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School Board 

Exhibit - Checklist for Filling Board Vacancies by Appointment 

The School Board fills a vacancy by either appointment or election. The Board uses this checklist for 

guidance when it must fill a vacancy by appointment. Some items contain guidelines along with 

explanations. For more information, see Answers to FAQs: Vacancies on the Board of Education, 

published by a committee of the Ill. Council of School Attorneys (ICSA), and available at: 

www.iasb.com/policy-services-and-school-law/guidance-and-resources/vacancies-on-the-

boardwww.iasb.com/law/vacancies.cfm. 

 Confirm that the Board must fill the vacancy by appointment. 

Guidelines Explanation 

Review Board policy 2:70, Vacancies 

on the School Board - Filling 

Vacancies, to determine if a vacancy 

on the Board occurred and, if so, 

whether the successor will be selected 

by election or Board appointment. 

Consult the Board Attorney as 

needed. 

Filling a vacancy by Board appointment or election 

depends upon when the vacancy occurred. If a 

vacancy occurs with less than: (1) 868 days remaining 

in the term of office, or (2) 88 days before the next 

regularly scheduled election for the vacant office, the 

Board selects an appointee to fill the vacancy, no 

election to fill the vacancy is held, and the appointee 

serves the remainder of the term. At all other times, an 

appointee serves until the next regular school election, 

at which election a successor is elected to serve the 

remainder of the unexpired term. See 105 ILCS 5/10-

10. 

In the event a seat on the board goes 

unfilled at an election, consult the 

Board Attorney to determine (1) how 

long the seat can be held over by the 

incumbent member, and (2) the 

process by which the Board will fill 

the seat. 

The School Code partially addresses the concept of a  

holdover seat (a board member remaining in office 

past their term); it states: “no elective 

office…becomes vacant until the successor of the 

incumbent of such office has been appointed or 

elected, as the case may be, and qualified.” 105 ILCS 

5/10-11. 

 Notify the Regional Superintendent of the vacancy within five days of its occurrence (105 

ILCS 5/10-10). 

 Develop a list of qualifications for appointment of a person to fill the vacancy. 

Guidelines Explanation 

At a minimum, a candidate must 

meet the following 

qualifications: 

• Be a United States 

citizen 

While the School Code does not expressly set forth 

eligibility requirements for appointment to a Board 

vacancy, the Board may want to use the qualifications for 

elected Board members listed in 105 ILCS 5/10-3 (board 

of directors) orand 5/10-10 (board of education). 

http://www.iasb.com/policy-services-and-school-law/guidance-and-resources/vacancies-on-the-board
http://www.iasb.com/policy-services-and-school-law/guidance-and-resources/vacancies-on-the-board
https://www.iasb.com/training-and-events/training/training-resources/foundational-principles-of-effective-governance
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Guidelines Explanation 

• Be at least 18 years of 

age 

• Be a resident of Illinois 

and the District for at 

least one year 

immediately preceding 

the appointment 

• Be a registered voter 

• Not be a child sex 

offender 

• Not hold an 

incompatible public 

office 

• Not have a prohibited 

interest in any contract 

with the District 

• Not be a school trustee 

• Not hold certain types of 

prohibited State or 

federal employment 

For guidance discussing other qualifications that the Board 

may want to consider, see IASB’s Recruiting School 

Board CandidatesA School Board's Guide to Identifying, 

Recruiting, and Mentoring Future School Board Members, 

available at: www.iasb.com/about-

us/publications/pamphlets-and-tools/recruiting-school-

board-members. www.iasb.com/training/recruiting.cfm 

For guidance regarding conflict of interest and 

incompatible offices, see Answers to FAQs Regarding 

Conflict of Interest and Incompatible Offices (ICSA), 

available at: www.iasb.com/policy-services-and-school-

law/guidance-and-resources/answers-to-faqs-regarding-

conflict-of-interest-

andwww.iasb.com/IASB/media/Documents/COI_FAQ.pdf 

. 

When additional qualifications 

apply, the following items may 

be included in the Board’s list of 

qualifications: 

• Meet all qualifications 

based upon the 

distribution of 

population among 

congressional townships 

in the district. 

• Meet all qualifications 

based upon the 

distribution of 

population among 

incorporated and 

unincorporated areas. 

Board members of some community unit school districts 

may be subject to historical residential qualifications based 

on the distribution of population among congressional 

townships in the district or between the district’s 

incorporated and unincorporated areas. 105 ILCS 5/10-11. 

Note: If a vacancy for an area of residence remains 

unfilled, a board must submit a proposition at the next 

general election for the election of a board member at 

large. 105 ILCS 5/10-10.5(c). 

 Decide who will receive completed vacancy applications. 

Guidelines Explanation 

The Board President will accept 

applications. 

The Board will discuss, at an open 

meeting, its process to review the 

Who accepts vacancy applications is at the Board’s 

sole discretion. According to Board policy 2:110, 

Qualifications, Term, and Duties of Board Officers, 

the Board President is a logical officer to accept the 

applications, but this task may be delegated to the 

http://www.iasb.com/about-us/publications/pamphlets-and-tools/recruiting-school-board-members
http://www.iasb.com/about-us/publications/pamphlets-and-tools/recruiting-school-board-members
http://www.iasb.com/about-us/publications/pamphlets-and-tools/recruiting-school-board-members
http://www.iasb.com/policy-services-and-school-law/guidance-and-resources/answers-to-faqs-regarding-conflict-of-interest-and
http://www.iasb.com/policy-services-and-school-law/guidance-and-resources/answers-to-faqs-regarding-conflict-of-interest-and
http://www.iasb.com/policy-services-and-school-law/guidance-and-resources/answers-to-faqs-regarding-conflict-of-interest-and
http://www.iasb.com/policy-services-and-school-law/guidance-and-resources/answers-to-faqs-regarding-conflict-of-interest-and
http://
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Guidelines Explanation 

applications and who will contact 

applicants for an interview. 

Secretary or Superintendent’s secretary if the Board 

determines that it is more convenient. Who accepts the 

applications must be decided prior to posting the 

vacancy announcement. 

 Create the Board member vacancy announcement. 

Announcement Explanation 

[Insert District name] School 

District ______ Board Member 

Vacancy 

The School District is accepting 

applications to fill the vacancy 

resulting from [reason for vacancy] 

of [former Board member’s name]. 

The contents of a vacancy announcement, how it is 

announced, and where it is posted are at the Board’s 

sole discretion. 

The Board may want to announce the vacancy and its 

intent to fill it by appointment during an open 

meeting. The announcement may be posted on the 

District’s website and in the local newspaper(s). 

The individual selected will serve on 

the School Board from the date of 

appointment to [date]. 

The length of the appointment depends upon when 

during the term of office the vacancy occurred. See 

105 ILCS 5/10-10 and Board policy 2:70, Vacancies 

on the School Board - Filling Vacancies, to 

determine the length of the appointment. Consult the 

Board Attorney as needed. 

The School District [School District’s 

philosophy or mission statement]. 

See Board policy 1:30, School District Philosophy, 

for the District’s mission statement that is specific to 

the community’s goals. 

Applicants for the Board vacancy 

must be: [Board’s list of 

qualifications]. 

See checklist item titled Develop a list of 

qualifications for appointment of a person to fill the 

vacancy, above. 

