Committee of the Whole Meeting
Tuesday, October 8, 2024 7:00 PM
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Diamond Lake School Sparkle Center
25807 Diamond Lake Road
Mundelein, IL 60060

Call to Order / Roll Call

Pledge of Allegiance

Public Comments (Agenda Items Only)

Presentations

IV.A.  "Service" Spotlight(s)

IV.B. D120 Referendum Presentation

Business Agenda

V.A.  Administrative: Review Omnibus Vote Agenda REVIEW

V.B. Administrative: Approve 2024-25 Goals and Priorities ACTION

V.C.  Administrative: Approval of District 76 Teachers Association Collective
Bargaining Agreement ACTION

V.D.  Administrative: First Reading of Press Plus Issue 115 REVIEW

Board Discussion

Freedom of Information Requests (1)

Notices and Communications

VIII.A. D76 Highlights:

Public Comments and Petitions (Non-Agenda Items)

Others

Executive Session:

1. The appointment, employment, compensation, discipline, performance, or
dismissal of specific employees of the District or legal counsel for the
District, including hearing testimony on a complaint lodged against an
employee or against legal counsel for the District to determine its
validity. 5 ILCS 120/2(c)(1).

Adjournment



MUNDELEIN HIGH SCHOOL

D120 Referendum Presentation

October 8, 2024



What is needed; Why it’s needed

> District 120 seeks to address high-priority capital facility needs.
> The 63-year-old building was designed to last 50-75 years.

> Addressing Priorities: Aging Infrastructure; Health, Safety and
Security issues; Classrooms and Instructional Spaces; and Career
& Technical Education Space.
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> MHS was designed for 1,500 students. Current enrollment is 2,229. |, =& o |
Common areas have not changed to accommodate the growth. i%ji i H’_‘:._,g PEET
| s ._.}_..i I- 1 O
> The Board listened to our community and reduced the proposal by |- - d

$25 m. and 36,000 sq. ft. less of new construction.



The Priorities

Aging Infrastructure
> Much of the building’s original infrastructure, including mechanical,

electrical and plumbing systems, has reached the end of its useful life.
> Costly and disruptive emergency repairs are increasing. Regular repair of
outdated systems is costly and time-consuming.
> Replacing outdated systems would improve energy efficiency.

Health, Safety and Security
> Building improvements include updating fire safety systems.
> Upgrading the cafeteria and servery to alleviate health and safety issues.
> The 63-year-old gym does not seat the entire student body, has
accessibility issues, and is not air-conditioned.




The Priorities

Classrooms and Instructional Space
> Eight additional classrooms would address the growing enrollment.

> Band and music classrooms have a capacity for just 80 students, but
there are more than 240 students in the program.

> A new multi-purpose fieldhouse would provide space for PE, athletics,
assemblies, competitions, events, performances, practices, and more.

Career & Technical Education Space
> Currently engineering programming is not fully taught due to the lack of
space for the necessary machines.

>> Manufacturing and Building Trades jobs are in high demand, but MHS has
no room for the equipment to offer the right types of classes.




Benefits for MHS

> Extending the useful life of existing facilities

> Reducing costly and disruptive emergency repairs

> Enhancing health, wellness and safety

> Expanding and enhancing CTE programming

> Addressing overcrowding issues and scheduling conflicts

> Attracting and retaining quality teachers and staff




Improvement Plan Overview - Main Building




Improvement Plan Overview - Village Green
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Comparison Impact on Tax Bill

Tax Investment Comparison

April 2023 Referendum ~ Nov 2024 Referendum

%175 million

20-year bond term

April 2023 Referendum

About

40% less

$272/yr
reduction

$149.5 million

30-year bond term

Nov 2024 Referendum

* Estimates based on the Fair Market Value of a $300,000 home




Percentage Breakdown of Estimated Costs

Mundelein High School

Percentage Breakdown of Total Estimated
Cost of Proposed Improvements

Safety and Security -

Secure Entrances s

Access Control «

Campus Fire Lane s

Sao Cameras s

Improved Sightlines ulation s
Fire Pratection s

10% _— Infrastructure/Other

= Mechanical

= Electrical

= Plurmbing

= Energy EMiciency

= Roafing

= HWVAC LI Quality

.ode Compliance

= Site Improverments

= Kitchen/Cafeteria

= Site/Field Improvements

Academic/Learning/Wellness ~—/
Additional Clagsrooms «
Career & Technical Education Proposed Referendurn: 149,500,000
Libsra tedia Centar « Non-Referendurmn Dollars:  $50.000.000
| Education « Total Project Cost $199,500,000

Physical Education/Student Wellne:
Pert Irvg Arts/Fine Arts

Breakout/Caollaboration Spaces «

Student SUpport SErvices «
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= FAQs
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=
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:-: Bullding History and Conditi
. ;‘ Proposad Improvements that are Part of the Down-sized Proposal L
Pl Changes Made to the Original Referendum Proposal 5
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Career & Technical Education Benefits "
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Village CGreen Property *
A

* Focused on a Strong
Future
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* The Why and the What

* Anticipated Benefits

* FAQs
Q: How much does the school district receive annually in developer impact fees?

* Long-Term Facilities
Plan

nd the impact housing developers have

* Financing



Building Tours

Referendum Building Tour:

Thursday, Oct. 10
/-8 p.m. Mundelein High School



Questions

For information, visit:
www.d120.0rg/2024-proposal/

Have a question? Email:
mhsbuildingplan@d120.org




Diamond Lake
School District 76

Embrace Empower Excel Each Child Each Day

BOARD OF EDUCATION
COMMITTEE OF THE WHOLE MEETING
Tuesday, October 8t, 2024

The resolution is being submitted for approval at the Committee of the Whole Meeting on
Tuesday, October 8th, 2024.

AGENDA ITEM V-A
Administrative: Review Omnibus Vote Agenda REVIEW

Items under the Omnibus Vote Agenda are considered routine and/or non-
controversial and will be approved by one motion. If any one Board member, staff,
administrator, or citizen wishes to have a separate vote on any item or items, that
item or items will be pulled from the Omnibus Vote Agenda and voted on
separately.

BE IT RESOLVED, that the Diamond Lake 76 Board of Education accepts and
approves the Omnibus Vote Agenda, Items A thru D as listed:

A. Approval of Minutes

Business Meeting 09.24.2024
Executive Session 09.24.2024
B. Acceptance of Treasurer’'s Report 09.2024
C. Approval of Payrolls 11.15.2024, 11.30.2024*

D. Approval of Current Bills:

*Pre-approval of Payrolls not to exceed $400,000.00 each.



Diamond Lake
School District 76

Embrace Empower Excel Each Child Each Day

BOARD OF EDUCATION
COMMITTEE OF THE WHOLE MEETING
Tuesday, October 8t, 2024

The resolution is being submitted for approval at the Committee of the Whole Meeting on
Tuesday, October 8th, 2024.

AGENDA ITEM V-B
Administrative: Approve 2024-25 Goals and Priorities ACTION

BE IT RESOLVED, the Diamond Lake School District 76 Board of Education accepts and
approves the 2024-25 Goals and Priorities as presented at the September 24, 2024 Business
Meeting.



Diamond Lake
School District 76

Embrace Empower Excel Each Child Each Day

BOARD OF EDUCATION
COMMITTEE OF THE WHOLE MEETING
Tuesday, October 8t, 2024

The resolution is being submitted for approval at the Committee of the Whole Meeting on
Tuesday, October 8th, 2024.

AGENDA ITEM V-C
Administrative: Approval of District 76 Teachers Association Collective Bargaining
Agreement ACTION

BE IT RESOLVED, the Diamond Lake School District 76 Board of Education accepts and
approves the 2024-2027 Collective Bargaining Agreement with the District 76 Teachers
Association as presented.



Diamond Lake
School District 76

Embrace Empower Excel Each Child Each Day

BOARD OF EDUCATION
COMMITTEE OF THE WHOLE MEETING
Tuesday, October 8, 2024

The resolution is being submitted for approval at the Committee of the Whole Meeting on
Tuesday, October 8", 2024.

AGENDA ITEM V-D
Administrative: Review PRESS 115 Policies Updates REVIEW

WHEREAS policy creation and updates and changes to adopted policies are provided for
District 76 through the subscription to Policy Reference Educational Subscription Service
(PRESS) from the lllinois Association of School Boards (IASB); and

WHEREAS the Policy Committee reviewed the policies and a First Reading of the policies
was held at the Committee of the Whole Meeting on October 81", 2024.

THEREFORE, BE IT RESOLVED, the Diamond Lake School District 76 Board of
Education moves to approve the policy changes as presented and reviewed in IASB
PRESS Issue 115.



ISSUE 115

June 2024

Update
Memo

Please distribute to board

members and appropriate staff.

Contents

Instructions p-1
PRESS Terminology ................. p-2
PRESS Issue 115 Topic

Bundles p.2
Progress Report ...................... p-4

Revisions to Policies, Administrative
Procedures, and Exhibits (numerical

table)

p-5

Next Issue: Title IX Regulation
Updates

Online Instructions

Please follow these four easy
steps to log in to PRESS:

Go to www.iasb.com and click on the
button on the top navigation.

1. Enter your email address and password.

. Click the

If you do not know your password,
do not create a new account; reset
your password using your district
email address. Use the “forgot
your password?” link. Make sure
to check your spam folder for an
email from info@iasb.com, if you do
not see it in your email inbox.

If you are still having difficulty
logging in, please contact your
District’s Superintendent or Admin-
istrative Assistant to make sure you
are listed as an authorized user on
the District Roster.

If you continue to have difficulty
signing on to www.iasb.com, please
contact Michael Ifkovits at

mifkovits @iasb.com.

button on the
top navigator bar. This will bring you to
your account page

. Under "My Account Links," click

on "PRESS Login."

PRESS

Policy Reference Education Subscription Service

This publication is designed to provide information only and is not a substitute for legal advice from
the Board Attorney. If you have any questions, please contact Issue 115 Lead Debra Jacobson, Assistant
General Counsel and Assistant PRESS Editor, 630/629-3776, ext. 1211, Jeremy Duffy, IASB General
Counsel and PRESS Editor, 630/629-3776, ext. 1226, Maryam Brotine, Assistant General Counsel and
Assistant PRESS Editor, 630/629-3776, ext. 1219.

Please share this PRESS Update Memo with all board

. For answers to com-
members and appropriate staff.

mon questions about
using PRESS, see
&A: Getting the

Most Out of Your
PRESS Subscription,

now available on
IASB’s website.

Two other important components of PRESS may be
viewed and downloaded from PRESS Online: Com-
mittee Worksheets and the updated Policy Reference
Manual (PRM) pages.

The Committee Worksheets, found by selecting a
PRESS Issue at the top of the PRESS Online Table of

Contents, show suggested changes to PRESS materi-
al by striking out deleted words and underscoring new words, a.k.a “tracked
changes.”

Updated PRM pages can be found in the IASB POLICY REFERENCE MANUAL
Table of Contents. For visual instruction about how to download and use PRM
pages to update your policy manual, please go to www.iasb.com/policy/ to view
the PRESS video tutorial located under the header entitled: PRESS — Policy Ref-
erence Education Subscription Service.

PRESS Bundles

Each bundle summarizes the global reasons for changes to all materials that
are listed.

Specific details about how each piece of material changed, e.g., legislation, ad-
ministrative rules, PRESS Advisory Board feedback, quality assurance, five-year
review items, etc., are explained in numerical order in the Revisions to Policies,
Administrative Procedures, and Exhibits table beginning on p. 5.

Please spend time reviewing the PRESS online Committee Worksheets for these
materials, which will provide further, more on-the-spot detailed explanations
in the footnotes, along with added comment boxes by the PRESS Editors when
necessary.

Have feedback on PRESS materials?
Click on the PRESS Feedback Button, located on the header
bar of PRESS Online. For answers to more immediate questions
about PRESS content, please contact a PRESS editor directly.

A policy service from the lllinois Association of School Boards
Copyright © 2024 lllinois Association of School Boards. All Rights Reserved


http://www.iasb.com
mailto:info%40iasb.com?subject=
http://www.iasb.com
mailto:mifkovits@iasb.com
https://www.iasb.com/policy-services-and-school-law/policy-services/
https://www.iasb.com/IASB/media/General/Policy/PRESS_Q-A.pdf
https://www.iasb.com/IASB/media/General/Policy/PRESS_Q-A.pdf
https://www.iasb.com/IASB/media/General/Policy/PRESS_Q-A.pdf

Library Media Resources

The Illinois Secretary of State recently adopted rules to
implement 75 ILCS 10/8.7, added by P.A. 103-100, which
requires boards that want to be eligible for State school
library grant funding to either adopt the American Library
Association’s (ALA) Library Bill of Rights or to develop an
alternative written statement prohibiting the practice of
banning library materials. Sample PRESS policy 6:230,
Library Media Program, was updated in PRESS Issue 113 to
outline these options for boards. With the final regulations
now in place, boards that adopted the alternative written
statement in policy 6:230, Library Media Program, will need
to submit a copy of their policy, along with a copy of the
updated administrative procedure, 6:230-AP, Responding to
Complaints About Library Media Resources, when applying
for the School Library Grant. Districts need to ensure that
their administrative procedure aligns with the option their
board selected in the policy. Boards that previously adopt-
ed the ALA Bill of Rights language in their policy will not
have to submit any such documentation; they will simply
need to certify to the Ill. State Library that they have adopt-
ed the ALA standards in policy.

The following PRESS materials are updated:

6:230, Library Media Program
6:230-AP, Responding to Complaints About Library
Media Resources

Criminal History Record
Information Security

The IlI. State Police (ISP) has started to audit school dis-
tricts” handling of criminal history record information
(CHRI). The U.S. Federal Bureau of Investigation (FBI)
requires all entities that receive CHRI from the FBI, in-
cluding school districts, to implement security procedures
that comply with its Criminal Justice Information Security
(CJIS) Policy. New administrative procedure 5:30-AP4,
Fingerprint-Based Criminal History Record Information Secu-
rity, is created to assist districts with protecting CHRI in
accordance with the CJIS Policy. The ISP is also available to
provide districts with technical assistance in this area.

The following PRESS material is updated or created:

2:250-AP2, Protocols for Record Preservation and Devel-
opment of Retention Schedules

5:30-AP4, Fingerprint-Based Criminal History Record
Information Security - NEW

PRESS Terminology

What are the meanings of the “AP” and “E” after
certain policy numbers?

The PRESS Policy Reference Manual (PRM) is an
encyclopedia of sample board policies, administrative
procedures, and exhibits. They are all in numerical
order for easy reference. PRESS recommends that local
school districts maintain separate board policy and
administrative procedure manuals to help distinguish
for the board, staff, students, parents, and community
members, the distinction between board documents
and staff documents, board work, and staff work.

Policy. The board develops policies with input

from various sources like district administrators, the
board attorney, and PRESS materials. The board then
formally adopts the policies, often after more than one
consideration.

After adoption by the board, each policy should
have an adoption date.

Administrative Procedures. Administrative procedures
are developed by the superintendent, administrators,
and/or other district staff members. The staff develops
the procedures that guide implementation of the
policies. Administrative procedures are not adopted
by the board, which allows the superintendent and
staff the flexibility they need to keep the procedures
current. PRESS sample procedures are numbered to
correspond with the policies that they implement for
easy reference. For example, policy 6:190's related
administrative procedure is 6:190-AP.

Administrative procedures should be dated for
implementation by the administrative staff and
kept separately from the board policy manual.

Exhibits. Both board policies and administrative
procedures may have related exhibits. Exhibits provide
information and forms intended to be helpful to the
understanding or implementation of either a board
policy or administrative procedure, and they do not
require formal board adoption. PRESS sample exhibits
are numbered to correspond to the related board
policy or administrative procedure. For example, Board
Policy 2:70 has a related exhibit numbered 2:70-E.
Administrative procedure 7:340-AP1 has a related
exhibit numbered 7:340-AP1, E.

Exhibits labeled with an “E” may provide
guidance for board work or staff work. Those
providing guidance for board work should be
dated for implementation by the board. Those
providing guidance for the staff should be dated
for implementation by the administrative staff.

Administrative procedures exhibits, always la-
beled with the “AP, E” format should be dated for
implementation by the administrative staff.




Miscellaneous

The following PRESS materials are updated due to legislation,
administrative rule and/or continuous improvement chang-
es, including subscriber feedback. These are also detailed in
the Revisions to Policies, Administrative Procedures, and
Exhibits table in numerical order beginning on p. 5.

The following PRESS materials are updated:

4:80, Accounting and Audits
4:140, Waiver of Student Fees
4:140-AP, Fines, Fees, and Charges — Waiver of Student Fees

PRM Five-Year Reviews

PRESS Editors have a quality assurance goal to ensure that

a review of each piece of the 1500+ page IASB PRESS PRM
occurs once every five years. The PRM contains approximately
474 separate pieces of material, including policies, administra-
tive procedures, and related exhibits. These are also detailed
in the Revisions to Policies, Administrative Procedures, and
Exhibits table in numerical order beginning on p. 5.

The following PRESS materials are updated in response to
five-year reviews:

2:70, Vacancies on the School Board - Filling Vacancies

2:70-E, Checklist for Filling Board Vacancies by Appointment

2:125, Board Member Compensation; Expenses

2:125-E1, Board Member Expense Reimbursement Form

2:125-E2, Board Member Estimated Expense Approval
Form

2:160, Board Attorney

2:160-E, Checklist for Selecting a Board Attorney

4:15, Identity Protection

4:15-AP1, Protecting the Privacy of Social Security Numbers

4:15-AP2, Treatment of Personally Identifiable Informa-
tion Under Grant Awards

4:40, Incurring Debt

4:40-AP, Preparing and Updating Disclosures

4:70, Resource Conservation

4:70-AP, Resource Conservation

4:80-AP3, Inventory Management for Federal and State
Awards

5:20-E, Resolution to Prohibit Sexual Harassment

5:35-AP2, Employee Records Required by the Fair Labor
Standards Act

5:35-AP3, Compensable Work Time for Non-Exempt
Employees Under the FLSA

5:35-AP4, Fair Labor Standards Act 12-Step Compliance
Checklist

5:35-E, Volunteer Agreement Executed by a Non-Exempt
Employee

5:120-E, Code of Ethics for Illinois Educators

5:130, Responsibilities Concerning Internal Information

5:180, Temporary Illness or Temporary Incapacity

5:250-AP, School Visitation Leave

5:285, Drug and Alcohol Testing for School Bus and
Commercial Vehicle Drivers

5:200, Terms and Conditions of Employment and Dis-
missal

6:140, Education of Homeless Children

6:140-AP, Education of Homeless Children

7:280-AP, Managing Students with Communicable or
Infectious Diseases

7:280-E2, Reporting and Exclusion Requirements for
Common Communicable Diseases

5:310, Compensatory Time-Off
5:310-E, Agreement to Receive Compensatory Time-Off
6:110, Programs for Students At Risk of Academic Failure
and/or Dropping Out of School and Graduation In-
centives Program
6:120-AP1, E2, Special Education Required Notice and
Consent Forms
6:120-AP2, Access to Classrooms and Personnel
6:120-AP2, E1, Request to Access Classroom(s) or Person-
nel for Special Education Evaluation and/or Observa-
tion Purposes
6:150, Home and Hospital Instruction
6:170-AP2, E1, District Annual Report Card Required by
Every Student Succeeds Act
6:280-AP, Evaluating and Reporting Student Achieve-
ment
6:300-E1, Application for a Diploma for a Service member
Killed in Action or for Veterans of WWII, the Korean
Conflict, or Vietnam Conflict
7:40-AP, Placement of Nonpublic School Students Trans-
ferring Into the District
7:170, Vandalism
7:240-AP2, Extracurricular Drug and Alcohol Testing
Program
7:250-AP1, Measures to Control the Spread of Head Lice
at School
7:270-E2, School Medication Authorization Form — Medical
Cannabis
8:25-AP, Advertising and Distributing Materials in
School Provided by Non-School Related Entities
8:95-E1, Letter Notifying Parents/Guardians of School
Visitation Rights
Please also spend time reviewing the PRESS Online Com-
mittee Worksheets for these materials, which will provide
further, more on-the-spot detailed explanations in the
footnotes, along with added comment boxes by the PRESS
Editors when necessary.



Progress Report = The contents of this table frequently change.

Topics

Our Response

Final Title IX Regulations Effective 8-1-2024

On 4-19-24, the U.S. Dept. of Education released final Title IX regulations, effective
8-1-24. PRESS Issue 116 (August 2024) will address the new Title IX regulations. Updated
sample policies, administrative procedures, and exhibits should be available for PRESS
subscribers on 8-1-24. Customized policy draft updates should be available for PRESS Plus
subscribers on or around 8-9-24.

Please note that the affected board policies were included in PRESS and PRESS Plus Issue
114 (March 2024); however, the Issue 114 updates are unrelated to new Title IX regulation
changes. Boards may prepare for upcoming PRESS Issue 116 by adopting the Issue 114
updates as soon as possible.

Affected PRESS materials, including
the 2:265 suite, will be updated in
PRESS Issue 116 (August)

Pregnancy Workers Fairness Act Regulations Issued

On 4-19-24, the U.S. Equal Employment Opportunity Commission released final regula-
tions to implement the Pregnant Workers Fairness Act (PWFA). The final rule is scheduled
to take effect on 6-18-24, but it is being challenged in court by attorneys general in at
least 17 states. Among the more controversial provisions of the rule, abortion is included
as a “related medical condition” to pregnancy and childbirth. Further, under the new
rule, a pregnant employee may still qualify for the protections of the PWFA even if the
employee cannot perform an essential job function for a temporary period (i.e., 40 weeks
of pregnancy).

If the new rule goes into effect,
affected PRESS materials, including
5:10, Equal Employment and Minori-
ty Recruitment, will be updated in a
future PRESS issue.

New FLSA Overtime Regulations Released

On 4-23-24, the U.S. Dept. of Labor issued a final rule that raises the minimum salary
threshold for exempt workers in two stages. Beginning 7-1-24, the minimum salary to
qualify for exempt status will be increased from $684 per week ($35,568 per year) to
$844 per week ($43,888 per year). Then, beginning 1-1-25, the threshold will increase
again to $1,128 per week ($58,656). The threshold for the exemption for highly compen-
sated employees will also increase. Starting 7-1-27, the rule provides for automatic in-
creases every three years based on current earnings data. Teachers continue to be exempt
from overtime under the updated rules. Legal challenges to the new rule are anticipated.

If the new rule goes into effect,
5:35, Compliance with the Fair
Labor Standards Act, and 5:35-AP1,
Fair Labor Standards Act Exemp-
tions, will be updated in the fall
PRESS issue.

Website and Mobile Application Rule Is Released

On 4-24-24, the U.S. Dept. of Justice issued regulations under Title Il of the Americans
with Disabilities Act that will require State and local governments, including school
districts, to implement the Web Content Accessibility Guidelines (WCAG) Version 2.1,
Level AA for their web content and mobile apps. Districts will have to make sure their
web content and mobile apps meet this technical standard by either 4-24-26, or 4-26-27,
depending on the size of their local populations. There are limited and detailed exemp-
tions to the rule, such as archived web content and preexisting conventional electronic
documents (such as PDFs). For more information about this rule, see www.ada.gov/notic-
es/2024/03/08/web-rule.

Affected PRESS materials, including
2:260, Uniform Grievance Proce-
dure, and 8:70, Accommodating
Individuals with Disabilities, will be
updated in a future PRESS issue.

PRESS Issue 115 Trivia

159 pages ® 59,113 words ® 54 materials
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Certain PRM materials in a PRESS Issue may be labeled in the PRESS Bundles, Revision Table and Committee Worksheets
with one or more of the following categories:

NEW. This material is brand new to the PRM.

RENUMBERED. This material has been assigned a new number within the PRM, usually due to the addition of NEW

material.

RENAMED. The title of the material has been amended.

REWRITTEN. The material has undergone significant revisions. To preserve the readability of the Committee Worksheets,
suggested changes are not shown as tracked changes.

REFORMATTED. Non-substantive changes in formatting, e.g., list renumbering, have been applied for consistency
throughout the PRM. To preserve the readability of the Committee Worksheets, such formatting changes are not reflected

as tracked changes.

Revisions to Policies, Administrative Procedures, and Exhibits

Number and Title

Revision Descriptions

2:70, Vacancies on the School
Board - Filling Vacancies

The policy is unchanged. The footnotes are updated in response to a five-year
review.

2:70-E, Checklist for Filling Board
Vacancies by Appointment

The exhibit is updated in response to a five-year review.

2:125, Board Member Compensa-
tion; Expenses

The policy is unchanged. The footnotes are updated in response to a five-year
review.

2:125-E1, Board Member Expense
Reimbursement Form

The exhibit is updated in response to a five-year review.

2:125-E2, Board Member Estimat-
ed Expense Approval Form

The exhibit is updated in response to a five-year review.

2:160, Board Attorney

The policy and footnotes are updated in response to a five-year review.

2:160-E, Checklist for Selecting a
Board Attorney

The exhibit is updated in response to a five-year review.

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

The exhibit is updated in response to Federal Bureau of Investigation’s Crim-
inal Justice Information Services (CJIS) Security Policy, which requires school
districts to have written procedures in place to protect criminal history record
information, and for continuous improvement.

O Oy d| d O O] d d

4:15, Identity Protection

The Legal References, Cross References, and footnotes are updated in response
to a five-year review. The Legal References are updated with a minor style
change. Policy 7:345, Use of Educational Technologies; Student Data Privacy, is
added to the Cross References.

O

4:15-AP1, Protecting the Privacy
of Social Security Numbers

The procedure is updated in response to a five-year review.

4:15-AP2, Treatment of Personally
Identifiable Information Under
Grant Awards

The procedure is updated in response to a five-year review.




Revisions to Policies, Administrative Procedures, and Exhibits — continued

Number and Title

Revision Descriptions

4:40, Incurring Debt

The Legal References and footnotes are updated in response to a five-year
review. The Legal References are updated with minor style changes.

4:40-AP, Preparing and Updating
Disclosures

REFORMATTED. The procedure is updated in response to a five-year review.

4:70, Resource Conservation

The policy and footnotes are updated in response to a five-year review.

4:70-AP, Resource Conservation

The procedure is updated in response to a five-year review.

4:80, Accounting and Audits

The policy, Legal References, and footnotes are updated. The policy is updated

in response to PRESS Advisory Board member feedback to raise the maximum
balance for revolving fund bank accounts. The Legal References are updated with

a minor style change. The footnotes are updated in response to 44 Ill. Admin.Code
§7000.90(c)(3), added by 47 lll.Reg. 7893, requiring districts that receive federal and
State grant awards to have an annual audit of their financial statements conducted in
accordance with ISBE accounting rules, and for continuous improvement.

OO O O

4:80-AP3, Inventory Management
for Federal and State Awards

The procedure is updated in response to a five-year review.

O

4:140, Waiver of Student Fees

The policy is unchanged. The footnotes are updated in response to 23 Ill.Ad-
min.Code §1.245, amended at 47 lll. Reg. 18457, addressing school fines, and
for continuous improvement.

4:140-AP, Fines, Fees, and
Charges — Waiver of Student Fees

The exhibit is updated for the reasons stated in 4:140, Waiver of Student Fees,
above.

5:20-E, Resolution to Prohibit
Sexual Harassment

The exhibit is updated in response to a five-year review.

5:30-AP4, Fingerprint-Based
Criminal History Record Informa-
tion Security

NEW. The procedure is created in response to the Federal Bureau of Inves-
tigation’s Criminal Justice Information Services (CJIS) Security Policy, which
requires school districts to have written procedures in place to protect criminal
history record information.

5:35-AP2, Employee Records
Required by the Fair Labor Stan-
dards Act

The procedure is unchanged in response to a five-year review.

5:35-AP3, Compensable Work
Time for Non-Exempt Employees
Under the FLSA

The procedure is updated in response to a five-year review.

5:35-AP4, Fair Labor Standards
Act 12-Step Compliance Checklist

The procedure is updated in response to a five-year review.

5:35-E, Volunteer Agreement Exe-
cuted by a Non-Exempt Employee

The exhibit unchanged in response to a five-year review.

5:120-E, Code of Ethics for Illinois
Educators

The exhibit is unchanged in response to a five-year review.




Revisions to Policies, Administrative Procedures, and Exhibits — continued

Number and Title

Revision Descriptions

5:130, Responsibilities Concerning
Internal Information

The Legal References, Cross References, and footnotes are updated in response
to a five-year review. A Cross Reference to policy 7:345, Use of Educational
Technologies; Student Data Privacy and Security, is added.

O

5:180, Temporary lllness or Tem-
porary Incapacity

The policy is unchanged. The footnotes are updated in response to a five-year
review.

5:200, Terms and Conditions of
Employment and Dismissal

The Legal References and footnotes are updated in response to 105 ILCS
5/22-96, addressing short-term approvals for educators. The footnotes are also
updated for continuous improvement.

5:250-AP, School Visitation Leave

The procedure is updated in response to a five-year review.

5:285, Drug and Alcohol Testing
for School Bus and Commercial
Vehicle Drivers

The Legal References and footnotes are updated in response to a five-year
review. The Legal References are updated with a minor style change.

5:310, Compensatory Time-Off

The Legal References and footnotes are updated in response to a five-year
review. The Legal References are updated with a minor style change.

5:310-E, Agreement to Receive
Compensatory Time-Off

The exhibit is unchanged in response to a five-year review.

6:110, Programs for Students At
Risk of Academic Failure and/

or Dropping Out of School and
Graduation Incentives Program

The policy is unchanged. The footnotes are updated in response to a five-year
review.

6:120-AP1, E2, Special Education
Required Notice and Consent Forms

The exhibit is unchanged in response to a five-year review.

