Outcome 

The Provost & Chief Academic Officer shall appoint a District Judicial Affairs Committee, 
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consisting of at least three (3) administrators and one (1) student representative to review 
Appeals of Discipline for suspensions, dismissals, or expulsions and to render a 
recommendation to the Provost & Chief Academic Officer. The Provost & Chief Academic 
OfficerΩǎ decision may uphold the College tǊŜǎƛŘŜƴǘΩǎ decision, limit its duration, reverse the 
decision, permit the student to enroll in another City College, or make such other disposition as 
deemed just and proper under the circumstances. The student shall have the right to be 
notified of the Provost & Chief Academic OfficerΩǎ decision within ten (10) academic days of 
receipt of the ǎǘǳŘŜƴǘΩǎ appeal. The decision shall be final and effective immediately upon 
issuance. 

 

(c) Petition for Readmission 
In exceptional instances, a student dismissed from a College or expelled from all City Colleges  
for disciplinary reasons may petition for readmission. To qualify for consideration, the   
ǎǘǳŘŜƴǘΩǎ petition for readmission must be accompanied by documented evidence of good 
citizenship and a personal statement that speaks to a self-understanding of the concerning 
behavior that led to the dismissal or expulsion and which demonstrates personal development 
that supports the belief that the concerning behavior will not be repeated. A student is eligible 
to petition for readmission no less than five (5) years following the date of dismissal or 
expulsion. The petition decision rests with the President of the College the student wishes to 
attend, and the tǊŜǎƛŘŜƴǘΩǎ decision must be approved by the Provost & Chief Academic Officer. 

 

Section 8.23 Student Grievances (Non-Academic) 
Procedures: Student Grievances (Non-Academic) ς Procedures. 

 

If any student feels he/she had been mistreated by another student, or a member of the college 
staff, the student may file a άƴƻƴ-academic grievance.έ 

 

Section 8.24 Equal Opportunity in Employment, Programs, Services and   
Activities 

EQUAL EMPLOYMENT OPPORTUNITY POLICY, TITLE IX ς GENDER DISCRIMINATION POLICY, 
SECTION 504/ADA COMPLIANCE POLICY.1 

Procedures: Equal Opportunity in Employment, Programs, Services and Activities ς Procedures. 
 

The City Colleges of Chicago is strongly committed to ensuring that its learning and working 
environments are free of discrimination and harassment, including sexual harassment.  CCC will 
take action to stop discrimination or harassment, remedy discrimination or harassment and 
prevent recurrence of discrimination or harassment. The Board of Trustees of the City Colleges 
of /ƘƛŎŀƎƻ όά///έύ prohibits unlawful discrimination or harassment with respect to hire, terms 
and conditions of employment, continued employment, admissions, or participation in Board 
programs, services, or activities (regardless of whether such programs, services or activities 
occur on CCC property) on the basis of race, color, national origin, ethnicity, sex, age, religion, 

 
 

1 City /ƻƭƭŜƎŜǎΩ EEO Policy can be viewed in its entirety at www.ccc.edu/departments/Pages/Equal-Opportunity-Office-   

(EEO).aspx. 

http://www.ccc.edu/departments/Pages/Equal-Opportunity-Office-(EEO).aspx
http://www.ccc.edu/departments/Pages/Equal-Opportunity-Office-(EEO).aspx
http://www.ccc.edu/departments/Pages/Equal-Opportunity-Office-(EEO).aspx
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citizenship status, sexual orientation including gender identity, marital status, pregnancy, order 
of protection status, disability, genetic information, military status, or status as a member of 
any other protected class under federal, state, or city law.2 

 
Prohibited harassment under this policy includes: using racial or ethnic slurs, making religious, 
ethnic, or gender specific jokes, distributing offensive cartons or figures, spreading sexual 
rumors, and other conduct which interferes with the individual's work or academic  
performance or creates an intimidating, hostile, or offensive working or learning environment. 

 
Sexual harassment is a form of sex discrimination and is prohibited by this policy, Title VII of the 
Civil Rights Act of 1964 όά¢ƛǘƭŜ ±LLέύΣ and Title IX of the Education Amendments of 1972 όά¢ƛǘƭŜ 
L·έύ. Sexual harassment occurs when an individual is subjected to unwelcome sexual advances, 
requests for sexual favors, and other expressive or physical conduct of a sexual nature where: 

¶ Submission to such conduct is made a condition of employment or education; 
¶ Submission to or rejection of such conduct is the basis for an academic or a personnel 

decision affecting the individual; or 

¶ Such conduct interferes with ǘƘŜ ƛƴŘƛǾƛŘǳŀƭΩǎ academic or work performance or creates 
an intimidating, hostile or offensive learning or work environment. 

 
Examples of sexual harassment include, but are not limited to, sexual advances, repeated date 
requests, sexual gestures, sexual cartoons or images, discussions about sexual activity, 
domestic violence, dating violence, stalking, sexual misconduct, and sexual assault. Under 
Illinois law (720 ILCS 5/12-13) the crime of criminal sexual assault is committed when a person 
does any of the following: 

¶ Commits an act of sexual penetration by the use of force or threat of force 
¶ Commits an act of sexual penetration and the accused knew that the victim was unable 

to understand the nature of the act or was unable to give knowing consent 

¶ Commits an act of sexual penetration with a victim who was under 18 years of age when 
the act was committed and the accused was a family member 

¶ Commits an act of sexual penetration with a victim who was at least 13 years of age but 
less than 18 years of age when the act was committed and the accused was 17 years of 
age or over and held a position of trust, authority or supervision in relation to the victim 

 

Section 8.25 College Rules 
¶ Except on special occasions, all food consumption is limited to the student lounges and 

cafeteria. Food and drink may not be taken to other unauthorized places. 

¶ Students must leave college premises at closing time unless written permission has been 
received from an authorized official. 

 

 
 

2 As a public community college district, CCC adheres to federal, state and city laws and regulations regarding non- 
discrimination. Should any federal, state or city law or regulations be adopted that prohibits discrimination based 
on characteristics not included in this policy, discrimination on those additional bases will also be prohibited by this 
policy. 
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¶ Every student is required to carry an official college identification card at all times and to 
display it upon request of any member of the faculty, staff, administration, and security 
officers. 

¶ Children must not be left unattended and should not be on campus for extended 
periods. 

¶ Gambling is not allowed on college premises. 
¶ Changes of names and addresses must be reported promptly to the Office of the 

Registrar. 
 

Section 8.26 Drug and Alcohol Free Campus 
Students are expected to behave in a manner appropriate to a place of study and learning.  The 
following kinds of behavior are contrary to those expectations and will be cause for college 
disciplinary action: 

¶ Possession and/or consumption of alcoholic beverages except at an off-campus activity 
where all in attendance meet the minimum age established by state law and where the 
location of the activity does not prohibit such beverages. 

¶ Possession, sale, use or distribution of any narcotic drug, marijuana or other addictive or 
hallucinogenic substance prohibited by law. 

 
More information is available on our Consumer Information webpages. 

