Rankin School District #98 - Board of Education
Policy Committee Meeting
April 30, 2020
5:15 PM

Meeting Held Remotely
Meeting Held Remotely
Pekin, IL: 61554

Agenda
1. Call to Order

2. Review and Determine Recommendations for Issue 103, March 2020 of Policy Reference Education
Subscription Service (PRESS)

3. Review of Board Policy 5:330 (Educational Support Personnel - Sick Days, Vacation, Holidays, and
Leaves)

4. Other
5. Review of District's Strategic Planning

6. Adjournment

Policy Committee Members - Lori Davis, Dr. Matt Gordon, Stephanie Leichtenberg, April
McLaughlin, and Brittany Webb
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School Board

Board Member Compensation; Expenses 1

Board Member Compensation Prohibited 2

School Board members provide volunteer service to the community and may not receive
compensation for services, except that a Board member serving as the Board Secretary may be paid
an amount up to the statutory limit if the Board so provides.

Roll Call Vote 3

All Board member expense requests for travel, meals, and/or lodging must be approved by roll call
vote at an open meeting of the Board.

Regulation of School District Expenses 4

The Board regulates the reimbursement of all travel, meal, and lodging expenses in the District by
resolution.5 No later than approval of the annual budget and when necessary,6 the Superintendent will

I'he footnotes are not intended to be part of the adopted policy; they should be removed before the policy is adopted.

1 State law controls this policy’s content (105 ILCS 5/10-9, 5/10-10 and 5/22-1 (no compensation allowed, conflicts of
interest prohibited); 105 ILCS 5/10-22.32 (expense advancements); «+¢-the Local Government Travel Expense Control Act
(ECA). 50 ILCS 150/]0-&449&—19»—4—,4—99—694—%—1%—1 (regulation of travel expenses) andl ﬂu ity ant. Actount 1|N!JI\ III:]
rapsparency 30 1L.CS 7087130 (regulition ol travel expenses under grants).~ & :

vk "tl:'i--!l}‘. l A 2T but-as-a- practient-matier—see-thethind pamgraph-oi-n 3 below

2 The legal limit for board secretary compensation is $500. ¢105 ILCS 5/10-14,.

3 50 ILCS 150/15-added by A 90604 £ 1117, 105 ILCS 5/10-7 also states, “[o]n all questions mvolvmg the
expenditure of money, the yeas and nays shall be taken and entered on the records of the proceedings of the board,” i.e., a
roll call vote.

Although the School Code has always required a roll call vote on public expenditures,
eftfoctivedateof the ECA reyuires: a roll call vote with-alse-betequired-for any:

1. Officer or employee of the board that exceeds the maximum allowable reimbursement amount (MARA) set
by the board in its resolution to regulate expenses, and-or
2. Board member (50 ILCS 150/15%%&»».—14—99-60449&4—#—14)

S -1-\-hn ----- 4ru+ e |'11 b ll e .'—l 1——Hnm. i .H S P iu;— 1++m~p1 e 1, H—m— : n{ t—mn! it H—u—i\tl 1=1—~— shtor Jm-

Pre-dote-od-FheEA L Fhat-dite-is-6-30- 7 Mum—sehopHawtrmsopiiet Pt et Bonsds hoadd
phetebustle the ‘»l--\H A-and-policy-fequirsments- ol the ECA-by-late-Feb2H Z-and-no-laterthan3- 117 Consull thie-hasd
attorner—about thesedates- See f/n 13, below. for more discussion about amending ot adopting another resolution when
expenses exceed the MARA required by the ECA.
4 50 ILCS 150/10—added by A_00 604 el 117 requires boards to regulate the reimbursement of expenses by
resolution or ordinance. Unlike like the powers granted by the IIl. General Assembly to municipalities to pass ordinances,
school boards govern by rules referred to as policies. +105 ILCS 5/10-20.5). Further, school boards may only exercise
powers given to them that are consistent with the School Code that may be requisite or proper for the maintenance,
operation, and development of any school or schools under the jurisdiction of the board. ¢ 105 ILCS 5/10-20). Therefore, to
effectuate the intent of the ECA’s requirement to regulate expenses with an ordinance or resolution and stay within the
confines of the School Code and best practlce (minimize liability while aligning with the IASB “Foundational Principles of

Effective Governance”), the language in this subhead:

1. Retains with the board its duty to regulate expenses through policy with a reference to a resolution that wil
define and set the types of allowable expenses in the district through the adoption of board policies 2:125,
Board Member Compensation; Expenses. and 5:60, Expenses (105 ILCS 5/10-20)(see f/n 5, below);

2. Delegates to the superintendent the duty to recommend an appropriate MARA to the board for adoption in its
resolution to regulate expenses (see f/n 7, below).
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recommend a maximum allowable reimbursement amount for expenses to be included in the
resolution.? The recommended amount should be based upon the District’s budget and other financial
considerations. 8

Money shall not be advanced or reimbursed, or purchase orders issued for: (1) the expenses of any
person except the Board member,9 (2) anyone’s personal expenses,10 or (3) entertainment
expenses.11 Entertainment includes, but is not limited to, shows, amusements, theaters, circuses,

The footnotes are not intended to be part of the adopted policy: they should be removed before the policy is adopted.

5 1d. For a sample resolution, see 2:125-E3, Resolution to Regulate Expense Reimbursements. Consult the board
attorney about how often the board should adopt or revisit its resolution (see f/ns 6 and 8, below). For discussion about
setting an annual time of year to adopt the resolution, see f/n 6, below.

6 50 ILCS 150/10—a¢ldect b a00 6044t |17 allows boards to determine this timeline locally.

While the ECA does not require boards to adopt an annual resolution to regulate expenses, an annual review provides a
way for the board to monitor this policy’s implementation and its duties under the ECA and policy 2:240, Board Policy
Development.

This sample policy uses “No later than approval of the annual budget” to align with 105 [LCS 5/17-1 (annual budget
adoption within the first quarter of each fiscal year). -The words and when necessary allow for flexibility in situations
discussed in /n 13, below (emergency and/or an extraordinary circumstance).

Consider consulting the board’s auditors to assist with this decision. Other options for the timing of when boards
should set the MARA include:

1. Deleting Me-laterthan-approvak-ef the-annual-budget and replacing it with “At the start ol each fiscal year”
2. Deleting No-later-than-approval-ef the annual-budget and replacing it with “Al the start of cach school year”
3.  Deleting Me-laterthan-npproval-of-the-annual-budget and replacing it with “At the start of each calendar year”

or
4. Deleting “Ne-later-than-approval-of the-annual-budget” and replacing it with “When presenting the proposed
budget”

7 For practical purposes, this duty is delegated to the superintendent because:

1. The School Code:
a.  Allows the board to delegate duties to the superintendent (105 ILCS 5/10-16.7), and
b. Assigns to the superintendent-the duty to make recommendations to the board concerning the
budget (105 [LCS 5/10-21.4); and
2. The MARA should be based upon a district’s financial resources and other considerations important to the
local district.

8 The ECA does not define MARA or how to determine it (see the first sentence of f/n 6, above). The board and
superintendent should have a conversation that addresses at minimum the following topics:

1. Should the superintendent use and refer to line items from the current budget?

2. Would the board set per diems or set a very large number for the board and/or all of the district employees —
both have their advantages and disadvantages.
Should the board categorize MARA by activity?
Will it categorize< by individual responsibilities to the district or job titles/classes?
Should there be an amount category for each type of travel: airfare, train, automobile, taxi, etc.?
Will there be a special category for recurring and/or required training opportunities for teachers and board
members?

These choices will depend upon many factors, including the budget, perhaps an auditor’s recommendation, the
community’s preferences, and advice from the board attorney.

Amend the language throughout this subhead and in the fourth WHEREAS paragraph in 2:125-E3, Resolution (o
Regulate Expense Reimbursements. to reflect local preferences. Consider that inserting the actual MARA into the policy
would likely require more formal continual policy updates as opposed to amending the resolution if a board needs to
increase its MARA for any reason. For example, see the discussion in f/n 13, below.

9 105 ILCS 5/10-22.32. The final paragraph of this law prohibits money for expenses from being advanced or
reimbursed to any person other than a board member or employee of the district.

10 Optional. Personal expenses are not defined in 50 ILCS 150/25- Fed-by—PA99-604ef4-+47 or 105 ILCS 5/10-
22.32. Consult the board attorney about this term and delete it only at the direction of the board attorney. Excluding personal
expenses from advancements, reimbursements, and purchase orders is a generally-accepted best practice. The practice also
aligns well with the State’s widely-accepted transparency movement. Reimbursing personal expenses is also a magnet for
the media.

11 50 ILCS 150/25-added-by-A-99-604 - e Hi-b -7,

e RANE
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sporting events, or any other place of public or private entertainment or amusement, unless the
entertainment is ancillary to the purpose of the program or event. 12

Exceeding the Maximum Allowable Reimbursement Amount(s)

All requests for expense advancements, reimbursements, and/or purchase orders that exceed the
maximum allowable reimbursement amount set by the Board may only be approved by it when:

1. The Board’s resolution to regulate expenses allows for such approval;
2. An emergency or other extraordinary circumstance exists; and

3. The request is approved by a roll call vote at an open Board meeting. 13

Advancements

The Board may advance to its members actual and necessary expenses to be incurred while
attending: 14

1. Meetings sponsored by the Illinois State Board of Education or by the Regional
Superintendent of Schools; 15

2. County or regional meetings and the annual meeting sponsored by any school board
association complying with Article 23 of the School Code; and

3. Meetings sponsored by a national organization in the field of public school education.

Expense advancement requests must be submitted to the Superintendent or designee on the Board’s
standardized estimated expense approval form. After spending expense advancements, Board
members must use the Board’s standardized expense reimbursement form and submit to the
Superintendent: (a) the itemized, signed advancement voucher that was issued, and (b) the amount of
actual expenses by attaching receipts. A Board member must return to the District any portion of an

The footnotes are not intended Lo be part of the adapted policyzithey should,be removed belore the policy is adopted.

12 1d.

13 50 ILCS 150/10 and 15—sdkded by A—00-60-eti 1147, A board may need to revisit its resolution to regulate
expenses more often than annually if (a) an expense reimbursément amount exceeds the MARA set in the board’s
resolution, and (b) an emergency or an extraordinary circumsitance does not exist. Consult the board attorney in these
circumstances to determine whether the board may need to revisit and amend its resolution to increase the MARA before
approving the expenses exceeding it.

Emergency or an extraordinary circumstance is not defined by the ECA. bul these terms are meant to allow boards
flexibility when expenses exceed the MARA. Yet approving expense reimbursement requests that exceed the MARA as
emergencies or extraordinary circumstances when the board or superintendent “did not plan well” or “an organization’s
conference fees went up more than expected this year afler the board adopted its resolution,” may open the board to public
relations and other legal challenges. See Laukhuf v. Bood. of Bdie veatian, 2003 WL 23936148 (111.Cir. 2003)(addressing
what constitutes an emergency in the context of the Open Meetings Act (OMANS [LES 1200/}, which similar to the ECA,
also does not define the term. and holding an emergency meeting to cure a situation that a school board created itself is not
an emergency within the confines of OMA).

While the ECA does not provide for specific legal penalties for the wrongful approval of expenses, it is not clear
whether a court may find in circumstances of poor MARA planning, that an emergency or extraordinary circumstance under
the ECA did not exist and grant relief requested by a challenger as allowed under State law.

14 105 ILCS 5/10-22.32 authorizes advancements for the listed items. This advancement language pre-dates the ECA
and is narrower than the ECA. A reasonable interpretation is that the MARA required in the ECA would apply to any
advancement amount. This policy seeks to reconcile and highlight the differences between the School Code and the ECA
requirements by separating School Code advancements into a separate subhead from ECA reimbursements (estimated and
actual). For more distinctions between these laws and further discussion, see f/n 20, below.

15 Use this alternative for districts in suburban Cook County: replace “Regional Superintendent of Schools” with
“appropriate Intermediate Service Center.” e Ul Gon-Assembly-abehshud-the Resionah O fieeal-Eduention-tor-Suburban
Cook Countyand-transterred-ts-duties-ahd-powers-to-hire emedhale-Service Centerss
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expense advancement not used.16 If an expense advancement is not requested, expense
reimbursements may be issued by the Board to its members for the activities listed in numbers one
through three, above, along with registration fees or tuition for a course(s) that allowed compliance
with the mandatory trainings described in policy 2:120, Board Member Development and other
professional development opportunities that are encouraged by the School Code (see the
Reimbursements and Purchase Orders subhead, below).17 Expense advancements and vouchers
shall be presented to the Board in its regular bill process.

Reimbursements and Purchase Orders

Expense reimbursement is not guaranteed and, when possible, Board members should seek pre-
approval of expenses18 by providing an estimation of expenses on the Board’s standardized estimated
expense approval form, except in situations when the expense is diminutive. When pre-approval is
not sought, Board members must seek reimbursement on the Board’s standardized expense
reimbursement form. Expense reimbursements and purchase orders shall be presented to the Board in
its regular bill process.

Credit and Procurement Cards 19

Credit and procurement cards shall not be issued to Board members.

The fooluotes are not intended to be part of the adopted policy: they should be removed before the policy is adopled.

16 105 ILCS 5/10-22.32 requires the return of excess advancements that areissued.

17 Boards have this power under 105 ILCS 5/10-20; this statute specifies that the grant of powers to school boards is not
exclusive and that schoo! boards may exercise other powers that are not inconsistent with duties. A board may expand this
provision's scope by amending and adding to the sentence as follows:

“_and-other professional development opportunities that are encouraged by the School Code, and other training
provided by one of the entities deseribed in the above list.”
See also f/n 8 in policy 2:120, Board Member Development for an example of a board member professional development
opportunity that is encouraged by the School Code.

18 Optional. Consult the board attorney to determine whether a pre-approval process is appropriate for the district.
Neither 105 ILCS 5/10-22.32 (expense advancements) nor 50 ILCS 150/ (expense reimbursements and estimates) address
expense pre-approvals. 50 ILCS 150/20 states: “an estimate if expenses have not been incurred ...” or “a receipt ... if the
expenses have already been incurred,” suggesting no pre-approval is necessary. However, pre-approval is a best practice,
and a board member who incurs expenscs without pre-approval may run the risk that his or her expenses will not be
approved. On the other hand, submitting estimated expenses for approval begs a pre-approval process, and some attorneys
may read the law to require pre-approval of expenses. The pre-approval process also provides school officials with better
information for financial planning.

Consult the board attorney to determine whether a pre-approval process is appropriate for the district. If it is required,
ensure that 2:125-E3, Resolution to Regulate Expense Reimbursements. reflects the district’s specific pre-approval
requirements. For an example of a standardized estimated expense form that could be used as a form of pre-approval, see
2:125-E2. Board Member Estimated Expense Approval Form. The form provides three methods for board members to
submit estimated expenses: providing estimated expenses (50 ILCS 150/), expense advancements for the specific activities
(105 1LCS 5/10-22.32), or a purchase order.

19 Optional. Consult the board attorney about issuing credit and procurement cards to board members. See f/n 1 of
policy 4:55, Use of Credit and Procurement Cards.

If in consultation with the board attorney credit and procurement cards will be issued to board mem bers, delete “Credit
and-procurement-cards-shatl-not-be-issued-to-Board-members” and insert “Credit and procurement card usage is governed by
policy 4:55, Use of Credit and Procurement Cards.”
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Standardized Expense Form(s) Required 20

All requests for expense advancement, reimbursement, and/or purchase orders in the District must be
submitted on the appropriate itemized, signed standardized form(s). The form(s) must show the
following information:

1. The amount of the estimated or actual expense, with attached receipts for actual incurred
expenses.

2. The name and office of the Board member who is requesting the expense advancement or
reimbursement. Receipts from group functions must include the names, offices, and job titles
of all participants. 21

3. The date(s) of the official business on which the expense advancement or reimbursement will
be or was expended.

4. The nature of the official business conducted when the expense advancement or
reimbursement will be or was expended.

Types of Official Business for Expense Advancements, Reimbursements. and Purchase Orders

1. Registration. When possible, registration fees will be paid by the District in advance.

2. Travel. The least expensive method of travel will be used, providing that no hardship will be
caused to the Board member. Board members will be reimbursed for:

a. Air travel at the coach or economy class commercial airline rate. First class or business
class air travel will be reimbursed only if emergency circumstances warrant. The
emergency circumstances must be explained on the expense form and Board approval of
the additional expense is required. Lees for the first checked bag will be reimbursed.22
Copies of airline tickets and baguage receipts must be attached to the expense form.

b. Rail or bus travel at actual cost. Rail or bus travel costs may not exceed the cost of coach
aitfare. Copies of tickets must be attached to the expense form to substantiate amounts.

c. Use of personal automobiles at the standard mileage rate approved by the Internal
Revenue Service for income tax purposes. The reimbursement may not exceed the cost of
coach airfare. Mileage for use of personal automobiles.in trips to and from transportation
terminals will also be reimbursed. Toll charges and parking costs will be reimbursed.

d. Automobile rental costs when the vehicle’s use is warranted. The circumstances for such
use must be explained on the expense form.

e. Taxis, airport limousines, ride sharing or other local transportation costs.

3. Meals. Meals charged to the School District should represent mid-fare selections for the
hotel/meeting facility or general area, consistent with the maximum allowable reimbursement

I'he footnotes are not intended (o be part of the adopted policy: they should be removed before the policy is adopled.

20 50 ILCS 150/20—acded bs P A_00 6041117, The School Code uses the term voucher for expense
advancements (105 ILCS 5/10-22.32). The PRESS materials on expenses marry the School Code’s advancement voucher
requirement into the ECA’s requirement for a standardized estimated expense form. For an example, see 2:125-E2, Board
Member Estimated Expense Approval Form. and 5:60-E2, Employee Estimated Expense Approval Form. These forms
provide three methods for board members or district employees to submit anticipated/estimated expenses:

1. Providing estimated expenses under 50 ILCS 150/ (including for grant-related travel, see n 24, below),
2. Requesting expense advancements for the activities listed under 105 1LCS 5/10-22.32, or
3. Obtaining a purchase order (highly unlikely for anticipated board member expenses but possible).

21 50 1L.CS 150/202) de-et423-and (3).
22 Optional, This languaece reflects the standard lor expenses permitted tor Jederal and State grants, 41 C.ILR. §301
1 2.2 11 the hoard does not reimbirse bugpage fees. delete this senienc and snd-bagoase-reesipts [rom (he next sentence.
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amount set by the Board.23 Tips are included with meal charges. Expense forms must explain
the meal charges incurred. Alcoholic beverages will not be reimbursed.

4. Lodging. Board members should request conference rate or mid-fare room accommodations.
A single room rate will be reimbursed. Board members should pay personal expenses at
checkout. If that is impossible, deductions for the charges should be made on the expense
form.

5. Miscellaneous Expenses. Board members may seek reimbursement for other expenses
incurred while attending a meeting sponsored by organizations described herein by fully
describing the expenses on the expense form, attaching receipts.

Additional Regquirements for Travel Expenses Charged to Federal and State Grants 24

All Board member expenses for travel charged to a federal grant or State grant governed by the Grant

and related items.

LEGAL REF.: 105 ILCS 5/10-20 and 5/10-22.32.
30LCS 708/, Government Accountability and Transparency Act.
Eocal-GovernmentTtravel-Expense-Controt-Aet-50 ILCS 150/, Local Government
Travel Expeénse Control Act,

CROSS REF.: 2:100 (Board Member Conflict of Interest), 2:120 (Board Member
Development), 2:240 (Board Policy Development), 4:50 (Payment Procedures),
4:55 (Use of Credit and Procurement Cards), 5:60 (Expenses)

The footnotes are not intended to be part of the adopted policy; they should be removed before the policy is adopted.
23 Alternatively, a board could set a daily limit on meal costs, such as:
Board members will be reimbursed for meal costs and tips up to § per day consistent with
the maximum allowable reimbursement amount(s) set by the Board.
But see also f/n 8, above and ensure this amount is consistent with the MARA set by the board resolution.
24 Requited by 30 114 S TO8/130. See policy 5:60. Lxpenses. and its Tns 22-36 lor details, Pederal travel regulabons

ol trvel, 2 C.ER. §50

i should be made i udvan

atote that requests for authorization lor actual expense reimburs
11,302, 2:125-12, Board Member Estimated Exponse Approved Farm. can be used as o fonn for pre-approval
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REWRITTEN

March 2020 —— 2:125-E1
-4-:__"':;-=:_.—~—

School Board

Exhibit - Board Member Expense Reimbursement Form

Submit to the Superintendent, who will include this request in the monthly list of bills presented to the
School Board. Please print and attach receipts for all expenditures. Use of this form is required by
2:125-E3, Resolution to Regulate Expense Reimbursements. Please print.

Name: Title/Office:
Travel Destination: Purpose:
Departure Date: Return Date:
[] Receipts attached Request Date:

[] Estimated expenses attached (Completed 2:125-E2, Board Member Estimated Expense
Approval Form)(pre-approval is required for federal and State grants).

] Approved expense advancement (voucher) attached, if applicable* (Completed 2:125-E2,
Board Member Estimated Expense Approval Form.)

Actual Expense Report

*Board members will be reimbursed for aetual and necessary expenses that exceed the amount advanced, but must refund
any expense advancement that exceeds the actual and necessary expenses incurred. 105 ILCS 5/10-22.32. For federal and
State grants, board members will be reimbursed for actual and necessary expenses that exceed estimated expenses as
permitted by Board policy 2: 125, Board Member Compenisation; [ixpenses.

Auto Travel Allowance: per mile _
Auto Mileage | Transp. Meals or Per Diem Other Daily
Date | Miles Cost | Expenses | Lodging | BKkfst Lunch | Dinner | Item Cost | Total
Subtotal
Advances .
TOTAL (a negative amount indicates refund due from Board member) $
2:125-E1 Page 1 of 2
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Submitting Board Member’s Signature Date

Superintendent Signature Date

School Board Action: [ ] Approved [] Denied
D Approved in Part D Exceeds Maximum Allowable Amount
[] Grant Funding Source (if applicable):

Comments:
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REWRITTEN
March 2020 5::‘" 2:125-E2

School Board

Exhibit - Board Member Estimated Expense Approval Form

Submit to the Superintendent, who will include this request in the monthly lis! of bills presented to the
School Board. Use of this form is required (1) by 2:125-E3, Resolution to Regulate Expense
Reimbursements and (2) for pre-approval of expenses 1o be charged to a federal grant or State
grant governed by the Grant Accountability and Transparency Act. Please print.

Name: Title/Office:
Travel Destination: Purpose:
Departure Date: Return Date:

[] Estimated Expenses Approval Requested (50 ILCS 150/20 or grant expenditure)

[] Travel is grant-related™ (specify grant):

[_] Purchase Order Requested Purchase Order #:

[] Expense Advancement Voucher Requested (105 ILCS 5/10-22.32)

Voucher Amount:

Estimated Expense Report
Auto Travel Allowance: pet mile
«Grant-related travel only: Except for mileage and other ransportation expenses, expense reimbursement/per
diem is only allowed if on official travel status for 12 hours or mare. If lodging at or below the applicable rate
cannol be identified, please indicate below and attach at least three quotes for review.

Auto Transp. Meals or Per Diem Other Daily
Date Mileage Expenses | Lodging Bkfst Lunch Dinner| [Item Cost Total
Miles Cost
Total $
2:125-E2 Page 1 of 2
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Submitting Board Member’s Signature Date

e
Superintendent Signature Date
School Board Action: [] Approved ] Denied
[] Approved in Part [] Exceeds Maximum Allowable Amount

[] Grant Funding Source (if applicable):

Comments:

— —————
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School Board

Administrative Procedure - Superintendent Committees

The Superintendent or designee creates Superintendent or administrative committees as deemed
necessary, makes all appointments, and directs all activities. A Superintendent or administrative
committees reports to the Superintendent or administrator who directs its activities. The
Superintendent or designee should consult the Board Attorney (a) concerning whether any of these
committees must comply with the Open Meetings Act (OMA), and/or (b) to receive guidance for
ensuring that the meetings either comply with OMA requirements or do not trigger OMA.1 Unless
otherwise indicated, the listed Superintendent or administrative committees are optional:

Communicable and Chronic Infectious Disease Program Task Force

This task force assists in the development and review of a chronic and infectious disease program
consistent with the District’s policies and State and federal laws and regulations, and reports
directly to the Superintendent or designee. Appointments are made to the task force only if the
Superintendent or designee determines that its input is desirable. See Board policies 5:40,
General—Parsemel _ Communicable and Chronic Infectious Disease; and 7:280, Stuelerts—
Communicable and Chronic Infectious Disease.

Task force members include the Superintendent or designee, school medical advisor, a school
nurse, and representatives from the School Board, local health department, PTA, the professional
staff, and other employee groups.

Communicable and Chronic Infectious Disease Review Team

This review team monitors those employees and students who have a communicable and chronic
infectious disease, and:

1. Reviews individual medical case histories.

2. Recommends the most appropriate educational setting for a student, which may include
temporary removal from and return to the regular educational setting.

3. Recommends the most appropriate work setting for an employee; this may include
retention in his/her present position, transfer to another position, or temporarily excused
from or returned to his/her work assignment.

Team members include the District’s medical advisor, a school nurse, the Building Principal, and
the Superintendent or designee.

The footnotes should be removed before the material is used.

1 Superintendent and administrative committees are generally not governed by the Open Meetings Act (OMA), but the
operation and function of specific committees may make the Act applicable. For example, any committee, whether
superintendent or board, having as members at least a majority of the quorum (three out of seven) of the board, will be
subject to OMA. 5 ILCS 120/1.02. Other factors that determine whether a committee is governed by OMA include “who
appoints the members of the entity, the formality of their appointment, and whether they are paid for their tenure; the
entity’s assigned duties, including duties reflected in the entity’s bylaws or authorizing statute; whether its role is solely
advisory or whether it also has a deliberative or investigative function; whether the entity is subject to government control or
otherwise accountable to any public body; whether the group has a budget; its place within the larger organization or
institution of which it is a part; and the impact of decisions or recommendations that the group makes.” University
Professionals v. Stukel, 344 111.App.3d 856, 865 (1st Dist. 2003).
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The review team is guided by the Board’s policies, Ill. Dept. of Public Health (IDPH) rules and
regulations, and all other applicable State and federal laws. It reports directly to the
Superintendent or designee. See also policies 5:40 —General—Personnel Communicable and
Chronic Infectious Disease; and 7:280, Spnclasits——Communicable and Chronic Infectious
Disease. The review team consults the employee’s or the student’s personal physician and local
health department officials before making any recommendations.

The Communicable and Chronic Infectious Disease Review Team respects the privacy rights of
each employee and student and takes such precautions as may be necessary to secure
confidentiality.

Food Allergy Management Committee

This committee develops and implements the District’s Food Allergy Management Program and
reports directly to the Superintendent or designee. It monitors the program for effectiveness and
establishes a schedule for the Superintendent to report this information to the Board. See policy
7:285, Food Allergy Management Program, based upon the ISBE/IDPH Guidelines at.
www.isbe.net/Documents/food_allergy suidelines.pdf. See also the modifiable Microsofit® Word
version of the ISBE/IDPH Guidelines at: www.isbe.net/Pa ses/Food-Allerg -Guidelines.aspx,
Committee members include District-level administrators, Building Principals, the District Safety
Coordinator (see 4:170-AP1, Comprehensive Safety and Security Plan, Part C, District Safety
Coordinator and Safety Team; Responsibilities), District 504 Coordinator (see policy 6:120,
Education of Children with Disabilities), staff members, parents/guardians, community members,
and students.

Employee Substance Abuse Prevention Committee

This committee makes recommendations directly to the Superintendent or designee regarding
the issues of employee substance abuse. and resulting employee conduct standards, and:

1. Cooperates with community and State agencies on substance abuse programs.

7 Gathers information about substance abuse and suggests methods to disseminate it to
employees.

3. Develops a support network that encourages employees to self-refer for treatment and
suggests procedures for early identification and treatment.

4. Recommends procedures that would protect the privacy of employees while taking into
consideration any directives from the Board tothe Superintendent regarding the District’s
obligation to provide a safe environment and to ensure high quality performance, which
may include but not be limited to:

a. Securing training for designated district employees to educate them to identify
symptoms of being impaired by or under the influence of substances prohibited by
policy. For guidance about what impaired by or under the influence of means, See:

i, Footnote discussions in numbers five and six in policy 5:50, Drug- and Alcohol-
Free Workplace; E-Cigarelte, Tobacco, and Cannabis Prohibition;

ii. 625 ILCS 5/11-501.2 and 5/11-501.9, amended by P.A. 101-27 (chemical and
other tests, validity, etc., alk/a field sobriety tests);

i, 410 ILCS 705/10-50(d), added by P.A. 101-27 (an employer may consider an
employee to be impaired or under the influence of cannabis if the employer has a
good faith belief that an employee manifests specific articulable symptoms while
working that decrease or lessen the employee’s performance of the duties or tasks
of the employee’s job position, including symptoms of the employee’s speech,

physical dexterity, agility, coordination, demeanor, irrational or unusual
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behavior, or negligence or carelessness in operating equipment or machinery:
disregard for the safety of the employee or others, or involvement in any accident
that results in serious damage t0 equipment or property; disruption of a
production or manufacturing process; or carelessness that results in any injury to
the employee or others) Note: Consult the Board Attorney about identifying
cannabis use)); and
iv. Professional development opportunities in the area, €.g., local law enforcement

agencies may be a place to begin.

b, Implementing a reasonable suspicion and/or drug testing2 program(s) to enhance the
District’s ability to identify and discipline employees suspected of being impaired by
and/or under the influence of prohibited substances. Note: Consult the Board
Attorney before implementing any drug-testing program(s) or disciplining employees
based upon the results of these programs. Drug testing will likely assist the District
with the challenges of identifying cannabis-related issues, but the science behind
impairment identification and behavioral testing for cannabis impairment is new and
emerging.

c. Addressing expectations for employees in positions of leadership who are perpetually
on call3 due to the nature of their positions and responsibilities.

d. Holding licensed educators to a higher standard than non-licensed employees due to
their professional code of conduct expectations.

e. Holding employees working directly with students to a higher standard than
employees not working directly with students.

5. Recommends a method to explicitly inform employees of the consequences of violating
the District’s policy.
6. Recommends best practices for discipline of employees who are suspected of or violating

the District’s policy. 4

Committee members include the Superintendent or designee, the District’s medical
advisor/medical review officer, and employee representatives from both professional and
educational support personnel. The committee is guided by Board policies, administrative
procedures, and relevant State and federal statutes. See policies 5:50, Drug- and Alcohol-Free
Workplace; E-Cigarette, Tobacco, and Cannabis Prohibition, 50120, Employee Ethics; Conduct;
and Conflict of Interest, and administrative procedure 5:120-AP2, Employee Conduct Standards.

Pandemic Planning Team

This team builds a strong relationship with the local health department and emergency medical
agencies and uses their assistance to develop and implement a comprehensive pandemic influenza
school action plan and build awareness of the final plan among staff, students, and community.

The footnotes should be removed belore the material is used.

2 The best practice for ensuring the strongest defense when disciplining an employee for undertaking tasks while being
impaired and/or under the influence of prohibited substances is a confirmed, positive, drug test used in combination with
reasonable suspicion of impairment. Drug testing may be cost prohibitive and disruptive for school districts while also
presenting several other legal considerations, including possible collective bargaining implications upon request by the
employee representative. For example, while the Americans with Disabilities Act allows the results of such tests to be used
as the basis for disciplinary action (42 US.C. §12114; 29 C.F.R. §1630.16 (c), drug tests may still violate other laws, e.g.,
Title VI and the Rehabilitation Act (42 U.S.C. §2000c et seq.; and 29 U.S.C. §706 et seq.)). Identifying and disciplining
employees for cannabis use on a drug testing alone may present a unique sct of challenges because cannabis can remain in a
person’s system for weeks.

3 See f/n 3 of policy 5:50, Drug- and Alcohol-Free Workplace; E-Cigarette, Tobacco, and Cannabis Prohibition.

4 Consult the board attorney regarding any disciplinary action explored for employces based solely on a positive
cannabis test result. Employee discipline options may be an item on which collective bargaining may be required.
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See policy 4:180, Pandemic Preparedness, and procedure 4:180-AP1, School Action Steps for
Pandemic Influenza.

Team members may include one or two Board members, administrators, and staff members.
It reports directly to the Superintendent or designee.

Sex Equity Committee

This committee supports the District’s efforts to eliminate sexual harassment by advising the
Superintendent or designee on prevention, intervention, and education. Committee members may
include community representatives, District administrators, teachers, and students. See policies
5:10, Equal Employment Opportunity and Minority Recruitment; 5:20, Workplace Harassment
Prohibited, 7:10, Equal Educational Opportunities; and 7:20, Harassment of Students Prohibited.

School Violence Prevention Team

This team builds awareness about and supports the development and implementation of the
District’s:

1. Targeted School Violence Prevention Program. See policy 4:190, Targeted School
Violence Prevention Program, and procedure 4:190-AP1, Targeted School Violence
Prevention Program.

2. Anti-bullying program, when and as appropriate. See policy 7:180, Prevention of and
Response to Bullying, Intimidation, and Harassment, and procedure 7:180-AP1,
Prevention, Identification, Investigation, and Response to Bullying.

All Building Principals-or their designees must be on this team. Other team members may include
the District Safety Coordinator (see procedure 4:170-AP1, Comprehensive Safety and Security
Plan, Part C, District Safety Coordinator and Safety Team, Responsibilities), law enforcement
representatives, Board Attorney, District psychologist(s), mental health workers and/or social
service agencies, faith leaders, community members, and students. It reports directly to the
Superintendent or designee.

Title I Parent Advisory Committee

This committee is required if the District receives or desires to receive Title I funds. See policy
6:170, Title I Programs; procedure 6:170-AP1, E1, <District-Level Parent and Family
Engagement Compact; 20 U.S.C. §86312(a)(1)(A), 6318(a)(2)(F). The committee supports the
development and implementation of the District’s Title T plan. Its activities may include, at the
Superintendent or designee’s directive:

1. Facilitating the active involvement of parents/guardians in their children’s academic
success by such activities as coordinating Title 1 parent-teacher conferences, providing
information to help parents/guardians assist their children, coordinating volunteer or paid
participation by parents/guardians in school activities, and establishing a process to
respond to parents/guardians’ inquiries and recommendations.

2. Distributing Title I informational materials.

3. Consulting regarding the District’s Title I Plan.

4. Supporting the implementation of Board policy 6:170, Title I Programs.

Committee members include parents/guardians and family members of Title I children. It
reports directly to the Superintendent or designee.
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PERA (Performance Educational Reform Act) Joint Committee and the RIF (Reduction i

Joint Committee §

Fach committee listed below is required until its function has been fulfilled; each reports directly
to the Superintendent or designee.

|. PERA joint committee. This mandatory committee develops a plan for incorporating data and

indicators of student growth into the evaluation plan. The joint committee is “composed of

equal representation selected by the district and its teachers, or where applicable, the

exclusive bargaining representative of its teachers.” 105 ILCS 5/24A-4(b). If, within 180

calendar days of the committee’s first meeting, the committee does not reach an agreement on

the plan, the District must implement ISBE’s model evaluation plan with respect to the use of

data and indicators on student growth. The amendment of an evaluation plan continues t0 be

a mandatory subject of bargaining. This committee also agrees 10 the panel of qualified

evaluators that reviews appeals of unsatisfactory performance ratings and determines the
criteria for successful appeals.6 105 ILCS 5/24A-5.5, added by P.A. 101-591.

2. RIF joint committee. This mandatory committee convenes annually to consider issues
identified in the statute concerning the selection of teachers for layoff. 105 ILCS 5/24-12(c).
On or before December 1 each year, the RIF joint committee must be established and must

hold its first meeting. It is composed of individuals appointed by the Board and the teachers
(or the exclusive bargaining representative of its teachers).

Concussion Oversight Team

The Concussion Oversight Team is required until its function has been fulfilled; it reports directly
to the Superintendent or designee. State law requires the team to establish protocols for return-to-
play and return-to-learn for students who have suffered a concussion or head injury during
interscholastic athletic activities. See policy 7:305, Student Athlete Concussions and Head
Injuries. 105 ILCS 5/22-80(d), amended by P.A. 100-309. The Board must appoint or approve 2
Concussion Oversight Team. Section 22-80(d) identifiessWho must be on each Concussion
Oversight Team. A physician, to the extent possible, must be on the Team, If the school employs
an athletic trainer and/or nurse, they must be on the Team to the-extent practicable. The Team
must include, at a minimum, one person who is responsible for implementing and complying with
the return-to-play and return-to-learn protocols adopted by.the Team. Other licensed health care
professionals may be appointed to serve on the Team. If it is not practicable for a physician,
athletic trainer and/or nurse to be on the Team and other licensed health care professionals are not
appointed to serve on the Team, the Team may be composed of only one person who need not be
a licensed healthcare professional; however, that individual may not be a coach.

e
The footnotes should be removed before the material is used.

5 These committees are not subject to OMA. 105 [LCS 5/24A-4(b) and 105 ILCS 5/24-12(c), respectively, amended by

P.A. 100-768.

6 The PERA joint committee does not determine what rating will be issued to replace an unsatisfactory rating in the

event of a successful appeal: that issue must be collectively bargained. 105 ILCS 5/24A-5.5, added by P.A. 101-591.
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Wellness Committee 7

The Wellness Committee includes at least one representative from each of the following groups:
parents, students, representatives of the school food authority, teachers of physical education,
school health professionals, a mem ber of the Board,$ school administrators,? and members of the
community. It reports directly to the Superintendent or designee. Individuals of this committee
will participate in the development, implementation, periodic rev iews, and updates of policy 6:50,
School Wellness. 7 C.F.R. §210.31(d)(1).

Children’s Advocacy Center Communication Committee 10

his committee supports the implementation_of the Alleged Incidents of Sexual Abuse;
Investigations subhead of policy 3:90. Abused and Neolected Child Reporting. 1t includes the
District_Nondiscrimination _Coordinator, District _Safety Coordinator. and _at least _one
representative from each of the following groups: District-level administrators. Building
Principals. school personnel. and emplovees from the accredited Children's Advocacy Center
(CAC) that serves the District. The CAC Communication Committee reports directly to the

Superintendent _or designee.. See policy 5:90. Ahused and Neglected Child Reporting, and
administrative procedut@S:90=AD. wordination with Children's Advocacy Center.

I'he footnotes should be remaved before the material is used.

7 Establishing a wellness commitice is optional. The preamble to 7 C.E.R. §210.31(d)(1) suggests one method to
comply with the rules is by: “identifying individuals™ to serve on a “local school wellness policy committee.” However, the
final text of 7 C.F.R. §210.31(d)(1) does not specifically require districts to establish a local school wellness policy
committee — only that they “permit [groups listed in the procedure above] to participate ... .” See also {in 23 in policy 6:50,
School Wellness. 1T a district establishes a wellness committee, it should be listed here.

8 See f/n | above, As much of the work of developing a plan to involve local stakeholders is administrative/staff work
tather than governance work, the best practice is to have a wellness committee be an administrative committee, but consult
the board attorney for guidance about the application of the OMA when three or more board members serve on this
committee.

9 If a board wants to comply with the U.S. Dept. of Agriculture’s encouragement to include Supplemental Nutrition
Assistance Program Education (SNAP-ED) coordinators or educators in the group to provide input about the wellness
policy, insert: “=Su lemental Nutrition Assistance Program [ducation (SNAP-ED) coordinators, educators.™ immediately
before: «, and members of the community.”