6:120-AP2, Access to Classrooms
and Personnel

The procedure is updated in response to a five-year review.

6:120-AP2, E1, Request to Access
Classroom(s) or Personnel for
Special Education Evaluation and/
or Observation Purposes

The exhibit is updated in response to a five-year review.

6:140, Education of Homeless
Children

The Legal References, Cross References, and footnotes are updated. The Legal
References and footnotes are updated in response to 23 Ill.Admin.Code §1.241,
Dispute Resolution for Students Experiencing Homelessness, added at 47 Il
Reg. 2411. The footnotes are updated for continuous improvement. Policy
4:140, Waiver of Student Fees, is added to the Cross References.

O

6:140-AP, Education of Homeless
Children

The procedure is updated in response to 23 Ill. Admin.Code §1.241, Dispute
Resolution for Students Experiencing Homelessness, added at 47 1ll.Reg. 241,
and for continuous improvement.

6:150, Home and Hospital
Instruction

The policy and footnotes are updated in response to a five-year review.




Revisions to Policies, Administrative Procedures, and Exhibits — continued

Number and Title

Revision Descriptions

6:170-AP2, E1, District Annual
Report Card Required by Every
Student Succeeds Act (ESSA)

The exhibit is updated in response to a five-year review.

6:230, Library Media Program

The policy is unchanged. The footnotes are updated in response to 23 IlI.
Admin.Code §§3035.120 and 3035.140, amended by 48 lll.Reg. 948, requiring
a district to establish written procedures if it adopts an alternative written state-
ment to prohibit the banning of books or resources.

6:230-AP, Responding to Complaints
About Library Media Resource

The procedure is updated for the reason stated in 6:230, Library Media
Program, above.

6:280-AP, Evaluating and Report-
ing Student Achievement

The procedure is updated in response to a five-year review.

6:300-E1, Application for a
Diploma for a Service member
Killed in Action or for Veterans of
WWII, the Korean Conflict, or the
Vietnam Conflict

The exhibit is unchanged in response to a five-year review.

7:40-AP, Placement of Nonpublic
School Students Transferring Into
the District

The procedure is unchanged in response to a five-year review.

O

7:170, Vandalism

The Legal References are updated with a minor style change in response to a
five-year review.

7:240-AP2, Extracurricular Drug
and Alcohol Testing Program

The procedure is updated in response to a five-year review.

7:250-AP1, Measures to Control
the Spread of Head Lice at School

The procedure is unchanged in response to a five-year review.

7:270-E2, School Medication Autho-
rization Form — Medical Cannabis

The exhibit is updated in response to a five-year review.

7:280-AP, Managing Students
with Communicable or Infectious
Diseases

The procedure is updated in response to 77 Ill.Admin.Code Part 690, amend-
ed by 47 Ill. Reg. 18112 and 48 Ill. Reg. 4098, revising rules regarding various
communicable diseases.

Oy O O O Od

7:280-E2, Reporting and Exclu-
sion Requirements for Common
Communicable Diseases

The exhibit is updated for the reson stated in 7:280-AP, Managing Students
with Communicable or Infectious Diseases, above.

O

8:25-AP, Advertising and Distribut-
ing Materials in Schools Provided
by Non-School Related Entities

The procedure is updated in response to a five-year review.

8:95-E1, Letter Notifying Parents/
Guardians of School Visitation Rights

The exhibit is updated in response to a five-year review.
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October2019June 2024 6:170-AP2, E1

Instruction

Administrative Procedure - District Annual Report Card Required by Every Student
Succeeds Act (ESSA)

Districts must disseminate an annual report card that includes information on the District as a whole
and each school served by the District, with aggregate and disaggregated information for each required
subgroup of students, including: (a) student achievement on academic assessments (designated by
category), (b) graduation rates, district performance, teacher qualifications, and (c) other required
information required by 20 U.S.C. §6311(h)(2)(C) of ESSA.

District Annual Report Card

The Illinois State Board of Education (ISBE) will ensure that the District:

1. Collects the appropriate data for its annual report card, including:
a. ISBE’s State Report Card Information (see ISBE Annual \Report Card

Requirements in 20 U.S.C. §6311(h)(1)(C)-subhead—below) disaggregated in the =" commented [MB1]: Since 20 U.S.C. 86311(n)(1)(C) is
same manner as ISBE is required to present it, as that information appliesto the District cited here, the recitation of its contents, below, is deleted as
and each of its schools, including: redundant.

i. Information that shows how students in the District achieved on the academic
assessments described in 20 U.S.C. 8§6311(b)(2) A(high gquality Mlinois
Assessments) compared to students in the Stateas a whole, (20 U.S.C.
§6311(h)(A)(C)(1));
ii. Information that shows how each|student in each of the District’s Schools
achieved on the academic assessments described in,deseribed in 20 U.S.C.
86311(b)(2) (high.quality Illinois:Assessments) compared to students in the
State as a wholeé (20 U.S.C. 86311(h)(2)(C)(ii)); and
iii. Any other information thatthe District determines is appropriate and will best
provide parents, students, and other members:of the public with information
regarding the progress of each'school in the District, whether or not such
informationy, is included in the annual ISBE report card (20 U.S.C.
86311(h)(2)(C)(iii)).
2. Excludes “results on the Illinois academic assessments in reading and mathematics in grades 4 and
8 of the National Assessment of Educatienal Progress, compared to the national average of such
results (20 U.S.C. §6311(h)(1)(C)(xii)).?
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LEGAL REF.: 20 U.S.C. 86311(h)(1)(C) and (h)(2)(C).
Pub. L. 115-224, Strengthening Career and Technical Education for the 21st Century
Act.
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2:250-AP2

School Board

Administrative Procedure - Protocols for Record Preservation and Development of

Retention Schedules

Legal Citations

Each legal requirement in this procedure is followed by a citation to the controlling rule and/or

statute. Citatiens—n—parenthesis—hdicate—thelocation—ofa—named-taw—For additional clarification
regarding a requirement, the cited law should be reviewed.

Actor

Action

All Staff Members and
School Board Members

Maintain all records, as defined and required in the Ill. Local Records
Act (LRA). No public record shall be destroyed except as allowed by the
LRA.

“Public record means any book, paper, map, photograph, born-
digital electronic material, digitized electronic material, electronic
material with a combifation,of digitized-and born-digital material, or
other official documentary material, regardless of physical form or
characteristics,smade, produced, executed or received by any agency
or officer pursuant todaw er in connection with the transaction of
public business andépreserved,or appropriate for preservation by such
agency/or officer/or any successor thereof, as evidence of the
organization, functien, policies, decisions, procedures, or other
activities thereof, orbecause of the informational data contained
therein.””80MLCS 205/3.

Do not'destroy any'District record, no matter its form, if it is subject to a
litigation hold. F.R.C.P. 37(e).

In federal lawsuits there is an automatic discovery of virtually all
types of electronically created or stored data that might be relevant.
Attorneys will generally notify their clients at the beginning of a legal
proceeding to not destroy any electronic records that might be
relevant. The receipt of a litigation hold or preservation letter from
the Board’s attorney requires all potentially relevant electronic
information to be identified, located, and preserved. This includes all
email, e-documents, the tapes and servers of discarded systems, and
backup data stored elsewhere.

Whenever disposing of materials containing personal information,
render the personal information unreadable, unusable, and
undecipherable. 815 ILCS 530/40; 44 Ill.Admin.Code 84000.40(b).

The Personal Information Protection Act (815 ILCS 530/) contains
mandates for disposing of materials containing personal information

2:250-AP2
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Actor Action

(personal information is defined in 815 ILCS 530/5 as either of the
following: (1) an individual’s first name or first initial and last name
combined with any of the following data elements, when either the
name or data elements are not encrypted/redacted or are
encrypted/redacted but the keys to unencrypt/unredact or otherwise
read the name or data elements have been acquired without
authorization through a security breach: social security number,
driver’s license number or State identification card number, financial
account information, medical information, health insurance
information, or unique biometric data; or (2) user name or email
address, combined with a password or security question and answer
that would permit access to an online account, when any of these
data elements are not encrypted/redacted or are encrypted/redacted
but the keys to unencrypt/unredact or otherwise read the data
elements have been acquired without authorization through a
security breach). Thedll. Attorney General is authorized to impose a
fine and bring courtaction for-nencompliance. 815 ILCS 530/40.

Whenever disposing of materials contalfing social security numbers that
do not otherwise qualify a8 persenal information under 815 ILCS
530/40, follow admimistkative procedure 4:15-AP1, Protecting the
Privacy of Social Security Numbers.

The Superintendent, Hdman\Reésources Administrator, and their
respective designees must follow administrative procedure 5:30-AP4,
Fingerpsint-Based CriminallHistory Record Information Security, when
disposingiofcriminalistory record information (CHRI).

Superintendent Assignithe following activities to the Records Custodian and Head of
Informatien Technology (IT):

1. Develop and maintain a protocol for preserving and categorizing
District records;

2. Develop and maintain a record retention and destruction
schedule; and

Develop protocols to implement a litigation hold.

Records Custodian and | 1. Develop and maintain a protocol for preserving and categorizing
Head of IT District records.

Develop and maintain a list of all District records organized in

categories and sub-categories, e.g., records relating to business, students,

personnel, board meetings, etc. Align this list with the list of District

records required by the Freedom of Information Act. 5 ILCS 140/5.
Paper records may be easier to locate than electronic records.

Electronic records will potentially exist in all of the available clouds,
servers, tapes, hard drives, computers, and similar types of electronic
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Actor Action

devices (e.g., laptops, tablets, smart phones, voicemail, etc.).
Prepare a description of how District records stored by means of
electronic data processing may be obtained in a form understandable to
persons lacking computer knowledge. 5 ILCS 140/5; 44 111.Admin.Code

84000.70, Digital Reproduction; 44 11l.Admin.Code 84000.80,
Management of Electronic Records.

Such a description may include contact information for a person who
can aid in obtaining records stored electronically.

Provide for keeping only records and destroying non-records. Avoid
filing non-record material with records. Determine what is a hon-record,
e.g., identical copies of documents maintained in the same file; extra
copies of printed or processed materials (official copies of which are
retained by the office); blank forms; and personal communications.

The goal is to control excessive‘accumulation of material. Non-
record material may be destroyed at any time. 50 ILCS 205/9.

Absent a litigation hold,email mustibe retained only when it
contains: (1) evidence of the District’siefganization, function,
policies, procedures, or activities, or (2) informational data
appropriate forgpreservation. 50 ILCS 205/3. Email that is
conversational, personal,ior contains brainstorming may generally be
deleted.

A consistent emalil retention peliey-process for use across the District
ensures that the necessary emails are being retained and emails that
are notrequired to be preserved are purged on a regular basis.

Determine whether each sub-category of documents should be
reproduced by photography (44 Ill.Admin.Code §4000.60),
microphaotographic and electronic microimaging processes (44
I11.Admin.Code 84000.50), or digitized electronic format (44
l1I.Admin.Code 84000.70).

Any public record may be reproduced in a microfilm or digitized
electronic format and the analog/paper version destroyed, provided:
(a) the records are reproduced on “a durable medium that accurately
and legibly reproduces the original record in all details,” and “that
does not permit additions, deletions, or changes to the original
document images,” and “if electronic, that are retained in a
trustworthy manner so that the records...are accessible and usable
for subsequent reference at all times when the information must be
retained,” (b) the reproduction is retained for the prescribed retention
period, and (c) the Local Records Commission is notified when the
original record is disposed of and also when the reproduced record is
disposed of. 50 ILCS 205/7.

2:250-AP2 Page 3 of 7
©2019-2024 Policy Reference Education Subscription Service
Illinois Association of School Boards. All Rights Reserved.
Please review this material with your school board attorney before use.



Actor

Action

Use the Ill. Secretary of State publication Guidelines for Using
Electronic Records
(www.cyberdriveillinois.com/departments/archives/records managemen
t/electrecs.html) and 44 11l.Admin.Code §84000.APPENDIX A
Sustainable File Formats for Electronic Records - A Guide for
Government Agencies
(www.ilga.gov/commission/jcar/admincode/044/04404000279996aR.ht
ml), 4000.APPENDIX B Reliable Storage Media for Electronic Records
- A Guide for Government Agencies
(www.ilga.gov/commission/jcar/admincode/044/04404000ZZ79996BR.ht
ml).

Identify and index the location of each category and sub-category of
District records. Organize electronic record and data storage.

The goal is to ensure that alhdoeuments, including electronically
created ones, are retained for the required timeframes and are easy to
retrieve and produce if.necessary.

2. Develop and maintain a‘record retention and destruction
schedule for submission to'the Superintendent and eventually to
the Local Records Commission.

Prepare a list of publicaecords that: (1) are not needed for current
business, and'(2) do not have sufficient administrative, legal, or fiscal
value toawarrant their further preservation. Stated differently, identify
records that have no administrative, legal, or fiscal value, as this is the
criteria.the Commission uses to determine whether or not to authorize
the records’ destruction.

Records that have no administrative, legal, or fiscal value may be
destroyed according to provisions in the LRA. 50 ILCS 205/10.

Prepare a schedule for record destruction by identifying the length of
time @ record category or series warrants retention after it has been
received or produced by the District.

The ultimate goal is to obtain permission to destroy unnecessary
public records. The Local Records Commission must approve the
destruction of any public record. 50 ILCS 205/7; 44 1ll.Admin.Code
Part 4000 (Local Records Commission for agencies comprising
counties of less than 3,000,000 inhabitants); 44 11l.Admin.Code Part
4500 (Local Records Commission of Cook County). See the
Archives Department on the Secretary of State’s website:
www.ilsos.gov/departments/archives/home.htmlwawn-cyberdriveiin

44 111, Admin.Code Part 4000.30 details the procedures for compiling
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Actor Action
and submitting lists and schedules of records for disposal.

The School Code and other statutes (e.g., statutes of limitations)
contain mandatory retention timelines. The Board aAttorney should
be consulted.

The e-discovery rules provide a safe harbor for parties during a
lawsuit that cannot provide information because it was destroyed as
a result of routine practices. F.R.C.P. 37(e).

3. Develop protocols to implement a litigation hold.
Understand what a litigation hold is.

A litigation hold refers to the notification made by the Boards
aAttorney telling the District to preserve all information that may be
relevant to current or anticipated litigation. While it may occur
anytime in the legal precessyitwill usually occur during discovery,
the pretrial phase of/a lawsuit designed to compel the exchange of
information between partiés. A'litigation hold triggers the need to
immediately suspend destruction of electronic and other records
relevant to the current'or potential claim. F.R.C.P. 37(e).

Specify how to implementa litigation hold, i.e.:

Who can trigger/a litigation hold?

Howis a litigation hald ecemmunicated?

Who should/gather the records?

What records aressubject to a litigation hold and who determines
this?

e In what format should records be gathered?

e Where should records be gathered?

Identify how to implement a litigation hold for all IT systems,
including backup tapes, to ensure they are not deleted or overwritten
aspart of the normal tape rotation process.

Prepare a map of potentially relevant data and otherwise assist the
Board aAttorney in locating all potentially relevant information.

Superintendent Submit new or revised record retention and destruction lists and
schedules to the Local Records Commission for approval.

Disseminate the record retention schedule, along with instructions, to all
affected staff members and Board members.

Immediately inform the Records Custodian and Head of IT whenever a
record must be preserved because: (1) it may be relevant to present or
future litigation, or (2) the Board Attorney has notified the District to
preserve a record, including electronic information (litigation hold).
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Actor

Action

Authorize and/or order the destruction of District records after ensuring
that the following steps have been performed:

1.

The Local Records Commission approved a schedule for continuing
authority to destroy District records after the expiration of the
applicable period.

Any record is retained and removed from the disposal list if it is or
may be evidence in litigation, or is otherwise subject to a litigation
hold.

Thirty days prior to disposal or destruction of any records, regardless
of physical format or characteristics, submit a Local Records
Disposal Certificate to the Commission and dispose only after a
copy of that certificate has been reviewed and approved by the
Chairman and returned to the District. The original copy of that
Local Records Disposal Certificate is kept in the files of the
Commission, and thé duplicate copy approved and returned by the
Chairman must be retained by the,District. 44 11l.Admin.Code
§84000.40(c), 4500.40(c).

In the case of records with seheduled-retention of less than one year,
a single Local Records Disposal Certificate for more than one
disposal event within a given yeanmay be used. Local Records
Disposal Certificates submitted with this intent must include a
schedulerof proposed records'disposal in addition to the normally
required information. The District must wait to dispose of records
untilreceipt of approval from the Commission, as required in
number 3pabove. 44 11l.Admin.Code §84000.40(d), 4500.40(d).

Far records that have been damaged by water, fire, smoke, insects or
vermin, moldior some other natural disaster that poses a health or
safety risk to employees, the District may apply to the Commission
for permission to dispose of those records ahead of their scheduled
disposal date. The request must include a Local Records Disposal
Certificate accompanied by the District’s explanation of why the
records need early disposal. The Commission may grant the request
only after physically reviewing the damaged records. 44
I1.LAdmin.Code 884000.40(e), 4500.40(e).

Links to Web-based Record Management Resources:

Cook County Local Records Commission Meetings

Cook County Local Records Commission Rules (44 11l.Admin.Code Part 4500)

Downstate Local Records Commission Meetings

Rules of the Downstate Local Records Commission (44 11l.Admin.Code Part 4000)

I1l. School Student Records Act (105 ILCS 10/—amended-byP-A101-161 eff 1-1-20)
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http://www.ilga.gov/commission/jcar/admincode/044/04404000sections.html
http://www.ilga.gov/legislation/ilcs/ilcs3.asp?ActID=1006&ChapAct=105%A0ILCS%A010/&ChapterID=17&ChapterName=SCHOOLS&ActName=Illinois+School+Student+Records+Act.

Actor

Action

Local Records Act (50 ILCS 205/)

Local Records Disposal Certificate

LEGAL REF.:

2:250-AP2

Federal Rules of Civil Procedure, Rules 16, 26 and 37.

5 ILCS 140/, Freedom of Information Act.

50 ILCS 205/, Local Records Act.

105 ILCS 10/, Hl1. School Student Records Act.

815 ILCS 530/, Personal Information Protection Act.

820 ILCS 40/, Ill. Personnel Record Review Act.

44 11l.Admin.Code Part 4000, Local Records Commission.

44 111.Admin.Code Part 4500, Cook County Local Records Commission.
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Operational Services

Administrative Procedure - Protecting the Privacy of Social Security Numbers

Much of the District’s collection, storage, use, and disclosure of social security numbers apply to
employee records only. But limited exceptions may exist where a school district may need to ask
students or their parents/guardians to provide social security numbers. When student social security
numbers are involved, consult the Board Aattorney about the intersection of the Identity Protection Act
(5 ILCS 179/), the Family Educational Rights and Privacy Act (20 U.S.C. §1232g), and the Ill. School
Student Records Act (105 ILCS 10/).

Actor

Action

Superintendent
and business
manager, and
their designees

Identify the approved purposes for collecting SSNs, including:

1. Employment matters, e.g., income reporting to IRS and the IL Dept. of
Revenue, tax withholding,ICA,‘and Medicare.

2. Verifying enrollment in \various“benefit programs, e.g., medical benefits,

health insurance claims, and veterans’ programs.

Filing insurance claims.

Internal verification or administrative purposes.

Other uses authorizedand/or required by State law including, without

limitation, in the following eircumstanees (5 ILCS 179/10(c)):

a. Disclosing, SSNs tofanothersgovernmental entity if the disclosure is
necessary for the entity to perform its duties and responsibilities;

b. Disclgsing SSNs pursuant to a court order, warrant, or subpoena; and

camCollecting,or using“SSNs to investigate or prevent fraud, to conduct
background ehecks, to collect a debt, or to obtain a credit report from a
consumer reporting agency under the federal Fair Credit Reporting Act.

Identify a method for documenting the need and purpose for the SSN before its
collection. 5 ILCS 179/10(b)(1).

Inform all endployees of the District’s efforts to protect the privacy of SSNs. See
eExhibit4:15-E1, Letter to Employees Regarding Protecting the Privacy of
Social Seeurity Numbers.

While State law does not specifically require this step, the law contains
mandates applicable to all employees that they need to know. Moreover, this
letter provides an opportunity to increase awareness of the confidential nature
of SSNs.

Maintain a written list of each staff position that allows or requires access to
SSNs.

The existence of a written list, even though not required, is important for
recordkeeping and accountability purposes.

Require that employees who have access to SSNs in the course of performing
their duties be trained to protect the confidentiality of SSNs. 5 ILCS
179/35(a)(2).

ok~ w

4:15-AP1

Page 1 of 3
©2022-2024 Policy Reference Education Subscription Service
Illinois Association of School Boards. All Rights Reserved.
Please review this material with your school board attorney before use.




Actor

Action

Direct that only employees who are required to use or handle information or
documents that contain SSNs have access to such information or documents. 5
ILCS 179/35(a)(3).

Require that SSNs requested from an individual be provided in a manner that
makes the SSN easily redacted if the record is otherwise required to be released
as part of a public records request. 5 ILCS 179/35(a)(4).

Require that, when collecting SSNs or upon request, a statement of the
purpose(s) for which the District is collecting and using the SSNs be provided. 5
ILCS 179/35(a)(5). See eExhibit 4:15-E2, Statement of Purpose for Collecting
Social Security Numbers.

Require that, when employees who are required to use or handle information or
documents that contain SSNs learn of a breach, they:

1. Notify District administrators immediately, and

2. Ensure that notifications tothe proper individuals occur.

Enforce the requirements in Board policy 4:15, Identity Protection, and this
procedure.

Records
Custodian and
Head of
Information
Technology (IT)

Develop guidelines for handling social,security‘numbers in electronic systems.
These guidelines should address:

1. The display of SSNS on computer terminals, screens, and reports;

2. The security protocol forstoring'SSNs on a device or system protected by a
password or @ther ‘'security system-and for accessing SSNs that are included
in part of an electronic database;

3. The security \protocol“for deleting SSNs that are stored in electronic
documents or.databases; and

4. Alternate mechanisms for integrating data other than the use of SSNs.

Staff
Development
Head

Design and execute a training program on protecting the confidentiality of SSNs
for employees who have access to SSNs in the course of performing their
duties.

The training should include instructions on the proper handling of

information that contains SSNs from the time of collection through the
destruction of the information. 5 ILCS 179/35(a)(2).

Assistant Require each staff member whose position allows or requires access to SSNs to
Superintendents, | attend training on protecting the confidentiality of SSNs.

Directors, Instruct staff members whose positions allow or require access to SSNs to:
Building i o ]

Principals, and/or | 1- Treat SSNs as confidential information.

Department 2. Never publically post or display SSNs or require any individual to verbally
Heads disclose his or her SSN.

3. Dispose of documents containing SSNs in a secure fashion, such as, by
shredding paper documents and by deleting electronic documents as
instructed by the IT Department.

4. Use SSNs as needed during the execution of their job duties and in
accordance with the training and instructions that they received.

4:15-AP1 Page 2 of 3
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Actor Action

Instruct staff members whose positions do not require access to SSNs to notify a
supervisor and/or the IT Department whenever SSNs are found in a document
or other material, whether in paper or electronic form.

Freedom of Redact every SSN before allowing public inspection or copying of records
Information responsive to a FOIA request. 5 ILCS 179/15.

Officer

Employees Do not collect, use, or disclose another individual’s SSN unless directed to do

so by an administrator.

If the employee is in a position that requires access to SSNs: Treat SSNs as
confidential information and follow the instructions learned during training.

If the employee is not in a position that requires access to SSNs: Notify his
or her supervisor and/or the IT Department whenever the employee comes
across a document or other material, whether in paper or electronic form, that
contain SSNs.
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Operations

Administrative Procedure — Treatment of Personally Identifiable Information Under
Grant Awards

This procedure implements identification, handling, storage, access, disposal, and the overall
confidentiality of personally identifiable information under grant awards in the subhead Treatment of
Personally Identifiable Information Under Grant Awards in Board policy 4:15, Identity Protection.
Use it when the District is a recipient of a federal grant award or State grant award governed by the
Grant Accountability and Transparency Act (GATA) (30 ILCS 708/) and, as a result, must handle
personally identifiable information (defined below) in its administration of the award.

Definitions

Personally identifiable information (PIl) means information,that can be used to distinguish or trace an
individual's identity, either alone or when combinedawvith other personal or identifying information that
is linked or linkable to a specific individual. Some infermation that is considered to be PIl is available
in public sources such as telephone books and public Web sites. This,type of information is considered
to be Public PIl and includes, for example, first and last name, address,; work telephone number, email
address, home telephone number, and general educational credentials. The definition of PII is not
anchored to any single category of information or technologys Rather, it requires a case-by-case
assessment of the specific risk that an individual/can be identified. Non-PllI can become PII (or
protected personally identifiable information) whenever additional information is made publicly
available, in any medium and from any source, that, when combined with other available information,
could be used to identify an individual. 2 C.F.R.'§200479.

Protected personally identifiableiinformation (Protected PII) is a subset of PII; it means an individual’s
first name or first_ifitial and last name in_cembination with any one or more types of information,
including, but not limited to, social security number, passport number, credit card numbers, clearances,
bank numbers, biometrics, date and place of birth, mother’s maiden name, criminal records, medical
records, financial records, or educational transcripts. Protected PIlI does not include personally
identifiable information:that is required by law to be disclosed. 2 C.F.R. §200.182.

Safequarding Requirement

GATA and 2 C.F.R. §200.303(e) require grant recipients to take reasonable measures to safeguard (1)
protected personally identifiable information, (2) other information that the awarding or pass-through
agency designates as sensitive, such as personally identifiable information, and (3) information that the
District considers to be sensitive consistent with applicable laws regarding privacy and confidentiality
(collectively referred to in this Procedure as sensitive information).

The Superintendent or designee will ensure that the District:
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5.

Implements reasonable security measures, such as physical and technological safeguards, for the
protection of sensitive information that meets or exceeds industry standards designed to protect
such information from unauthorized access, destruction, use, modification, or disclosure. 1
Complies with all applicable laws, such as the Identity Protection Act (5 ILCS 179/) (IPA), Personal
Information Protection Act (815 ILCS 530/10) (PIPA) and Student Online Personal Protection Act
(105 ILCS 85/27-added-by-P-A101-516,eff 7-1-21) (SOPPA) in the event of a breach of sensitive
information.

Notifies, if appropriate, members of the school community impacted by a breach when notification
is not specifically required by law.

Educates staff members involved in the administration of grants that in addition to federal
regulation 2 C.F.R. §200.303(e) and the terms of a specific award, multiple laws may apply to
personally identifiable information, depending upon the type of information/record including: IPA
(5 ILCS 179/), PIPA (815 ILCS 530/), Family Educational Rights and Privacy Act, (20 U.S.C.
1232q), lll. School Student Records Act (105 ILCS 10/), SOPPA (105 ILCS 85/-amended-by-P-A-
101-516eff—7-1-21), Personnel Record Review Act (820 ILCS 40/), and Local Records Act (50
ILCS 205/3).

Consults with the Board Attorney as needed to ensure cempliance.

Relevant Board Policies—and, Administrative Procedures, and. Exhibit for Handling of Sensitive

Information

The following Board policies and_administrative procedutes also ‘address and govern the District’s
identification, handling, storage, access, disposal, and owverall confidentiality of certain types of
sensitive information:

1.

2:220, School Board Meeting Procedure, and: Bxhibit—2:220-E8, School Board Records
Maintenance Requirements and FAQs, address storage, aceess, and destruction of meeting minutes,
including closed meeting minutes/and verbatim recordings.

2:250, Access to District Public. Records, addresses providing access to public records in response
to Freedom of Information,Act requests and the preservation and destruction of public records
under the Local Records Act. 2:250-AP2, Protocols for Record Preservation and Development of
Retention Schédules, also addresses the preservation and destruction of public records under the
Local Records Act.

4:15, Identity Protection, specifically requires the District to safeguard sensitive information under
grant awards.

4:80-AP1, Checklist'for. Internal Controlsinternal-Centrels—Cheeklist, requires the District to
protect assets, includingtechnology and electronic systems from loss or misuse.

5:120-AP2, Employee Conduct Standards, requires all District staff members to respect the
confidentiality of student and personal records and other information covered by confidentiality
agreements.

5:130, Responsibilities Concerning Internal Information, requires all District employees to
maintain the integrity and security of all internal information and the privacy of confidential
records.

5:150, Personnel Records, and 5:150-AP, Personnel Records, address the identification, storage,
and access to personnel records.

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

1 This paragraph is an adaptation of the standard for the protection of covered information under the Student Online

Personal Protection Act, 105 ILCS 85/-amended-by-P-A—101-516-eff—7-1-21. Districts should customize this procedure to
align with local practices and conditions.
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8. 6:235, Access to Electronic Networks, requires all users of the District’s electronic networks to
maintain the confidentiality of student information.

9. 6:235-AP1, Acceptable Use of the District’s Electronic Networks, requires all users of the District’s
electronic networks to take steps to safeguard their integrity and security.

10. 7:340, Student Records, along with 7:340-AP1, School Student Records, and 7:340-AP2, Storage
and Destruction of School Student Records, address the District’s legal obligations regarding the
identification, confidentiality, safeguarding, access, and disposal of school student records.

10.11. 7:345, Use of Educational Technologies; Student Data Privacy and Security, addresses the
District's legal obligations regarding the handling and safequarding of covered information that is
shared with operators.

Disposal of Sensitive Information

When disposal of sensitive information is authorized by law and/or Board policy, the Superintendent
or other administrator overseeing the administration of the grant award will ensure the District follows
the disposal standard under the-Persenal-tnformationProtection-ActPIPA (815 ILCS 530/40) and
renders the information unreadable, unusable, and undecipherable.