 

Section 8.27 Headcovering Policy 
Students entering City Colleges of Chicago buildings are required to remove all head coverings 
unless such coverings are associated with religious beliefs or documented medical conditions. 

 

Section 8.28 Religious Accommodations 
CCC will reasonably accommodate the religious observance of individual students in regard to 
admissions, class attendance, and the scheduling of examinations and work requirements. 
Students who are unable to attend classes or to participate in any examination, study, or work 
requirement on a particular day based upon a sincerely held religious belief may be excused 
and have an opportunity to make up the examination, study or work requirement missed 
because of such absence on a particular day. To be excused for such absences, students must 
notify their instructors well in advance of any anticipated absence or a pending conflict 
between a scheduled class and the religious observance, provided that the make-up 
examination, study, or work does not create undue hardship for the college. No charges of any 
kind shall be assessed by the institution for making available to the student such an 
opportunity. No adverse or prejudicial effects shall result to any student because of his or her 
availing himself or herself of the provisions of this policy.  Excused absences from classes or 
examinations for religious observances will not be counted against any mandatory attendance 
requirements, but they do not relieve students from responsibility for any part of the course 
work required during the period of absence.  The instructor may appropriately respond if the 
student fails to satisfactorily complete any alternative assignment or examination. Students 

http://www.ccc.edu/menu/Pages/Facts-and-Statistics.aspx
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may raise any claim that they have been denied an educational benefit due to their religious 
beliefs or practices under this policy through the EEO Office. 

 

Section 8.29 Health Examinations 
All students must comply with any requirement of the Department of Health of the City of 
Chicago as a precondition to their admission or continuance as students of CCC and must 
submit to a health examination when directed to do so by the College President. 

 

Section 8.30 Infectious Diseases 
The Chancellor, College President or their designees will report all incidents of infectious 
diseases to the City of Chicago Department of Health or other responsible public agency as 
required by law upon report, to the Chancellor, College President or their designees will follow 
the direction of the responsible public agency. 

 

It is the policy of CCC to not discriminate, in enrollment or employment, against any individual 
infected with a communicable disease. The Illinois Department of Public Health and the 
National Centers for Disease Control and Prevention have specified diseases that are 
contagious, infectious, communicable and dangerous to the public health. Instances of 
communicable diseases will be reviewed on a case-by-case basis and reasonable 
accommodations will be made in compliance with applicable state and federal laws, regulations 
and rules. CCC is committed to protecting the health and general welfare of the students, 
faculty and staff. 

 

CCC will not disclose the identity of any employee or student who has a communicable disease, 
except as authorized by law or where that individual provides written consent. 

 
All confidential medical information about an individual will be handled in compliance with 
legal requirements and professional ethical standards. 

 

The college shall identify sources of competent and confidential testing for communicable 
diseases as well as counseling services upon request. 

 

Section 8.31 Tobacco-Free Campus 
In accordance with the Illinois Clean Indoor Air Act, and in recognition of the U.S. Surgeon 
General's Report indicating that secondary smoke (smoke that exists in the air because of a 
smoker nearby) is hazardous to the health of non-smokers, the use of all tobacco products 
(including smokeless tobacco products) is prohibited on all CCC campuses, satellite locations, 
District Office and offsite facilities, including parking lots. A healthy campus is defined as a 
tobacco-free campus which prohibits the use of all forms of tobacco (including but not limited 
to cigarettes, cigars, pipes, hookah, electronic cigarettes, chew, snuff, and other smokeless 
tobacco products) and the sale of these products on campus-owned or leased property, 
including buildings, grounds, plazas, ramps, parking lots and outdoor common areas. No 
ashtrays or smoking shelters are provided on tobacco-free campus grounds. 
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To minimize health risk, improve the quality of air and enhance the CCC environment, no 
consumption of tobacco or tobacco product is allowed on any College property or in any 
College facility; this includes all buildings, College owned or leased vehicles, walkways, inside 
College or fleet vehicles, College grounds, sidewalks and streets within the campus proper and 
any other college owned property. Littering the campus with the remains of tobacco products 
or any other disposable product is prohibited. 

 
In furtherance of this policy, CCC actively promotes smoking cessation assistance and 
prevention services to students, faculty and employees who wish to stop using tobacco 
products. Assistance to students, faculty and employees to overcome addiction to tobacco 
products and information regarding cessation programs is available through the various CCC 
Wellness Centers or other partners. 

 

Section 8.32 Safety & Security Policy 
The City Colleges of Chicago has an obligation to provide a safe environment free from violence 
and threats of violence where civility is valued. To that end, it is the intent of CCC to make 
reasonable efforts to provide for the safety and security of its students, faculty, staff, public, 
and property. More information is available at the Office of Safety & Security. 

 

Section 8.33 Alert System 
In case of emergency, CCC students will be notified via email, home or cell phone, and/or text 
message as indicated by registering with the CCC Emergency Alert System. 

 

Section 8.34 Responsible Computer Use 
Faculty, staff and students are required to comply with ///Ωǎ wŜǎǇƻƴǎƛōƭŜ Computer Use Policy 
in Article 6, Board Policies and Procedures for Management & Government. 

 

Section 8.35 Student Misconduct Sanctions 
Renamed: formerly Student Misconduct. 

 
Any violation of the above stated categories may result in an informal or formal hearing 
resulting in one or more of the sanctions as deemed appropriate by a City Colleges of Chicago 
official: 

 

Disciplinary Warning A written reprimand stating that further misconduct will bring more 
serious action. 

Disciplinary Probation A written statement disqualifying a student for a specific period of time up 
to one (1) calendar year from participating in extra/co-curricular activities 
at any college.  Additionally, written sanctions may be detailed describing 
more serious action if further violations occur. 

http://www.ccc.edu/departments/Pages/Safety-Security.aspx
http://www.ccc.edu/menu/Pages/CCC-Alert.aspx
http://www.ccc.edu/departments/Documents/BOARD%20POLICIES%20AND%20PROCEDURES.pdf
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Restitution A written requirement that the student provide reimbursement for 

misappropriation of funds or ŘŀƳŀƎŜ ǘƻ /ƛǘȅ /ƻƭƭŜƎŜǎΩ property, or that of 
an individual. Reimbursement may take the form of appropriate service to 
repair or compensate for damages. 

Community Service A written requirement that a student perform a certain number of 
community service hours at CCC prior to the end of term. Completion will 
afford students full reinstatement of privileges. 

College Suspension A written notice of exclusion from the college, and/or class(es), privileges, 
and all college activities for a specified period of time of up to one (1) 
calendar year after which the student may be eligible to return. 
Conditions for readmission may be specified.  Attendance at another City 
College is contingent on the other ŎƻƭƭŜƎŜΩǎ approval. 

Districtwide Suspension A written notice of exclusion from all City Colleges of Chicago, and/or 
classes(es), and/or college activities for a specified period of time of up to 
one (1) calendar year after which the student may be eligible to return. 
Conditions for readmission may be specified. 