10 Establishing a Children’s Advocaey { entet (CAC) communication committee is optional und only applics 1o sehowl
districts within o county sery ed by an aceredited CAC. See 7 13 in poliey 5:90. Abused aud Neolected Child Reporting,
\ Children s Advoeacy Centel,

and 5:90-AP_ ¢ ordination with
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School Board

Board Attorney 1

The School Board mayerter-ito-agreementstor retain legal services with one or more attorneys or
law firms to be the Board Attorney(s). The Board Attorney represents the School Board in its capacity
as the governing body for the School District.-Fhe-Beard-Adtorney-shall-notrepresent apotherchentH
the—representation—ive dves-a-conenrrent—eonthet ol interest—unless—permitied by—the—H—Rules—of
Professional-Conduct-adopted-by-the Hi-Supreme-Court-2 The Board Attorney serves on a retainer or
other fee arrangement as determined in advance. The Board Attorney will provide services as
described in the agreement for legal services or as . memorialized lg_\_;iu_clwggg_gi_n_lx__jj_ul_lumj_'.—S The
District will only pay for legal services that are provided in accordance with the agreement for legal
services. as memorialized by an engagement letter. or that are otherwise authorized by this policy or a
majority of the Board.

The Superintendent, his or her designee, and Board President, are each authorized to confer with
and/or seek the legal advice of the Board Attorney.-4 The Board may also authorize a specific Board
member to confer with the Boar | Aftorneyiesat counsel on its behalf.

The Superintendent may authorize the Board Attorney to represent the District in any legal matter
until the Board has an opportunity to be informed of and/or consider the matter.

The footnotes are not intended to be part ofithe‘adopted policy: they should be removed betore the policy is adoplted.

1 The attorney’s selection and duties are totally within the board’s discretion — bidding is not required. 105 ILCS 5/10-
20.21.

2 i e a pestatement-of-Rule 1.7 (Conflict of Interest: Current Clients) and Rule 1.13 (Organization as Client) of the
. Rules of Professional Conduct, at www.illinoiscourts sv/supremegonrt/rules/art_viii/delault new.asp. address
concurtent conflicts o interest, Board presidents, Superintendents. and hourd atomes s should be prepared o ask poteotial
bourd atwrneys whether they will have the abilitvif deolgre ht repssstution of the board and district will be 10 the

exclusion of ull other clicnts having potential conflicts Withithe | yoardd@nd distriel sdnterosts its. See exhibit 2:160-. Checkfist
for Selecting

3 There is no general format for an agreement for legal services or an cugapeini leter. To help monitor its legal fees,
a board should require a written agreement O i CHEAEel it Jetter with the board attorney or law firm that details the
services. fees, expenses, and billing format. See Lol exhibit 2:160-E. Checklist for Selecting a Board Attorney.

Legal services can be spelled out in the policy but boards face thie attendant risk of conflicting lists. However, a board
desiring such a list can use the following:

The attorney will:

1. Serve as counselor to the Board and attend Board meetings when requested by the Superintendent or Board
President:

2. Represent the District in any legal matter as requested by the Board:

3. Provide written opinions on legal questions as requested by the Superintendent or Board President;

4, Approve, prepare, OF supervise the preparation of legal documents and instruments and perform such other
legal duties as the Board may request; and

5 Be available for telephone consultation.

4 Depending on the fee arrangement, contacting the board attorney generates fzes owed by the district. Thus, 1o ¢ void
exCessive attorngy {ces. the board should considerpeeds—to limiting individuals who arcés authorized to contact the board
attorney-fe-tveid-esdessive-aHorey-tees. Additional individuals may be added to this sentence as in the alternative below:
__ The following people are authorized to confer with andfor seck the legal advice of the Board Attorney:

Superintendent  or designee, Business Manager. District  Freedom of  Information Officer, Complaint
Manager(s), District treasurer. and the Board President.

Individual board members should refrain from discussing their board attorney’s advice outside of @ board meeting.
Disclosing legal advice can waive the attorney-client privilege. Individual board members possess none of the board’s
powers and are not authorized to individually waive attorney-client privilege on behalf of the board as an entity.

1 Bowrd 1iorne
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The Board retains the right to consult with or employ other attorneys and to terminate the service of
any attorney.

LEGAL REF.: Rule 1.7 (Conflict of Interest: Current Clients) and Rule 1.13 (Organization as
Client) of the IIl. Rules of Professional Conduct adopted by the Ill. Supreme

Court.

CROSS REF.: 4:60 (Purchases and Contracts)
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March 2020

REWRITTEN

School Board

Exhibit - Checklist for Selecting a Board Attorney

The School Board selects and retains the Board Attorney(s). The Board may use this checklist for
puidance when it sclects and retains attorney(s) and/or law firms for legal services. This checklist is
designed for the Board to use a request for proposal (RFP) process to seck outside attorneys/law
firms. The Board may also select an attorney without using an RFP process and adapt this checklist.
The Board may also adapt this checklist and use it for an application process, if the Board secks an
in-house attorney. For more information, call the IASB Office of General Counsel; see its current

phone n

umbers at www.iash.com/about-us/sta [f/#office-general-counsel.

] Determine what type of legal services the District needs.

1.

Review Board policy 2¢160, Board Atiorney. Note: Critically analyze whether the District’s
legal needs are best served by in-house attorney(s) or outside attorney(s)/law firms. Many
districts use a combination of these services. Many districts also use multiple attorney(s)/law
firms for their specialties, e.g., different law firms for bond counsel, special education, or
labor law. Some boards also approve a panel of attorneys and allow the administration to
choose which attorney to use.

Consider the following factors to analyze the type(s) of legal services needed for the District
including, but are not limited to:

e District’s size;

o Any past and current experiences with legal matters;

e Complexity of the District’s legal needs;

e Availability of expertise; and

e Cost of outside fees compared to internal staff expenses for an in-house arrangement.

[] Develop a list of qualifications necessary for providing quality legal services to the District.

1.

2:160-E

Review policy 4:60, Purchases and Contracts. Note: While State law exempts hiring an
attorney from bidding requirements (105 ILCS 10-20:21(a)), the Board may want to review
its procurement processes and align procurement for legal services to its non-bidding-related
standards for purchases, e.g., avoiding favoritism, staying within the District’s budget, etc.

Develop the list of qualifications. The major qualifications include, but are not limited to:

e Licensed to practice law in [llinois and in good standing with the Ill. Attorney
Registration and Disciplinary Commission (ARDC) (see checklist item Conduct a
reference check and other background investigations, below)

e Member of the District’s assigned United States district court and the Seventh Circuit
Court of Appeals

e Substantive knowledge and experience in the legal areas matching District’s needs, e.g.,
bidding, civil rights, collective bargaining, education reform, employment law, Freedom
of Information Act, Open Meetings Act, other records laws, special education, student
rights, etc. Note: This list of knowledge and experience must be created by the District’s
identified needs and may change from time to time.

e Experience in all aspects of contract, employment, and school law
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o Experience that meets the District’s needs, including litigation experience in State and
federal courts

e Membership in professional associations, such as. the [1I. Council of School Attorneys
(ICSA) and education law sections of bar associations, etc.

e Demonstrated knowledge of and ability to apply professional responsibility rules

o Accessibility for the District’s identified needs, e.g., evening Board meetings, phone
calls, etc.

e Ability to declare that representation of the District will be to the exclusion of all other
clients having potential conflicts with the District’s interests

e When additional qualifications apply, list those qualifications for providing legal
services. This may include specialties such as bond counsel, etc.

[] Develop the RFP.

1.
2.

Insert the list of qualifications that the Board developed.

Include the following information:

e The deadline forresponses to be submitted

o The location (address or email) where responses should be sent

e A statement that the Board is soliciting proposals from qualified lawyers and law firms to
provide legal services to the School District

e Significant information about the District (see policy 1:30, School District Philosophy,
for the District’s mission statement that is specific to the community’s goals)

e The scope of work, e.g., “The Board Attorney will provide legal advice concerning
[typical duties, specific duties, excluded duties].”

e Qualifications

e Details about interviews and presentations

Specify what responders must include in their responses, such as the following:

e Cover letter, complete name, address, and legal structure (if the responder is a law firm)

e The individuals who prepared the response, including their titles

e If different from above, the identity of and directory information for the individuals who
have authority to answer questions regarding the submitted proposal

o A proposed fee schedule, e.g., “Respondents may combine set fees and hourly fees. If

hourly fees are proposed, please provide the minimum time increment for billing

purposes. [f a retainer agreement is proposed, please specifically describe options.”

A summary of the responder’s relevant experienge representing public schools

A writing sample

An assurance that the responder meets the RFP’s qualifications

o References including current or past clients

] Announce the RFP.

1.

2:160-E

Title the announcement. Note: How and where the RFP is announced are at the Board’s sole
discretion. The Board may want to announce the RFP during an open meeting, post it on the
District’s website, mail or email it to local law firms, and/or place it in the local newspaper(s)
or other legal publications. A directory of those lawyers belonging to the ICSA is on the
[ASB website, www.iasb.com. A printed copy is available upon request. Inclusion in the
directory does not represent an IASB endorsement. Some attorneys who practice school law
do not belong to 1CSA. Other online sources, such as the 11l. State Bar Association, also
maintain directories of information about attorneys. The Board may want to title the
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] Rec
1.

3.

announcement “The [Insert District 's name] School Board Requests Proposals to Provide
Legal Services.”

Announce that the Board seeks an attorney or law firm to serve as its Board Attorney.

Inform the reader that the attorney or law firm selected will serve either ar will or from the
date of appointment to [dare]. The length of the appointment is at the Board’s discretion.

State the School District’s philosophy or mission statement.
Insert the RFP location and contact information with the beginning date and time.

Tell prospective responders that completed RFPs must be returned by [certain time and date)
to [name and title of person receiving applications].

eive and manage responses to the RFP.

Review 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
Secretary or Superintendent’s secretary if the Board determines that it is more convenient.
Who accepts applications is at the Board’s sole discretion and should be decided by the Board
prior to posting the RFP announcement.

The Board will discuss, at an open meeting, its process to review the applications and who
will contact RFP responders for an interview.

The designated person will contact RFP responders for interviews.

[] Develop interview questions if the Board interviews attorneys or law firms.

1.
2.

2:160-E

Interview questions are at the Board’s discretion.

A prospective attorney or law firm to fill the Board Attorney position may raise other specific
issues that the Board will want to cover during an interview.

The following non-exhaustive list of interview -questions may help the Board tailor its
questions toward finding an attorney. orlaw firm with.an approach to the role of the Board
Attorney that the Board desires:

e What do you see as your role as Board Attorney?

e How many other school districts do you currently represent?

e What kind of legal services do you provide to your school clients? Please explain how
your other experience is relevant to this position:

e How many years of experience does your firm (or, the attorney) have? How long have
you been practicing law? How long have you been representing school districts?

e What methods will you use to ensure all members of the Board, which is your client,
remain informed? See the discussion about the ZIl. Professional Rules of Conduct in f/n 2
of policy 2:160, Board Attorney.

e How would you manage a situation in which the Board feels strongly about its position
but you believe that position is not Jegally supportable? The Ill. Rules of Professional
Conduct, at \wwx-.illinuiscourtﬂ,gtov!suwmccnurifrulcs(art viii/default_new.asp, require
attorneys to represent the Board in its capacity as the governing body for the District. The
responders should be discussing these rules, specifically Rule 1.7 (Conflict of Interest:
Current Clients) and Rule 1.13 (Organization as Client), among others, in their answers to
this question. See also, PRESS policy 2:160, Board Attorney.
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How would you manage a situation in which the Board’s interest may be or become
adverse to one or more of its members? See the discussion about the IIl. Professional
Rules of Conduct in f/n 2 of policy 2:160, Board Atiorney.

How would you manage a situation in which the Board and Superintendent are in
conflict? How about a divided Board? See the discussion about the I/l. Professional Rules
of Conduct in f/n 2 of policy 2:160, Board Attorney.

If the Board did something that you had advised against, could you still defend the
Board’s action? See the discussion about the IIl. Professional Rules of Conduct in f/n 2 of
policy 2:160, Board Attorney.

Will you try to shape Board decisions or do you have a whatever the Board decides
philosophy? See the discussion about the Ill. Professional Rules of Conduct in t/n 2 of
policy 2:160, Board Attorney.

Do you give clients specific recommendations or do you advise them of the available
options and let the client decide? See the discussion about the Ill. Professional Rules of
Conduct in f/n 2 of policy 2:160, Board Attorney.

Do you provide your.school Board clients with any updating services gratis?

How do you keep your Board clients apprised of litigation and other legal matters you are
handling for them?

Will yoube handling this business personally, i.e., will you delegate to your associates or
partnets?

Can anyone else in your firm handle our inquiries when you are unavailable?

How do you keep current on school law?

When do you tell your school clients to contact you regarding a matter with possible legal
repercussions?

Have you represented a school district in a matter involving the rights of disabled
students? ...involving disabled employees? ... involving a student expulsion? ...
involving a teacher dismissal? ... involving an employee's contract or dismissal? ...
involving a building contract or bidding matter?.....Can you tell us about that case?

How do you bill? How are you to be paid? Please explain your rates and/or fees. The
subject of billing should cover whether the attorney. or law firm prepares a budget for
representation and its method for billing in detail, including the date and time, what work
was performed, and who worked on the project, along with expenses.

Did you bring a written agreement for legal services, engagement letter, or a retainer
agreement? If yes, please review it for us now. If not, please explain the options for a
written agreement for legal services, engagement letter, or a retainer agreement.

[] Develop an interview protocol. Interviews may occur in closed session pursuant to 5 ILCS
120/2(c)(1).

The Board President will lead the Board as it interviews responders to its RFP. See 105 ILCS
5/10-13 stating that the Board President presides at all meetings and policy 2:110,
Qualifications, Term, and Duties of Board Officers.

1.

2:160-E

The Board may also want to consider allowing an equal amount of time for each interview.

Discuss the following items with each responder during the interview:

Introduce Board members to the responder

Describe the Board’s interview process, selection process, and ask the responder if he or
she has questions about the Board’s process for selecting its attorney

Describe the District’s philosophy or mission statement
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Describe the Board Attorney position by reviewing the RFP

Begin asking the interview questions (see Develop interview questions, above)

Ask the responder whether he or she has any questions for the Board

Thank the responder and inform him or her when the Board expects to make its decision
and how the responder will be contacted regarding the Board’s decision

[] Conduct a reference check and other background investigation(s).

1. The Board President may perform this check or direct the Superintendent to:

e Check the ARDC's master roll of attorneys as «Authorized to Practice Law” (To do this,
enter the attorney’s name into the ARDC’s registration and public disciplinary records
database at: www.iardc.org/lawyersearch .asp.)

e Click on the attorney’s name to review whether any disciplinary actions are pending or
resolved; current and prior actions will appear at the bottom of the screen

e If disciplinary actions are listed, ask the attorney or law firm for more information

5 There are other online attorney review services available. These services may be overly
subjective and/or the attorney may have control over the content in these services. Always
check with the ARDC.

3. Call references provided by the responder.
[] Enter into a written agreement or engagement letter with the selected attorney or law firm.

1. All agreements for legal services should be in writing. At minimum, the agreement should
provide the fee arrangement and 'the scope of services. Agreements for legal services and
individual billing statements form the Board Attorney are subject to disclosure pursuant toa
Freedom of Information Act request (PAO 14-02).

5 Discuss the fee arrangements with the responder and decide:

e  Whether to enter into a fee arrangement and/or a retainer agreement (Note: Aftorneys
typically bill by a pre-determined pereentage of the hour, e.g., in one-tenth of an hour
increments. Many districts ‘enter into a retainer agreement for legal services or an
engagement letter that requires them to pay the attorney a pre-determined fee every
month. In return, the attorney provides a pre-determined amount of legal services
whenever the district needs him or her. Districts find this useful because (1) they can
budget for legal expenses, (2) legal advice is available up to the pre-determined amount
for lower fees, and (3) this arrangement often provides for an enhanced, long-term
relationship with the attorney.)

e The appropriate scope of services

3. Review the written contract or memorialized relationship (agreement for legal services or
engagement letter) for these provisions:

o Fee arrangement

e Scope of services

e  Which attorneys will be providing legal services

e A statement that the Board controls all legal decisions

e A statement that the attorney and his or her law firm have no conflicts of interest or, ifa
conflict exists, that the Board understands the conflict and waives it

e Board’s right to terminate the services of the attorney and law firm at any time for any
reason

2:160-E Page 5 of 6
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4,

Approve the agreement for legal services or engagement Jetter during an open Board
meeting.

[] Announce the appeintment to District staff and community.

1.

2:160-E

The contents of the announcement and length of time it is displayed are at the Board’s sole
discretion.

The Board may want to consider announcing during an open meeting. See policy 8:10,
Connection with the Community.

The Board may want to include the following information in its announcement:

e The Board appointed [attorney’s name or law firm name] as the Board Attorney

e The appointment will begin on [date] for [length of time]

e The Board previously established qualifications for the Board Attorney in a careful and
thoughtful manner, e.g., “[Attorney or law firm’s name] meets these qualifications and
has demonstrated the willingness to accept its duties and responsibilities. [Atforney or
law firm's name) brings a clear understanding of the demands and expectations of the
Board Attorney position along with a constructive attitude toward the challenge.”
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Operational Services

Payment Procedures 1

The Treasurer shall prepare a list of all due and payable bills, indicating vendor name and amount,
and shall present it to the School Board in advance of the Board’s first regular monthly meeting or, if
necessary, a special meeting. These bills are reviewed by the Board, after which they may be
approved for payment by Board order.2 Approval of all bills shall be given by a roll call vote, and the
votes shall be recorded in the minutes.3 The Treasurer shall pay the bills after receiving a Board order
or pertinent portions of the Board minutes, even if the minutes are unapproved, provided the order or
minutes are signed by the Board President and Secretary, or a majority of the Board. 4

The Treasurer is authorized, without further Board approval, to pay Social Security taxes, wages,
pension contributions, utility bills, and other recurring bills.5 These disbursements shall be included
in the listing of bills presented to the Board.

The Board authorizes the Superintendent or designee to establish revolving funds and a petty cash
fund system for school cafeterias, lunchrooms, athletics, or similar purposes, provided such funds are
maintained in accordance with Board policy 4:80, Accounting and Audits, and remain in the custody
of an employee who is properly bonded according to State law. 6

LEGAL REF.: 105 ILCS 5/8-16, 5/10-7, and 5/10-20.19.
23 111.Admin.Code §100.70.

CROSS REF.: 4:55 (Use of Credit and Procurement Cards), 4:60 (Purchases and Contracts),
4:80 (Accounting and Audits)

The footnotes are nol intended to be part of the adopted policy: they shotld be removed betore the policy is adopted.

1 State or federal law controls this policy’s content.

2 105 ILCS 5/8-16 and 5/10-20.19.

3105 ILCS 5/10-7.

4 Except for the payment of social security taxes and recurring bills, 105 ILCS 5/8-16 permits the treasurer to “pay out
funds of the school district only upon an order of the board signed by the president and clerk or secretary of by a majority of
the board.” 105 [1.CS 5/10-20.19 grants the treasurer authority to pay bills after receipt of “a certified copy of those portions
of the board minutes, properly signed by the secretary and president, or a majority of the board.” As minutes are not
approved until the following meeting, a literal reading of this statute would result in late payments. The policy uses a
pragmatic solution: the treasurer may pay bills upon receiving a board order or minutes, even if the minutes are unapproved,

provided the order or minutes are signed by the president and secretary, or a majority of the board.
[l Loeul Government Prompt Payment Ael (30 1LES S05/) govers the limelines for a board’s approval and puymen

of bills and potential penalties lor {ate pavment Unless otherwise {10 between the board and o vendor/conteaetar. bills
1115 and potentias freildil ) e DATIER Y IR ween the Doard and g VeTIe o b s ==

within 30 days after reeeipt of

il or 30 duys after the date on.w liich the ooods or

must be appros ed or disapprove
services are received, whichever is_later. and pavipent is duc within 30 days after the date of approval. 30 1ILCS 30573,
50574, and SU3/6.

5105 1LCS 5/8-16 and 5/10-20.19.

6 105 1L.CS 5/10-20.19(2); 23 11.Admin.Code §100.70.
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Operational Services

Administrative Procedure - Federal and State Award Procurement Procedures

In addition to the State legal requirements for purchases and contracts set forth in Board policy 4:60,
Purchases and Contracts, and 4:60-AP1, Purchases, the following procedures apply to District
procurement under federal awards and State awards governed by the Grant Accountability and
Transparency Act (GATA). 1

Consult the Board Attorney regarding the legal requirements presented by this administrative
procedure as well as before a contract is presented to the Board. 2

Code of Conduct 3

Board policies 2:100, Board Member Conflict of Interest, and 5:120, Employee Ethics; Conduct, and
Conflict of Interest, contain standards of conduct covering conflicts of interest and governing the
actions of board members and employees engaged in the selection, award, and administration of
contracts.

General Procurement Standards 4

A. The District shall avoid acquisition of unnecessary or duplicative items. Consideration will be
given to consolidating or breaking out procurements fo obtain a more economical purchase.
Where appropriate, an analysis will be made of lease versus purchase alternatives, and any other
appropriate analysis to determine the most economical approach. Note: A conflict between this
regulation’s requirements and the Iil.ineis Criminal Code of 2012 may exist. See 720 ILCS
5/33E-2(i-5) and 5/33E-18 (prohibits bid stringing; violation is a Class 4 felony) and 720 ILCS
5/33E-3 (prohibits bid rigging, a Class 3 felony).

B. To foster greater economy and efficiency, the District may enter into state and local
intergovernmental agreements or inter-entity agreements where appropriate for procurement or
use of common or shared goods and services.

C. The District may use federal excess and surplus property:in lieu of purchasing new equipment
and property whenever such use is feasible and reduces project costs.

D. The District may use value engineering clauses in contracts for construction projects of sufficient
size to offer reasonable opportunities for cost reductions. Value engineering is a systematic and
creative analysis of each contract item or task to ensure that its essential function is provided at
the overall lower cost. Note: A conflict between this regulation’s requirements and the [Hinois
Criminal Code of 2012 may exist. See 720 ILCS 5/33E-2(i-5) and 5/33E-18 (defines and
prohibits bid stringing, a Class 4 felony).

The Tootnotes should be removed before the material is used.

12 C.F.R. §§200.318-200.326: 30 ILCS 708/, Grant Accountability and Transparency Act (GATA). GATA adopts the
federal uniform guidance for all grants, unless the Office of the Governor grants an exception. 30 ILCS 708/55; 44
[1.Admin.Code §7000.60. For information about the scope of GATA as it pertains to grants administered by the [lI. State
Board of Education, see www.isbe.net/galu.

2 Many legal issues will be solved by early and frequent consultation with the board attorney.

3 2 C.F.R. §200.318(c).

42 C.F.R. §200.318(d)-(k).
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E. The District shall only award contracts to responsible contractors possessing the ability to
perform successfully under the terms and conditions of a proposed procurement. Consideration
will be given to such matters as contractor integrity, compliance with public policy, record of past
performance, and financial and technical resources. Note: State law requires award to the “lowest
responsible bidder.”

F. The District shall maintain records su fficient to detail the history of procurement. These records
will include, but are not necessarily limited to the following: rationale for the method of
procurement, selection of contract type, contractor selection or rejection, and the basis for the
contract price.

G. The District may use a time and materials type contract only after a determination that no other
contract is suitable and if the contract includes a ceiling price that the contractor exceeds at its
own risk. Note: The [llinots Criminal Code of 2012 (720 ILCS 5/33E-9) requires approval of the
Board or designee when a contract cost increases or decreases by $10,000, a/k/a change orders. 1f
a change order will exceed the original contract price by 10%, it must be rebid.

H. The District shall be responsible, in accordance with good administrative practice and sound
business judgment, for the settlement of all contractual and administrative issues arising out of
procurements.

Competition S
A. All procurement transactions shall be conducted in a manner providing full and open competition

consistent with the s;andards--of State law (105 ILCS 5/ 10-20.21) and policy 4:60. Purchases and
Contracts, and this section. To ensure objective contractor performance and eliminate unfair
competitive advantage, contractors that develop or draft specifications, requirements, statements
of work, or invitations for bids or requests. for proposals must be excluded from competing for
such procurements. Qituations considered to be restrictive of competition include, but are not

limited to:
1. Placing unreasonable requirements on firms in order for them to qualify to do business;
Requiring unnecessary expetience and excessive bonding;

Noncompetitive pricing practices between firms or between affiliated companies;

2
3
4. Noncompetitive contracts to consultants that are on retainer contracts;
5 Organizational conflicts of interest;

6

Specifying only a “prand name” product instead of allowing “an equal” product to be offered
and describing the performance or other relevant requirements of the procurement; and

7. Any arbitrary action in the procurement process.

B. The District shall conduct procurements in a manner that prohibits the use of statutorily or
administratively imposed state, local, or tribal geographical preferences in the evaluation of bids
or proposals, except in those cases where applicable federal statutes expressly mandate or
encourage geographic preference. Note: State law may also encourage or discourage these
preferences. Discuss these with the Board Attorney. See also Doyle Plumbing and Heating Co. V.
Bd. of Educ.. Quincy Pub. Sch. Dist. No. 172, 291 TILApp. 3d 221 (4th Dist. 1997): Cardinal
Glass v. Bd. of Educ. of Mendota Comm. Consol. Sch. Dist. 289, 113 1. App.-3d 442 (3rd Dist.

The footnotes should be removed before the material is used
52 C.F.R. §200.319.
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E.

1983). Nothing in this section preempts State licensing laws. When contracting for architectural
and engineering (A/E) services, geographic location may be a selection criterion provided its
application leaves an appropriate number of qualified firms, given the nature and size of the
project, to compete for the contract. Note: The Board must also follow the Local Government and
Professional Services Selection Act. €50 ILCS 510/3.

Procurement Transactions. All solicitations will:

1. Incorporate a clear and accurate description of the technical requirements for the material,
product, or service to be procured.

a. Such description must not, in competitive procurements, contain features which unduly
restrict competition.

b. The description may include a statement of the qualitative nature of the material, product
or service to be procured and, when necessary, must set forth those minimum essential
characteristics and standards to which it must conform if it is to satisfy its intended use.

c¢. Detailed product specifications should be avoided if at all possible.

d. When it is impractical or uneconomical to make a clear and accurate description of the
technical requirements, a “brand name or equivalent” description may be used as a means
to define the performance or other salient requirements of procurement. The specific
features of the named brand which must be met by offers must be clearly stated.

2. Identify all requirements which offerors must fulfill and ail other factors to be used in
evaluating bids and proposals.

The District shall ensure that all prequalified lists of persons, firms, or products which are used in
acquiring goods and services are current and include enough qualified sources to ensure
maximum open and free competition. Note: State laws may conflict with this provision. See 105
ILCS 5/10-20.21 and 50 ILCS 510/.

The District shall not preclude potential bidders from qualifying during the solicitation period.

Methods of Procurement 6

The District shall use one of the following methods of procurement:

A.

Procurement by micro-purchases. Procurement by micro-purchase is the acquisition of supplies
or services, the aggregate dollar amount of which does notiexceed the micro-purchase threshold
of $10,000, as may be amended from time to time.7 To the extent practicable, the District shall
distribute micro-purchases equitably among qualified suppliers. Micro-purchases may be awarded
without soliciting competitive quotations if the Board considers the price to be reasonable. Note:
See 105 ILCS 5/10-20.21 and policy 4:60, Purchases and Contracts.

Procurement by small purchase procedures. Small purchase procedures are those relatively simple
and informal procurement methods for securing services, supplies, or other property that do not
cost more than the Simplified Acquisition Threshold of $250,000, as may be amended from time

e (ootnotes should be removed belore the material is used

6 2 C.F.R. §200.320.
7 The micro-purchase threshold is set by the Federal Acquisition Regulation (FAR) at 48 C.F.R. Subpart 2.1

(Definitions) and is periodically adjusted for inflation. 2 C.F.R. §200.67. The federal government’s Office of Management
and Budget ()M 13) issued a memo increasing the micro-purchase threshold to $10,000, pursuant to the National Defense
Authorization Act FY 2018 (Pub. L. No. 115-91), pending amendments to the FAR. OMB Memorandum 18-18 (6-20-18),
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to time8. If small purchase procedures are used, price or rate quotations must be obtained from an
adequate number of qualified sources.

C. Procurement by sealed bids (formal advertising). Bids are publicly solicited and a firm fixed price
contract9 (lump sum or unit price) is awarded to the responsible bidder whose bid, conforming
with all the material terms and conditions of the invitation for bids, is the lowest in price. Note:
105 ILCS 5/10-20.21 requires “lowest responsible bidder.” The sealed bid method is the preferred
method for procuring construction, if the conditions in 2 C.F.R. §200.320(c)(1) apply. If sealed
bids are used, the requirements in 2 C.F R. §200.320(c)(2) apply. Note: 105 ILCS 5/10-20.21
requires sealed bids.

D. Procurement by competitive proposals. The technique of competitive proposals is normally
conducted with more than one source submitting an offer, and either a fixed price or cost-
reimbursement type contract is awarded. It is generally used when conditions are not appropriate
for the use of sealed bids. If this method is used, the requirements in 2 C.F.R. §200.320(d) apply.
Note: 105 ILCS 5/10-20.21 requires sealed bids.

E. Procurement by noncompetitive proposals. Procurement by noncompetitive proposals is
procurement through solicitation of a proposal from only one source and may be used only when
one or more of the circumstanees in §200.320(f) apply. Note: 50 ILCS 510/ may conflict with
this regulation.

Procurement of Regovered Materialsi10

When the District proeures items designated by the Environmental Protection Agency (EPA) as
capable of being produced with recovered materials! 1. and the purchase of the items exceeds $10.000
or the quantity of the items (or functionally eguivalent items) purchased in the preceding fiscal vear
exceeded $10.000. the District shalls

A. Ensure the items contain the highest percentagelof recovered materials practicable. consistent
with maintaining a satisfactory levellof competition The decjsion not to procure such items must
be based on a determination that lhc_@itemsf (1)are notiedsonably available within a reasonable
period of time. (2 ) fail to meet the perfornance standards in the applicable specilications. or (3)
are only available at an unreasonable wices 12 :

o A -

B. Procure solid waste management services in_afmanner flial maximizes encrgy and resource
Fecovery.

The footnotes should be removed before the material is used.

8 Simplified acquisition threshold means the dollar amount helow which a non-federal entity may purchase proparty or
sepvices using small purchase methods. Non-federal entities adopt small purchase procedures in order to expedite the
purchase of items costing less than the simplified acquisition (hreshold. The simplified acguisition {hreshald is set by the
Federal Acgunisition Regulation (FA1R) at 48 CIR Subpart 2.1 (Definitions) arid in necordance with 41 U.S.C. §1908 and is
periodically adjusted fov infation, (Also see delinition ol §200.67 Micro-purchase,) 2 C.F.R. §200.88. The federid
povermets-OMD Hiee of- Munnsepent-and—Buduet issued a memo increasing the simplified acquisition threshold to
$250,000, pursuant to the National Defense Authorization Act FY 2018 ( Pub. L. No. 115-91), pending amendments 10 the
FAR. OMB Memorandum 18-18 (6-20-18), at: \\-‘\m.\\-hll\:huusc.nuw\\-n~cuutcnlmpt_ug_c_ls!20IHf()(slM-lR-lS.ndl'.

9 Contract means a legal instrument by which a non-tederal entity purchases property or services necded (o carry oul
the project or program under @ federal award. The term as wsed in this part does not include 2 leoal instrument, even il the
non-lederal enlily considers it a contract, when the substance ol the pransaction meets the definition ol o federal award or
cubaward (see §200.92 Subaward). 2 C.F.R. §200.22.

10 42 11.S.C. §6962: 2 CILR. §200.322.
1140 CFR. Part 147, For recominendations thal the EPA has develuped lor recavered (recveled) content and for s list

ol designated products, see: \\i\\.gp;u_.l_-,ﬂ\_.-'.a_u_\1_1_1;gru1;11_'_u_llc_|1_si\_-u-pr_uu_lrcmcnl-;.=uitl__uliJu-_-L_j_\_g-.L\gugj'_;gn._ which was developed

s part of the EPA™S ( omprehensive Procurernent Guideline (CPGY Prograny,
12 42 U.S.C. §6962(e)(1).
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C. Establish an affimative procurement program for procurement of recovered materials identilied
in EPA guidelines. The program must contain the following elements: 13

1. Preference program for purchasing the designated items:

2. Promotion program:

3. Procedures for obtaining estimates and certifications ot recovered materials content and for

verifving the estimates and certifications: and

4. Annual review and monitoring of the effectiveness of the program.

Contracting with Small and Minority Businesses, Women’s Business Enterprises, and Labor Surplus
Area Firms 14

The District shall take all necessary affirmative steps to assure that minority businesses, women’s
business enterprises, and labor surplus area firms are used when possible. Affirmative steps shall
include:

A. Placing qualified small and minority businesses and women’s business enterprises on solicitation
lists;

B. Assuring that small and minority businesses, and women’s business enterprises are solicited
whenever they are potential sources;

C. Dividing total requirements, when economically feasible, into smaller tasks or quantities to
permit maximum participation by small and minority businesses, and women’s business
enterprises;

D. Establishing delivery schedules; where the requirement permits, which encourage participation by
small and minority businesses, and women’s business enterprises;

E. Using the services and assistance, as appropriate, of such organizations as the Small Business
Administration and the Minority Business Development Agency. of the Dept. of Commerce; and

F. Requiring the prime contractor, if subcontracts are to be let, to take the affirmative steps listed in
paragraphs (A) through (E) of this section.

Contract Cost and Price 15

A. The District shall perform a cost or price analysis in connection with every procurement action in
excess of the Simplified Acquisition Threshold including contract modifications. The method and
degree of analysis is dependent on the facts surrounding the particular procurement situation, but
as a starting point, the non-federal entity must make independent estimates before receiving bids
or proposals.

B. The District shall negotiate profit as a separate element of the price for each contract in which
there is no price competition and in all cases where cost analysis is performed. To establish a fair
and reasonable profit, consideration must be given to the complexity of the work to be performed,
the risk borne by the contractor, the contractor’s investment, the amount of subcontracting, the

The footnotes should be removed before the material is used.

13 40 C.I.R, §247.6. Vor o suminary of the regy
wwwiepn.gov/smim/summarv-alirmative- procuremeni=progeam.

14 2 C.F.R. §200.321. See also the Business Enterprise for Minorities, Females, and Persons with Disabilities Act, 30
ILCS 575/.

152 C.F.R. §200.323.

irements ol an Affirmative Procurement Program, see:
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quality of its record of past performance, and industry profit rates in the surrounding geographical
area for similar work.

C. Costs or prices based on estimated costs for contracts under the federal award are allowable only
to the extent that costs incurred or cost estimates included in negotiated prices would be
allowable for the District under Subpart E, Cost Principles, of 2 C.F.R. Part 200.

D. The cost plus a percentage of cost and percentage of construction cost methods of contracting
shall not be used.

Federal Awarding Agency or Pass-Through Entity Review 16

The District shall make available, upon request of the federal awarding agency17 or pass-through
entity18 (ISBE):

A. Technical specifications on proposed procurements where the federal awarding agency or pass-
through entity believes such review is needed to ensure that the item or service specified is the
one being proposed for acquisition; and

B. Procurement documents (such as requests for proposals or invitations for bids, or independent
cost estimates) for. pre-procurement review when one or more of the circumstances in
§200.324(b) apply-

Bonding Requirements 19

A. For construction or facility improvement contracts or sub contracts exceeding the Simplified
Acquisition Threshold20, the federal awarding agency or pass-through entity may accept the
bonding policy and requirements of the District provided that the federal awarding agency or
pass-through entity has made a‘determination that the federal interest is adequately protected.

B. If such a determination has not been made, the minimum requirements shall be as follows:

I. A bid guarantee from each bidder equivalent to five percent of the bid price. The bid
guarantee must consist of a firm commitment such as a bic_l bond, certified check, or other
negotiable instrument accompanying a bid as assurance that the bidder will, upon acceptance
of the bid, execute such contractual documents as may be required within the time specified.

2. A performance bond on the part of the contractor21 for. 100 percent of the contract22 price. A
performance bond is one executed in connection with a contract to secure fulfillment of all
the contractor's obligations23 under such contract.

The footnotes should be removed before the material is used.

16 2 C.F.R. §200.324.

17 Federal awarding agency means the federal agency that provides a federal award directly to a non-lederal entity. 2
C.F.R. §200.37.

18 Pass-through entify means a non-federal entity that provides a subaward 1o a subrecipient to carry out part of a
federal program. 2 C.F.R. §200.74.

19 2 C.F.R. §200.325.

20 See f/n 8, above.

21 Contracior means an entity that receives a contract as defined in §200.22 Contraet. 2 C.F.R. §200.23.

22 Conract means 8 legal insteument by which a non=tederal entity purchases property or ser jcies needed Lo carry oul
the project or program dnder u federal award, The term as tsed in this purt does not include a legal instrument, even it the
non=federal entity considers it o contract. when he substanee of the transaction meets e definition ol a federal award or
subaward (see §200,92 Subaward). 2 C.F.R. §200.22.

23 When used in connection with a non-federal entity's utilization of tunds under a federal award. obligations means
orders placed [or property and serviees. contracts und subawards made, and similar transactions during a given period that
require payment hy the nan-lederal entity during the same or a future period. 2 C.F.R. §200.71.
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3. A payment bond on the part of the contractor for 100 percent of the contract price. A payment
bond is one executed in connection with a contract to assure payment as required by law of
all persons supplying labor and material in the execution of the work provided for in the

contract.

Contract Provisions 24
The District’s contracts shall contain the applicable provisions described in Appendix II to 2 C.F.R.
Part 200, Contract Provisions for non-F ederal Entity Contracts Under F ederal Awards.

The footnotes should be removed before the material is used.
24 2 C.F.R. §200.326.
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March 2020August-26045 4:170-AP6, E]

Operational Services
Exhibit - School Staff AED Notification Letter

On District letterhead
Date:
To: Staff members

Re: Notification to School Staff of the Physical Fitness Facility Medical Emergency Response
Instructions and AED Availability

We would like to notify you about our plan for responding to medical emergencies that might occur
in our physical fitness facilities. This plan includes access to an Automated External Defibrillator
(AED) in the following locations in these facilities:

Facility Location

The AEDs are strategically placed and readily accessible to predetermined AED users to maximize
rapid use. The AED is available during school hours and after school during any activity or program
organized by the school and supervised by a school employee. The predetermined AED users are
school nurses and any other person who has received AED training (American Heart Association,
American Red Cross, or equivalent training) and has a completion card on file with the
Superintendent. Any anticipated rescuers or users should now also be trained and certified.

The following information is posted with each AED: _
1. TInstructions to immediately call 944911 and instructions for emergency care.
2. Instructions for using an AED.

Please contact me if you would like information on becoming @ trained AED user. If you anticipate
that your duties make you more likely to use an AED, you should become trained and certified. It is
important to note that the Physical Fitness Facility Medical Emergency Preparedness Act and the
Local Governmental and Governmental Employees Tort Immunity Act protect staff members from
liability. We appreciate your support.

Sincerely,

Superintendent

Attachments:  Step-by-Step Emergency Response Plan (bottom of page 4 of 4:170-AP6, Plan for
Responding to a Medical Emergency at a Physical Fitness Facility with an AED)

4:170-AP6, E1 Page 1 of 1
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General Personnel
Compliance with the Fair Labor Standards Act 1

Job Classifications

The Superintendent will ensure that all job positions are identified as either “exempt” or “non-
exempt” according to State law and the Fair Labor Standards Act (FLSA) and that employees are
informed whether they are “exempt” of “non-exempt.”2 “Exempt” and “non-exempt” employee
categories may include certificated and non-certificated job positions. All non-exempt employees,

whether paid on a salary or hourly basis, are covered by minimum wage and overtime provisions.

Workweek and Compensation

The workweek for District employees will be 12:00 a.m. Saturday until 11:59 p.m. Friday.3 Non-
exempt employees will be compensated for all hours worked in a workweek including overtime. For
non-exempt employees paid a salary, the salary is paid for a 40-hour workweek even if an employee
is scheduled for less than 40 hours.4 “Overtime™ is time worked in excess of 40 hours in a single
workweek.

I'he footnotes are not intended to he partiolthe adopted palicy: they should be remoy ed hefore the policy is adopted.