Training for Employees and Contractors

District employees and contractors responsible for the administration of a federal or State award for the
District will receive training on the safeguarding of sensitive information.

The Superintendent or designee will ensure:

1. Employees receive training upon their assignment to perform work under the award and then on a
bi-annual basis thereafter, until the award’is concluded or an employee’s involvement in the award
is complete, whichever is earlier. The trainingshall include education on this procedure and the
District’s policies and proceduresdlisted abgve that govern the District’s handling of sensitive
information for various types of information/records.

2. Documentation of employee training on the handing of personally identifiable information is
maintained, including the dates(s) of the training and attendance/completion of the training.

3. District contragtors performingswork under the grant award regularly receive training from the
District or other comparable training on the management of sensitive information.

Resources

I1l. State Board of Education —

Checklist for Proteetion =~ of Personally Identifiable Information, available—at

www.isbe.net/Pages/Fedefal-and-State-Monitoring.aspxwisa-isbe-net/PagestAudit-and-
Monitoring-Review-Requirements-and-Tools-aspx.
U.S. Dept. of Education —

Privacy Technical Assistance Center’s Protecting Student Privacy Service, at
www.studentprivacy.ed.gov.

I1l. Attorney General —
WWW, |II|n0|sattornevqeneraI gov/consumer- protectlonlldentlty—
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Operational Services

Administrative Procedure - Preparing and Updating Disclosures

This sample administrative procedure has been adapted and printed with the express permission of Chapman and Cutler
LLP. Chapman and Cutler LLP is pleased to provide this sample procedure as an example of factors issuers should consider
under current law in preparing policies and procedures for post-issuance compliance with federal securities laws and
regulations. It is intended to provide general guidance with the understanding that the provision of the sample procedure
does not constitute the rendering of legal advice by Chapman and Cutler LLP or the establishment of an attorney-client
relationship with any user of the sample procedure. Reference to this sample procedure should not be considered a
substitute for consultation with your legal advisors. Readers should understand that the application of relevant statutory
and regulatory provisions can vary based on specific facts and that changes in law or facts may impact the applicability of
the sample procedure. Chapman and Cutler LLP assumes no obligation to update the sample procedure to reflect changes
in law or practice.

Pursuant to the District’s responsibilities under the seeurities, laws, including its continuing disclosure
undertakings (Undertakings) under Rule 15c2-12 of the Securities Exchange Act of 1934, as
amended, and the Securities and Exchange Commission’s stateéments in enforcement actions, it is
necessary and in the District’s best interest that the District comply in all material respects with
federal securities laws regarding its (i) preliminary and final official statements or offering circulars
and any supplements or amendments thereto (cellectively, the, Official Statements), disseminated by
the District in connection with any bondss notes, certificateshor other obligations, (ii) Financial
Information or Annual Financial Information, as required by and defined in the Undertakings (the
Annual Financial Information) to besfiled” with™ the |Municipal Securities Rulemaking Board’s
(MSRB) Electronic Municipal Market Access (EMMA) system, and (iii) notices of Material Events or
Reportable Events, each as defined in the Undertakings, and any other required or voluntary
disclosures to EMMA (each, an,EMMA Notice). These procedures are designed to enable the District
to create accuratedisclosures<with respeet to its (i) Official Statements, (ii) Annual Financial
Information, and(iif) EMMA Notices, which are collectively referred to herein as Disclosures.

In response to these interests, the District hereby adopts the following procedures:

e Disclosure Officer. €onsistent/with Board pRolicy 4:40, Incurring Debt, the Superintendentl
(Disclosure Officer)‘is hereby designated as the officer responsible for the procedures related to
Disclosures as hereinafter set forth (collectively, Disclosure Procedures).

e Disclosure Procedures: Official Statements. Whenever an Official Statement will be disseminated
in connection with the issuance of obligations by the District, the Disclosure Officer will oversee
the process of preparing the Official Statement pursuant to the following procedures:

1. The District shall select (a) the working group for the transaction, which group may include
outside professionals such as disclosure counsel, a municipal advisor, and an underwriter (the
Working Group), and (b) the member of the Working Group responsible for preparing the
first draft of the Official Statement.

2. The Disclosure Officer shall review and make comments on the first draft of the Official
Statement. Such review shall be done to determine that the Official Statement does not

The footnotes should be removed before the material is used.

1 Districts that employ business managers may want to substitute “Business Manager”, “Chief School Business
Official”, or another locally equivalent title.
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include any untrue statement of a material fact or omit to state a material fact necessary to
make the statements made in the Official Statement not misleading. Particular attention shall
be paid to the accuracy of all descriptions, significant information, and financial data
regarding the District. Examples include confirming that information relating to the District,
including but not limited to demographic changes, the addition or loss of major employers,
the addition or loss of major taxpayers or any other material information within the
knowledge of the Disclosure Officer, is included and properly disclosed. The Disclosure
Officer shall also be responsible for ensuring that the financial data presented with regard to
the District is accurate and corresponds with the financial information in the District’s
possession, including but not limited to information regarding bonded indebtedness, notes,
certificates, outstanding leases, tax rates or any other financial information of the District
presented in the Official Statement.

3. After completion of the review set forth in 2, above, the Disclosure Officer shall (a) discuss
the first draft of the Official Statement with the members of the Working Group and such
staff and officials of the District as the Disclosure Officer deems necessary and appropriate,
and (b) provide comments, as appropriate, to the. members of the Working Group. The
Disclosure Officer shall also consider comments from members of the Working Group and
whether any additional changes to the Official Statement. are necessary or desirable to make
the document compliant with the requirements set forth in 2;above.

4. The Disclosure Officer shall continue to review subsequent drafts of the Official Statement in
the manner set forth in 2 and 3, above.

5. If, in the Disclosure Officer’s reasonable judgment, thenOfficial Statement does not include
any untrue statement of a material fact or omit to,state a material fact necessary to make the
statements made in the Official.Statement not misleading, the Official Statement may, in the
reasonable discretion of the Disclosure/Officer/ be released for dissemination to the public;
provided, however, that the use of the'Official Statement must be ratified, approved, and
authorized by the'Board.

e Disclosure Procedures: Annual Financial Information. The Disclosure Officer will oversee the
process of preparing the Annual Financial Information pursuant to these procedures:

1. By December 20th2 of each year (the same being at least 30 days prior to the last date on
which the Annual Financial Information is required to be disseminated pursuant to the related
Undertaking) thexDisclosure Officer shall begin to prepare (or hire an agent to prepare) the
Annual Financial Information. The Disclosure Officer shall also review the audited or
unaudited financial statements, as applicable, to be filed as part of the Annual Financial
Information (Financial Statements). In addition to the required updating of the Annual
Financial Information, the Disclosure Officer should consider whether additional information
needs to be added to the Annual Financial Information to make the Annual Financial
Information, including the Financial Statements, taken as a whole, correct and complete in all
material respects. For example, if disclosure of events that occurred subsequent to the date of
the Financial Statements would be necessary to clarify, enhance or correct information
presented in the Financial Statements, in order to make the Annual Financial Information,

The footnotes should be removed before the material is used.

2 The deadline for the dissemination of Annual Financial Information and/or Audited Financial Statements should be
set forth in each applicable Undertaking. These procedures assume the deadline set forth in each such Undertaking is not
later than 210 days after the end of a district’s fiscal year (ending June 30). If one orf more of a district’s Undertakings
provide for a different deadline, it may be appropriate or necessary to change the date in Paragraph C.1 above.
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taken as a whole, correct and complete in all material respects, disclosure of such subsequent
events should be made.

2. 1If, in the Disclosure Officer’s reasonable judgment, the Annual Financial Information,
including the Financial Statements, is correct and complete in all material respects, the
Disclosure Officer shall file the Annual Financial Information with EMMA (or confirm that
such filing is completed by any agent hired by the District for such purpose) within the
timeframe allowed for such filing.

Disclosure Procedures: Reportable Events. The Disclosure Officer will prepare (or hire an agent

to prepare) Reportable Event Disclosure and file the same with EMMA (or confirm that such

filing is completed by an agent hired by the District for such purpose) in a timely manner (not in

excess of 10 business days after the occurrence of the Reportable Event). Incurrence of a

Financial Obligation, if material, or agreement to covenants, events of default, remedies, priority

rights, or other similar terms of a Financial Obligation, any of which affect security holders, if

material, is a Reportable Event. Upon the incurrence of any Financial Obligation, as such term is
defined in the Undertaking, the Disclosure Officer shall review such Financial Obligation and
assess whether such Financial Obligation is material, If; in connection with such Financial

Obligation, the District has agreed to any covénant, event of default, remedy, priority right or

other similar term which affects security holders, theisclosure Officer shall further review such

term and assess whether the same is material. The Disclosure Officer shall prepare a summary of
such review. If, in the Disclosure Officer’s reasonable judgment, following consultation with
financial or legal professionals as necessarymsuch Financial Obligation and/or term of such

Financial Obligation is deemed materials the Disclosure Officer shall file a summary of such

Financial Obligation (or the entire financing document, provided that confidential or sensitive

information may be redacted to the extent'such redactionrdoes not prevent all material terms from

being disclosed) with EMMA nat in excess of ten business days after the incurrence of such

Financial Obligation. (This paragraph (d) shalizonly apply if the District has entered into an

Undertaking on or after February 27,,2019.)

Disclosure Proceédures: EMMA Notices. Whenever the District determines to file an EMMA

Notice, or whenever the District\decides to make a voluntary filing to EMMA, the Disclosure

Officer will'aversee the process of preparing the EMMA Notice pursuant to these procedures:

1. The Disclosure, Officer shall prepare (or hire an agent to prepare) the EMMA Notice. The
EMMA Notice shall be prepared in the form required by the MSRB.

2. In the case of a disclosure required by an Undertaking, the Disclosure Officer shall determine
whether any changes to the EMMA Notice are necessary to make the document compliant
with the Undertaking.

3. If, in the Disclosure Officer’s reasonable judgment, the EMMA Notice is correct and
complete and, in the case of a disclosure required by an Undertaking, complies with the
Undertaking, the Disclosure Officer shall file the EMMA Notice with EMMA (or confirm
that such filing is completed by any agent hired by the District for such purpose) within the
timeframe allowed for such filing.

Additional Responsibilities of the Disclosure Officer. The Disclosure Officer, in addition to the

specific responsibilities outlined above, shall have general oversight of the entire disclosure

process, which shall include:

1. Maintaining appropriate records of compliance with these Disclosure Procedures (including
proofs of EMMA filings) and decisions made with respect to issues that have been raised,

2. Evaluating the effectiveness of the procedures contained in these Disclosure Procedures; and
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3. Informing the Board when substantive revisions or modifications are made to these

Disclosure Procedures.
e General Principles.

1. All participants in the disclosure process should be encouraged to raise potential disclosure
items at all times in the process.

2. The process of revising and updating the Disclosures should not be viewed as a mechanical
insertion of current numbers. While it is not anticipated that there will be major changes in
the form and content of the Disclosures at the time of each update, the Disclosure Officer
should consider whether such changes are necessary or desirable to make sure the Disclosure
does not make any untrue statement of a material fact or omit to state a material fact
necessary or desirable, in order to make the statements made, in light of the circumstances in
which they were made, not misleading at the time of each update.

3. Whenever the District releases information, whether in written or spoken form, that may
reasonably be expected to reach investors, it is said to be “speaking to the market.” When
speaking to the market, District officials must be, sure that the released information does not
make any untrue statement of a material fact or emit,to state a material fact necessary or
desirable, in order to make the statements made, in light of the circumstances in which they
were made, not misleading.

4. While care should be taken not to shortcut or eliminate any steps outlined in these Disclosure
Procedures on an ad hoc basis, the review and maintenance of the Disclosures is a fluid
process and recommendations for imprevement of these Disclosure Procedures should be
solicited and regularly considered.

5. The Disclosure Officer is authorized to request.and pay for attendance at relevant conferences
or presentations or annual training sessions condueted by outside counsel, consultants or
experts in order to ensure a sufficient level of knowledge for the effective administration of
these Disclosure Procedures.

LEGAL REF.: 15U.S.C. 877a et seq., Securities Act of 1933.
15 U.S.C. 878aet seq., Securities Exchange Act of 1934.
17 C.F.R. §240.15¢2-12.

4:40-AP Page 4 of 4
©2021-2024 Policy Reference Education Subscription Service
Illinois Association of School Boards. All Rights Reserved.
Please review this material with your school board attorney before use.



June-2019June 2024 4:70-AP

Operational Services

Administrative Procedure - Resource Conservation 1

Definitions

De-inked stock — Paper that has been processed to remove inks, clays, coatings, binders, and other
contaminants.

High grade printing and writing papers — Includes offset-printing paper, duplicator paper, writing
paper (stationery), tablet paper, office paper, note pads, xerographic paper, envelopes, form bond
including computer paper and carbonless forms, book papers, bond papers, ledger paper, book stock,
and cotton fiber papers.

Paper and paper products — High-grade printing and writing papers, tissue products, newsprint,
unbleached packaging, and recycled paperboard.

Postconsumer material — Only those products generateddy abusiness or consumer, that have served
their intended end uses, and that have been separated or diverted frem solid waste; wastes generated
during the production of an end product are excluded:Postconsumermaterial includes:

e Paper, paperboard, and fibrous waste framrretail stores; office buildings, homes and so forth,
after the waste has passed through itsend usageias a consumer item, including used corrugated
boxes, old newspapers, mixed-waste papertabulating cards, and used cordage; and

e All paper, paperboard, and fibrous wastes that are diverted or separated from the municipal
waste stream.

Recovered paper material— Paper waste generated after the completion of the papermaking process,
such as postconsumersmaterial, envelope cuttings, bindery trimmings, printing waste, cutting and other
converting waste,4outt rolls, and mill wrappers, obsolete inventories, and rejected unused stock.
“Recovered paper. material,” however, does not include fibrous waste generated during the
manufacturing process such as fibers recovered from waste water or trimmings of paper machine rolls
(mill broke), or fibrous, by-products of harvesting, extraction or woodcutting processes, or forest
residues such as bark. Recovered paper material includes:

e Postconsumer material;

e Dry paper and paperboard waste generated after completion of the papermaking process (that
is, those manufacturing operations up to and including the cutting and trimming of the paper
machine reel into smaller rolls or rough sheets), including envelope cuttings, bindery
trimmings, and other paper and paperboard waste resulting from printing, cutting, forming and
other converting operations, or from bag, box, and carton manufacturing, and butt rolls, mill
wrappers, and rejected unused stock; and

e Finished paper and paperboard from obsolete inventories of paper and paperboard
manufacturers, merchants, wholesalers, dealers, printers, converters or others.

Recycled paperboard — Includes paperboard products, folding cartons and pad backings.

The footnotes should be removed before the material is used.

1 with the exception of activities listed under the Solid Waste Reduction subhead, these procedures restate State law.
105 ILCS 5/10-20.19c.
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Tissue products — Includes toilet tissue, paper towels, paper napkins, facial tissue, paper doilies,
industrial wipers, paper bags, and brown papers. These products shall also be unscented and shall not
be colored.

Unbleached packaging — Includes corrugated and fiber storage boxes.

Procurement Procedures and Specifications for Products and Supplies

Procurement procedures and specifications for products and supplies shall be periodically reviewed to
ensure that the District is: (a) purchasing products and supplies that are reusable, durable, or made from
or contain recycled materials, if economically and practically feasible, and (b) giving preference to
products and supplies containing the highest amount of recycled material and that are consistent with
the effective use of the product or supply, if economically and practically feasible.

Recycled Paper and Paper Products Purchases
I. Whenever economically and practically feasible, at least 75% of the total dollar value of paper and

paper products purchased by the Drstrlct will be recycled paper and paper products—shall—lee

All paper purchased for publishing student newspapers must be recycled newsprint. Paper and
paper products purchased from private sector vendors pursuant to printing contracts are exempted
from this requirement.

I1. Wherever economically and practically feasible, recycled paper and paper products shall contain
postconsumer or recovered paper materials as follows:
e Recycled high grade printing and writing paper shall contain at least 50% recovered paper

material and shall consist of at least 50% de-inked stock or postconsumer material.

Recycled tissue products shall contain at'least45% postconsumer material.

Recycled newsprint shall,containat least 80% postconsumer material.

Recycled unbleached packaging shall,contain at least 55% postconsumer material.

Recycled paperboard shall contain at'least 95% postconsumer material.

These regulations'donot apply to art materials, nor to any newspapers, magazines, textbooks, library
books or other copyrighted publications that are purchased or used by the District or any school or
attendance center within:the DistriCt, or that are sold in any school supply store operated by or within
any such school or attendance:cénter.

Solid Waste Reduction 2

The Superlntendent WI|| appomt a team of mterested mdwrduals representlng various Dlstrlct
departments toe: : , .
rheameun%ef—selwaaste%auhe@ﬁmegeheraresihe%amshau
1. Periodically review methods and procedures to reduce solid waste generated by academic,
administrative, and other institutional functions. These procedures must be designed to, when

The footnotes should be removed before the material is used.

2 This sectlon contalns several of the many Ways a dlstrlct may comply with 105 ILCS 5/10-20.19c. State-law-coentains
d anda vement-State law requires the periodic review of procedures
to reduce solrd waste. The actlvrtles #1 6 Ilsted in the Iast paragraph are only ideas and should be customized.
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economically and practically feasible, recycle the District’s waste stream, including without
limitation landscape waste, computer paper, and white office paper.

1.2. Establish a goal for reduction in the amount of solid waste generated by the District, when it is
economically and practically feasible to do so.

2.3. Identify indicators to monitor the District’s progress toward achieving the-any established solid
waste reduction goal. As necessary, the procedures and methods shall be adjusted and refined.

3:4. Make periodic progress reports to the Superintendent or designee.

The team shall devise and oversee methods for making the following activities part of the District
culture:

1. Staff members actively pursue waste reduction and prevention activities. Examples include:

Printing and copying individual documents on both sides of the page.

Setting computer software for default two-sided printing including word processing,

spreadsheets, electronic mail, and others.

Printing or copying only the pages needed.

Routing memos and newsletters.

Providing trays to collect and reuse one-sided paper.

Reducing unwanted mail and eliminate excess‘mailings.

2. Staff members and students seek to reuse or recycle materials to divert them from the waste

stream whenever possible.

A training plan instructs staff members and students in waste reduction and recycling practices.

4. The District’s solid waste reduction program is publicized and its benefits are emphasized,

including cost savings by lowering supply acquisition and disposal costs.

An incentive program to reduce solid waste exists, e.g., through school recognition programs.

6. Staff and students are encouraged to be innovative,and suggest improvements to procedures
and practices.

oo

-~ a0

@

o

LEGAL REF.: 105412CS;5/10-20.19c.
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Oetober2019June 2024 4:80-AP3

Operational Services

Administrative Procedure - Inventory Management for Federal and State Awards

This procedure applies to property acquired by the District under federal grant awards or State grant
awards governed by the Grant Accountability and Transparency Act (GATA) (30 ILCS 708/). 1

Definitions
Property - real or personal property. 2 C.F.R. §200.81.

Equipment - Tangible personal property (including information technology systems) having a useful
life of more than one year and per-unit acquisition cost that equals or exceeds the lesser of the
capitalization level established by the District for financial statement purposes, or $5,000. 2 C.F.R.
§200.133

Supplies - All tangible personal property other than gguipment. 2 C.F.R. §200.194

Acquisition Cost - The cost of the asset including the«ost to ready the asset for its intended use.
Acquisition cost for equipment, for example, means the net invoice pricé,of the equipment, including
the cost of any modifications, attachments, accessories, or auxiliary“apparatus necessary to make it
usable for the purpose for which it is acquired.»Acquisition costs for software includes those
development costs capitalized in accordance‘with generally aceepted accounting principles (GAAP).
Ancillary charges, such as taxes, duty, protective in transitiinsurance, freight, and installation may be
included in or excluded from the acquisSition cost'in accordance with the District’s regular accounting
practices. 2 C.F.R. §200.12

Roles and Responsibiliti€s

Actor Responsibility
Business Manager Recordkeeping — 2 C.F.R. 8200.313(d)(1) and (2)
and/or Designee 1. Ensures all equipment purchased with grant funds is identified

and marked as such.
2. Maintains an inventory list that includes the following:
a. adescription of the property
b. aserial number or other identification number
c. the source of funding for the property (including the Federal
Award Identification Number (FAIN), if applicable)
d. who holds title
e. theacquisition date
f. cost of the property

The footnotes should be removed before the material is used.

1 The Grant Accountability and Transparency Act (GATA) adopts the federal uniform guidance applicable to federal
grant awards for all State grant awards, 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.isbe.net/gata.
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Actor

Responsibility

g. percentage of federal or State participation in the cost of the
property
h. the location, use and condition of the property
i. any ultimate disposition data including the date of disposal
and sale price of the property.
3. Takes a physical inventory of the property and reconciles the
results with the records at least once every two years.

Maintenance and Safeguarding — 2 C.F.R. §200.313(d)(4)

1. Budgets for and schedules regular maintenance of the equipment
when it is recommended by the manufacturer and arranges for
repair of equipment when economically feasible.

2. Oversees implementation of the internal controls for the
safeguarding of eguipment and supplies required by
administrative procedured4:80-AP1, tnternal-Control-Checklist
for Internal Controls.

3. Reports (or receives reports, if so designated) any fraud, waste,
or abuse of property in.accordance with administrative procedure
4:80-AP2, Fraud, Waste; and Abuse Awareness Program.

4. Investigates reports of" property loss, damage, or theft. If
appropriate, and in'eonsultation with the Superintendent, makes
a report to lavw/enforcement for further investigation.

Title and Use — 2 C.F.R#8200.313(a) and (c)

1. Ensures the equipment is used for the authorized purposes of the
grant'during the period of the grant, or until the property is no
longer needed for the purposes of the project.

2. During the time that equipment is used on the project or program
for which it was acquired, designates equipment available for use
on other projects or programs currently or previously supported
by the federal or State government, provided such use will not
interfere with the work for which it was originally acquired, in
the following order of priority:

a. First preference is given to other programs or projects
supported by the awarding agency that financed the
equipment.

b. Second preference is given to programs or projects under
awards from other awarding agencies (in the case of federal
awards, to activities under federal awards from other federal
awarding agencies; this includes consolidated equipment for
information technology systems).

3. If the equipment is to be used for non-federally or non-State-
funded programs or projects, considers charging user fees. Any
fees charged for equipment services acquired under an award
must be equal to or greater than what private companies charge

4:80-AP3
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Actor

Responsibility

for equivalent services, unless specifically authorized by statute,
for as long as the government retains an interest in the equipment.

4. Ensures that title to the property is not encumbered without the
approval of the awarding agency.

Disposition — 2 C.F.R. §200.313(e)

1. Unless the awarding agency requires an equipment transfer,
when equipment acquired under an award is no longer needed for
the original project or program or for any other activities
supported by a federal or State awarding agency, requests
disposition instructions from the awarding agency, if required by
the terms and conditions of the award.

2. If an item of equipment has a current per unit fair market value
of $5,000 or less, arranges for the retention, sale, or disposal of
the equipment with no further obligation to the awarding agency.
Notes the disposition of such items in the District’s property
records.

3. Except for awards exempted,under 2 C.F.R. 8200.312(b), or if

the awarding ‘agency fails o  provide requested
disposition instructions,within “120  days, arranges for the
retention orsale of items,of equipment with a current per-unit
fair-market value in excess of $5,000.
The awarding agency. is entitled to an amount calculated by
multiplying the current'market value or proceeds from sale by
the awarding agency's percentage of participation in the cost of
the original purehase. If the equipment is sold, the awarding
agency may permit the District to deduct and retain from
the agency share $500 or ten percent of the proceeds, whichever
is less, fonits selling and handling expenses.

4. 'If applicable, arranges for the transfer of title to the property to
the federal or State government or to an eligible third party,
provided that in such cases, the District is entitled to
compensation for its attributable percentage of the current fair
market value of the property.

5. If the District is authorized or required to sell the property,
ensures compliance with Board policy 4:80, Accounting and
Audits, regarding the disposition of property, and follows proper
sales procedures to ensure the highest possible return.

6. For items of equipment with an acquisition cost of $5,000 or
more:

a. Obtains two signed bids from potential purchasers or two
appraisals from authorized appraisers to determine the per
unit current fair market value.

b. If the per unit current fair market value is $5,000 or more,
follows the procedures outlined in the Ill. State Board of
Education’s State and Federal Grant Administration Policy,

4:80-AP3
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Actor

Responsibility

Fiscal Requirements, and Procedures to obtain ISBE’s
approval, available at:
www.isbe.net/Documents/fiscal_procedure _handbk.pdf.

7. When appropriate, arranges for the trade-in of equipment to be
replaced or sale of the property when acquiring replacement
equipment. Proceeds from the trade-in or sale may be used to
offset the cost of the replacement equipment.

Note: If the District fails to take appropriate disposition actions,
the awarding agency may direct the District to take disposition actions.

Staff Members Who
Receive
Equipment/Supplies as
Part of Their Job
Duties

Use the equipment/supplies for the purposes authorized by the grant
during the grant period, or until the property is no longer needed for the
purposes of the project.

Properly use the equipment in accordance with the manufacturer’s
instructions.

Produce the equipment/supplies when requested by the Business
Manager or designee, whethenfor inventory, scheduled maintenance,
repair, or other purposes.

Take reasonable steps.to prevent:damage to equipment and supplies in
accordance with administrative procedure 4:80-AP1, trternal-Control-
Checklist for Internal Controls.

Report anyfraud, waste, or abuse of property in accordance with_
administrative procédure 4:80-AP2, Fraud, Waste, and Abuse
Awareness Program.

Immediately report lost or stolen equipment/supplies to the Business
Manager, or designee.

Return the equipment/supplies when requested by the Business
Manager or designee or if it is no longer needed.

4:80-AP3
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Operational Services

Administrative Procedure - Fines, Fees, and Charges - Waiver of Student Fees 1

Actor Action

Superintendent or designee Prepares and recommends to the School Board a list of school fees
and fines to be charged to students for the use, damage, or loss of
textbooks, consumable materials, field trips, extracurricular
activities, graduation fees, and similar items. See 105 ILCS 5/1-3,
amended by P.A. 102-805;eff1-1-23, and 23 Ill.Admin.Code
81.245(a) for a-definitions of school fees and fines.

Initial notice: For all students enrolling in the District for the first
time, notifies their parents/guardians that the District will waive
school fees and fines for persons unable to afford them in
accordance with Board policy 4:140, Waiver of Student Fees.

The initial notice must at leagtidescribe: (1) the Board’s policy,
including the criteria and other circumstances under which the
District will waive school fees_or fines; (2) the school fees or
fines subject to. awaiver;(3).the procedure to apply for a fee or
fine waiver, including the ‘availability of a fee or fine waiver
request formfand the 'documents required by the District in
verifying income; and (4) the dispute resolution procedure. 23
HI.Admin.Code §1.245(c)(2)(A).

Notice with every bill: Includes a notice with every bill for fees
and/or fines,sent to parents/guardians that the District will waive
school fees.and fines for persons unable to afford them in
accordance with Board policy 4:140, Waiver of Student Fees.

The notice must include a description of the waiver application
process or the name, address, and telephone number of the
person to contact for information concerning a waiver. 23
I1l.Admin.Code §1.245(c)(2)(B).

Determines whether the required inclusions in these notices will be
satisfied by providing parents/guardians with a written copy of
Board policy 4:140, Waiver of Student Fees, and 4:140-E1,
Application for Fee Waiver.

The footnotes should be removed before the material is used.

1 school districts have two income verification options for school fee and fine waiver applications. 105 ILCS 5/10-20.13,
amended by P.A.s 102-1032, and-102-805, and 103-154eff—1-1-23. See f/n 7 in sample policy 4:140, Fee-Waivers\Waiver of

Student Fees. This procedure uses option #1. If the district implements option #2 for verifying income to determine eligibility
for fee and fine waivers, replace every instance of “4:140-E1, Application for Fee Waiver” with “4:140-E2, Application for
Fee Waiver Based on Federal Free Meals Program.”
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Parents/Guardians seeking a
school fee and fine waiver

For waiver sought based on income guidelines for the federal
free meals program or because parents/guardians are veterans
or active-duty military personnel with income at or below
200% of the federal poverty line:
Complete 4:140-E1, Application for Fee Waiver, and return it to
the Building Principal along with documents that will verify the
family’s income, such as, payroll stubs, tax returns, or evidence
of receipt of food stamps or Temporary Assistance for Needy
Families. 23 1. Admin.Code §1.245(d). 2
May apply for a waiver of school fees and fines by completing
4:140-E1, Application for Fee Waiver, at any time.

For waiver sought based on homeless status:

Contact the District Liaison for Homeless Children, [insert
name], at [insert contact information].

Building Principal or
designee

Determines the student’s)eligibility for fee or fine waiver in
accordance with Board paliey4:140, Waiver of Student Fees.

Notifies parents/guardians within 30 calendar days if their

Application for Fee Walver is denied. 23 Ill.Admin.Code

81.245(c)(3).
A rejection.netice mustinelude: (1) the reason for the denial; (2)
a notification of their righttoappeal as well as the appeal process
and timelines/(4:140-E3, Response to Application for Fee
Waiver, Appeal, and Response to Appeal); and (3) a statement
that they may reapply at any time if circumstances change. 23
HI.Admin.Code,81.245(c)(3)(A).

Ensures that any completed 4:140-E1, Application for Fee Waiver,
and 4:140-E3, Response to Application for Fee Waiver, Appeal,
and Responsg’to Appeal, are confidentially treated and maintained.
23 IllLAdmin.Code §1.245(f).

Parents/Guardians seeking a
school fee and fine waiver

May appeal the denial of a waiver request.