College Dismissal Privileges to attend a certain college are permanently revoked. 
Attendance at another City College is contingent on the other ŎƻƭƭŜƎŜΨǎ 
approval. 

Districtwide Expulsion Student indefinitely restricted from enrolling or attending classes, or 
accessing any extra or co-curricular activities or privileges offered at any of 
the City Colleges of Chicago. 

Revocation of a 
Previously Awarded 
Degree or Certificate 

The revocation of a previously awarded degree or certificate. Note:  both 
the ǎǘǳŘŜƴǘΩǎ previously awarded degree or certificate and the revocation 
of such award will be included in the ǎǘǳŘŜƴǘΩǎ permanent academic 
record. 

 

Section 8.36 Access to College Facilities 
Policy history: Access to College Facilities. 

 

During the hours* when the Office of Admissions, Administration, Office of the Registrar, 
Financial Aid and auxiliary services of the college are normally open to the students and faculty, 
the offices of each college shall be opened also to members of the public having business with, 
or seeking information from, the college. However, visitors or outsiders may be required by 
college personnel to present identification and to state or record their presence, destination, 
and purpose when seeking admission to the ŎƻƭƭŜƎŜΩǎ facilities under security procedures 
deemed necessary by the Vice Chancellor of Safety and Security or the Director of Safety and 
Security. 
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Except as otherwise ordered, college facilities shall be closed to unauthorized personnel after 
normal college hours. College facilities also shall be closed to the public in emergency 
situations and at such other times as may be necessary for the orderly conduct of the ŎƻƭƭŜƎŜΩǎ 
business. 

 

Admission to college facilities during periods when such facilities are closed to the public will be 
limited to authorized individuals who may be required to sign the register and/or display 
identification documents when requested by security staff or other authorized individuals. 

 
*  Hours vary at each college. 

 

Section 8.37 Student Travel and Chaperone Policy 
Procedures: Student Travel and Chaperone Policy ς Procedures. 

 

CCC encourages its students to participate in off-campus programs that provide valuable 
learning opportunities and enforces specific student travel policies to support student well- 
being and safety and responsible management of travel expenses. Students and Chaperones 
are required to follow specific guidelines based upon the type of student group that is traveling. 
While travel approval requirements vary by student group, travel must be pre-approved by 
following the specific student ƎǊƻǳǇΩǎ guidelines for release forms, medical forms, MOU 
certifications, trip sponsor and chaperone requirements, means of travel, and reimbursement. 

 

Because CCC-sponsored student travel is considered an official student activity, all CCC student 
conduct policies apply. 

 
Student Travel Chaperones have many responsibilities before, during, and after the sponsored 
trip; while in route; and while at the destination of the sponsored trip. Chaperones follow CCC 
chaperone guidelines for handling of emergencies, response to participant concerns and 
problems, on-the-spot provision of trip documents, and monitoring of ǇŀǊǘƛŎƛǇŀƴǘΩǎ behavior 
and whereabouts. Chaperones adhere to CCC drug and alcohol policies and other policies and 
guidelines including the Clery Act, FERPA, and HIPAA. 

 

Section 8.38 Individuals Visiting Classes 
Policy history: Individuals Visiting Classes. 

 

Only individuals who are officially registered for a class shall be allowed to be present in a class. 
Students may not bring children into the classroom while instruction is occurring. College 
administrators do not require written permission to visit a class. 

 

Section 8.39 Student Government 
Student government and the Student Government Association are authorized and supported by 
the Board of Trustees for the purpose of representing the interests and concerns of all CCC 
students; acting as a liaison body between students, the board and administration; and 
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providing general oversight of all student clubs, groups, and organizations through initial club 
ratification and fiscal authority. More information may be found at  
http://www.ccc.edu/departments/Pages/Student-Government-Association.aspx. 

 

Section 8.40 Student Conduct Complaint 
Procedures: Student Conduct Complaint ς Procedures 

 

Any student or member of the faculty, staff, or administration may file a student conduct 
complaint with the Dean of Student Services. The student against whom a complaint is made 
shall have the right to be notified in writing of the complaint, including the specifics of the 
alleged student conduct policy violation(s) and shall be provided the opportunity to present 
his/her version of the facts in writing no later than two (2) academic days after receipt of the 
complaint notification. See GLOSSARY OF TERMS for the definition of άŀŎŀŘŜƳƛŎ ŘŀȅǎΦέ 

 

Matters involving complaints of sexual harassment, sexual assault, relationship violence, and 
similar Title IX concerns are addressed through the process for Disciplinary Hearings Involving    
Allegations  of Sexual Harassment and are immediately reported to the Title IX District Director. 

 

Section 8.41 Student Complaints and Compliments 
 

The Complaints/Compliments Management System is an online portal, whereby City Colleges of 
Chicago (CCC) students, faculty, staff, and community members can submit a formal complaint 
or compliment regarding an academic or non-academic matter. Complaints and/or 
compliments can be submitted here. Complaints that are appeals for Instructional Grading, 
Academic Dishonesty, or Enrollment Status or other identified policies must follow the separate 
policy and procedure. 

 

http://www.ccc.edu/departments/Pages/Student-Government-Association.aspx
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INSTITUTIONAL POLICIES 
 

ARTICLE IX. APPROVING, REVIEWING & SUNSETTING 
PROGRAMS 

Section 9.01 Application of Rationale for Awarding Student Semester Credit 
Policy history: Application of Rationale for Awarding Student Semester Credit. 

 

City Colleges of Chicago defines credit hour in accordance with applicable federal, state, and 
regional accreditation standards and regulations3. The basic measure shall be adjusted 
proportionately to translate the credit hour value to all academic calendars and modalities of 
instructional delivery. 

 

CCC defines a credit hour as an amount of work represented in intended learning outcomes and 
verified by evidence of student achievement that as an institutionally established equivalency 
that reasonably approximates not less than: 

 

1. One contact hour of classroom or direct faculty instruction and a minimum of two hours 
of out-of-class student work (e.g., reading assignments, practice activities, collaborative 
team projects, practice tests, self-assessments, and computer-based learning activities) 
each week for approximately sixteen weeks for one semester hour of credit, which 
pertains to all instruction modalities including: face-to-face, hybrid, and/or online; or 

 

2. At least the equivalent amount of work over a different amount of time; or 
 

3. The equivalent amount of work as required in this definition for other academic 
activities as established by the college, including laboratory work, internships, directed 
studies, practicums, studio/performance work, and other work leading to the award of 
credit hours. 