1 State or federal law controls this policy’s content. This poliey contains an item on which collective bargaining may be
required. Any policy that impacts upon wages, hours, or erms and conditions of employment, is subject 1o collective
bargaining upon requesl by the employee representative, even ifthe policy involves an inherent managerial right.

The 1Liseis Minimum Wage Law, 820 1LCS 105/4a, covers all school employees, although many are exempt from
overtime requirements. The federal Fair Labor Standards Act (FESA) (29 U.S.C. §201 et seq.) also covers school
employees. The law offering the greatest benefits to employees will gontrol speeific issues. However, whder both Stute and
flederal law. non-exempt empluyees ho work over 40 houts ingisingle workaWgekighe cntitled to overlime pay of arate hot

less than one and ong-hall times the employees’ reoular rate of'pav. 29 VLS §207: 820 1LCS 105/4a.
Gehool districts in several states are experiencing widespread aetion by non-exempt employees to recoup unpaid
overtime wages. Many of these actions have been successful beeatise the school district did not strictly comply with
overtime requirements or recordkeeper’s requirements. See 29 C.F.R. Part 785 (Hours Waorked) and 29 C.F.R, Part 516,
(Records to Be Kept by Employers). The 1J.S. Dept. of Labor (DOL) frequently finds employees misclassified as
independent contractors or exempl employecs. Gehoo! officials are strongly encouraged to seek assistance from their
attorney when making decisions involving wage and hour issues.

2 “Exempt” employees are exempt from overtime requirements. An exempt employee, according to Illinois law. is
“any employee employed in a bona fide executive, administrative or professional capacity. ... , a8 defined by or covered by
the Federal Fair Labor Standards Act of 1938 and the rules adopted under that Act, as both exist on March 30, 2003, but
compensated at the amount 0 { salary specified [in the current rules].” 820 ILCS 105/4a. By referring to the definitions in the
former federal rules, the [llinois legislature rejected the DOL’s effort to expand the number of employees who are exempt
from overtime requirements. To qualify for exemption in [linois, employees generally must meet certain tests regarding
their job duties and be paid on a “galary basis” at not less than $084455 per week, 29 C.IELR. Part 541 To check compliance,
districts should review their list of exempt employees with their attorneys.

3 Employers must identify the workweek, but may designate any seven-day period. Boards should ascertain what is
currently used as a workweek to avoid inadvertently adopting 8 policy containing 2 different designation. The
workweek in this sample policy allows supervisors to adjust employee schedules at the end of the week if an employee was
requited to work the weekend.

4 Setting the workweek at 40 hours avoids having to pay an employee additional “siraight time™ compensation for the
extra hours up to 40,

5:35 Page 1 of 2
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Qvertime

A non-exempt employee shall not work overtime without his or her supervisor’s express approval.5
All supervisors of non-exempt employees shall: (1) monitor overtime use on a weekly basis and
report such use to the business office, (2) seek the Superintendent or designee’s written pre-approval
for any long term or repeated use of overtime that can be reasonably anticipated, (3) ensure that
overtime provisions of this policy and the FLSA are followed, and (4) ensure that employees are
compensated for any overtime worked, Accurate and complete time sheets of actual hours worked
during the workweek shall be signed by each employee and submitted to the business office. The
business office will review work records of employees on a regular basis, make an assessment of
overtime use, and provide the assessment to the Superintendent. In lieu of overtime compensation,
non-exempt employees may receive compensatory time-off, according to Board policy 5:310,
Compensatory Time-Off. 6

Suspension Without Pay

No exempt employee shall have his or her salary docked, such as by an unpaid suspension, if the
deduction would cause a loss of the exempt status.? Licensed employees may be suspended without
pay in accordance with Board policy 5:240, Dretossional—Personrel—~Suspension. Non-licensed
employees may be suspended without pay in accordance with Board policy 5:290, Eeheerietd
Supperi-Personied— Employment Termination and Suspensions.

lmplementation 8

The Superintendent or designee shall implement the policy in accordance with the FLSA, including
its required notices to employees. In the event of a conflict between the policy and State or federal
law. the latter shall control.

LEGAL REF.: 820 ILCS 105/4a.
Fair Labor Standards Act, 29 U.S.C. §201 et seq., 29 C.F.R. Parts 516, 541, 548,
553,778, and 785.
CROSS REF.: 5:240 (Suspension), 5:290 (Employment Termination and Suspensions), 5:310

(Compensatory Time-Off)

The footnotes are not intended to be part ol the adopted policy: they should be removed before the policy is adopted.

5 This policy requires d SuUpervisor’s express approval as a best practice. However. employers will also be liable for
work time when the employer knows or has reason to know work is continuing on or offsite. See 29 C.F.R. §785.11 and
5:35-AP3, Compensable Work Time for Non-Exempl Emplayees Under the FLSA. Employces must be compensated for all
time worked, even if it is unauthorized overtime, However, employees who intentionally work unauthorized overtime may
be subject to disciplinary action.

6 Optional. The FLSA regulates (he use of comp-time. 29 C.F.R. §§553.22-553.28. Before offering comp-time, 8 board
must have a compensatory time-off policy or the topic must be covered in an applicable collective bargaining agreement.
See 5:310, Compensatory Time-Off and 5:310-E, Agreement {0 Receive Compensatory Time-Off.

7 Docking an exempt employee’s salary (€.g., for a disciplinary suspension) may result in the loss of the exemption
unless the deduction was specifically authorized. Teachers, however, are not covered by thig restriction.

8 The FLSA is administered by the Wage and Hour Division of the DOL. Its website contains compliance guidance,
posters. and e-tools (www Ltui.gn\u‘\\LlD,fI]Hm'iu_du:\_.h_lm ).
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General Personnel

Administrative Procedure - Fair Labor Standards Act Exemptions 1

Important - School officials should contact the Board Attorney for application of the Fair Labor

Standards Act to specific situations, The information contained in this procedure, and any information

provided in the hyperlinks contained in it, should be confirmed with the Board Attorney before its

application to a specific situation.

Overview

e An exempt employee in Illinois is “any employee employed in a bona fide executive,
administrative or professional capacity, ... as defined by or covered by the Federal Fair Labor
Standards Act of 1938 and the rules adopted under that Act, as both exist on March 30, 2003, but
compensated at the amount of salary specified [current federal rules].” 820 ILCS 105/4a.

e According to the U.S. Dept of Labor’s (DOL’s) rules, “[t]lo qualify as exempt executive,
administrative or professional employee,... an employee must be compensated on a salary basis
at a rate of not less than $684455 per week.” 29 C.F.R. §541.600.

o Guidance on the DOL’s website includes:

Exemptions from overtime pay provisions: www.dol.gov/elaws/esa/flsa/screen’s.asp

Exempt vs. non-exempt status of a particular job: www.dol.gov/elaws/esa/flsa/overtime/jobs.htm

FLSA Exemption Staff Positions j
Category

Non-covered persons Independent contractors:
www.dal.gov s|aws/esa/flsa/docs/contractors.asp

Volunteers:
www.du!.gov!clawsfesafﬂgﬂgl'pgslvoIumecrs.asp

Student teachers who: (1) receive academic credit for their work
experience, (2) do not displace regular employees, (3) work under close
supervision, and (4) are not entitled to a job at the end of their training
{uww.{lol.p()vfwhdf’oninimUI-‘LS-A;‘EUOGQOO() 04 06 12 FLSA.htm)

Executive employees Superintendent

Associate/Assistant Superintendents
Directors

Supervisors

Other department managers

Administrative Building Principals
employees Assistant Principals
Data systems analysts or computer programmers involved in obtaining

[he footnotes should be removed helore the material is used.

1 This sample procedure must be customized to reflect the positions in the Distriet and the actual duties
performed. The list should be reviewed by the board attorney. Problematic employment positions requiring care ful analysis
include: (1) cafeteria. transportation, maintenance, and janitorial supervisors who primarily perform manual or non-office
work, and (2) exceutive assistants “e.g., the superintendent’s seeretary”™ who primarily spend their time doing secretarial

work, not managerial work.
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FLSA Exemption
Category

Staff Positions

solutions to complex business problems:
www.dol.cov/agencies/whd/fact-sheets/| 7e-overtime-computer
Other certificated administrative staff

Professional employees

Teachers

Counselors

Registered nurses

Media coordinators

Other non-supervising certificated staff

Non-exempt employees

Secretaries (includes administrative assistants)
Receptionists

Bookkeepers

Cafeteria workers

Crossing guards

Before/after school program workers

Bus drivers/transportation workers

Computer lab managers

Custodians

Maintenance workers

Pre-school workers (whose primary duty is to care for physical needs of
children rather than teaching; does nof include licensed special
education early childhood teachers)

Teacher aides, paraprofessionals, and assistants

5:35-AP1
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General Personnel

el e

Drug- and Alcohol-Free Workplace; E-Cigarette, Tobacco, and Cannabis Prohibition 1

All District workplaces are drug- and alcohol-free workplaces. 2

The footnotes are not intended to be partof the adopted policy: they should be removed hefore the poliey is adopted.

I State or federal law controls this policy's content. This policy contains an item on which colleetive bargaining may be
required. Any policy that impacts upon wages, hours, and terms and conditions of employment, is subject to collective
bargaining upon request by the employee representative, even if the policy involves an inherent managerial right. ‘The Right
to Privacy in the Workplace Act (RPWA) allows employers 10 regulate employees’ use of lawful products that impair an
employee’s ability to perform his or her assigned duties. 820 ILCS 55/5(b). amended by P.A. 101-27. The Cannabis
Repulation and l'ax Act {CRTA). 410 1LCS 705/10-35(a)(8). amended by VA, 101-393, allows senaltics issued By
employers ol luw enforcement officers [or consumption. possession. sule. purchase, or delivery ol cannabis or carnabis-
infilsed substances while_on or olf-duly 1© bz colleetively bareained: distriets that em hloy schot

consult their boied atlorneys abouthis provision ol the ( RITAL

The federal Drug-Free Workplace Act applies only o the specific programs receiving federal funds. 41 US.C. §8101 et
seq. For ease of administration, this policy makes its requirements applicable to all employees o avoid confusion during
implementation and to avoid complications when obtaining and maintaining federal funds. The Canpubis-Resulationand
LusAetLCRTA), 410 ILES 705/, added by P.A. 101-27 and amended by DA, 101-593, legalized cannabis, but it remains a
Sehedule 1 (e)}17) controlled substance under federal law, meaning that it has no currently accepted medical use in addition
{o a high potential for abuse. 21 U.S.C.A. §812 (exempting hemp as defined at 7 U.S.C.A§ 16390). 41 U.S.C. §§8101, 8102
and 8103, While not law, indune 2019, the U.S. House of Representatives. in a voice vote, voted in favor of an amendment
to H.R. 3055, which was introduced by Reps. FEarl Blumenauer (D-OR). Tom MeClintock (R-CA). and Eleanor Holmes
Norton (D-D.C.). prohibiting the U8, Dept.of Justice (DOJ) from interfering with a state’s decision to implement laws
governing the legalization ol cannabis (recreational and medicinal), This marked the first time that either branch of the U.5.
Congress has voted to protect state recreational cannabis laws from federal en forcement actions, 1f the amendment becomes
law. it would block the pOJ from using funds to intervene in state and territory cannabis legalization laws. This policy
continues to prohibit employees from using cannabis 8 allowed by the CRTA. See f/n 9, below.

The federal Safe and Drug-Free Schools and Communitics Aet-_hmvides_\ﬁmqls, upon application. for drug and violence
prevention programs; it does not contain policy mandates. 111inois also has a Drug Free Workplace Act (30 1LCS 580/) that
applies to districts with 25 or more employees working under a state contract or a grant of $5,000 or more.

2 Replace this senience with the district’s drug- and aleohol- free policy goal(s). ifany.

With the passage of the CRTA. 410 ILCS 705/. added by P.A. 101-27 and amended by DA, 101-393, each board and
superintendent may wish to engage in @ risk-management conversation about the district’s drug- and alcohol- free policy
enforcement and discipline poals. Enforcement and discipline goals depend upon & board's risk-level tolerance and
community expectations. Risk-level-lolerance decisions will depend upon many factors, including. but not limited to: (1) the
board attorney’s recommendations, (2) the district’s budget parameters. if any, for reasonable suspicion training on
identification of symptoms of impairment and/or being under the influence. (3) drug testing, and (4) the community’s
expectations. Answers (o the following questions might structure this risk-management conversation:

1. Does the board want to implement a reasonable suspicion program (or any other type of just cause provisions in
an applicable collective bargaining agreement) 10 identify employees suspected of being impaired and/or under the
influence to enhance its ability to discipline?

2. Does the board want the superintendent to secure training for designated district employees to educate them to
identify symptoms of impairment or being under the influence of the substances prohibited in this policy?

3. How does the board want to address employees in positions of leadership, e.g.. the superintendent and/or
building principal(s), who are perpetually on call due to the nature of their positions and responsibilities (see fin 3,
below)?

4. How will the district manage its duty to cducate students about the dangers of drugs and alcohol against the
reality that employees are allowed to use fawful products ofi=duty and off the district’s premises (820 1LCS 55/5(b),
amended by P.A. 101-27)7

5. Will licensed educators be held to a higher standard than non-licensed employees due 10 their professional code
of conduct expectations?

6. Will employees working directly with students be held to a higher standard than employees not working directly
with students?

1 resoutee ofticers should

)l pesburee Wil s 2o
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All employees are prohibited from engaging in any of the following activities while on District
premises or while performing work or being on call3 for the District: 4

1. Unlawful manufacture, dispensing, distribution, possession, or use of an illegal or controlled
substance. 5

2. Distribution, consumption, use, possession, or being impaired by or under the influence of an
alcoholic beverage; being present on District premises or while performing work for the
District when alcohol consumption is detectible, regardless of when and/or where the use
occurred. 6

3. Distribution, consumption, possession, use, or being impaired by or under the influence of
cannabis; being present on District premises or while performing work for the District when
impaired by or under the influence of cannabis, regardless of when and/or where the use
occurred, unless distribution, possession, and/or use is by a school nurse or school
administrator pursuant to Ashley’s Law, 105 ILCS 5/22-33.7 The District considers

The footnotes are not intended to befpartiof the adopted policy: they should be removed before the policy is adopted.

3 An employee is on call when the employer sehedules him or her with at least 24 hours’ notice to be on standby or
otherwise responsible for performing employment-related tasks either at the employer’s location or another previously-
designated location. 820 1LCS 55/5, amended by P.A. 101-27. Consult the board attorney regarding how the board wants to
treat employees who may be considered on call, ¢.g., superintendents, principals, coaches, and/or maintenance workers, etc.

For hoards that do not want this text. delete i 4

4 To align with best practices for identifying and subsequently initiating discipline of employees for violating this
policy (especially with the passage of the CRTA) and any possible collective bargaining agreement provisions, the
superintendent may want {0 convene the Employee Substance Abuse Prevention Committee (see 2:150-AP,
Superintendent Committees).

5 These actions are prohibited by both federal (41 U.S.C.A. §§8101, 8102 and 8103) and State Workplace Acts. See f/n
12. below, These laws do not address under the influence but a board may add: «, or being impaired by or under the
influence of any illegal substance or any detectible use of any: illegal substance regardless of when or where the use
occurred.” This option is limited to illegal substances to avoid prohibiting employees from using lawfully prescribed
controlled substances. See f/n 12. Contact the board attorney for advice concerning this provision and whenever the district
wants to discipline or dismiss an employee using it. If a hearing is required before the district may discipline or discharge an
employee under this provision, the district must put forth evidence that the employee violated it. A district would also have
this burden if a grievance is filed under a just cause provision in a-collective bargaining agreement. This policy’s -third
paragraph addresses prescribed medications other than cannabis.

6 Optional; alcohol is not addressed in cither the federal or State Drug-Free Workplace Acts. Contact the board
attorney for advice concerning this provision and whenever the district wants to discipline or dismiss an employee using it.
If a hearing is required before the district may discipline or discharge an employee under this provision, the district must put
forth evidence that the employee violated it. A district would also have this burden if a grievance is filed under a just cause
provision in a collective bargaining agreement. The T11. Court of Appeals held that when the policy defines under the
influence as any “mental, emotional, sensory ot physical impairment due to the use of drugs or alcohol,” the school district
must prove that the teacher showed signs of impairment even though she registered 0.056 blood-alcohol level on a
Breathalyzer, Kinsella v. 3d_of [l of the City of Chieago, 27 N.E.3d 226 (I1. App.1st: 2015).

7[R Jegardless of when and/or where the use occurred” is intended o mean that an emplover may reach an emplovee's

conduct on or_ofl=duty depending upon the facls ol the diseiplinary situation: however. the CRTA contains a specilic
pequirement that law enloreement employers adopt a policy outlining penalties for discipline ol law enlorcement emplovees
lor their on or ofl=duty_conduet involving consumption. possession. sale, purchuse. of delivery of cannabis or cannabis-
infuscd substances. [d, at 10-35(a)(8). amended by P.A. 101-593. Sce also [/ns . above, and 9. below. Consult the board
altorney i the district emplovs a school resouree alTicer(s) (SRO(s)) as opposed to conlraeting with @ local law enforcement
apeney for SRO services.

410 TLCS 130/25(b) prohibits discipline or atrest of school nurses and/or administrators for acting in accordance with
Ashiey's Law, 105 ILCS 5/22-33, amended by P.A. 101-370—=f—--20. Employers may enforce drug-free workplace
policies when they are applied in a nondiseriminatory manner. 410 ILCS 705/10-50(a), added by P.A. 101-27, includes
disciplining employees — even those who are wregistered qualifying patients — for violating & drug-free workplace policies
(410 1LCS 130/50 and 705/10-35(a)(1), added by P.A. 101-27). Contact the board attorney for advice concerning the
Compassionate Use of Medical Cannabis Program Act (Medical Cannabis Program Act (MCPA)).

5:50 0 Page 2 of 7
©202049 Policy ﬁeference Education Subscription Service
Ilinois Association of School Boards. All Rights Reserved.

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



employees impaired by or under the influence of cannabis when there is a good faith belief
that an employee manifests the specific articulable symptoms8 listed in the Cannabis
Regulation and Tax Act (CRTA). 9

For purposes of this policy, a controlled substance means a substance that is:
1. Not legally obtainable,
2. Being used in a manner different than prescribed,
3. Legally obtainable, but has not been legally obtained, or
4. Referenced in federal or State controlled substance acts.

For purposes of this policy, District premises10 means workplace as defined in the CRTA in addition
to District and school buildings, grounds, and parking areas; vehicles used for school purposes; and

The footnotes are not intended ' ta be part of thetadopted policy: they should be removed before the policy is adopted.

8 Specilic articulable symptoms listed in 410 ILCS 705/10-50(d), added by P.A. 101-27, include: the employee’s
speech, physical dexterity, agility, coordination, demeanor, irrational or unusual behavior, or negligence or carelessness in
operating equipment or machinery; disregard for the salety of the employee or others, or involvement in any accident tha
results in serious damage to equipment or property: disruption of'a production or manufacturing process: or carelessness that
results in any injury to the employee or others. In contrast to the CRTA, the MCPA, while listing the same specilic,
articulable, symptoms, does not require an employer to have a good faith belief that a registered qualifying patient is under
the influence of cannabis. 410 ILCS 130/50(f), and scheduled to be repealed on 7-1-20.

9 410 ILCS 705/10-35 and 10-50(a), added by P.A. 101-27 allows reasonable, nondiscriminatory, zero-tolerance
policies. If the district seeks to discipline an employee on the basis that he or she is under the influence of or impaired by
cannabis, it must afford the employee a reasonable opportunily o contest the basis of the determination. Id. at 10-50(d),
added by P.A. 101-27. See also i 7. ahove. Contact the board attorney for advice concerning this provision and
whenever the district seeks disciplinary action or dismissal of an employee on the basis of the cannabis prohibitions
in the policy.

Sce_also the 111 Vchicle Code 625 1LCS 5/T=50 L2(b=5) numbet one: when an individual's tetrahydrocannabinol
concentration (T1C) is five nunograms or more in whol@ Blood or 1 0fnanogiais o more in another bodily substanee. e.g..
caliva, urine. ete.. as defined in 623 [LCS 5/11-501,2(n)- 8 presumption under Hlinois lnw exits that the individual is under
the_Influence of cannubis. Under 625 11L.CS 5/1 1-501.2(h-3) piimber two: wiign g individual's [TIHC] is less than five
punograms in whole blood or less than 10 nanograms or more i another bodily substance. ¢.g.. saliva. urine, ete., as defined
i 625 1L.CS 5/11-301.2¢a). the individunl may still be considered impaipgd:

In addition to a zero-tolerance policy, the CRTA also allows civil, criminal, or other penalties for:
1. Engaging in tasks under the influence of cannabis when doing so would constitute negligence, professional
malpractice, or professional misconduct (410 ILCS 705/10-35(a)(1));
2. Possessing cannabis on a school bus or on school grounds (Id. at 10-35(a)(2)(A)-(B) unless permitted under the

MCPA);
3. Using cannabis on a school bus or on school grounds (Id. at 10-35(a)(3)(A)-(B) unless permitted under the
MCPA);

4. [Using cannabis] in a public place [while impaired or under the influence of cannabis](Id. at 10-35(a)(3)(F));

5. Knowingly being [impaired by or under the influences of cannabis] in close physical proximity to anyone under
21 years of age who is not a registered medical cannabis patient under the MCPA (Id. at 10-35(2)(3XG));

6. Smoking [and/or vaping (see f/n 18, below for a definition of vaping)] it in any place where smoking is prohibited
under the Smoke Free Illinois Act (Id. at 10-35(a)(4));

7. Using [cannabis] as an on-duty law enforcement officer, corrections officer, probation officer, or firefighter (Id. at

10-35(a)(8))._or _consuming. possessing. selling, purchasing. ot _delivering_cannabis or_a connabis-infused
sybstance(s) while on or off=duty [only il'a poliey has been adopted] b, at 10-35(a)(8), amended by P.A, 101-593:
or

8. [Using cannabis while [b]leing on duty as an individual holding a school bus permit or Commercial Driver’s
License (1d. at 10-35(a)(9)).
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any location used for a School Board meeting, school athletic event, or other school-sponsored or
school-sanctioned events or activities. School grounds means the real property comprising any
school, any conveyance used to transport students to school or a school-related activity, and any
public way within 1,000 feet of any school ground, designated school bus stops where students are
waiting for the school bus, and school-sponsored or school-sanctioned events or activities. “Vehicles
used for school purposes” means school buses or other school vehicles.

As a condition of employment, each employee shall: 11
1. Abide by the terms of the Board policy respecting a drug- and alcohol-free workplace; and

2. Notify his or her supervisor of his or her conviction under any criminal drug statute for a
violation occurring on the District premises or while performing work for the District, no
later than five calendar days after such a conviction.

Unless otherwise prohibited by this policy, prescription and over-the-counter medications are not
prohibited when taken in standard dosages and/or according to prescriptions from the employee’s
licensed health care provider, provided that an employee’s work performance is not impaired. 12

To make employees aware of the dangers of drug and alcohol abuse, the Superintendent or designee
shall perform each of the following: 13

1. Provide each employee with a copy of this policy.
2. Post notice of this policy in a place where other information for employees is posted. 14

3. Make available materials from local, State, and national anti-drug and alcohol-abuse
organizations. 15

4. Enlist the aid of community and State agencies with drug and alcohol informational and
rehabilitation programs to provide information to District employees.

I'he footnotes are not inlended to be parl of the adopted poticy; they should be removed before the policy is adopled.

10 410 TLCS 705/10-35 and 10-50(a), added by P.A. 101-27_und amended by LA, 101-593, allows employers to
prohibit cannabis in the workplace. Many attorneys agree it is a best practice for employers to define workplace in policies
that prohibit cannabis. 410 ILCS 705/10-50¢h), added by P.A. 101-27, defines workplace as the employer’s premises,
including any building, real property, and parking area under the control of the.employer or area used by an employee while
in performance of the employee’s job duties, and vehicles, whether leased, rented, or owned — and may be further defined by
the employer’s written policy when it is consistent with this definition.

This policy’s definition of workplace expands the above CRTA definition to areas that board policy and/or the School
Code impose duties upon districts to keep students safe, including:
1. The school property definition from policy 8:30, Visitors to and Conduct on School Property;
2. The school grounds definition at 105 ILCS 5/10-27.1A(d); and
3. Places that school districts must prevent and respond to bullying, including vehicles used for school purposes.
105 ILCS 5/27-23.7(a).

11 Required by the State and federal Drug-Free Workplace Acts.

12 This optional paragraph is not addressed in State or federal drug-free workplace acts. An employer should generally
not ask an employee about his or her use of medication. See rules implementing the Americans with Disabilities Act, 29
C.F.R. §1630.14. Consult the board attorney if an employee is suspected of working while impaired or under the influence.

13 Numbers one through five in this paragraph are required by the State and federal Drug-Free Workplace Acts. 30
ILCS 580/3.

14 As an alternative, replace the phrase “in a place where other information for employees is posted” with the district’s
local method, e.g., staff intranet, Internet, etc.

15 Grants may be available from the Ill. State Board of Education for developing a drug-free awareness program. 105
ILCS 5/2-3.93. The drug-free awareness program requirement can be met by developing a brochure on drug abuse or by
contacting local, State, or national anti-drug abuse organizations for materials. The materials should be distributed to
employees along with a list of places employees may call for assistance.
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5. Establish a drug-free awareness program to inform employees about:

a. The dangers of drug abuse in the workplace,

b. Available drug and alcohol counseling, rehabilitation, re-entry, and any employee
assistance programs, and

c. The penalties that the District may impose upon employees for violations of this policy.

6. Remind employees that policy 6:60, Curriculum Content, requires the District to educate
students, depending upon their grade, about drug and substance abuse prevention and
relationships between drugs, alcohol, and violence. 16

E-Cigarette, Tobacco, and Cannabis Prohibition 17

All employees are covered by the conduct prohibitions contained in policy 8:30, Visitors to and
Conduct on School Property. The prohibition on the use of e-cigarettes,18 tobacco, and cannabis
products applies both (1) when an employee is on school property, and (2) while an employee is
performing work for the District at a school event regardless of the event’s location.

Tobacco shall have the meaning provided in 105 ILCS 5/10-20.5b.
Cannabis shall have the meaning provided in the CRTA, 410 ILCS 705/1-10.

E-Cigarette is short for electronic cigarette and includes, but is not limited to, any electronic nicotine
delivery system (ENDS), electronic cigar, electronic cigarillo, electronic pipe, electronic hookah,

The footnotes are not intended to be part ofitheradoptedpolicy: they should be removed before the policy is adopted.

16 Optional. This statement serves as a display of good judgement and a reminder to employees that 105 ILCS 5/27-13.2
and 23.4 (provided it can be funded by private grants or the federal government) require districts to educate students about
the dangers of substance abuse.

17 105 TLCS 5/10-20.5b, The Smoke Free Illinois- Act, 410 ILCS 82/, and the CRTA, 410 ILCS 705/10-
35(a)(4)(smoking anyplace where smoking is prohibited under the Smoke Free Illinois Act). Federal law prohibits smoking
inside schools. 20 U.S.C. §6083(a).

The prohibition in 8:30, Visitors to and Conduct on School Property, referred to here, applies “on school property or
at a school event.” Here, “at a school event” is clarified with the phrase “while ... performing work for the District™ in order
to align with this policy’s other prohibitions.

18 While 720 1LCS 675, amended by P.A. 101-2, excludes e-cigarettes from its definition of tobacco, it does not address
vaporization. Prohibiting e-cigaret/es aligns with the district’s obligation to maintain a safe, smoke-free environment and is
logical extension of 105 ILCS 5/10-20.5b, The Smoke Free Minois Act (410 ILCS 82/). and The Prevention of Tobacco Use
by Minors and Sale and Distribution of Tobacco Products Act, 720 ILCS 675, amended by P.A. 101-2 (raising the legal age
to buy tobacco and e-cigaretic products to 21 years of age). In addition, the U.S. Food and Drug Administration now
regulates e-cigarettes. 21 C.F.R. Parts 1100, 1140, and 1143, amended by 81 Fed.Reg. 28973.

E-Cigarettes may resemble cigarettes but contain a battery-operated heating element that turns a liquid into an aerosol
(or vapor) that sometimes includes nicotine, flavorings, and other chemicals. The act of inhaling and exhaling the aerosol is
known as vaping. See ww w.centeronaddiction.org/e-clgarcttes/recreationul-vaping/what-vaping. For ease of administration,
this policy treats vaping, whether tobacco products or not, and smoking tobacco the same due to the outbreaks of lung
disease associated with the use of e-cigarettes and vaping. Some e-cigarettes do not look like tobacco products; they are
designed to resemble other objects, such as USB flash drives, to be more easily concealed. Like smoking tobacco,
vaporization products may include nicotine, which is derived from and is the addictive drug in tobacco. and other potentially
harmful chemicals. See Tobacco/Nicotine and E-Cigs at: waww.drueabuse. pov/drugs-nbuse/tobacconicotine-g-cigs. Unlike
smoking tobacco, vaping does not produce smoke, but rather the aerosol, often mistaken for water vapor and consisting of
fine particles. Many of these particles contain varying amounts of toxic chemicals, which have been linked to cancer and
respiratory and heart disease. An outbreak of lung disease has been associated with e-cigarette use and vaping. See articles
at:

www.ede.povitobaceo/basic information/e-cigareties/severe-lung-discase huml; and
wwav.ede govitobaceo/basic_intbrmation/e-cigarcties/sey ere-lung-diseuse/health-departments/index. html.

5:50 Page 5 of 7
©202048 Policy Reference Education Subscription Service
Illinois Associatioagf School Boards. All Rights Reserved.
Please review this material with your school board attorney before use



vape pen, or similar product or device, and any components or parts that can be used to build the
product or device. 19

District Action Upon Violation of Policy

An employee who violates this policy may be subject to disciplinary action, including termination. 20
In addition or alternatively, the Board may require an employee to successfully complete an
appropriate drug- or alcohol-abuse rehabilitation program.

The Board shall take disciplinary action with respect to an employee convicted of a drug offense in
the workplace within 30 days after receiving notice of the conviction. 21

Should District employees be engaged in the performance of work under a federal contract or grant,
or under a State contract or grant of $5,000 or more, the Superintendent shall notify the appropriate
State or federal agency from which the District receives contract or grant monies of the employee’s
conviction within 10 days after receiving notice of the conviction. 22

Disclaimer 23

The Board reserves the right to interpret, revise or discontinue any provision of this policy pursuant to
the Suspension of Policies subhead in policy 2:240, Board Policy Development.

['he footnotes are not intended to be part of the adopted policy: they should be ndmoved before the policy is adopled.
19 Optional. If a district does not want 1o include the statutory example that includes the term vape pen, which provides
notice that vaping products are also prohibited through the term e-cigarefte, replace —ineludes—but-is-nettimed-toany
e H T v “'p |;SL EIeﬁ-’FFﬁﬂiE Gigﬂ?, Islee'tfﬁﬁig BigaFi!le. elei'tﬁiﬂ“e FiPe- E]EB“‘FQ‘F"’E heﬂl“‘h. 4 HEE
suloa 1 5 arts-Hhat-cap-he-u5ied M—Wm‘ iee with “_S_]_'iﬂ_“_
by Minors and Sale and Distribution of Tobacco Products Act,

P £

have the meaning provided
720 1LCS 675/1(2-9).”

20 An employee who currently uses illegal drugs is not protected under the Americans With Disabilities Act (ADA)
when the district acts on the basis of such use. 42 U.S.C. §12114. Legal drug abusers and alcoholics may still be protected as
handicapped under the Rehabilitation Act of 1973 (29 U.S.C. §706 et seq.) or the [1l. Human Rights Act (IHRA). 775 ILCS
5/1-101 et seq. and 56 1. Admin.Code §2500.20. The Rehabilitation Act, however, excludes from protection “an alcohol or
drug abuser whose current use of alcohol or drugs prevents such individual from performing the duties of the job in question
or whose employment ...would constitute a direct threat to the property or the safety of others.” 29 U.S.C. §706-(7)(B).

The ADA neither authorizes nor prohibits drug testing; it allows the results of such tests to be used as the basis for
disciplinary action, ¢42 US.C. §12114; 29 CF.R. §1630.16 (c)). Drug tests may still violate other laws, e.g., Title VI and
the Rehabilitation Act. 42 U.S.C. §2000e et seq.; and 29 U.S.C. §706 et seg.¥- Drug tests may also be a subject of collective
bargaining. See paragraph one of f/n 1, above. Consult the board attorney before implementing a drug testing program to
enforce this policy.

21 Required by both the federal and State Drug-Free Workplace Acts.
22 Id.

23 Optional best practice text.

in the Prevention of Tobacco Use

5:50 Page 6 of 7
0202040 Polic_\f" cference Education Subseription Service
[llinois Association of School Boards, All Rights Reserved
Please review this material with your school board attorney belore use.



LEGAL REF.:

CROSS REF.:

5:50

Americans With Disabilities Act, 42 U.S.C. §12114.

Controlled Substances Act, 21 U.S.C. §812; 21 C.F.R. §1308.1 1-1308.15.

Drug-Free Workplace Act of 1988, 41 U.S.C. §8101 et seq.

Safe and Drug-Free School and Communities Act of 1994, 20 U.S.C. §7101 et seq.

30 ILCS 580/, Drug-Free Workplace Act.

105 ILCS 5/10-20.5b.

410 ILCS 82/, Smoke Free Illinois Act.

410 ILCS 130/, Compassionate Use of Medical Cannabis Program Act.

410 ILCS 705/1-1 et seq., Cannabis Regulation and Tax Act.

720 ILCS 675, Prevention of Tobacco Use by Persons under 21 Years of Age and
Sale and Distribution of Tobacco Products Act.

820 ILCS 55/, Right to Privacy in the Workplace Act.

21 C.F.R. Parts 1100, 1140, and 1143.

23 1ll.Admin.Code §22.20.

5:10 (Equal Employment Opportunity and Minority Recruitment), 5:120
(Employee Ethics; Conduct; and Conflict of Interest), 6:60 (Curriculum Content),
8:30 (Visitors to.and Conduct on School Property)
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MarchOetoberMNovember 202048 5:60

General Personnel

Expenses 1

The Board regulates the reimbursement of all travel, meal, and lodging expenses by resolution.2
Money shall not be advanced or reimbursed, or purchase orders issued for: (1) the expenses of any
person except the employee,3 (2) anyone’s personal expenses,4 or (3) entertainment expenses.S
Entertainment includes, but is not limited to, shows, amusements, theaters, circuses, sporting events,
or any other place of public or private entertainment or amusement, unless the entertainment is
ancillary to the purpose of the program or event.6 The District is not responsible for losses due to an
employee’s own negligence, losses due to normal wear, or losses due to theft, unless the theft was a
result of the District’s negligence.7 Employees must submit the appropriate itemized, signed,
standardized form(s) to support any requests for expense advancements, reimbursements, or purchase
orders that show the following: 8

The lootnotes are not intendedto be part of the adopted policy: they should be removed before the policy is adopled.

1 State Jaw controls this policy’s content. 105 ILCS 5/10-9, 5/10-10, and 5/22-1 (no compensation allowed, conflicts of
interest prohibited); 105 TLCS 5/10-22.32 (expense advancements); 820 ILCS 115/9.5, added by P.A. 100-1094.-« 41—+
(regulation of employee expenditures under the 11l. Wage Payment and Collection Act)(WPCA): «nd the Local Government
Travel Expense Control Act (ECA) 50 ILCS 150/10—udded-by—-A—99-60-4 (regulation of travel expenses): and (he Cirunl
Accountability and Transpareney=Acti{GATA). 3OTLCS 708/130 (regulation ol travel expenses under grants). See Hk%hhtd
paragraph-ta-fin 13 of policy 2:125, Board Member Compensatzon Expenses.

105 ILCS 5/10-22.32 states that “[t]he school board may advance to teachers and other certified employees the
anticipated actual and necessary expenses incurred in attending meetings that are related to that employee’s duties and will
contribute to the professional development of that employee.” This policy expands beyond those two categories (105 ILCS
5/10-20) of employees, and the limited purpose of attending meetings, to reimburse all employees for approved expenses
necessary for the employee to perform his or her duties.

The WPCA, 820 ILCS 115/9.5, added by P.A. 100-1094-«it——{—lu, defines necessary expenditures as all reasonable
expenditures or losses required of the employee in the discharge of employment duties and that inure to the primary benefit
of the employer.

This policy contains an item on which collective bargaining may be required. Any policy that impacts upon wages,
hours, and terms and conditions of employment, is subject to collective bargaining upon request by the employee
representative, even if the policy involves an inherent managerial right. If a local collective bargaining agreement contains a
provision on expenses, consult the board attorney about how this policy may impact it.

2 50 ILCS 150/10- acded-bA 99604, See f/ns 4 through 8 in policy 2:125, Board Member Compensation;
Expenses, for more discussion.

For a sample resolution, see 2:125-E3, Resolution to Regulate Expense Reimbursements.

3 105 ILCS 5/10-22.32. The final paragraph of this law prohibits money for expenses to be advanced or reimbursed to
any person other than a board member or employee of the district.

4 Optional. Personal expenses are not defined in 50 ILCS 150/25—ucded by P-A99-604 or 105 ILCS 5/10-22.32.
Consult the board attorney about this term and delete it only at the direction of the board attorney. Excluding personal
expenses from advancements, reimbursements, and purchase orders is a generally-accepted best practice. The practice also
aligns well with the State’s widely-accepted transparency movement. Reimbursing personal expenses is also a magnet for
the media.

5 50 ILCS 150/25-udded by P-A99-6414,

61d.

7 Optional. 820 ILCS 115/9.5, added by P.A. 100-1094.<+———19. The purpose of this sentence is to provide
information to employees and the community about WPCA exclusions from reimbursable expenses.

8 50 ILCS 150/20- wckded by 99604, The School Code uses the term voucher for expense advancements (105
ILCS 5/10-22.32); the ECA requires submission of itemized, signed, standardized forms. Both 5:60-E1, Employee Expense
Reimbursement Form. and 5:60-E2, Employee Estimated Expense Approval Form incorporate voucher into the ECA’s
requirement to use standardized forms. See f/n 12 below, and see also fin 20 of policy 2:125, Board Member Compensation,
Expenses, for more discussion.
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1. The amount of the estimated or actual expense, with attached receipts for actual incurred
expenses.

2. The name and title of the employee who is requesting the expense advancement or
reimbursement. Receipts from group functions must include the names, offices, and job titles
of all participants. 9

3. The date(s) of the official business on which the expense advancement, reimbursement, or
purchase order will be or was expended. 10

4. The nature of the official business conducted when the expense advancement, reimbursement,
or purchase order will be or was expended. 11

Advancements

The Superintendent may advance expenses to teachers and other licensed employees for the
anticipated actual and necessary expenses to be incurred while attending meetings that are related to
their duties and will contribute to their professional development,12 provided they fall below the
maximum allowed in the Board’s expense regulations. 13

Expense advancement requests must be submitted to the Superintendent or designee on the District’s
standardized estimated expense approval form for employees. After spending expense advancements,
employees must use the District’s standardized expense reimbursement form and submit to the
Superintendent: (a) the itemized, signed advancement voucher that was issued, and (b) the amount of
actual expenses by attaching receipts.14 Any portion of an expense advancement not used must be
returned to the District.15. Expense advancements and vouchers shall be presented to the Board in its
regular bill process.

Reimbursements and Purchase Orders

Expense reimbursements and purchase orders may be issued by the Superintendent or designee to
employees, along with other expenses necessary for the performance of their duties, provided the
expenses fall below the maximum allowed in the Board’s expense regulations.

The footnotes are not intended to be part of the adopted policy: they should be removed before the policy is adopted.

Additionally, while the WPCA (820 ILCS 115/9.5(a)) allows employees to submit a signed statement regarding any
receipts when supporting documentation is nonexistent, missing, or lost, 820 ILCS 115/9.5(b) outlines that employers are
not liable for expenditure amounts that exceed the specifications or guidelines the employer has established for necessary
expenditures. The ECA requires districts to establish such specifications and guidelines. 50 TLCS 150/10 and 20-tdded-br
PA.- U644 (regulation of travel expenses).