Applicants should show familiarity 

with the Board’s policies regarding 

general duties and responsibilities of 

a Board and a Board member, 

including fiduciary responsibilities, 

conflict of interest, ethics, and gift 

ban. The Board’s policies are 

available at [locations]. 

Listing this along with the Board’s list of 

qualifications assists candidates in understanding a 

Board member’s duties and responsibilities and may 

facilitate a better conversation during the interview 

process. See Board policies: 2:20, Powers and Duties 

of the School Board; Indemnification; 2:80, Board 

Member Oath and Conduct; 2:100, Board Member 

Conflict of Interest; 2:105 Ethics and Gift Ban; and 

2:120, Board Member Development. 

Applications may be obtained at 

[location and address and/or website] 

beginning on [date and time]. 

Completed applications may be 

turned in by [time date and datetime] 

to [name and title of person receiving 

applications]. 

See action item titled Decide who will receive 

completed vacancy applications, above. 
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 Publicize the vacancy announcement by placing it on the District’s website, announcing 

it at a meeting, and/or advertising it in the local newspaper(s). 

 Accept and review applications from prospective candidates (see Decide who will receive 

completed vacancy applications, above). 

 Contact appropriate applicants for interviews (see Decide who will receive completed 

vacancy applications, above). 

 Develop interview questions. 

Interview Questions Explanation 

Why do you want to be a Board 

member? 

What specific skills would you bring 

to the Board? 

Please give specific examples of 

your ability in interpersonal 

relationships and teamwork. 

What do you see as the role of a 

Board member? 

What have you done to prepare 

yourself for the challenges of being a 

Board member? 

Please describe your previous 

community or nonprofit experiences. 

What areas in the Ddistrict would 

you like to see the Board strengthen? 

What is your availability to meet the 

time, training commitments, and 

other responsibilities required for 

Board membership? 

Describe what legacy you would like 

to leave behind. 

Interview questions are at the Board’s sole discretion. 

This list is not exhaustive, but it may help the Board 

tailor its questions toward finding a candidate who 

will approach Board membership with a clear 

understanding of its demands and expectations along 

with a constructive attitude toward the challenge. The 

Board may also want to consider allowing an equal 

amount of time for each interview. 

See IASB’s Recruiting School Board CandidatesA 

School Board's Guide to Identifying, Recruiting, and 

Mentoring Future School Board Members, available 

at:  www.iasb.com/training/recruiting.cfm 

www.iasb.com/about-us/publications/pamphlets-and-

tools/recruiting-school-board-members.  

A prospective candidate to fill a vacancy may raise 

other specific issues that the Board will want to cover 

during an interview. 

 Conduct interviews with candidates (interviews may occur in closed session pursuant to 

5 ILCS 120/2(c)(3)). 

Interview Plan Explanation 

In each interview, the Board President 

will: 

Introduce Board members to the 

candidate at the beginning of the 

interview. 

The Board President will lead the Board as it 

interviews prospective candidates. See Board policy 

2:110, Qualifications, Term, and Duties of Board 

Officers. The Ppresident presides at all meetings. 105 

ILCS 5/10-13. 

Formatted: IASB Bold Italic

Formatted: IASB Bold Italic
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http://www.iasb.com/about-us/publications/pamphlets-and-tools/recruiting-school-board-members
http://www.iasb.com/about-us/publications/pamphlets-and-tools/recruiting-school-board-members
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Interview Plan Explanation 

Describe the Board’s interview 

process, selection process, anticipated 

timeline, and ask the candidate if he 

or she has questions about the 

Board’s process for filling a vacancy 

by appointment. 

Describe the District’s philosophy or 

mission statement. 

Describe the vacancy for the 

candidate by reviewing the: (1) 

qualifications, and (2) general duties 

and responsibilities of the Board and 

the Board members, including 

fiduciary responsibilities, conflict of 

interest, ethics and gift ban, and 

general Board member development. 

Begin asking the interview questions 

that the Board developed. 

Ask the candidate whether he or she 

has any questions for the Board. 

Thank the candidate and inform the 

candidate when the Board expects to 

make a decision and how the 

candidate will be contacted regarding 

the Board’s decision. 

The Board may also want to consider allowing an 

equal amount of time for each interview. 

 

 Fill vacancy by a vote during an open meeting of the Board before the 60th day (105 ILCS 

5/10-10). 

 Assist the appointed Board member in filing his or her statement of economic interest (5 

ILCS 420/4A-105(c)). 

 Announce the appointment to District staff and community. 

Announcement Explanation 

The Board appointed [appointee’s 

name] to fill the vacancy on the 

Board. 

The appointment will be from [date] 

to [date]. 

The Board previously established 

qualifications for the appointee in a 

careful and thoughtful manner. 

[Appointee’s name] meets these 

The contents of the appointment announcement and 

length of time it is displayed are at the Board’s sole 

discretion. The Board may want to consider 

announcing the appointment during its meeting and 

also by posting it in the same places that it posted the 

vacancy announcement. 

See Board policy 8:10, Connection with the 

Community. 
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Announcement Explanation 

qualifications and has demonstrated 

the willingness to accept the duties 

and responsibilities of a Board 

member. [Appointee’s name] brings a 

clear understanding of the demands 

and expectations of being a Board 

member along with a constructive 

attitude toward the challenge. 

 Administer the Oath of Office and begin orientation. 

Guidelines Explanation 

See Board policy 2:80, Board 

Member Oath and Conduct. 

Each individual, before taking his or her seat on the 

Board, must take an oath in substantially the form 

given in 105 ILCS 5/10-16.5. 

See Board policy 2:120, Board 

Member Development, and exhibit 

2:120-E1, Guidelines for Serving as a 

Mentor to a New School Board 

Member. 

Orientation assists new Board members to learn, 

understand, and practice effective governance 

principles. See the IASB Foundational Principles of 

Effective Governance, available at: 

www.iasb.com/principles_popup.cfmwww.iasb.com/tr

aining-and-events/training/training-

resources/foundational-principles-of-effective-

governance. 

 Inform IASB of the newly appointed Board member’s name and directory information. 

For instructions, see iasb.com/memberships-and-divisions/membership/member-database-

instructions/how-to-update-your-district-roster. 

https://www.iasb.com/training-and-events/training/training-resources/foundational-principles-of-effective-governance
https://www.iasb.com/training-and-events/training/training-resources/foundational-principles-of-effective-governance
https://www.iasb.com/training-and-events/training/training-resources/foundational-principles-of-effective-governance
https://www.iasb.com/training-and-events/training/training-resources/foundational-principles-of-effective-governance
https://www.iasb.com/memberships-and-divisions/membership/member-database-instructions/how-to-update-your-district-roster
https://www.iasb.com/memberships-and-divisions/membership/member-database-instructions/how-to-update-your-district-roster
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June 2026 2:120-E3 

School Board 

Exhibit - Resolution to Appoint a Delegate to the Illinois Association of School Boards 

Delegate Assembly 1 

WHEREAS, the Board of Education of [insert name of School District] (Board) is an active member 

of the Illinois Association of School Boards (IASB); 

WHEREAS, as an IASB member, the Board can appoint a delegate to attend and participate in IASB's 

Delegate Assembly (Delegate Assembly), which is held each year in conjunction with the Joint Annual 

Conference in Chicago, Illinois; 

WHEREAS, at the Delegate Assembly, one delegate from each participating board may vote on 

resolutions submitted by member boards and any proposed amendments to the IASB Constitution; 

WHEREAS, resolutions adopted by the Delegate Assembly become Position Statements which guide  

IASB's advocacy efforts and legislative agenda on behalf of its members; 

WHEREAS, the Board believes it is important that its collective voice be heard at the Delegate 

Assembly; 

THEREFORE, BE IT RESOLVED, that the Board hereby: 

1. Appoints [insert Board member name] to serve as the Board's delegate at the 20___ Delegate

Assembly.