If requested, meets with the person who will decide the appeal in
order to explain why the waiver should be granted. 23
[1I.LAdmin.Code 81.245(c)(3)(B).

Superintendent or designee

If the parents/guardians request to meet with the person who will
decide the appeal to explain why the waiver should be granted,
contacts the parents/guardians and schedules the meeting. 23
[11.LAdmin.Code 81.245(c)(3)(B).

The footnotes should be removed before the material is used.

2 \f the district implements option #2 for verifying income to determine eligibility for fee and fine waivers from f/n 7 of
sample policy 4:140, Waiver of Student Fees, replace this sentence with the following sentence:
Complete exhibit 4:140-E2, Application for Fee Waiver Based on Federal Free Meals, and return it to the Building

Principal.

4:140-AP
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Ensures that the person who decides the appeal is not the person
who initially denied the waiver or a subordinate of this person. 23
[1I.LAdmin.Code 81.245(c)(3)(B).

Responds in writing to parents/guardians’ appeal within 30
calendar days of receipt of the appeal. 23 1ll.Admin.Code
81.245(c)(3)(B).

Ensures that no discrimination or punishment of any kind,
including the lowering of grades, exclusion from classes, or
withholding of student records, transcripts, or diplomas, is
exercised against a student whose parents/guardians are unable to
purchase required textbooks or instructional materials or to pay
required fees and fines. 105 ILCS 5/28-19.2(a), amended by P.A.
102-805eff1-1-23; 23 Ill. Admin.Code §1.245(g). 3

The footnotes should be removed before the material is used.

3 If the district seeks to hold parents/guardians accountable for unpaid fines, fees, or charges, consult the board attorney
to ensure that any consequences imposed on parents/guardians do not discriminate against or punish students.
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June 2024 5:30-AP4

General Personnel

Administrative Procedure - Fingerprint-Based Criminal History Record Information
Security

The District is required by State law to conduct fingerprint-based criminal history record checks on
applicants for employment. See administrative procedure 5:30-AP2, Investigations, for the procedures
to be followed in carrying out such checks. This procedure outlines the District's responsibility to
safeguard applicants' criminal justice information (CJI), including Criminal History Records
Information (CHRI), received from the Federal Bureau of Investigation (FBI), whether the information
is received directly from the FBI or through the 1ll. State Police (ISP) or a live scan vendor pursuant to
an existing Outsourcing Management Control Agreement. This procedure is based on the FBI Criminal
Justice Information Services (CJIS) Security Policy (CJIS Security Policy) available at:
https://le.fbi.gov/cjis-division/cjis-security-policy-resource-center (see Appendix J, Noncriminal
Justice Agency Supplemental Guidance) and ISP's generic template titled Criminal History Record
Information Proper Access, Use, and Dissemination Pro¢edures.! The FBI's CJIS Security Policy
provides a minimum set of security requirements for’access to,FBI CJIS Division systems and
information and to protect and safeguard CJI.

Glossary of Terms
These definitions are based on those provided in the FBIL CJIS Security Policy.

Criminal Justice Information (CJI) — All datasrovided,through the FBI CJIS, including, but not
limited to, biometric, identity history; person, /organization, property (when accompanied by any
personally identifiable information)gand case/incident history data.

Criminal History Reeordsinformation (CHRI) — A subset of CJI that includes identifiable
descriptions of arrests, detentions, indictments, information, or other formal criminal charges, and any
disposition arisingtherefrom, including acquittal, sentencing, correctional supervision, and release. For
purposes of this‘proeedure, CHRI is'interchangeable with CJI.

Authorized Personnel=— District employee(s) who have been appropriately vetted through a national
fingerprint-based record check and have been granted access to CJI. For purposes of this procedure,
Authorized Personnel includes the Superintendent, Human Resources Administrator, Head of
Information Technology, andtheir respective designees.

Electronic Media — Any form of electronic storage media such as a memory device in a laptop or
computer (hard drive) or mobile device; and any removable, transportable electronic media, such as
magnetic tape or disk, optical disk, flash drive, external hard drive, or digital memory card.

Physical Media — Media in printed form, including, but is not limited to, printed documents, printed
imagery, and printed facsimile.

The footnotes should be removed before the material is used.

1 The 111. State Police (ISP) generic template can be requested through ISP.BOI.Customer.Support@illinois.gov.
Requests for technical assistance from the ISP can also be made through the same email address.
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Remote Access — Any temporary access to the District's information system by a user (or an
information system) communicating temporarily through an external, non-District controlled network

(e.g., the Internet).

Actor

Action

Superintendent or
Human Resources
Administrator

If the District utilizes a live scan vendor, ensures the District has entered
in an outsourcing agreement with the vendor that incorporates appropriate
FBI security and management control outsourcing standards to protect
CHRI. See https://www.fbi.gov/file-repository/compact-council-security-
and-management-control-outsourcing-standard-for-non-
channelers.pdf/view or www.fbi.gov/file-repository/compact-council-
security-and-management-control-outsourcing-standard-for-
channelers.pdf/view, depending on the status of the vendor (channelers
are contractors selected by the FBI that have a direct connection to the
FBI's identification system, seeiwww.fbi.gov/how-we-can-help-
you/more-fbi-services-andéinformation/compact-council/list-of-approved-
channelers). For a list of/live scan vendors in Illinois, see

https://idfprapps.illinois.gov/licenselookup/fingerprintlist.asp.

Point of Contact

Designates employee(s) to serve as-the District's Point of Contact (POC),
who serves as the primary-point of contact with the ISP regarding the
District's handling of Cdl.

Ensures the District (has applicable agreement(s) in place necessary to
access CJI, e.g., an interagency user agreement with the ISP.

Physical.Security

Designates, a secure location within the District with physical and
personnel| security controls sufficient to protect CHRI and associated
information system(s), including the following:

1. 4The location shall be prominently posted and physically separate
from non-secure locations.

2. Only Authorized Personnel will have access to the physically
secure location.

3. The District is able to control all access points and verify
individual access authorizations before granting access.

4. The device(s) that displays CHRI is positioned in such a way as to
prevent unauthorized individuals from accessing and/or viewing it.

5. CHRI on physical media is always stored in a locked
cabinet/drawer/container at the District Office which is only
accessible to Authorized Personnel. Physical media is not removed
from the secure location area except for purposes of
sanitization/disposal.

5:30-AP4
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http://www.fbi.gov/how-we-can-help-you/more-fbi-services-and-information/compact-council/list-of-approved-channelers
http://www.fbi.gov/how-we-can-help-you/more-fbi-services-and-information/compact-council/list-of-approved-channelers
https://idfprapps.illinois.gov/licenselookup/fingerprintlist.asp

Actor

Action

Media Protection and Transport

Ensures controls are in place to protect electronic and physical media
containing CHRI while at rest, stored, or actively being accessed, as well
as during transport outside of secure areas to prevent inadvertent or
inappropriate disclosure and use. Only Authorized Personnel may transport
electronic media or physical media containing CHRI.

If physical and personnel restrictions are not feasible, directs the Head of
Information Technology to ensure CHRI is encrypted per the CJIS Security
Policy (pg. 160, see SC-13).

Sanitization and Disposal of CHRI

Properly sanitizes or disposes of (or designates Authorized Personnel to
sanitize or dispose of) physical or electronic media containing CHRI in
accordance with the District's record retention schedule. Physical media
will be destroyed by one of the following methods:

1. Shredding using'District-issueshredders.

2. Placement in locked shreddingbins for a private District contractor
to come on-site and shred, witnessed by Authorized Personnel.

3. Incineration using Distriet incinerators or witnessed by Authorized
Personnel .onsite at,a District, or contractor incineration site, if
conducted by nop-autherized personnel.

Electronic media'will be disposed of by one of the following methods:

1. Overwriting at least three times (using a program to write onto the
location of the'media where the file to be sanitized is located)

25, Degaussing (magnetic erasure of data from magnetic media)

3.% Physical destruction. (crushing, disassembling, etc., ensuring that
the\platters have been physically destroyed so that no data can be
pulled).

Misuse of CHRI

In.the€vent of misuse of CHRI by a District employee, issues discipline to
the employee (such as loss of access privileges) or recommends discipline
to the Board up to and including termination and/or refers the matter to law
enforcement. See Board policies 5:200, Terms and Conditions of
Employment and Dismissal, 5:240, Suspensions, and 5:290, Employment
Termination and Suspensions.

Head of Information

Assists the Superintendent and Human Resources Administrator as

Technology requested to implement appropriate controls for access to CHRI within the
District.
Account Management
Manages information system accounts, including establishing, activating,
modifying, reviewing, disabling, and removing accounts.
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Actor

Action

Validates information system accounts at least annually and documents the
validation process.

Monitors electronic system log access to CHRI on a weekly basis for
indications of inappropriate or usual activity.

Remote Access and Personally Owned Devices
Authorizes, monitors, and controls all methods of remote access to the
information systems that can access, process, transmit, and/or store CJI.

Employs automated mechanisms to facilitate the monitoring and control of
remote access methods and control all remote accesses through managed
access control points.

Permits remote access for privileged functions only for compelling
operational needs and decuments{the rationale for such access in the
security plan for the informationésystem.

If the District permits Autharized Personnel to use personal devices to
access, process, store, or transmit,CHRI, ‘establishes and documents the
specific terms and gonditions for personal device use consistent with the
requirements in Section 5,13 of the CJIS Security Policy (pg. 173-179).

Sanitizationfand Dispoesal of CHRI

Ensures«that Information_Jechnology systems that have been used to
process, store; or transmit CHRI may not be released from the District's
controlyuntil“the equipment and has been sanitized and all stored
information has‘been cleared using one of the methods authorized in this
procedure.

Security Incidents

Assistsithe POC with the reporting of any security incidents to ISP.

When feasible, employs automated mechanisms to assist in the reporting
of security incidents.

District Point of

Communicates as needed with the ISP regarding audits, District personnel

Contact (POC) changes, training, and security.

Disseminates information security alerts and other communications from
ISP to all Authorized Personnel.
If applicable, identifies who is using live scan hardware, software, and
firmware and ensures no unauthorized individuals or processes have
access to the same. Identifies and documents how the equipment is
connected to the ISP system.
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Actor

Action

Ensures appropriate security measures to protect CHRI are in place and
working as expected.

Maintains a list of Authorized Personnel that is updated annually and
when new users are registered or off boarded.

Annually reviews all information system accounts to ensure that access and
account privileges align with job functions, need-to-know, and
employment status on systems that contain CHRI.

Maintains a log for access to any physical files containing CHRI and
monitors the log on a weekly basis for indications of inappropriate or
unusual activity.

Maintains Security Awareness Training Certificates for all Authorized
Personnel.

Informs all Authorized Personnehofithe procedures for reporting security
events and weaknesses that might have an impact on the security of
CHRI. Ensures the ISP's‘Information Security Officer is promptly
informed of any security incidents by contacting
ISP.LEADSISO@illinois.qov.

Upon an AuthorizedPerson's separatien form District employment,
terminates that individual’s aceess to systems or physical areas where
CHRI is accessible.

Authorized Personnel

Completes(Basic Security Awareness Training within six months of initial
assignment and every tworyears thereafter as required under Section 5.2 of
the CJIS Security Policy, as well as any other role-based training that may
be required under the CJIS Security Policy (pgs. 11-16). Security
Awareness\ Trainingis available at: https://www.cjisonline.com/. Submits
Security Awareness Training Certificates to the POC.

Complies'with the District's established controls for access and handling of
CHRI,

Pesitions documents or other physical media containing CHRI and any
devices through which CHRI is viewed in such a manner to prevent
authorized persons from accessing or viewing the CHRI.

Only communicates CHRI in secure, private areas. Takes extreme care to
prevent overhearing or interception of communication.

Unless authorized by the District under specific terms and conditions,
never uses a personal device (computer, smartphone, tablet, flash drive,
etc.) to access, view, process, store or transmit CHRI.

Never uses a publicly accessible computer to access, process, store, or
transmit CHRI.
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Actor Action

Promptly reports to the POC any security incidents or weaknesses
associated with the District's information systems of which he or she
becomes aware.

Q&
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June 20192024

5:35-AP2

General Personnel

Administrative Procedure - Employee Records Required by the Fair Labor Standards

Act

Important - School officials should contact the Board Attorney for application of the Fair Labor
Standards Act (FLSA) 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.

This table contains the FLSA recordkeeping requirements as described in

www.dol.gov/whd/regs/compliance/whdfs21.htm.

Actor

Action

Business office working
with supervisors of non-
exempt employees

CONo A wWNE

9.

10.
11.
12.
13.
140

Keep each of the follewing records concerning non-exempt employees
for at least three years (29 €.F.R. §516.2):

Employee’s full name and social Security number

Address, includingzip‘code

Birth date, if younger than 19

Sex and ogCupation

Time and day ofaveek when employee’s workweek begins
Hourssworked gach day

Total hours worked each workweek

Basis on which employee’s wages are paid (e.g., $9 per hour or
$440 aweek)

Regular heurly pay rate

Total daily or weekly straight-time earnings

Total overtime earnings for the workweek

All additions to or deductions from the employee’s wages
Total wages paid each pay period

Date of payment and the pay period covered by the payment

Business office working
with supervisors of
exempt employees

Concerning exempt employees, keep for at least three years, the records
listed in numbers 1-5 and 13-14 above and a record showing the basis
on which the exempt employee’s wages are paid (e.g., salary basis of
$x per pay period). 29 C.F.R. 8516.3.

Business office

1.

2.

Payroll records must be kept for at least three years. 29 C.F.R.
8516.5(a).

Records on which wage computations are based must be kept for
at least two years, i.e., time cards and piece work tickets, wage rate
tables, work and time schedules, and records of additions to or
deductions from wages. 29 C.F.R. §516.6.

Collective bargaining agreements and individual employment
contracts must be kept for at least three years (when an agreement
IS not in writing, prepare and retain a written memorandum
summarizing it). 29 C.F.R. §516.5(b).

5:35-AP2
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Actor Action

4. Certificates and notices must be kept for at least three years. 29
C.F.R. 8516.5(b).

Building Principal Display an official poster outlining the provisions of FLSA, available
at no cost from local offices of the Wage and Hour Division and toll-
free, by calling 1-866-487-9243. This poster is also available
electronically for downloading and printing at:

www.dol.gov/whd/regs/compliance/whd_fs.pdf

Keep records regarding the posting of notices for at least 3 years. 29
C.F.R. 8516.5(b).
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June 20192024 5:35-AP3

General Personnel

Administrative Procedure - Compensable Work Time for Non-Exempt Employees Under
the FLSA

Important - School officials should contact the Board Attorney for application of the Fair Labor
Standards Act (FLSA) 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.

Resources
Overview — https://www.dol.gov/agencies/whd/flsa.

For help determining whether time spent on work-related activities is compensable as “hours worked,”
see the U.S. Dept. of Labor’s FLSA Hours Worked Advisor.

Volunteers — https://www.dol.gov/sites/dolgov/files/WHD/legacy/filesslFOH Ch10.pdf.

Compensable Time Defined for Non-Exempt Employees

The amount of pay due an employee cannot be determined without knowing the total number of hours
actually worked by that employee in each workweeksAn employee must be paid for all of the time
considered to be hours worked, and all time'that is hours,worked must be counted when determining
overtime.

Non-Exempt Employee - The term_non-exempt employee refers to employees who are not exempt
from the overtime provisions in the wage and hour laws. See administrative procedure 5:35-AP1, Fair
Labor Standards Act Exemptions:

Hours Worked - MNon-exempt employees must be compensated for all hours worked in a workweek.
In general, hours worked include:

All the time an.,employee must be on duty;

All the time an employee must be on the employer’s premises;

All the time an employee must be at any other prescribed place of work; and

Any additional timethe employee is allowed, i.e., “suffered or permitted” to work (commonly
referred to as “working off the clock™).

Suffered or Permitted to Work - If an employer knows or has reason to know that a hon-exempt
employee starts work early or continues to work late, it is considered work time. 29 C.F.R. §785.11.

This includes knowing or having reason to know that an employee works at home, e.g., as when a
Building Principal’s secretary calls for substitutes early in the morning. 29 C.F.R. §785.12.

If an employee works additional straight time, at the regular rate of pay, or overtime hours without
authorization, that employee must still be compensated but may be disciplined for violating School
Board policy.

Volunteering to Perform Regular Work - Non-exempt employees may not volunteer to perform their
regular work duties off-the-clock and without compensation. 29 U.S.C. §203(e)(4)(A). An employee
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must be paid even if he or she offers to do the work on his or her own time. Employees may not waive
wage and hour law requirements.

Volunteering to Perform Services that Are Not the Same as Regular Work - Non-exempt
employees may volunteer to perform services under these conditions:

1. The volunteer services are not the same as or similar to the employee’s regular work duties,

2. The employee offers the services freely and without coercion, direct or implied, and

3. The employee provides the services without promise of compensation although a volunteer
may be paid “expenses, reasonable benefits, or a nominal fee to perform such services.” 29
U.S.C. 8203(e)(4)(A), 29 C.F.R. 8553.101 and 103.

A fee is not nominal if it is a substitute for compensation or tied to productivity. 29 C.F.R. §553.106(e).
While the specific circumstances in each case must be analyzed, the District will generally limit
nominal pay to employees for volunteer services to no more than 20% of what the District would
otherwise pay to hire an employee for the same services. See Wage and Hour Division (WHD) Opinion
Letters FLSA 2005-51 (11-10-05); FLSA 2006-28 (8-7-06); and FLSA 2006-28 (10-7-06). See also
WHD Opinion Letters FLSA 2004-6 (7-14-04):-and-FLSA-2004-8-(9-7-04) for an examples of a non-
exempt school employees serving as a volunteer athletic coaches. U.S. Dept. of Labor WHD opinion
letters are available at: http://www.dol.gov/agenciesfwhd/opinion-letters/request/existing-guidance.

Examples of Hours Worked for Non-Exempt Employees

Meal periods, unless the employee is completely relieved of all dutiesrand free to leave the duty post
for at least 30 minutes. Teacher aides whe,must supervise students during their lunch are not
considered relieved of duties. Employeés'who eat at theindesk and answer phones or otherwise
perform work are not considered relieved of/duties.

Attendance at in-services, meetings, ordéctures, unless: (1) attendance is outside the employee’s regular
working hours, (2) attendanee is voluntary, (3) the activity is not related to the employee’s job,
and (4) the employee performs no productive'work for the District.

Coffee breaks or restqperiods of 20yminutesior less.
Work done at home if the supervisor knows or should have known that such work was done.
Work done beforear after regular hours or on weekends.

On-call time if the employee is required to remain on the employer’s premises or so close that he/she
is unable to use the timeeffectively for his/her own purposes while on-call.

Transporting material to a worksite before the start of the workday.

Time spent preparing for work, e.g., bus drivers doing safety checks before the route or securing the
bus after the route.

Clean-up work at the end of a shift.

Travel time during the workday from one job site to another, e.g., non-exempt school nurses traveling
from one school to another.

Travel time during the regular working hours, even if it is the weekend.

Attending a Board meeting at night either to take minutes or perform some other required or assigned
duty.
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June 20192024 5:35-AP4

General Personnel

Administrative Procedure - Fair Labor Standards Act 12-Step Compliance Checklist

Important - School officials should contact the Board Attorney for application of the Fair Labor
Standards Act (FLSA) 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.

The U.S. Dept. of Labor, Wage and Hour Division, administers the FLSA. It posts an encyclopedic
amount of information on the FLSA on its website at: www.dol.gov/whd/regs/compliance/hrg.htm#8.

Checklist for compliance with the FLSA:

1. Classify employees as exempt or non-exempt.

Identify which employees are covered by thesovertimeyrequirements of the FLSA, i.e., non-
exempt, and which employees are exempt fromthe overtime requirements. See aAdministrative
pProcedure 5:35-AP1, Fair Labor Standards Act'Exemptions, for a list of school employees
traditionally exempt and non-exempt. Include a record in each employee’s file stating whether
he or she is exempt or non-exempt.

An exemption from the FLSA overtime pay/compensatory time requirements is the exception,
rather than the rule. Any uncertainty should be resolved in,favor of finding the employee to be
non-exempt and the overtime compensable,as thexburden is on the school system to prove that
exemptions are applicable.

2. Make sure all employees have access to and understand the School Board policy and
administrative procedures ‘on the workweekyovertime, and compensatory time. See Board
policy 5:35, Compliance, withthe,Fair Labor Standards Act, and aAdministrative pProcedure
5:35-AP3, Compensable Werk Timefor Non-Exempt Employees Under the FLSA.

In additien, make sure that.all,employees:
a. Areyprovided a copy of the Board policy or access to the Board policy published on-
line;
b. Acknowledge thatthey have received and understand the policy; and
c. Agree tofollow.the policy and procedures or be subject to discipline.

3. Notify non-exempt employees of their expected work hours in a workweek.

Be clear that the salary of non-exempt employees is paid for a 40-hour workweek. Supervisors
may regularly schedule employees to work 37.5 hours per week and leave the remainder as
possible flexible time. However, to avoid the possibility of straight-time claims for hours
worked between 37.5 and 40, supervisors need to clearly communicate that the District pays
employees a salary for up to 40 hours of work and that the District retains the right to request
that the employee perform additional duties up to 40 hours without additional pay.

4. Keep precise records of the hours worked by every non-exempt employee by using a good
timesheet, time clock, computerized check-in system, or other method. Make sure individual
employees keep and sign their weekly record of hours worked. Print an acknowledgment
similar to the following on every time sheet: “I acknowledge that I have reviewed this time
sheet and that it accurately records all of the time that | worked for the District on the dates
indicated and that | did not work for the District at any other times during the workweek that
are not recorded on this timesheet.”
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5. Annually train District supervisory staff, as well as supervisors when first assigned supervisory
duties, on FLSA compliance issues, including:
a. What counts as compensable work time (see aAdministrative pProcedure 5:35-AP3,
Compensable Work Time for Non-Exempt Employees Under the FLSA);
b. How timesheets must be completed for non-exempt employees; and
c. Their duty to monitor timesheets and verify time worked.
6. Train all non-exempt staff when hired and regularly thereafter on the following topics:
a. Board policy requirements;
b. What counts as compensable time; and
c. How to complete timesheets correctly.
7. Require non-exempt employees who want to volunteer to execute a VVolunteer Agreement. See
eExhibit 5:35-E, Volunteer Agreement Executed by a Non-Exempt Employee.
Non-exempt employees may only volunteer to perform services on behalf of the school that do
not involve the same types of duties they regularly perform in their jobs. Further, in order to be
a bona fide volunteer (1) the volunteer services may not be the same as or similar to the
employee’s regular work duties, (2) the employee must freely and voluntarily, i.e., without any
direct or implied coercion or requirement, agree to perferm the volunteer services, and (3) the
employee provides the services without promise of compensation; however, a volunteer may
be paid expenses, reasonable benefits, ar a nominalfee to perform the services. See
aAdministrative pProcedure 5:35-AP3, Compensable WorkiTime for Non-Exempt Employees
Under the FLSA, for information about nominal fees.
8. Have all non-exempt employees sign thefellowing‘documents:
a. A statement that they were given a copy of the Beard’s policy on work time and have
reviewed it, and that they understand violators may be subject to discipline; and
b. If applicable, an agreementithat any overtime worked over 40 hours per week will be
compensated with time and a half compensatory time rather than overtime pay. See
eExhibit 5:310-E, Agreement to'Receive Compensatory Time-Off.
9. Have supervisory; payrell, and business staffs monitor weekly time records.
Make sure that supervisory,staff.continuously monitors weekly time records for accuracy and
completeness, and that they report-all overtime worked by non-exempt staff to the finance
office for either overtime pay or compensatory time credit.
10. Keep FLSA-required records for non-exempt and exempt employees. See aAdministrative
pProcedure 5:352AP2, Employee Records Required by the Fair Labor Standards Act.
11. Post all federal and Stateaequired employment posters.
Make sure that all employment posters are widely posted, e.g., in the teachers’ lounge, school
office, cafeteria kitchen, bus garage, janitor’s closet, and other places where employees gather.
12. Consult the Board Attorney about FLSA compliance.
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Oetober2019June 2024 5:250-AP

Professional Personnel

Administrative Procedure - School Visitation Leave 1

Eligible employees

These administrative procedures apply to both professional staff and educational service personnel. An
employee is eligible for a-school visitation leave if he or she has worked for the District at least six
consecutive months immediately before the request and works at least one-half of the full-time
equivalent position. 820 ILCS 147/1040. Periods when school is not in session will not count as a break
in consecutive service. 2

School Visitation Leave

An employee is entitled to eight hours during any school year, no more than four hours of which may
be taken on any given day, to attend school conferences, behavioral meetings, or academic meetings
related to the employee’s child, if the conference or meeting cannot be scheduled during non-work
hours. Employees must first use all accrued vacation leave, personal leave, compensatory leave, and
any other leave that may be granted to the employee, except.sick and disability leave. 820 ILCS 147/15.

Request

An employee must request a school conference and activity leave in writing at least seven days in
advance; in an emergency situation, 24 houts’ notice is required. The employee must consult with the
employer to schedule the leave so as tofminimize/isruption.“820 ILCS 147/15. A leave request may be
denied if granting the leave would result in more than 5% of the work force, or work force shift, taking
leave at the same time. 820.ILCS 147/49.

Compensation

A-sSchool visitation leave is unpaid.\The District will attempt, however, to give the employee the
opportunity to make-up the time taken for such a leave, subject to the requirements relating to reduction
of pay of exempt employees in the federal Fair Labor Standards Act. 820 ILCS 147/20. The employee
taking a visitation leave will not lase any benefits, nor will the District terminate any employee for an
absence due solely to the_employee's attendance at a school conference, behavioral meeting, or
academic meeting. 820 ILCS147/35.

Verification

An employee returning from a-school visitation leave must provide the Building Principal with
verification of the visitation from the school administrator of the school visited. Failure to provide this
verification within two working days of the visitation will subject the employee to the standard
disciplinary procedures for unexcused absences from work. 820 ILCS 147/30.

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

1 The School Visitation Rights Act applies to only those districts employing at least 50 people. (820 ILCS 147/40).
Modify this procedure to align with board policy. Customize it to reflect the district’s practice, particularly to specify the
district’s treatment of eligible employees.

2 This provision is not in State law, but is consistent with other laws concerning school employees.
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Juhre2019June 2024 6:120-AP1, E2

Instruction

Exhibit - Special Education Required Notice and Consent Forms

Below is the URL to Ill. State Board of Education (ISBE) updated Special Education Required Notice
and Consent Forms and instructions to understand the purpose and use of each form. The forms are the
official versions of the State-required forms. The URL also provides access to each form in languages
other than English.

www.isbe.net/Pages/Special-Education-Required-Notice-and-Consent-Forms.aspx
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June-2019June 2024 6:120-AP2

Instruction

Administrative Procedure - Access to Classrooms and Personnel

Access to classrooms and personnel is permitted in limited situations by 105 ILCS 5/14-8.02(g-5).
Guidelines follow:

1. These guidelines apply to access requested by the parent/guardian of a student receiving special
education services or being evaluated for eligibility, an independent educational evaluator, or
a qualified professional retained by or on behalf of a parent/guardian or student. A qualified
professional means “an individual who holds credentials to evaluate the child in the domain or
domains for which an evaluation is sought or an intern working under the direct supervision of
a qualified professional, including a master’s or doctoral degree candidate.” These individuals
are referred to in this procedure as visitors.

2. Visitors will be afforded reasonable access to.educational facilities, personnel, classrooms, and
buildings and to the student. To minimize disruption, reasonable access means that the
parent(s)/guardian(s) or qualified professionab  retained by or on behalf of athe
parent(s)/guardian(s) or student is allowed access once perschookquarter for up to one hour or
one class period.l A visitor may request the authorized administrator to grant longer or
additional observations based on individual circumstances and provide any supporting
documentation in support of such adrequest. A,professional evaluator can request longer or
additional observations in his or her initial request. The administrator may grant, deny, or
modify the request, and the administratop’s decision shall be final.

3. Visitors must comply with:

a. School safety, security,.and visitation'policies at all times.

b. Applicable privacy laws, including those laws protecting the confidentiality of
education records such asthe federal Family Educational Rights and Privacy Act and
the 1llinois School Student Records Act.

c. Board policy 8:30, Visitors to and Conduct on School Property. Visitors may not
disruptithe educational process.

4. If the visitor I1S.a parent/guardian, he or she will be afforded reasonable access as described
above for the purpose,of:

a. Observing his or her child in the child’s current educational placement, services, or
program, or

b. Visiting an educational placement or program proposed for the child by the
Individualized Education Program (IEP) team.

5. If the visitor is an independent educational evaluator or a qualified professional retained by or
on behalf of a parent/guardian or student, he or she must be afforded reasonable access of
sufficient duration and scope for the purpose of conducting an evaluation of the student, the
student’s performance, the student’s current educational program, placement, services, or
environment, or any educational program, placement, services, or environment proposed for

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

1 State law is silent on the frequency and length of access. These provisions may be omitted or changed. If the frequency
or length of access is limited, the procedure should allow a visitor to request longer or additional access (as in the next
sentence).

6:120-AP2 Page 1 of 2
©2019-2024 Policy Reference Education Subscription Service
Illinois Association of School Boards. All Rights Reserved.
Please review this material with your school board attorney before use.



the student, including interviews of educational personnel, student observations, assessments,
tests, or assessments of the student’s educational program, services, or placement or of any
educational program proposed by the IEP team, services, or placement. If one or more
interviews of school personnel are part of the evaluation, the interviews must be conducted at
a mutually agreed upon time, date, and place that do not interfere with the school employee’s
school duties. The Building Principal or designee may limit interviews to personnel having
information relevant to the student’s current educational services, program, or placement or to
a proposed educational service, program, or placement.