9 50 ILCS 150/20(2) and (3). This sentence mirrors the statute. The term offices is not defined. Consult the board
attorney about whether inserting job titles would be sufficient for this requirement.

10 1d. at (4).

111d.

12 105 ILCS 5/10-22.32 authorizes advancements for the listed items. This statute addresses expense advancements for
certain activities; its language pre-dates the ECA and is narrower than the ECA. This policy seeks to reconcile the
ditferences by separating advancements into a scparate subhead. See f/n 8 above, and see also f/n 20 of policy 2:125, Board
Member Compensation; Expenses, for more discussion.

13 50 1LCS 150/10 and 20-sdded-by 1A 00-604, This phrase recognizes that while advancements are allowed in these
situations, they should remain below the MARA set by the board.

14 50 ILCS 150/20--acded-by-1:A-90-684,

15 This paragraph’s provisions are required by 105 ILCS 5/10-22.32.
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Expense reimbursements and purchase order approvals are not guaranteed and, when paossible,
employees should seek pre-approval of expenses16 by providing an estimation of expenses on the
District's standardized estimated expense approval form for employees, except in situations when the
expense is diminutive. When pre-approval is not sought, employees must seek reimbursement on the
District’s standardized expense reimbursement form for employees. Expense reimbursements and
purchase orders shall be presented to the Board in its regular bill process.

Use of Credit and Procurement Cards

Credit and procurement card usage is governed by policy 4:55, Use of Credit and Procurement
Cards.

Exceeding the Maximum Allowable Expense Amount(s) 17

All requests for expense advancements, reimbursements, and purchase orders exceeding the
maximum allowed in the Board’s expense regulations may only be approved when:

1. The Board’s resolutionto regulate expenses allows for such approval;
2. An emergency or other extraordinary circumstance exists; and
3. The request is approved by aroll call vote at an open Board meeting. 18
Registration 19
When possible, registration fees will be paid by the District in advance.

Travel

The least expensive method of travel will be used, provided that no hardship will be caused to the
employee. Employees will be reimbursed for:

The footnotes are not intended to be part of the adepled policy: they should be remuved before the policy is adopted.

16 Optional. Consult the board attorney to determine whether a pre-approval process is appropriate for the district.
Neither 105 ILCS 5/10-22.32 (expense advancements) nor 50 1L.CS 150/ (expense reimbursements and estimates) address
expense pre-approvals. 50 1LCS 150/20 states: “an estimaie il expenses have not been incurred ...” or “a receipl ... if the
expenses have already been incurred. ™ suggesting no pre-approval is necessaty. However, pre-approval is a best practice,
and an employee wha incurs expenses without pre-approval may run the risk that his or her expenses will not be approved.
On the other hand, submitting estimated expenses for approval begs a pre-approval process, and some attorneys may read
the law lo require pre-approval of expenses. The pre-approval process also provides school officials with better information
for financial planning.

Consult the board attorney to determine whether a pre-approval process is appropriate for the district. 1T it is required,
ensure that 2:125-E3. Resolution 1o Regulate Expense Reimbursements, reflects the district’s specific pre-approval
requirements. For an example of a standardized estimated expense form that could be used as a form of pre-approval, see
5:60-E2, Employee Estimated Expense Approval Form. The form provides three methods for employees 10 submit estimated
expenses: providing estimated expenses (50 TLCS 150/), expense advancements for the specific activities (105 1LCS 5/10-
22.32). or a purchase order.

17 50 ILCS 150/ does not define maximum atlowable reimbursement amount (MARA), Consult the board attorney to
assist with a conversation about how much authority the board wishes to delegate to the superintendent for purposes of
setting the MARA. Topics for these conversations are listed in fin 8 of policy 2:125, Board Member Compensation;
Fxpenses.

18 50 11.CS 150/10 and 15. See f/n 13 in policy 2:125, Board Member Compensation; Fxpenses for more discussion.

19 Amend the language in qubheads Registration, Travel, Meals, Lodging, and Miscellaneous Expenses to align with
the MARA defined in the board’s expense regulation resolution. See 2:125-E3, Resolution to Regulate [Expense
Reimbursements. for a sample resolution.

See fins 4 and 8 in policy 2:125, Board Member Compensation; FXpenses, for further discussion about the board’s
power to set the expense regulations by policy (105 1LCS 5/10-20) and clarify considerations and unanswered questions
sutrounding its stafutorily-imposed duty to set a MARA (50 ILCS 15071 0—adduibby-BA-90-604),
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1. Air travel at the coach or economy class commercial airline rate. First class or business class
air travel will be reimbursed only if emergency circumstances warrant. The emergency
circumstances must be explained on the expense form and Board approval of the additional
expense is required. FFees for the first checked bag will be reimbursed.20 Copies of airline
tickets and baveage receipls must be attached to the expense form.

2. Rail or bus travel at actual cost. Rail or bus travel costs may not exceed the cost of coach
airfare. Copies of tickets must be attached to the expense form to substantiate amounts.

3. Use of personal automobiles at the standard mileage rate approved by the Internal Revenue
Service for income tax purposes. The reimbursement may not exceed the cost of coach
airfare. Mileage for use of personal automobiles in trips to and from transportation terminals
will also be reimbursed. Toll charges and parking costs will be reimbursed.

4. Automobile rental costs when the vehicle’s use is warranted. The circumstances for such use
must be explained on the expense form.

5. Taxis, airport limousines, ride sharing services. or other local transportation costs.

Meals

Meals charged to the District should represent mid-fare selections for the hotel/meeting facility or
general area.21 Tips are included with meal charges. Expense forms must explain the meal charges
incurred. Alcoholic beverages will not be reimbursed.

Lodging

Employees should request conference rate or mid-fare room accommodations. A single room rate will
be reimbursed. Employees should pay personal expenses at checkout. If that is impossible, deductions
for the charges should be made on the expense form.

Miscellaneous Expenses

Employees may seek reimbursement for other expenses incurred while attending a meeting sponsored
by organizations described herein by fully describing the expenses on the expense form, attaching
receipts.

The footnotes are not intended to be part of the adopted policy: they should be removed before the policy is adopted.
§301-12.2. [ the
loard does not reimburse buggage lees. delete this sentence and and-bassase reseipty [rom the next sentenee,
21 Alternatively, a board could set a daily limit on meal costs, such as:
Employees will be reimbursed for meal costs and tips up to $_per day consistent with the maximum
reimbursement amount(s) set by the Board.
But see also f/n 8 of policy 2:125, Board Member Compensation; Expenses. and ensure this amount is consistent with
the MARA set by the board resolution.

20 Optional. This nguage reflects the standard for expenscs pecmitted for Tederal awards, 41 CLMR
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Additional Reguirements for Travel Expenses € hareed to Federal and State Grants 22

All erant-related travel expenses must be bre-approved by the Superintendent or designee. 23

Expenses for travel. including expenses for transportation, lodging meals. and related items incurred
by employees and char ved to a federal grant or State grant governed by the Grrant Accountability and
Transparency Act (30 1LCS 708/) musl also meet the following requirements:

1. The participation of the employee is necessary o the aw ard. and the costs are specifically
related to the award, 24

2. Expenses must be permissible under the terms 4ind conditions of the award.

NG LS T by e ——

e

3. [xpenses must be reasonable and consistent with this policy. 25

L L LR

digm allowance uniess il
employee is on official fravel status26 for more than 12 hours.27 However, employees remain
eligible for milea imbursement_(minus regular_commuting mileage/costs) and other
transportalion expg 56 iravel status less than 12 hours. 28

5. lixpenses mayv pele arged b

costs incurredihowever, only

4. The Board does not reimburse actual expenses or pav a per diem allowance unless the

an an aclual cost basis or on a per diem basis in lieu ol actual
e method may be applied per trip. 29

The footnotes are not interi Q%M:ﬁim it .' ed policy; they should be removed before the policy is adopted.

22 30 1LCS TOR/I30, Bouarlsare require fisllose. this subhead when they use srant money 1o reimburse enplovee
travel expenses charged o federal puss-thiou S State arants covered by GA {'A. This policy is designed 1o be
wsed it conjunction with S:60-AP, Fede dland State sreutsigvel Expense Pro ridures 1o achieve compliance.

GATA adopts the unilorm fede | Suid arimtsdincluding for travel costs. 2 C. TR, §200.474. Additionally,
under GATA. boards may hapge ravel expenses Io@nis hasetlon their own policy. provided the poliey dogs not exceed
loderal travel regulntions. 30 1LCS T08/130; 1 CFl ers 300-304 (fideral travel repulations), With regurd 1o
lodeing. meals. and incidentals specifically. buat i 1 selow the federal standards but they also
cutinot allow costs 1o exceed those normally allow trol Bogrd (GTCBY, 30 1LES 708130,
Ihe federal travel fegulations and the tules ol the GTE oy nddresses the MOst common areas
of travel expenses and applies the airictest standard belwees rules, To the extent this policy does
ol cover certuin specilic types ol trovel expenses GATA Bules must be ollowed. provided the
do not exeeed federal travel regulations. The federal rules nrgltaic A lormal ar wwaw.psa. ov/policy-
[ugululInnsfr-.:gu'mtiu|1.~u‘I'cdcrul-irmcl-rn::;ukuion-ltr. ———'lhe Grep Rules ure alt
wwuui1ggs.gmr}cuniiuiss;i<|'nr"iunr.fudmiut.:n-.ll:f(lROHJRD{lZH{.Illsct:tim\s.l umnk ardless of the fedecal and State rutles, travel
expensis must still comply with the MARA set by the Board. unless 40 -cci by the board in aeeordance with this policy.

in GATA and throughoul the IASD Policy Reference N anual. the s awerd and grant are usce interchangeubly, The
federal regulations deline and use the term federal award (2 CER, §200.38), lut awards are more commonly reterred 10 s

federal regulations deltle S22 =
grants.

23 Federal travel reoul tions state that requests tor 5 : :
advance of fravel. 2 CF.R, §30]1-11.302, 5:60-12. Emplovee listimated Expense Approva
nru»nppm\-u{.

24 2 CF.R S§200.474, 200474k,

25 2 CER. $200.474(B)2).

26 Fravel status 18 0ol m@@"«_-_;_lgijicut_lh_c_l'cicr_ui (riivel peguilitions or_in the GTEB rules, however. the
Goverpor's Travel Couneil Regulation Rules, which apply 1o State eniplovees and members of Swte boards, provide thal an
enpiloved 15 on franyel sty while avay on oflicial BUSINCAS, I'ravel status heging when an e Sovee lenves his ot her work
location or. il reporting divectly to o destingtion, from ihe employey’s nesidence or other location, 1 ends when an cmployee

setubns 1 his or her work location of, il teporting directly from the vriginal destinatjon. to the emplovee's residenee or oihet
focation at the completion of the authorized trvel. Bli_l_l_l_..-\dm'm,L_'i,wlu: §300n. 140,
27 41 CHR. §301-11.4,
28 41 CILR. §,=UI—1il.)-{"}-lu..l 1wy the (oderal repalations thit sddress milenve reinibursenient und veluted expenses.
29 2 C.ILR.§200.474(a),

rovidest
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6. Commercial airfare cosls in eXcess of the least expensive_coach or_economy class _ave

pmh._i.lm;:d excepl_when such accommodations would: (1) require circuitous routing: (2)

L —— R - :
require travel during unreasonable  hours: (3) excessively srolong travel: (4 resull

mn

additional costs that would offsel_transportation savings; or (5) offer accommodations ot

for the traveler's medical needs. ualif
roval of the additional expen

reasonably adequale

qne circumstances inust be
explained on the expense form, and Board a i

se is required. 30

7. Per diem rates and actual reimbursement amounts for mileage. meals, and lodging may hot

exceed the rates established by the Governor's Travel Control_Board or federal travel
soulations, whichever is less.31 These limits do not ap sty when: (1) an employee stays in the
Jowest-priced room avajlable at or near a hotel where a conference or seminar is located or in
accommodations arranged by the conference/seminar or sanization. or (2) lodging at or below
the established rate is unavailable.32 In those cases. the employee will be reimbursed for
actual lodging expen: ith prior approval. but in no case will the reimbursement exceed
300% of the ¢ or diem rate.33 1T a conference fee includes a meal. the
meal or per diem allowance will be reduced by the actual value of the meal or the applicable
meal allowance. whigl is less. 34

expensive compact car available when using a rental car ftor
L approved. 33 The Board does not reimburse_employees for

¢ District

9. 1 othe

The footnotes are not intended to be part of the adopted policy; they sl be removed before the policy is adopted.

30 2 C.ER. §200474€).
{eriing the lesser app
' emplo:

;, available at:
¢, with the federal per diem igles, available ok

i, a;w.'lm\;ui.‘
32 80 L Adming
LER:

regnilutions a1y

ader e 300% 4 CA, Seu pe. S

Awerred Lravel fxphense Procodures, lor detyils on lodging reguiremsnts. incliding excossive lodging requests,
34 80 I Admin.Code {2R00.500.

3641 C IR g3 -10. 451, |
) pard bueenuse the . overnment

‘odernl 1o

waivirs inlo il
, similar ‘s i ition: Emnlovees will often huve ¢
Ledr own perse
out-gf-pocket deductibles. 1d.
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LEGAL REF.: 2 C.F.R. §200.474.

30 1LCS 708/130. Grant Accountability and Transparéncy Acl.
50 ILCS 150/, Local Government Travel Expense Control Act.

105 ILCS 5/10-22.32.
820 ILCS 115/9.5, 111 Wage Payment and Collection Act.

CROSS REF.: 2:125 (Board Member Compensation; Expenses), 2:240 (Board Policy
Development), 4:50 (Payment Procedures), 4:55 (Use of Credit and Procurement

Cards)
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NEW

March 2020 == 5:60-AP
<

General Personnel

Administrative Procedure - Federal and State Grant Travel Expense Procedures

Employees must follow these procedures, in addition to the requirements of the Board policy 5:60,
Expenses subhead entitled Additional Requirements for Travel Expenses Charged to Federal and
State Grants, when their travel expenses are charged to federal grants and State grants governed by
the Grant Accountability and Transparency Act (GATA). 1

Use of Expense Forms

Employees will submit their estimated travel expenses using 5:60-E2, Employee Estimated Expense
Approval Form, in advance of travel and 5:60-El, Employee Expense Reimbursement Form,
following completion of travel. When travel expenses will be charged in part to grant funds and in
part to non-grant District funds because certain expenses exceed those permitted to be charged to a
grant by policy 5:60, Expenses, and/or these procedures, the Superintendent or designee notes that
fact and the amount to be charged to each funding source in the “Comments” field on 5:60-El,
Employee Expense Reimbursement Form, and/or the “Comments” field on 5:60-E2, Employee
Estimated Expense Approval Form, as applicable.

Lodging — General

1. Employees are not eligible for actual reimbursement of lodging expenses unless they are on
official travel status for more than 12 hours. Travel status begins when the employee leaves
his or her work location o, if reporting directly to a destination, from his or her residence or
other location. It ends when the employee returns to his or her work location or, if reporting
directly from the original destination, to the employee’s residence or other location at the
completion of the authorized travel. See 80 Ill.Admin.Code §3000.140.

2. Employees must first contact any preferred hotel vendors of the District.

3. It is the employee’s responsibility tolrequest the lowest available lodging rate the time of
making a reservation. However, if the employee requires special lodging consideration due to
a disability the employee may be reimbursed the actual cost of the least costly lodging that is
substantially accessible. Employees should always inquire if a hotel offers a discounted rate
for local government employees, including public school district employees. If applicable,
employees should be prepared to show their school identification to prove school district
employment when checking-in.

4. Employees should make hotel reservations as far in advance as possible. Employees need to
be aware of hotel cancellation policies. In busier times, cancellation policies will sometimes
require the traveler to cancel 72 hours in advance or be charged for the room. If an employee
must cancel a reservation, the employee needs to cancel before the deadline, if at all possible.
Employees making reservations for several nights in a row need to be aware of hotel early

The footnotes should be removed before the material is used.

12 C.F.R. §§200.318-200.326; 30 ILCS 708/, Grant Accountability and Transparency Act (GATA). GATA adopts the
federal uniform guidance for all grants, unless the Office of the Governor grants an exception. 30 ILCS 708/55; 44
111. Admin.Code §7000.60. For information about the scope of GATA as it pertains to grants administered by the Ill. State
Board of Education, see www.ishe.net/gata.
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check-out policies. Some hotels charge an early check-out fee if a guest checks out prior to
their scheduled departure date.

5, Employees must carefully review the bill upon check-out to ensure that the room charge
reflects the appropriate rate and that no unauthorized charges have been added. For example,
some hotels will automatically add a security charge or phone usage charge to a bill. If these
services are not used, the charges should be removed before checking-out. Energy surcharge
and lodging resort fees will be reimbursed if not optional.

6. If direct billing, employees must ensure that all personal or incidental charges are paid when
checking-out, i.e., pay movies, personal phone calls, etc.

7. Employees must obtain a copy of the hotel bill to attach to 5:60-E1, Employee Expense
Reimbursement Form.

g If traveling by car, an employee needs t0 inquire regarding self-parking options to minimize
parking expenses.

Lodging — Excessive Lodging Req uests

When lodging at or below the State or federal rate for a particular location is unavailable, employees
must:

1. Document on 5:60-E2, Employee Estimated Expense Approval Form, that lodging at the
scheduled rate for the location is unavailable.

7. Attach documentation to 5.60-E2, Employee Estimated Expense Approval Form, showing
that a minimum of three budget to mid-fare hotels were contacted (where available). If there
are less than three hotels available in a location to contact, the employee must document that

fact on the form. The employee must inquire if the hotels will honor the government rate
when obtaining quotes. If the District has any preferred hotels at the location, the employee
must contact those hotels first.

3. Submit all excessive lodging requests to the Superintendent or designee for pre-approval. The
Superintendent or designee will place'a note in the “Comments” field on 5:60-E2, Employee
Estimated Expense Approval Form, to reflect approval of an excessive lodging amount.

Note: An excessive lodging request is not required if an employee stays in accommodations arranged
by a conference/seminar organization or in the lowest-priced room available at or near a hotel where a
conference or seminar is located.

Meals

Per diem rates and actual reimbursement amounts for meals may not exceed the rates established by
the Governot’s Travel Control Board or federal travel regulations, whichever is less. To determine the
Jesser amount, compare the State rates with the federal per diem rates. Historically, the State meal
allowances have been lower than the federal meal allowances. State rates are available at:
www2.illi JL)i_s,.mwfcm_:i@nplgygggtmvclfpgg‘eilﬁvgl reimbursement.aspx. Federal rates are available
at: www.usu.gov»’lravcUpian—bnuk;’pcr~clicm-raleﬁ.

Airfare
When booking airfare, employees:

1. May not book airfare and lodging as a package through third party vendors. When booked as
a package, third party vendors do not provide a detailed receipt which causes an issue
verifying that the lodging rates are within the proper guidelines.
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2. Should always know the restrictions and potential penalties applicable to the fare in case
cancellation or change is necessary, regardless of how an airline ticket is booked.

Ride Sharing Services

When using a ride sharing service such as Uber and Lyft, employees must use the lowest cost service
the ride sharing service offers such as “UberX” and “Lyft Standard.” Employees will not be
reimbursed for premium services offered by ride share companies such as “Uber XL,”
“UberSELECT.” “UberBLACK,” “UberSUV,” “UberLUX.™ or “LyftPlus.” Employees need to be
aware that ride sharing services may charge users more during times of high demand. Ride sharing
services typically let riders know in advance when prime time or surge pricing is in effect. Rides
obtained during these higher cost periods are not reimbursable.
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REWRITTEN
March 2020 ——==  560-El

General Personnel

Exhibit - Employee Expense Reimbursement Form

Submit to the Superintendent. Use of this form is required by 2:125-E3, Resolution to Regulate
Expense Reimbursements. Please print and attach receipts Jor all expenditures.

Name: Title/Office:
Destination: Purpose:
Departure Date: Return Date:
] Receipts attached Request Date:

[] Estimated expenses attached (Completed 5:60-E2, Employee Estimated Expense Approval
Form)(pre-approval is required for federal and state grants).

] Approved expense advancement (voucher) attached, if applicable* (Completed 5.60-E2,
Employee Estimated Expense Approval Form.)

‘Actual Expense Report

*Employees will be reimbursed for actual and necessary expenses that exceed the amount advanced, but must refund any
expense advancement that exceeds the actual and necessary expenses incurred. 105 ILCS 5/10-22.32. For federal and State
grants, employees will be reimbursed for actual and necessary expenses that exceed estimated expenses as permitted by
Board policy 5:60, Expenses.

Auto Travel Allowance: per mile
Auto Meals or Per Diem Other Daily
Date Mileage Transp. | Lodging | Bkfst | Lunch | Dinner Item Cost | Total

Miles Cost | Expenses

Subtotal

Advances -

TOTAL (4 negative amount indicates refund due from employee.) S
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Superintendent or Designee:
(below maximum allowable amount)

] Approved [] Denied
| Approved in Part

] Grant Funding Source (if
applicable):

Superintendent or Designee Signature Date

Comments:

School Board Action (exceeds maximum allowable amount): ] Approved [] Denied
] Approved in Part

Employee Signature

5:60-E1

[] Grant Funding Source (if
applicable):

Date

Page 2 of 2
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REWRITTEN

March 2020 5:60-E2
%

General Personnel

Exhibit - Employee Estimated Expense Approval Form

Submit to the Superintendent. Use of this form is required (1) by 2:125-E3, Resolution to Regulate
Expense Reimbursements and (2) for pre-approval of expenses to be charged to a federal grant or
State grant governed by the Grant Accountability and Transparency Act. Please print.

Name: Title/Office:

Travel Destination: Purpose:

[] Estimated Expenses Approval Requested (50 ILCS 150/20 or grant expenditure)

[] Travel is grant-related* (specify grant):

[] Purchase Order Requested Purchase Order #:

] Expense Advancement Voucher Requested (105 ILCS 5/10-22.32)

Voucher Amount:

Estimated Expense Report
Departure date: Return date:

Auto Travel Allowance: per mile

*Grant-related travel only: Except for mileage and other transportation expenses, expense reimbursement/per
diem is only allowed if on official travel status for 12 hours or more. If lodging at or below the applicable rate
cannot be identified, please indicate below and attach.at least three quotes for review.

Auto Meals or Per Diem Other Daily
Date Mileage Transp. | Lodging | BKfst | Lunch | Dinner Item Cost Total
Miles Cost | Expenses

Total $
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Superintendent or Designee
(below maximum allowable amount):

[] Approved [] Denied
[] Approved in Part

] Grant Funding Source (if
applicable):

Superintendent or Designee Signature Date

Comments:

School Board Action (exceeds maximum allowable amount): O Approved [] Denied
] Approved in Part

Employee Signature

5:60-E2

[] Grant Funding Source (if
applicable):

Date
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NEW

March 2020 — 2 5:90-AP

Z

General Personnel

Administrative Procedure - Coordination with Children’s Advocacy Center 1

Children’s Advocacy Centers (CACs) are child-focused, trauma-informed, facility-based programs
that provide a multi-disciplinary, comprehensive response to child abuse. Illinois CACs are organized
and operate under the Children’s Advocacy Center Act. 55 ILCS 80/. CACs are accredited based on
standards set by the National Children’s  Alliance. 55 ILCS  80/2.5. See
www.nationalchildrensalliance.org/.

If the District is located within a county that is served by an accredited CAC, it must coordinate with
the CAC to implement the Alleged Incidents of Sexual Abuse; Investigations subhead of Board
policy 5:90, Abused and Neglected Child Reporting. 105 ILCS 5/22-85 (final citation pending), added
by P.A. 101-531. For a map of accredited CACs, and to identify a CAC that may serve the District,
see www.childrensadvocacycentersofillinois.org/about/map. Use this procedure to coordinate with the
District’s local CAC.

Glossary of Terms

Alleged incident of sexual abuse - An incident of sexual abuse of a child (as defined in the IlL
Criminal Code of 2012, 720 ILCS 5/11-9.1A) that is alleged to have been perpetrated by school
personnel, including a school vendor or volunteer, that occurred either: on school grounds during a
school activity, outside of school grounds, or not during a school activity. 105 ILCS 5/22-85(b) (final
citation pending), added by P.A. 101-531. 2

Alleged victim - A student who is alleged to be the victim of an alleged incident of sexual abuse.

Appropriate law enforcement agency - A law enforcement agency whose employees have been
involved, in some capacity, with an investigation of a particular:alleged incident of sexual abuse. 105
ILCS 5/22-85(b) (final citation pending), added by P.A. 101-531.

Child advocate - May be a school social worker, a school or equally-qualified psychologist, or a
person in a position the Il1. State Board of Education (ISBE) has identified as an appropriate advocate
for a student during a school’s investigation into an alleged incident of sexual abuse. 105 ILCS 5/22-
85(i) (final citation pending), added by P.A. 101-331.

Forensic interview - An interview between a trained forensic interviewer, as defined by National
Children’s Alliance standards, and a child in which the interviewer obtains information from children
in an unbiased and fact finding manner that is developmentally appropriate and culturally sensitive to
support accurate and fair decision making by the multidisciplinary team in the criminal justice and
child protection systems. 55 ILCS 80/2.5.

School personnel - School employees, vendors, and volunteers.

Sexual Abuse and Sexual Assault - See I11. Criminal Code of 2012 definitions at:

The footnotes should be removed belore the material is used.

1 This procedure cites the minimum requirements of State law. Modify this procedure based upon the District’s specific
implementation needs and any additional needs of the CAC that serves the District.

2 Though 105 ILCS 5/22-85(b) (final citation pending), added by P.A. 101-531, defines alleged incident of sexual
abuse, its definition is circular, using the term sexual abuse without defining what that means. To provide boards with
clarity, this procedure uses the definition of sexual abuse from the Til. Criminal Code of 2012.
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720 ILCS 5/11-9.1A. Permitting sexual abuse of a child.

720 ILCS 5/11-1.20. Criminal sexual assault.

720 ILCS 5/11-1.30. Aggravated criminal sexual assault.

720 ILCS 5/11-1.40. Predatory criminal sexual assault of a child.
720 ILCS 5/11-1.50. Criminal sexual abuse.

720 ILCS 5/11-1.60. Aggravated criminal sexual abuse.

Coordination with CAC

Actor Action

ISBE Identifies persons in positions who may be appropriate child advocates
for students during a school’s investigation into an alleged incident of
sexual abuse. As of March 2020, ISBE has not identified any persons.

Superintendent or Establishes a CAC Communication Committee (Committee) to operate as
designee a Superintendent committee. See 2:150-AP, Superintendent Committees.
Consider including:

District Nondiscrimination Coordinator (see 2:260, Uniform
Grievance Procedure)

District Safety Coordinator (see 4:170-AP1, Comprehensive Safety
and Security Plan, Part C, District Safety Coordinator and Safety
Team; Responsibilities)

District-level administrators

Building Principals(Building Principals are mandatory for successful
implementation of the Alleged Incidents of Sexual Abuse;
Investigations subhead of policy 5:90, Abused and Neglected
Child Reporting)

School personnel

Employees from the accredited CAC that'serves the District

Chairs and convenes Committee meetings for the purpose of
implementing the Alleged Incidents of Sexual Abuse; Investigations
subhead of policy 5:90, Abused and Neglected Child Reporting.

Note: To achieve the minimum requirement of State law that the
District coordinate with its local CAC, this procedure establishes an
administrative committee. Establishing a committee provides a best
practice for aligning with governance principles and examining
implementation issues specific to each individual school district and the
CACs that serve each district. While smaller school districts, e.g., one-
building districts, may be able to implement a program through one
meeting, larger school districts will likely require the uniform

coordination this Committee provides.
Informs the School Board of the Committee’s progress and needs by
adding information items to the Board’s agendas as needed.
Ensures that at least every two years, school personnel are trai ned to
understand, provide information and referrals to, and address issues
pertaining to students who are parents, expectant parents, or victims of J
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Actor

Action

domestic or sexual violence. Note: 105 1LCS 5/10-22.39(d) requires this

training to be conducted by persons with expertise in domestic and sexual

violence and the needs of expectant and parenting students and must
include training concerning each of the following:

| Communicating with and listening to student victims of domestic or
sexual violence and expectant and parenting students.

2. Connecting student victims of domestic or sexual violence and
expectant and parenting students to appropriate in-school services and
other agencies, programs, and services as needed.

3. Implementing the school district's policies, procedures, and protocols
with regard to such students. including confidentiality.

School Personnel

Upon suspecting or receiving knowledge of an alleged incident of sexual
abuse. shall perform each of the following (105 ILCS 5/22-85(c) (final
citation pending), added by P.A. 101-531):

1, Immediately report to the 111, Dept. of Children and Family Services
(DCES) on its Child Abuse Hotline 1-800-25-ABUSE (1-800-252-
2873 (within Illinois); 1-217-524-2606 (outside {llinois); or 1-800-
358-5117 (TTY).

2. Follow directions given by DCFS concerning filing a written report
within 48 hours with the nearest DCFS field office. 25 ILCS 5/7,
amended by P.A. 101-583. The written report shall include, if known,
cach of the following:

The name and address of the child, his or her parents/guardians, or
other persons having custody;

The child’s age;
The child’s condition, including any evidence of previous injuries
or disabilities; and
Any other information that the reporter believes may be helpful to
DCFS for its investigation.
3. Promptly notify the Superintendent or Building Principal that a report
has been made.

Enforcement Agency

Superintendent or Immediately coordinates any necessary notifications to the student’s
Building Principal parents/guardians with DCFS, the applicable school resource officer
(SRO), and/or local law enforcement.
Notifies the District’s Nondiscrimination Coordinator of the reported
alleged incident of sexual abuse.
DCFS and/or Determines whether to accept a reported alleged incident of sexual abuse
Appropriate Law for investigation. If a reported alleged incident is accepted, refers the

matter to the CAC serving the District. 105 ILCS 5/22-85(d) (final
citation pending), added by P.A. 101-531.

Note: If neither DCFS nor law enforcement investigate the alleged
incident of sexual abuse, the District can move forward with its own
investigation without CAC involvement. J
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Actor Action

CAC Coordinates the investigation of the alleged incident of sexual abuse in
accordance with its existing multidisciplinary team protocol and National
Children’s Alliance accreditation standards. 105 ILCS 5/22-85(e)(1)
(final citation pending), added by P.A. 101-531.

Facilitates communication between the DCFS/law enforcement
multidisciplinary team investigating the alleged incident of sexual abuse
and the District’s Nondiscrimination Coordinator.3 At a minimum:

1. Ensures that all applicable parties have each other’s contact
information; and

2. Shares the CAC’s protocol regarding the process of approving the
viewing of a forensic interview by school personnel, and a contact
person for questions regarding the protocol. 105 ILCS 5/22-85(e)(2)
(final citation pending), added by P.A. 101-531.

Nondiscrimination Upon being notified of the reported alleged incident of sexual abuse by
Coordinator the Superintendent or Building Principal, shall:

Open and conduct the District’s investigation into the alleged incident of
sexual abuse in accordance with policy 7:20, Harassment of Students
Prohibited.

Schedule regular follow-up calls to the CAC to inquire whether
DCFS/law enforcement has opened an investigation into the alleged
incident of sexual abuse.

If DCFS/law enforcement investigation is not opened, stops using this
procedure and continues the District’s investigation in accordance
with policy 7:20, Harassment of Students Prohibited.

If DCFS/law enforcement investigation is opened, continues with the
following steps.

Notes the date DCFS/law enforcement opened its investigation and sets a
reminder for 15 calendar days after it.

Note: This time period is important because the CAC has 15 calendar
days to conduct a forensic interview of the alleged victim. During this
time. the District is cannot interview the alleged victim regarding the
alleged incident.

While the child abuse and/or criminal investigations related to the alleged
incident of sexual abuse are being conducted by DCFS/law enforcement,
the Nondiscrimination Coordinator:

Continues the District’s investigation, which may include interviewing
the alleged witnesses and/or the alleged perpetrator.

L

The footnotes should be removed betore the material is used.

3 Throughout this procedure «Nondiscrimination Coordinator” may be replaced with Title IX Coordinator or designee,
Complaint Manager, School Resource Officer, of the title of any other school personnel leading the school’s investigation
into the alleged incident of sexual abuse.
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ﬁ Actor

Action j

May request information from the alleged victim or his or her
parent/guardian to ensure his or her safety and well-being at school
during the investigations. 105 1LCS 5/22-85(f) (final citation pending),
added by P.A. 101-531.

Refrains from interviewing the alleged victim until after the CAC
completes its forensic interview. 105 ILCS 5/22-85(f) (final citation
pending), added by P.A. 101-531. 4

Upon request, must inform DCFS/law enforcement investigators of any
evidence it has gathered, as permitted by federal or State law. 105 ILCS
5/22-85(f) (final citation pending), added by P.A. 101-531.

Note: Evidence gathered by the Nondiscrimination Coordinator during
the District’s investigation may be confidential under the [Ilinois School
Student Records Act (105 ILCS 10) and the Family Rights and
Educational Privacy Act (20 US.C. §1232g). Consult the Board
Attorney regarding what disclosures, if any, are allowed in response
to a request from DCFS and/or law enforcement and conditions that
must be met prior to disclosure.

Schedule regular follow-up calls with the CAC to inquire about the status
of the forensic interview of the al leged victim.

CAC

Informs the Nondiscrimination Coordinator that:

|. The forensic interview of the alleged victim is complete, and the
electronic recording of the forensic interview may be viewed: or

2. The CAC determined a forensic interview will not be conducted. 105
ILCS 5/22-85(g), (h) (final citation pending), added by P.A. 101-531.

Nondiscrimination
Cootdinator

-

If the electronic recording of the forensic interview of the alleged victim
is available for viewing:

{. Verifies the CAC has obtained informed consent from an alleged
victim over the age of 13 or the alleged victim’s parent/guardian for
school personnel to view the forensic interview (105 ILCS 5/22-85(h)
(final citation pending), added by P.A. 101-531); and

Note: Each CAC may have its own consent form. Contact your local
CAC to confirm that it will obtain written consent from the alleged
victim over the age of 13 or the alleged victim’s parent/guardian @f
under the age of 13).

The foolnotes should be removed before the material is used.

4 The purpose of waiting to interview and coordinating with CACs is to minimize trauma of an alleged victim by
preventing multiple interviews of him/her regarding the alleged incident of sexual abuse. When a DCFS/law enforcement

investigation is pending
may use by viewing or

then the CAC’s forensic interview serves as the interview that other entities, €. school districts,
listening to it for their investigations. 1f a DCFS/law enforcement investigation is pending but the

CAC does not conduct a forensic interview, then the school may conduct its own interview of the alleged victim after

following the procedures out

5:90-AP

lined in this procedure.
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r Actor Action ]

2. Views the electronic recording of the forensic interview.

If the CAC has not performed a forensic interview of the alleged victim
within 15 calendar days after DCFS/law enforcement opens an
investigation, notifies the CAC that the District intends to interview the
alleged victim.

CAC After receiving notification that the District intends to interview the
alleged victim, has 10 additional calendar days to conduct a forensic
interview. 105 ILCS 5/22-85(g) (final citation pending), added by P.A.

101-531.
Nondiscrimination If the CAC does not conduct a forensic interview of the alleged vietim
Coordinator within the 10 additional calendar days, proceeds with the District’s

interview of the alleged victim. Id.

If the alleged victim is under 18 years old, makes a child advocate
available to the alleged victim and allows the child advocate to be present
during the interview. A child advocate may be a school social worker, a
school or equally qualified psychologist, or a person in a position that
ISBE has identified as an appropriate advocate for a student during a
school’s investigation into an alleged incident of sexual abuse. 105 TLCS
5/22-85(1) (final citation pending), added by P.A. 101-531.

Schedules regular follow-up calls to DCFS/law enforcement to inquire if
the investigation of an incident has been suspended and/or is complete,
including the outcome of the investigation. 105 ILCS 5/22-85()), (K)

| (final citation pending). added by P.A. 101-531.
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General Personnel

Administrative Procedure - Statement of Economic Interests for Employees

Date Action

Upon initial employment | All employees who are required to file a statement of economic
interests (see Sehoot-Board policy 5:120, Employee Ethics; Conduct;
and Conflict of Interest) must file such a statement upon initial
employment if employed by May 1. 5 ILCS 420/4A-105(c).

On or before February 1, | Superintendent or designee shall certify to the appropriate county
annually-t clerks a list of names and addresses of employees who are required to
file a statement of economic interests (see Sehool-Beard policy 5:120,
Employee Ethics; Conduct; and Conflict of Interest). The list shall set
out the names in alphabetical order by county of residence. The
Superintendent or designee shall send the list to county clerks of the
counties in which those employees reside, or if any employee resides
outside of Illinois, to the county clerk of the county in which the

District’s principal office is located. 5 ILCS 420/4A-106.5, added by
X P:A. 101-221 and amended by P.A. 101-617.

On or before April 1, | County'clerk of each county shall notify employees whose names have
annually been certified to him or her of the requirements for filing statement of
economic interests. 5 TLCS 420/4A-106.5, added by P.A. 101-221.

On or before May 1, | All employees whe are required to file a statement of economic
annually interests (see Board policy 5:120, Employee Ethics; Conduct; and
Conflict of Interest) must file a statement of economic interests with
the county clerk of the county in which the principal District office is
located (5 ILCS 420/4A-106.5), unless he or she has already filed a
statement in relation to the District within the calendar year. 5 ILCS
420/4A-105.

After January 1, 2011 Any county clerk who uses a system of Internet-based filing of
economic interest statements must: (1) post the contents of statements,
without filers’ addresses or signatures, that were filed using the Internet
on a publicly accessible website, and (2) otherwise comply with 5 ILCS
420/4A-108.

The times for the filing of statements of economic interests set forth in
Section 4A-105 must be followed in any system of Internet-based filing.

The footnotes should be removed before the material is used

FConfirmthe Fobrumplst-dendHneavith-the-vonnt-elerlcbeeause-the-dendlineno-longerappearsia- S HE5-120H06:5:

5:120-AP1 Page 1 of 2
©2020+9 Policy Reference Education Subscription Service
1linois Association of School Boards. All Rights Reserved.
Please review this mate@bwith your school board attorney before use.



5:120-AP1

O,,@

202015 Pcfidy Reference Education Subscription Service

Iilinois Association of Sehool Bourds. All

Rights Reserved.

Please'rej!_ihw'this.mmial with your school board attorney hefore use.

Page 2 of 2




Oeteber2049March 2020 5:150

General Personnel

Personnel Records 1

The Superintendent or designee shall manage the maintenance of personnel records in accordance
with State and federal law and School Board policy. Records, as determined by the Superintendent,
are retained for all employment applicants, employees, and former employees given the need for the
District to document employment-related decisions, evaluate program and staff effectiveness, and
comply with government recordkeeping and reporting requirements. Personnel records shall be
maintained in the District’s administrative office, under the Superintendent’s direct supervision.

Access to personnel records is available as follows:

1. An employee will be given access to his or her personnel records according to State law and
guidelines developed by the Superintendent. 2

2. An employee’s supervisor or other management employee who has an employment or
business-related reason to inspect the record is authorized to have access.

3. Anyone having the respective employee’s written consent may have access.

Access will be granted to anyone authorized by State or federal law to have access.

5. All other requests for access to personnel information are governed by Board policy 2:250,
Access to District Public Records. 3

>

The footnotes are not intended to be part of the adopted poliey: they should be removed/before the policy is adopted.

1 State or federal law controls this policy’s content. This policy ¢ontains an jtem on which collective bargaining may be
required. Any policy that impaets upon wages, hours, and terms and conditions of employment. is subject to collective
bargaining upon request by the employee representative, cven if the policy ifivolves an inherent managerial right,

This policy is consistent with the minimum requirements of State law. The local collective bargaining agreement may
contain provisions that exceed these requirements. When a policy’s subject matter is superseded by a bargaining agreement,
the board policy can state, “Please refer to the applicable collective bargaining agreement.”