2. Appoints [insert Board member name] to serve as the Board's alternate delegate at the 20___

Delegate Assembly, should the delegate be unable to carry out their responsibilities.

3. Directs the appointed delegate to vote on the IASB resolutions and any proposed constitutional

amendments at the 20___ Delegate Assembly (choose one of the following) [solely in

accordance with the consensus reached by the Board at its meeting on [insert date]] OR [with

their independent discretion based on the consensus of the Board at its meeting on [insert date]

and any discussion had on each resolution].

4. The Board's consensus on the IASB resolutions and any proposed constitutional amendments

at the 20___ Delegate Assembly shall be reflected in the Board's meeting minutes.

Adopted this _____ day of ________________, 20___. 

Attested by: ___________________________________, Board President 

Attested by: ___________________________________, Board Secretary 

The footnotes should be removed before the material is used. 

1 Optional. A board may use this sample resolution annually to appoint and provide direction to its delegate at the Ill.

Assoc. of School Board's Delegate Assembly at the Joint Annual Conference. For more information about the Delegate 

Assembly, see www.iasb.com/advocacy/delegate-assembly.  

DRAFT
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School Board 

Exhibit - Board Treatment of Closed Meeting Verbatim Recordings and Minutes 

The following procedures govern the verbatim audio recordings and minutes of School Board 

meetings that are closed to the public.  

Actor Action 

Before any Board meeting: 

Superintendent or designee 

Arranges to have an audio recording device with adequate storage 

capacity and a back-up audio recording device in the Board meeting 

room during every Board meeting regardless of whether a closed 

meeting is scheduled. 1 

The Board may close a portion of a public meeting without prior 

notice; it cannot, however, have a closed meeting unless it can 

record the session. 

Before a closed meeting: 

Board President or 

presiding officer (#3 and #4 

may be delegated to the 

Board Secretary or 

Recording Secretary) 

On the closed meeting date: (1) convenes an open meeting, (2) 

requests a motion to adjourn into closed meeting making sure the 

reason for the meeting is identified in the motion, (3) takes a roll call 

vote, (4) ensures that the minutes record the vote of each member 

present and the reason for the closed meeting with a citation to the 

specific exception contained in the Open Meetings Act (OMA) 

authorizing the closed meeting (5 ILCS 120/2a), and (5) adjourns the 

open meeting. 

Before a closed meeting: 

Superintendent or Board 

Secretary 2 

Immediately before a closed meeting, tests and activates the audio 

recording device. 

 

The footnotes should be removed before the material is used. 

1 A verbatim record of all closed meetings in the form of an audio or video recording must be kept. 5 ILCS 120/2.06. A 

verbatim recording may be through audio or video technology. The IASB Ssample policy 2:220, School Board Meeting 

Procedure, and this sample exhibit use audio on the basis that audio is generally more accessible than video for recording. 

In addition, producing an audio recording is generally less challenging and less expensive than producing a video. A board 

that uses a video recording should amend this exhibit and sample policy 2:220, School Board Meeting Procedure. 

2 This responsibility may be given to anyone. The interests of continuity, efficiency, and ease of holding someone 

accountable suggest that the superintendent be made responsible for making and storing the verbatim recordings and 

managing board member requests for later access to them pursuant to 5 ILCS 120/2.06(e). If the superintendent is not 

present in closed session (e.g., during discussions concerning the superintendent’s performance as part of an evaluation in 

his or her absence) the task should be given to the board secretary. A board may also want to discuss renting a safety deposit 

box at a local financial institution that only the board president and secretary have access to for placement of audio 

recordings concerning the superintendent’s performance as part of an evaluation in the superintendent’s absence. If such 

recordings are maintained electronically, the board may want to discuss limiting access to the digital files so that only the 

board president and secretary can access them. See f/n 5 below for a discussion of board member access to the verbatim 

recordings pursuant to 5 ILCS 120/2.06 (e).. However, consult the board attorney about the logistics of managing a storage 

location away from the district’s administrative offices in light of 5 ILCS 120/2.06(e). This law added another purpose for 

access to verbatim recordings - allowing board members to listen to them without board approval. 

See f/n 4 for a discussion about the logistics of access to these recordings, including the intent of the in the presence of 

language. 



DRAFT

2:220-E1  Page 2 of 5 
©2022 2026 Policy Reference Education Subscription Service 

Illinois Association of School Boards. All Rights Reserved. 

Please review this material with your school board attorney before use. 

 

Actor Action 

During a closed meeting: 

Board President or 

presiding officer 

Convenes the closed meeting stating: 

Seeing a quorum of the School Board of Education gathered today, 

___ [state the date], at [state the time]___o’clock, at ____ location, 

for the purpose of holding a closed meeting in order to confidentially 

discuss ___, I call the meeting to order. In order tTo record who is 

present, I request that each individual state his or her name and 

position with the District, and whether you are in person or 

participating remotely by audio or video conference. (Note: This 

script is an example.) 

Limits discussion to the topics that were included in the motion to 

go into a closed meeting. 

The failure to immediately call a person out-of-order who strays 

from the purposes included in the motion may result in an 

appearance of acquiescence.  This responsibility to call a person 

out-of-order falls on each Board member in the event of the 

President’s failure. 3 

Once the closed meeting is finished, announces a return to an open 

meeting or adjournment, and states the time. 

After a closed meeting: 

Superintendent, Recording 

Secretary, or Board 

Secretary 4 

For Verbatim Recordings: 

Takes possession of the audio recording of the closed meeting and 

labels it with identification information, specifically the date and 

items discussed. 

Adds the identification information contained on the audio 

recording’s label to a cumulative list of closed meeting recordings. 

As soon as possible, puts the recording of the closed meeting in the 

previously identified secure location for storing recordings of closed 

meetings. 

 

The footnotes should be removed before the material is used. 

3 A violation of the Open Meetings Act is a Class C misdemeanor (5 ILCS 120/4) punishable by a fine of up to $1,500 

and imprisonment for up to 30 days (730 ILCS 5/5-4.5-65). 

4 See the discussion in f/n 2, above. While the responsibilities for the preparation and storage of verbatim recordings 

and closed session minutes may be delegated to anyone, 5 ILCS 120/2.06(e) requires certain individuals to be present when 

seated board members request access to these items, which in these instances will not allow delegation by the 

superintendent, recording secretary, or board secretary (as discussed in f/n 2, above) in the context of supervising access to 

closed session minutes and verbatim recordings only. Delegation is appropriate in all other circumstances. Access to these 

items no longer requires board approval and must be provided in the public body’s main office or official storage location, 

in the presence of: 

a. A records secretary,  

b. An administrative official of the board, or  

c. Any elected board member. 