 
 
 
 
 
 
 
 
 
 

 

3 Federal definition of credit hour, U.S. Dept. of Education - 34 CFR 600.2 (11/1/2010). 
Higher Learning Commission, Policy Number FDCR.A.10.020 available at  
http://policy.hlcommission.org/Federal-Regulation/assignment-of-credits-program-length-and-tuition.html. 

http://policy.hlcommission.org/Federal-Regulation/assignment-of-credits-program-length-and-tuition.html
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(a) Definition for Awarding Student Credit 
The definition for awarding student credit is as follows: 

 
 

Category 
Semester Credit 

Hours 

Minimum Number 
of Contact Hour(s)* 

Per Week 

Lecture/Discussion/Demonstration/Seminar 1 1 
Laboratory or Studio 1 2**  

Clinical Practicum 1 2**  

Independent Projects 1 3 

Cooperative Work Experience 
full-time (20 hours or more) 

 

1 
 

10 

Cooperative Work Experience 
part-time 

 

1 
 

5 

Field Trips 1 3 

Open Laboratory Experience 0 1 

Dependent upon external accrediting agency requirements. 
Notes: 

One Contact Hour = 50 minutes. 
*Based on an approximately 16-week term; other term lengths should be pro-rated accordingly. 
**It  is possible to increase the number of contact hours per credit hour when justified by the type of 
instruction necessary to meet the learning outcomes and/or for specific programmatic accreditation/licensure. 

Laboratory or Studio ς Up to 3:1 
Clinical Practicum ς Up to 4:1 

 

Section 9.02 Course and/or Program Approval 
Policy history: Course and/or Program Approval. 
Procedures: Course and/or Program Approval ς Procedures. 

 

Curriculum must address the requirements set forth by external governmental and accrediting 
agencies and the City Colleges of Chicago Board of Trustee policies. Accordingly, curriculum 
development shall be structured through a development, review and recommendation of a 
collaborative process known, effective August, 2014, as the Proposed Academic Curriculum 
Changes process (PACC), which replaces the former twelve-step curriculum review process 
known as Proposed Academic Changes process (PAC). 

 

This structured process, which shall be collaboratively implemented and conducted by faculty, 
district and college administrators, will provide a clearly defined development, revision, and 
recommendation process for all credit (Program Classification System Codes 1.1, 1.2, and 1.4) 
courses and programs offered by any of the City Colleges of Chicago (CCC). 

 

The PACC process shall: 

¶ Promote and ensure collaboration among administrators and faculty; 

¶ Designate a tenured, faculty member to facilitate (curriculum facilitator) curriculum 
initiatives for each college and the district; 
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¶ Distinguish curriculum development and curriculum review; 
¶ Increase understanding of required compliance with outside agencies and governing 

bodies; 

¶ Provide a curriculum development framework that supports the goals and expectations 
of external agencies and accrediting bodies; 

¶ Assure that new and revised courses and programs support the mission and goals of the 
City Colleges of Chicago (CCC); 

¶ Provide a web-based solution to store, manage, and track changes to courses and 
programs. 

 
Substantial changes to the PACC process, (e.g., curriculum development rubrics for courses and 
programs) will be a collaborative process with the mutual agreement of faculty, district and 
college administrators. 

 

Section 9.03 Program Review 
Policy history: Program Review. 
Procedures: Program Review ς Procedures. 

 

The City Colleges of Chicago (CCC) provides administrative support, guidance, and training for 
the annual Illinois Community College Board (ICCB) Five-Year Program Review reporting and 
submission process for the seven colleges within Community College District 508. ///Ωǎ 
compliance with the schedule of reviews mandated by ICCB guarantees that each of the seven 
colleges is actively engaged in a systematic, college-wide program review process for 
evaluating, per ICCB: 

¶ Career & Technical Education Programs 

¶ Academic Disciplines 

¶ Cross-Disciplinary Instruction 

¶ Student & Academic Support Services 

¶ Other Program Actions 
 
In accordance with ICCB regulations, at least once within a five-year cycle, each instructional 
program, student service, and academic support function is evaluated. CCC will provide access 
to the most current ICCB Five-Year Program Review Schedule and the ICCB Five Year Review 
Grid. 

 

Section 9.04 Program Inactivation 
Renamed: formerly Sunsetting Programs. 
Policy history: Program Inactivation. 
Procedures: Program Inactivation ς Procedures. 

 

CCC periodically reviews its academic programs, courses, and services to ensure:   

 

ω wŜƭŜǾŀƴŎŜ όƭŀōƻǊ ƳŀǊƪŜǘΣ ǘǊŀƴǎŦŜǊΣ ŎƻƳƳǳƴƛǘȅ ƴŜŜŘΣ /// Ƴƛǎǎƛƻƴύ   

ω Cƛǘ ǿƛǘƘ /// ŎŀǇŀōƛƭƛǘƛŜǎ όŦŜŀǎƛōƛƭƛǘȅΣ ŎƻǎǘΣ ŜƴǊƻƭƭƳŜƴǘΣ ŦŀŎƛƭƛǘƛŜǎ ŀƴŘ ŜǉǳƛǇƳŜƴǘΣ ǎǘŀŦŦƛƴƎύ   
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ω 9ȄŎŜƭƭŜƴŎŜ ƛƴ ǘƘŜ ŘŜƭƛǾŜǊȅ ƻŦ ƛƴǎǘǊǳŎǘƛƻƴ ŀƴŘ ǎŜǊǾƛŎŜǎ όŎǳǊǊƛŎǳƭǳƳ ǉǳŀƭƛǘȅΣ ŀŎŎǊŜŘƛǘŀǘƛƻƴύ   

ω {ǘǳŘŜƴǘ hǳǘŎƻƳŜǎ - pathways to careers or transfer to 4-year institutions   

  

Such reviews, which may be off-cycle from ICCB Program Reviews but which nonetheless should 
be structured similarly, shall be collaboratively implemented and conducted by faculty, district and 
college administrators, and external stakeholders in order to provide a clearly defined 
recommendation regarding continuation or discontinuation. Shared governance for determining 
discontinuation will additionally utilize the Proposed Academic Curriculum Change (PACC) process 
to ensure transparency and rigor of review. In such cases where discontinuation, either 
inactivation or withdrawal, is the final determination, CCC will work with external governmental 
and accrediting agencies to discontinue the program and to provide a pathway to completion for 
students currently pursuing such programs. 

 

 

Section 9.05 Cooperative Sub-Contractual Arrangements with Outside 
Agencies 

Policy history: Cooperative Sub-Contractual Arrangements with Outside Agencies. 
 

The principle of open enrollment must be maintained in all cooperative or sub-contractual 
instructional arrangements with outside agencies, public or private. The only legal basis for 
restricting enrollment, according to the Illinois Public Community College Act, are space 
limitations, relevant course pre-requisites, and program admissions requirements. This policy 
does not preclude off-campus courses or courses offered at the request of a particular public or 
private agency as long as reasonable provisions for the entry of any City Colleges of Chicago 
student are maintained. 

 
College credit for courses offered in a cooperative or sub-contractual arrangement may be 
allowed only if: 

1. Courses are approved by the Illinois Community College Board. 
2. Courses are listed in the City Colleges of Chicago catalogs and City Colleges of Chicago 

Course Master Files or are eligible for listing. 
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ARTICLE X. UNDERSTANDING CCC INSTRUCTIONAL 
POLICIES 

Section 10.01 Academic Assessment 
Policy history: Academic Assessment. 