2 An employee has the right to view his or her personnel file contents, with a few exceptions. 1l. Personnel Record
Review Act (PRRA), 820 1LCS 40/, Thus, personnel files should contain only factual and accurate job-related information,
In addition. the PRRA identifies records that may not be kept: a record of an employee’s associations. political activities,
publications, communications. or non-employment activities (820 ILCS 40/9, amended by P.A. 101-531) and records
identifying an employee as the subject of an investigation by the I1l. Dept. of Children and Family Scrvices (DCES) if the
investigation resulted in an unfounded report as specified in the Abused and Neglected Child Reporting Act (820 1LCS
40/13). See f/n 5.

3 Unless a specific exemption is available, personnel file information is available to anyone making a FOIA request. 5
[LCS 140/. Specific exemptions protect the following:

1. Private information meaning “unique identifiers, including a person’s social security number, driver’s license
number, employee identification number, biometric identifiers, personal financial information, passwords or
other access codes. medical records, home or personal telephone numbers, and personal email addresses.
Private information also includes home address and personal license plates, except as otherwise provided by
law or when compiled without possibility of altribution to any person.” § ILCS 140/7(1)(b); 5 ILCS 140/2(c-
5.

Personal information “the disclosure of which would constitute a clearly unwarranted invasion of personal
privacy.” 5 ILCS 140/7(1)(c).

T3
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The Superintendent or designee shall manage a process for responding to inquiries by a prospective
employer concerning a current or former employee’s job performance.4 The Superintendent shall
execute the requirements in the Abused and Neglected Child Reporting Act whenever another school
district asks for a reference concerning an applicant who is or was a District employee and was the
subject of a report made by a District employee to DCFS. §

When requested for information about an employee by an entity other than a prospective employer,
the District will only confirm position and employment dates unless the employee has submitted a
written request to the Superintendent or designee.

The footnotes are not intended to be part of the adopted policy: they should be removed belore the policy is adopted.

1. Information prohibited from being disclosed wnder the Hiingis Educational Labor Relations Act (1ELRA). 5

ILCS 140/7.5(00), added by P.A, 101-620 (final citation pending); 115 11L.CS 5/3(d). The prohibitions in the

[ELRA overlap with some catepories of private_information identified in FOIA and include: (a) the

employee's home address (including 71P code_and county). (h) the employee's date of birth: (¢) (he
emplovee's home and personal phone number: (d) the emplovee's personal gmail address: (¢) any information
personally 4d entilying emplovee membership or membership status in a labor organization or other voluntary
association alliliated with a labor orpanization ot a labor federation: and (1) c-mails or other communicalions
hetwegn a labor oreanization and its members. Unless a speeilic exception in the IELRA applies. il o district
receives 4 third party request for any of these six_ categorivs ol information about an cmplovee. the distriet
miust provide the unionwith g copy.of the writlen request (or writlen summary of an oral reguest), as well as
a copy of the distriet’s response within live business days of sending he response. 1I' the employee is not in 4
bargaining unit, then these notices must B viven direetly o the employee. 115 1LCS 3/3(d). Note: It is best
practice to maintain union=related documents. such as grievances, separately from an emplovee’s personnel
lile.

2.1, Information prohibited from being disclosed by the PRRA. 5 ILCS 140/7.5(q). The PRRA prohibits the
disclosure of a performance evaluation under FOIA, 820 ILCS 40/11. The treatment of a request for a
disciplinary report, letter of reprimand, or other diseiplinary action depends on the age and nature of the
responsive record. If the responsive: record is more than four years old and is nol related to an incident or
attempted incident of sexual abuse or severe phy'éical abuse, the request must be denied unless the disclosure
is permitted by the Act. 5 ILCS 140/7.5(q)s 820 ILCS 40/8. amended by P.A. 101-531. I the responsive
record is more than four years old and is telated to'an incident or an attempted incident of sexual abuse or
severe physical abuse, the request cannot be denied. 820 LLCS 40/8. amended by P.A, 101-531. If the
responsive record is four years old or less (regardless of its nature), the district should provide the record and
must notify the employee in written form or through email, ifavailable. 820 1LCS 40/7 and 40/8, amended by
P.A. 101-531.

The School Cade prohibits the disclosure of school teacher, pringipal, and superintendent performance evaluations
excepl as otherwise provided in the certified employee evaluation laws. 105 ILCS 5/24A-7.1.

The Health Insurance Portability and Accountability Act of 1996 (HIPAA) (Pub.L. 104-191) created national standards
to protect individuals’ medical records and other personal health information. If'a distriet is a covered entity (i.c., offers a
self-insured group health plan or flexible spending account), it must establish clear procedures to protect the employee’s
health information. 45 C.F.R. §164.502. Such districts should consult their attorneys and insurance provider for assistance.

4 The Employment Record Disclosure Act (745 ILCS 46/10) provides conditional immunity to employers responding
to a reference request; it states: “Any employer or authorized employce or agent acting on behalf of an employer who, upon
inquiry by a prospective employer, provides truthful written or verbal information, or information that it believes in good
faith is truthful, about a current or former employee’s job performance is presumed to be acting in good faith and is immune
from civil liability for the disclosure and the consequences of the disclosure.” This immunity statute does not, however,
create an exemption to the requirements in the PRIZA. The PRRA requires an employer {o give an employee writien notice
before divulging a “disciplinary report, letter of reprimand, or other disciplinary action 1o a third party.” 820 ILCS 40/7. An
employment application may contain a waiver of this notice. Id.

5 325 TLCS 5/4(d). amended by P.A. 101-564 41— 1-1-24, requires a superintendent, upon being asked for a reference
concerning an employee or former employee, to disclose to the requesting school district the fact that a district employee has
made a report involving the conduct of the applicant or caused a report {0 be made to DCFS. For more information, see
5:150-AP, Personnel Records.
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LEGAL REF.: 325 ILCS 5/4, Abused and Neglected Child Reporting Act.
745 ILCS 46/10. Employment Record Disclosure Act.
820 ILCS 40/. Personal Record Review Act.,

23 Tll.Admin.Code §1.660.

CROSS REF.: 2:250 (Access to District’s Public Records), 7:340 (Student Records)
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Professional Personnel

Resignations 1

Tenured teachers may resign at any time with consent of the School Board or by written notice sent to
the Board Secretary at least 30 days before the intended date of resignation. However, no teacher may
resign during the school term in order to accept another teaching position without the consent of the
Board. 2

LEGAL REF.: 105 ILCS 5/24-14.
Park Forest Heights School Dist. v. State Teacher Certification Bd., 842 N.E.2d
1230 (11L. App.1st 2006).

The footnotes are not intended to be part of the adopted policy; they should be removed before the policy is adopted.

1 State or federal law controls this policy’s content.

2 Districts may want to add a liquidated damages clause to individual teacher contracts in order to discourage teacher
resignations in violation of this policy and law.

A teacher who resigns during the school term, without the board’s permission, in order o accept another teaching
assignment_may_be referred by the board o the Stale Superintendent ol Education. who shall convene an inlormal
evidentinry hearing within 90 davs afier receipt ol a resolution by the hoard, 105 ILCS 5/24-14, amended by P.A. 100-53 1
i A feacher found guilty of resigning during the school lerm o accept another teaching position without board
consenivaprefessionulconduetund-Hublela-suspensior-of W ill have his or her license suspended for #p-te-one calendar year,
FOSHES-524-141d, In liew of o hearing and (inding, the leacher may agree o i lesser licensure sanciion at the discretion of
the Sgate Superintendent. ld. See also Park Forest Heights School Dist. v. State Teacher Certification Bd.. 842 N.E.2d 1230
(I1.App. st 2006)(regional superintendent may suspend for one year the teaching certificate of a fenured or nontenured
teacher who resigns to accept another position),

Foi lurther enidance, see 111 State Board of Liducation non-repulatory euidanee on he Application of Section 24-14 of
the Hinois School Code to Teacher Resienarions {10-28-19) al www.isbe net/Documents/section-24- | 4-guidance.pdfl
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Educational Support Personnel
Duties and Qualifications 1

All support staff: (1) must meet qualifications specified in job descriptions, (2) must be able to
perform the essential tasks listed and/or assigned, and (3) are subject to School Board policies as they
may be changed from time to time at the Board’s sole discretion.

Paraprofessionals 2

Paraprofessionals provide supervised instructional support. Service as a paraprofessional requires an
educator license with stipulations endorsed for a paraprofessional educator unless a specific
exemption is authorized by the 1llinois State Board of Education (ISBE).

[ndividuals with only non-instructional duties (e.g., providing technical support for computers,
providing personal care services, or performing clerical duties) are not paraprofessionals, and the
requirements in this section do not apply. In addition, individuals completing their clinical
experiences and/or student teaching do not need to comply with this section, provided their service
otherwise complies with ISBE rules. 3

Noncertificated and Unlicensed Personnel Working with Students and Performing Non-Instructional
Duties

Noncertificated and unlicensed personnel performing non-instructional duties may be used:

1. For supervising study halls, long-distance teaching reception areas used incident to
instructional programs transmitted by electronic media (e.g., computers, video, and audio),
detention and discipline areas, and school-sponsored extracurricular activities; 4

2. As supervisors, chaperones, or sponsors for non-academic school activities; or

Ihe footnotes are not intended to be part of the adapted policyiuiey should béremoned betore the policy 18 adopted

I State or federal law contrals this policy’s content. This policy containg an item on which collective bargaining may be
required. Any policy that impacts upon wages, hours, and terms and conditions of employment, is subject to collective
bargaining upon requesl by the employee representative, even if the policy involves an inherent managerial right.

2 Tducator licensure replaced the previous system of certification on 7-1-2813. All Ilinois teaching, administrative,
and school service personnel certificates were converted to @ eorresponding license. Except as provided in ISBE rules
§81,630(b)(2) and 23.510¢a), all new applicants for a paraproﬁzssional credential must hold an educator license with
stipulations endorsed for n paraprofessional educator. 105 1LCS 5/218-2002)(1) aimended by P.As 101-220 and 101-594:
23 1l Admin.Code §§1.630 and 25.510). See ISBE"s explanation at:
www,isbr:.nvt;’l’uucs-’I".\Iucumr-l_,iuuusuru-Rm:uircmcnl_u.am.

A district may continue to use the term teacher aide to describe licensed personnel performing instructional support
activities, In that situation, use the following alternative for the subhead and first paragraph:

Paraprofessionals and 1icensed Teacher Aides |

Paraprofessionals and licensed teacher aides provide supervised instructional support. Personnel performing
instructional support netivities must hold a current educator license with stipulations endorsed for a
pataprofessional educator unless a specific exemption is authorized by the Illinois State Board of Education
(ISBE).

If a district uses leacher aides 10 perform non-instructional support activities, wnlicensed teacher aides may be ingerted
in the subhead for next section as follows: “Noncertificated and Unlicensed Personnel (Including Unlicensed Teacher Aides)
Working with Students and Performing Non-Instructional Duties.”

Pargprofessionals wre nol required (o maintain diseipline under il!:‘w_llu__!._iﬁ,'_li-ﬂ_._l,‘\_lIi._-‘\«lmin_( nde §1.280.

e LIPS AR RS A

3105 ILCS 5/10-22.34; 23 111 Admin.Code §§1.630(c)(3) {other unlicensed porsonnel) and 25.620 (student teaching).
This paragraph is optional and may be deleted if the board desires a streamlined policy.
4105 1LCS 5/10-22.34(a)(2).

5105 [LCS 5/10-22.34a; 23 11l Admin.Code §1.630(2c)( D).
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3. For non-teaching duties not requiring instructional judgment or student evaluation. 6

Nothing in this policy prevents a noncertificated person from serving as a guest lecturer or resource
person under a certificated teacher’s direction and with the administration’s approval. 7

Coaches and Athletic Trainers

Athletic coaches and trainers shall have the qualifications required by any association in which the
Schoo! District maintains a membership.8 Regardless of whether the athletic activity is governed by
an association, the Superintendent or designee shall ensure that each athletic coach: (1) is
knowledgeable regarding coaching principles, (2) has first aid training, and (3) is a trained Automated
External Defibrillator user according to rules adopted by the Illinois Department of Public Health.?
Anyone performing athletic training services shall be licensed under the Illinois Athletic Trainers
Practice Act, be an athletic trainer aide performing care activities under the on-site supervision of a
licensed athletic trainer, or otherwise be qualified to perform athletic trainer activities under State
law. 10

Bus Drivers

All school bus drivers must have a valid school bus driver permit.11 The Superintendent or designee
shall inform the Illinois Secretary of State, within 30 days of being informed by a school bus driver,

‘The footnotes are not intended to be part of the adopted policy: they should be removed before the policy is adopted.

6 105 ILCS 5/10-22.34(a)(1): 23 111 Admin.Code §1.630(a).

7105 1LCS 5/10-22.34b, last parngraph.'waerliﬁcatc(l personnel may be used to provide specialized instruction in a
field that an individual is particularly qualified by reason of specialized knowledge or skill._23 [1l.Admin.Code

§1.630(c)(3)(C). Districts that frequently use noncerfificated individuals to provide such instruction may consider adding the
following optional sentence:
When appropriate, the Superintendent may seck approval from the responsible Regional Superintendent for a
noncettificated individual to provide specialized instruction—that-+s not otherwise readily available in the school
environment. in the field thatthe individual is particularly qualified by reason of specialized knowledge or skill.

8 A district should consult the handbooks and by-laws of the appropriate associations, e.g., the [Linois High School
Association, the Southern Tl ssis Junior High School Athletic Assogiation, and the 1.ineds Elementary School Association.

An optional sentence follows:

The coach for an extracurricular athletic activity sponsored or sanctioned by the Tllinois High School Association
(IHSA) at or above the ninth grade level must have completed the THSA’s educational program and competency
testing on preventing abuse of pc:rfbrma‘rwe—cnhancing substances. provided the program is available.

9 Optional and may be amended, The first requirement identifies a basic competency, and the second two requirements
are intended to ensure coaches are trained emergency responders. For AED training program requirements, see Automated
External Defibrillator Act (410 1LCS 4/15) and Automated Fxternal Defibrillator Code (77 111 Admin.Code Past-§8525.300
and 523.400).

10 225 ILCS 5/3 and 5/4.

11 The regional superintendent is authorized to conduct school bus driver instruction courses and investigate whether
persons hired to operate school buses have valid school bus driver permits. €105 ILCS 5/3-14.23, amended by "A. 100-
8034,

School bus driver permits are issued by the 11l Secretary of State (S0S), $625 ILCS 5/6-106.1. amended by P.As 100-
513 und 1014583, Districts must conduct a pre-employment interview with bus driver candidates, distribute bus driver
applications and medical forms, and submit the applicant's fingerprint cards to the 1L _Dept. ol State Police (15P) for
criminal background investigations. Districts must also certify in writing fo the Seeretary—et—StateSOS that all pre-
employment conditions were completed, including an Hlinois-specific eriminal background investigation through the state
Policel SP and the submission of necessary fingerprints to the Federal Bureau of Investigation for criminal history
information. ¢Id. The applicant presents this certification to the Secretupy—el-StaeS0OS when submitting the school bus
driver permit application. ld.

A school bus driver operating a school bus at the time of an accident is decmed by the implied consent law to agree to
submit to tests at the direction of a law enforcement officer of the driver’s breath, blood, or urine to determine the presence
of alcohol, or other drugs, in the person’s system. 625 11.CS 5/6-5163.

Anyone driving a bus chartered to transport students to or from interscholastic athletic or interscholastic or school-
sponsored activities must have a valid school bus driver permit; this does not apply to any driver employed by a public
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that the bus driver permit holder has been called to active duty.12 New bus drivers and bus drivers
who are returning from a lapse in their employment are subject to the requirements contained in
Board policy 5:30, Hiring Process and Criteria and Board policy 5:285, Drug and Alcohol Testing
for School Bus and Commercial Vehicle Drivers.

LEGAL REF.: 34 C.F.R. §§200.58-and-200:39.43
105 ILCS 5/10-22.34, 5/10-22.34a, and 5/10-22.34b.
625 ILCS 5/6-104 and 5/6-106.1.
23 T11.Admin.Code §§1.280. 1.630, and 25.510.

CROSS REF.: 4:110 (Transportation), 4:170 (Safety), 5:30 (Hiring Process and Criteria), 5:35
(Compliance with the Fair Labor Standards Act), 5:285 (Drug and Alcohol
Testing for School Bus and Commercial Vehicle Drivers), 6:250 (Community
Resource Persons and Volunteers)

The fvomotes are not intended to be part of the adopted policy; they should be removed before the policy is adopted.
transportation provider when the bus is on a regularly scheduled route for transporting other fare-paying passengers. €625
ILCS 5/6-104(d-5).

12 This sentence is optional, but the notification is required by 625 ILCS 5/6-106.1(h). Active duty is defined in the
statute as active duty pursuant to an executive order of the U.S. President, an act of the Congress, or an order of the
Governor, 625 1LCS 5/6-106.1(]). Upon notification, the Seeretas-et-StaeSOS will characterize the permit as inactive until
a permit holder renews the permit pursuant 1o 625 ILCS 5/6-106.1(h).

13 Phesatute-underhdne these-regulations {20 it *W&MWI—MHWMHIH—L
4045
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Instruction

Administrative Procedure - Special Education Procedures Assuring the
Implementation of Comprehensive Programming for Children with Disabilities 1

In its continuing commitment to help school districts and special education cooperatives comply with
111, State Board of Education (ISBE) requirements for procedures, the special education committee of
the Il. Council of School Attorneys (ICSA) prepared sedetsample special education procedures.
ISBE rules at 23 [ILAdmin.Code Part 226 contain the requirements for special education procedures
that must be implemented adepted-by each school district and cooperative entity. The IASB/ICSA
modelsample procedures are—appreximately—80—pages—and—are available on the IASB website:
iash.com/law/icsaspeced.cfm.

The footnotes should be removed before the material is used.
1 Cheek with your district’s special education administrator to ensure that this procedure accurately reflects the title
and loeation of the special education procedures implemented by your district.
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Instruction

Accelerated Placement Program 1

The District provides an Accelerated Placement Program (APP). The APP advances the District’s
goal of providing educational programs with opportunities for each student to develop to his or her
maximum potential.2 The APP provides an educational setting with curriculum options usually
reserved for students who are older or in higher grades than the student participating in the APP.3
APP options include, but may not be limited to: (a) accelerating a student in a single subject; (b) other
grade-level acceleration; and (c) early entrance to Kindergarten or first grade.4 Participation in the
APP is open to all students who demonstrate high ability and who may benefit from accelerated
placement. It is not limited to students who have been identified as gified and talented.5 Eligibility to
participate in the District’s APP shall not be conditioned upon the protected classifications identified
in School Board policy 7:10, Equal Educational Opportunities, or any factor other than the student’s
identification as an accelerated learner. 6

The Superintendent or designee shall implement an APP that includes:

1. Decision-making processes that are fair, equitable, and involve multiple individuals, e.g.
District ~administrators, teachers, and school support personnel, and a student’s
parent(s)/guardian(s); 7

2. Notification processes that notify a student’s parent(s)/guardian(s) of a decision affecting a
student’s participation in the APP; and 8

3. Assessment processes that include multiple valid, reliable indicators. 9

The footnotes are not intended to he part of the alfopted polieyghiey should be rembived before the policy is adopted.
1 State law requires this subject matter be coyered by policy and controls its content. 105 ILCS 5/14A, amended by

P.A. 100-421 et 7118 (the Aceelerated Placement AGt{APA)): 23 UL Admin. CodePart 227, 111, State Board of Educition
(ISBE) rules require this policy to be posted on the disterwebsite i avallablé 28 ML Admin.Code §227.60(x). 1SBI rules
lzo regquire districts o annually report, by July 31, demographi il mation eidine students participating in accelernted
placement. 23 1L Admin.Code §227.60(¢).

2 Optional. Ensure this statement matches the board's cutrent educational philosophy and objectives. See sample policy
6:10. Educational Philosophy and Objectives.

3 105 ILCS 5/14A-17, added by P.A, 100=421: 23 H.AdminCode§227 Seb- 71,

4 1d. For high school districts, delete “;_ﬁ,w%mmmgmm—ﬁfﬁgm“ and insert the word “and”
between (a) and (b).

Attorneys disagree whether the APA confliets with 105 ILCS 5/10-20.12 (School year — School age.). The APA
requires accelerated placement to include “ecarly entrance to kindergarten und-earl—ontpanes—toor first grade.” 105 11.CS
5/14A-17. 105 ILCS 5/10-20.12 permits districts to offer early entrance to Kindergarten or first grade “based upon an
assessment of the student’s readiness to attend school.” 105 TLCS 5/10-20.12 also states that students may enter first grade
early when they: (1) are assessed for readiness: (2) have attended a non-public preschool and continued their education at
that school through kindergarten: (3) were taught in kindergarten by an appropriately certified teacher; and (4) will attain the
age of 6 years on or before December 31. Id. See sample policy 7:50, School Admissions and Student Transfers To and
From Non-District Schoals. Consult the board attorney for guidance.

5105 ILCS 5/14A-32(a)(1), added by P.A, 100-421: 25 1L Admin.Code §227 5718,

6 105 ILCS 5/14A-25, amended by P.A. 100-421—et-F1+5,

7 105 1L.CS 5/14A-32(a)(2), added by P.A. 100-421—<iE 2118, requires that the accelerated placement policy include
“q fair and equilable decision-making process that involves multiple persons and includes a student’s parents or guardians”
but does not specify what individuals are to be involved or limit those individuals to district employees. Amend this listing
to align with the local board’s preference.

8 105 ILCS 5/14A-32(a)(3), added by P.A. 100-421. - 7-1 =43,
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esignee shall annually notify the community, parent(s)/guardian(s), students,
out the APP, the process for referring a student for possible evaluation for
d the methods used to determine whether a student is eligible for accelerated
may: (a) include varied communication methods, such as student
hool websites; and (b) be provided in multiple languages, as appropriate.

The Superintendent or d
and school personnel ab
accelerated placement, an
placement. 10 Notification
handbooks and District or s¢

11
LEGAL REF.: 105 ILCS 5/14A.
23 11l Admin.Code Part 227. Gifted Education.
CROSS REF.: 6:10 (Educational Philosophy and Objectives), 6:130 (Program for the Gifted),

7:10 (Equal Educational Opportunities), 7:50 (School Admissions and Student
Transfers To and From Non-District Schools)

Ihe footnotes are not intended to be part of the adopted poliey; they should be removed before the policy is adopted.

9 105 1LCS 5/14A-32(a)(4), added by P.A. 100-421—eh=——=48
10 Optional. 105 I1.CS 5/14A-32(b)(1) permils, but does nol require “proc
at-large, including parents or guardians, about the accelerated placement program and the me

ol children eligible for accelerated placement.”
11 Optional. 105 1LCS 5/14A does not require this but it is a recommended best practice and aligns with sample policy

7:10, Equal Educational Opportunities.

edures for annually informing the community
thods used for the identification

Page 2 of 2
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Mayihupe204-8March 2020 6:135-AP

Instruction

Administrative Procedure - Accelerated Placement Program Procedures 1

The District’s Accelerated Placement Program (APP) places qualified students in an educational setting
that includes curriculum usually reserved for students who are older or in higher grades than the student,
and is implemented by the Superintendent or designee. 105 ILCS 5/14A.
This administrative procedure contains five sections as follows:

1. Definitions

2. Annual Notification

3. Referral Process

4. Evaluation Process

5. Eligibility Determination

Definitions 2

Accelerated placement is the placement of a student in an educational setting with curriculum that is
usually reserved for students who are older or in higher grades than the student.3 Accelerated placement
includes, but may not be limited to: early entrance to kindergarten or first grade, accelerating a student
in a single subject, and grade acceleration. 4

Early entrance to kindergarten is the admission to kindergarten of a student who: (a) is assessed for
and meets the District’s readiness standards to attend school; and (b) will not be five years of age on or
before September 1 of that school term:-ebs-admitted-priorto-the-dates-established-ti-the-Sehool
Code-based-upon-an-assessimentoHhis-or-herréadifiessto-attend-sehool. 5

The footnotes should be removed before the materialys useds

I Customize this procedure to meet the distriet’s needs. It is written in general terms with regard to 105 ILCS 5/14A,
amended by P.A. 100-421—cH—-4-8 (the Accelerated Placement Act (APA)). Districts may wish to utilize different
procedures for different types ol accelerated placement. For example, many districts that permit carly entrance to kindergarten
or lrst orade require that early entrance requests be submitted by a certain calendar date, often months in advance of the start
of a school term. to allow sufficient time for evaluation and the determination of incoming class sizes and staffing needs. The
law is silent resarding whether these deadlines may be waived or adjusted for students who move into the district aller the
deadline: consult the board attorney lor further guidance. Districts should also consider implementing specific and objective
criteria for early entrance and address such issues as who pays the costs for assessments, ctc.

To provide school administrators and personnel with a familiar procedural framework, the Referral Process, Evaluation
Process, and Eligibility Determination sections of this sample administrative procedure are loosely modeled on the Ill.inois
Council of School Attorneys’ Special Education Procedures Assuring the Implementation of Comprehensive Programming
for Children with Disabilities. See www.insh.com/law ficsaspeced.clin.

2 105 ILCS 5/14A-17, added by P.A. 100-421. «f-7-++& (APA), requires districts to have an accelerated placement
program that includes, but need not be limited to, the following types of acceleration: early entrance to kindergarten or first
grade, accelerating a child in a single subject, and grade acceleration. The APA does not define these types of acceleration:
however, they are defined in [ State Board ol Tiducation (ISBL) reglations ut 23 LAdmin.Code §227.5-eansuli-the-bonsd

For high school districts, delete the definitions of early entrance to kindergarten and early entrance to first grade. If the
district offers additional types of acceleration, such as curriculum compacting or telescoping curriculum, then the definitions
of such additional types should be added to this section.

3105 ILCS 5/14A-17, added by P.A. 100-421: 23 Il Admin Code §227. 5-eb—-4s,

4 1d. For high schoo! districts, delete “early entrance to kindergarten or first grade.” For districts that offer additional
types of acceleration, amend this sentence to include those types in the list of accelerated placement offerings.

5 23 11l Admin.Code $227.5. Use the following alternative in a district operating on a year-round basis:

6:135-AP Page 1 of 5
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Early entrance to first grade is the admission to first grade of a student who:&} is assessed for and
meets the District’s readiness standards to attend schools A student may. but is not required to. have
attended a non-public preschool and continued his or her education at that school through kindergarten:
was and been taught in kindergarten by an appropriately certified teacher.—and-wil-attainthe-age-ofsix
years-on-oi-before December31-or-(b)-isadmitted |-w'm|>1a—lhe—elﬁleﬁ—ee&alwl-iﬁhtwi—m—me—?-iei-uml—é-'m—le
based-upen-an-assessiment-of-his-or-her readiness-to-attend-seheol A student who is younger than six
ypon starting first grade but who was admitted early to kindergarten does not need to be reevaluated
prior to admission to [irst grade. 6

Sizeste [ndividual subject acceleration is the practice of assigning a student to a specific content area al
a_higher subjeetinstructional level than is typical: given the student’s awe-grade for the purpose of
providing access to appropriately challenging learning opportunities in one or more subject areas.Z It
may be accomplished by either: (a) physically moving the studentto a higher level class for instruction;

or (b) using higher level curricular or study materials in the student’s current classroom.

IWhole crade acceleration is the practice of assigning a student to a higher grade level than is typical,
given the student’s age, 01 4 full-time basis for the purpose of providing access to appropriately
challenging learning opportunities—n-aH-subjeet-areas.d Commonly referred to as skipping a grade,
grade acceleration may be done at the beginning of or during the school term.

Annual Notification 9

Actor Action
Superintendent or designee Annually notifies the community, including
parent(s)/guardian(s), students, and school personnel, about the:
1. APP

9. Process for referring a student for possible evaluation for
accelerated placement, including:
a. Steps to be taken to make a referral;
b. Individual(s) to whom areferral may be submitted;
¢. Deadlines by which a referral must be made; and
d. Information that must be provided in the referral.

3. Methods used to determine whether a student is eligible for
accelerated placement.

Provides such notification:

1. By varied communication methods, such as student
handbooks and District/school websites; and

L 2. In multiple languages.

The footnotes should be removed before the material is used.
Early entrance to kindergarten is the admission to kindergarten of a student who: (a) is assessed [orand meets the
District’s readiness standards 10 attend school: and (b) will not be five years of age within 30 days after the

commencement of that school (enn-:-ﬂa'—ﬂa-}—if—mimmwl—fuwr-|+1—1-he—&ul—e»-mm#inlml inthe-SchoolCode-bused-upon
afassessment-elhisorherreadiness-w attend-sehinel.

6 23 11l Admin.Code §227.5.
-?- U.‘
8 1d.

9 Optional. 105 [L.CS 5/14 A-32(h)( 1) permits, but does not require “procedures [or annually nforming the Commmity
at-lurpe, including parents or puirdinns, about the weeelerted placement program and the methods used lor the identification

ol children Jigible for secelerated placement.” Delete if the board has not included annual notification languaee it is adopted
pulicy 6:135.

Aecelerated Placement Progrant,
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Referral Process

Actor

Action

Parent(s)/Guardian(s), Licensed
Educational Professionals,

a parent/guardian), or Peer
(through a licensed educational
professional who has
knowledge of the student’s
abilities).

In addition to the above-noted
individuals, referrals for
possible early entrance to
kindergarten or first grade may
also come from: Preschool
Educator, Non-public
Kindergarten Teacher,
Pediatrician, or Psychologist
who knows the student. 10

Student (with written consent of

Refers a student for possible evaluation for accelerated
placement using the process set forth in this procedure.

Student Services Director,
Building Principal, or designee

Within /insert number] school days after receiving a referral,
determines whether an evaluation for accelerated placement is
warranted.

To determine whether an evaluation is warranted, may review
existing data about the student, utilize screening data, and
conduet-preliminary. procedures such as observation of the
student, consultation with the teacher or other individual making
the request, and a conference with the student.

Provides the student’s parent(s)!g,uardian(s) with written notice
of the refefral determination. For cases not warranting an
evaluation, the process ends hiere, For cases warranting an
evaluation, proceed to Eyaluation Process, below.

Evaluation Process

Actor

Action

Student Services Director,
Building Principal, or designee

L

Convenes an Evaluation Team (consisting of District teacher(s)
and school support personnel, as appropriate) having the

knowledge and skills necessary to:

L'he footnotes should be removed betore

10 105 ILCS 5/14A-32(b)(2), added by P.
referrers, and specifically notes that referrers for possible ear
High school districts should delete the list of

psychologist who knows the child.”

material is used.

A. 100-421—7-H-18, recommends that the referral process allow for multiple
ly entrance may include “a preschool educator, pediatrician, or
additional referrers for possible early

the 1

entrance. |SBE regulations define pulfiple referrers 45 including. but not being limited to. “the studept’s parents or guardiai
current_teachers, district gifted coordinglor o pified education speciulist. guidance counselor, principal. and school
psvehologist,” 23 11L Admin.Code §227.5

6:135-AP Page 3 of 5
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’7 Actor Action

Identify multiple valid, reliable indicators11 to use during
the evaluation;

—

2. Identify appropriate assessment instruments;
3. Administer said assessments; and

4. Interpret evaluation results.

The composition of the team may vary depending upon the type
of acceleration requested and other relevant factors.

Evaluation Team Identifies multiple valid, reliable indicators and any assessment
instruments appropriate to use during the evaluation.

Prepares a written document identifying the evaluation
components. This may occur without a meeting.

Student Services Director, Provides parent(s)/ guardian(s) with written notification of the
Building Principal, or designee Evaluation Team’s conclusions regarding the evaluation
gomponents and requests parent(s)’!guardian(s)’ written consent
to conduct the evaluation.

Parent/Guardian Provides written consent to conduct the evaluation.

Evaluation Team Completes the evaluation within [insert number] school days
following the date of receipt of parent(s)’/guardian(s)’ written
consentto conduct the evaluation.

Ensures the evaluation is nondiscriminatory and follows policy

L 7:10, Equal Educational Opportunities.
e footnotes should be removed before the material is used.

11 Required by 105 ILCS 5/14A-32(a)(4), added by P.A. 100-42 1 —ef-71-3-48. Multiple valid, reliable indicators are not
defined in the APA or ISBL repulations; some attorneys prefer using «standardized and norm-referenced indicators” instead.
6:135-AP Page 4 of 5
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Eligibility Determination

Actor Action

Evaluation Team Convenes a meetingl2 with parent(s)/guardian(s) to review

evaluation results and determine eligibility for the APP. Provides

parent(s)/guardian(s) with written notice of eligibility

determination.

|. If the student is found eligible for the APP, prepares and
provides parent(s)/guardian(s) with a written plan detailing
the type of acceleration the student will receive and
strategies to support the student. 13

5. If the student is not found eligible for the APP, provides
parent(s)/guardian(s) with written notice of their right to
appeal the eligibility determination, within five calendar
days after receiving the determination, by submitting a
written request to the Superintendent. 14

Parent/guardian If desired, within [insert number] calendar days after receiving
written notice that student is not eligible for the APP, submits
written appeal to the Superintendent.

Superintendent Within [insert number] calendar days after receiving the written
appeal  request, reviews the case, and provides
parent(s)/guardian(s) with written notice of his/her decision.

The Superintendent’s decision is final. J

Ihe fbomotes should be removed belore the muterial is used
12 Convening a meeting with parents/guardians is not required, however, 105 ILCS 5/14A-32(a)(2), added by P.A. 100~
421 eff-7-11% requires “a fairand equitable decision-making process that involves multiple persons and includes a student’s
parents or guardians.” A meeling logically allows the Evaluation Team to explain evaluation results, parent(s)/guardian(s) o
ask questions and be heard, and all stakeholders 1o be involved in the eligibility determination. Delete this sentence if the
district will not offer a meeting.
1SBE regulations define multiple persons as including. but not being limited o, “the student’s parent or guardian. current

ior or gifted education specialist, guidance counselor, principyl, and school psy chologist, 23

teachers, distriet gified coordin

[ Admin.Code §227.60
13 Optional. The APA permits but does not require this written plan. 105 ILCS 5/14A-32(b)(3), added by P.A. 100-421
14 Optional.
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Judy-2046March 2020 6:235

Instruction

Access to Electronic Networks 1

Electronic networks, including the Internet, are a part of the District’s instructional program and serve
to promote educational excellence by facilitating resource sharing, innovation, and communication.2
The Superintendent shall develop an implementation plan for this policy and appoint system
administrator(s). 3

The School District is not responsible for any information that may be lost or damaged, or become
unavailable when using the network, or for any information that is retrieved or transmitted via the

Internet.4 Furthermore, the District will not be responsible for any unauthorized charges or fees
resulting from access to the Internet.

Curriculum and Appmgriate Online Behavior

The use of the District’s electronic networks shall: (1) be consistent with the curriculum adopted by
the District as well as the varied instructional needs. learning styles, abilities, and developmental
levels of the students, and (2) comply with the selection criteria for instructional materials and library
resource center materials. As required by federal law and Board policy 6:60, Curriculum Content,
students will be educated about appropriate online behavior, including but not limited to: (1)
interacting with other individuals on social networking websites and in chat rooms, and (2)
cyberbullying awareness and response.S Staff members may, consistent with the Superintendent’s
implementation plan, use the Internet throughout the curriculum.

e footnotes are not intended to he part of the adopted policy: they dhould be feniByed belore the policy is adopted.
1 State or federal law requires this subject matter be covered by policy. State or foderal law controls this poliey’s
content. This policy contains an item on which collective bargaining may be required. Any policy that impacts upon wages.
hours, and terms and conditions of employment. is subject to collective bargaining upon request by the employee
representative, even if the policy involves an inherent managerial vight. This policy concerns an ared in which the law is
unsettled. |

A policy on Internet safety is necessary 10 receive E-rate funds under the Elementary and Secondary Education Act,
Student Support and_Academic | nrichment Grants Enhaneing _Edueation—through ‘Pechnetogy—(20 US.C. §e7st—el
seg7131.) and to qualify for universal service benefits under the Children’s Internet Protection Act (47 US.C. §254(h) and
(h.

2 This goal is repeated. in exhibits 6:235-AP1, Ll Student Authorization Jor Access (o the District’s Electronic
Networks, and 6:235-AP1, B2, Stafl Authorization for Access 10 the District's Electronic Networks.

3 Tapics for the implementation plan include integration of the Internet in the curricutum, staff training. and safety
issues. The implementation plan can also include technical information regarding service providers, establishing Internet
accounts, distributing passwords, 50 fiware fillers, menu creation, managing resources and storage capacity, and the number
of dial-up lines or access points for users 1o connect to their accounts. Another topic is investigation of inappropriate use.

4 No system can guarantee to operate perfeetly or 1o prevent access 10 inappropriate material; this policy statement
attempts to absolve the district of any lability.

5 Required by 47 U.S.C. §254(h)(5)(B)(iii) and 47 C.F.R. §54.520(c)(i) only for districts that receive E-rafe discounts
for Internet access or plan to become participants in the E-rate discount program. All boards receiving an [E-rate funding for
Internet access must certify that they have updated their {nternet safety policies. See, FFCC Report and Order 11-125
(August 11,2011). This sentence is optional if the district only receives discounts for telecommunications, such as telephone
service, unless the district plans o participate in {hie E-rate discount programt.
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The District’s electronic network is part of the curriculum and is not a public forum for general use. 6

Acceptable Use 7

All use of the District’s electronic networks must be: (1) in support of education and/or research, and
be in furtherance of the goals stated herein, or (2) for a legitimate school business purpose. Use is a
privilege, not a right.8 Students and staff members have no expectation of privacy in any material that
is stored, transmitted, or received via the District’s electronic networks or District computers. General
rules for behavior and communications apply when using electronic networks. The District’s
administrative procedure, Acceptable Use of the District’s Electronic Networks, contains the
appropriate uses, ethics, and protocol.9 Electronic communications and downloaded material,
including files deleted from a user’s account but not erased, may be monitored or read by school
officials. 10

[Te foutnotes are not intended lo be past of the adopted policy; they should be removed before the policy is adopted.

6 School authoritics may reasonably regulate student expres gion in school-sponsored publications for education-related
reasons. Hazelwood Scheel. DistrietDist. v. Kuhlmeier, 108-5.C1-562484 1S, 260 (1988). This policy allows such control
by clearly stating that school-sponsored network information resources are not a “public forum” open for general student use
but are, instead. part of the curficulum.

L s an uniair lubbe practice (U Py under the 11 Feucational Labor Relations Agt (IELRA)Y for an emplover o
discourage employees friom becoming of remaining members of a union, 1 15 1LCS 5/14¢a)10). added by PA. 101-620. In
connection with that potential penalty, the IELRA requires emplovers to estublish email policies in an ellort 1o prohibit the
use ol ils email system by autside soueds 115 [LCS 5/14 (e-5), added by PA. 101-620, This poliey aligns with IELRA
requirements by clarilfvine fhe Distriet's elecuronie detwork is not g pyblic forum fur seneral use by outside parties and by
limiling use ol the network 1o the Plrposes r-l_u_l\ﬂtmdt:r' the Aceeptable Use subhead. However. districts are still proliibited
under the First Amendment to the LLS. t'un_l\,';iiul':uu {rom suppressing messages based on viewpoint and may be subject
fiubility il they allirmativiely block individual senders. SeePery Lduc Ass'it v, Perry Local Educators” Ass'n, 460 LS. 37
(1983); Columbig Univ. v. Tramp, 3025F Supp3d 3 11 (S.D. N 2018), Consult the board attorney if” the board wants 10
amend this policy o prolibit access by specilic riiesanil/or _I_"!_gj‘g_i_:__Ml_IH sleps to “block™ anv_ specific party mom the
district’s eomail system Based on the confent ol the gy S messioe.

7 This paragraph provides general guidelines for acceptable use regardless of whether Internet use is supervised. The
specific rules are provided in exhibits 6:235-AP1, El, Student Authorization for Access to the District's Electronic
Networks, and 6:235-AP1, E2, Staff Authorization Jor Aceess to the District’s Electronic Networks (see also fin 1). This
paragraph’s application to faculty may have collective bargaining implications.