See f/n 27 of sample policy 2:220, School Board Meeting Procedure, for an at-length discussion about the intent 

of and challenges with the in the presence of language. 
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Actor Action 

Upon request of a Board member: 5 

1. Provides access to the verbatim recordings minutes at a 

reasonable time and place without disrupting District operations; 

2. Supervises the access to the closed session minutesverbatim 

recording or delegates it to one of the following individuals in 

the District: 

a. The Recording Secretary,  

b. The Superintendent or designated administrator, or  

c. Any elected Board member; and  

3. Logs the access to the recordings in exhibit 2:220-E7, Access to 

Closed Meeting Minutes and Verbatim Recordings. 

For Closed Meeting Minutes: 

Prepares written closed meeting minutes that include: 6 

• The date, time, and place of the closed meeting 

• The Board members present and absent 

• A summary of discussion on all matters proposed or 

discussed 

• The time the closed meeting was adjourned 

Upon request of a Board member: 7 

1. Provides access to the closed session minutes at a reasonable 

time and place without disrupting District operations; 

2. Supervises the access to the closed session minutes or delegates 

it to one of the following individuals in the District: 

a. The Recording Secretary,  

b. The Superintendent or designated administrator, or  

c. Any elected Board member; and  

3. Logs the access in exhibit 2:220-E7, Access to Closed Meeting 

Minutes and Verbatim Recordings. 

After a closed meeting: 

School Board 

Approves the previous closed meeting minutes at the next open 

meeting. 

 

The footnotes should be removed before the material is used. 

5 5 ILCS 120/2.06(e) allows board members to access closed meeting verbatim recordings without board approval. For 

more discussion, see f/n 4, above. 

If the board wishes to mirror the statutory language, delete: the Recording Secretary, the Superintendent or designated 

administrator, or any elected Board member and replace with: “a records secretary, an administrative official of the public 

body, or any elected official of the public body.” 

6 5 ILCS 120/2.06 requires that minutes contain, at a minimum, the first three items listed. 

7 See f/n 4, above. 

If the board wishes to mirror the statutory language, delete: the Recording Secretary, the Superintendent or designated 

administrator, or any elected Board member and replace with: “a records secretary, an administrative official of the public 

body, or any elected official of the public body.” 
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Actor Action 

In preparation for the semi-

annual review: 8  

Superintendent or designee 

Every six months, prepares a recommendation concerning the 

continued need for confidential treatment of all of the Board’s 

closed meeting minutes; includes this recommendation in the packet 

for the meeting in which the Board will conduct its semi-annual 

review. 9 

This step is in preparation forof the Board’s meeting to decide 

whether the need for confidential treatment of specific closed 

meeting minutes continues to exist. 

If the Board wants to discuss closed meeting minutes in closed 

session, places “review of unreleased closed meeting minutes” on a 

closed meeting agenda. 10 

Places “result of Board’s review of unreleased closed meeting 

minutes” as an item on a subsequent open meeting agenda. 

In preparation for the semi-

annual review:  

Individual Board members 

Before the meeting in which the Board will conduct its semi-annual 

review, examines the material supplied by the Superintendent. 

Individual Board members should consider:  (1) the 

Superintendent’s recommendation, (2) the recommendation of 

the Board Attorney, (3) other Board members’ opinions, (4) the 

minutes themselves, and/or (5) whether the minutes would be 

exempted from public disclosure under the Illinois Freedom of 

Information Act. 

During the semi-annual 

review: 

School Board 

The Board decides in open session whether:  (1) the need for 

confidentiality still exists as to all or part of closed meeting minutes, 

or (2) the minutes or portions thereof no longer require confidential 

treatment and are available for public inspection. 

The Board may have an earlier meeting in closed session to 

discuss the continued need for confidential treatment. 

After the semi-annual 

review: 

Superintendent or designee 

Re-labels and re-files closed meeting minutes as appropriate. 

Monthly: 

Board President 

Adds “destruction of closed meeting verbatim audio recording” as 

an agenda item to an upcoming open meeting. 

Monthly: 

School Board 

Approves the destruction of particular closed meeting recording(s) 

that are at least 18 months old and for which approved minutes of 

the closed meeting already exist. 

 

The footnotes should be removed before the material is used. 

8 Required by 5 ILCS 120/2.06(d), amended by P.A. 102-653. Semi-annual means every six months, or as soon after as 

is practicable, taking into account the nature and meeting schedule of the board. Id.  

9 While not required, this is intended to assist board members during the semi-annual review of all closed meeting 

minutes. 

10 5 ILCS 120/2(c)(21) allows boards to discuss the confidentiality needs of closed meeting minutes in closed session. 
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LEGAL REF.: 5 ILCS 120/, Open Meetings Act. 
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November 2021June 2026 2:220-E3 

 

School Board 

Exhibit - Closed Meeting Minutes 

Closed Meeting Minutes 

Items in bold are required by 5 ILCS 120/2.06(a)(1)-(3). Non-bolded items align with best practices. 

Date:      Start Time:       

Location:            

Name of person(s) taking and recording the minutes:       

Name of person presiding:          

Members in attendance (indicate whether in 

person or by video or audio conference): 

1.   

2.   

3.   

4.   

5.   

6.   

7.  

Members absent: 

1.   

2.   

3.  

This meeting was recorded verbatim in the form of  audio or  video recording  

Summary of the discussion on all matters (as specified in the vote to close the meeting): 

Basis for the finding that litigation is probable or imminent, if applicable (5 ILCS 120/2(c)(11)):  

             

Time of adjournment or return to open meeting:        

 

The School Board, during its semi-annual review of closed session minutes, has decided these minutes 

no longer need confidential treatment. Semi-annual means every six months, or as soon after as is 

practicable, taking into account the nature and meeting schedule of the board. 5 ILCS 120/2.06(d), 

amended by P.A. 102-653. 

  These minutes are available for public inspection as of:      

                                                                                                                        (Date) 
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November 2021June 2026 2:220-E5 

 

School Board 

Exhibit - Semi-Annual Review of Closed Meeting Minutes 

Logging and Review Process 

Step 1.  The Board Secretary or Recording Secretary maintains a log of the closed meeting minutes 

that are unavailable for public inspection. The meeting minutes are logged according to the 

reason the Board held the closed meeting. See exhibit 2:220-E6, Log of Closed Meeting 

Minutes. 

Step 2.  The Board meets in closed session to review the log of unreleased closed meeting minutes.  

The Board or Recording Secretary brings a copy of all unreleased closed meeting minutes and, 

if requested, allows Board members to review the actual minutes. The Board identifies which 

closed meeting minutes or portions thereof no longer need confidential treatment. Use Report 

Following the Board’s Semi-Annual Review of Closed Meeting Minutes, below. 

Step 3.  At least semi-annually (every six months, or as soon after as is practicable, taking into 

account the nature and meeting schedule of the Board), in an open meeting, the Board takes 

action to release for public inspection those minutes, or portions thereof, no longer needing 

confidential treatment. Use Action to Accept, below. Closed meeting minutes will not be 

released for public inspection if confidential treatment is needed to protect the public interest 

or the privacy of an individual, including: (1) student disciplinary cases or other matters relating 

to an individual student, and (2) personnel files and employees’ and Board members’ personal 

information. 5 ILCS 120/2.06(d), amended by P.A. 102-653. 