 

At the City Colleges of Chicago, assessment is considered a systematic and ongoing process that 
collects aggregate data about what students know and can do based on measurable student 
learning outcomes for: 

¶ General Education: Communications, Mathematics, Physical/Life Sciences, 
Humanities/Fine Arts, Social/Behavioral Sciences, and Human Diversity; 

¶ College to Careers (C2C) programs; 

¶ Core courses for academic programs; 

¶ Early College; 

¶ Adult Education. 
 

Our assessment processes are driven by the imperative to consistently improve student 
learning for all of our students. Data, analysis, and discourse resulting from the assessment 
process serve to inform improvements in pedagogy, course content, curricula, learning 
resources, and student services. The faculty must own and drive the assessment process with 
administrative support. Faculty and administration will use assessment findings and 
recommendations to improve student performance, student development, and student 
achievement. 

 

Section 10.02 Criteria for Approval of Faculty Programs 
Policy history: Criteria for Approval of Faculty Programs. 

 

The preparation of teacher programs shall be the responsibility of the Department Chairperson 
in consultation with the faculty member and subject to the limits established by the seniority 
provisions listed in the collective bargaining agreement. 

 

1. Scheduling must meet the needs of students. 
 

2. All full-time faculty members must have classes on four (4) days of their duty week. No 
faculty member shall be required to teach on more than five (5) days per week for 
his/her regular program. A faculty member of variable load light may have a duty week 
of four (4) days in which case there shall be teaching duties on at least three (3) days. All 
librarians shall show their meal times, which shall not be the beginning or end of the 
duty day. (Note: Faculty may select overtime in a manner that leads to a six-day work 
week.) 

 
3. No additional hours are to be allowed for combined classes. 

 

4. Non-teaching activities for load assignments shall be on the basis of two (2) contact 
hours for each hour of load credit. 
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5. No faculty member may voluntarily select a program which contains more than two (2) 
consecutive classes. Article VIII.D.3 of the collective bargaining agreement states that 
every effort shall be made to avoid such scheduling. The only exception shall be when 
such programming is needed (a) to complete the program of a faculty member, or (b) 
where student needs, as determined by the Administration, make such scheduling 
necessary. 

 

6. Conference and advisement hours are sixty (60) minutes in length and shall be 
scheduled to be in proximity to the classes in a faculty ƳŜƳōŜǊΩǎ program.  No 
conference and advisement hours may begin or end within ten (10) minutes of the 
faculty ƳŜƳōŜǊΩǎ class time. Wherever possible, they should not be placed at the 
beginning or end of the duty day. They shall not be scheduled to constitute the fifth day 
of assignments unless it can be established to the satisfaction of the Administration that 
they are at a time which is of real convenience to that ŦŀŎǳƭǘȅ ƳŜƳōŜǊΩǎ ǎǘǳŘŜƴǘǎΦ 

 

7. Teacher program forms should accurately reflect all activities. 
 

8. Each full-time faculty member shall be available for thirty (30) hours per week for 
teaching, advisement and conference hours, and other professional assignments. Of 
these 30 hours, faculty must select seven (7) hours per week for advisement and 
student conferences (per Article VIII.D.2 of the collective bargaining agreement). 

 
9. An instructor teaching an online or a hybrid course may use virtual hours proportional   

to the number of online or hybrid courses she/he is teaching during the academic 
semester to meet their contractual office hours for that course. The instructor must 
document virtual hours appropriately by using a medium (e.g., real-time chat or 
teleconferencing) that will record their virtual hour sessions. All faculty irrespective of 
the medium (face-to-face, online, or blended/hybrid) are expected to schedule and keep 
seven office/advising hours as stated in number 8 above. 

 

10. Overtime beyond the 6 hours permitted by Article VI.A.4 of the collective bargaining 
agreement may not be assigned until authorization is given by the Vice President of 
Academic Affairs at the college and approved by the District Office. 

 

11. All full-time faculty members are required to participate in the annual graduation 
ceremony. 

 

Section 10.03 Cooperative Education Guidelines 
Policy history: Cooperative Education Guidelines. 

 

Students who have completed 12 hours of credit in their major field of study and who are 
following the prescribed program sequence in the catalog may enroll in Cooperative Education 
programs. 

 

The following schedule reflects a clarification of faculty load for the cooperative education  
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program: 
Seminars = 1:1, maximum of contact hours for load 
Visitations in Field = 2:1, minimum of 4 hours for a maximum of 2 contact hours for load 

 

Example: 
2 seminars + 2 visitations per week = 3 contact hours for load 
2 seminars + 4 visitations per week = 4 hours for load 

 

Faculty may not exceed six (6) contact hours of load for coordinating Cooperative Education 
programs. 

 

Section 10.04 Copyright 
Policy history: Copyright. 

 

The Board of Trustees recognizes that the value of all copyrighted prints and technological 
works as intellectual and academic property must be properly attributed to the author of the 
work whenever used fairly by the City Colleges of Chicago in academic programs. The Board of 
Trustees does not condone copyright violations which would harm an ŀǳǘƘƻǊΩǎ or 
ǊŜǇǊŜǎŜƴǘŀǘƛǾŜΩǎ ǊƛƎƘǘ to royalties or licensing fees in unfair use. The Board of Trustees will take 
appropriate disciplinary action against unfair uses which would subject the Board to liability for 
copyright infringement whenever these abuses become known, or when copyrighted work 
which is the property of the Board is improperly appropriated or used for the profit of others 
without the .ƻŀǊŘΩǎ knowledge or prior written consent. 

 

Section 10.05 Substitutes for Librarians 
Policy history: Substitutes for Librarians. 

 

Because the purpose of providing substitutes for academic instruction is to minimize the loss of 
instructional time for students, such a need does not exist for the non-instructional professional 
activities of librarians. Therefore, substitution shall not be authorized for librarians absent from 
their librarian duties because of illness or personal business. 

 

In the case of librarians who are performing classroom instruction, a substitute shall be 
authorized in the event of absence for reasons of illness or personal business as of the second 
day of the second hour of a three (3) or more contact hour class of each absence. Such 
substitution must be provided by a qualified faculty member and, for there to be substitute 
compensation, the substitution must be performed outside of the regularly scheduled six-hour 
day. Compensation shall be at the prevailing substitute rate shown in section VI.A.3 of the 
Board-Union Agreement (Local 1600). 

 

Section 10.06 Arrangements for Substitute Teaching 
Policy history: Arrangements for Substitute Teaching. 

 

A faculty member may not, on his/her own initiative, make arrangements for class coverage 
when said faculty member is on an approved leave or is otherwise absent. Arrangements for  
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such substituting shall be made by the Department Chair, within in the provisions of the Board- 
Union Agreement (Local 1600), with the approval of the Academic Dean and/or Academic Vice 
President. 

 

It shall be the primary responsibility of the Department Chair to insure that all instances of 
absence and substitute coverage, including unauthorized coverage, are reported to the 
Academic Dean and/or Academic Vice President. 

 

Faculty members will not be compensated for substituting unless the coverage was arranged by 
the Department Chair with the approval of the Academic Dean and/or Academic Vice President. 