6. Prior to visiting a school, school building, or school facility, a visitor must complete 6:120-
AP2, E1, Request to Access Classroom(s) or Personnel for Special Education Evaluation
and/or Observation Purposes. This form serves to:

a. Inform the Building Principal or designee in writing of the proposed visit(s), the
purpose, and the duration, and
b. Identify requested dates/times for the visit(s) to facilitate scheduling.

7. The student’s parent/guardian must consent in writing to the student being interviewed by the
named evaluator as part of a visit. The parent/guardian will grant this consent by completing
6:120-AP2, E1, Request to Access Classroom(s) or Personnel for Special Education
Evaluation and/or Observation Purposes.

8. The student’s parent/guardian, or the student,if he orshe,is over the age of 18, must execute
an Authorization to Release Student Record' Information before an independent educational
evaluator or a qualified professional retained by-onon behalf 6f a parent/guardian or student
will be given access to student school reeerds or to personnel who would likely release such
records during discussions about the student. If.a studenbis over the age of 12 and the records
contain mental health and/or develgpmental disability information, the student must also be
requested to sign the Authorization to/Release Student Record Information before any
observation by or disclosure of school student records or information to a visitor.

9. The visitor must acknowledge, before the wvisit, that he or she is obligated to honor students’
confidentiality rightStand refrain,from any re-disclosure of such records and/or information.
The visitor will provide this acknowledgment and agreement by completing 6:120-AP2, E1,
Request 10 Access Classroom(s) ‘ar»Personnel for Special Education Evaluation and/or
Observation, Purposes.

10. The Building Principal or designee will attempt to arrange the visit(s) at times that are mutually
agreeable. The Building Principal or designee will accompany any visitor for the duration of
the visit, including during any interviews of staff members.

11. If the visitor is a professional retained by the parent/guardian, the visitor must provide
identification and credentials before the visit.

12. This procedure applies to any public school facility, building, or program and to any facility,
building, or program supported in whole or in part by public funds. The student’s case manager
or other School District designee must facilitate such visit(s) when the student attends a
program outside of the District, such as at a private day program or residential program,
provided it is supported in whole or in part by public funds.
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Junre2019June 2024 6:120-AP2, E1

Instruction

Exhibit - Request to Access Classroom(s) or Personnel for Special Education
Evaluation and/or Observation Purposes

Student name: DOB:

School attending: Grade:

The following information must be completed by individuals requesting to access a school building,
facility, and/or educational programs or to interview School District personnel or the student named
above for the purpose of assessing the student’s special education needs. Please complete this form and
return it to the Building Principal or Program Director where the student is enrolled. He or she will
contact you to coordinate your visit:

Parent/Guardian (Complete this section if the person'makingdthe request is the parent/guardian.)

Name: Title: Phone:
Address:
] I am the parent/guardian of the above-named student and wish to observe my child in the

following classroom/settings:

for the purpose of:

] I am the parent/guardian of /the' abovesnamed /student and wish to observe the following
classroom/settings which hawve been recommended for my child:

for the purpose of:

Observations are limited to one hour, or one class period per school quarter.

Independent Evaluatornor Other Qualified Professional (Complete this section if the person making
the request is not the parent/guardian.)

Name: Agency/Company:

Phone: Email address:

Address:

My professional training and/or licensure or certification, if applicable, is (check all that apply):

[ ] Teacher, certified in the areas of: Ilinois certified? [_]Y [_IN
(] Clinical Psychologist (] School Psychologist

[] Licensed Clinical Social Worker [ ] Licensed Social Worker

[] School Social Worker [] Occupational Therapist

[] Physical Therapist [] Speech/Language Pathologist

[] Audiologist (] Psychiatrist
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[] Registered Nurse [] Certified School Nurse
(] Other qualified professional (list credentials):

I have been requested by the above named student’s parent/guardian to conduct an evaluation of the
student for the purpose of:

As part of this evaluation, I am requesting the following for the length of time noted (check all that
apply):
Observation of student in the following classroom(s)/setting(s):

Duration:

Opportunity to interview the following personnel believed to work with the student:

Duration:

Opportunity to interview the student.

I will need more than one hour or one class period.for my visit for the following reason(s):

O g g O

Student records, as noted in the attached, ‘signe@ Authorization to Release Student Record
Information.

Acknowledgement (To be completed by the person making the access request.)

| understand that the District will allow me reasonable accessyto the school, school facilities, or
educational programs or individual(s) | have'requested as related to the purpose of my visit. | have been
provided with a copy of 6:120-AP2, Ageess to Classrooms and Personnel, and agree to comply with
its terms and conditions. I further understand that during my visit, I must honor all students’
confidentiality rights and refrain fram any re-disclestre of such records, and/erinformation, and/or
observations.

Individual Requesting Access Signature Date

Parent/Guardian Verification (Must be completed whenever an independent evaluator or other
qualified professional requests aceess.)

I, , am the parent/guardian of the above-named student, and |
confirm that | have requested an evaluation of my child by the individual named herein, for the stated
purpose(s). If requested above, | consent to my child being interviewed by the named evaluator as part
of this visit understanding that the District has not conducted a background check on the evaluator. |
have no reason to believe the evaluator poses a safety risk to my child or others. | further understand
and agree that it is my responsibility to notify the District in writing if | end my working relationship
with the named evaluator prior to the completion of the tasks outlined herein and that the District
otherwise will work with the evaluator to provide reasonable access to the school, school building,
school facility, personnel, or my child at mutually agreed upon times and in a manner that is least
disruptive to the school setting or my child’s academic program.

Parent/Guardian Signature Date
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May-2022June 2024

6:140-AP

Instruction

Administrative Procedure - Education of Homeless Children

Actor

Action

School Board

Preliminary
Step

Upon recommendation of the Superintendent, determines whether to expend
transportation funds to provide financial homeless prevention assistance to
the parents/guardians (or persons who enroll students) of children who are
homeless or at risk of becoming homeless, in accordance with the provisions
of 105 ILCS 5/29-5 (amended by P.A. 102-539); 105 ILCS 45/1-17. See
duties of the Liaison for Homeless Children below for specific eligibility
requirements.

Superintendent

Preliminary
Steps

Serves as or designates an, appropriate staff person, who may also be a
coordinator for other federal programs, to serve as a Liaison for Homeless
Children. 42 U.S.C. 811432(g)(1)(J)(ii).

Under the McKinney-\entoy Homeless) Assistance Act (42 U.S.C.
811434a(2)), homeless children and youths'means individuals who lack a
fixed, regular, and adequate nighttime residence (within the meaning of 42
U.S.C. §11302(a)(1)). The term includes:

1. Children and youths whe,are sharing the housing of other persons
dug to'loss of housing, economic hardship, or a similar reason; are
living in motels; hotels, trailer parks, or camping grounds due to the
lack \of alternative adequate accommodations; are living in
emergency or transitional shelters; or are abandoned in hospitals;

Note: Seetiond2 U.S.C. 8§11434a(2) no longer includes
children “awaiting foster care placement” within the
definition of homeless children and youths.

2. Children and youths who have a primary nighttime residence that is
a public or private place not designed for or ordinarily used as a
regular sleeping accommodation for human beings (within the
meaning of Seetion-42 U.S.C. §11302(a)(2)(C));

3. Children and youths who are living in cars, parks, public spaces,
abandoned buildings, substandard housing, bus or train stations, or
similar settings; and

4. Migratory children (as such term is defined in seetion-20 U.S.C.
86399-ef-title-20) who qualify as homeless for purposes of this part
because the—chidren—aretheir living situations are covered byin
elauses (1), (2), or threugh-(3) above.

Under the Education for Homeless Children Act, 105 ILCS 45/1-5,
homeless person, child, or youth includes, but is not limited to, any of the
following:

1. An individual who lacks a fixed, regular, and adequate nighttime
place of abode.
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Actor

Action

2. Anindividual who has a primary nighttime place of abode that is:

a. A supervised publicly or privately operated shelter
designed to provide temporary living accommodations
(including welfare hotels, congregate shelters, and
transitional housing);

b. An institution that provides a temporary residence for
individuals intended to be institutionalized; or

c. Anpublic or private place not designed for or ordinarily used
as a regular sleeping accommodation for human beings.

Liaison for Homeless
Children

Duties

Reviews and uses the information provided at:

www.isbe.net/Pages/Homeless.aspx to become aware of the resources and
training materials provided by the Ill.ineis State Board of Education (ISBE)
with-regard-toregarding the education of homeless children. For information
about federal requirements and technical assistance from the National
Center for Homeless Educationgfunded by the U.S. Dept. of Education, Ssee
www?2 ed aov/orogramsidemelassieaislation-htmlhttps://nche.ed.gov/legis
lation/mckinney-vento/-f8fthe A956=Bept-of Education’s-irformation-abeout
“odemlroaniomonts,

Ensures that homeless children, and youths are identified by school
personnel and through™eoordinated activities with other entities and
agencies. 42 U.S.C. §11432(g)(6)(A)(i):

Ensures that homelesschildren and youths enroll in, and have a full and
equal opportunity g0 succeed in, District programs. 42 U.S.C.
§11432(@)(6)(A)(ii).

Ensures that homeless tfamilies, children, and youths have access to and
receive educational services for which they are eligible, and make referrals
to health care, dental, mental health and substance abuse, housing, and other
appropriate services. 42 U.S.C. §11432(g)(6)(A)(iii)-(iv).

Informs parents/guardians of educational and related opportunities available
to their children, and provide them with meaningful opportunities to
participate in their children’s education. 42 U.S.C. §11432(g)(6)(A)(V).

Disseminates public notice of the educational rights of homeless children
and youths in the-locations where they receive services (such as schools,
shelters, public libraries, and soup kitchens). 42 U.S.C.
§11432(9)(6)(A)(vi).

Mediates enrollment disputes to:

1. Ensure the child/youth is immediately enrolled in the school in
which enrollment is sought, pending resolution of the dispute;

2. Provide the homeless child/youth’s parent/guardian with a written
explanation of the school's decision regarding school selection or
enrollment, including their rights to appeal the decision;

3. Complete the dispute resolution process as expeditiously as
possible; and

6:140-AP
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Actor

Action

Liaison for Homeless

Children, cont'd

Duties

4. In the case of an unaccompanied youth, ensure that the youth is
immediately enrolled in school pending resolution of the dispute.
42 US.C. 811432(9)(3)(E)(i)-(iv) and 42 U.S.C.
811432(g)(6)(A)(vii).
Fully informs the parent/guardian of a homeless child/youth, and any
unaccompanied youth, of all transportation services and assist in accessing
transportation services. 42 U.S.C. 811432(g)(6)(A)(viii). Convene a
meeting with the parent/guardian and teacher of the child if the travel time
to a homeless child’s school of origin is longer than one hour each way, or
if the travel time is shorter, but the District wishes to evaluate whether such
travel is in the best interest of the child’s development and education. 105
ILCS 45/1-15.

Assists unaccompanied youth in placement/enrollment decisions, consider
the youth’s wishes in those decisions, and provide notice to the youth of the
right to appeal such decisions. 42,UsS.C. §11432(g)(3)(B)(iv).

Assists children/youths who do fiot have immunizations or medical records
in obtaining necessary immunizations and/or medical records. 42 U.S.C.

§11432(g)(3)(C)(Gii).

If needed, verifiesychildren’s homeless status so they may obtain free
copies of their birth certificates, in accoerdance with procedures established
by the State Registrar of VitahRecords. 410 ILCS 535/25.3, amended by
P.A.102-1144.

Collaborates with State and local social service agencies that provide
services to the homeless'as well as with community and school personnel
responsible far the provision of education and related services to homeless
children and youths. 42 U.S.C. 811432(g)(5)(A) and (g)(6)(C).

Conducts a hardship review whenever a child and his or her parent/guardian
who initially share the housing of another person due to loss of housing,
economic hardship, or a similar hardship continue to share the housing; a
hardship review should be performed after the passage of 18 months and
annually thereafter. 105 ILCS 45/1-25(a-5).

Makes a recommendation to the Superintendent regarding whether the
Board should authorize financial homeless prevention assistance for
families with children who are homeless or at risk of being homeless. 105
ILCS 5/29-5, {amended by P.A. 102-539}; 105 ILCS 45/1-17.

In those cases where the parties agree it is in the best interest of the child
and District to do so, prepares a written housing plan (Plan) to provide
financial assistance in an amount that will allow a child who is homeless or
at risk of being homeless to remain permanently in his/her home or obtain

6:140-AP
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Actor Action

Liaison for Homeless | new housing.l Financial assistance may include: (1) mortgage or rental
Children. cont'd assistance that will allow a child to remain permanently in his/her living
situation or obtain a new living situation; and/or (2) assistance with unpaid
bills, loans, or other financial debts that result in housing being inadequate.
105 ILCS 45/1-17(a).

Before entering into any such Plan, verifiesy that all of the following
requirements have been met in order for the District to claim the financial
assistance against its State transportation funds:

1. The District has attempted to provide the—financial assistance
through its local homeless assistance agency that is part of the
McKinney-Vento Homeless Act’s continuum of care. 105 ILCS
45/1-17(b).

2. The amount of the-financial assistance will not exceed the District’s
actual costs for providing transportation for the child. 105 ILCS
5/29-5, amended by, P-A.:102-539.

3. The District is not otherwise claiming the transportation costs in
another State or federal grant. 105 ILCS 5/29-5, amended by P.A.
102-539.

4. If the assistance iS to“beyprovidedto a child at risk of becoming
homeless, the"parent/guardian, person who enrolled the child, or
unaccompanied miner has provided documented evidence showing
that the child’s living situation will, within eight weeks, cease to be
fixedi\regulargand adequate and will result in the child becoming
homeless. Acceptable proof includes, but is not limited to:
foreclosure “notice, eviction notice, utility shut-off or
discontinuation  notice, or written statement from the
parent/guardian, person who enrolled the student, or
unaccompanied minor. 105 ILCS 45/1-17(d).

Refers the child or his/—er—her parent/guardian to the ombudsperson
appointed by the Regional Superintendent whenever a school denies a
homeless child enrollment or transportation, and provides the child or his/
o her parent(s)/guardian(s) with a written statement of the basis for the
denial. 105 ILCS 45/1-25(a).

Duties

Parents/guardians Choose the child’s attendance center between the following options (105
ILCS 45/1-10 controls because it exceeds the rights granted to
parents/guardians in federal law):

1. Continuing the child’s education in the school of origin for as long
as the child remains homeless or, if the child becomes permanently

Assignment

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

1105 1LCS 45/1-17(c). The law does not detail the specific contents of a Plan; a plan should be locally developed in
consultation with the board attorney and/or the district’s auditor. There are several critical issues to consider in developing a
Plan: (1) will the financial assistance be provided directly to third parties such as landlords, utility companies, etc., or will it
be paid directly to parents/guardians (where there may be more potential for fraudulent activity); (2) what documentation, if
any, the district will require to substantiate payment of rent, bills, etc., under the Plan; (3) the duration of the Plan and how
often it will be reviewed; and (4) any other controls which should be implemented for auditing purposes.
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Actor

Action

housed, until the end of the academic year during which the housing
is acquired; or

2. Enrolling the child in any school that non-homeless students who
live in the attendance area in which the child or youth is actually
living are eligible to attend.

The term school of origin means the school that the child attended when
permanently housed or the school in which the child was last enrolled. 42
U.S.C. 811432(g)(3)(I) and 105 ILCS 45/1-5.

If the child is attending his/her school of origin, make a good faith effort to
provide or arrange for transportation to and from the school of origin,
including authorizing relatives, friends, or a program for homeless persons
to provide the child with transportation.

Building Principal
Where Homeless
Student Will be
Enrolled

Enrollment

Shalkiimmediately enrolls the homeless child/youth, even if the child/youth
is unable to produce records normally required for enrollment, e.g., previous
academic records, medical records, proof of residency, or other
documentation. 42 U.S.C. §11432(g)(3)(C)(i) and 105 ILCS 45/1-20.

Shal-iimmediately contacts the school last attended by the child/youth to
obtain relevant academic and other records. 42 U.S.C. 811432(g)(3)(C)(ii)
and 105 ILCS 45/1-20:

If the child/youth needs’ to »obtain “immunizations, or immunization or
medical records, shat-immediately refers the child/youth’s parent/guardian
to the Liaison for Homeless Children. 42 U.S.C. §11432(g)(3)(C)(iii) and
105 ILCS)45/1-20.

Maintains records for the homeless child/youth that are ordinarily kept for
studentshaccording to District policy and procedure on student school
records. 42 U.S.C> 811432(g)(3)(D). See Board policy 7:340, Student
Records, and administrative procedure 7:340-AP1, School Student Records.

Ensures gach homeless child/youth is provided services comparable to
services offered to other students including the following (42 U.S.C.
§11432(9)(4)):

1. Transportation services;

2. Educational services for which the child/youth meets the eligibility
criteria, such as services provided under Title | of the Elementary
and Secondary Education Act of 1965 or similar State or local
programs, educational programs for children with disabilities, and
educational programs for English learners;

3. Programs in career and technical education;

4. Programs for gifted and talented students; and

5. School nutrition programs.

ShallrRequires a parent/guardian of a homeless child/youth, if available, to
submit contact information. 42 U.S.C. §11432(g)(3)(H) and 105 ILCS 45/1-
20.

6:140-AP
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Actor

Action

Transportation
Director and Building
Principal Where
Homeless Student
Will be Enrolled

Transportation

Ensure transportation is provided to a homeless child/youth, at the request
of the parent/guardian (or in the case of an unaccompanied youth, the
Liaison), to and from the school of origin. 42 U.S.C. 811432(g)(1)(J)(iii);
42 U.S.C. 811432(9)(4)(A). State law, found at 105 ILCS 45/1-15, is
superseded by federal law. The term school of origin means the school that
the student attended when permanently housed or the school in which the
student was last enrolled. 42 U.S.C. §11432(g)(3)(I). Transportation shall
be arranged as follows:

1. If the homeless child/youth continues to live in the area served by
the school district in which the school of origin is located, the
child/youth’s transportation to and from the school of origin shall
be provided or arranged by the district in which the school of origin
is located.

2. Ifthe homeless child/youth’s living arrangements in the area served
by the district of .origin terminate and the child/youth, though
continuing his orher education in the school of origin, begins living
in an area served by anetherschool district, the district of origin and
the district in which the homeless child/youth is living shall agree
upon a method “to “apportion the responsibility and costs for
providing the.student with transportation to and from the school of
origin. If thelocal educational agencies are unable to agree upon
such method, thefresponsibility and costs for transportation shall be
shared equally;

42 U.S.C. §11432(g)@)(3)(iii).

Liaison for Homeless

lfma. dispute arises invelving any issue related to the homeless status or

Children
Dispute

nomeléssness=related claim of a child/youth or the child/youth's
parent/quardianiatiempts to resolve any disagreement. 23 Il1l.Admin.Code

§1.241(DY(D).

Note: The District must structure dispute resolution as informally
as possible to give a child/youth or the child/youth's parent/quardian
any necessary assistance navigating the process. 23 Il1l.Admin.Code

81.241((b)(2).
Does not delay enrollment, transportation, or other services before or during
dispute resolution; continues providing those services until the conclusion
of the dispute resolution process (including any appeals). 23 I1l.Admin.Code

81.241(b)(3).

Superintendent or
Designee

Dispute

If a dispute is not resolved by the Liaison for Homeless Children, arises;
shat-nfermsends a letter to the homeless child/youth or the child/youth’s
parents/guardians, the Regional Superintendent (or Intermediate Service
Center Executive Director), and the State Coordinator of Homeless Children
and Youth (State Coordinator) indicating the District's position on the
dispute and including information on (23 Ill.Admin.Code §1.241(c)):

1. eftThe availability of an ombudspersoninvestigater;;
2. _sSources forof low-cost or free legal assistance;; ang-
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Actor Action
3. eOther advocacy services in the community; and
1-4.The dispute resolution procedure.
HCS45/1-25-The Homeless Family Placement Act governs shelter
placement. 310 ILCS 85/1.
Regional No later than 10 school days after receiving the Superintendent or
Superintendent (or Designee's dispute letter, appoints an ombudsperson to provide resource
Intermediate Service | information and resolve disputes at schools within the region relating to the
Center Executive rights of homeless children under 105 ILCS 45/. 105 ILCS 45/1-25(a); 23
Director) I1I.Admin.Code 8§1.241(d).
Dispute
Ombudsperson Within five school days a ing notice of the dispute, if possible,
. convenes a meeting wit and attempts to resolve the dispute. 1d.
Dispute During dispute resol abudsperson (23 1ll.Admin.Code
81.241(d)(1)-(4)):
1. e dispute resolution process
respective expectations;
ents that will be used by the other
sentation of relevant facts by all parties; and
or the child/youth or the child/youth's
arent/quardlan from a legal representative knowledgeable
federal and State laws concerning homeless students'
educational rights;
Require each party to make an opening statement;
Limit the amount of time each party may use to present
information;
Pose questions to each party;
Limit any redundant testimony or testimony that is not
directly related to homelessness claims; or
e. Make allowances for the child/youth or child/youth's
parent/quardian, e.qg., in how evidence or arguments are
presented.
No later than 10 school days after the conclusion of the dispute resolution
meeting, if possible, makes a written determination using a form supplied
by ISBE. The form must include all components set forth in 23
I1l.Admin.Code §1.241(d)(5)(A)-(1), including notice of the parties' right to
appeal the final determination by submitting a written appeal request within
five school days to the State Coordinator. 23 Ill.Admin.Code §1.241(d), (e).
6:140-AP Page 7 of 8
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Actor

Action

State Coordinator

Dispute

After receiving a written appeal request, obtains from the ombudsperson all
documents, notes, transcripts, and any other materials used by the parties to
present their cases. May request additional relevant information. 23
Il.LAdmin.Code 8§1.241(e)(1).

No later than 15 school days after receiving a written appeal request, makes
a final determination and notifies the parties of its decision. May, if

necessary, extend the timeline for an additional five school days but must

inform the parties of any extension. 23 lll.Admin.Code §1.241(e)(2).

State Superintendent

If it is determined that a District's actions giving rise to a dispute are

of Education or

inconsistent with applicable law, may require the District to take any action

necessary to comply with the law. 23 Ill.Admin.Code §1.241(f).

If the District does not comply, places the District's recognition status on

I1I.LAdmin.Code 81.20(b). Id.

Designee
Dispute
probation in accordance with
6:140-AP
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October2019June 2024 6:170-AP2, E1

Instruction

Administrative Procedure - District Annual Report Card Required by Every Student
Succeeds Act (ESSA)

Districts must disseminate an annual report card that includes information on the District as a whole
and each school served by the District, with aggregate and disaggregated information for each required
subgroup of students, including: (a) student achievement on academic assessments (designated by
category), (b) graduation rates, district performance, teacher qualifications, and (c) other required
information required by 20 U.S.C. §6311(h)(2)(C) of ESSA.

District Annual Report Card

The Illinois State Board of Education (ISBE) will ensure that the District:

1. Collects the appropriate data for its annual report card, including:
a. ISBE’s State Report Card Information (see ISBE Annual \Report Card

Requirements in 20 U.S.C. §6311(h)(1)(C)-subhead—below) disaggregated in the 5" commented [MB1]: Since 20 U.S.C. 86311(n)(1)(C) is
same manner as ISBE is required to present it, as that information appliesto the District cited here, the recitation of its contents, below, is deleted as
and each of its schools, including: redundant.

i. Information that shows how students in the District achieved on the academic
assessments described in 20 U.S.C. 8§6311(b)(2) Ahigh 'quality Minois
Assessments) compared to students in the Stateas a whole, (20 U.S.C.
§6311(h)(A)(C)(1));
ii. Information that shows how each(student in each of the District’s Schools
achieved on the academic assessments described in,deseribed in 20 U.S.C.
86311(b)(2) (high.quality IllinoistAssessments) compared to students in the
State as a wholé (20 U.S.C.:86311(h)(2)(C)(ii)); and
iii. Any other information thatthe District determines is appropriate and will best
provide parents, students, and other membersiof the public with information
regarding the progress of eachtschool in the District, whether or not such
informationy, is included in the annual ISBE report card (20 U.S.C.
86311(h)(2)(C)(iii)).
2. Excludes “results on the Illinois academic assessments in reading and mathematics in grades 4 and
8 of the National Assessment of Educatienal Progress, compared to the national average of such
results (20 U.S.C. §6311(h)(1)(C)(xii))-?
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LEGAL REF.: 20 U.S.C. 86311(h)(1)(C) and (h)(2)(C).
Pub. L. 115-224, Strengthening Career and Technical Education for the 21st Century
Act.
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Oectober-June 20232024 6:230-AP

Students

Administrative Procedure - Responding to Complaints About Library Media Resources

Actor Action
Parents/Guardians, | Submits any feedback or complaints about the District’s library media resources
Employees, or to the Building Principal, using exhibit 6:230-AP, E, Library Media Resource
Community Objection Form.
Members

Building Principal | Directs any parent/guardian, employee, or community member wishing to
submit formal feedback or a complaint regarding the District’s library media
resources to complete exhibit 6:230-AP, E, Library Media Resource Objection
Form.

If the complaint alleges a violation'of,law. or board policy, refers the complaint
to the District Complaint Manager for processing under Board policy 2:260,
Uniform Grievance Procedure.

Transmits the Library Media Resource Objectiondorm to the Superintendent or
designee for further action.

Superintendent, in | Determines on a case-by-case basis whataction, if any, will be taken in response
consultation with to a complaint about a library ‘media resource. In making a determination,

the School considers whetherthe library media resource is aligned with the criteria set forth
Librarian in Board policy 6:230, Library Media Program, specifically, does the resource
in question:

1." Supplement classroom instruction

2. Foster reading,for pleasure

3. Enhance information literacy

4. Support research

5. Align'with the principles of the American Library Association’s Library

Billof Rights regarding selection of materials, which include: 1
a. Books and other library resources should be provided for the

interest, information, and enlightenment of all people of the
community the library serves. Materials should not be excluded

The footnotes should be removed before the material is used.

1 1f a board has adopted the alternative language for Standard #5 in sample policy 6:230, Library Media Program (see

f/n 1), delete item #5 and insert the following sentence immediately below the numbered list:
In accordance with the Board's inherent authority to prohibit the practice of banning specific books or other library
materials as stated in policy 6:230, Library Media Program, and to prevent censorship of material and ensure the
protection of library users' intellectual freedom, rRejects any requests that books or other materials within the
District's library media program_be removed merely because individuals or groups object to the material.-be-banned.
This alternative language conforms with the requirements of 23 Ill.Admin.Code 883035.120 and 3035.140(e),
implementing the School District Library Grant Program. A district applying for this grant should submit policy 6:230, Library
Media Program, and this administrative procedure to the Ill. State Library as part of the eligibility certification for the grant.
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Actor

Action

because of the origin, background, or views of those
contributing to their creation.

b. Libraries should provide materials and information presenting
all points of view on current and historical issues. Materials
should not be proscribed or removed because of partisan or
doctrinal disapproval.

c. Libraries should challenge censorship in the fulfillment of their
responsibility to provide information and enlightenment.

Consults with the Board Attorney regarding responses to complaints about
library resources.

Prepares and sends a written response to the person who submitted the Library
Media Resource Objection Form, informing the person of the District’s
decision.

Notes on the Library Media Resource Objection Form the date on which the
response was provided and attaches the response to the form.

6:230-AP
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June-2019June 2024 6:280-AP

Instruction

Administrative Procedure - Evaluating and Reporting Student Achievement

Actor

Action

Teacher

Informs students about the grading system at the beginning of each school year or
term, whichever is applicable.

Explains that grades: (1) assess progress toward education goals and assist in the
improvement of that progress, (2) will be given by the teacher, using his or her
professional judgment, in an impartial and consistent manner, and (3) will reflect
excessive absences.

Assesses student achievement as demonstrated through such performance
indicators as the following (these are notlisted'in order of importance and are not
exclusive):

1. Preparation of assignments, including-completeness, accuracy, legibility,
and promptness.

Contribution to classroom discussions.

Demonstrated understanding,of concepts.

Application of skills and knowledge to'new situations.

Organization, presentation, and content of written and oral reports.
Originality and reasoning ability when working through problems.
Accomplishment in class\preséntations and projects.

Performance on tests, quizzes, and final examinations.

Assigns grades for. academic improvement and achievement using standardized
criterion-referenceditest scores, letter grades, and/or other assigned numerical
criteria.

O N GA LN

A grade of incomplete should be assigned when a student experiences an
excused, extended absence at the end of the term or during final examinations;
an incomplete grade, if not satisfied within two weeks, will be changed to a
failure.

Whenever it becomes evident that a student is in danger of failing, arranges a
special conference with the parent(s)/guardian(s) or sends the parent(s)/guardian(s)
a written report.

Building
Principal or
designee

Supervises implementation of this administrative procedure.

Ensures that parent(s)/guardian(s) are informed of their child’s progress at regular
intervals, but at least four times a year, and whenever the student’s performance
requires special attention.

Divorced or separated parents will both be informed unless a court order
requires otherwise. For further information, see Answers to FAQs Regarding
Students with Divorced or Divorcing Parents, published by the Ill. Council of
School Attorneys and available at:

6:280-AP
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Actor

Action

www.iasbh.com/IASB/media/Documents/FAQDivorcedorDivorcingParents.pdf.

All grades and symbols must be appropriately explained.

Establishes an appropriate means of communication whenever he or she becomes
aware that a parent/guardian is unable to understand written communications from
the school or oral communications made during conferences related to his/her
child’s progress or school activities.

Develops a timetable for deficiency reports.

Supervises the various methods for communicating with parents/guardians

including:

1. Parent-teacher conferences, conducted on a regular basis. They may be
scheduled on different days and at different times to accommodate the
various grade levels and attendance centers.