Step 4.  The Board Secretary or Recording Secretary: (1) updates the log of unreleased closed 

meeting minutes to remove any minutes that the Board made available for public inspection; 

(2) makes a notation on any applicable closed meeting minutes of the Board’s action to release 

it or a portion of it for public inspection; (3) continues to log new closed meeting minutes that 

the Board has not released for public inspection (see exhibit 2:220-E6, Log of Closed Meeting 

Minutes);, and (4) maintains logs for access to closed session minutes pursuant to 5 ILCS 

120/2.06(e). 

Report Following the Board’s Semi-Annual Review of Closed Meeting Minutes 

The School Board met on __________________ in closed session to conduct its semi-annual review 

of closed meeting minutes that have not been released for public inspection. 

The closed meeting minutes, or portions thereof, from the following dates no longer require confidential 

treatment: (insert closed meeting dates) 

      

The need for confidentiality still exists as to all remaining closed meeting minutes to protect an 

individual’s privacy or the District’s interests. 

Action to Accept the Board’s Semi-Annual Review of Closed Meeting Minutes 

Open meeting date:      
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Motion to approve the Board’s semi-annual review of unreleased closed meeting minutes and to release 

for public inspection those minutes, or portions thereof, that the Board identified as no longer needing 

confidential treatment made by:          

Motion seconded by:           

Action:   Passed  Failed 
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November 2021June 2026 2:220-E8 

 

School Board 

Exhibit - School Board Records Maintenance Requirements and FAQs 

Open Meetings Act 

The Open Meetings Act (OMA) requires public bodies to “keep written minutes of all their meetings, 

whether open or closed, and a verbatim record of all their closed meetings in the form of an audio or 

video recording.” 5 ILCS 120/2.06(a). Minutes must include, but are not limited to: (1) the date, time, 

and place of the meeting; (2) the members of the public body recorded as either present or absent and 

whether the members were physically present or present by means of video or audio conference; and 

(3) a summary of discussion on all matters proposed, deliberated, or decided, and record of any votes 

taken. Id. 

The remainder of Section5 ILCS 120/ 2.06 addresses the approval of open meeting minutes, the 

treatment of verbatim recordings of closed meetings, the semi-annual review of closed meeting 

minutes, the confidential nature of closed meeting minutes, and the right of persons to address public 

officials under rules established and recorded by the public body. The requirements of Section5 ILCS 

120/ 2.06, as well as OMA requirements pertaining to Board agendas, are included in Board policy 

2:220, School Board Meeting Procedure. 

Exhibit 2:220-E3, Closed Meeting Minutes, provides a sample template for keeping closed meeting 

minutes that incorporates the requirements of Section 5 ILCS 120/2.06 of OMA. It also includes an 

area to designate if the Board has determined, pursuant to Section 5 ILCS 120/2.06(d), that the closed 

meeting minutes no longer need confidential treatment. 

Exhibit 2:220-E4, Open Meeting Minutes, contains a protocol for open meeting minutes that 

incorporates the requirements of Section 2.06 of OMA. It also provides a sample template for keeping 

open meeting minutes. 

Exhibit 2:220-E5, Semi-Annual Review of Closed Meeting Minutes, contains a process for 

implementing the semi-annual review of closed meeting minutes, and exhibit 2:220-E6, Log of Closed 

Meeting Minutes, is designed to facilitate this semi-annual review  

(every six months, or as soon after as is practicable, taking into account the nature and meeting schedule 

of the Board). 5 ILCS 120/2.06(d), amended by P.A. 102-653. 

Exhibit 2:220-E9, Requirements for No Physical Presence of Quorum and Participation by Audio or 

Video During Disaster Declaration, contains a process for compliance with 105 ILCS 120/7(e), added 

by P.A. 101-640, when a board is meeting without a physical quorum present at the meeting location 

during a disaster declaration related to public health concerns. 

Local Records Act 

The Local Records Act (LRA) provides that public records, including “any book, paper, map, 

photograph, digitized electronic material, or other official documentary material, regardless of physical 

form or characteristics, made, produced, executed or received by any agency or officer pursuant to law 

or in connections with the transaction of public business and preserved or appropriate for preservation 

by such agency or officer” must be preserved unless the State Local Records Commission has given 

permission to destroy those records. 50 ILCS 205/3 and 7. Board records, including agendas, meeting 

packets and meeting minutes, fall into this definition. 
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Public bodies located in Cook County must work with the Local Records Commission of Cook County 

to determine how long they must retain public records. Public bodies located outside of Cook County 

must work with the Downstate Local Records Commission to determine how long they must retain 

public records. 

Board Policy policy 2:250, Access to District Public Records, contains a subhead entitled Preserving 

Public Records which provides as follows: 

Public records, including email messages, shall be preserved and cataloged if: (1) they are 

evidence of the District’s organization, function, policies, procedures, or activities, (2) they 

contain informational data appropriate for preservation, (3) their retention is required by State 

or federal law, or (4) they are subject to a retention request by the Board Attorney (e.g., a 

litigation hold), District auditor, or other individual authorized by the School Board or State or 

federal law to make such a request. Unless its retention is required as described in items 

numbered 3 or 4 above, a public record, as defined by the Illinois Local Records Act, may be 

destroyed when authorized by the Local Records Commission. 

See the sample policy, 2:220, School Board Meeting Procedure, for all relevant footnotes. Also see 

administrative procedure 2:250-AP2, Protocols for Record Preservation and Development of Retention 

Schedules, for recommendations regarding school district records retention protocols and links to web-

based record management resources. 

Open Meeting Minutes 

 

Are we required to 

approve them? 

Must they be semi-

annually reviewed? 

May we release them to 

the public? 

May we destroy them? 

Yes, within 30 days or at 

the next subsequent 

meeting, whichever is 

later. 

A public body shall 

approve the minutes of 

its open meeting within 

30 days after that 

meeting or at the public 

body’s second 

subsequent regular 

meeting, whichever is 

later. 5 ILCS 

120/2.06(b). 

No. 

Unlike the closed 

meeting requirement, 

OMA does not 

contain semi-annual 

review requirements 

for open meeting 

minutes. 

Yes, must release within 

10 days after minutes are 

approved. 

The minutes of meetings 

open to the public shall 

be available for public 

inspection within 10 

days after the approval 

of such minutes by the 

public body. Beginning 

July 1, 2006, at the time 

it complies with other 

requirements of this 

subsection, a[A] public 

body that has a website 

that the full-time staff of 

the public body 

maintains shall post the 

minutes of a regular 

meeting of its governing 

body open to the public 

on the public body’s 

website within 10 days 

No. 

There is no OMA 

provision permitting the 

destruction of open 

meeting minutes, and 

they must be preserved 

unless the State Local 

Records Commission 

has given permission 

to destroy them. 

If a public body would 

like to destroy open 

meeting minutes, then it 

must comply with the 

LRA and work with its 

Local Records 

Commission. It is highly 

unlikely, however, that 

the Local Records 

Commission would 

approve of their 

destruction. 
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Are we required to 

approve them? 

Must they be semi-

annually reviewed? 

May we release them to 

the public? 

May we destroy them? 

after the approval of the 

minutes by the public 

body. Beginning July 1, 

2006, [A]any minutes of 

meetings open to the 

public posted on the 

public body’s website 

shall remain posted on 

the website for at least 

60 days after their initial 

posting. 5 ILCS 

120/2.06(b). 

Open Meeting Verbatim Recordings 

 

Are we required to 

approve them? 

