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MEMORANDUM #2011-LGL-126

DATE: December 29, 2011

TO: Presidents, Alabama Community College System
FROM: Freida Hill, Chancellor

RE: Compliance with Various Laws and Regulations

In an effort to better demonstrate the Alabama Community College System’s commitment to
adhere to various state and federal laws, regulations, and State Board of Education policy, I am
directing each President to make an annual certification of compliance. The areas to be certified
are:

Family Relationship Disclosure (Policies 205.03, 205.04, 205.05)

Alabama job posting law (Ala .Code 1975 § 16-22-15)
Bid statutes (Ala. Code 1975 § 41-16-50)
Credential verification (Policies 221.01, 605.02)
Training (Policy 601.04)

Attached to this memorandum is a certification checklist that may assist you in this effort. Upon
review of the checklist, please attest to your institution’s compliance by signing the Annual
Certification of Compliance document and returning it to this office by April 1, 2012.
Subsequent certifications will be due by December 31 of each year.
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Alabama Department of Postsecondary Education
Credentials Checklist

— ————————————————  —————— — — —  ———— —————————— ——————————————— — —  —

A review of personnel credentials should be performed within each college/entity for personne! already employed by the college. Verification
procedures for all new hires should be performed at the time of hiring. Re-organization of positions should include credentials review as a part of
the reorganization request, review and approval process. Reviews are conducted to: 1) assure that proper credentials are held by personnel for
the incumbent position; 2) determine if the credentials reported are authentic and from appropriate institutions; 3) determine if the credentials listed
in the various publications are in compliance with the intent of State Board Policy 221.01 Proper Signification of Earned and Honorary Degrees.

Summary (indicate whether):

1. Proper credentials are held by personnel

2. Credentials earned and are from appropriate institutions

3. Credentials listed in publications as earned are in compliance with SBE Policy 221.01
4. Other comments, observations and recommendations (if any)

Summary:
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Alabama Department of Postsecondary Education
Credentials Checklist

- ——————— —— —— ——————————————————— ——— ——— ]

Procedure:
1) Compile a listing of employees whose records are to be reviewed.
2) Complete the pertinent information for each individual listed.

3) From the personnel files, document the degrees reported and secure copies of authenticating reports.

4) Document the accreditation status of the entity from which any degrees were earned. (See DOE website: http://ope.ed.qov/accreditation/ )
5) Determine if an employee receives a supplement for earned degrees.

6) Document listings in publications regarding degrees reported as earned. (Secure copies of documentary evidence).

7) Compile a summary of the findings, observations and/or variances from SBE Policy.

Does employee | Was degree

| receivea | earned and from
: ' -supplement? If | properly
_ Other positions yes, please | accredited
-Employee Name s i o | held:during review | explain in . | institution and
- — Current position period | “Comments® “propetly Comments

column. Include | designatedin
effective date printed
and validity. materials?

Yes No Yes No

Salary Date

Title Schedule | Hired
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ANNUAL CERTIFICATION OF COMPLIANCE

By signing below, I certify that College has complied with
state and federal laws and regulations, as well as Alabama State Board of Education policy,
regarding the following:

Family Relationship Disclosure (Board policy)
Alabama job posting law

Bid statutes

Credential verification (Board policy)
Mandatory harassment training
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Certified by:

Signature of President

Date