Open houses, parent education meetings, and newsletters.

3. Interim reports, through which teachers contact parents/guardians whenever
teachers believe additional information'should be shared. Teachers shall try
to be available to meet with parents/guardians at a mutually agreed upon
time.

n

Building
Principal or
designee

[Elementary
schools

only]

Makes the final decision regardifigya student’s,retention or promotion with input
from the classroom teacher gparent/guardian, and,other school personnel as
appropriate.

Retention and prometion decisions are based on quantitative measures (e.g.,
maturity levelgability, and'level of academic achievement), supplemented by a
qualitative assessment of the'student’s motivation, self-image, and social
adjustment. Students'shall not be promoted for purely social reasons.

Ensures placement, promotion, or retention decisions are based on the student’s
best interests after a careful evaluation of the advantages and disadvantages of
alternatives.

For each studentavho does not qualify for promotion to the next higher grade,
determines appropriate remedial assistance, that may include, without limitation, a
summer bridge program of no less than 90 hours, tutorial sessions, increased or
concentrated instructional time, modifications to instructional materials, and
retention in grade. 105 ILCS 5/10-20.9a(b).

Building
Principal or
designee

[Secondary
schools

only]

Makes a recommendation to the Superintendent regarding:

1. Whether a 4.0 or a 5.0 (or another alternative) system should be used for
calculating grade point average (GPA);

2. Whether advanced placement, honors, and accelerated courses will have

additional points added toward calculating GPA and class rank, i.e.,

weighted grades;

Which courses’ grades will be used in computing GPA and class rank;

4. How to determine academic scholars, class valedictorian, salutatorian,
and/or honor roll; and

w
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Actor

Action

5. Whether a pass/fail option will be offered and, if so, the guidelines for that
option.

Parents/
Guardians

Attend parent-teacher conferences.

Provide a study-conducive atmosphere and supervise their child’s completion of
course work.

Sign or otherwise acknowledge receipt of their child’s report cards and other
assessment notices and provide appropriate feedback to their child.

Whenever a question or concern arises, leave a message at the school for the
appropriate teacher or other school staff member.

In order to object to a grade or retention/promotion decision, first confer with the
appropriate teacher and, if still not satisfied, contact the Building Principal.

Building
Principal or
designee

[All
schools]

Confers with any parent/guardian and/orstudent who objects to a grade or to a
retention/promotion decision.

Discusses with the teacher the reason(s) why:.an,objection was made to a grade or
to a retention/promotion decision and requests theiteacher’s perspective.

Determines whether to change the grade orretention/promotion decision based on
the existence of any of reasonsduthorized in Board policy 6:280, Grading and
Promotion, i.e.:

e A miscalculation of test scores;

e Atechnical efror inassigning a particular grade or score;

e The teacher.agrees to allow the student to do extra work that may impact the

grade;

¢ An‘inappropriateigrading system used to determine the grade; or

e An inappropriate grade based on an appropriate grading system.
Decides whether to change the grade or retention/promotion decision and, if so,
notifies the teacher of|the nature and reason for the change and signs the changed
record.

6:280-AP
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June-2019June 2024

7:40-AP

Students
Administrative Procedure - Placement of Nonpublic School Students Transferring Into
the District
Actor Action

Parent(s)/guardian(s) of a
nonpublic school student
transferring into the
District

Shall perform all school admission requirements contained in School
Board policy 7:50, School Admissions and Student Transfers To and
From Non-District Schools, and administrative procedure 7:50-AP,
Administrative-Procedure—School Admissions and Student Transfers
To and From Non-District Schools.

Building Principal or
designee

Meets with parent(s)/guardian(s) to discuss appropriate placement.
Inquires about the studént’s special interests, concerns, and goals.

Administers a Student Home, Language Survey. ISBE provides
Sample Home Language Surveys that'are available in English and
twenty-nine other languages under the'Home Language Surveys tab at:
www.isbe.net/PagesiScreening-foer-English-Language-
Proficiency.aspX.

Determines achievement level based on interviews, school records,
achievement testing, and/or other appropriate means.

Considers special cireumstances, e.g., whether the student is gifted, is
accelerated, has a disability, is homeless, has limited English
proficiency, Is,part of a migrant or refugee family, has special medical
needs, or has other needs.

Before making a placement decision, seeks input from appropriate
school'personnel.

Awards credits and determines placement.

Course credit awarded to students transferring from a non-graded
school or a school that is not recognized by the state education
agency, will be given the grade of “P” for passing with no letter or
numerical designation for the level of proficiency.

Completes other enrollment procedures.

7:40-AP
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June 20192024 7:240-AP2

Students

Administrative Procedure - Extracurricular Drug and Alcohol Testing Program

Testing Procedures

1.

N

The Building Principal or designee shall, from time-to-time throughout the school year, randomly
select extracurricular participants for drug and alcohol testing. Testing may occur on any day,
Monday through Saturday. Names will be drawn from a pool of all student participants. Each
student participant may be tested at any time during the year.

No student will be given advance notice or early warning of the testing.

Drug and/or alcohol testing may be performed by breath alcohol testing and/or urinalysis. Upon
being selected for breath alcohol testing, a student must provide an adequate amount of breath so
that the measuring device can measure any alcohol concentration in the breath. Upon being selected
for a urinalysis test, the student shall provide a samplesof*‘fresh” urine according to the quality
control standards and policy of the laboratory conducting the urinalysis.

A staff member will accompany the student until heor she‘preduces an adequate urine specimen.
If unable to produce a specimen, the student will-be given up t0,24.0unces of fluid. If unable to
produce a specimen within two hours, the student will be taken ‘to the Building Principal’s office
and told he or she is ineligible for participation, in any.extracurricular activity. In addition, the
student’s parent(s)/guardian(s) will be teléphoned and informed the student is unable to produce a
sample for the testing procedure and he/or she must beitested at a later date in order to be eligible.
All specimens registering below 905:degrees.or above 99:8 degrees Fahrenheit will be invalid. The
head strip on each specimen bottle indicates the validity of the urine specimen by temperature. If a
specimen is invalid, the student'must provide anether specimen.

A student will be ineligiblexfor all'extracurricular activities for the remainder of the school year if
he or she tampérs with or cheats during the collection. This will be reported to the student’s
parent(s)/guardian(s).

Immediately-after the specimen is taken, the student may return to class with an admit slip or pass
with the time he'orshe left the collection site.

Each specimen is given to thedaboratory for testing for alcohol, controlled substances (that may
include all drugs listed as,controlled substances under Illinois law), and “performance enhancing”
drugs, such as steroids.

Chain of Custody

1.

The laboratory will provide training and direction to appropriate staff members, set up the
collection environment, guarantee specimens, and supervise the chain of custody. To maintain
anonymity, the student will be assigned a number.

The Building Principal or designee will escort students to the collection site. No student is allowed
to go to his or her locker before being escorted to the collection site. The Building Principal or
designee should minimize classroom interruptions. Student participants may be summoned after
school, perhaps during practice time.

Before a student’s urine is tested by the laboratory, he or she must sign any form that may be
required by the testing laboratory. If a student chooses, he or she may notify the administrator that
he or she is taking a prescription medication.
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A sanitized kit containing a specimen bottle will be given to each student. The bottle will remain
in the student’s possession until a seal is placed upon the bottle and the student signs that the
specimen is sealed. The seal may be broken only by the lab testing the specimen.

If the seal is tampered with or broken, after leaving the student’s possession and prior to arriving
at the lab, the specimen is invalid. The student will remain eligible for extracurricular activities
subsequent to a retest.

The supervisor obtaining the urine specimen will be of the same gender as the student. Students
will be instructed to remove all outerwear and wash their hands in the presence of the supervisor
before entering the restroom stall. The stall door will be closed while the student provides a urine
specimen. The supervisor will wait outside the restroom stall. The student will have two minutes
to produce a urine specimen. The commode will contain a blue dye so the water cannot be used to
dilute the sample. The faucets in the restrooms will be turnedshut off.

After it is sealed, the specimen will be transported to the testing laboratory by laboratory personnel.
The testing laboratory will report the results to the Building Principal or designee.

In order to maintain confidentiality, the student’s name will not be on the urine specimen container.
Instead, the student’s random identification number will appear on the container.

Test Results

1.

The Building Principal or designee will be notified of @ student testing “positive” (i.e., if the test
shows that drug residues are in the student’s system after using at least two different types of
analyses). The Building Principal or designee will notify»the, student and his or her
parent(s)/guardian(s). The student or his/-e+her parent(s)/iguardian(s) may submit any documented
prescription or explanation of a “positive” t€st result.

In addition, the student or parent(s)/guardian(s) may requestthat the urine specimen be tested again
by a certified laboratory at their cost.

If the test is verified “positive,” the'Building/Principal or designee will meet with the student and
his or her parent(s)/guardian(s).«T'he student and parent(s)/guardian(s) will be given the names of
counseling and assistance agencies. The student may not participate in extracurricular activities
until a “follow-up” test'is requested by the Building Principal or designee and the results are
“negative.”

A “follow up” test will be requested by the Building Principal or designee after such an interval of
time that the“substance previously found would normally be eliminated from the body. If this
“follow up” test'is mnegative, the'student will be allowed to resume extracurricular activities. If a
“positive” result is obtained from the “follow up” test, or any later test, the previous procedure shall
be repeated. In addition, theSchool District reserves the right to continue testing at any time during
the remaining school yearany participating student who had a verified “positive” test.
Information on a verified “positive” test result will be shared on a need-to-know basis with the
student’s coach or sponsor. The results of “negative” tests will be kept confidential.

Drug testing result sheets will be returned to the Building Principal or designee identifying students
by number and not by name. Names will not be kept in open files or on any computer. Result sheets
will be locked and secured in a location to which only the Building Principal or designee has access.

Financial Responsibility

1.

Under this policy, the District will pay for all initial random drug tests and all initial “follow up”
drug tests. Once a student has a verified “positive” test result and has subsequently tested negative
from a “follow up” test, any future “follow up” drug test that must be conducted will be paid for
by the student’s parent(s)/guardian(s).

A request for another test of a “positive” urine specimen is the financial responsibility of the
student’s parent(s)/guardian(s).
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3. Counseling and subsequent treatment by non-school agencies is the financial responsibility of the
student’s parent(s)/guardian(s).

Confidentiality
Under this drug and alcohol testing program, no staff, coach, or sponsor shall divulge any information
to anyone about a particular student or disposition of the student involved, other than in response to a
legal subpoena.

Other Rules

Apart from this drug and alcohol testing program, the Ill. High School Association as well as each
activity’s coaching staff or sponsor may have their own training rules and requirements. Coaches and
sponsors have the necessary authority to enforce those rules. Any student-participant who violates a
team or activity rule or requirement is subject to the consequences as defined in those rules and
requirements.
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June 20192024

7:250-AP1

Students

Administrative Procedure - Measures to Control the Spread of Head Lice at School

Actor

Action

School Nurse

Involves parent organization in the development and implementation of
programs regarding prevention and treatment.

Provides information regarding control to staff, students, and
parents/guardians. Information provided to parents/guardians may include
that set forth in row 2, below.

Provides information material and/or in-service to school personnel on:

1. Confidentiality requirements

2. ldentification

3. Preventing transmission in‘classrooms

4. Precautions against self=contamination and cross-contamination, e.g.,
a. Carpets shouldhe vacuumed frequently
b. Cloth-covered stuffed,animals, sleeping mats, pillows, sofas,

and other stuffed furniture should be discouraged

Treatment and resourcesfor treatment

Readmission requirements

7. Respect for sensitivity of students and parents/guardians regarding
thisicondition

oo

Parent/Guardian

ASSistsiin preventing and managing head lice outbreaks by regularly
checking their children’s hair and providing immediate treatment if lice are
detected.

e  Check your child’s hair and scalp regularly for eggs.

e Do not allow your child to use other children’s combs, brushes, hats,
etcs

e df you find your child does have head lice and you decide to keep him
or her out of school, please follow the school’s student absence
procedures.

e Follow your family’s chosen protocol for treatment of the entire
family. Both over-the-counter and prescription medications are
available for treatment of lice.

e Hats, combs, brushes, and bed linens should be cleaned thoroughly.
After the medicated shampoo, you can loosen the eggs with scalp
rinses of vinegar, and then slide the eggs off the hair shaft with
tweezers, a special fine tooth comb, or your fingernails.

¢ Review information from the Center for Disease Control (CDC) about
Prevention and Control at:
www.cdc.gov/parasites/lice/head/prevent.html and Treatment FAQ at
www.cdc.gov/parasites/lice/head/gen_info/fags_treat.html.

7:250-AP1
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Actor

Action

Staff

To prevent the spread of head lice infestations, reports all suspected cases of
head lice to the school nurse or designee as soon as possible.

School Nurse

Inspects the head of any student reasonably suspected of having head lice as
soon as possible.

Checks the siblings of any student with head lice and notifies other schools
where siblings attend.

Checks any of the student’s contacts for the presence of lice.

Provides the student’s parent(s)/guardian(s) with information regarding head
lice treatment.

If more than one student is affected in any class, determines whether to
examine all students in the class and/or provides information about head lice
to all parents/guardians of students in the class.

Building Principal

If eggs (nits) or lice are found, determines whether to exclude the student
from attendance or limit the student’s head--to--head contact in the school
building (especially in lower grades). Contacts the Board Attorney before
beginning the process to exclude any student.

Informs the student’s parent(s)/guardian(s) about recommended treatment
procedures and sources of further information.

Staff

Maintains the privacy of students identified as having head lice and excluded
from attendance.

Parent/Guardian

Brings a note to\school verifying treatment.

School Nurse

Examines any excluded student and verifies to the Building Principal that all
eggs (nits).and lice are,gone so that the student may return.

Note: Delete this row and/or the re-inspection (nit-free) requirement if
the administration determines the requirement is (a) unnecessary to
successfully manage head lice and/or (b) results in unnecessary
absences. Many nit-free requirements may unnecessarily exclude
students from school. School nurses should discuss the following pros
and cons of No Nit Policies with their Building Principals and/or
Superintendents:

Pros: A nit-free requirement simply eliminates any subjective call for
school personnel as to whether the nit is dead or alive. The National
Pediculosis Association recommends the No Nit Policy as the public
health standard intended to keep children lice free, nit free, and in
school, www.headlice.org/downloads/nonitpolicy.htm.

Cons: The National Association of School Nurses takes the position that
the management of head lice should not disrupt the educational process.
No disease is associated with head lice, and in-school transmission is

considered to be rare. Further, when transmission occurs, it is generally
found among younger-age children with increased head-to-head contact:

7:250-AP1
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Actor Action

www.nasn.org/nasn/advocacy/professional -practice-documents/position-
statements/ps-head-lice.

Building Principal | Notifies parent(s)/guardian(s) whose excluded student has not returned to
school within five days of the following:

School attendance laws
Action that may be taken if absence continues

Resources for treatment information

Q&
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Juhre2049March 2024 7:280-AP

Students

Administrative Procedure - Managing Students with Communicable or Infectious
Diseases

If a student’s communicable or infectious disease affects his or her ability to participate in the District’s
educational programs, he or she shall be treated as a disabled person under Section 504 of the
Rehabilitation Act of 1973, unless the student has already qualified for and is receiving services through
an IEP under the Individuals with Disabilities in Education Act. For students with an IEP, the District’s
aAdministrative pProcedure, 6:120-AP1, Special Education Procedures Assuring the Implementation
of Comprehensive Programming for Children with Disabilities, must also be followed and it will
control whenever there is a conflict with these procedures.

Rules and guidance from the Ill. State Board of Education (ISBE) and Ill. Dept. of Public Health (IDPH)
should be consulted and supersede these procedures. Guidancesdocuments and important information
include:

1. Communicable Disease School Nurse Guide, reviSed 202302, available at
https://dph.illinois. qov/toplcs serwces/dlseases and condltlons/mfectlous diseases/cd-school-
nurse-guidance.htmlwaana .

2. Management of Chronic Infectlous Dlseases in Schoolchlldren rewsed in 2003 by ISBE and
IDPH, available at https://wordpressdehospitals.edu/infeetionprevention/files/2011/05/IDPH-
Chronic-ID-in-schoolchildren.pdfwdasaisbetaet!Dscuments/chronic—diseasespdf.

3. The Department of Public Health, Powers@nd Duties Law of the Civil Administrative Code of
Illinois (20 ILCS 2310/) and the Department of Professional Regulation Law of the Civil
Administrative Code of Illingis,(20 ILCS 2205/) both expanded the statutory authority of the
governor and IDPH to respondtoisignificant threats to the public health.

Managing Students'with Communicable orInfectious Diseases

Actor Action

Parents/Guardians Notifies the Building Principal where their child is enrolled if their child
has a cammunicable or infectious disease. See eExhibit 7:280-E2,
Reporting and Exclusion Requirements for Common Communicable
Diseases, for a list of communicable or infectious diseases.

Building Principal or Upon having knowledge of a known or suspected case or carrier of a

designee communicable disease:

a. Notifies the local health authority as required by 77 Ill.Admin.Code
8690.200. The local health authority is a full-time official health
department, as recognized by IDPH, having jurisdiction over a particular
area, including city, village, township, and county boards of health. If
there is not a local health authority recognized by IDPH, the local health
authority is IDPH. 77 Ill.Admin.Code 8690.10. See also eExhibit 7:280-
E2, Reporting and Exclusion Requirements for Common Communicable
Diseases, identifying the diseases for which there is mandatory
reporting. Note: The Communicable Disease Report Act, 745 ILCS 45/,
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Actor Action

grants immunity from slander or libel to persons who in good faith make
such reports.

b. Follows directions for temporarily excluding a student from school
according to the local health authority direction and 77 1ll.Admin.Code
Part 690.

Keeps the school open where a student with a communicable disease attends,

except in the event of an emergency. 77 1ll.Admin.Code 8690.30(c)(1).

District staff Observes all rules of IDPH regarding communicable and chronic infectious
disease. See the Legal References below for a list of these rules.

Collects and maintains the student’s medical information in a manner that
ensures the strictest confidentiality and in accordance with federal and State
laws regarding student records. Consult with the Board Attorney to ensure
compliance with such laws.! 77 11l.Admin.Code 690.30(c)(5).

Superintendent or Confirms that all required.and ‘appropriate notices are made. 2

designee . . . . .
g Convenes the Communicable and Chroenic Infectious Disease Review

Team. This Superintendent committeeisicomposed of the District’s medical
advisor, a school nurse, the Building Principal, and the Superintendent or
designee (see administrative procedure 2:150-AP, Superintendent
Committees).

Communicable and Arranges a megting with “the student’s parent(s)/guardian(s), personal
Chronic Infectious physician, loeal health@uthorities,’as well as persons with knowledge of the
Disease Review Team | Placement options available. The purpose of the meeting is to:

a. Determine when' ansexcluded student will return to school. This
determination shall be based on whether the student poses a high risk of
transmission of a communicable and chronic infectious disease to other
students and staff. A student suspected of being infected with a notifiable
disease for which isolation is required shall be refused admittance until
fever-free and diarrhea and vomiting-free for 24 hours without the use of
fevef ‘reducing, antidiarrheal, or antiemetic medications and other
meédiCationswhile—acute—symptoms—are—present. 77 Ill.Admin.Code
8690.30(c)(2).

b. "Perform a pre-placement evaluation. 34 C.F.R. §104.35.

c. Make a placement decision based on the pre-placement evaluation. The
placement decision shall include any needed related services. 34 C.F.R.
§104.35.

The footnotes should be removed before the material is used.

1 pPH regulations provide that, "ldentifiable information on a student or staff [member], such as name and contact
information (including current address and phone), seating charts on [buses] and in the classroom, and rosters for
extracurricular activities, shall be reported to the Department or local public health authority for any notifiable disease or
condition within the timeframes specified in this Part." 77 I1l.Admin.Code 8690.30(c)(5). Consult with the board attorney to
ensure that any reports required by this provision to IDPH or the local public health authority comply with federal and State
laws regarding student records.

2 The Centers for Disease Control and Prevention (CDC) makes sample letters to parents available for certain infectious
diseases, such as measles and pertussis, on its website at www.cdc.gov.
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Actor

Action

If there is a reason to believe that the student may have a disability
requiring special education and related services, the child shall be
referred for a special education evaluation. Referrals may also be made,
atany time, by any concerned person, including but not limited to District
personnel, the student’s parent(s)/guardian(s), a community service
agency employee, a professional having knowledge of a child’s
problems, a child, or an ISBE employee. See the District’s Special
Education Procedures Assuring the Implementation of Comprehensive
Programming for Children with Disabilities.3 23 Ill.Admin.Code
§226.110.

Reports the meeting results to the Superintendent.

Superintendent or
designee

Notifies the student’s parents/guardians when an excluded student can
return to school and of the placement decision. If the student will not attend
school, every reasonable effort,shall be made to provide the student with an
adequate alternative education. Stateregulations and school policy
regarding homebound instruction shall apply.

Communicable and
Chronic Infectious
Disease Review Team

At least annually while a student has a contagious or infectious disease,
arranges a meeting with the student’s parent(s)/guardian(s), personal
physician, local health.authorities, as well as persons with knowledge of the
placement options available; to reviews the student’s education placement
and the provisionof related services.

Managing a Student with a CommuniCable or Infectious Disease Who Demonstrates Behavior that

Could Result In Infecting

Other Students or Staff Members

Actor

Action

Parents/Guardiansfor
any staff member

Notifies the Building Principal if a student with a communicable or
infectious disease'shows a lack of control of bodily secretions, has open
sores that\eannot be covered, or demonstrates behavior (e.g., biting) that
could resultin direct inoculation of potentially infected body fluids into the
bloodstream.

Building Principal

Immediately notifies the Superintendent of the above.

Superintendent or
designee

Upon being notified that a student is demonstrating behavior that could
spread his or her disease, convenes the Communicable and Chronic
Infectious Disease Review Team.

If appropriate, notifies parents of students of possible exposure if their
student may have been exposed to a communicable or infectious disease
due to behaviors exhibited by a student having such a disease.

The footnotes should be removed before the material is used.

3 Sample Special Education Procedures Assuring the Implementation of Comprehensive Programming for Children with
Disabilities are available at: www.iash.com/law/icsaspeced.cfm.
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Actor

Action

Communicable and
Chronic Infectious
Disease Review Team

Arranges a meeting with the student’s parent(s)/guardian(s), personal
physician, local health authorities, as well as persons with knowledge of the
placement options available. The purpose of this meeting is to:

a. Determine whether the student’s temporary removal from the classroom
is appropriate because the student poses a high risk of transmitting a
communicable and chronic infectious disease or whether another
response exists to reduce the risk of transmission. A student suspected of
being infected with a notifiable disease for which isolation is required
shall be refused admittance until fever-free and diarrhea and vomiting-
free for 24 hours without the use of fever reducing, antidiarrheal, or
antiemetic medications and other medications.whie-acute-symptoms-are
present 77 1ll.LAdmin.Code §690.30(c)(2).

b. Perform a pre-placement evaluation if the student will continue to attend
school. 34 C.F.R. §104.35.

c. Make a placement decisiombased on the pre-placement evaluation. The
placement decision shall include any needed related services. 34 C.F.R.
8104.35. If the student will continue to attend school, determine the
student’s appropriate. educational yplacement. The team shall also
determine if the student needs related services or placement outside the
regular classroom.

Reports the meeting’s results to the Superintendent.

Superintendent or
Designee

Notifies the student’s parent(s)/guardian(s) whether the student will attend
school. If the student will notattend school or participate in school
activities with other students, gvery reasonable effort shall be made to
provide the student with,an@adequate alternative education; however, an
individual'student’s Individualized Education Program (IEP) will control.
State regulations,and school policy regarding homebound instruction apply.

Communicablefand
Chronic Infectious
Disease Review Team

At least onee a month while a student is removed from normal school
attendance, arranges a meeting with the student’s parent(s)/guardian(s),
personal physician, local health authorities, as well as persons with
knowledge of the placement options available, to review the removal and to
determine whether the condition precipitating the removal has changed.

General Post-Evaluation Procedures

Actor

Action

Parents/Guardians

May appeal their child’s exclusion from school or educational placement to
the School Board within 10 days of being notified of the action.

Parents/Guardians

When their child returns to school after an absence due to a communicable
and chronic infectious disease, present a certificate from a physician
licensed in Illinois stating that the child qualifies for re-admission to school
under the rules of IDPH that regulate periods of incubation,
communicability, quarantine, and reporting.
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LEGAL REF.: 105 HCS-5/10-21.11.20 U.S.C. §1232¢g, Family Educational Rights and Privacy
Act.
29 U.S.C. 8701 et seq., Rehabilitation Act of 1973.
42 U.S.C. 812101 et seq., Americans with Disabilities Act of 1990.
34 C.F.R. §8104.34 and 104.35.
105 ILCS 5/10-21.11.
410 ILCS 315/, Communicable Disease Prevention Act.
23 1ll.Admin.Code Part 226.
77 lll.Admin.Code Parts 665, 690, 693, 695, 696, and 697.

CROSS REF-.: 2:150-(Committees)-5:40 (Communicable and Chronic Infectious Disease)

ADMIN PROC.:  2:150-AP (Superintendent Committees), 4:180-AP1 (School Action Steps for
Pandemic Influenza or Other Virus/Disease

Q&
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June 20192024 8:25-AP

Community Relations

Administrative Procedure - Advertising and Distributing Materials in Schools Provided
by Non-School Related Entities

Requests from Community, Educational, Charitable, Recreational, or Other Organizations

Actor Action

Community, Educational, Direct to the Building Principal all requests to advertise events
Charitable, Recreational, or pertinent to students’ interests or involvement.

Other Organizations Specifically describe the material or content proposed to be

displayed, distributed, included in the school’s website, and/or
included on District-issued electronic learning devices.

Request specific dates forthe’material to be displayed or
distributed.

Building Principal Refers all materials to the Superintendent or designee for screening
to ensure compliance with the Distriet’s policy and procedures. 1

Superintendent or designee Screens all.material beforedistributing or posting it to ensure
compliance with the District’s policy and procedures, including
that all materialdand content be student-oriented, have the
spofsoring opganization’s name prominently displayed, and clearly
state that the ‘organization is not affiliated with the District.

Rejects all requests to post or distribute material or content that
would: (&) disrupt the educational process, (b) violate the rights or
invade the privacy of others, (c) infringe on a trademark or
copyright, or (d) be defamatory, obscene, vulgar, or indecent. 2
Determines the appropriate location for the content, provided that
any distribution by staff is done without discussion.

Informs the organization whether its request is accepted or
rejected.

Removes all materials and/or content that are out-of-date from the
building, website, and/or District-issued learning devices.

The footnotes should be removed before the material is used.

1 An administrator in the central office enhances coordination and ensures that all buildings in the district are operating
uniformly. For districts that wish to leave the screening of materials to building principals, replace: “Superintendent or
designee” in the next row with “Building Principal” and delete this row.

2 Consult the Board Attorney. Allowing one organization to distribute non-religious materials at school, but prohibiting
the distribution of religious materials by another, may negate indemnification for school administrators and the district. See
Morgan v. Swanson, 755 F.3d 757 (5th Cir. 2014) (granting, after several years of reversals, remands, and procedural motions,
qualified immunity to an elementary school principal who allowed parents to distribute non-religious materials but prohibited
another parent from distributing religious materials during an in-class winter party).
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Community, Educational,
Charitable, Recreational, or
Other Organizations

Deliver the material or content to the school. The school will not
make copies.

Provide in electronic format any information that the Building
Principal agreed to publish on the school’s website or District-
issued learning devices.

Requests from Commercial Companies to Advertise and/or Distribute Material

Actor

Action

Commercial Companies

Direct to the Superintendent all requests to advertise on school
grounds, in school publications, or on District-issued learning
devices.

Specifically identify the requested location for advertisements, i.e.:
(a) athletic field fences, (b) athletic, theater, or music programs, (c)
student newspapers or yearbooks, (d) scoreboards, and/or (e) other
appropriate locations. 3

Prominently display the.company’s name on all advertising.

Provide a copy of the proposed advertisement to the
Superintendent.

Superintendent

Screens all proposed ads 1@ ensure that they follow Board policy
8:25, Advertising and,Distributing Materials in Schools Provided
by Non-School Related Entities, and will not: (a) disrupt the
educational process, (b) violate the rights or invade the privacy of
others, (c) infringe on a trademark or copyright, or (d) be
defamatory, obscene, vulgar, or indecent.

May approve a commercial request related to graduation, class
pictures, @nclass rings.

For all other commercial requests, makes a dispositional
recommendation during an open School Board meeting.

After the Board’s decision, takes all appropriate steps.

The footnotes should be removed before the material is used.

3 The Student Online Personal Protection Act (SOPPA) (105 ILCS 85/;-added-by-P-A-100-315) provides safeguards to
protect the privacy and security of data about students when it is collected by educational technology companies. It specifically
prohibits targeted advertising (presenting advertisements to students where they are selected based on information obtained
or inferred over time from that students’ online behaviors, usage of applications, or covered information (as defined by
SOPPA)). For more discussion about SOPPA, see f/n 5 in sample policy 8:25, Advertising and Distributing Materials in
Schools Provided by Non-School Related Entities.

8:25-AP
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Actor Action

School Board From time-to-time, by Board resolution, determines minimum fees
for advertising space. All fees are subject to negotiation and Board
approval. Current minimum fees are:

Athletic field fences $
Athletic, theater, or music programs $
Student newspapers or yearbooks  $
Scoreboards $

Other appropriate locations $
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October2019June 2024 2:70-E

School Board

Exhibit - Checklist for Filling Board Vacancies by Appointment

The School Board fills a vacancy by either appointment or election. The Board uses this checklist for
guidance when it must fill a vacancy by appointment. Some items contain guidelines along with
explanations. For more information, see Answers to FAQs: Vacancies on the Board of Education,
published by a committee of the Ill. Council of School Attorneys (ICSA), and available at:

www.iash.com/law/vacancies.cfm.