Must they be semi-

annually reviewed? 

May we release them to 

the public? 

May we destroy them? 

No. 

OMA does not require 

public bodies to approve 

verbatim recordings of 

open meetings. 

No. 

Unlike the closed 

meeting requirement, 

OMA does not 

require public bodies 

to keep verbatim 

recordings of open 

meetings, unless the 

public body is 

meeting without the 

physical presence of a 

quorum during a 

disaster declaration 

related to public 

health concerns. 5 

ILCS 120/7(e). OMA 

does not contain 

semi-annual review 

requirements for open 

meeting verbatim 

recordings. 

Yes. 

Unlike the closed 

meeting requirement, 

OMA does not require 

public bodies to keep 

verbatim recordings of 

open meetings, unless 

the public body is 

meeting without the 

physical presence of a 

quorum during a disaster 

declaration related to 

public health concerns. 5 

ILCS 120/7(e). If a 

public body makes 

verbatim recordings of 

open meetings, then such 

recordings are subject to 

public disclosure 

pursuant to the Freedom 

of Information Act. 5 

ILCS 140/. 

Open meeting verbatim 

recordings made of 

meetings held without 

the physical presence of 

a quorum of a public 

body during a disaster 

declaration related to 

public health concerns 

may be destroyed after 

18 months if the 

prerequisites are met. 

(See Closed Meeting 

Verbatim Recordings 

subhead, below). 

[P]ublic bodies holding 

open meetings under 

this subsection (e) must 

also keep a verbatim 

record of all their 

meetings in the form of 

an audio or video 

recording. Verbatim 

records made under this 

paragraph (9) shall be 

made available to the 

public under, and are 

otherwise subject to, the 

provisions of Section 

Formatted: IASB Bold
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Closed Meeting Minutes 

 

Are we required to 

approve them? 

Must they be semi-

annually reviewed? 

May we release them to 

the public? 

May we destroy them? 

Yes. 

OMA does not directly 

state public bodies are 

required to approve 

closed meeting minutes, 

nor does it set a time 

frame for such approval. 

However, OMA Section 

2.06(d) requires public 

bodies to meet at least 

semi-annually to “review 

minutes of all closed 

meetings.” 5 ILCS 

120/2.06(d).  

Moreover, OMA Section 

2.06(c) specifically 

allows the destruction of 

closed meeting verbatim 

recordings only if certain 

conditions are met, one 

of which is that “the 

public body approves 

minutes of the closed 

meeting that meet the 

written minutes 

requirements of 

subsection (a) of this 

Section.” 5 ILCS 

120/2.06(c)(2). Both of 

Yes. 

Each public body 

shall periodically 

meet to review all 

existing minutes of all 

prior closed meetings 

(this includes records 

from all time that the 

board has been in 

existence). Meetings 

to review minutes 

shall occur every 6 

months, or as soon 

thereafter as is 

practicable, taking 

into account the 

nature and meeting 

schedule of the public 

body. At such 

meetings a 

determination shall 

be made, and 

reported in an open 

session that (1) the 

need for 

confidentiality still 

exists as to all or part 

of those minutes or 

(2) that the minutes 

Yes, if prerequisites are 

met. 

Minutes of meetings 

closed to the public shall 

be available only after 

the public body 

determines that it is no 

longer necessary to 

protect the public 

interest or the privacy of 

an individual by keeping 

them confidential. 5 

ILCS 120/2.06(f). 

No. 

There is no OMA 

provision permitting the 

destruction of closed 

meeting minutes, and 

they must be preserved 

unless the State Local 

Records Commission 

has given permission 

to destroy them. 

In addition: 

No minutes of meetings 

closed to the public 

shall be removed from 

the public body’s main 

office or official storage 

location, except by vote 

of the public body or by 

court order. 5 ILCS 

120/2.06(f). 

If a public body would 

like to destroy closed 

meeting minutes, then it 

must comply with the 

LRA and work with its 

Local Records 

Commission. It is highly 

unlikely, however, that 

Are we required to 

approve them? 

Must they be semi-

annually reviewed? 

May we release them to 

the public? 

May we destroy them? 

2.06. 5 ILCS 

120/7(e)(9). 

In all other cases, if a 

public body would like 

to destroy open meeting 

verbatim recordings, 

then it must comply 

with the LRA and work 

with its Local Records 

Commission. 
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Are we required to 

approve them? 

Must they be semi-

annually reviewed? 

May we release them to 

the public? 

May we destroy them? 

these tasks would be 

difficult to achieve if 

closed meeting minutes 

were not first approved.  

One practice is to 

approve closed meeting 

minutes within the same 

time frame that open 

meeting minutes are 

approved – within 30 

days of the meeting or at 

the next subsequent 

meeting, whichever is 

later. 

or portions thereof no 

longer require 

confidential treatment 

and are available for 

public inspection. 5 

ILCS 120/2.06(d), 

amended by P.A. 

102-653. 

the Local Records 

Commission would 

approve of their 

destruction. 

Closed Meeting Verbatim Recordings 

 

Are we required to 

approve them? 

Must they be semi-

annually reviewed? 

May we release them to 

the public? 

May we destroy them? 

No. 

OMA does not require 

approval of closed 

meeting verbatim 

recordings. 

No. 

OMA does not 

require semi-annual 

review of closed 

meeting verbatim 

recordings. 

Possibly but unlikely. 

Unless the public body 

has made a 

determination that the 

verbatim recording no 

longer requires 

confidential treatment or 

otherwise consents to 

disclosure, the verbatim 

record of a meeting 

closed to the public shall 

not be open for public 

inspection or subject to 

discovery in any 

administrative or 

judicial proceeding 

other than one brought 

to enforce this Act. 5 

ILCS 120/2.06(e). 

But see Kodish v. 

Oakbrook Terrace Fire 

Protection Dist. (235 

F.R.D. 447 (N.D.Ill. 

2006), where a federal 

district court ordered 

Yes, after 18 months if 

prerequisites are met. 

The verbatim record 

may be destroyed 

without notification to 

or the approval of a 

records commission or 

the State Archivist under 

the Local Records Act 

or the State Records Act 

no less than 18 months 

after the completion of 

the meeting recorded 

but only after: 1.) the 

public body approves 

the destruction of a 

particular recording; 

and 2.) the public body 

approves minutes of the 

closed meeting that meet 

the written minutes 

requirements of 

subsection (a) of this 

Section. 5 ILCS 

120/2.06(c). 
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Are we required to 

approve them? 

Must they be semi-

annually reviewed? 

May we release them to 

the public? 

May we destroy them? 

that closed meeting 

verbatim recordings be 

disclosed to the Plaintiff 

in discovery because his 

primary claim was 

brought under federal 

law.  

In addition: 

No verbatim recordings 

shall be recorded or 

removed from the public 

body’s main office or 

official storage location, 

except by vote of the 

public body or by court 

order. 5 ILCS 

120/2.06(e). 
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May 2022June 2026 5:220-E 

 

Professional Personnel 

Exhibit - Unsatisfactory Performance Report for Substitute Teachers 

To be submitted to the Building Principal. Please print. 