8 The “privilege. not a right” dichotomy is borrowed from cases holding that a student’s removal from a team does not
require due process because such participation is a privilege rather than a right. The deprivation of a privilege typically does
not trigger the Constitution’s due process provision. Clements v. Boatd, of Educ stien of Decatur Public Scheel, Bistriet
Dist. Mo, 61, 478 NA=24-1200133 1L App.3d 531 (HEApp-dih Dist 1985). Nevertheless, before access privileges arc
revoked., the user should be allowed to give an explanation.

9 1f students are allowed only supervised access and are not required to sign the Authorization Jfor Access to the
District's Electronic Networks, the provisions from the Authorization should be used as administrative procedures for
covering student Internet use. See 6:235-AP1. Acceptable Use of the District's Electronic Networks. This is an optional
sentence:

The Superintendent shall establish administrative procedures containing the appropriate uses, ethics, and protocol
for Internet use.

The Harassing and Obscene Communications Act criminalizes harassing and obscene electronic communication. 720
1LCS 5/26.5).

10 The Fourth Amendment protects individuals from searches only when the person has a legitimate expectation of
privacy. This provision attempts to avoid Fourth Amendment protection for communications and downloaded material by
forewarning users that their material may be read or searched, thus negating any expectation of privacy.

Fmail and computer files are “public records” as defined in the [l Freedom of Information Act (L 0O1A) if they are, as
in this policy. “under control” of the schoal board. 45 ILCS 140/24. They may be exempt from disclosure, however, when
they contain information that. if disclosed. “would constitute a clearly unwarranted invasion of personal privacy.” ¢5 ILCS
140/7). Alternatively, a school board may believe that making email semi-private enhances its educational value. The
following grants limited privacy to email communications and can be substituted for the sample policy’s sentence preceding
this footnote:
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Internet Safety 11

Technology protection measures shall be used on each District computer with Internet access. They
shall include a filtering device that protects against Internet access by both adults and minors to visual
depictions that are: (1) obscene, (2) pornographic, or (3) harmful or inappropriate for students, as
defined by federal law and as determined by the Superintendent or designee.12 The Superintendent or
designee shall enforce the use of such filtering devices. An administrator, supervisor, or other
authorized person may disable the filtering device for bona fide research or other lawful purpose,
provided the person receives prior permission from the Superintendent or system administrator.13 The
Superintendent or designee shall include measures in this policy’s implementation plan to address the
following: 14

1. Ensure staff supervision of student access to online electronic networks, 15

2. Restrict student access to inappropriate matter as well as restricting access to harmful
materials,

3. Ensure student and staff privacy, safety, and security when using electronic communications,
4. Restrict unauthorized access, including “hacking” and other unlawful activities, and

5. Restrict unauthorized disclosure, use, and dissemination of personal identification
information, such as, names and addresses.

I'he footnotes are not inended to be part ofithe adopted policy: they should be removed before the policy is adopted.
School officials will not intentionally inspect the contents of email without the consent of the sender or an
intended recipient, unless as required to investigate complaints regarding email that is alleged to contain material
in violation of this policy or the District’s administrative procedure, Acceptable Use of the District ’s Electronic
Networks.

11 See fin 1.

12 This sample policy language is broader than the requirements in foderal law (20 U.S.C. §67747131, 47 1.S.C. §254,
and 47 C.F.R. §54.520(c)(i)). It does not distinguish between minors (children younger than 17) and non-minors. The terms,
mitior. obseene, child pornography. and harmful to minors have not changed; but are now explicitly referred to in the
regulations at 47 C.I.R. §54.520(a). Federal law defines harmful to minors as:

...any picture. image, graphic image file, or other visual depiction that—(1) taken as a whole

and with respect to minors, appeals 10 @ prurient interest in nudity, sex. or excretion; (ii)

depicts, deseribes, or represents, in a patently offensive way with respect to what is suitable

for minors, an actual or simulated sexual act or sexual contac, actual or simulated normal or

perverted sexual acts, or a lewd exhibition of the genitals; and (iii) taken as a whole, lacks

serious literary, artistic, political, or scientific value as to minors.
The Federal Communications Commission specifically declined to find that access to Facebook or MySpace are pet s
harmful to minors. School officials have discretion about whether or not 1o black access to these and similar sites. See supra
{in 3.

13 Permitted by 20 U.S.C. §67777131(c). The policy’s provision for prior approval is not in the law and may be omitted.
The entire sentence may be eliminated if a board does not want the filtering device to be disabled.

14 In order to qualify for universal service benefits under the federal Children’s Internet Protection Act (CIPA). the
district’s Internet safety policy must address the items listed in the sample policy. 47 U.S.C. §254(1)). The sample policy
accomplishes this task by requiring these items be addressed in the policy’s implementation plan or administrative
procedure.

Note that federal law requires the school board to hold at least one hearing or meeling to address the initial adoption of
the Internet safety policy. Later revisions of the existing policy need not follow the public notice rule of CIPA, though a
board will still need to follow its policy regarding revisions and the mandates of the-Hl-Freadam silnfbemation-AetlOLA,

CIPA also requires this policy and its documentation to be retained for at least [ives years after the last day of service
delivered in a particular funding year. This means the [ives year retention requirement begins on the last day of service
delivered under E-rate, not from the day the policy was initially adopted. Consull the board attorney about this requirement
and the best practices for your individual board.

15 Monitoring the online activitics of students is bronder than the requirement in federal law to monitor minors. The
definition of minor for this purpose is “any individual who has not attained the age of 17 years.” Sce 47 CF.R.
54.520(a)(4)(i). The use of the word students is a best practice.
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Authorization for Electronic Network Access 16

Each staff member must sign the Authorization for Access to the District’s Electronic Networks as a
condition for using the District’s electronic network. Each student and his or her parent(s)/guardian(s)
must sign the Authorization before being granted unsupervised use. 17

All users of the District’s computers to access the Internet shall maintain the confidentiality of student
records. Reasonable measures to protect against unreasonable access shall be taken before
confidential student information is loaded onto the network.

The failure of any student or staff member to follow the terms of the District’s administrative
procedure, Acceptable Use of the District’s Electronic Networks, or this policy, will result in the loss
of privileges, disciplinary action, and/or appropriate legal action.

LEGAL REF.: No Child Left Behind Act, 20 U.S.C. §6777.
Children’s Internet Protection Act, 47 U.S.C. §254(h) and (1).
Enhancing Education Through Technology Act, 20 U.S.C §6751 et seq.
47 C.F.R. Part 54, Subpart F, Universal Service Support for Schools and Libraries.
720 ILCS 5/26.5.

CROSS REF.: 5:100 (Staff Development Program), 5:170 (Copyright), 6:40 (Curriculum
Development), 6:60 (Curriculum Content), 6:210 (Instructional Materials), 6:220
(Bring Your Own Technology (BYOT) Program; Responsible Use and Conduct),
6:230 (Library Media Program), 6:260 (Complaints About Curriculum,
Instructional Materials, and Programs), 7:130 (Student Rights and
Responsibilities), 7:190 (Student Behavior), 7:310 (Restrictions on Publications;
Elementary Schools)

ADMIN. PROC.:  6:235-AP1 (Administrative Procedure - Acceptable Use of the District’s
Electronic Networks), 6:235-AP1, E1 (Student Authorization for Access to the
District’s Electronic Networks), 6:235-AP1, E2 (Exhibit - Staff Authorization for
Access to the District’s Electronic Networks)

The footnotes are not intended to be part of the adopted policy; they should be removed betore the policy is adopted.

16 The District’s administrative procedure, 0:235-Al'] _Acceptable Use of the District’s Electronic Networks, (=235-
APy, rather than this board policy, specilies appropriate conduct, ethics, and protocol for Internet use. This is consistent
with the principle that detailed requirements are not appropriate for board policy; instead, they should be contained in
separate district documents that are authorized by board policy. Keeping technical rules specifying acceptable use out of
board policy will allow for greater flexibility, fewer changes to the policy manual, and adherence to the belief that board
policy should be confined to governance issues and the provision of guidance on significant district issues.

17 The Superintendent’s implementation plan should describe appropriate supervision for students on the Internet who
are not required, or refuse, to sign the Authorization.

The use of personal electronic communication devices owned by students but used to gain Internet access that has been
funded by E-rate is not addressed yet. The FCC has indicated that it does plan to address the issues associated with the
application of CIPA requirements to this situation.
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Instruction

Grading and Promotion 1

The Superintendent or designee shall establish a system of grading and reporting academic
achievement to students and their parents/guardians.2 The system shall also determine when
promotion and graduation requirements are met. The decision to promoie a student to the next grade
level shall be based on successful completion of the curriculum, attendance, and performance on the
standardized tests required by the Tllinets_State Board of Education (ISBE) —Perership—for
.-waf-w+f;—fv+#4%edriéwef~—_fr»'-(.—'wﬁ.fege—cmd-{lmuw&*ﬂf-ﬁri-’c@e—and;‘or other assessments.3 A student
shall not be promoted based upon age or any other social reason not related to academic
performance.4 The administration shall determine remedial assistance for a student who is not
promoted. 3

Every teacher shall maintain an evaluation record for each student in the teacher’s classroom. A
District administrator cannot change the final grade assigned by the teacher without notifying the
teacher.6 Reasons for changing a student’s final grade include:

e A miscalculation of test scores,

e A technical error in assigning a particular grade or score,

o The teacher agrees to allow the student to do extra work that may impact the grade,

e An inappropriate grading systemused to determine the grade, or

e An inappropriate grade based onan appropriate grading system.
Should a grade change be made, the administrator making the change must sign the changed record.

Ihe footnotes are not intended to be part of the adgptedipolicy; they should be removed before the policy is adopted.
1 State law requires districts to have a schaol board policy containing the reasons for which a grade may be changed
and prohibiting social promotion. 105 ILCS 5/10-20.9a. State law controls this policy’s content.

11 a district uses weighted grades for classes by degree of difficulty, it must be reflected in the affected students’ class
ranking and permanent records. 105 1LCS 5/27-27.

2 Absent a court order to the contrary, upon the request of either parent of a student whose parents arc divorced, copies
ol report cards, along with other notices and records, must be furnished to both parents by the distriet, 105 1L.CS 5/10-21.8.

3 105 ILCS 5/10-20.9a, Each poard may determing its own promotion,¢riteria and augment the statute’s criteria,

Ltk datby 2044105 ILCS 5/2-3.64 contained the State assessmient program: unlil it was repealed by P.A. 98-972,

105 TLCS 5/2-3.64u-5(b) requires 1SBE 1o “cgtablish the academic standards that are to be applicable to students who
are subject to State assessments.” 1t contains the schedule for assessing tudents by calendar year and grade. ISBE selects
stapdardized 1u:_LHL:I'lhe—a‘-’ﬂF!;h-—;-'#Hp—}m‘—k«.‘ﬁ:—m.hrr.l::r'af—-.‘.J-'-J‘.’mmh—'#.—?v»:-(-—«r.*'lagﬁ—.-mrf' Lpears tPARCC bas the State assessment
and accountability measure. In House Joint Resolution 54 (2015), members of the 11, House and Senate encouraged school
districts to not use results of the Parinership for Axsessmenl « 3f Readiness fol College and Cargers PARCC) test for the
2014-2015 through the 2017-2018 school years “as o determining factor for making decisions about student’s educational
opportunities, the evaluation of educators, and the allocation of resources based on educational achicvement on this
assessment.” Starting in 2019, PARCC was ho Jonger wsed by ISBE.

105 ILCS 5/2-3.64a-5(c), amended by P.A. 100-7. pequires that the assessiment administered by ISBE for the purpose of
student application to or admissions consideration by institutions of higher education be administered on a school day during
regular student attendance hours.

105 1LCS 5/2-3.64a-5(c), amended by P.A. 100-222, no Jonger requires that the scores attained by a student on an
assessment that includes a college and career readiness determination be entered on the student’s transcript: however, the
scores must still be placed in the student’s permanent record. See also 23 111, Admin.Code §375.10.

4105 1LCS 5/10-20.9a(b).

51d.

6 The specific reasons and procedure for changing a grade are at the local board's discretion: however, State law
provides that no grade may be changed without nofification to the teacher concerning the nature and reason for the change.
105 1LCS 5/10-20,9a(a). The person making the ¢hange must assume all responsibility and must initial the change. 1d.
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LEGAL REF.: 105 ILCS 5/2-3.64a-5, 5/10-20.9a, 5/10-21.8, and 5/27-27.

CROSS REF.: 6:110 (Programs for Students At Risk of Academic Failure and/or Dropping Out
of School and Graduation Incentives Program), 6:300 (Graduation
Requirements), 6:340 (Student Testing and Assessment Program), 7:50 (School
Admissions and Student Transfers To and From Non-District Schools)

Page 2 of 2
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Students

Attendance and Truancy 1

Compulsory School Attendance 2

This policy applies to individuals who have custody or control of a child: (a) between the ages of six
(on or before September 1) and 17 years (unless the child has graduated from high school), or (b) who
s enrolled in any of grades kindergarten through 12 in the public school regardless of age.

Subject to specific requirements in State law, the following children are not required to attend public
school: (1) any child attending a private school (including a home school) or parochial school, (2) any
child who is physically or mentally unable to attend school (including a pregnant student suffering
medical complications as certified by her physician), (3) any child lawfully and necessarily employed,
(4) any child over 12 and under 14 years of age while in confirmation classes, (5) any child absent
because his or her religion forbids secular activity on a particular day, and (6) any child 16 years of

age or older who is employed and is enrolled in a graduation incentives program.

The parent/guardian of a student who is enrolled must authorize all absences from school and notify
the school! in advance or at the time of the student’s absence. A valid cause for absence includes
illness, observance of a religious holiday, death in the immediate family, family emergency, other
situations beyond the control of the Studﬂl]t__‘;_l;%_d_t;h:t'[nil&li}__ti_ig..‘_i}pjt}j, voling pursuant to policy
7:90, Releas¢ During School Hours (30 TS 5/7-42 and | 5/17-15). other circumstances that cause

reasonable concern to the parent/guardian for the student’s mental. emotional. or phy sicalsatety—oF
health or salcty, or other reason as approved by the Superintendent or designee. 3

[he footnotes are not intended to be part of the adopted polley: they should be remoyedibefore the policy is adopted,

1 State law requires boards to adopt a policy covering some of the topics herein and controls this policy’s content. 105
[L.CS 5/26-13 requires a policy identifying supportive services and available resources for truants and chronic truants
(defined in 105 ILCS 5/26-2a, amended by P.A. 100-918). 23 1. Admin.Code §1.290 requires the same plus that the policy
contain a definition of valid cause for absence in accordance with 105 TLCS 5/26-2a and a description of diagnostic
procedures o identify the cause(s) of unexcused student absenteeism.

2 105 ILCS $/26-2, amended by P.A. 100-825. addresses enrolled students below or over set compulsory attendance
ages. The law also requires any persons having custody or control of a child who is enrolled in grades kindergarten through
12 in the public school to cause the child to attend school.

105 1LCS 5/26-1 contains the compulsory school age exemptions. Each listed exception is specifically included in the
statute, except the reference 10 home school. See T:40, Nonpublic School Students, Including Parochial and Home-Schaoled
Students, regarding assigning students who enroll from a non-public school. See 6:150. Home and Hospital Instruction,
regarding providing instruction to a pregnant student or other student who is medically unable to attend school.

3 These reasons are in 103 [L.CS 5/26-24, umended by PA, 100-810. except that (1) “other reason as approved by the
Superintendent.” und (1) absenees lor students to vote authorized by 10 ILCS 5/7-42 and §/17-15. amended by P.A. 101

624, efl. 6-1-20 were added. An 1L State Buard ol Education (ISBE} rule requires that the absenteeism and truancy policy

defines valid causes for absence. 23 111, Admin.Code §1.290.
For elementary distric pllowing phrase from the se sond sentence ol this puragnl] i “ysking-pristit-to
ing-Setcrl-Hops HHO-HESS57— 2 and-SAI-H8E" and delete 7:90. Release During Schuol Hours,

s, delete the

For high at do not wish to include the Voling \_HLILH_&J&1‘_"|1l'.\_T".-‘_”_-‘_;.fic_f-L-*"_'ﬂzﬂ!;-.’l‘f'_f'f"'f'
700 Relepse During Seheel-Hour-tthe [lection

s paragrph d4s follows: "=

amend 1

wol Hours Trom the Cross Relerences.
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Absenteeism and Truancy Program

The Superintendent or designee shall manage an absenteeism and truancy program in accordance with
the School Code and School Board policy. The program shall include but not be limited to:

1. A protocol for excusing a student from attendance who is necessarily and lawfully employed.
The Superintendent or designee is authorized to determine when the student’s absence is
justified. 4

2. A protocol for excusing a student in grades 6 through 12 from attendance to sound Taps at a
military honors funeral held in Ilinois for a deceased veteran. S

3. A protocol for excusing a student from attendance on a particular day(s) or at a particular
time of day when his/her parent/guardian is an active duty member of the uniformed services
and has been called to duty for, is on leave from, or has immediately returned from
deployment to a combat zone or combat-support postings. 6

4, A process to telephone, within two hours after the first class, the parents/guardians of
students in grade 8 or below who are absent without prior parent/guardian notification. 7

5. A process to identify and track students who are truants, chronic or habitual truants, or truant
minors as defined in theSeloatCode—Seetion-105 11 (S 5/26-2a.

6. A description of diagnostic procedures for identifying the cause(s) of a student’s unexcused
absenteeism, including interviews with the student, his or her parent(s)/guardian(s), and staff
members or other people who may have information about the reasons for the student’s
attendance problem. 8

The footnotes are not intended to be parg@ithe adopted paligys they should be removed hefore the policy is adopted.

4 Any child “necessarily and lawfully employed™ may be exempted from attendance by the superintendent “on
certification of the facts by and the recommendation 6fthe school board.” 105 ILCS 5/26-1. The policy’s language serves to
delegate this “certification of the facts” to the superintendent or designee. The following option allows a board to consider
and include specific criteria in the policy:

A student may be excused, at the Superintendent’s diseretion, when: (1) the student has a last period study hall, (2)
the parent/guardian provides written permission, (3) the student’s employer provides written verification of
employment, (4) the student provides evidence of a valid work permit, or(5) other reason deemed justifiable by
the Superintendent. '

Child Labor laws include: 29 C.F.R. Part 570 (minimum age standards, occupations, conditions, etc.); 820 ILCS 205/
(child labor laws): 56 (1. Admin.Code Part 250 (ehild labor regulations).

5105 ILCS 5/26-] —amendud-b-PAQO-804. A student must notify the building principal or other administrator at
feast two days prior to the absence providing the date, time. and location of the military honors funeral. This requirement
may be waived if the student did not receive notice at least two days in advance, but the student shall notify the
administration as soon as possible of the absence.

A student whose absence is excused 0 sound Taps shall be counted in attendance for purposes of calculating the
average daily attendance of students in the district. The district must allow the student reasonable time to make up school
work and if school work is satisfactorily completed, the day of absence is counted as an attendance day for the student.

6 105 1L.CS 5/26-1. amended by P.A, 100-185. Such a student must be granted five days of excused absences in any
school year and. at the hoard’s discretion, may be granted additional excused absences to visit the student’s parent/guardian.
The student and his/her parent/guardian are responsible for obtaining assignments from the student’s teacher priof fo any
periad of excused absence and for ensuring that such assignments are completed by the student prior to his/her return 1o
school from the excused absence period. 1d.

7 This notification is required by 105 ILCS 5/26-3b.

8 23 111.Admin.Code §1.290(b)(2).

105 HCS-S40-20.63 addud-by-PAH OBl 63 —reduites sehwaldistriet o makeferminine-hye tene-products-(defined-as
mpei—and—sanitary—Haphing far-use—in-conpecion—with-the menstrusl—evele-avatlable—ut-po—e +te-students—in—the
bathroums—al-sehos I—lai|ilthlaa__a_-—m-r—'-—iuga-turm;l»e—}l1---5_u:m-ie_-'—h ihronsh— 2 theenerii—Assem blv—found—this—requirement
FHACRSEEY beeausewhenstidentdo-nothave aedesi-to-aliordable-fuminine-hygiene produets—they-muy-iiss b ple-days
ol schoolever momth—HI5-H:L S S-2636063)
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7. The identification of supportive services that may be offered to truant, chronically truant, or
chronically absent students, including parent-teacher conferences, student and/or family
counseling, or information about community agency services.9 See Board policy 6:110,
Programs for Students At Risk of Academic Failure and/or Dropping Oul of School and
Graduation Incentives Program.

8. Reasonable efforts to provide ongoing professional development to teachers, administrators,
Board members, school resource officers, and staff on the appropriate and available
supportive services for the promotion of student attendance and engagement. 10

9. A process to request the assistance and resources of outside agencies, such as, the juvenile
officer of the local police department or the truant office of the approptiate Regional Office
of Education, if truancy continues after supportive services have been offered. 11

10. A protocol for cooperating with non-District agencies including County or municipal
authorities, the Regional Superintendent, truant officers, the Community Truancy Review
Board, and a comprehensive community based youth service agency. Any disclosure of

school student records must be consistent with Board policy 7:340, Student Records, as well
as State and federal law concerning school student records, 12

The footnotes are not intended 1o be part of the adopted policy: they should be removed before the policy is adopted,

9 23 (1L Admin.Code §1.290(b)(3): The School Code references 10 dropout prevention include: 105 TLCS 5/26-3a
(regional superintendent activities and annual report); 105 1L.CS 5/10-20.25a (annual report by boards); and 105 TLCS 5/1A-
4(F) (ISBE report).

105 1LCS 5/26-18, added by P.A. 100-156, requires thatAesinnine o=t districts 10 collect and review chronic
absence data and determine what systems of support and resources are needed to engage chronically absent students and
theit families to encourage the habit of daily attendance and promote SUCeess. 105 1LCS 5/26-18(c). The review must
include an analysis of chronic absence data from each attendance center. 1d. Districts are also encouraged to: (1) provide a
system of support to students at risk of reaching or exceeding chronic absence leyels, i.e., those available through the Ilinois
Multi-tiered Systems of Support Network: and (2) make resources available to. families, i.c., those available through [SBE’s
Family Engagement F ramework, to support and engage students and their families. 105 [LCS 5126-18(d). Chronic absence
means “absences that total 10% or more of school days of the most recent sehool year, including absences with and without
valid cause, as defined in Section 26-2a of this Code, and out-of-schiool suspensions for an enrolled student.”” 105 ILCS
5/26-18(a). In contrast. a chronic or habitual triant is “a child who is subject to compulsory school attendance and who is
absent without valid cause from such attendance for 5% or more of the previous 180 regular attendance days.” 105 ILCS
5/26-24.

10 105 TLCS 5/10-22.6(c-5), amended by P.A. 100-810-¢f-1 49,

11 Use this alternative for districts in suburban Cook County: replace “Regional Office of Education” with “appropriate
Intermediate Service Center.”

12 105 1LCS 5/26-9 requires school officers and superintendents (o assist truant officers. A minor who is reported by the
regional superintendent as a chronic truant may be adjudicated a “truant minor in need of supervision” if the minor declines
or refuses to fully participate in truancy intervention services. 705 TLCS 405/3-33.5.

Counties may regulate truants by ordinance and impose fines and/or community services on truants or, if the truant is
under 10 years of age, on the parent or custodian. 55 TLCS 5/5-1078.2. Municipalitics may regulate truants by ordinance and
impose fines and/or community Services on truants or, if the truant is under 13 years of age, on the parent or custodian, 65
[L.CS 5/11-5-9. Local officials or authorities that en force. prosecute, or adjudicate municipal ordinances adopted under 65
ILCS 5/11-5-9, or that work with school districts 1o address truancy problems, are designated as: (a) part of the juvenile
justice system, established by the Juvenile Court Act of 1987, and (b) Jjuvenile authorities within the definition set forth in
subsection ()(6.5) of Section 10-6 of the T11. School Student Records Act. ¢105 1LCS 10/6(2)(6.5)). 1d. A superintendent
should consult with the board attorney before disclosing school student records to non-district entities. See 7:340-
AP, School Student Records. for a sample procedure for release of such records to juvenile authorities.
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11. An acknowledgement that no punitive action, including out-of-school suspensions,
expulsions, or court action, shall be taken against a truant minor for his or her truancy unless
available supportive services and other school resources have been provided to the student. 13

12. The criteria to determine whether a student’s non-attendance is due to extraordinary
circumstances shall include economic or medical necessity or family hardship and such other
criteria that the Superintendent believes qualifies. 14

[For high school and unit districts only]

13. A process for a 17-year-old resident to participate in the District’s various programs and
resources for truants.15 The student must provide documentation of his/her dropout status for
the previous six months. A request from an individual 19 years of age or older to re-enroll
after having dropped out of school is handled according to provisions in 7:50,~Students
School Admissions and Student Transfers To and From Non-District Schools.

14, A process for the temporary exclusion of a student 17 years of age or older for failing to meet
minimum attendance standards according to provisions in State law. A parent/guardian has
the right to appeal a decision to exclude a student. 16

LEGAL REF.: 105 TLCS 5/26-1 through 16.
705 ILCS 405/3-33.5, Juvenile Court Act of 1987.
23 11l.Admin.Code §§1.242 and 1.290.

CROSS REF.: 5:100 (Staff Development Program), 6:110 (Programs for Students At Risk of
Academic Failure and/or Dropping Out of School and Graduation Incentives
Program), 6:150 (Home and Hospital Instruction), 7:10 (Equal Educational
Opportunities), 7:50 (School Admissions and Student Transfers To and From
Non-District Schools), 7:60 (Residence), 7:80 (Release Time for Religious

The Tootiotes are not intended to be part of the adopted poligy: they should b femovéditiefore the policy is adopted.

13 105 1LCS 5/26-12, amended by P.A. 100-825, prohibits punitive action “unless available supportive services and
other school resources have been provided to the student.” In addition, g fruant minor may not be expelled for
nonattendance unless he or she has accrued 15 consecutive days of absences without valid cause and the student cannot be
located by the school district or the school district has located the student but cannot, after exhausting all available support
services. compel the student to return to school.” 1d.

14 105 ILCS 5/26-3a requires the district to wastablish, in writing. & set of criteria for use by the local superintendent of
schools in determining whether a pupil’s failure to attend school is the result of extraordinary circumstances. including bul
not limited to economic or medical necessity or family hardship.”

This statute also requires the “clerk or secretary” of the board to quarterly report to {he regional superintendent and
Secretary of State the identity of students who were removed from the regular attendance roll, exclusive ol transferees,
beeause they were expelled: have withdrawn: lefl school; withdrew due to extraordinary circumstances; have re-enrolled in
school since their names were removed from the attendance rolls: were certified to be chronic or habitual truants; or were
previously certified as chronic or habitual truants who have resumed regular school attendance. The statute provides that the
status of & driver’s license or instruetional permit will be jeopardized for a student who is the subject of this notification because
of non-attendance unless the non-atiendance is due to extraordinary circumstances as determined by the local district. State
Superintendent Koch announced in his Weekly Message, 8-28-07. see Funding & Disbursements subhead, p.2. at
waway.isbe.net/Documents_Superintendent Weekly Message/message O82807.pdf; that ISBE is delaying implementing this
statute based upon legal guidance from the U.S. Dept. of Education’s Family Policy Compliance Office {hat its implementation
would violate the federal Family Educational Rights and Privacy Act.

15 A district must allow this participation: the length of the drop-out period and the documentation requirement
contained in the next sentence are permissive. 105 1L.CS 5/26-14.

16 Optional, but provided in 105 ILCS 5/26-2(c)(3), amended by P.A. 100-825: ISBE's rule controls the appeal process,
23 TIl.Admin.Code §1.242.
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Instruction/Observance), 7:90 (Release During school Hours). 7:190 (Student

Behavior), 7:340 (Student Records)
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Students

Release During School Hours 1

For safety and security reasons, a prior written or oral consent of a student’s custodial parent/guardian
is required before a student is released during school hours: (1) at any time before the regular
dismissal time or at any time before school is otherwise officially closed, and/or (2) to any person
other than a custodial parent/guardian.

Farly Dismissal Announcement

The Superintendent or designee shall make reasonable efforts to issue an announcement whenever it
is necessary to close school early due to inclement weather or other reason.

For high school and unit districts onlyv]

Voting 2

The Superintendent or.desiunee shall'specify the hours during which students who are entitled to vote
at a primary. generalo or special clection. or any election at which propositions are submitted to a
popular vote in Winois, may be absent from school for a period of two hours to vote. Students are
entitled to be absentefrom schooldto 'vote beginning the 15th day before the primary. general, or

The footnotes are not intended to be part ofithe adopted policy: they should be removed before the policy is adopted.

1 This sample policy and its contents are discretionary with each school board. Sample PRESS policy 4:170, Safety,
authorizes the Superintendent to close school(s) in the event of hazardous weather or other emergency that threatens the
safety of students, staff members, or school property.

Planning for unforeseen early dismissals furthers a positive parent-school relationship and reduces the possibility of
unsupervised children. According to this sample policy’s introductory section, the school does not need prior parental
consent before releasing students for an early dismissal even when it is unforeseen. The second section, however, requires
the superintendent or designee to use reasonable efforts to announce an early dismissal. The reasonable efforts could be
satisfied, for example, by a website posting, telephone chain notification, or recorded message on the school’s telephone.

2 Optional. While 10 1LCS 5/7-42(b) and 5/17-15(h). amended by PRIA,101-624. eff. 6-1-20. do not require this
information to be in poliey. ineluding it ulipns with best practite (ensuringeotnpliunce and yljgning with goud poverunce
principles).

Ineluding it also serves several poliey Minetions and purposes: ensuring Jesal complianee. direeting or althorizing the
superintendent or stall’ members, and/or proy iding inlbrmation.

[o implement this law. coch board and superintendent may wish to cnpage in a conversation about halapcing (he
students” right to be absent from school witly the distriet’s attendanee and safety and seeurity goals and its right 1 minimize
dismiiption o (he ¢dvcational process and/or ensure orderly operation ol a school. Faclors affecting_implementation will
depend upon g bourd's local_conditions and the community expeetutions thut may_inelpde, bul net be limited 1oz (1) the
boied attorney”s recommendations, (2) the district’s budgel parsmeters. it any. lor any inereased seeurity needs during the
15 davs before and the day of the qualifving clections. (3) cach individual building's unigue needs. and (4) the community’s
expectations.

The siiperintendent and building prineipal may implement this policy difforently in dilterent buildings. Onee the board
and superintendent or designee determine implementation logisties, these should be communicated in student handbooks, A

comprehensive student handbook can provide notice of the school’s copduet rules, extracurricular and athletic participation

requirements, and other important information. The handbook can b developed by the building principal, byt should be
reviewed and approved by the superintendent and board. The 111 Principals Association maittams i hatidbook service that
cobrdinates with PRESS maerial. Ontine Model Student Handbook (MSH), www.ilprincipals.org/resources/mode!-
student-handbook.

For high schoal and unit districts not wanting 1o inelude this subliead. délete it and the Leeal Reftrence to il in this

policy, delete it from the Cross References in poliey 7:70, Aduendance and Truaney. and follow the instructions listed in

paragraph three of /o 3 of policy 7:70. Attendanc el Truaney.

7:90 Page 1 of 2
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special election. orany election at which propositions are submitled 1o 0 popuy

the day of such election.

EF. 10 1LCS 5/7-42(b) and 5/17-15(b). Election Code.

LEEGAL R

CROSS REF.: 4:170 (Safety)

%
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Students

Student Rights and Responsibilities 1

All students are entitled to enjoy the rights protected by the U.S. and Illinois Constitutions and laws
for persons of their age and maturity in a school setting.2 Students should exercise these rights
reasonably and avoid violating the rights of others. Students who violate the rights of others or violate
District policies or rules will be subject to disciplinary measures. 3

Students may, during the school day, during noninstructional time, voluntarily engage in individually
or collectively initiated, non-disruptive prayer or religious-based meetings that, consistent with the
Free Exercise and Establishment Clauses of the U.S. and Illinois Constitutions, are not sponsored,
promoted, or endorsed in any manner by the school or any school employee.4 Noninstructional time
means time set aside by a school before actual classroom instruction begins or after actual classroom
instruction ends. §

LEGAL REF.: 20 US.C. §7904.
105 ILCS 20/5.
Tinker v. Des Moines Independent School District, 89 S.Ct. 733 (1969).

CROSS REF.: 7:140 (Search and Seizure), 7:150 (Agency and Police Interviews), 7:160
(Student Appearance), 7:190 (Student Behavior)

['he footnotes are not intended to be part of the adopted policy: theysshould be removed before the policy is adopted.

1 State or federal law controls this policy’s content.

2 In 1969 the U.S. Supreme Court changed the relationship between schools and students by finding that students “do
not shed their constitutional rights at the schoolhouse door.” Tinker v. IDes Moines Independent Sch.oel Dist.siet, 89 S.Ct.
733 (1969).

3 Consult the board attorney to ensure the district’s non-discrimination coordinator and complaint managers are trained
to appropriately respond to allegations of discrimination based upon bullying and/or sexual violence under Title IX’s sexual
harassment umbrella. The U.S. Dept. of Education’s guidance states that while acts of sexual violence are crimes, they may
also be discrimination under Title IX. See Dear Colleague Letter: Sexual Violence Background, Summary, and Fast Facts,

US. Dept. of Bdueation  Office  for  Civil Rights. 111 LRP 23852 (OCR—O404/April 4. 2011), at
wwwled-sovibentleicesdivtoerdetorseolessue-20HUd-hmhwwived.goviabout olfices/list/oer/letters/collengie-
2001104 himl.

4 This language is from 105 ILCS 20/5—srended-byA-09-440, The statute provides these examples of religious-based

meetings: prayer groups, B 1 B L E (Basic Instruction Before Leaving Earth) clubs, and meet at the flagpole for prayer days.
Districts with secondary schools should amend the Cross References by adding “7:330 (Student Use of Buildings -
Equal Access).”

In addition, federal law requires districts to certify that “no [district] policy... prevents, or otherwise denies participation in,
constitutionally protected prayer in both public elementary and secondary schools,” €20 U.S.C. §7904(b)). The State provides
certification instructions and the U.S. Dept. of Education provides guidance on constitutionally protected prayer in public
schools. ¢Sce Guidance on Constitutionally Protected Prayer in Public Elementary and Secondary Schools,

WW w.ed.gov/policy/gen/guid/religionandschools/prayer ouidance.itmly, Certification with the 1. State Board of Education

oceurs through the signed assurahees that o superintendent provides through the grant applieation process.

7:130 96 Page 1 of 1
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Students

Exhibit - Student Handbook Checklist

The Checklist contains mandatory and recommended notices that schools should give to their students
and the students’ parents/guardians.1 Mandatory means the notices are legally required. Recommend-
ed means including the notices are a best practice. The Checklist is in the IASB Policy Reference
Manual (PRM) format, and it lists corresponding policies, procedures, and exhibits in numerical order
within each sub-headed category. A corresponding citation to the Illinois Principals Association
Online Model Student Handbook (MSH) is also listed, if one exists. Any handbook should be re-
viewed by the Board Attorney before distribution to ensure that all mandatory notices are included as
this Checklist is subject to change without notice. This Checklist is not a substitute for legal advice.

Mandatory Notices

Student Services

Mandatory Topics

IASB PRM

IPA MSH

Transportation

4:110, Transportation

4.10, Bus Transporta-
tion

Transportation reimbursement eli-
gibility and dispute resolution
Note: this program has been with-
drawn due to lack of funding

4:110, Transportation

4.10, Bus Transporta-
tion

Eligibility criteria for free and re-
duced lunch

4:130, Free and Reduced-Price
Food Services

4:130-E, Free and Reduced-Price
Food Services; Meal Charge
Notifications

3.10, Fees, Fines &
Charges; Waiver of
Student Fees

Waiver of school fees along with
the fee waiver application form

4:140, Waiver of Student Fees

4:140-AP, Fines, Fees, and Charg-
es - Waiver of Student Fees

4:140-E1, Application for Fee
Waiver

4:140-E2, Response to Application
for Fee Waiver, Appeal, and
Response to Appeal

3.10, Fees, Fines &
Charges, Waiver of
Student Fees

3.10-E1, Application
for Fee Waiver

School Wellness
(required if the District participates
in the National Schoo! Lunch Pro-

6:50. Sehool Wellness

The footnofes are not intended to be part of the adopted policy: they should be removed before the policy is adopted.

1 In its continuing commitment to help school districts comply with legal requirements for all policies and procedures,
the Tllinois Principals Association (IPA) in conjunction with the Illinois Association of School Boards’ (IASB) PRESS,
have prepared this checklist to assist school administrators in preparing their student handbooks. A special thank you also
goes to the law firm of Hodges, Loizzi, Eisenhammer, Rodick andd& Kohn LI for allowing IPA and IASB to cross check
this Student Handbook Checklist against its annual version,

7:190-E2 97 Page 1 of 13
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Mandatory Topics

TASB PRM

IPA MSH

oram or Breakfast Prograin)

Alternative learning opportunities

6:110, Programs for Students At
Risk of Academic Failure
and/or Dropping Out of School
and Graduation Incentives Pro-
gram

2.90, Course-Hierhd-
tensCredit for Pro-
ficiency, Non-
District Experienc-
es, Couse Substitu-
tions and Acceler-
ated Placemernt

6:170-AP1, E1, District-Level Par-
ent and Family Engagement
Compact

6:170-AP1, E2, School-Level Par-
ent and.Family Engagement
Compact !