[

Confirm that the Board must fill the vacancy by appointment.

Guidelines

Explanation

Review Board policy 2:70, Vacancies
on the School Board - Filling
Vacancies, to determine if a vacancy
on the Board occurred and, if so,
whether the successor will be selected
by election or Board appointment._
Consult the Board Attorney as
needed.

Filling a vacancy by Board appointment or election
depends uponywhen the vacancy occurred. If a
vacancy oceurs with less than: (1) 868 days remaining
in the term of office, or (2) 88 days before the next
regularly seheduled election for the vacant office, no
election tofill,the vacaney is held and the appointee
serves,the remainder of the term. At all other times, an
appointee serves.until the next regular school election,
at which-election a successor is elected to serve the
remainder of'the unexpired term. See 105 ILCS 5/10-
10.

In the event a seation'the,board goes
unfilled at an glection, consult the
Board Attorney to determine (1) how
long the Seat'can be held overiby the

The School Code partially addresses the concept of a
holdover seat; it states “no elective office...becomes
vacant until the successor of the incumbent of such

office has been appointed or elected, as the case may

incumbent member, and (2) the
process by which the Board will fill
the seat.

be, and qualified.” 105 ILCS 5/10-11.

] Notify the Regional Superintendent of the vacancy within five days of its occurrence (105
ILCS 5/10-10).

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

Guidelines Explanation

At a minimum, a candidate must
meet the following qualifications:
e Bea United States citizen
o Be at least 18 years of age
e Be aresident of Illinois and
District for at least one year
immediately preceding the
appointment

While the School Code does not expressly set forth
eligibility requirements for appointment to a Board
vacancy, the Board may want to use the qualifications
for elected Board members listed in 105 ILCS 5/10-3
and 5/10-10.

For guidance discussing other qualifications that the
Board may want to consider, see IASB’s Recruiting

2:70-E Page 1 of 6
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Guidelines

Explanation

Be a registered voter

Not be a child sex offender
Not hold anether
incompatible public office
Not have a prohibited
interest in any contract with
the District

Not be a school trustee

Not hold certain types of
prohibited State or federal
employment

School Board Candidates, available at:
www.iash.com/training/recruiting.cfm

For guidance regarding conflict of interest and
incompatible offices, see Conflictof-Interest-and-
thrcompatible-Offices FAQANswers to FAQs Regarding
Conflict of Interest and Incompatible Offices (ICSA),
available at:
www.iasb.com/IASB/media/Documents/COI_FAQ.pdf.

When additional qualifications
apply, the following items may be
included in the Board’s list of
qualifications:

Meet all qualifications
based upon the distribution
of  population  among
congressional townships in
the district.

Meet all qualifications
based upon the distributien
of  population  among
incorporated and
unincorperatediareas.

Board members of some community unit school
districts may be subject to historical residential
qualificationsibased on the distribution of population
among gongressional townships in the district or
between the district’s incorporated and unincorporated
areas. 105 ILCS 5/10-1.1.

Note: If a vacancy for an area of residence remains
unfilled;.a board must submit a proposition at the next
generalelection for the election of a board member at

large. 205 1LES 5/10-10.5(c),-added by-P.A.100-800.

] Decide wha'will receive completediacancy applications.

Guidelines

Explanation

The Board President will accept
applications.

The Board will discuss, at'an open
meeting, its process to review the

applications and who will contact

applicants for an interview.

Who accepts vacancy applications is at the Board’s
sole discretion. According to Board policy 2:110,
Qualifications, Term, and Duties of Board Officers,
the Board President is a logical officer to accept the
applications, but this task may be delegated to the
Secretary or Superintendent’s secretary if the Board
determines that it is more convenient. Who accepts the
applications must be decided prior to posting the
vacancy announcement.

] Create the Board member vacancy announcement.

Announcement

Explanation

School District Board
Member Vacancy

The contents of a vacancy announcement, how it is
announced, and where it is posted are at the Board’s
sole discretion.

2:70-E

Page 2 of 6

©2019-2024 Policy Reference Education Subscription Service
Illinois Association of School Boards. All Rights Reserved.
Please review this material with your school board attorney before use.



http://www.iasb.com/training/recruiting.cfm
http://www.iasb.com/IASB/media/Documents/COI_FAQ.pdf

Announcement

Explanation

The School District is accepting
applications to fill the vacancy
resulting from [reason for vacancy]
of [former Board member’s name].

The Board may want to announce the vacancy and its
intent to fill it by appointment during an open
meeting. The announcement may be posted on the
District’s website and in the local newspaper(s).

The individual selected will serve on
the School Board from the date of
appointment to [date].

The length of the appointment depends upon when
during the term of office the vacancy occurred. See
105 ILCS 5/10-10 and Board policy 2:70, Vacancies
on the School Board - Filling Vacancies, to
determine the length of the appointment.

The School District [School District’s
philosophy or mission statement].

See Board policy 1:30, School District Philosophy,
for the District’s mission statement that is specific to
the community’s goals.

Applicants for the Board vacancy
must be: [Board’s list of
gualifications].

See checklist item titled Develop a list of
qualifications for appointment of a person to fill the
vacancy above.

Applicants should show familiarity
with the Board’s policies regarding
general duties and responsibilities of
a Board and a Board member,
including fiduciary responsibilities,
conflict of interest, ethics and gift
ban. The Board’s policies are
available at [locations].

Listing this along with,the,\Board’s list of
qualifications,assists candidates in understanding a
Board,member’s,duties and responsibilities and may
facilitate,a better conversation during the interview
process. See, Board policies: 2:20, Powers and Duties
ofshe School Board; Indemnification; 2:80, Board
Member Oath and Conduct; 2:100, Board Member
Conflict of Interest; 2:105 Ethics and Gift Ban; and
2:120, Board Member Development.

Applications may be obtained at
[location‘and, address and/or website]
beginning on [date and time].

Completed applications may:be
turned in by [time and:datée] to [name
and title of person receiving
applications].

See action item titled Decide who will receive
completed vacancy applications above.

Publicize the vacancy announcement by placing it on the District’s website, announcing

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

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

[]
it at a meeting, and/or advertising it in the local newspaper(s).
[]
completed vacancy applications above).
[]
vacancy applications above).
] Develop interview questions.
2:70-E
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Interview Questions

Explanation

Why do you want to be a Board
member?

What specific skills would you bring
to the Board?

Please give specific examples of your
ability in interpersonal relationships
and teamwork.

What do you see as the role of a
Board member?

What have you done to prepare
yourself for the challenges of being a
Board member?

Please describe your previous
community or non-profit experiences.

What areas in the district would you
like to see the Board strengthen?

What is your availability to meet the
time, training commitments, and
other responsibilities required for
Board membership?

Describe what legacy you would like
to leave behind.

Interview questions are at the Board’s sole
discretion. This list is not exhaustive, but it may help
the Board tailor its questions toward finding a
candidate who will approach Board membership with
a clear understanding of its demands and
expectations along with a constructive attitude
toward the challenge. The Board may also want to
consider allowing an equal amount of time for each
interview.

See IASB’s Recruiting School Board Candidates,
available at: www.iasb.com/training/recruiting.cfm

A prospective candidate to fill a vacancy may raise
other specific issues that the Board will want to cover
duringa@an interview.

Conduct interviews with candidates

5 ILCSd20/2(c)(3)).

(interviews may occur in closed session pursuant to

Interview Plan

Explanation

In each interview, the,Board President
will;

Introduce Board members to the
candidate at the beginning of the
interview.

Describe the Board’s interview
process, selection process, and ask the
candidate if he or she has questions
about the Board’s process for filling a
vacancy by appointment.

Describe the District’s philosophy or
mission statement.

Describe the vacancy for the
candidate by reviewing the: (1)

The Board President will lead the Board as it
interviews prospective candidates. See Board policy
2:110, Qualifications, Term, and Duties of Board
Officers. The president presides at all meetings. 105
ILCS 5/10-13.

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

2:70-E
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Interview Plan Explanation

qualifications, and (2) general duties
and responsibilities of the Board and
the Board members, including
fiduciary responsibilities, conflict of
interest, ethics and gift ban, and
general Board member development.

Begin asking the interview questions
that the Board developed.

Ask the candidate whether he or she
has any questions for the Board.

Thank the candidate and inform the
candidate when the Board expects to
make a decision and how the
candidate will be contacted regarding
the Board’s decision.

] Fill vacancy by a vote during an open meeting of the Board before the 60th day (105 ILCS
5/10-10amended-by-P-A-101-67-eff-1-1-20).

] Assist the appointed Board member in filing his or her statement of economic interest (5
ILCS 420/4A-105(c)).

] Announce the appointment to_District staff and community.

Announcement Explanation
The Board appointed [appointec’s The contents of the appointment announcement and
name] to fill.the vacancy on the length of time it is displayed are at the Board’s sole
Board. discretion. The Board may want to consider

announcing the appointment during its meeting and
also by posting it in the same places that it posted the
vacancy announcement.

The appointment will be from [[date]
to [date].

The Board previously established
qualifications for the appointee in a
careful and thoughtful manner.
[Appointee’s name] meets these
gualifications and has demonstrated
the willingness to accept the duties
and responsibilities of a Board
member. [Appointee’s name] brings a
clear understanding of the demands
and expectations of being a Board
member along with a constructive
attitude toward the challenge.

See Board policy 8:10, Connection with the
Community.

] Administer the Oath of Office and begin orientation.

2:70-E Page 5 of 6
©2019-2024 Policy Reference Education Subscription Service
Illinois Association of School Boards. All Rights Reserved.
Please review this material with your school board attorney before use.



Guidelines Explanation
See Board policy 2:80, Board Each individual, before taking his or her seat on the
Member Oath and Conduct. Board, must take an oath in substantially the form
given in 105 ILCS 5/10-16.5.
See Board policy 2:120, Board Orientation assists new Board members to learn,
Member Development, and exhibit understand, and practice effective governance
2:120-E1, Guidelines for Serving as a | principles. See the IASB Foundational Principles of
Mentor to a New School Board Effective Governance, available at:
Member. www.iasb.com/principles_popup.cfm.
] Inform IASB of the newly appointed Board member’s name and directory information.
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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:

L] 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 Formy)

Actual Expense Report
*Board members 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 gxpenses 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 Compensation; Expenses.

Auto Travel Allowance: per mile

Date [Auto Transp.©_[Lodging, |Meals or Per Diem Other Daily
Mileage Expenses Total
Miles Cost Bkfst | Lunch |Dinner| Item Cost

Subtotal

Advances -

TOTAL (a negative amount indicates refund due from Board member) $

Submitting Board Member’s Signature Date

2:125-E1 Page 1 of 2
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Superintendent Signature Date

School Board Action: [] Approved [ ] Denied
[ ] Approved in Part [1 Exceeds Maximum Allowable Amount
[ ] Grant Funding Source (if applicable):

Comments:
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School Board

Exhibit - Board Member Estimated Expense Approval Form

Submit to the Superintendent, who will include this request in the monthly list 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 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:

Departure Date: Return Date:

] Estimated Expenses Approval Requested (50 1LCS 150/20 or grant expenditure)
] Travel is grant-related* (specify grant):

] Purchase Order Requested Purchase\Order #:

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

Voucher Amount:

Estimated Expense Report

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 hadrs'or more. If lodging.at or below the applicable rate cannot be identified, please
indicate below and attach at least.three quotes forireview.

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

Total $

Submitting Board Member’s Signature Date
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Superintendent Signature Date

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

Comments:

Q&

2:125-E2 Page 2 of 2
©2026-2024 Policy Reference Education Subscription Service
Ilinois Association of School Boards. All Rights Reserved.
Please review this material with your school board attorney before use.



March2020June 2024 2:160-E

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
guidance when it selects 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 seek 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 seeks an in-house
attorney. For more information, call the Ill. Association of School Board's (IASB) Office of General
Counsel; see its current phone numbers at www.iash.com/about-us/staff/#office-general-counsel.

] Determine what type of legal services the District needs.

1. Review Board policy 2:160, Board Attorney. Note: Critically analyze whether the District’s
legal needs are best served by in-house attorney{s) o 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 lawfirmsfor band,counsel, special education, or labor
law. Some boards also approve a panel of attorneys and-allow,the administration to choose
which attorney to use.

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

District’s size;

Any past and current experiences with legal matters;

Complexity of the District’s legal needs;

Availability of expertise; and

Cost of qutside fees comparedito internal staff expenses for an in-house arrangement.

] Develop & list of qualifications“necessary for providing quality legal services to the
District.

1. Review Boardhpolicy 4:60, Purchases and Contracts. Note: While State law exempts hiring an
attorney frombidding 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.

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

e Licensed to practice law in Illinois 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.

o Experience in all aspects of contract, employment, and school law

2:160-E Page 1 of 6
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e Experience that meets the District’s needs, including litigation experience in State and
federal courts
¢ Membership in professional associations, such as, the Ill. Council of School Attorneys
(ICSA) and education law sections of bar associations, etc.
e Demonstrated knowledge of and ability to apply professional responsibility rules
e 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.
Insert the list of qualifications that the Board developed.
2. Include the following information:
e The deadline for responses to be submitted
e The location (address or email) where responses, sheuld be sent
e A statement that the Board is solicitingroposals from qualified lawyers and law firms to
provide legal services to the School District
e Significant information about the District. (seeBeard policy 1:30, School District
Philosophy, for the District’s mission statementithat is specific to the community’s goals)
o The scope of work, e.g., “The BoardAtterney will provide legal advice concerning [typical
duties, specific duties, excluded duties].”
e Qualifications
o Details about interviews andipresentations
3. 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)
¢ The individuals whowpreparedithe response, including their titles
o If different from above,ithe identity of and directory information for the individuals who
havefauthority to answer questions regarding the submitted proposal
o A proposed fee schedule, e.g., “Respondents may combine set fees and hourly fees. If
hourly feesare proposed, please provide the minimum time increment for billing purposes.
If a retaineragreement(is proposed, please specifically describe options.”
A summary of'the,r€sponder’s relevant experience representing public schools
A writing sample
An assurance that the responder meets the RFP’s qualifications
References including current or past clients

] Announce the RFP.

1. 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 IASB
website, www.iash.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 ICSA. Other online sources, such as the Ill. State Bar Association, also maintain
directories of information about attorneys. The Board may want to title the announcement “The
[Insert District’s name] School Board Requests Proposals to Provide Legal Services.”

=
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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 at will or from the date
of appointment to [date]. 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].

Receive and manage responses to the RFP.

Review Board policy 2:110, Qualifications, Term, and Duties of Board Officers. The Board
President is a logical officer to accept the applications, but this task may be delegated to the
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.

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 or law firm‘with-amapproach to the role of the Board Attorney that

the Board desires:

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

e How many other school districts do you currently represent?

o What kind of legal services do you pravide'to your school clients? Please explain how your
other experience isirelevant to. this position.

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

¢ What methods will you use'to ensure all members of the Board, which is your client, remain
informed? See the discussion about the I1l. Professional Rules of Conduct in f/n 2 of sample
policy 2:160, Board Attorney.

¢ How would you manage a situation in which the Board feels strongly about its position but
you believe that position is not legally supportable? The 1ll. Rules of Professional Conduct,
at www.illinoiscourts.gov/supremecourt/rules/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-sample policy 2:160, Board Attorney.

e 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 Ill. Professional Rules of
Conduct in f/n 2 of sample policy 2:160, Board Attorney.

e 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 I1l. Professional Rules of Conduct
in f/n 2 of sample policy 2:160, Board Attorney.
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e Ifthe Board did something that you had advised against, could you still defend the Board’s
action? See the discussion about the Ill. Professional Rules of Conduct in f/n 2 of sample
policy 2:160, Board Attorney.

e 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 f/n 2 of
sample policy 2:160, Board Attorney.

o 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 sample policy 2:160, Board Attorney.

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

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

o Will you be handling this business personally, i.e., will you delegate to your associates or
partners?

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

e How do you keep current on school law?

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

e Have you represented a school district in‘a matter involwing the rights of disabled students?
...involving disabled employees? ... involvingia student exptlsion? ... involving a teacher
dismissal? ... involving an employee's contract,or dismissal? ... involving a building
contract or bidding matter? ... Canfyou tell us aboutithat case?

e 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 whe\worked onithe project, along with expenses.

e Did you bringgaswritten 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 forlegal 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 thatsthedBoard President presides at all meetings and Board policy 2:110,

Qualifications, Term, and Duties of Board Officers.

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

e 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

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).
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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/Lawyer/Searchwwwtarde-orgilawyersearch-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

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

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.

Call references provided by the responder.

Enter into a written agreement or engagement letter with the selected attorney or law
firm.

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 Attarney are subject to disclosure pursuant to a
Freedom of Information Act request (PAO 14-02).

Discuss the fee arrangements with the responder and decide:

e Whether to enter into a fee arrangement and/or a retainer agreement (Note: Attorneys
typically bill by a pre-determined percentage,of the hourgeig., 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 adviceds 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 scopeof services

Review the written contract,or memerialized relationship (agreement for legal services or

engagement letter) for these provisions:

e Fee arrangement

Scope of services

Which attorneys,willde providing legal services

A statement that the Board controls all legal decisions

A statement that the attorney and his or her law firm have no conflicts of interest or, if a

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

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

Announce the appointment to District staff and community.

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 Board 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]
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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. [Attorney 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.”

Q&

Page 6 of 6
©2026-2024 Policy Reference Education Subscription Service
Ilinois Association of School Boards. All Rights Reserved.
Please review this material with your school board attorney before use.



Oectober-June 20192024 5:20-E

General Personnel

Exhibit - Resolution to Prohibit Sexual Harassment

WHEREAS, Section 10-20 of the School Code (105 ILCS 5/10-20) grants school boards other powers
that are not inconsistent with their duties;

WHEREAS, Section 1-5 of the State Officials and Employees Ethics Act (5 ILCS 430/1-5) includes
school districts within the definition of a governmental entity;

WHEREAS, Section 5-65 of the State Officials and Employees Ethics Act (5 ILCS 430/5-65added-by
P-A—100-554) provides that all persons have a right to work in an environment free from sexual
harassment;

WHEREAS, Section 70-5 of the State Officials and Emplayees Ethics Act (5 ILCS 430/70-5-amended
by-PAs100-554-and-101-221) requires governmental entities to adopt an ordinance or resolution
establishing a policy to prohibit sexual harassment which, ata minimum, includes: (1) a prohibition on
sexual harassment; (2) details on how an individual eanreport an allegation of sexual harassment,
including options for making a confidential report to.a supervisor, ethicsiefficer, Inspector General, or
the 1ll. Dept. of Human Rights; (3) a prohibition on retaliation forreporting sexual harassment
allegations, including availability of whistleblewer protectionsiunder the Act, the Whistleblower Act
(740 ILCS 174/), and the Ill. Human Rights Act (775 ILCS 5/);(4) the consequences: (a) of a violation
of the prohibition on sexual harassment; and (b)‘for ‘knewingly making a false report; and (5) a
mechanism forreporting and independent review of allegations of sexual harassment made against a
Board member by a fellow Boardsmember orfother elected official;

THEREFORE, BE IT_RESOLVED, by, the Board of Education of [insert name], [insert county]
County, Illinois, asfollows:

Section 1: The Board adopts'Beard policies 2:105, Ethics and Gift Ban, and 5:20, Workplace
Harassment Prohibited, attached as Exhibit A, which collectively contain the following: (1) a
prohibition on sexual harassment; (2) detail regarding how an individual can report an allegation
of sexual harassment, including options for making a confidential report to an immediate
supervisor, the Building Principal, an administrator, the Nondiscrimination Coordinator, a
Complaint Manager, or the l1l. Dept. of Human Rights; (3) a prohibition on retaliation for reporting
sexual harassment allegations and a statement regarding the availability of whistleblower
protections under the State Officialsand Employees Ethics Act, the Whistleblower Act, and the lll.
Human Rights Act; and (4) the consequences: (a) of a violation of the prohibition on sexual
harassment; and (b) for knowingly making a false report, and (5) a mechanism for reporting and
independent review of allegations of sexual harassment made against a Board member by a fellow
Board member or other elected official.

Section 2: Any prior versions of Board policies 2:105, Ethics and Gift Ban, and 5:20, Workplace
Harassment Prohibited, adopted by the Board are superseded by this Resolution.

Adopted this day of , 20

Attested by: , Board President

Attested by: , Board Secretary
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General Personnel

Exhibit - Volunteer Agreement Executed by a Non-Exempt Employee

I would like to serve as a volunteer for the School District. | understand that:

1. 1 may notvolunteer to performa job that is the same or similar job for which | am employed.

2. My time and service as a volunteer are given without promise, expectation, or receipt of any
form of compensation.

3. My volunteer services are not being performed in the course and scope of my regular
employment and are not in any way required by the School District.

4. Either the District or I may terminate my volunteer services at any time for any reason. My
withdrawal will not affect my continued employment with the School District.

This agreement will continue in force until terminated by either the employee or School District.

Volunteer Signature Date
Supervisor Date
5:35-E Page 1 of 1

©2649-2024 Policy Reference Education Subscription Service
Illinois Association of School Boards. All Rights Reserved.
Please review this material with your school board attorney before use.



Juhre2049June 2024 5:120-E

General Personnel

Exhibit - Code of Ethics for lllinois Educators

Code of Ethics for Illinois Educators, Illinois State Board of Education (ISBE) (23 Ill.Admin.Code

§22.20)

a) Res

The
env

ponsibility to Students

Illinois educator is committed to creating, promoting, and implementing a learning
ironment that is accessible to each student, enables studentsto achieve the highest academic

potential, and maximizes their ability to succeed in academic and employment settings as a
responsible member of society. Illinois educators:

1.

B w

b) Res
[lin

Embody the Standards for the School Support Personnel Endorsements (23 I1l.Admin.Code
Part 23), the Illinois Professional Teaching Standards«23 111. Admin.Code Parts 24 and 130),
and Standards for Administrative Endorsements (23 HHL.Admin.Code Part 29), as applicable to
the educator, in the learning environment;

Respect the inherent dignity and worth of each student by, assuring that the learning
environment is characterized by respect and equal epportunity for each student, regardless of
race, color, national origin, sex, sexuali@rientation, disability, religion, language or socio-
economic status;

Maintain a professional relationship with/students at all times;

Provide a curriculum based onshigh expectations for each student that addresses individual
differences through the design, implementation/and adaptation of effective instruction; and
Foster in each student the developmentofiattributes that will enhance skills and knowledge
necessary to be"a contributing member of society.

ponsibility«o Self
ois edutators are committed to establishing high professional standards for their practice and

striving to meet these standards through their performance. Illinois educators:

1.

2.

3.
4,

c) Res
The

Assume responsibility and accountability for their performance and continually strive to
demonstrate proficiency@and understanding of current trends in both content knowledge and
professional practice;

Develop and implement personal and professional goals with attention to professional
standards through a process of self-assessment and professional development;
Represent their professional credentials and qualifications accurately; and

Demonstrate a high level of professional judgment.

ponsibility to Colleagues and the Profession
Illinois educator is committed to collaborating with school and district colleagues and other

professionals in the interest of student learning. lllinois educators:

1.

2.

3.

5:120-E

Collaborate with colleagues in their respective schools and districts to meet local and State
educational standards;

Work together to create a respectful, professional, and supportive school climate that allows all
educators to maintain their individual professional integrity;

Seek out and engage in activities that contribute to the ongoing development of the profession;
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4.
5.
6.

Promote participation in educational decision-making processes;
Encourage promising candidates to enter the education profession; and
Support the preparation, induction, mentoring, and professional development of educators.

d) Responsibility to Parents, Families and Communities

The Illinois educator will collaborate, build trust, and respect confidentiality with parents, families,
and communitiesto createeffective instructionand learningenvironments for eachstudent. Illinois

educators:

1. Aspire to understand and respect the values and traditions of the diversity represented in the
community and in their learning environments;

2. Encourage and advocate for fair and equal educational opportunities for each student;

3. Develop and maintain professional relationships with parents, families, and communities;

4. Promote collaboration and support student learning through regular and meaningful
communication with parents, families, and communities; and

5. Cooperate with community agencies that provide resources and services to enhance the

learning environment.

e) Responsibility to ISBE

Illinois educators are committed to compliance with‘the School Code (105 ILCS 5/) and its
implementing regulations,andto State and federallaws and regulations relevant to their profession.
Illinois educators:

1.
2.
3.

5:120-E

Provide accurate communication to ISBE.concerning all educator licensure matters;
Maintain appropriate educator licensure foremployment; and
Comply with State and federal lawss and régulations.
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Educational Support Personnel

Exhibit - Agreement to Receive Compensatory Time-Off

The School Board has a policy of granting compensatory time-off to non-exempt employees in lieu of
overtime pay for time worked in excess of 40 hours in any workweek. | have either received a copy of
the policy or been told where it may be found or downloaded. | understand that:

1. I'mustobtain my supervisor’s express authorization to work overtime before working in excess
of 40 hours in any workweek.

2. lwill earn compensatory time-off ata rate of notless than one and one-half (1.5)hours for each
one hour of overtime worked.

3. 1will be allowed to use accrued compensatory time-off within a reasonable period after making
arequestto use it, provided that my absence would not unduly disrupt operations considering
factors like emergency requirements for staffandthe availability of qualified substitute staff.

4. My supervisor may require that | use my acerued compensatory time-off within a certain time
period, may prohibit my use of accrued compensatory.time-off on certain days, may require
that | cash out my compensatory time-off aftera particulartime period, and may otherwise
limit my use of compensatory time-off.

| agree to receive compensatory time-off in lieu©of overtime pay.for time worked in excess of 40 hours
in any workweek, and | accept this as a condition,of my employment.

Employee Signature Date

Supervisor,Signature (or designee) Date
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Instruction

Exhibit - Application for a Diplomafor a Service Member Killed in Action or for Veterans
of WWII, the Korean Conflict, or the Vietham Conflict

Complete and submit to the Superintendent.

Please print:

Name to Appear on Diploma Phone
Address Birth Date
City State . «Zip

For Veterans of WWII, the Korean Conflict, or the'Vietham Conflict

The applicant is requesting a high school diplomaand attests that he or she meets the following criteria
as established by School Board policy:

1. Served inthe U.S. Armed Forces during World War |1, the Korean Conflict, or the Vietnam

Conflict.

Please check one or more.of the following: 1

[] World War ll:.December 7,1941 — December 31, 1946, including the induction period of
September 16, 1940, December 6, 1941

[] Korean Conflict: June 27, 1950, January 31, 1955, including the induction period of
Jandary 1, 1947 — June 26, 1950

[ ] VietnamConflict: January 1, 1961 — May 7, 1975

Left high school in order ta serve in the U.S. Armed Forces.

3. Resided withinanarea currently within the School District at the time he or she withdrew from
high school.

4. Has not received a high school diploma or a GED (high school equivalency).

N

Applicant’s Name (printed)  Signature Date

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

1 This exhibit uses dates of eligible service listed in 1ll. Dept. of Veterans Affairs administrative rules at 95
[1.LAdmin.Code §101.10.
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For Service Members Killed in Action

The applicant is requesting a high school diploma on behalf of a service member who was killed in
action and attests that the deceased service member meets each of the following criteria as established
by Board policy:

1. Was killed in action while performing active military duty with the U.S. Armed Forces.
2. Left high school in order to serve in the U.S. Armed Forces.
3. Resided within an area currently within the School District at the time he or she withdrew from
high school.
4. Has not received a high school diploma or a GED (high school equivalency).
Applicant’s Name (printed)  Signature Date
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Students

Exhibit - School Medication Authorization Form - Medical Cannabis

To be completed by the child’s parent(s)/guardian(s). Anew form mustbe completed everyschool year.
Keep in the school nurse’s office or, in the absence of a school nurse, the Building Principal’s office.

Student’s Name: Birth Date:
Address:

Home Phone: Cell Phone: Emergency Phone:
School: Grade: Teacher:

To be completedby the student’s physician, physician assistant with prescriptive authority, or advanced
practice RN with prescriptive authority.

Prescriber’s Printed Name:
Office Address:

Office Phone: Emergency RPhone:
Medication name:

Purpose:

Dosage: Frequency:

IDPH registry ID card forstudent is valid [insert dates]:

IDPH registry ID card for designated caregiver is valid [insert dates]:

Attach copies of both registry identification cards
Time medication istoabe administered or under what circumstances:

Prescription date: Order date: Discontinuation date:

Diagnosis requiring medication:

Is it necessary for this medication to be administered during the school day? [ ] Yes [] No
Expected side effects, if any:

Time interval for re-evaluation:

Other medications student is receiving:

Prescriber’s Signature Date
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For only parents/guardians of students who want to grant their child permission to self-administer
a medical cannabis infused product under direct supervision by a school nurse or administrator:

| grant permission for my child to self-administer his or her medical cannabis infused product required
under an asthma action plan, an Individual Health Care Action Plan, an Hlireis—Feed-Aallergy
Eemergency Aaction planand-TFreatment-Authorization-Form, a plan pursuant to Section 504 of the
federal Rehabilitation Act of 1973, or a plan pursuant to the federal Individuals with Disabilities
Education Act. 105 ILCS 5/10-22.21b, amended by P.A. 103-175164-205;eff-1-1-20. | understand
that my child’s self-administration will only occur under direct supervision by a school nurse or school

administrator. 105 ILCS 5/22-33(b-5)-amended-by-P-A101-370eff1-1-20.

Medical cannabis infused product child is permitted to self-administer:

Please initial to indicate (1) receipt of this information, and (2) authorization for your child to self-
administer a medical cannabis infused product.