   

Substitute Teacher’s Nname  ID # 

   

School  Assignment 

   

Classroom/ Tteacher’s Nname  Date(s) of substitution 

Explanation of area(s) of concern: 

 

 

 

 

 

 

 

 

 

Reported by:  Student  Staff  Both 

In the future, please do not assign this substitute to: 

 Classroom/Teacher’s 

Nname  

 Grade lLevel  

 Building  

 Any Position  

 

 

  

Reporter’s Nname (printed) 
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Reporter’s Ssignature       Date 
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May 2022June 2026 5:270-E 

 

Educational Support Personnel 

Exhibit - Notice of Employment 

On District letterhead 

To          Date     

Please accept this letter as an acknowledgment that you have been or are being offeredare 

employedment with the School District under the terms and conditions as stated in this letter, School 

Board policy, and any applicable employee handbook and/or collective bargaining agreement. If you 

wish to accept this offerTo acknowledge these conditions, sign below and return this letter to the 

central administrative office. 

Job position or title         

Date and time on which you are to report to work     

Job location          

Hours per day     Days per week     

Your hourly rate is $         

The remaining terms and conditions of your employment, as well as any employment benefits, are 

contained in Board policy and any applicable employee handbook and/or collective bargaining 

agreement.  These items will be discussed during your orientation. 

             

Board President or Secretary      Date 

             

Superintendent        Date 

For successful candidate/employee (Sign and return to the central administrative office.) 

I understand that I am an employee-at-will and that my employment may be terminated at anytime 

with or without cause, subject to the terms and conditions of any applicable policy, employee 

handbook and/or collective bargaining agreement. I agree to comply with the Board’s policies, the 

District's administrativeon’s procedures, and supervisors’ instructions. 

             

Employee        Date 
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March 2026 6:235-E4 

 

Instruction 

Exhibit - Online Safety Resources 

For students: 

Federal Trade Commission – www.consumer.ftc.gov/features/kids-online 

 

Tips for Safe Social Networking for Teens (2017) – www.connectsafely.org/social-web-tips-

for-teens/ 

 

NetSmartz – www.missingkids.org/netsmartz/resources 

 

DHS know2protect Kids & Teens – www.dhs.gov/know2protect/k2p-kids-teens 

 

National Crime Prevention Council – https://www.ncpc.org.sg/internetsafety/ 

 

For families: 

Connect Safely – https://connectsafely.org/social-media-topic/. 

 

Raising Digital Citizens (2022) – www.staysafeonline.org/articles/raising-digital-citizens 

 

Cyberbullying Research Center – https://cyberbullying.org 

 

A few tips to keep your child safe online (2019) – www.consumer.ftc.gov/blog/2019/04/coppa-

few-tips-keep-your-child-safe-online 

 

Keeping Children Safe Online (2023) –  www.cisa.gov/news-events/news/keeping-children-

safe-online 

 

Safer Social Media and Messaging Apps for Kids – www.commonsensemedia.org/lists/safer-

social-media-and-messaging-apps-for-kids 

 

Cybersecurity Awareness Program Parent and Educator Resources (2021) – 

www.cisa.gov/resources-tools/resources/cybersecurity-awareness-program-parent-and-

educator-resources 

 

American Psychological Association – www.apa.org/topics/social-media-internet/social-

media-parent-tips 

 

American Academy of Pediatrics – www.aap.org/en/patient-care/media-and-children/center-

of-excellence-on-social-media-and-youth-mental-health/ 

http://www.consumer.ftc.gov/features/kids-online
http://www.connectsafely.org/social-web-tips-for-teens/
http://www.connectsafely.org/social-web-tips-for-teens/
http://www.missingkids.org/netsmartz/resources
http://www.dhs.gov/know2protect/k2p-kids-teens
https://www.ncpc.org.sg/internetsafety/
https://connectsafely.org/social-media-topic/
http://www.staysafeonline.org/articles/raising-digital-citizens
https://cyberbullying.org/
http://www.consumer.ftc.gov/blog/2019/04/coppa-few-tips-keep-your-child-safe-online
http://www.consumer.ftc.gov/blog/2019/04/coppa-few-tips-keep-your-child-safe-online
http://www.cisa.gov/news-events/news/keeping-children-safe-online
http://www.cisa.gov/news-events/news/keeping-children-safe-online
http://www.commonsensemedia.org/lists/safer-social-media-and-messaging-apps-for-kids
http://www.commonsensemedia.org/lists/safer-social-media-and-messaging-apps-for-kids
http://www.cisa.gov/resources-tools/resources/cybersecurity-awareness-program-parent-and-educator-resources
http://www.cisa.gov/resources-tools/resources/cybersecurity-awareness-program-parent-and-educator-resources
http://www.apa.org/topics/social-media-internet/social-media-parent-tips
http://www.apa.org/topics/social-media-internet/social-media-parent-tips
http://www.aap.org/en/patient-care/media-and-children/center-of-excellence-on-social-media-and-youth-mental-health/
http://www.aap.org/en/patient-care/media-and-children/center-of-excellence-on-social-media-and-youth-mental-health/
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November 2021June 2026 7:190-E1 

 

Students 

Exhibit - Aggressive Behavior Reporting Letter and Form 

Dear Parent(s)/Guardian(s): 

Please be advised that your child engaged in behavior that, if repeated, could escalate into aggressive 

behavior, such as bullying. Illinois law requires school districts to notify the parent or guardian of a 

child who demonstrated behaviors that put him or her at risk for engaging in aggressive behavior. 105 

ILCS 5/10-20.14. 

The School Board policy on student behavior prohibits a student while at school or a school-related 

activity from: (1) engaging in any kind of bullying or aggressive behavior that causes physical or 

psychological harm to someone else, and/or (2) urging other students to engage in such conduct.  

This early notification is intended to help all of us work together to avoid repetition of the behavior. 

Student        Incident date    

Incident location      Incident time    

Reported by       Reporting date    

Description of the behavior: (Reporters, be specific. Describe what happened, what harm resulted, 

the childstudent’s explanation, and any known or suspected causes for what happened.) 

   

   

   

   

   

Follow-up conference: I or someone from my office will telephone you to schedule an in-person 

meeting or telephone conference to discuss what occurred and ways to help your child, (1) be aware of 

how others were affected by the behavior, and (2) to understand boundaries and manage conflict. 

The following consequence(s) or intervention(s) is/are recommended: 

 Counseling or other support services for your child.  

 Providing opportunities for all individuals involved in an incident to reach a resolution. 

 Enabling your child to make amends for the harm caused. 

 Suggesting your child receive non-District affiliated services. 

 [Insert other]         

           

            

The District is committed to helping those involved learn from this experience. 

   

Building Principal  Date 
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November 2021June 2026 7:190-E4 

 

Students 

Exhibit - Acknowledgement of Receiving Student Behavior Policy and Student Conduct 
Code 

Board policy 7:190, Student Behavior, and the Student Conduct Code were developed to help all 

students receive quality instruction in a safe and positive educational environment. Board policy 7:190, 

Student Behavior, is contained in the Student Conduct Code. 

Please review and discuss the Board policy on Student Behavior and the Student Conduct Code with 

your child, sign this sheet, and return it to your child’s school. Should you have any questions, please 

contact your child’s Building Principal.  

You may access electronic copies of the Board policy 7:190on, Student Behavior, and the Student 

Conduct Code on the District website:         

Failure to return this acknowledgement and pledge will not relieve a student or the parent/guardian 

from being responsible for knowing and complying with the rules contained within the Board policy 

on Student Behavior and the Student Conduct Code. 