 

Section 10.07 Assignment of Faculty from Other City Colleges 
Policy history: Assignment of Faculty from Other City Colleges. 

 

The Academic Vice President of a faculty ƳŜƳōŜǊΩǎ home college and the Academic Vice 
President of the receiving college must review all assignments (for load, overtime, or special 
assignments) before they are finalized. This is essential so that the effect of these assignments 
is reflected in the teacher loads at the home college. 

 

This notification is vital in order to keep the Academic Vice President informed as to which 
faculty members at their college are being proposed for overtime to prevent ŀƴȅ άŘƻǳōƭŜέ 
overtime assignments. Any assignments, including Continuing Education - Professional & 
Personal Development and online learning, that apply to faculty members from other colleges 
must follow the above procedures. 

 

Section 10.08 Full-Time Faculty Assignments at Other City Colleges 
Policy history: Full-Time Faculty Teaching from Other City Colleges. 

 

Pursuant provisions of the collective bargaining agreement, Article VIII.F.3 and 4 of the Board 
Union Agreement (Local 1600), the priority for the assignment of regular programs or extra 
work is: 

a. Faculty within the department 
b. Faculty from other Colleges 
c. Lecturers (according to the union board agreement) 
d. Administrators 
e. Emeritus retired faculty 

 

Section 10.09 Overtime/Extra Work 
Policy history: Overtime/Extra Work. 
Procedures: Overtime/Extra Work ς Procedures. 

 

Pursuant to the collective bargaining agreement, Article VI.A.4 Faculty members shall be 
permitted to teach up to six contact hours of overtime each semester. 

 

Section 10.10 Summer Term Assignments 
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Policy history: Summer Term Assignments. 
 

Pursuant to the Local 1600 collective bargaining agreement, Article VI.A.4, full-time faculty 
members shall be permitted to teach up to eight (8) contact hours during the Summer term. In 
no instance shall the total load for a faculty member be in excess of eight (8) contact hours. 

 

¶ The rate of pay for Summer term assignment for a faculty member shall be 75% of a 
pro-rata portion of his/her base rate of pay. 

¶ Faculty can be assigned up to thirty (30) hours of professional duties when granted a 
full-time summer assignment. Such hours are to be prorated where faculty members 
are assigned less than a full-time summer assignment. 

 

Bumping will be permitted until the first day of class, if course cancellations have occurred. A 
faculty member with a greater number of rotation points shall not be permitted to eliminate 
the teaching program of a less senior faculty member on the basis of seniority. All claims based 
on seniority are subject to review of qualifications, which shall be controlling. 

¶ Where a faculty member is replaced after a textbook selection has been made and 
opportunity offered for purchase, such textbook shall be utilized by the replacing faculty 
member. 

 

Section 10.11 Overtime Assignments for Faculty at Other City Colleges 
Policy history: Overtime Assignments for Faculty at Other City Colleges. Note: this policy was 
consolidated into Section 10.07 Assignment of Faculty from Other City Colleges, and then 
deleted effective November 2016. 

 

Section 10.12 Payment for Classes with Excess Enrollment 
Policy history: Payment for Classes with Excess Enrollment. 
Procedures: Payment for Classes with Excess Enrollment ς Procedures. 

 

Class size maximums shall follow the guidelines set forth in Article VIII.A of the collective 
bargaining agreement. Based on the determining factors listed in the CBA, faculty members will 
be eligible for payment for classes with excess enrollment. 

 

Section 10.13 Extra Work Compensation 
Policy history: Extra Work Compensation. 

 

Extra work time and compensation shall be in accordance with the collective bargaining 
agreements and Memorandum of Understanding for Bargained for Employees at City Colleges 
of Chicago: http://www.ccc.edu/menu/Pages/Union-Contracts.aspx. 

 

(a) Semester Teaching Load: Full-Time Faculty 
See the Memorandum of Understanding Regarding Class Load for English Faculty Who Teach    
Composition and Reading, Between City Colleges of Chicago and Local 1600, effective July 1,    
2016. 

http://www.ccc.edu/menu/Pages/Union-Contracts.aspx
http://www.ccc.edu/departments/Documents/Human%20Resources%20Documents/Union%20Contracts/Local%201600%20MOU%20Faculty%20English%20Class%20Load_072716.pdf
http://www.ccc.edu/departments/Documents/Human%20Resources%20Documents/Union%20Contracts/Local%201600%20MOU%20Faculty%20English%20Class%20Load_072716.pdf
http://www.ccc.edu/departments/Documents/Human%20Resources%20Documents/Union%20Contracts/Local%201600%20MOU%20Faculty%20English%20Class%20Load_072716.pdf
http://www.ccc.edu/departments/Documents/Human%20Resources%20Documents/Union%20Contracts/Local%201600%20MOU%20Faculty%20English%20Class%20Load_072716.pdf
http://www.ccc.edu/departments/Documents/Human%20Resources%20Documents/Union%20Contracts/Local%201600%20MOU%20Faculty%20English%20Class%20Load_072716.pdf
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(b) Faculty Assigned to Teach Clinical Hours 
Effective Fall 2005, faculty members assigned to teach clinical hours in nursing shall receive one 
contact hour for each hour of clinical work. 

 

(c) Semester Teaching Load: Part-Time Faculty 
See the Memorandum of Understanding Regarding Workloads, between City Colleges of  

Chicago and CCCLOC, effective January 5, 2009. 
 

(d) Semester Teaching Load for Part-time faculty and Adult Educators teaching 
Foundational Studies 

Probationary and non-probationary part-time faculty teaching foundational studies may be 
assigned to teach up to four (4) courses or twelve (12) contact hours, whichever is less, per 
regular academic term which is consistent with the Memorandum of Understanding, dated 
January 2009. 

 

The maximum combined contact hours for Adult Educators to teach adult education courses 
and foundational studies reading, writing, and math must not exceed the total contact hours 
per week allowed by AFSCME contract. 

 

(e) Overtime and Summer Session Pay 
Pursuant to Article VI.A.4 of the collective bargaining agreement, the rate of pay for overtime 
assignments for a faculty member shall be 30% of a pro-rata portion of his/her base rate of pay. 
However, the minimum rate of pay for overtime assignments shall be $625 per contact hour. 
The rate of pay for summer school assignment for a faculty member shall be 75% of a pro-rata 
portion of his/her base rate of pay. 

 

Section 10.14   Funded Project Salaries and CCC Faculty 
Policy history: Funded Project Salaries and CCC Faculty. 

 

1. A project activity may become part of a ŦŀŎǳƭǘȅ ƳŜƳōŜǊΩǎ regular program. In this case, 
salary payment must be (by the ŦŀŎǳƭǘȅ ƳŜƳōŜǊΩǎ employment contract) at the regular 
rate of pay. If the project budget does not allow for this rate, i.e., contains insufficient 
dollars for the purpose, such an assignment cannot and should not be made. 