6:170=AP2, Notice 10 Parents Re-
quired by Elementary and Sec-
ondary Edueation Act, MekKin-
ney-Vento Homeless Assistance
Act. and Protection of Pupil
Rights Act

Notification to parents/guardians of | 6:160, English Learners 12.60, English Learn-

English Learners regarding their ers

child’s placement in, and infor-

mation about, the District’s English

Learners programs

Parental involvement under Title T |.6:170, Title 1 Programs 12,50 Parentnvolve-

(only when the district receives Ti- 6:170-AP1, Checklist of Develop- wmer-com-

tle 1 funds) ment, Implementation, and peet12.130, Parent
Maintenance of Parent and Notices Required by
Family Engagement Compacts the Every Student
for Title I Programs Succeeds Act

Notice to parents required by the
Elementary and Secondary Educa-
tion Act Ne-Child-Left-Behind-Aet
ot 2004

6:170-AP2, Notice to Parents Re-
quired by Elementary and Sec-
ondary Education Act, MecKin-
ney-Vento Homeless Assistance
Act, and protectons-Protection
of Pupil Rights Act

Surveys that request personal in-
formation from students

7:15, Student and Family Privacy
Rights

11.10, Student Privacy
Protections

Birth certificate requirements for
enrollment

7:190-E2

7:50-AP, School Admissions and

7:50, School Admissions and Stu-
dent Transfers To and From
Non-District Schools

202048 Poh%§ Reference Education Subseription Service
llinois Association of School Boards. All Rights Reserved.
Please review this material with your school board attomey before use
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Mandatory Topics

IASB PRM

IPA MSH

Student Transfers To and From
Non-District Schools

Dental examinations

7:100. Health, Eve, and Dental fox-
aninations; Immunizations; and
Exclusion of Students

Eye examinations (K and students

enrolling in public school for the

first time only)

7:100. Health, Eve, and Denial Fx-
aminations; fpmmizations: anel
Exclusion of Students

Vaccinations (influenza and menin-

7:100. Health, Eve. and Dental Ex-

gococcal)

aminations: Tmpinizations, and
Exclusion of Students

ly)

Administration of medications (in- | 7:270, Administering Medicines to | 5.20, Student Medica-
cludes asthma inhalers and epineph- Students tion
rine injectors. opiod antaganisis, 7:270-AP1, Dispensing Medication | 5.20-E1, Student Med-
and glucagon) 7:270-E1, School Medication Au- icationat Authoriza-
thorization Form tion Form
For-Student-Self
ModicationE

Student Programs

Mandatory Topics IASB PRM IPA MSH
Notice of instruction in recognizing |6:60-AP, Comprehensive Health Ed- | 12.40, Sex Education
and avoiding sexual abuse (K-8 on- ucation Program Instruction

6:60-AP, El, Notice ta Par-
ents/Guardians of Students En-
rolled in Family Life and Sex Ed-
ucation Classes

12.40-E1, Notice to
Parents on Sex Ed-
ucation Instruction

Free appropriate public education to

6:120, Education q;”Chﬂi‘e"ren with

10.10, Education of

Mandatory Topics

students with disabilities Disabilities Children with Dis-
6:120-AP1, Special Education Pro- abilities
Special education services to eligi- cedures Assuring the Implementa-
ble children whether or not enrolled tion of Comprehensive Program-
in the District ming for Children with Disabili-
ties (downloadable from JIASB
website, www.iasb.com)
6:120-AP1. E1. Notice to Par-
ents/Guardians Regarding Sec-
tion 504 Rights
Student Responsibilities
IASB PRM IPA MSH

IHSA policy on banned substances

6:190, Extracurricular and Co-

9.10, Athletic-Rules

7:190-E2

©20204% Policy Beference Education Subscription Service
Illinois Association of School Boards. All Rights Reserved.
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Mandatory Topics

IASB PRM

IPA MSH

(required only for IHSA schools)

Curricular Activities

6:190-AP, Academic Eligibility for
Participation in Extracurricular
Activities

7:240, Conduct Code for Partici-
pants in Extracurricular Activities

7:240-AP1, Code of Conduct for Ex-
tracurricular Activities

&Extracurricular
and Athletic Activi-
ties -Code of Con-

duct

Absenteeism and truancy

7:70, Attendance and Truancy

2.10, Attendance
2.50, Truancy

Statement of district ownership of
and right to search student lockers

7:140, Search and Seizure

8.10, Search andé&
Seizure

Search procedures for school
grounds and lockers

7:140, Search and Seizure

8.10, Search andé:
Seizure

Notification regarding access to
student accounts or. profiles on so-
cial networking websites

7:140, Search and Seizure
7i140-E, Letter to Parents/Guardians
Regarding the Right 1o Privacy in the

8.10, Search andé
Seizure

Bullying prohibited and reporting
encouraged

7:180, Prevention of and Response 10
Bullying, Intimidation, and Har-
assment

6.40, Prevention of
and Response (o
Bullying, Intimida-
tion, & Harass-

limited to:

ment
6.40-E1, Aggressive
Behavior Report-
ing Letter<Form
Teen dating violence prohibited and |7:185, Teen Dating Violence Prohib-
reporting encouraged ited
Prohibition of electronic paging 7:190, Student Behavior 6.30, Student Behav-
devices and making threat by Inter- iorPiseipline
net
All prohibited conduct in the school 4:170-AP2, E4, Letter to Par- 6.30, Student Behav-
discipline code, including, but not ents/Guardians About Preventing jorDiseiptine

and Reducing Incidences of Sex-

1. Controlled substances ting
2. Firearms and other weapons 7:190, Student DixeiptineBehavior
3. E-cigarettes 7:190-APS5, Student Handbook -
4. Gangs and gang-related activity Electronic Devices
5. Sexting prohibited 7:190-AP6, Guidelines for Investi-
gating Sexting Allegations
7:190-E2 Page 4 of 13
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Mandatory Topics

IASB PRM

IPA MSH

Inform parents/guardians when their
child engaged in aggressive behav-
ior along with the school’s early
intervention procedures

7:190-E1, Aggressive Behavior Re-
porting Letter and Form

6.40-E1, Aggressive
Behavior Report-
ing fetter-d&Form

Suspension and expulsion, and due
process requirements

7:200, Suspension Procedures
7:210, Expulsion Procedures

School bus safety

7:220, Bus Conduct
4:110-AP3, School Bus Safety Rules

4.10, Bus Transporta-
tion

Videotape surveillance of buses (if
applicable)

7:220, Bus Conduct
7:220-AP, Electronic Recordings on
School Buses

4.10, Bus Transporta-
tion

Behavior interventions (these may
be developed through the Spec. Ed.
Coop if the district belongs to one)

7:230, Misconduct by Students With
Disabilities

Dress code 7:160, Student Appearance 6.20, School Dress
Code & Student
Appearance

All other conduct prohibited by 7:190, Student Behavior 6.30, Student Behav-

Board policy - school discipline iorDiseipline

code

Student Rights

Mandatory Topics IASB PRM IPA MSH

Notice of non-discrimination coor-
dinator(s) and making complaint of
discrimination or sexual harassment

2:260, Uniform Grievance Proce-
dure

6.40, Prevention of
aned Response to
Bullying, Intimida-
tion & Harassment

Prohibition of discrimination on the
basis of race, color, national origin,
sex, sexual orientation, ancestry,
age, religious beliefs, physical or
mental disability, status as home-
less, or actual or potential marital or
parental status, including pregnancy

7:10, Equal Educational Opportuni-
ties

1.50, Equal Oppor-
tunity & Sex Equity

Sex equity and grievance proce-

2:260, Uniform Grievance Proce-

1.50, Equal Oppor-

appropriate information about the
sexual harassment policy

7:20, Harassment of Students Pro-
hibited

dures dure tunity & Sex Equity
7:10, Equal Educational Opportuni-
ties
Sexual harassment prohibited and | 2:260, Uniform Grievance Proce- 6.450, Butlypingtntin-
grievance procedures and age- dure tdatton-deHareass-

mentSexual Har-
assment & Teen

7:190-E2
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Mandatory Topics

IASB PRM

IPA MSH

Dating Violence
Prohibited

Notify parents of their right to re-
quest their child’s classroom teach-
ers’ qualifications

5:190-E1, Notice Parents of
Their Right to Request Their
Child’s Classroom Teachers’
Qualifications

freations]2.130.

Parent Notices Re-
quired by the Every
Stucent Suceeeds

Act

Educational rights of homeless stu-
dents in the location where home-
less children receive services

6:140, Education of Homeless Chil-
dren

6:140-AP, Education of Homeless
Children

12.30, Homeless
Child’s Right to
Education

Notice of parent and student rights
under the Children’s Privacy Pro-
tection and Parental Empowerment
Act

7:15, Student and Family Privacy
Rights

7:15-E, Notification to Parents of
Family Privacy Rights

11.10, Student Privacy
Protections

Notice to parents/guardians about
social network passwords

7:140, Search and Seizure

7:140- E, Letter to Par-
ents/Guardians Regarding the
Right to Privacy in the School
Setting Act

6.70. Access (o Stu-
working Passwords
& Websites {Pend-
g

Notice concerning privacy and ac-
cess rights to school student records

Disclosure of directory information

7:340, Student Records

7:340-AP1, E1. Notice to Par-
ents/Guardians and Students of
Their Rights Concerning a Stu-
dent s Sehool Records

7:340-AP1, E2, Using a Photograph
or Video Retording of @ Student

11.20, Student Rec-
ords

7:340-AP1, E1, Notice to Par-
ents/Guardians and Students of
Their Rights Concerning a Stu-
dent’s School Records

7:340-AP1, E2, Using a Photograph
or Video Recording of a Student

11.20, Student Rec-
ords

Information classified as directory
information and for objecting to
disclosure of information

7:340-AP1, E1, Notice to Par-
ents/Guardians and Students of
Their Rights Concerning a Stu-
dent’s School Records

11.20, Student Rec-
ords

Military recruiting

|

7:340-AP1, E3, Letter to Parents

il . [ .
N S L A3 A )

PP TEpTPSCME MCIER (o T

11.20, Student Rec-
ords

7:190-E2 1 Page 6 of 13
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Mandatory Topics

IASB PRM

IPA MSH

Concerning Miliwary Recruiters
1t Moxt VECIT [y Iis ,1,{_-';, IAY

> Stuclent Directory /n-

fornution

7:340-AP1, B4, Frequently Asked
Questions Regarding Military
Recruiter Access to Students and
Student Information

Student biometric information
(when applicable)

7:340, Student Records
7:340-AP1, ES5, Biometric Infor-
mation Collection Authorization

11.30, Student Bio-
metric Information

Notice of disability accommodation

8:70, Accommodating Individuals

1.110, Accommodat-

with Disabilities ing Individuals
| with Disabilities
General Information
-
Mandatory Topics IASB PRM IPA MSH

Notice before a pesticide applica-
tion

4:160. Environmental Quality of
Buildings aned Gre unds

4:1’6_0-A P, Environmental Quality of
Buildings and Grounds

12.80, Pesticide Ap-
plication Notice

Availability of information concern-
ing sex offenders

4:175-AP1, Criminal Offender Noti-
fication Laws; Screening
4:175-AP1, E1, Informing Par-
ents U inarelians About Offender
Community Notification Laws

12.120. Violent Of-
fender Community

Notification

School bus safety

4:110-AP3, School Bus Safety Rules

4.10, Bus Transporta-
tion

Asbestos management plan. notice
of availability

Notice to parents/guardians and
staff of [HSA’s online training vid-

4:170, Safety
4:170-AP6, E1, School Staff AED

eo about hands-only CPR and AED Notification Letter
Notice that a student athlete and 7:305, Student Athlete Concussions | 9.30, Student Athlete
his/her parent must sign acknowl- and Head Injuries Concussions and
edgement of receiving the concus- 7:305-AP. Program for Managing Head Injuries
sion policy (required only for IHSA Student Athlete Concussions and
schools) Headd Injuries
School visitation rights notice 8:95-E1, Letter Notifying Par- 12.70, School Visita-

ents/Guardians of School Visita- tion Rights

tion Rights

8:95-E2, Verification of School Vis-

7:190-E2 Page 7 of 13
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Mandatory Topics JASB PRM IPA MSH 4‘
itation ‘
Recommended Notices
Student Services
Recommended Topics IASB PRM IPA MSH ]

Information regarding waiver of
student fees

4:140, Waiver of Student Fees

Fire drill program, building specific
plan

4:170, Safety
4:170-AP1, Comprehensive Safety

5.40, Safety Drill Pro-
cedures and Con-

and Security Plan duct
School safety plans, including se- 4:170, Safety 2.100, Home and
vere weather and injury or sudden |4:170-AP1, Comprehensive Safety Hospital Instruc-
illness and Security Plan tion

4:170-AP1, E1, Accident or Injury
Form

Farveted school.violence prevention

4:190, Taregeted School Vielence

ment teams

Prevention Progiram

4:190-A P2, Threat Assessment Team

(TAT)

Home and hospital instruction

6:150, Home and Hospital Instruc-
tion

2.100, Home and
Hospital Instruc-
tion

Student residency and tuition

7:60, Residence

7:60-AP1, Challenging a Student s
Residence Status

7:60-AP2, Establishing Student Res-
idency

7:60-AP2, E1, Letter gfiResidcnce
from Landlord in Lieu of Lease

7:60-AP2, E2, Letter of Residence to

be Used When the Person Seeking

to Enroll a Student is Living with
a District Resident

7:60-AP2, E3, Evidence of Non-
Parent’s Custody, Control and
Responsibility of a Student

Parking, building specific

7:140, Search and Seizure

4.20, Parking

Health and guidance counselor and
social work access

7:250, Student Support Services

5.30, Guidance &
Counseling

Communicable and infectious dis-
ease

7:280, Communicable and Chronic
Infectious Disease
7:280-AP, Managing Students with

5.50, Communicable
Diseases
5.60, Head Lice

7:190-E2
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Recommended Topics

TASB PRM

IPA MSH

Communicable and Infectious
Diseases

Students with diabetes

6:120-AP4, Care of Students with
Diabetes

1.130, Care of Stu-
dents with Diabetes

1.130-E1, Authoriza-
tion to Provide Di-
abetices Care

Medical cannabis administration

7:270-E2, School Medication Au-
thorization Form - Medical Can-
nabis

Food allergy management program

7:285, Food Allergy Management

1.120, Students with

Program Food Allergies
7:285-AP, Implementing a Food Al-
lergy Management Program
\Lelephone use, building specific
Student Programs
Recommended Topics IASB PRM IPA MSH

Weighted grades

6:280-AP. Evaluating and Reporting
Stident Achievement

District philosophy and goals

1:30, School District Philosophy

3:10, Goals and Objectives

6:10, Educational Philosophy and
Objectives

Anti-bias curriculum

6:60, Curriculum Content

Driver education eligibility and re-
quirements (high schools only)

6:60, Curriculum Content

Parental objections to sex educa-
tion, family life instruction, and
sexually transmitted diseases

6:60-AP, E1, Notice to Par-
ents/Guardians of Students En-
rolled in Family Life and Sex Ed-
ucation Classes

12.40, Sex Education
Instruction

12.40-E1, Nofice to
Parents on Sex Ed-
ucation Instruction

Biking and Walking Safety Educa-
tion

6:60-AP, E2, Resources for Biking
and Walking Safety Education

Accelerated placement availability

6:135, .{L‘L'L""L’f‘(h’t't\’ Plucement Pro-
gram

2:90. Credit for Pro-
ficieney, Non-
District Experienc-
es, Course Substi-
tutions and Accel-

7:190-E2
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Recommended Topics

IASB PRM

IPA MSH

Adaptive physical education pro-

6:310, High School Credit for Non-

2.80, Exemprion £x-

gram exemption District Experiences; Course eeptiorfrom PE
Substitutions; Re-Entering Stu- Requirement (Reg-
dents ular Education)
Bilingual education availability 6:160, English Learners 12.60, English Learn-
ers
Co-curricular activities 6:190, Extracurricular and Co- 9.10, Lxtracurricular
Curricular Activities and Athletic Activi-
ties Rutes-&Code
of Conduct

“No Pass, No Play”

6:190, Extracurricular and Co-
Curricular Activities

6:190-AP, Academic Eligibility for
Participation in Extracurricular
Activities

and Athletic Activi-
ties RaHes<&-Code
of Conduct

Parental right to review instruction-
al materials

6:210, Instructional Materials

11.10, Student Privacy
Protections

Acceptable use and Internet safety

6:235, Access to Electronic Networks

6:235-AP1, Acceptable Use of the
District’s Electronic Networks

6:235-AP1, E1, Student Authoriza-
tion for Access to the District’s
Electronic Networks

6:235-AP1, E2, Staff Authorization
for Access to the District’s Elec-
tronic Networks

7.10, Internet Ac-
ceptable Use

7.10-E1, Internet Ac-
ceptable Use Sign-

o

Social promotion

6:280, Grading and Promotion
6:280-AP, Evaluating and Reporting
Student Achievement

2.60, Grading andé
Promotion

High school graduation require-

6:300, Graduation Requirements

2.120, Graduation

dents

ments (high schools only) Requirements

Right of students with [EP to partic- | 6:300, Graduation Requirements 10.40, Certificate of

ipate in graduation ceremony (high High School Com-

schools only) pletion

Physical education, including waiv- |6:310, High School Credit for Non- | 2.80, Exemption £x-

er of required classes District Experiences; Course eeptiowfrom PE
Substitutions; Re-Entering Stu- Requirement (Reg-

ular Education)
10.30, Exemption from

PE Requirement

(Special Education)

Class schedules, building specific

7:190-E2
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Recommended Topics 1ASB PRM IPA MSH
Schedule of testing programs, build- 6:340, Student Testing and Assess-
ing specific ment Program
Student distribution of non- 7:310, Restrictions on Publications; 7.20, Guidelines for
curricular material Elementary Schools Student Distribu-
7:310-AP, Guidelines for Student tion of Non-School
Distribution of Non-School Spon- Sponsored Publica-
sored Publications; Elementary tions
Schools
7:315, Restrictions on Publications,
High Schools
7:315-AP, Guidelines for Student
Distribution of Non-School Spon-
sored Publications; High Schools
General Information
Recommended Topics IASB PRM IPA MSH
Ashestos-managementplan—notiee
- ailabil
School calendar 6:20, School Year Calendar and Day
Field trip 6:240, Field Trips 6.60, Field Trips

6:240-AP, Field Trip Guidelines

Release time for religious instruc-
tion/observance

7:80, Release Time for Religious In-
struction/Observance

2.30, Release Time for
Religious Instruc-
tion and
£0bservance

Release time for students voting in
elections

Sclingl Howrs

Extra-curricular drug and alcohol
testing (if applicable)

7:240-AP2, Extracurricular Drug
and Alcohol Testing Program

7:240-AP2. E1, Consent to Partici-
pate in Extracurricular Drug and
Alcohol Testing Program

9.10, Extracurricular
and Athletic Activi-
ties Rartes-&-Code
of Conduct

Eligibility to remove college en-
trance exams from student tran-
scripts

7:340, Student Records

11.20, Student Rec-
ords

Equal access to school facilities

8:20,
School Facilities

Identification and registration of

8:30, Visitors to and Conduct on

1.40, Visitors

persons entering the school building School Property
Statement that the handbook is: 2:240, Board Policy Development 140 ParentiGrardiat
\L Only a summary of board poli- Handbook J

7:190-E2

107 .
1202044 Policy Reference Fducation Subseription Service

Ilinois Association of School Boards. All Rights Reseryed

Please review this material with your school board attorney hefore use

Page 11 of 13



Recommended Topics

IASB PRM

IPA MSH

cies governing the district;
board policies are available to
the public at the district office

2. A document that may be
amended during the year with-
out notice

3. Is a communication tool of all
policies to persons expected to
execute and comply with them

1.20, Student Hand-
book Acknowl-
edgement

1.30, General School
Information

Address of District offices, list of
administrators, and contact infor-
mation

2:250, Access to District Public Rec-
ords

2:250-E2, Immediately Available
District Public Records and Web-
Posted Reports and Records

1.30, General School
Information

Board members’ names

2:250, Access to District Public Rec-
ords

2:250-E2, Immediately Available
District Public Records and Web-
Posted Reports and Records

1.30, General School
Information

List of District school addresses

2:250, Access to District Public Rec-

1.30, General School

teachers’ qualifications

ords Information
2:250-E2, Immediately Available
Distriet Public Records and Web-
Posted Reports and Records
Special Circumstance Notifications
Special Circumstance Topics TASB PRM IPA MSH
Notification for unsafe school trans- |4:170, Safety 12.100, Unsafe School
fer choice 4:170-AP5, Unsafe School Choice - Transfer
Option
Notification of right to review 5:190, Teacher Qudlifications 1240 TFeacher-Oueli-

5:190-E1, Notice to Parents of Their
Right to Request Their Child’s
Classroom Teachers’ Qualifica-
tions

5:190-E2, Notice to Parents When
Their Child Is Assigned To or
Has Been Taught for at Least
Four Straight Weeks By a Teach-
er Who Does Not Meet Applica-
ble State Certification/Licensure
Requirements

5:190-E3, Letter to Teacher Who
Does Not Meet Applicable State

12.130. Parent Notices
Required by the
Every Stident Sue-
ceeds Act

7:190-E2
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Special Circumstance Topics IASB PRM IPA MSH
Certification/Licensure Require-
ments for the Grade Level and
Subject Area of Assignment
Notice when: 5:190-E2, Notice to Parents When
1. Student is being taught by a Their Child Is Assigned To or
teacher who is not highly quali- Has Been Taught for at Least
fied, Four Straight Weeks By a Teach-
2. School identified as in need of er Who Does Not Meet Applica-
improvement, ble State Certification/Licensure
3. Schools are identified for cor- Requirements
rective action, 6:15, School Accountability
4. Schools are identified for re-
structuring,
5. There is eligibility for supple-
mental educational services,
and
6. The district offers voluntary
school choice, if applicable.
Credit for proficiency 6:110, Programs for Students At Risk | 2.90,-Coursetiterne-
of Academic Failure and/or Hve-ee P
Dropping Out of School and tons Credit for
Graduation Incentives Program Proficiency, Non-
District Experienc-
s, Course Substi-
tutions and Accel-
erated Placement

7:190-E2
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Students

Student Fundraising Activities 1

No individual or organization is allowed to ask students to participate in fundraising activities while
the students are on school grounds during school hours or during any school activity. Exceptions are:

1. School-sponsored student organizations; and

2. Parent organizations and booster clubs that are recognized pursuant to policy 8:90, Parent
Organizations and Booster Clubs.

The Superintendent or designee shall manage student fundraising activities in alignment with the
following directives: 2

1. Fundraising efforts shall not conflict with instructional activities or programs.

2. For any school that participates in the School Breakfast Program or the National School
Lunch Program, fundraising activities involving the sale of food and beverage items to
students during the school day while on the school campus must comply with the I1l. State
Board of Education rules concerning the sale of competitive food and beverage items. 3

3. Participation'in fundraising efforts must be voluntary.
4, Student safety must be paramount. 4

5. For school-sponsored student organizations, a school staff member must supervise the
fundraising activities and the student activity funds treasurer must safeguard the financial
accounts.

6. The fundraising efforts must be to support the organization’s purposes and/or activities, the
general welfare, a charitable cause, or the educational experiences of students generally.

7. The funds shall be used to the maximum extent possible for the designated purpose.

he Tootnoles are nol intended to be part ol the adopted policy:ithey should.be removed before the policy is adopted.

1 State law requires this subject matter be covered by policy. 105/ ILCS 5/10-20.19(3) requires districts to have rules
governing: (1) “conditions under which school classes, clubs, and associations may collect or acquire funds,” and (2) “the
safekeeping of such funds for the educational, recreational, or cultural purposes they are designed to serve.”

2 Except for #2_{sce In 3. below), all numbered directives are optional and may be deleted or amended. These
directives are intended to comply with 105 ILCS 5/10-20.19(3) by stating the conditions under which funds may be
collected and by providing for their safekeeping.

3 Selling popular food items to raise funds is restricted by federal and State rules, ISBE limits the sale of competitive
food and beverages sold to students on the school campus of any school that participates in the School Breakfast Program or
the National School Lunch Program (participating schools). (23 11.Admin.Code §305.15(a). Competitive foods are all food
and beverages that are offered by any person. organ ization, or entity for sale to students on the school campus during the
school day that are not reimbursed under programs authorized by federal law. ¢7 C.F.R. §210.11(a)(2): 23 L. Admin.Code
§305.54, Beginnina—in—the 204510 sehoslvear—articipating schools with grades 8 and below have zero exempted
fundraising days. and participating schools with grades 9-12 may have no more than ninct exempted findraising days, 23
I Admin.Code §305.15 (02N A1), [Exempted fundraising day means a school day on which foods and/or beverages not
meeting the “general nutrition standards for competitive foods™ may be sold to students on the school campus. ¢7 C.F.R.
§210.11 (b)(4): 23 1LAdmin.Code §305.52. See 4:120, Food Services; 4:120-AP. Food Services; Competitive Foods;
Exemptions.

4 Two alternatives follow:

Alternative 1: 4. Student safety must be paramount and door-to-door solicitations are prohibited.
Alternative 2: 4. Student safety must be paramount and door-to-door solicitations are discouraged.

7:325 110 Page 1 of 2
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8. Any fundraising efforts that solicit donor messages for incorporation into school property
(e.g., tiles or bricks) or placement upon school property (e.g., posters or placards) must: 5

a. Develop viewpoint neutral guidelines for the creation of messages;

b. Inform potential donors that all messages are subject to review and approval, and that
messages that do not meet the established guidelines must be resubmitted or the
donation will be returned; and

c. Place a disclaimer on all fundraising information and near the completed donor
messages that all messages are “solely the expression of the individual donors and
not an endorsement by the District of any message’s content.”

LEGAL REF.: 105 ILCS 5/10-20.19(3).
23 111.Admin.Code Part 305, School Food Service.

CROSS REF.: 4:90 (Activity Funds), 4:120 (Food Services), 8:80 (Gifts to the District), 8:90
(Parent Organizations and Booster Clubs)

The footnotes are not intended to be part of the adopted policy; they should be removed before the policy is adopted.

5 The issue of soliciting or receiving donor messages is an unsettled area of the law that is frequently litigated because
of its many complex legal and practical issues. The U.S. Constitution’s Free Speech, Establishment, and Equal Protection
Clauses may be triggered. As a general rule, school officials can avoid constitutional issues by reviewing donor messages
according to uniform rules that do not discriminate on the basis of viewpoint. Requiring that donor messages go through a
thorough review process prior to their permanent placement on any medium can avoid issues that may occur when messages
are reviewed after placement and found to be unacceptable. For sample cases discussing the issue of a district’s exclusion of
donor messages on school property, see Fleming v. Jefferson County. Sch.eol Distriet R-1, 298 F.3d 918 (10th Cir. 2002),
cert. denied (school’s restriction on the use of religious symbols on tiles that would become a part of the rebuilt school
allowed because the messages were school-sponsored speech, and the restrictions had a reasonable relation to legitimate
teaching concerns); DilL.oreto v, Downey Unified Sch.eel Dist. Besrd._of Educ., 196 F.3d 958 (9th Cir. 1999), cert. denied
(school district’s refusal to post an advertisement featuring the text of the Ten Commandments on its baseball field upheld
because the field was a nonpublic forum for a limited purpose); Gernetzke v. Kenosha Unified Sch el Dist.riet No. 1, 274
F.3d 464 (7th Cir. 2001), cert. denied (school district disallowed religious symbols on Bible Club’s mural so it would not
have to allow speech that would cause a disruption like white supremacists who wanted to display the swastika); and
Kiesinper v. Mexico Acad.esmw and Central Schooal, 427 F.Supp. 2d 182 (N.D.N.Y. 2006)(school district’s removal of
bricks insctibed with a donor’s religious messages from a walkway in front of a school was viewpoint discrimination
because the district allowed messages about God generally, but not a specific religious viewpoint on God).

7:325 Page 2 of 2
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Students

Exhibit - Application and Procedures to Involve Students in Fundraising Activities

To be submitted to the Building Principal

Organization Name School

Activity Activity Dates
This application must be approved before involving students in a fundraising activity. Only the
following organizations are permitted to involve students in fundraising activities while they are on
school grounds during school hours or during any school activity: (check at least one box)
[] School-sponsored student organization; or
[] Parent organizations and booster clubs that are recognized pursuant to policy 8:90,
Parent Organizations and Booster Clubs.
Describe how students will be involved in the fundraising activity, including whether they will
be asked to buy or sell items:

Will the proposed activity involve selling food or beverage items to students on campus
during the school day?

[] Yes - An approval may be contingent on the availability of an exempted fundraising day;
please attach an exact description of what you propose to sell including the nutritional analysis.

[[] No - Food and beverage items will not be sold to students on campus during the school day.

Fundraising efforts must not conflict with instructional activities or programs. Sales booths
during a school activity or lunch are permissible.

What, if any, activity will be done while students are on school premises?

Student participation must be voluntary. Penalties for failure'to participate are prohibited.
Describe student incentives for participation:

Fundraising efforts should not burden students, their families, citizens, or merchants by being
too frequent.
When and what was the last fundraising activity done by this organization or club?

Local ordinances must be followed, merchants must approve of any activities on their
property, and students must conduct themselves as ambassadors for their School.

How will students be informed?

Student safety must be paramount.
How will students be kept safe if fundraising activities occur away from school?

[] Not applicable - all student involvement occurs at school.

7:325-E Page 1 of 2
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Sales or service campaigns to raise money should offer appropriate merchandise or services.
Describe the merchandise or services students will be asked to sell or perform:

For school-sponsored student organizations, a school staff member must supervise the
fundraising activities in addition to any other adult volunteers.
List all of the adult sponsors, including staff members and non-staff adult volunteers:

[] Not applicable - activity is not being proposed by a school-sponsored student organization.

For school-sponsored student organizations, the student activity funds treasurer must
safeguard the financial accounts.

Is this agreeable? [] Yes [ ]No

[] Not applicable - activity is not being proposed by a school-sponsored student organization.
Parent organizations and booster clubs are governed by School Board policy 8:90, Parent
Organizations and Booster Clubs.

Is the organization prepared to abide by this policy?

[] Not applicable - activity is not being proposed by a parent organization or booster club.

The fundraising efforts must be to support the organization’s purposes and/or activities, the
general welfare, a charitable cause, or the educational experiences of students generally.

Describe how funds raised through the proposed activity will be used:

If the activity will help fund a trip or overnight excursion, describe the travel plans:

The funds must be used to the maximum extent possible for the designated purpose.
Is this agreeable? []Yes []No
Fundraising efforts that solicit donor messages for placement on school property must follow
the District’s viewpoint neutral guidelines for the creation of messages.
Is this agreeable? [ ] Yes [ JNo
[] Not applicable - activity being proposed will not solicit donor messages.
I agree to abide by the conditions stated in this application and agree to adhere to all Board policies
and administrative procedures.

Applicant name (please print) Telephone number
Address Email address
Applicant signature Date

The Building Principal will base his or her decision on the information being provided in this form as
well as other criteria deemed important. (Note to Building Principal: after approving or denying this
application, return a copy of it to the person making the request, send the original to the
Superintendent, and retain a copy at the School.)

1 Approved [ ] Denied
Building Principal or designee Date
7:325-E 113 Page 2 of 2
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Community Relations

Connection with the Community

Public Relations

The Board President is the official spokesperson for the School Board. The Superintendent is the
District’s chief spokesperson. The Superintendent or designee shall plan and implement a District
public relations program that will: 1

1. Develop community understanding of school operation.

2. Gather community attitudes and desires for the District.

3. Secure adequate financial support for a sound educational program.
4

Help the community feel a more direct responsibility for the quality of education provided by
their schools.

Earn the community’s good will, respect, and confidence.
Promote a genuine spirit of cooperation between the school and the community.

Keep the news media accurately informed.

el

Coordinate with the District Safety Coordinator to provide accurate and timely information to
the appropriate individuals during an emergency.

The public relations program should include:

1. Regular news releases concerning District programs, policies, activities, and special event
management for distribution by, for example, posting.on:the District website, using social
media platforms.2 e.g., Facebook. T witter., ete., or sending to the news media.

2. News conferences and interviews, as requested or needed. The Board President and
Superintendent will coordinate their respective media relations efforts. Individuals may speak
for the District only with prior approval from the Superintendent, 3

The footnotes are not intended to be part of the adopted policy: they should be removed belore the policy is adopted.

I These objectives are examples only and should be customized for each district. The District Safety Coordinator is
identified as the responsible person for compiling information and preparing communications covering an emergency or
crisis (4:170-AP1, Comprehensive Safety and Crisis-Security Plan). An alternative to the entire first subhead follows:

The Board President is the official spokesperson for the School Board. The Superintendent is the District’s chief
spokesperson. The Superintendent or designee shall plan and implement a District public relations program to
keep the community informed and build support through open and authentic communications. The public relations
program shall include. without limitation, media relations; internal communications; communications to the
community; communications to students and parents/guardians; emergency communications in coordination with
the District Safety Coordinator; the District website and social media platformsehanrnels; and other efforts to reach
all audiences using suitable mediums.

2 District socinl media accounts are likely either limited public forms or public forwms. See Knight First Amendment
Inst. at Columbia Univ. v. Trump. 302 F.Supp.3d 541 (S.DN.Y. 2018) (holding that the arealDonald Trump Twitter
accounl is a public forum under the First Amendment: therefore. (a) it could not exclude plalntiffs based simply on their
views because exeluding thein on that basis is a violation their First Amendment right to petition their goy crnment, and (b)
by purging critics from the renlDonald Trump account. the White House deprived those who remained in the public forum
the opportunily to hear the eritics). Consider that sehool districts are different than the President of the United States anl
must ensure other dufies o students, c.p., salely and security, which may require excluding certain comments from the
district’s social media accounts.
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3. Publications having a high quality of editorial content and effective format. All publications
shall identify the District, school, department, or classroom and shall include the name of the
Superintendent, the Building Principal, and/or the author and the publication date.

4. Other efforts that highlight the District’s programs and activities. 4

Community Engagement 5

Community engagement is a process that the Board uses to actively involve diverse citizens in
dialogue, deliberation, and collaborative thinking around common interests for the District’s schools.6

The Board, in consultation with the Superintendent, determines the purpose(s) and objective(s) of any
community engagement initiative.

For each community engagement initiative:-

|. +The Board will: 7

2. eCommit to the determined purpose(s) and objective(s), and

b. pProvide information about the expected nature of the public’s involvement.:

2. tThe Superintendent er-desiznee-will; 8

a. ldentify the effective tools and tactics that will advance the Board’s purpose(s) and

objective(s).

The—-Stuperite -~ (1y-aAt least annually, prepare a report for theet—eaeh
community engagement initiative, and/or {2}

c. pPreparea final report of theeach community engagement initiative.

The footnotes are not intended to be part of the adoptedipolicy: thegishould be removed belore the policy is adopted.

3 In alignment with the IASB “Foundational Principles of Effective Governance.” the school board president is the
board’s spokesperson (see 2:110, Qualifications, Term, and Dauties of Board Officers) and the superintendent is the district’s
spokesperson.

4 Examples of such programs include senior citizens’ brunches, realtors’ luncheons, and building tours.

5 This section is optional. A board that includes this subhead should complete the work necessary to develop and
implement a community engagement initiative. See Connecting with the’ Community: The Purpose and Process of
Community Engagement as Part of Effective School Board Governance- (Connecting with the Community) sviteble-at
www.iash.com/IASB/media/Documents/comminity cnpipement pd iasbamsteloud-com/eemmunitvensasementpdl.  This
publication and other materials about community engagement are listed at: ww w.insb.com/training/connecting.cfim,

The community engagement process differs from public relations (discussed in the Public Relations section, above) or
public polling. Public relations push out information to the community. Public polling pulls information or opinions from
the community. While most school districts understand how to push and pull information from their communities, the
community engagement process is part of the two-way conversation for school boards that involves listening. Listening
should not be limited only to the public comment period during board meetings. It is reaching out to the community and
having conversations not only with parents but other community members, and then taking into consideration their thoughts
and ideas as boards make their decisions. This method of listening must be purposeful for community engagement to work
as intended.

6 Optional. This sentence applies the definition of community engagement to a board and its school district. See

Connecting with the Community, pe. 9, avadable——at
wiviv.insh.con/IASB/medig/Documents/gcommunity engaement, pd fasbrmysleloud-eomfconmunityencasement-pdl.

An alternative introductory sentence that repeats the definition of community engagement follows: “For purposes of
this policy, community engagement is the process that school boards use to actively involve diverse citizens in dialogue,
deliberation and collaborative thinking around common interests for their public schools.”

7 This action clarifies a board’s reason(s) for engaging its community in an initiative and frames it to share with all
participants in the process. {Connecting with the Community, pg. 105.

8 See Connecting with the Community at pg. 10 for examples of resources that a superintendent could use to implement
the board’s purpose and objectives.
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The Board will periodically: (1) review whether its community engagement initiative(s) are achieving
the identified purpose(s) and objective(s);; (2) consider what, if any, modifications would improve
effectiveness;; and (3) determine whether to continue individual initiatives.

CROSS REF.: 2:110 (Qualifications, Term, and Duties of Board Officers)
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Community Relations

Visitors to and Conduct on School Property 1
The following definitions apply to this policy:

School property - District and school buildings, grounds, and parking areas; vehicles used
for school purposes; and any location used for a School Board meeting, school athletic event,
or other school-sponsored or school-sanctioned events or activities. 2

Visitor - Any person other than an enrolled student or District employee.

All visitors to school property are required to report to the Building Principal’s office and receive
permission to remain on school property. All visitors must sign a visitors® log, show identification,
and wear a visitor’s badge. When leaving the school, visitors must return their badge. On those
occasions when large groups of parents/guardians, friends, and/or community members are invited
onto school property or when community members are attending Board meetings, visitors are not
required to sign in but must follow school officials’ instructions. Persons on school property without
permission will be directed to leave and may be subject to criminal prosecution. 3

Except as provided in the next paragraph, any person wishing to confer with a staff member should
contact that staff member to make an appointment. Conferences with teachers are held, to the extent
possible, outside school hours.or during the teacher’s conference/preparation period.

Requests to access a school building, facility, and/or educational program, or to interview personnel
or a student for purposes of assessing the student’s special education needs, should be made at the
appropriate building. Access shall be facilitated according to guidelines from the Superintendent or
designee. 4

I'he footnotes are not intended to be part of the adopted policyz they should be removed belore the policy is adopted.

1 State or federal law controls this policy’s content. Boards may make and enforce reasonable rules of conduct and
sportsmanship for school events and deny future admission to school events to violators for up to one year provided a notice
and hearing are given. 105 ILCS 5/24-24. See f/n 20 below.

This policy contains an item on which collective bargaining may be required. Any policy that impacts upon wages,
hours, and terms and conditions of employment, is subject to collective bargaining upon request by the employee
representative, even if the policy involves an inherent managerial right.

2 School-sponsored or school-sanctioned events or activities aligns with the text of 105 ILCS 5/27-23.7(a).

3 This paragraph is up to the local board’s discretion. Many public school buildings were built before school security
was the concern it is now. A first step in creating a secure environment is to manage access to school buildings. Along with
limiting the entrances that may be used, school officials should post signs with instructions for visitors and a warning to
trespassers. Signs may be as simple as “Visitors Must Report to Office” and “No Trespassing — Violators will be
Prosecuted.”” Applicable criminal trespass laws include: 720 ILCS 5/21-1 (criminal damage to property); 5/21-1.2
(institutional vandalism); 5/21-3 (criminal trespass to real property); 5/21-5 (criminal trespass to State supported land); 5/21-
5.5 (criminal trespass to a safe school zone); 5/21-9 (criminal trespass to a place of public amusement); 5/21-11 (distributing
or delivering written or printed solicitation on school property). This sample policy identifies board members as visitors.

The following optional provisions must be modified according to local conditions:

Option 1:  The Superintendent or designee may post certain school facilities for the community’s use on non-school

days when they are not being used for school purposes.

Option 2:  The Superintendent or designee shall manage a program to allow community use of the following facilities
on non-school days, during the daylight, provided they are not being used for school purposes: tennis
courts, playground, and track.

4 105 ILCS 5/14-8.02(g-5). See administrative procedure 6:120-AP2, Access to Classrooms and Personnel, and exhibit

6:120-AP2, El, Request to Access Classroom(s) or Personnel for Special Education Evaluation and/or Observation
Purposes.
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The School District expects mutual respect, civility, and orderly conduct among all people on school
property or at a school event. No person on school property or at a school event (including visitors,
students, and employees) shall perform any of the following acts:

1. Strike, injure, threaten, harass, or intimidate a staff member, Board member, sports official or
coach, or any other person. §

2. Behave in an unsportsmanlike manner, or use vulgar or obscene language.

W

Unless specifically permitted by State law, possess a weapon, any object that can reasonably
be considered a weapon or looks like a weapon, or any dangerous device. 6

Damage or threaten to damage another’s property. 7
Damage or deface school property. 8
Violate any Illinois law,9 or town or county ordinance.

Smoke or otherwise use tobacco products. 10

® NN .

Distribute, consume, use, possess, or be impaired by or under the influence of an alcoholic
beverage, cannabis, other lawful product, or illegal drug. 11

9. Be present when the person’s alcoholic beverage, cannabis, other lawful product, or illegal
drug consumption is detectible, regardless of when and/or where the use occurred. 12

The footnotes are not intended tobeipart of theiadoptédipolicy: they should be removed before the policy is adopted.
5 See e.g., 720 ILCS 5/12-2 (aggravated assault); 5/12-3.05(c) e (3 (eximes-geravated ballery on seheolpublic
properly=garivated-battery ). 5/12-3 05(8UF) (a-sports-offieinhorcosehor aguravil o battery aoninst a school employee);
35/12-2(b)9) Guggravated assault againsta sports official orcoach): 5/12-9 (threats to public officials); 5/24-1.2 (discharge of
a firearm).
6 With one exception, a license to carry a firearm does.not permit an individual to carry a concealed firearm on or into
any building, real property, and/-or parking area under the control of an elementary or secondary school, or any bus paid for
in whole or part with public funds. 430 ILCS 66/65(a)—ended-bx P-A-0929, The following optional provision adds that
exception, which is a restatement of 430 [LCS 66/65(b)-—amended-by LA 0929 19 the text in number 3:
An individual licensed to carry a concealed firearm under the Illinois Firearm Concealed Carry Act is permitted
to: (a) carry a concealed firearm within a vehicle into a parking area controlled by a school or the District and may
store a firearm or ammunition concealed in a case within a locked vehicle or locked container out of plain view
within the vehicle in the parking area, and/or (b) carry a concealed firearm in the immediate area surrounding his
or her vehicle in a parking area controlled by a school or the District for the limited purpose of storing or
retrieving a firearm within the vehicle’s trunk.

