


 
 
             
               
                         
(complete form only if you are employed as an instructor)                 
 
TO:  Personnel File 
 
THROUGH: Vice President for Instruction 
 
SUBJECT: Certification of Oral English Language Proficiency 
 
Name:       _____________________________________________________________________ 
 
Address:   _____________________________________________________________________ 
       
                 _____________________________________________________________________ 
 
The above named individual being recommended for employment as:  
(mark appropriate box if applicable) 

� Full-time faculty 
� Adjunct faculty 

Member teaching at Southeastern Illinois College has, in my professional judgment, demonstrated 
satisfactory oral proficiency in the English Language as of:  
 
_______________________________  (Date). 
 
 
_________________________________  ___________________________ 
Evaluator      Date 
 
_________________________________  ___________________________ 
Vice President of Instruction    Date  
 
 
NOTE: This certification is part of the Southeastern Illinois College program to assess oral English 
Language Proficiency for Classroom Instruction which, has been implemented in compliance with 
Illinois Public Community College Act as amended by Section 3-29.2 (SB1516 of 1986). 
 
 
 
 
 
 
 
 
 
 
Office of Instruction 
12/16/2005 
 
 









ACCEPTABLE USE POLICY FOR INFORMATION TECHNOLOGY AND ELECTRONIC RESOURCES 

Southeastern Illinois College (the "College") provides electronic information resources and other 
computer-based resources to support the College’s educational mission. Students, faculty, staff and 
others who use the College's computer-based resources are required to adhere to this policy.  

Acceptable Use 

The use of electronic information resources, other computer-based resources and media (the "System") 
must be consistent with the mission of the College. You are expected to act responsibly and follow all 
College policies and procedures when using the System. The System is provided for educational and 
business use. Personal use should be minimized. Educational and business usage takes priority over 
personal use. Users have no expectation of privacy in connection with the use of the System.  

Privileges 
Access to the System is a privilege, not a right, and may be denied or revoked at any time. Inappropriate 
use of the System may result in loss of privileges or other disciplinary actions as the College deems 
appropriate. 

Security of System and Responsibilities of System Users 
Security must be a high priority for all users. Do not disclose your personal login ID or password/PIN to 
anyone, or attempt to log into the System as another person. Users are required to act responsibly in 
regards to the content and maintenance of their electronic mailbox. This includes but is not limited to 
general maintenance, not engaging in activities that would encourage inappropriate or illegal content, and 
not engaging in activities compromising System data, integrity, security, or performance.  

Efficient Use of Resources 
Users must accept limitations or restrictions on computing resources, such as storage space, time limits 
or amounts of resources consumed. Users should not engage in any activity detrimentally affecting other 
users of the System.  

User Identification 
Concealing or misrepresenting one's identity is a violation of college policies, and is subject to disciplinary 
action.  

Vandalism 
Any type of vandalism or attempted vandalism (physical or electronic) to any part of the System, a 
College computer, computer peripherals, the College network, or files of others is prohibited and may 
result in disciplinary action. Vandalism includes, but is not limited to, the downloading, uploading, or 
creation of computer viruses.  

Prohibited Uses 
In addition to the other prohibitions contained in this policy, the following activities are unacceptable and 
may result in disciplinary action. Do not use the System to:  

• Access, retrieve, view or disseminate obscene, indecent, sexually explicit or vulgar materials or 
messages unrelated to the educational mission of the college.  

• Retrieve, view or disseminate any material in violation of any federal or state regulation/law or 
College policy. This includes, but is not limited to, improper use of copyrighted material or 
intellectual property.  

• Intentionally manipulate information on any sensitive applications such as accounting, student, 
employee, and business records, or tamper and/or attempt to gain unwarranted access to student 
or employee personal network files stored in individual home directories. Sensitive files should be 
stored in a secure place.  



• Engage in for-profit commercial activities, including advertising or sales for personal gain.  
• Send a chain letter.  
• Solicit money for religious or political causes unless it is an approved fundraising activity for a 

student organization.  
• Harass, threaten, intimidate, or demean any person or group of people for any reason, including 

but not limited to race, color, religion, sex, age, national origin, citizenship status, ancestry, 
marital status, parental status, pregnancy, family status, military discharge status, sexual 
orientation, gender identity, disability or handicap unrelated to an individual's ability to perform the 
essential functions of the job, association with a person with a disability or handicap, military 
status, source of income, housing status, or any other category protected by law.  