 

2. A faculty member may be assigned to a project activity in addition to his/her regular 
full-time program provided: 
a. The assignment is not in excess of 25% working load equivalent and is performed in   

addition to his/her regular duties. 
b. The project budgeted dollars or line item is adhered to. When such assignments are 

made, it must be clear that the rate of pay is governed by the grant budget and City   
Colleges of Chicago salary guidelines, and not by the Board-Union Agreement. 

c. The grant budget cannot, by law, be exceeded, except where warranted by the 
grantor agency. Monies from grant budgets cannot be used for any purpose other 

http://www.ccc.edu/departments/Documents/Human%20Resources%20Documents/Union%20Contracts/MemorandumUnderstanding2009%5b1%5d.pdf
http://www.ccc.edu/departments/Documents/Human%20Resources%20Documents/Union%20Contracts/MemorandumUnderstanding2009%5b1%5d.pdf
http://www.ccc.edu/departments/Documents/Human%20Resources%20Documents/Union%20Contracts/MemorandumUnderstanding2009%5b1%5d.pdf
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than that specified by the grant as a whole. In other words, grant account monies 
may not be transferred to an unrestricted account, nor can unrestricted account 
monies be transferred to a grant account. 

d. No faculty member should be given an assignment at a salary rate which differs from 
his/her regular salary rate without a written justification by the college 
administration. 

 

Section 10.15 Physical Education Instruction  
Renamed: formerly Health and Fitness Science Instruction. 
Policy history: Physical Education Instruction. 

 

CCC may adopt the job titled Physical Education Instructor at various colleges. The job 
description is for a faculty position in Local 1600. 

¶ Faculty members teaching Physical Education shall have a regular teaching load of 24 
contact hours per semester. 

¶ Extracurricular sports and physical education instruction are and shall remain separate 
functions of CCC. The parties expressly acknowledge that coaching opportunities shall 
be allocated by the Presidents of the Colleges in accordance with the needs of the 
extracurricular programs. No faculty member shall have rights to or priority in selection 
for coaching assignments. 

 
New faculty teaching Physical Education must adhere to the Memorandum of Understanding 
(Cook County College Teachers Union, Local 1600 AFT, AFL-CIO) Regarding Health and Physical 
Fitness Instructors and Coaches signed spring 2009. 

 

Section 10.16 Guidelines for Special Non-Teaching Assignment for Faculty 
Policy history: Guidelines for Special Non-Teaching Assignment for Faculty. 

 

(a) Definition 
A. For purposes of these guidelines, special assignments are referred to as non-teaching 

assignments for faculty members and defined as special purpose, professional activities 
of college-wide or district-wide significance that are dependent upon faculty leadership 
and coordination for achieving desired outcomes and are beyond the normal duties and 
obligations of a full-time faculty member. 

B. Full-time faculty members have professional duties and obligations for up to 30 hours 
per week as part of their regular program. (See Article VIII.F.4.c of the collective 
bargaining agreement ά/ǊƛǘŜǊƛŀ for Approval of CŀŎǳƭǘȅ tǊƻƎǊŀƳǎΣέύ 

C. The following assignments are not covered by these guidelines: 
a. Course instruction, including Adult Education, Continuing Education - Professional & 

Personal Development, special interest, and professional development; 
b. Course coordination and supporting curricular work for online learning courses; and 
c. Clinical coordination for allied health programs, requiring separate accreditation or 

regulatory standards. 
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(b) Approval of Assignments 
A. Non-teaching assignments must be approved by the President, for hours within the 
ŎƻƭƭŜƎŜΩǎ allotment. Additional hours may be approved by the Chancellor. Requests 
must be submitted through the Special Assignment process. 

B. Work may not be initiated on a non-teaching assignment until formal approval has been 
given. 

C. Non-teaching assignments of the following types are among those that may be 
approved: 
a. Academic: Work of an academic nature that is outcome or product-oriented, best 

performed by a faculty member, and beyond normal academic, professional, and 
department activities. 

b. Administrative Support: Administrative work related to academic management, 
governance, academic support, or similar college function that requires a work 
product. 

c. Project: Implementation of a pilot program, research project, or grant activity 
beyond normal required faculty duties. 

d. Publication: Writing, editing, or production coordination of a major publication or 
report. 

 

(c) General Policies 
A. A President may authorize non-teaching assignments of release time at his/her 

discretion. No additional approvals are required. At colleges preparing a self-study for 
HLC/NCA accreditation, the President may assign additional contact hours per semester 
for a faculty coordinator. 

B. A Vice Chancellor may request approval from the Chancellor for the services of a faculty 
member on a non-teaching assignment for released time. The request is subject to the 
approval of the President of the college to which the faculty member is assigned. 

C. Specific qualifications for faculty selection will be determined by the President or Vice 
Chancellor who initiates the assignment. 

D. Any assignment of a faculty member to non-teaching duties for more than six (6) 
contact hours of released time during a semester is reserved for the Chancellor. 

 

(d) Released Time for Load/Compensation by Stipend 
A. Released time will be for load. Combinations of stipend and released time for one 

assignment are not allowed. 
B. Stipends must be approved in advance. Payment will be based upon the number of 

working hours projected for the assignment. The cost center shall be included for all 
requests. 

 

(e) Reporting, Processing and Evaluation 
A. All non-teaching assignments beyond the college allotment must be submitted to the 

Chancellor for approval preferably at least 30 days prior to the beginning date of the 
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semester. If approved, copies will be forwarded to the Chief Talent Officer for 
processing. 

B. An evaluation report may be requested by the college or Vice Chancellor who initiates 
the assignment at the end of each term or academic year for each non-teaching 
assignment. This report may be written by the faculty member performing the non- 
teaching assignment, then reviewed by the President or Vice Chancellor, and, finally, 
submitted to the Provost & Chief Academic Officer. 

 
NOTE: Administrators/non-bargained for personnel shall not be awarded compensation to 
work on special assignments. Non-academic personnel may be awarded compensation to 
work on special assignments subject to applicable collective bargaining agreements. 

 

Section 10.17 Outside Employment 
Policy history: Outside Employment. 
Procedures: Outside Employment ς Procedures 

 

In accordance with Board policy, all Full-Time Administrators, Full-Time Faculty and Full-Time 
Training Specialists are required, when requested, to report all outside employment by 
completing an Outside Employment form. (See Employee Manual, Section III, page 60.) 

 

The Office of Human Resources will furnish the actual date when certification forms are due. 

The holding of the equivalent of two or more full-time positions is prohibited by District policy. 

Section 10.18 Faculty Pre-Registration Assignments 
Policy history: Faculty Pre-Registration Assignments. 

 

Faculty members who agree to perform registration duties outside of the week before class at 
the request of the administration, over and above regularly scheduled advising and conference 
hours, can be given credit for time logged. Such hours are to be credited toward the six-hour 
day required during the regular registration period. 

 

Credit awarded for pre-registration assignments will be an hour-for-hour exchange. 
 