Other relevant weapons laws include 705 ILCS 405/5-407, 720 ILCS 5/24-9; 725 ILCS 5/110-4, 5/110-10 (firearms in

schools); 720 TLCS 5/24-1.2, 5/24-3 (discharge of firearm and unlmw il delivers or sale of o firearni near school); 705 ILCS

405/5-130, 405/5-805 (minor 15 years or older who commits aggravated battery with a firearm at school is tried as an adult).

7 See e.g., 720 ILCS 5/2-19.5, 5/16-1, 5/18-1, 5/19-1,21-1, and 5/21-1.3 (property damage penalties).

8 See e.g., 720 ILCS 5/21-1.01, 21-1.3.

9 See e.g., 720 ILCS 5/11-9.3 (presence within school zone by child sex offenders prohibited), 5/11-14 (prostitution),
5/11-15 (repealed), and 5/11-18 (patronizing a prostitute); 720 ILCS 5/21-11 (soliciting students to commit illegal act).

10 Required by 105 ILCS 5/10-20.5b and 410 TLCS 82/1 et seq. Federal law prohibits smoking inside schools (20 U.S.C.
§6083); districts failing to comply with the federal no-smoking ban risk a civil penalty of up to $1000 per violation per day.

11 See 720 ILCS 570/407 (delivery of controlled substance on or within 1000 feet of a school) and 410 ILCS 705, added
by P.A. 101-27. See also the discussion in f/ns 5 and 6 of policy 5:50, Drug- and Alcohol-Free Workplace; E-Cigarette,
Tobacco, and Cannabis Prohibition; this statement must be consistent with employee working conditions and employee
conduct standards (see 5:120-AP2, Employee Conduct Standards).

12 Each board and superintendent may want to engage in a conversation regarding how the district might partner with
local law enforcement to enforce this policy and the penalties available under the Cannabis Regulation Tax Act, ¢.g., posting
signs barring community members from bringing in weapons, alcohol, cannabis, tobacco, etc. Signage reminding visitors of
the policy may make it easier for staff and/or local law enforcement to enforce.
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10. Use or possess medical cannabis, unless he or she has complied with policy 7:270,
Administering Medicines to Students, implementing Ashley’s Law. 13

11. Impede, delay, disrupt, or otherwise interfere with any school activity or function (including
using cellular phones in a disruptive manner). 14

12. Enter upon any portion of school premises at any time for purposes other than those that are
lawful and authorized by the Board.

13. Operate a motor vehicle: (a) in a risky manner, (b) in excess of 20 miles per hour, or (¢) in
violation of an authorized District employee’s directive. 15

14. Engage in any risky behavior, including roller-blading, roller-skating, or skateboarding. 16

15. Violate other District policies or regulations, or a directive from an authorized security officer
or District employee.

16. Engage in any conduct that interferes with, disrupts, or adversely affects the District or a
School function.

Convicted Child Sex Offender 17

State law prohibits a child sex offender from being present on school property or loitering within 500
feet of school property when persons under the age of 18 are present, unless the offender is:

1. A parent/guardian of a student attending the school and has notified the Building Principal of
his or her presence at the school for the purpose of: (i) attending a conference at the school
with school personnel to discuss the progress of his or her child academically or socially, (ii)
participating in child review conferences in which evaluation and placement decisions may
be made with respect to his or her child regarding special education services, or (i) attending

The footnotes are not intended to be part of the adopted policy: they should be removed before the policy is adopted.

13 Managing cannabis on district property and the school setting presents many unsettled and complex legal issues. To
legally use medical eannabis in 1llinois, an individual must first become a regisiered gualifving patient. The use of cannabis
by a registered qualifving patient is permitted only in accordance with the Compassionate Use of Medical Cannabis
Program Act (Medical Cannabis Program Act (MCPA)). 410 ILCS 130/, amended by P.A. 101-363, eff. 1-1-20 and
scheduled to be repealed on 7-1-20. There are many situations in which no one, even a registered qualifving patient, may
possess ot use cannabis, including (a) in a school bus, (b} on the grounds of any preschool or primary or secondary school,
or (¢) in close physical proximity to anyone under the age of 18 years ofage. 410 ILCS 130/30(a)(2), (3), and (4), amended
by P.A. 101-363, eff. 1-1-20 and scheduled to be repealed on 7-1-20. However, Ashley’s Law, 105 ILCS 5/22-33(b) and (g),
added by P.A. 100-660, allows designated caregivers to administer medical cannabis infused products to students who are
registered qualifving patients at school or on the school bus, and requires school boards to adopt a policy to implement the
law unless the district would lose federal funding. See policy 7:270, Administering Medicines to Students and its f/n 20.

Remember that Ashley’s Law requires the designated caregiver to remove the product from the school premises or the
school bus after administering it to the student, so as a result, policy 7:270, Administering Medicines to Students, requires
immediate removal of medical cannabis infused products after administering them to the student (see f/n 25 of that policy
for further discussions).

14 Sec e.g., 720 ILCS 5/21.2-1 et seq. (interference with a public institution of education).

15 See e.g., 625 ILCS 5/11-605 (special speed limit zones). 625 ILCS 5/12-610.1(e), prohibits wireless telephone use while
operating a motor vehicle on a roadway in a school speed zone except for emergency purposes.

16 The pivotal question in a negligence case is whether the defendant acted reasonably. A ban on roller-blading
demonstrates that the district took reasonable steps to reduce the risk of injury.

17 720 ILCS 5/11-9.3. The statute assigns the child sex offender the “duty to remain under the direct supervision of a
school official.” In order to ensure this happens and to protect students, the sample policy requires the superintendent, ot
designee who is a certified employee, to supervise a child sex offender whenever the offender is in a child’s vicinity. See
also the Sex Offender Community Notification Law (730 ILCS 152/101 et seq.): Murderer and Violent Offender Against
Youth Community Notification Law (730 ILCS 154/75-105); policy 4:170. Safety; and administrative procedure 4:175-AP1,
Criminal Offender Notification Laws; Screening.
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conferences to discuss other student issues concerning his or her child such as retention and
promotion; ot

2. Has permission to be present from the Board, Superintendent, or Superintendent’s designee.
If permission is granted, the Superintendent or Board President shall provide the details of the
offender’s upcoming visit to the Building Principal.

In all cases, the Superintendent, or designee who is a certified employee, shall supervise a child sex
offender whenever the offender is in a child’s vicinity.

Exclusive Bargaining Representative Agent 18

Upon notifving the Building Principal’s office. aAuthorized agents of an exclusive bargaining
representative_will be provided reasonable access to cmployees in the bargaining unit they represent
in accordance wilh State law. Such access shall be conducted in a manner that will not impede the
normal operations of the District.—spen-netifying-the-BuildingPrincipals-efice—nay-meet-with-a

school-employee—for—group-ofemployees)—in—the-—sehool-buitding—duri ne—dity—free—times—et—such

Enforcement

Any staff member may request identification from any person on school property; refusal to provide
such information is a criminal act.19 The Building Principal or designee shall seek the immediate
removal of any person who refuses to provide requested identification.

Any person who engages in conduct prohibited by this policy may be ejected from school property.
The person is also subject to being denied admission to school events or meetings for up to one
calendar year. 20

The footnotes are not intended to be part of the adopted policy: they'should bedemoved before the policy is adopted.

18 105 ILCS 5/24-2and 24-25: 115 1L.CS 5/3(c). added by WA, 101670, -If a provision contained in a collective
barpaining agreement addresses this issue, it will supersede this policy for those covered employees. In such cases, the board
policy should be amended to state, “Please refer to the applicable collective bargaining agreement.” For employees whosc
collective bareaining avreement does nol address this subjecl-seeovéred, the policy should reflect the board’s current
practice,-Dutrfreertime-tr-used-to-pravides distrietwith-discretion-sbout-whetherprepamtion-tine—ele—inmy-be-used:

Consult the board attorney about this subhead. It is an item on which collective bargaining may be required. Any policy
that impacts wages. hours, or terms and conditions of employment, is subjeet to collective bargaining upon request by the
employee representative, even if the policy involves an inherent managerial right. Amend the language to reflect what is
recommended by the board attorney.

Ihe Sehool Code permits bargaining representutives i icel with employees during dun=free time upon potice to (he
sehool office. The 111, Educational Labor Relations Acl, gmended by AL 101-620, expanded thie riohts ol aceess by
baredining representatives fo glso include meetine with emplovees during (he emplovee work day if the meeting: (1) 18 10
investieate and discuss vrievances ind workplace-related complaints (no time limit is specitied) or (2) is with a newly hired
emplovee within the first two wieeks of employment (or on a laler date iF mutually apreed upon by the emplovee nnd

bareainine. representative) for one hour or less. [n those cireumstances, the district may_not dock employee pay or charge

leave time. 115 TLCS 8/3(e). However, the aecess must be Sreasonable= and “shall at gl times Be conducted in a manner so

a5 not o impede pormal operations.” 1d. Consult the board attomey lor puidunce regarding specilic requests and whether, il

sranted, (hey would impede normal operidions. e.g., Tequests for aecess 10 stafl while they gre performing instruelional or

supervisory duties. Determinipe whether pormil operations are impeded will likely depend upon the position and duties of

the emplovee In the district.

19 1d.
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Procedures to Deny Future Admission to School Events or Meetings

Before any person may be denied admission to school events or meetings as provided in this policy,
the person has a right to a hearing before the Board. The Superintendent may refuse the person
admission pending such hearing. The Superintendent or designee must provide the person with a
hearing notice, delivered or sent by certified mail with return receipt requested, at least ten days
before the Board hearing date. The hearing notice must contain: 21

1. The date, time, and place of the Board hearing;

2. A description of the prohibited conduct;

3. The proposed time period that admission to school events will be denied; and
4

Instructions on how to waive a hearing, 22

The footnotes are not intended to be part of the adopted policy: they should be removed before the policy is adopted.

20 See Nuding v. Cerro Gordo Eemmunit-Comm. Unit Seheol-Scli, Dist,, 313 11 App.3d 344 (4th Dist. 2000) (board
was authorized to ban parent from attending all school events and extracurricular activities by 105 ILCS 5/24-24; the ban
was based on the parent’s exposing a toy gun and a pocketknife at a board meeting); Jordan ex rel. Edwards v. O'Fallon Tp.
High Seheel-Sch. Dist., 302 Il App.3d 1070 (5th Dist. 1999) (105 ILCS 5/24-24 did not give a high school athlete the right,
under the due process clause, to a notice and hearing before he could be suspended from participating in interscholastic
athletics; the statute expands the schools’ authority to ban people from attending school events for breaching conduct and
sportsmanship code).

21 [d. For ease of administration, this text is broader than 105 ILCS 5/24-24, requiring a hearing for both school events
and meetings. The court in Nuding (see f/n 20, above) did not specifically answer whether a board meeting qualified as a
school event under 105 ILCS 5/24-24, but upheld the board’s right to enforce conduct rules at its meetings under 105 ILCS
5/10-20.5.

For boards that wish to narrow the policy text to mirror 105 ILCS 5/24-24, delete the following text from the subhead
and the first sentence of the policy:

Procedures to Deny Future Admission to School Events-es-Mestings
Before any person may be denied admission to school events ermeetings as provided in this policy, the person has a
right to a hearing before the Board.

Consult the board attorney before deleting the above text, especially if the board has put the current text into practice and
now plans to narrow it. This issue involves a balancing of a board’s interest in the orderly transaction of its public business
and the efficiency of its meetings against an individual’s: (a) statutory rights attend meetings and/or comment to and ask
questions of the board (105 ILCS 5/10-16 and 5 ILCS 120/2.06(g)) and (b) constitutional freedoms and rights of speech, the
press, assembly, and to petition the government (U.S. Constitution, First Amendment and Ill. Constitution, Art. I, §§ 1, 2, 4,
and 5).

If a violator is a student, the hearing should be held in a closed meeting. 5 ILCS 120/2(c)(9).

If, however, the violator is not a student, the hearing must be held in an open session.

22 The hearing requirement is for the violator’s benefit and, consequently, the violator should be able to waive it.
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LEGAL REF.:

CROSS REF.:

8:30

Nuding v. Cerro Gordo Community Unit School Dist., 313 11 App.3d 344 (4th
Dist. 2000).

20 U.S.C. §7181 et seq., Pro-Children Act of 1994,

105 ILCS 5/10-20.5b, 5/22-33-5/24-24, 5/24-25, and 5/27-23.7(a).

115 TLES 5/3(¢). NL Educational Labor Relations Act.

410 ILCS 130/, Compassionate Use of Medical Cannabis Program Act.

430 ILCS 66/, Firearm Concealed Carry Act.

410 ILCS 705/, Cannabis Tax and Regulation Act.

720 ILCS 5/11-9.3,

4:170 (Safety), 5:50 (Drug- and Alcohol-Free Workplace; E-Cigarette, Tobacco,
and Cannabis Prohibition), 6:120 (Education of Children with Disabilities), 6:250
(Community Resource Persons and Volunteers), 7:190 (Student Behavior), 7:270
(Administering Medicines to Students), 8:20 (Community Use of School
Facilities)
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Attgtst 2045 March 2020 8:30-E1

Community Relations

Exhibit - Letter to Parent Regarding Visits to School by Child Sex Offenders

Date:

Dear Parent/Guardian:

Student’s Name (Please print) School

Fhe-puppase-sithislettor—bto-helpthe sehooland-Pistrict-comphbowith-the-State law placesing
restrictions on child sex offenders’ access to school property. See €720 ILCS 5/11-9.3). ltStatetaw
prohibits a child sex offender from knowingly being present on school property or loitering within
500 feet of school property when persons under the age of 18 are present, unless the offender: (1) is a
parent/guardian of a student and the parent/guardian is: (a) attending a conference at the school with
school personnel to discuss the progress of his or her child academically or socially, (b) participating
in child review conferences in which evaluation and placement decisions may be made with respect to
his or her child regarding special education services, or (¢) attending conferences to discuss other
student issues concerning his or her child such as retention and promotion and notifies the Building
Principal of his or her presence at the school; or (2) has permission to be present from the
Superintendent or the School Board_and the Superintendent or Board President have informed the
Building Principal. A child sex offender present on school property must remain under the direct
supervision of a school official. A child sex offender who violates these provisions of the law is guilty
of a Class 4 felony.

Instructions for Child Sex Offenders

To lawfully visit school property, a child sex offender must complete 8:30-E2, Child Sex Offender’s
Request for Permission to Visit School Property.—Fhis—torm-must-be-completed for each visit to
school property.

Sincerely,

School Administrator
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Ausust2045March 2020 8:30-E2

Community Relations

Exhibit - Child Sex Offender’s Request for Permission to Visit School Property

If you are a child sex offender, you must complete this form to lawfully visit school property
whenever students are present. After a decision is made esneerringyvourrequest—whether to grant or
deny vour request for permission to visit, a copy will be returned to you. This information will be
kept in the District’s main office as well as in the Building Principal’s office where you are seeking
permission to visit.

Name (Please print) Address
Signature Date
School (Visit Location) Date of Visit

Complete the following if you are a parent/guardian of a student attending the above listed school.

I request permission to visit the school for the following reason(s):

[] To attend a conference with school personnel to discuss the academic or social progress of
my child.

[] To participate in my child’s review conference in which evaluation and placement decisions
may be made with respect to my child regarding special education services.

[] To attend a conference to discuss other student issues concerning my child such as retention
and promotion.

(] Other (Please be specific):

Complete the following if you are not a parent/guardian of a student who attends the school you are
requesting to visit.
(] 1request permission to visit the school for the following reason(s) (Please be specific).

The following is to be completed by District personnel only:
[] Permission Granted (] Permission Denied

Date Signature (Superintendent, Designee, or Board President)

Visit Supervision (To be completed by the staff member supervising the child sex offender)
Supervisor’s Name (Please print)
Visitor’s Time In Visitor’s Time Out

Date Supervisor’s Signature
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Community Relations

Gifts to the District 1

The School Board appreciates gifts from any education foundation, 2 other entities, or individuals. All
gifts must adhere to each of the following;:

1. Be accepted by the Board or, if less than $500.00 in value, the Superintendent or designee.3
Individuals should obtain a pre-acceptance commitment before identifying the District, any
school, or school program or activity as a beneficiary in any fundraising attempt, including
without limitation, any Internet fundraising attempt, 4

2. Be given without a stated purpose or with a purpose deemed by the party with authority to
accept the gift to be compatible with the Board’s educational objectives and policies.

3. Be consistent with the District’s mandate to provide equal educational and extracurricular
opportunities to all students in the District as provided in Board policy 7:10, Equal
Educational Opportunities. State and federal laws require the District to provide equal
treatment for members of both sexes to educational programing. extracurricular activities,
and athleties. This includes the distribution of athletic benefits and opportunities. 5

4. Permit the District to maintain resource equity among its learning centers. 6

5. Be viewpoint neutral. The Supetintendent or designee shall manage a process for the review
and approval of donations involving the incorporation of messages into or placing messages
upon school property. 7

I'he footnotes are not infended to be part of the adopted policy: they'should be removed belore the policy is adopted.

I State and federal law control this policy’s content. 105 ILCS 5/16- 1 grants authority to school boards to accept and
manage gifls. Specifying the criteria for gifls in the board policy provides important information (o potential donors and
promotes a common understanding, uniform treatment, and adherence to legal requirements, Fhestatute-providesthut aA ny
gifl to a school district or attendance center becomes the-district property to be “held, managed, improved, invested or
disposed of by such board in such manner as the board, in its discretion, sees fit...-.” 1d. Aceording-to-thisstatute—wWhen a
donor expresses an intention that a gift be used for a certain purpose, the board must “promote and carry into effect” that
intention until the “board determines in its discretion that it is no longer possible, practical or prudent to do so." [d.

2 An education foundation can be an effective tool for collecting and donating financial and non-financial resources to
a school district. An education foundation is a separate entity from the school district. In order to be exempt from federal
income taxes and allow donors to deduct their donations, it must be organized as a tax-exempt organization, such as, under
Section 501(c)(3) of the Internal Revenue Code.

3 The board may remove or amend t-any—waythe value of a gift that the superintendent or designee is permitted to
accept.

4 Well-intentioned people can raise funds in a variety of ways, e.g.. putting donation jars in retail establishments, 50/50
drawings, and websites designed for fundraising like GolrundMe. Addressing fundraising by individuals in policy allows the
board to manage donations and minimize liability in & manner consistent with its policies and legal requirements.

520 U.S.C. §1681 et seq., Title IX of the Education Amendments. implemented by 34 C.F.R, Part 106: 23
L. Admin.Cade §200.40. See 7ire [\ Resouree Guide, | thre-Apr 2045 Tite IX Resource Guide—LL S Depastimentof
Bdueationmadthel LS, Depl. ol Education Office for Civil Rights (April 2015). at:-www.ed-sovioer
wiww2ed.gov/aboul/o fices/list/oer/does/del-til le-ix-coordinators-suide-201504.pdf,

6 See policy 6:210, Instructional Materials.
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6. Comply with all laws applicable to the District including, without limitation, the Americans
with Disabilities Act, the Prevailing Wage Act, the Health/Life Safety Code for Public
Schools, and all applicable procurement and bidding requirements.

The District will provide equal treatment to all individuals and entities seeking to donate money or a
gift. Upon acceptance, all gifts become the District’s property. The acceptance of a gift is not an
endorsement by the Board, District, or school of any product, service, activity, or program. The
method of recognition is determined by the party accepting the gift. 8

LEGAL REF.: 20 U.S.C. §1681 et seq., Title IX of the Education Amendments implemented by
34 C.F.R. Part 106.
105 ILCS 5/16-1.
23 Ill.Admin.Code §200.40.

CROSS REF.: 4:60 (Purchases and Contracts), 4:150 (Facility Management and Building
Programs), 6:10 (Educational Philosophy and Objectives), 6:210 (Instructional
Materials), 7:10 (Equal Educational Opportunities)

The footnotes are not intended to be part of the adopted policy; they should be removed before the policy is adopted.

7 The U.S. Constitution’s Free Speech, Establishment, and Equal Protection Clauses may be triggered when a donation
comes with a message. Contact the board attorney for assistance. The second sentence is optional. Soliciting or receiving
donor messages raises many complex legal and practical issues. As a general rule, school officials can avoid constitutional
issues by reviewing donor messages according to uniform rules that do not discriminate against groups or individuals on the
basis of their viewpoints. For more detailed explanations of viewpoint-neutrality and forum issues, see f/n 1 in policy 8:20,
Community Use of School Facilities, and fin 1 in policy 8:25, Advertising and Distributing Materials in Schools Provided by
Non-School Related Entities.

A publicized procedure for reviewing donor messages according to pre-established viewpoint-neutral guidelines may
limit misunderstandings or disputes with donors or other members of the public. Each board may want to discuss with the
superintendent what expectations exist based upon the scope and scale of the donor message project, so that the
superintendent can manage the expectations in the procedure. Consult the board attorney to assist with this process. Lastly,
posting disclaimers informing members of the public that the donor messages incorporated into school property or placed
upon school property are the personal expressions of individual donors and not the district’s may avoid Establishment
Clause arguments. For a more detailed discussion of the issues pertaining to excluding donor messages on school property
and implementing procedures to review donor messages, see f/n 5 in policy 7:325, Student Fundraising Activities.

8 Examples of ways to recognize a gift include a letter of appreciation, mentioning the gift on the district or school
website or publication, a shout-out at a public event, and a recognition plaque.
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Community Relations

Public Suggestions and Concerns

The School Board is interested in receiving suggestions and concerns from members of the
community. Any individual may make a suggestion or express a concern &by contacting any District
or School office. Community members who e-mail the District or any District employvee or board
member are expected to abide by the standards in Board policy 6:235, dccess (o Electronic Networks,
and should. to the extent possible. limit their communications to relevant individuals.1 _All
suggestions and/or concerns will be referred to the appropriate level staff member or District
administrator who is most able to respond in a timely manner. Each concern or suggestion shall be

considered on its merit.

An individual who is not satisfied may file a grievance under Board policy 2:260, Uniform Grievance
Procedure. The Board encourages, but does not require, individuals to follow the channels of
authority prior to filing a grievance. Neither this policy nor the Uniform Grievance Procedure create
an independent right to & hearing before the Board.

LEGAL REF.: = 115 1LCS 5/14(¢=8). lll. Educational Labor Relations Act.

CROSS REF.: 2:140 (Communhications To and From the Board), 2:230 (Public Participation at
School Board Megtings and Petitions to the Board) 2:260 (Uniform Grievance
Procedure), 3:30 (Chain of Command), 6:235 (Access to Electronic Networks).
6:260 (Complaints About Curriculum, Instructlonal Materials and Programs),
8:10 (Connection with the Community)

The footnotes are not intended to be part of the adopted policy; they should be removed before the policy is adopted.

1 The 1L Educatiopal Labor Relations Aet feguires émplovers to establish email policies in an ellort o prohibit the use
of its email system by outside sources. 115 1LCS 5/14c-5). added by PA. 101-620. Policy 0:235. Adccess to Llectrani
Netwarks, stajes that the district’s network, which includes its email system, is net g public lorum lor general use, Purther

wareh or for legitimate
10l discussion, Including this

peceplable uses ol the network by iy purty are limited (o uses in support of education an

school business purposes. See policy !g_,_,.__:___.__.h cess do Blectronte Networks, al Tn 6 for addits

statement also discouraves sehool community members from engaging in the disriptive practice ol inuss ¢ ing distriel stall’
who have no involvement in a particular issue.
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5:330 Sick Days, Vacation, Holidays, and Leaves

The following chart summarizes the benefits for educational support personnel: (effective July 1, 2019)

Benefit 12-month support staff Lesrﬁgr]]?ﬁ 12
support staff
IMRF — employer rate set by [*Employee pays 4.5% S
IMRF ame
*Employer pays 10.14%
*Current employer rate
as of 06-15-15
[Board-paid Single Insurance *The amount of the Board
(C:Me?l%altgndtDig?IIB) or contribution shall be equal to 90% of N/A
Ar?rquriltyu lonto the monthly premium for single
(employee only) coverage. 12-
month staff selecting dependent
coverage may apply this same
dollar amount toward their
respective premiums. The District
will self- fund $150 of the deductible
and/or co-pay on the insurance
coverage for the employee or
covered family member. 12-month
staff who opt not to participate in the
medical insurance plan will be
granted $100 per month toward a
hospital indemnity premium and/or
annuity.
Life Insurance / Accidental
Death $15,000 N/A
Sick Days 13 days per year / accumulate per 10 days per year
*N/A for 8-week summer]IMRF rule {ﬁg&umlulate per
employees rule
Personal Leave 2 per year 1 per year
Bereavement Leave 3 per year IN/A
Vacation Days — begins at L
start of year 2 of employment Beginning of year 2 —(10 days) N/A
Beginning of year 11 — (15 days)
Beginning of year 21 - (20 days)
[Holidays with pay unless o July4
waived in school calendaror | e  Labor Day
indicated otherwise e  Columbus Day
[Holidays identified in policy | ° \n/q%tferz”tg (?aayégf”g’gved’
5:330 for 12 month employees Thanks iviny)
that occur on a Saturday or Thank gving D
Sunday will receive the day | © A an ég'v.l'_?]g kay. .
prior (Friday) or the day ® ay after | hanksgiving
following (Monday) as a paid | ¢  Christmas Eve
day off. o (,\Zlhns:(masy DEy
o ew Year's Eve
[Holidays that are waived inthe] e  New Year's Day
calendar with school or a e Martin Luther King Day N/A
teacher institute being heldwilll e  Lincoln’s Birthday (If waived,
be handled as follows: moved to President’s Day)

, e Casimir Pulaski Day - (if
ch\)/\\llzgfsgc};;hp\r/iitret?n s Day waived, moved to Good Friday)
Thanksgiving off with pay. *  Memorial Day
February 12th Lincoln’s
|Birthday — President’s day off
with pay.

Casmir Pulaski Day — Good
Friday off with pay.

Sick and Bereavement Leave

129
Sick leave is defined in State law as personal iliness, quarantine at home, serious illness or death in the immediate family or household, or
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As a condition for paying sick leave after 3 days absence for personal iliness or 30 days for birth or as the Board or Superintendent deem
necessary in other cases, the Board or Superintendent may require that the staff member provide a certificate from: (1) a physician
licensed in lllinois to practice medicine and surgery in all its branches, (2) a chiropractic physician licensed under the Medical Practice
Act, (3) an advanced practice nurse who has a written collaborative agreement with a collaborating physician that authorizes the advanced
practice nurse to perform health examinations, (4) a physician assistant who has been delegated the authority to perform health
examinations by his or her supervising physician, or (5) if the treatment is by prayer or spiritual means, a spiritual adviser or practitioner of
the employee’s faith. If the Board or Superintendent requires a certificate during a leave of less than 3 days for personal illness, the District
shall pay the expenses incurred by the employee.

The use of paid sick leave for adoption or placement for adoption is limited to 30 days unless a longer leave is provided in an applicable
collective bargaining agreement. The Superintendent may require that the employee provide evidence that the formal adoption process is
underway.

Vacation

Vacation days earned in one fiscal year must be used by the end of the following fiscal year; they do not accumulate. Employees resigning
or whose employment is terminated are entitled to the monetary equivalent of all earned vacation.

Holiday
A holiday will not cause a deduction from an employee’s time or compensation. The District may require educational support personnel to
work on a school holiday during an emergency or for the continued operation and maintenance of facilities or property.

Personal Leave
The use of a personal day is subject to the following conditions:

1. Exceptin cases of emergency or unavoidable situations, a personal leave request should be submitted to the Principal 3 days
before the requested date.

No personal leave day may be used immediately before orimmediately after a holiday, or during the first and/or last 5 days of the
school year, unless the Superintendent grants priorapproval.

Personal leave may not be used inincrements of less than one-half day.

Personal leave is subject to any necessary replacement’s availability.

Personal leave may not be used on an in-service training day and/or institute training days.

Personal leave may not be used when the employee’s absence would create an undue hardship..

n
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Leave to Serve as a Trustee of the lllinois Municipal Retirement Fund

Upon request, the Board will grant 20 days of paid leave of absence per year to a trustee of the lllinois Municipal Retirement Fund in
accordance with 105 ILCS5/24-6.3.

Other Leaves

Educational support personnel receive the following leaves on the same terms and conditions granted professional personnel in Board
policy 5:250, Leaves of Absence:

1. Leaves for Service in the Military and General Assembly.
2. School Visitation Leave.

3. Leaves for Victims of Domestic or Sexual Violence.

4. Child Bereavement Leave.

5. Leave to serve as an election judge

Contractual Control

Each of the provisions in this policy applies to all educational support personnel to the extent that it does not conflict with an applicable
collective bargaining agreement or individual employment contract or benefit plan; in the event of a conflict, such provision is severable
and the applicable bargaining agreement or individual agreement will control.

LEGAL REF.

20 ILCS 1805/30.1 et seq.

105 ILCS 5/10-20.7b;-5/24-2, and 5/24-6.

820 ILCS 147 and 180/.

820 ILCS 154/.

School Dist 151 v. ISBE, 154 Ill.App.3d 375 (1st Dist. 1987); Elder v. Sch. Dist. No.127 1/2, 60 Ill.App.2d 56 (1st Dist. 1965).

CROSS REF.: 5:180 (Temporary liness or Temporary Incapacity), 5:185 (Family and Medical Leave), 5:250 (Professional Personnel
- Leaves of Absence)

ADOPTED: June 24, 2019

Rankin School District #98
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5:330 Sick Days, Vacation, Holidays, and Leaves

The following chart summarizes the benefits for educational support personnel: (effective-July-1,-2019

(effective July 1, 2020)
Benefit 12-month support staff Lesrﬁ‘éﬁ?ﬁ 12
support staff
IMRF — employer rate set by [*Employee pays 4.5%
IMRF Same
*Employer pays 10.14%
*Current employer rate
as of 06-15-15
[Board-paid Single Insurance l«the amount of the Board
(C'vcl)i?rliﬁtﬁ)r:\dtoDiB?g or contribution shall be equal to 90% of N/A
Annuity the monthly premium for single
(employee only) coverage. 12-
month staff selecting dependent
coverage may apply this same
dollar amount toward their
respective premiums. The District
will self- fund $150 of the deductible
and/or co-pay on the insurance
coverage for the employee or
covered family member. 12-month
staff who opt not to participate in the
medical insurance plan will be
granted $100 per month toward a
hospital indemnity premium and/or
annuity.
Life Insurance / Accidental
Death $15,000 N/A
Sick Days
y 13 days per year / accumulate per /10 days ;lnetr year
*N/A for 8-week summer]IMRF rule ”\z/algl::umlu ate per
employees rule
Personal Leave 2 per year 1 per year
Bereavement Leave 3 per year [NZA'2 per year
\s/tz(r)tag? ;eg%sof gﬁ%ﬂiﬁem Beginning of year 2 —(10 days) N/A
Beginning of year 11 — (15 days)
Beginning of year 21 - (20 days)
|Holidays with pay unless o July4
waived in school calendaror | e  Labor Day
indicated otherwise e Columbus Day
[Holidays identified in policy | ° \rgf)tfer(aj”tj Eaayégfg’féved’
5:330 for 12-month employees| > day
Thanksgiving)
that occur on a Saturday or Thanksaiving D
Sunday will receive the day | °© anksgiving bay -
prior (Friday) or the day ® Day after Thanksgiving
following (Monday) as a paid | ¢  Christmas Eve
day off. o Christmas Day
e New Year's Eve
[Holidays that are waived inthe] o  New Year's Day
calendar with school or a e Martin Luther King Day N/A
teacher institute being heldwilll e  Lincoln’s Birthday (If waived,
be handled as follows: moved to President's Day)
e Casimir Pulaski Day — (if
|November 11th Veteran’s Day| waived. moved to Cg/ooé Friday)
— Wednesday prior to e Memorial Day
Thanksgiving off with pay.
February 12th Lincoln’s
[Birthday — President’s day off
with pay.
Casmir Pulaski Day — Good
Friday off with pay.

Sick and Bereavement Leave

Sick leave is defined in State law as personal iliness, quarantine at home, serious illness or death in the immediate family or household, or
birth, adoption, or placement for adoption. The Superintendent and/or designee shall monitor the use of sick leave.
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As a condition for paying sick leave after 3 days absence for personal iliness or 30 days for birth or as the Board or Superintendent deem
necessary in other cases, the Board or Superintendent may require that the staff member provide a certificate from: (1) a physician
licensed in lllinois to practice medicine and surgery in aII |ts branches (2)a chlropractrc physrcran Ircensed under the Medrcal Practrce
Act, (3) an licensedadvanced practice nurse w ! i

(4) a l/censed physrcran assrstant who has been delegated the authonty to
perform health examinations by his or her supervising physrcran or (5) if the treatment is by prayer or spiritual means, a spiritual adviser or
practitioner of the employee’s faith. If the Board or Superintendent requires a certificate during a leave of less than 3 days for personal
illness, the District shall pay the expenses incurred by the employee.

The use of paid sick leave for adoption or placement for adoption is limited to 30 days unless a longer leave is provided in an applicable
collective bargaining agreement. The Superintendent may require that the employee provide evidence that the formal adoption process is
underway.

Vacation

Vacation days earned in one fiscal year are prorated accordingly and must be used by-the-end-efthe-following each fiscal year; they do not
accumulate. Employees resigning or whose employment is terminated are entitled to the monetary equivalent of all earned vacation.

Holiday
A holiday will not cause a deduction from an employee’s time or compensation. The District may require educational support personnel to
work on a school holiday during an emergency or for the continued operation and maintenance of facilities or property.

Personal Leave
The use of a personal day is subject to the following conditions:

1. Exceptin cases of emergency or unavoidable situations, a personal leave request should be submitted to the Principal 3 days
before the requested date.

No personal leave day may be used immediately before orimmediately after a holiday, or during the first and/or last 5 days of the
school year, unless the Superintendent grants priorapproval.

Personal leave may not be used inincrements of less than one-half day.

Personal leave is subject to any necessary replacement’s availability.

Personal leave may not be used on an in-service training day and/or institute training days.

Personal leave may not be used when the employee’s absence would create an undue hardship..

r
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Leave to Serve as a Trustee of the lllinois Municipal Retirement Fund

Upon request, the Board will grant 20 days of paid leave of absence per year to a trustee of the lllinois Municipal Retirement Fund in
accordance with 105 ILCS5/24-6.3.

Other Leaves

Educational support personnel receive the following leaves on the same terms and conditions granted professional personnel in Board
policy 5:250, Leaves of Absence:

1. Leaves for Service in the Military and General Assembly.

2. School Visitation Leave.

3. Leaves for Victims of Domestic er-Sexual Violence, Sexual Violence, or Gender Violence.
4. Child Bereavement Leave.

5. Leave to serve as an election judge

Contractual Control

Each of the provisions in this policy applies to all educational support personnel to the extent that it does not conflict with an applicable
collective bargaining agreement or individual employment contract or benefit plan; in the event of a conflict, such provision is severable
and the applicable bargaining agreement or individual agreement will control.

LEGAL REF.

20 ILCS 1805/30.1 et seq.

105 ILCS 5/10-20.7b;-5/24-2, and 5/24-6.

820 ILCS 147 and 180/.

820 ILCS 154/.

School Dist 151 v. ISBE, 154 |ll.App.3d 375 (1st Dist. 1987); Elder v. Sch. Dist. N0.127 1/2, 60 Ill.App.2d 56 (1st Dist. 1965).

CROSS REF.: 5:180 (Temporary liness or Temporary Incapacity), 5:185 (Family and Medical Leave), 5:250 (Professional Personnel
- Leaves of Absence)

ADOPTED: Jure-242049TBD
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Rankin School District #98
Strategic Plan — Action Template

Area/Goals

Action Plans

Party Responsible

Timeline/Notes

Student Achievement/Curriculum
Utilize STAR universal screening data
to develop individualized scaled
reading and mathematics yearly growth
goals

*Analyze, review, and update the scope
and sequence of the English Language
Arts curriculum

*Analyze, coordinate, and incorporate
online curriculum resources into the
mainstream educational program.

* Grade level teachers will analyze data
and develop individualized scaled
reading and mathematics yearly growth
goals

* A staff team will meet periodically
throughout the year to analyze, review,
and update the scope and sequence of the
English Language Arts curriculum.

« All staff will review existing online
curriculum resources and analyze
potential new resources. Principal will
create a master list of resources.

* All Teachers
« Rtl Staff
* Administration

* ELA Staff Team

* Teachers

* Curriculum Coordinator
* Administration

* All Staff
* Curriculum Coordinator
* Administration

* December 15" of each school year
» Completed each year

< June 15, 2020

« Significant progress (K-5 curriculum
has been purchased and curriculum
implementation is in progress)

¢ June 15, 2019
» Completed, the process of updating is
ongoing

Programs and Services
*Determine viability of an on
campus pre-school program

« Superintendent will contact ISBE for
guidance on regulations related to a pre-
school program. Superintendent will
explore any available grants to assist
with funding. Finance Committee will
meet to review all information related to
a new pre-school program.

* Superintendent
* Finance Committee
* Board of Education

e June 1, 2020
» Completed, viability of a program
was not high for the District.

Finance

*Maintain fiscal responsibility
while identifying and developing
long-term financial goals

* Yearly and monthly budgets will be
prepared, presented, and analyzed. The
Finance Committee will meet to develop
recommendations for long-term financial
goals.

» Bookkeeper

* Superintendent

« Finance Committee
* Board of Education

e June 15,2019

» Completed (Be a fiscally responsible
school district while maintaining a
balanced budget and consider
allocating reserve funds in alignment
with the priorities of the Master Capital
Improvement Plan)

Eacilities
*Develop a strategic maintenance
Plan

*Develop a master capital
improvement plan for facilities

« Superintendent will work with Director
of Maintenance to develop a detailed
inventory of the mechanical units. The
Director of Maintenance and Mechanical
Inc. will document current preventative
maintenance strategies and techniques.
Building and Grounds Committee will
meet and develop plan.

* A survey will be administered to staff
and parents regarding facilities. Building
and Grounds Committee will review
survey results and identify short-term
and long-term priorities and facility
goals.

* Director of Maintenance

* Custodial Team

* Mechanical Inc.

* Administration

* Building and Grounds
Committee

* Board of Education

* All Staff

» Community Members

* Director of Maintenance

* Building and Grounds
Committee

* Board of Education

+June 1, 2019
» Completed, process is ongoing

< June 1, 2020
« Internal plan completed, seeking
professional plan)

District/Community Relations
eIdentify and solicit resources to
enhance educational opportunities for
our students

*Utilize enterprise technology
programs to enhance communication
with the entire school community

*Administration will actively promote
this goal. Principal will create a
Symbaloo of available resources and a
tracking system for resources utilized by
the District.

* Superintendent will create an online
monthly video update. Research will
occur to identify additional
communication strategies and programs
available to the District. The
Technology Committee will meet to
develop recommendations for enhancing
communications.

* All Staff
* Curriculum Coordinator
» Administration

* Administration
* Technology Committee
* Board of Education

«June 1, 2019
» Completed, update process is ongoing

+ June 1, 2019

« Significant progress (launched
monthly Superintendent video,
Facebook Live, and District App)

Updated 4/28/20
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RANKIN
REBELS

Student Achievement & Curriculum:

“Our School is a Great Place to Learn!”

Utilize STAR universal screening data to develop individualized
scaled reading and mathematics yearly growth goals

Analyze, coordinate, and incorporate online curriculum
resources into the mainstream educational program

Finance:
Maintain fiscal responsibility while identifying and
developing long-term financial goals

Facilities:
Develop a strategic maintenance plan

District/Community Relations:
Identify and solicit resources to enhance
educational opportunities for our students

Utilize enterprise technology programs to enhance
communication with the entire school community

REBEL MissSion: Empowering all students to reach their maximum potential and
hecome productive, respectiul, responsible and well-rounded citizens

REBEL Vision: Building the foundation of the future by engaging youth through
rigorous and diverse educational opportunities
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