• Disrupt the educational process or interfere with the rights of others.  
• Disrupt information network traffic or interfere with the network or connected systems.  
• Circumvent or attempt to circumvent system security measures through the use of software or 

other measures.  
• Gain access without permission to the files of others, or vandalize another user's data or files.  
• Gain unauthorized access to College electronic resources or other entities using a College 

computer and/or network.  
• Improperly forge or alter electronic mail messages, or use an account owned by another user.  
• Invade another person's privacy. This includes, but is not limited to, improperly disclosing 

personally identifiable information such as name, social security number, address, or phone 
number.  

• Use the System or any system resources to send unsolicited commercial email.  
• Violate any software license agreement.  
• Download, copy, print or otherwise store or possess any data, which might be considered in 

violation of these rules.  
• Any other unlawful use.  

Sanctions 
If an individual engages in any of the prohibited acts listed in this policy, s/he may be subject to College 
disciplinary actions including, but not limited to, the following:  

• Suspension or revocation of System privileges;  
• Suspension or termination of employment;  
• Academic suspension or expulsion;  
• Referral to legal authorities for prosecution.  

Anyone receiving disciplinary action has the right to an appeal through the College's Disciplinary 
Grievance Procedures. Repeated violation of this policy will be grounds for escalated disciplinary action 
and/or appropriate legal action.  

Disclaimer 
The College makes no warranties, whether expressed or implied, for the System. The College is not 
responsible for any damages suffered, including the loss of data, resulting from delays, non-deliveries, 
deliveries, or service interruptions. Use of information obtained via the System is at the user's own risk. 
The College assumes no responsibility for the accuracy or quality of information obtained through the 
System. This policy and all its provisions are subordinate to local, state, and federal statutes.  

 By signing this Agreement, I agree that I have read, understand, and will abide by Southeastern Illinois 
College’s Acceptable Use Policy. 

 
___________________________________________________       __________________________ 
Employee Signature                         Date 







     

How do I fi gure the correct 
number of allowances?
Complete the worksheet on the back of 
this page to fi gure the correct number 
of allowances you are entitled to claim. 
Give your completed Form IL-W-4 to your 
employer. Keep the worksheet for your 
records. 

  If you have more than one job or 
your spouse works, you should fi gure the 
total number of allowances you are en-
titled to claim. Your withholding usually will 
be more accurate if you claim all of your 
allowances on the Form IL-W-4 for the 
highest-paying job and claim zero on all of 
your other IL-W-4 forms.

What if I underpay my tax?
If the amount withheld from your com-
pensation is not enough to cover your 
tax liability for the year, (e.g., you have 
non-wage income, such as interest or 
dividends), you may reduce the number of 
allowances or request that your employer 
withhold an additional amount from your 
pay. Otherwise, you may owe additional 
tax at the end of the year. If you do not 
have enough tax withheld from your pay, 
and you owe more than $500 tax at the 
end of the year, you may owe a late-pay-
ment penalty. You should either increase 
the amount you have withheld from your 
pay, or you must make estimated tax pay-
ments. 
You may be assessed a late-payment 
penalty if your required estimated pay-
ments are not paid in full by the due dates.

 You may still owe this penalty for an 
earlier quarter, even if you pay enough tax 
later to make up the underpayment from a 
previous quarter.
For additional information on penalties, 
see Publication 103, Uniform Penal-
ties and Interest. Visit our web site at 
tax.illinois.gov to obtain a copy.