Section 10.19 Faculty Teaching Continuing Education - Professional & Personal   
Development 

Renamed: formerly Faculty Teaching Professional & Personal Development (Continuing 
Education) 
Policy history: Faculty Teaching Continuing Education - Professional & Personal Development. 

 

College credit faculty members may teach Continuing Education - Professional & Personal 
Development courses provided their load in combination with these classes does not exceed 

http://www.ccc.edu/policies
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the limit set by the collective bargaining agreement. Payment for PPD courses is based on the 
PPD scale. 

 

The lectureship must be approved by the Academic Vice President and the PPD Dean. 
 

Section 10.20 Full-time Faculty Teaching Online Learning and College Success   
Courses 

Policy history: Full-time Faculty Teaching Online Learning and College Success Courses. 
 

(a) Online Courses Taught for Load 
In accordance with the Memorandum of Understanding and supported by Article IX.Q of the 
collective bargaining agreement regarding online learning courses, college credit full-time 
faculty members may teach one (1) online course as part of their semester teaching load, 
provided their load in combination with this course does not exceed the limit set by the Board- 
Union Agreement (Local 1600) and the faculty member has successfully completed the required 
training. 

 

(b) College Success Courses Taught for Load 
College Credit full-time faculty members may teach up to three (3) credit hours of College 
Success as part of their semester teaching load, provided their load in combination with this 
course does not exceed the limit set by the Board-Union Agreement (Local 1600). Full-time 
faculty members who are hired specifically to teach College Success are not bound by these 
restrictions and may teach multiple sections of College Success each term. 

 
(c) Online or College Success Courses Taught for Load and Stipend 

Full-time faculty may teach: 

¶ One online learning course for load and one online learning course for stipend, or 
¶ Up to three (3) credit hours of College Success for load and up to three (3) credit hours 

of College Success for stipend, or 

¶ Either one (1) online learning course or up to three (3) credit hours of College Success 
for load, and either one (1) online learning course or up to three (3) credit hours of 
College Success for stipend. 

¶ If College Success is taught as stipend for fewer than three (3) credit hours, the stipend 
will be prorated accordingly. 

 
(d) Training Requirements for Teaching Online and College Success Courses 

Faculty teaching hybrid, online or College Success classes for the City Colleges of Chicago must 
successfully complete the initial training to ensure quality teaching of such courses. 

 

NOTES: 
¶ College credit full-time faculty cannot teach both online learning courses and College 

Success courses concurrently in the same term for load. If the online course taught by 

http://www.ccc.edu/departments/Documents/Human%20Resources%20Documents/Union%20Contracts/Local%201600%20Online%20MOU_033016.pdf
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the faculty member is the college success seminar, then the faculty member may not 
teach an additional on line course for load. 

 

¶ All online learning and College Success teaching assignments must be reviewed by the 
Academic Vice President. The scheduling needs of the college and academic 
departments take precedence over faculty load requests for either College Success or 
online learning. 

 

¶ Notwithstanding the provisions of academic freedom in the collective bargaining 
agreement, instructors teaching online learning courses acknowledge that the textbook, 
online course shell (available via the learning management system) and teaching 
materials are highly integrated and fundamental to the pedagogical rigor and success of 
the course. Therefore, online course instructors must agree to use them as a condition 
of teaching the course. 

 

¶ Payment for online learning and College Success courses is based on established 
payment for full-time load or stipends as stated in the Local 1600 contract. 

 

Section 10.21 Guidelines for Non-Instructional Employees to Teach 
Policy history: Guidelines for Non-Instructional Employees to Teach. 

 

(a) Purpose 
To establish eligible employees and guidelines to manage the assignment of non-instructional 
employees to teach part-time. 

 
(b) Eligible Employees 

Full time, salaried, non-bargained for employees that are classified as Exempt in accordance 
with the Fair Labor Standards Act, may teach ONLY one class or three (3) credit hours of College 
Success per term, whichever is greater. 

 

(c) Guidelines 
Following are the teaching guidelines for full time, salaried, non-bargained for, exempt 
employees όάƴƻƴ-ƛƴǎǘǊǳŎǘƛƻƴŀƭύέΦ 

1. A non-instructional, exempt employee who wishes to teach MUST meet the appropriate 
qualifications to teach. 

2. A non-instructional exempt employee may be assigned to teach AFTER the assignment 
of courses to Full-Time Faculty within the department, Full-Time Faculty from other 
Colleges, and lecturers (according to the union board agreement). 

3. A non-instructional, exempt employee who wishes to teach during regular work hours 
must first obtain pre approval from his/her immediate supervisor for an appropriate 
adjusted work schedule. 

4. The teaching request and the adjusted work schedule must be reviewed, approved and 
signed by the College Vice President. 



Academic & Student Policy, August 2019 

  City Colleges of Chicago   

99 

  

 

 

 

5. A non-instructional, exempt employee approved and assigned to teach credit courses 
may teach no more than one (1) class or three (3) credit hours of College Success per 
term, whichever is greater. If approved to teach non-credit courses, the employee may 
teach no more than 6 to 8 hours per term. 

6. A non-instructional, exempt employee assigned to teach must complete the necessary 
preparation time outside of the ŜƳǇƭƻȅŜŜΩǎ regular or adjusted work schedule hours. 
Preparation must not be completed during scheduled work hours. 

7. A full-time, non-instructional, exempt employee teaching classes after hours, on the 
weekends or online is subject to the same rules as any part-time instructor. Preparation 
is not to be completed during scheduled work hours. 

 

(d) Calculation of Pay 
A non-instructional, exempt employee assigned to teach shall be paid at the established rate 
approved by the Board of Trustees for non-union, adjunct faculty. 

 

(e) Exceptions 
Any exceptions to this policy must be submitted by the college VP or their designee to the 
Provost & Chief Academic Officer and Chief Talent Officer for approval prior to assigning the 
non-instructional employee to teach any course. 

 

Section 10.22 Criteria for Lane Advancement 
Policy history: Criteria for Lane Advancement. 

 

Pursuant to Article VI.G.3 lane advances are effective on the anniversary date of the faculty 
member, only after the faculty member meets the requirements for advancement. The 
anniversary date is the day that commemorates the full-time hire date on the same day of the 
year as the initial event. 

 

Faculty members employed as of July 15, 2013 will be advanced to a higher lane if he/she 
meets the criteria set forth below for each lane: 

 
(a) Lane II 

A ƳŀǎǘŜǊΩǎ degree plus fifteen (15) semester hours of graduate credit and the achievement of 
tenure in the City Colleges of Chicago, except that faculty members in active service status in 
Lane I prior to September 1, 1971, shall not be required to earn any credit hours but shall be 
automatically advanced to Lane II upon the achievement of tenure in the City College of 
Chicago. 

 

(b) Lane III 
Earned doctorate degree (Ph.D. or Ed.D.) or ƳŀǎǘŜǊΩǎ degree plus thirty (30) semester hours of 
graduate credit, and, in either case, six (6) years of college teaching experience, which shall 
include four (4) years of continuous teaching service in the City Colleges of Chicago in Lane II. 












































































































































































