Acknowledgement 

I acknowledge receiving the Board policy on Student Behavior and the Student Conduct Code, and I 

have reviewed them and understand the responsibilities contained in them. 

Parent/Guardian:       Date:    

I acknowledge receiving the Board policy on Student Behavior and the Student Conduct Code. I pledge 

to follow the Student Behavior policy and Student Conduct Code and to help maintain a safe and 

positive school environment. 

Student:        Date:    
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November 2021June 2026 7:200-E1 

 

Students 

Exhibit - Short Term Out-of-School Suspension (1-3 Days) Reporting Form 

Dear Parent(s)/Guardian(s): 

Illinois law requires a Schoolthe District to provide the following information to a parent/guardian of a 

child who is suspended from school due to an act of gross disobedience or misconduct. 105 ILCS 5/10-

22.6. 

   

Student  Incident Date 

Student handbook rule(s) and/or Board policy violated:   

   

Date and time of pre-suspension conference with student:   

   

(If this conference was not held because the student’s conduct posed an immediate danger to persons 

or property, list the date and time the pre-suspension conference will be conducted.) 

Date(s) of suspension:   

   

Date student is eligible to return to school:   

   

Description of incident: (List all pertinent information (date, time, location) regarding the specific 

act(s) of gross disobedience or misconduct resulting in the decision to suspend.) 

   

   

   

Rationale for the specific duration of the suspension: 

   

   

   

It has been further determined that: (At least one of the following must be completed.) 

I. Your child’s continued presence at school poses a threat to school safety. Due to the egregious 

nature of your child’s conduct (i.e., physical harm, violence, threat) and/or the history or record of 

your child’s past conduct, school officials have determined that your child is likely to engage in 

similar conduct in the future. These determinations include, but are not limited to, one or more of 

the following additional reasons: (List explanation below.) 
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II. Your child’s continued presence at school poses a disruption to other students’ learning 

opportunities. Due to the egregious nature of your child’s conduct (i.e., physical harm, violence, 

threat) and/or the history or record of your child’s past conduct school, officials have determined 

that (a) your child is likely to engage in similar conduct in the future, and/or (b) the presence of 

your child at school will foster a culture that his or her behavior(s) at school is/are acceptable or 

tolerated. These determinations include, but are not limited to, or more of the following: (List 

explanation below.) 

   

   

   

The school is required to make all reasonable efforts to resolve threats or disruptions and minimize the 

length of out-of-school suspensions. The following behavioral and disciplinary interventions have been 

exhausted. (List all behavioral and disciplinary interventions and resources previously utilized to 

address the student’s behavior or indicate if there are no appropriate and available interventions and 

resources; e.g., any previous correspondence with parents or guardians about the behavior, check-

in/check-out, functional behavioral analysis (FBA), behavioral improvement plan (BIP), social 

academic instructional group (SAIG), in-school suspension, out-of-school suspension and/or other 

interventions and resources.) 

   

   

   

During the period of suspension, your child may not be present at school, on grounds owned or 

controlled by the School District or at any School District activity. Failure to comply with this 

directive constitutes a trespass and will be dealt with accordingly. 

Upon returning to school, your child will be given anhave an opportunity to make up work missed 

during the suspension for equivalent academic credit. 

To discuss this matter, you may contact the Building Principal. Alternatively, you have the right to have 

the suspension reviewed by the School Board or a hearing officer acting on the Board’s behalf. To 

schedule a Board hearing, please send a written request within ten (10) calendar days to (insert name 

and address of the Superintendent's office). 

   

Building Principal  Date 

 

cc: School Board 
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Students 

Exhibit - Application for to Establish Noncurriculum Related Student Groups Tthat Are 
Not School Sponsored to and Request for Free Use of School Premises for Meetings 

[For high school and unit districts] 

A student must complete this form to request to establish a noncurriculum related student group or club 

that is not school sponsored and to request the free use of school premises for a meeting of a student 

group that is not school-sponsored. Only one student needs to complete the application. Submit the 

completed application to the Building Principal at least one week before the first meeting. When a copy 

of this form is returned to the student with the necessary approval signature, the group may use the 

designated school premises, at the identified time, for its meetings. 

   

Student applicant  Student contact number 

   

Student group name  Requested school premises to be used 

   

Program/Meeting  Program/Activity date(s) and time(s) 

   

Materials or equipment to be brought into 

facility, if any 

  

 

The following rules apply to the free use of school premises by noncurriculum related non-school-

sponsored student groups: 

1. The meeting(s) must be student-initiated, meaning that a request to use school premises is being 

made by a student and the group or club is led by a student. 

2. The meeting(s) must occur during non-instructional time identified by the Building Principal. This 

time is typically before classroom instruction begins or after it ends. 

3. In scheduling the use of school premises, activities associated with the District’s educational 

program have priority over the activities of any other organization. Otherwise, school premises will 

be available on a first- come, first- served basis. 

4. The assigned room and its contents must be restored to its original condition and configuration after 

each use. Only modular furniture may be moved. Nothing shall be adhered or affixed to walls that 

will leave marks. Any decorations used shall be removed after the meeting. The contents of any 

assigned room are the property of the School District or teacher and shall not be handled or 

removed. 

5. Before any meeting, a member of the noncurriculum related non-school-sponsored student group 

must give the office the names of anyone attending the meeting who is neither a student nor a 

school staff member. All visitors must register at the school office before proceeding to any 

scheduled student meeting. Non-school individuals may not regularly attend meetings. Any visitors 
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to school property are also expected to follow Board policy 8:30, Visitors to and Conduct on School 

Property. 

6. All advertisements, including flyers or wall postings, must contain neutral content generally limited 

to club/group name, meeting time(s), and location(s) as well as the approval, with initials, of a 

teacher or administrator and include the following disclaimer: “This flyer was created by the [insert 

name of student group] and does not in any way represent the views or opinions of [insert District 

name].” Any advertisements must also comply with Board policy 8:25, Advertising and 

Distributing Materials in Schools Provided by Non-School Related Entities. The following 

mediums are may be available on request to announce group meetings: 

• Office bulletin board containing announcements 

• Public address system 

• Student newspaper 

• School or District website 

7. No activity is allowed on school grounds that would violate the student disciplinary policy. Any 

student who engages in misconduct is subject to disciplinary action, including suspension and 

expulsion. 

8. A school staff member or other responsible adult must be present in a supervisory capacity. 

9. The Equal Access Act, 20 U.S.C. §4071 et seq., controls the free use of school premises by non-

school-sponsored noncurriculum related student groups.  

10. The use of school facilities by student groups or clubs directed and controlled by non-school 

persons non-school-sponsored groups is governed by Board policy 8:20, Community Use of School 

Facilities. Do not use this form to request meeting space for those groups or clubs. 

9.11. The school retains the right to suspend the student group's or club's approval status and/or use 

of school premises or resources at any time for violations of these rules. 

I agree to follow the rules stated in this application and all Board policies and administrative 

procedures related to the student group’s use of the school’s facilities. 

   

Student applicant signature   Date 

Note to office: after the Building Principal acts on this application, return a copy of it to the student 

making the request and keep the original in the office. 

   Approved    Denied 

This non-school-sponsored student group may meet in the following location at the identified 

times with the assigned school staff member supervising the meeting:  

   

Location and Assigned School Staff Member  Time 

   

Building Principal or designee   Date 
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