Where do I get help?
 • Visit our web site at tax.illinois.gov
 • Call our Taxpayer Assistance Division  
  at 1 800 732-8866 or 217 782-3336
 • Call our TDD (telecommunications  
  device for the deaf) at 1 800 544-5304
 • Write to 
  ILLINOIS DEPARTMENT OF REVENUE
  PO BOX 19044
  SPRINGFIELD IL 62794-9044

  Illinois Department of Revenue

  Form IL-W-4  Employee’s Illinois Withholding Allowance

   
Certifi cate and Instructions

 

IL-W-4 (R-12/07)

Who must complete this form? 
If you are an employee, you must com-
plete this form so your employer can with-
hold the correct amount of Illinois Income 
Tax from your pay. The amount withheld 
from your pay depends, in part, on the 
number of allowances you claim on this 
form.
Even if you claimed exemption from 
withholding on your federal Form W-4, 
U.S. Employee’s Withholding Allowance 
Certifi cate, because you do not expect 
to owe any federal income tax, you may 
be required to have Illinois Income Tax 
withheld from your pay. If you are claiming 
exempt status (see Publication 131, With-
holding Income Tax Filing and Payment 
Requirements) from Illinois withholding, 
you must check the exempt status box on 
the IL-W-4.  

 If you do not fi le a completed Form 
IL-W-4 with your employer, if you fail to 
sign the form or to include all necessary 
information, or if you alter the form, your 
employer must withhold Illinois Income Tax 
on the entire amount of your compensa-
tion, without allowing any exemptions. 

When must I fi le?
You must fi le Form IL-W-4 when Illinois 
Income Tax is required to be withheld from 
compensation that you receive as an em-
ployee. You should complete this form and 
give it to your employer on or before the 
date you start working for your employer. 
You may fi le a new Form IL-W-4 any time 
your withholding allowances increase. If 
the number of your previously claimed al-
lowances decreases, you must fi le a new 
Form IL-W-4 within 10 days. However, the 
death of a spouse or a dependent does 
not affect your withholding allowances until 
the next tax year.

When does my Form IL-W-4 
take effect?
If you do not already have a Form IL-W-4 
on fi le with your employer, this form will be 
effective for the fi rst payment of compen-
sation made to you after this form is fi led. 
If you already have a Form IL-W-4 on fi le 
with this employer, your employer may 
allow any change you fi le on this form to 
become effective immediately, but is not 
required by law to change your withhold-
ing until the fi rst payment of compensation 
is made to you after the fi rst day of the 
next calendar quarter (that is, January 1, 
April 1, July 1, or October 1) that falls at 
least 30 days after the date you fi le the 
change with your employer.

Example:  If you have a baby and fi le a 
new Form IL-W-4 with your employer to 
claim an additional exemption for the baby, 
your employer may immediately change 
the withholding for all future payments of 
compensation. However, if you fi le the new 
form on September 1, your employer does 
not have to change your withholding until 
the fi rst payment of compensation is made 
to you after October 1. If you fi le the new 
form on September 2, your employer does 
not have to change your withholding until 
the fi rst payment of compensation made to 
you after December 31.

How long is Form IL-W-4 valid?
Your Form IL-W-4 remains valid until a 
new form you have fi led takes effect or 
until your employer is required by the 
department to disregard it. Your employer 
is required to disregard your Form IL-W-4 
if you claim total exemption from Illinois 
Income Tax withholding, but you have not 
fi led a federal Form W-4 claiming total 
exemption. Also, if the Internal Revenue 
Service (IRS) has instructed your em-
ployer to disregard your federal Form W-4, 
your employer must also disregard your 
Form IL-W-4. Finally, if you claim 15 or 
more exemptions on your Form IL-W-4 
without claiming at least the same number 
of exemptions on your federal Form W-4, 
and your employer is not required to refer 
your federal Form W-4 to the IRS for re-
view, your employer must refer your Form 
IL-W-4 to the department for review. In that 
case, your Form IL-W-4 will be effective 
unless and until the department notifi es 
your employer to disregard it.

What is an “exemption”?
An “exemption” is a dollar amount on 
which you do not have to pay Illinois 
Income Tax. Therefore, your employer will 
withhold Illinois Income Tax based on your 
compensation minus the exemptions to 
which you are entitled. 

What is an “allowance”?
The dollar amount that is exempt from 
Illinois Income Tax is based on the number 
of allowances you claim on this form. As 
an employee, you receive one allowance 
unless you are claimed as a dependent on 
another person’s tax return (e.g., your par-
ents claim you as a dependent on their tax 
return). If you are married, you may claim 
additional allowances for your spouse and 
any dependents that you are entitled to 
claim for federal income tax purposes. You 
also will receive additional allowances if 
you or your spouse are age 65 or older, or 
if you or your spouse are legally blind. 



     

Illinois Withholding Allowance Worksheet 

Step 1: Figure your basic personal allowances (including allowances for dependents) 
Check all that apply:

   No one else can claim me as a dependent.

   I can claim my spouse as a dependent.

 1 Write the total number of boxes you checked.  1 _______________

 2 Write the number of dependents (other than you or your spouse) you will claim on your tax return.  2 _______________

 3 Add Lines 1 and 2. Write the result. This is the total number of basic personal allowances to which    
  you are entitled. 3 _______________

 4 If you want to have additional Illinois Income Tax withheld from your pay, you may reduce the    
  number of basic personal allowances or have an additional amount withheld. Write the total number    
  of basic personal allowances you elect to claim on Line 4 and on Form IL-W-4, Line 1. 4  _______________

Step 2: Figure your additional allowances  
Check all that apply: 

   I am 65 or older.  I am legally blind. 

   My spouse is 65 or older.  My spouse is legally blind.

 5 Write the total number of boxes you checked.    5  _______________

 6 Write any amount that you reported on Line 4 of the Deductions and Adjustments Worksheet    
  for federal Form W-4.   6 _______________ 

 7 Divide Line 6 by 1,000. Round to the nearest whole number. Write the result on Line 7. 7 _______________

 8 Add Lines 5 and 7. Write the result. This is the total number of additional allowances to which    
  you are entitled.   8 _______________

 9 If you want to have additional Illinois Income Tax withheld from your pay, you may reduce the    
  number of additional allowances or have an additional amount withheld. Write the total number    
  of additional allowances you elect to claim on Line 9 and on Form IL-W-4, Line 2. 9  _______________

 If you have non-wage income and you expect to owe Illinois Income Tax on that income, you may choose to have an additional 
amount withheld from your pay. On Line 3 of Form IL-W-4, write the additional amount you want your employer to withhold.

 
 

     Cut here and give the certifi cate to your employer. Keep the top portion for your records.      

General Information
Complete this worksheet to fi gure your total withholding allow-
ances.
Everyone must complete Step 1. 
Complete Step 2 if 
 • you (or your spouse) are age 65 or older or legally blind, or 
 • you wrote an amount on Line 4 of the Deductions and   

 Adjustments Worksheet for federal Form W-4.

 Illinois Department of Revenue

 IL-W-4  Employee’s Illinois Withholding Allowance Certifi cate

____ ____ ____ - ____ ____ - ____ ____ ____ ____
Social Security number

________________________________________________________________________
Name

________________________________________________________________________
Street address

________________________________________________________________________
City     State  ZIP

Check the box if you are exempt from federal and Illinois 
Income Tax withholding.         

IL-W-4 (R-12/07)

This form is authorized as outlined by the Illinois Income Tax Act. Disclosure of this 
information is REQUIRED. Failure to provide information could result in a penalty. 
This form has been approved by the Forms Management Center.         IL-492-0039

If you have more than one job or your spouse works, you should 
fi gure the total number of allowances you are entitled to claim. 
Your withholding usually will be more accurate if you claim all of 
your allowances on the Form IL-W-4 for the highest-paying job 
and claim zero on all of your other IL-W-4 forms. 
You may reduce the number of allowances or request that your 
employer withhold an additional amount from your pay, which may 
help avoid having too little tax withheld.

Employer: Keep this certifi cate with your records. If you have referred the employee’s federal 
certifi cate to the IRS and the IRS has notifi ed you to disregard it, you may also be required to 
disregard this certifi cate. Even if you are not required to refer the employee’s federal certifi cate 
to the IRS, you still may be required to refer this certifi cate to the  Illinois Department of Revenue 
for inspection. See Illinois Income Tax Regulations 86 Ill. Adm. Code 100.7110.

1 Write the total number of basic allowances that you 

  are claiming (Step 1, Line 4, of the worksheet). 1 ____________

2 Write the total number of additional allowances that 

  you are claiming (Step 2, Line 9, of the worksheet). 2 ____________

3 Write the additional amount you want withheld 

  (deducted) from each pay.  3 ____________
I certify that I am entitled to the number of withholding allowances claimed on 
this certifi cate.

______________________________________________________________________
Your signature  Date
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