Parent/Guardian Initials

By signing below, | acknowledge, understand and agree as follows:

1. The only individual(s) who may possess and@administer medical€annabis to my child at school
or on the school bus is: a) his/her registered designated caregiver as identified by the Ill. Dept.
of Public Health (IDPH); or b) a sche@l nurse or school administrator.

2. Both my child and his/her registered designatedicaregiver possess valid registry identification
cards issued by the IDPH, copies of which | have provided/will provide to the District.

3. After administering the medical cannabis to/ my child, the designated caregiver shall
immediately remove the product from school premises or the school bus.

4. The designated caregiver may not administera medical cannabis infused product in a manner
that, in the opinion-of the District or school, would create a disruption to the school’s
educational environment or would cause exposure of the product to other students.

5. Children under age 18 cannot smoke or vape medical cannabis. Medical cannabis-infused
products include oils, ointments, foods, and other products that contain usable cannabis but are
not smoked orvaped.

6. The District reserves theright to restrict or otherwise stop allowing the administration of
medical cannabist@ my child if the District or school would lose federal funding as a result.

7. lagreetoindemnifyandholdharmlessthe School Districtand its employeesandagents against
any claims, except a claim based on willful and wanton conduct, arising out of the
administration of medical cannabis that | authorize by my signature below.

Parent/Guardian Printed Name:
Address (if different from Student’s above):

Home Phone: Cell Phone: Emergency Phone:
Parent/Guardian Signature Date
7:270-E2 Page 2 of 2
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Students

Exhibit - Reporting and Exclusion Requirements for Common Communicable Diseases

The following chart contains requirementsfromrulesadopted by the I1l. Dept. of Public Health (IDPH).
They provide routine measures for the control of communicable diseases by establishing progressive
initiatives for implementing disease-reporting and exclusions measures. School personnel must notify
the local health authority if they have knowledge of a known or suspected case or carrier of
communicable disease, and such reports must be kept confidential. 77 I1l.Admin.Code 8690.200.

Diseases and Conditions, 77 1ll.LAdmin.Code §690.100

The following are declared to be contagious, infectious, or communicable and may be dangerous to the
public health. The Section number associated with the listed diseases or conditionsindicates the Section
of the rules explaining the reportable-notifiable diseaseor¢ondition. Diseases and conditions are listed
alphabetically by class. Every class has a different timeframe, for mandatory reporting to IDPH.

Standard precautions refers to infection prevention and control'measures for healthcare settings that
apply to all patients regardless of diagnosis or presumedinfection status. 77 I1l.Admin.Code §690.10.

Contact precautions refers to infection controlaneasures forhealthcare settings designed to reduce the
risk of transmission of infectious agents that€an be spread through direct contact with the suspected or
known case patientor indirect contact with potentially infectious items or surfaces. 77 I1l. Admin.Code
§690.10.

Dropletprecautions refers to infection prevention and.eontrol measures for healthcare settings designed
to reduce the risk of transmission of'infectious agents via large particle droplets that do not remain
suspended in the air@and are usually generated by coughing, sneezing, or talking. 77 11l Admin.Code
8690.10.

Case refers to anyaliving or deceased person having a recent illness due to a eemmunicable
giseasenotifiable condition. 77 Il Admin.Code §690.10.

Class I(a) Diseases or Congitions

The following notifiable diseases or conditions shall be reported by telephone immediately (within
three hours) upon initial clinical suspicion of the disease or condition to the local health authority, who
shall then report to IDPH immediately (within three hours).

Disease or Condition Precaution and Exclusion Rules

Any unusual case of a disease or Contacts shall be evaluated to determine the need for
condition eaused-by-an-infectious- quarantine and/or for symptoms monitoring follow-up for
agentnot listed in IDPH regulations that | a period of time following exposure. The local health
is of urgent public health significance | authority shall implement appropriate control measures.
(including, but not limited to, cowpox,
Reye’s syndrome, glanders, amoebic
meningoencephalitis, orf, monkeypox,
hemorrhagic fever viruses, infection
from a laboratory-acquired
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recombinant organism, or any disease
or condition non-indigenous to the
United States), 8690.295

Anthrax, §690.320

Stepdesdpeocondene shall bo folloverd Conier
. hall be foll g 5 i
|
cutaneodsant |a.;a when-dressing does-otadequately

Meo-restrictionsepostre-isirom-intecied-animealsor
antmalpreduets-A search shall be made for history of
exposure to infected animals or animal products and
traced to the place of origin. All anthrax cases shall be
reviewed carefully for consideration of a bioterrorist
event. No restrictions on contacts.

Botulism, Foodborne, tntestinal-
§690.327

owed—No restrictions.

Brucellosis (if suspected to be a
bioterrorist event or part of an
outbreak), 8690.330

a\V.¥/a¥a

aBVViaVaTaWaIda
oT1o o\

Coronawrus Novel mcludmg-

Respiratory Syn
§690.361

aflequatehy 3
m ¢erecommendations as information

beca n about the transmissibility of the novel
coro . IPDH will make recommendations for
control o contacts based on transmissibility and severity
|IIness caused by the novel strain. St&nd&Fd-PFeeauﬂen&
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Gu_lelanee I"“’“I“ elp_lln Hiinois-govicovidLo/community
I doh illinois. . il
executive-orders-and-rules-

Diphtheria, 8690.380

Standardprecautions-shalb-befollewed The case shall be

isolated until two successive cultures from both throat and
nose (and skin lesions in cutaneous diphtheria) are
negative for diphtheria bacilli or when a virulence test
proves the bacilli to be avirulent. The first culture shall be
taken not less than 24 hours after completion of antibiotic
therapy and the second culture shall be taken not less than
24 hours after the first. If culturing is unavailable or
impractical, isolation may be ended after 14 days of
effective appgopriate antimicrobial therapy.

Influenza A, Novel or Variant Virus,
8690.469

v

1
at nro
1
a Q
a

@ ake recommendations as information
become n about the transmissibility of the novel or
variantimflienza virus. IDPH will make recommendations
for control of contacts based on transmissibility and
erity of the illness caused by the novel or variant
enza A strain.

(See the f/ns of sample policy 4:180, Pandemic
Preparedness; Management; and Recovery, for
information and resources regarding influenza epidemics
in schools; administrative procedure 4:180-AP1, School
Action Steps for Pandemic Influenza or Other
Virus/Disease; and administrative procedure 4:180-AP2,
Pandemic Influenza Surveillance and Reporting.)

Measles, suspect, probable or
confirmed, §690.520

All cases, including suspect cases, with measles shall
isolate themselves at home and shall be excluded from
school, work, and childcare facilities for at least four days
after appearance of the rash.

Plague, §690.570

7:280-E2
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http://

ot I . . :
sacpenieplacne o reriee choproproahy e e Cases,
their clothing, their living quarters and any pets shall be
treated to eliminate fleas. Contacts to pneumonic plague
and bubonic plague shall be monitored daily for seven
days by the local health authority or other designated
individual.

Poliomyelitis, §690.580

Q-fever (if suspected to be a
bioterrorist event or part of an
outbreak), 8690.59

jon-Case jpected cases with polio who

pital shallisolate themselves at home,
g from school, work, or any child care
ermines the person is no longer
isolation is no longer needed.

ALHo aH-be-foHowed-The local health
ould investigate. No specific restrictions on

Smallpox, 8690

iblet ithin the First f I :
exposure-Cases shall be admitted to a health care setting.

Tularemia (if suspected to be a
bioterrorist event or part of an
outbreak), 8690.725

Standard-precautions-shall-be-foHowed-No specific

restrictions.

Any suspected bioterrorist threat or
event, §690.800

Cases and contacts shall be evaluated to determine need
for isolation.

Class I(b) Diseases or Conditions

The following notifiable diseases or conditions shall be reported as soon as possible during normal
business hours by telephone (some rules state that facsimile or electronic reporting are also acceptable,
the Disease column indicates “F” for facsimile or “E” for electronic in those instances), but within 24

7:280-E2
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hours, i.e., within eight regularly scheduled business hours after identifying the case, to the local health
authority, who shall then report to IDPH as soon as possible, but within 24 hours.

Disease Precaution and Exclusion Rules
Acute Flaccid Muyelitis  (AFM), | No general restrictions.
§690.290

Botulism (intestinal, wound and other),
§690.327 (For E)

Standard-precautionsshall-befolowed—No restrictions.

Brucellosis (not part of suspected
bioterrorist event or part of an
outbreak), 8690.330

Standard precautions shall be followed. Contact
precautions shall be followed when dressing does not
adequately contain drainage. No restrictions on contacts.

Chickenpox (Varicella), §690.350 (F or
E)

Children shall be excluded from school or child care
facilities for a minimum of five days after the appearance
of eruption (with day zero being the first day of rash
appearance) /or until vesicles become dry/crusted,
whichevebis [onger.

s taF da.'d 3 eel PR, Conaet pleealultle S aﬁ Idl aublelﬁne

; dadb i it | ol Lo :
crusted—

Cholera, 8690.360 (F)

- ahdard— 0 e
Precauons 'Sl'a.” b_e Ie_lle_wedllen dlapel red e'll continent
diarrhea—for24—hours-Contacts should be asked about

symptomsduring the period of household exposure and for
five days'after last exposure.

Cronobacter, includingC. sakazakii and

No specific restrictions.

C. malonaticus fifants youngerthan 12
months of age; 8690.362

Escherichia coli“infections (E. 'coli
0157:H7 and other, Shiga toxin-
producing E. coli), 8690.400 (F)

Cases shall avoid public swimming pools while
symptomatic and for two weeks after the date diarrhea has
ceased. Specific precautions for food handlers must be
followed.

Haemophilus influenzae, ‘freningitis
andotherinvasivedisease, §690.441(F)

- - m
fellowedNo specific restrictions. Bropletprecautions-shall
be_foll m I Frorinitiat  offoct

rricrobial

Hantavirus
§690.442 (F)

pulmonary  syndrome,

i —No specific
restrictions on contacts.

Hemolytic uremic syndrome, post-
diarrheal, §690.444 (F)

See requirements for the applicable disease that preceded
the HUS (when preceding cases are either E.Coli (Section
§690.400) or Shigellosis (Section §690.640) standard
precautions shall be followed and contact precautions shall
be followed for diapered or incontinent persons or during
institutional outbreaks until absence of diarrhea for 24
hours).

7:280-E2
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Hepatitis A, 8690.450 (F or E)

afteronsetof-symptoms-See §690.450

Influenza, (Laboratory Confirmed

The death of a child younger than 18 years of age with

Deaths in persons younger than 18 years

laboratory-confirmed influenza shall be reported.

of age), 8690.465

Influenza, (Laboratory Confirmed
Testing via Electronic Laboratory
Reporting (ELR) only and Intensive
Care Unit Admissions)-admissions-into
intensive-care-bnit, 8690.468 (F or E)

; idance- No specific restrictions. IDPH will
recommead contt@bof contacts based on transmissibility
and severity of fhelllness caused by the influenza strain.

Melioidosis due to Burkholderia
pseudomallei, §690.530

No specific.€s

Measles, §690.520

Mumps, 8690.550 (F or E)

able, and confirmed cases as defined in Sectlon 690.10
shall be excluded from school, child care facilities or the
workplace until five days after onset of symptoms
(parotitis). Susceptible close contacts to confirmed and
probable cases shall be excluded from school, child care
facilities or the workplace from days 12 through 25 after
exposure.

Neisseria meningitidis,menpingitis-and
invasive disease and purpura fulminans,
§690.555 (F or E)

Standard—precautions—shall—betollowed—Droplet
. hallbe foll L until 244 ror initiati
of-effectiveantimicrobialtherapy-No specific restrictions.

Any suspected or Confirmed Outbreak
of a Disease of Known or Unknown
Etiology that may be a Danger to the
Public Health, Whether the Disease,
Infection, Microorganism, or Condition
is specified in the Rule Outbreaksfor
publichealthsignificance(including but

not limited to, foodborne, healthcare-

Make a report to local health authority within 24 hours for
investigation. If outbreak has occurred, the local health
authority makes afinal report to IDPH. Cases are evaluated
to determine need for isolation.

7:280-E2
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associated, zoonotic disease, and
waterborne outbreaks), 8690.565 (E)

Pertussis (whooping cough), 8690.750

-Cases shall be excluded
from school child carefacilities, or the workplace until five
days of appropriate antibiotic therapy has been completed.
All household contacts and community-based contacts
determlned by.the Iocal health authority to be at risk should
days of a course of appropriate

Q-fever (not suspected in bioterrorist
attack or part of an outbreak), §690.595

all be followed. No restrictions for

Rabies, human, 8690.600 (F or E)

ared-Cases of suspect
g be admltted to a health care faC|I|ty

Rabies, potential human exposure and
animal rabies, 8690.601 (F or E)

Definition of exposed person to
reported is lengthy and availab
§690.601-

Respiratory Sync

No specific restrictions.

Infection  (Labe
Testing via ELE

Rubella, §690.620 (F

Cases shall isolate themselves and be excluded from
school, child care facilities or the workplace for seven days
after rash onset. Susceptible contacts shalleuld be excluded
from school or the workplace from days seven through 23
following rash onset after last exposure.

SARS-CoV2 Infection (COVID-19)

All cases shall isolate themselves at home per CDC

(Laboratory Confirmed Testing via

recommendations or as directed by the local health

ELR Only, Pediatric Deaths, and

authority.

Intensive Care Unit Admissions),
§690.635

T nation_complications.of
§690.655 (E)

Fecautiol Slle.' thaividualswat .,aee:naue elg. § p_llea. doRs

Staphylococcus aureus infections with
intermediate or high level resistance to
Vancomyecin, §690.661 (F)

No specific restrictions. IDPH¥he-Department will issue
specific recommendations for the control of contacts on a

case-bhy-case basis.

7:280-E2
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Streptococcal infections, Group A,
invasive and sequelae to Group A
streptococcal infections_In _ Persons
Admitted to the Hospital or Residing in
a Residential Facility, including
antibiotic susceptibility test results,
§690.670 (F)

therapy-No specific restrictions.

Tularemia (not suspected to be
bioterrorist event or part of an
outbreak), 8690.725

Standard precautions shall be followed. No restrictions on
contacts.

Typhoid fever and Paratyphoid fever

Cases with typhoid fever in non-sensitive occupations shall

(including S. Typhi, S. Paratyphi A, S.

not return to their occupation until the following are

Paratyphi B (tartrate negative), and S.

completed: i) termination of the acute illness (absence of

Paratyphi C cases), §690.730 (F)

fever); and ii).receipt of education on transmission of the
bacteriun : typh0|d fever fromthe local health
authorl ; Hae-H-the-hod

A

Typhus, 8690.740 (F or E)

alV.Y2Ya B Rroper delo
Saa Sav

8 ; uired-Proper delousing for
louse-bome typhusis requwed The local health authority
all monitor all immediate contacts for clinical signs for

shall then report to the IDF

Jorted as soon as possible by mail, telephone, facsimile or
s hours, but within seven days, to the local health authority which
in threeseven days.

Arboviral Infections{irelugingbutnet
I. - : ; I-F - I I'l' . St.

wvirus), 8690.322

I ) hallbe foll ' .
contacts-No general restrictions.

Campylobacteriosis, §690.335

pleeautlenslslla_ H b_e Ie_IIe_wedIIel dl |ape||ed 9'.I"'|e. enltme i
absentfor24-hours-No specific restrictions.

Cryptosporidiosis, 8690.365

Standardprecautionsshallbefelowed-Cases shall avoid

swimming in public recreational water venues (e.g.,
swimming pools, whirlpool spas, wading pools, water

7:280-E2
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parks, interactive fountains, lakes) while symptomatic and
for 2 weeks after cessation of diarrhea.

Cyclosporiasis, §690.368

Standard-precavtions-shall-be-foHewed-No specific

restrictions for contacts.

Hepatitis B-and-Hepatitis B, §690.451

Standard-precautions-shall-be-foHowedNo specific
restrictions. Nerestrictionsoncontacts-Contacts to cases
or carriers of hepatitis B should be tested for susceptibility
to hepatitis B virus.

Hepatitis C Acute Infection, Perinatal
and Non-Acute Confirmed Infection,
8690.452

: I ) L be foll . .
contacts-No specific restrictions.

Histoplasmosis, §690.460

I ) hallbe foll ' .
contacts-No specific restrictions.

Legionellosis, 8§690.475

Leptospirosis, §690.490

A
= o ooy

vecific restrictions.

estrictionsStandard-precavtions-shat-be-

contacts-No specific restrictions.

Patients in health care facilities, including, but not limited
to, long-term acute care hospitals and skilled nursing
facilities, should comply with the local health authority's

clinical disease, potential for
transmission of genetic elements, or

recommendations for control measures as supported by
IDPH or CDC procedures and best practices for control of

opportunities for effective control

transmission.

effects, §690.445

Psittacosis due to chlamydia psittaci,
8690.590

: I ) L be foll . .
contacts-No specific restrictions.

Salmonellosis including Paratyphi VV

Cases shall avoid swimming in public recreational water

var. L(+) tartrate+ (other than S._
typhieid A., S Paratyphi B (tartrate

venues (e.g., swimming pools, whirlpool spas, wading
pools, water parks, interactive fountains, lakes) while

negative), and S. Paratyphi C cases-

fever), §690.630

symptomatic and for two weeks after cessation of
tarrhes Steadardsreenvtonsshot-betollowad Contact
= =c ' I i ; !
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diarrheafor24-hours:

Shigellosis, §690.640

Cases shall avoid swimming in public recreational water
venues (e.g., swimming pools, whirlpool spas, wading
pools, water parks, interactive fountains, lakes) while
symptomatic, and for two weeks after cessation of

diarrhea. Skondordpresantionsshall-betellowed Contact
precavtionsshall-betollowedtor dianered-oringontinent

lurina institutional outbreaks until diarrhea i
absentfor24-hours-

Toxic shock syndrome due to
Staphylococcus aureus infection,
8690.695

I - L be foll _ .
contacts-No specific restrictions.

Streptococcus pneumoniae, invasive
disease in children -lessyounger than
five years, 8690.678

Tetanus, §8690.690

No

id-No specific restrictions.

Tickborne Disease, including African
Tick Bite Virusehrhehiosis,

Aanaplasmosis, Babesiosis, Bourb
Virus, Ehrlichiosis, Heartland
Lyme disease, and-R
spotted fever Ri

a¥a alllallV.V/a¥a N Q 1 10n on

w@ f|c restrlctlons

Trichinosis, §€

contacts-No specific restrictions.

Tuberculosis, §696.

Reporting requirement is limited to health care
professionals (includes nurses and health coordinators or
health care settings). Report electronically or by facsimile,
followed up with a phone call to local TB authority, or if
none, to IDPH.

Exclude case if considered to be infectious according to
IDPH’s rules and regulations for the control of TB or as
recommended by the local health authority.

Vibriosis (Other than Toxigenic Vibrio
cholera O1 or O139Nen-chelera\Mibrio
infections), §690.745

Stopdoreproerytone shall bafelowed Contact
precautions SI'a.” be_ Ie.lleu_ueel Ile' ellapelled o _|I||ee_ ““l“e H

ceases-No specific restrictions.

7:280-E2
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Reporting of Sexually Transmissible Infections, 77 Ill.Admin.Code 693.30

The following sexually transmitted infections are reportable by health care professionals only (which
includes advanced practice nurses, licensed nurses (including school nurses), or other persons licensed
or certified to provide health care services of any kind to the local health department, or if none exists,
to IDPH. Reports are strictly confidential and must be made within seven days after the diagnosis or
treatment.

Infection Exclusion Rules

Acquired Immunodeficiency Syndrome | A person may only be isolated with that person’s consent
(AIDS) or upon order of a court in those cases there the public’s
health and welfare are significantly endangered and where
all other reasonable means have been exhausted and no
less restrictive alternative exists. 77 Ill.Admin.Code

§693.60(b).
HIV Infection See above,
Syphilis See abaove.
Gonorrhea See above.
Chlamydia See above.
Chancroid See above:

Exclusion Criteria for Non-Reportable Diseases@and lllnesses

There are a number of diseases and illnesses that have either never been reportable or no longer need
to be reported under IDPH rules. However, some of these conditions may still pose a health risk and
require exclusion from sehoel. |DPHhas publishedachart which includes diseases and illnesses that
do not require reporting of individual casesy(as well as more common diseases those that do need to be
reported), but may still require exelusion fremschool. Please refer to 77 11l. Admin.Code §690.110, and
the following link for further guidance at:

93284—7—.péf—.https:.//d pheillinois.govf€ontent/dam/soi/en/web/idph/files/publications/commchartschool -
032817.pdf
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Community Relations

Exhibit - Letter Notifying Parents/Guardians of School Visitation Rights

On District letterhead
Date
Dear Parents/Guardians:

The School Visitation Rights Act permits employed parents/guardians, who are unable to meet with
educators because of awork conflict, the right to time off from work to attend necessary educational or
behavioral conferences attheir child’s school. Pleasereview the following copy ofthis Actto determine
if you are entitled to a school visitation leave.

Sincerely,
Superintendent

EEEEAAEAEEAAAAAAEEAAAXEAAEAEAXAAAAEAAXAXAAAAAAXAAAAARETETA AEAEATXAAEETAAAAAAAEAAAAA ARk ARk AkAXX XXk hkh)ikk
SCHOOL VISITATION RIGHTS ACT.
820 ILCS 147/-amended-by PA101-4856ef-8-1-20
147/1. Short title

This Act may be cited as the School Visitation Rights Act.
147/5. Policy

The General Assembly of the State@f Hlinois findsthatthe basis of a strong economy is an educational
system reliant upon parentahinvolvement. The intent of this Act is to permit employed parents and
guardians who are unable to meetwith educators because of a work conflict the right to an allotment
of time during theschool year to attend necessary educational or behavioral conferences at the school
their children attend.

147/10. Definitions
As used in this Act:
(a) “Employee” means a person who performs services for hire for an employer for:

(1) atleast 6 consecutive months immediately preceding a request for leave under this Act; and

(2) an average number of hours per week equal to at least one-half the full-time equivalent
position in the employer’s job classification, as defined by the employer’s personnel policies
or practices or in accordance with a collective bargaining agreement, during those 6 months.

“Employee” includes all individuals meeting the abovecriteria but does not include an independent
contractor.

(b) “Employer” means any of the following: a State agency, officer, or department, a unit of local
government, a school district, an individual, a corporation, a partnership, an association, or a
nonprofit organization.
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(c) “Child” means a biological, adopted or foster child, a stepchild ora legal ward of an employee and
who is enrolled in a primary or secondary public or private school in this State or a state which
shares a common boundary with Illinois.

(d) “School” means any public or private primary or secondary school or educational facility located
in this State or a state which shares a common boundary with Illinois.

(e) “School administrator” means the principal or similar administrator who is responsible for the
operations of the school.

147/15. School conference and activity leave

(@) Anemployer must grant an employee leave of up to a total of 8 hours during any school year, and
no more than 4 hours of which may be taken on any given day, to attend school conferences,
behavioral meetings, or academic meetings related to the employee’s child if the conference or
meeting cannot be scheduled during non-work hours; however, no leave may be taken by an
employee of an employer that is subject to this Act unless the employee has exhausted all accrued
vacation leave, personal leave, compensatory leave and any other leave that may be granted to the
employee except sick leave and disability leave. Before arranging attendance at the conference or
activity, the employee shall provide the employer witha written request for leave at least 7 days in
advance of the time the employee is required to utilize the visitation right. In emergency situations,
no more than 24 hours’ notice shall be required. The employeemust consult with the employer to
schedule the leave so as not to disrupt unduly the‘operations.of'the employer.

(b) Nothing in this Act requires that the leavedbe paid.

(c) Forregularly scheduled, non-emergencyvisitations,sehools shall maketime available for visitation
during regular school hours and evening hodrs.

147/20. Compensation

An employee who utilizesorseeks toutilize the rights afforded by this Act may choose the opportunity
to make up the time S0 taken'as guaranteed by this Act on a different day or shift as directed by the
employer. An employee who exercises hisrights under this Act shall not be required to make up the
time taken, butfif such employee'does not'make up the time taken, such employee shall not be
compensated for the time taken. An.employee who does make up the time taken shall be paid at the
same rate as paid fornormal working time. Employers shall make a good faith effort to permit an
employee to make up the time taken for the purposes of this Act. If no reasonable opportunity exists
for the employee to make up the time taken, the employee shall not be paid for the time. A reasonable
opportunity to make up the time taken does not include the scheduling of make -up time in a manner
that would require the payment of wages on an overtime basis. Notwithstanding any other provision of
this Section, if unpaid leave under this Act conflicts with the unreduced compensation requirement for
exempt employees under the federal Fair Labor Standards Act, an employer may require an employee
to make up the leave hours within the same pay period.

147/25. Notification

The State Superintendent of Education shall notify each public and private primary and secondary
school of this Act. Each public and private school shall notify parents or guardians of the school’s
students of their school visitation rights. The Department of Labor shall notify employers of this Act.

147/30. Verification

Upon completion of school visitation rights by a parent or guardian, the school administrator shall
provide the parent or guardian documentation of the school visitation. The parent or guardian shall
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submit such verification to the employer. The State Superintendent and the Director of the Department
of Labor shall suggest a standard form of documentation of school visitation to schools for use as
required by this Section. The standard form of documentation shall include, but not be limited to, the
exact time and date the visitation occurred and ended. Failure of a parent or guardian to submit the
verification statement from the school to his or her employer within 2 working days of the school
visitation subjects the employee to the standard disciplinary procedures imposed by the employer for
unexcused absences from work.

147/35. Employee rights

No employee shall lose any employee benefits, except as provided for in Section 20 of this Act, for
exercisinghis or herrights under this Act. Nothingin this Actshall be construed to affect an employer’s
obligation to comply with any collective bargaining agreement or employee benefit plan. Nothing in
this Act shall prevent an employer from providing school visitation rights in excess of the requirements
of this Act. The rights afforded by this Act shall not be diminished by any collective bargaining act or
by any employee benefit plan.

An employer may not terminate an employee for an absence from work if the absence is due solely to
the employee’s attendance at a school conferencesbehavioral meeting, or academic meeting, as
provided in Section 15.

147/40. Applicability

This Act applies solely to public and private employers thatemployatleast 50 or more individuals in
Illinois, and to their employees.

147/45. Violation

Any employer who violates this Act isguilty of a petty offense and may be fined not more than $100
for each offense.

147/49. Limits on leave

No employer that is'subject to this’Act isirequired to grant school visitation leave to an employee if
granting the leay€ would result in mote than'§% of the employer’s work force or 5% of an employer’s
work force shifttaking school conference or activity leave at the same time.
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School Board

Vacancies on the School Board - Filling Vacancies 1

Vacancy
Elective office of'a School Board member becomes vacant before the term’s expiration when any of
the following occurs: 2

1. Death of the incumbent,

2. Resignation in writing filed with the Secretary of the Board,

3. Legal disability, 3

4. Conviction of a felony, bribery, perjury, or other infamous crime or of any offense involving
a violation of official oath or of a violent crime against a child, 4
Removal from office,
The decision of a competent tribunal declaring his or-her election void, °

7. Ceasing to be an inhabitant of the District ora particulararea from which he or she was
elected, if the residential requirements contained in the School Code are violated,

8. An illegal conflict of interest,® or

oo

The 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 poliey’s content. A helpful publication is on the IASB website, Vacancies on the Board of
Education, published by the 111.“Council of:School-Attorneys (ICSA), available at: www.iasb.com/law/vacancies.cfm.

2105 ILCS 5/10-11. See also 10'1LCS 5/25-2.

3@. Legal disability is not defined, but must be interpreted consistently with other laws, e.g., laws prohibiting
discrimination on the basis of a disability. A similar statute regarding the occurrence of vacancies on the State Board of
Education provides guidance. It states that a vacancy occurs when: “a member is adjudicated to be a person under legal
disability under the Probate Act of 1975-as-amended; or a person subject to involuntary admission under the Mental Health
and Developmental Disabilities Code.” 105 ILCS 5/1A-2.1.

4 1d. at f/n 2. See also Il Constitution, Art. X111, and 5 ILCS 280/1. Depending on the authority, infamous crime has
different meanings. Pursuantto 10 ILCS 5/25-2 felony, bribery, and perjury fall-are infamous crimes. An infamous crime is
one that is inconsistent with commonly accepted principles of honesty and decency. People ex rel. City of Kankakee v.
Morris, 126 1. App.3d 722 (3rd Dist. 1984). An admission of guilt, pursuant to a plea agreement, to an otherwise office-
disqualifying offense, constitutes a resignation. 10 ILCS 5/25-2. An I1ll. Aappellate court twice found that a felony forgery
conviction in another state constituted an infamous crime rendering the individual ineligible to hold the office of school
board member. Alvarez v. Williams, 23 N.E.3d 544 (11l.App.1 2014); Williams v. Cook Co. Officers Electoral Board, 35
N.E.3d 82 (1ll.App.1 2015).

A board member commits official misconduct if he/she intentionally or recklessly fails to perform any mandatory duty
required by law, knowingly performs an act forbidden by law, performs an act in excess of his or her lawful authority in
order to obtain personal advantage for oneself or another, or solicits or knowingly accepts for doing any act a fee or reward
which he or she knows is not authorized by law. 720 ILCS 5/33-3.

S See Miceli v. Lavelle, 114 11l App.3d 311 (1st Dist. 1983).

6 1d. at f/n 2 and 50 ILCS 105/3. 105 ILCS 5/10-9 contains limited exceptions to the laws prohibiting board member
interest in contracts (explained in footnotes to sample policy 2:100, Board Member Conflict of Interest). Virtually the same
exceptions are stated in 50 ILCS 105/3. For more information, see Answers to FAQs Regarding Conflict of Interest and
Incompatible Offices-=AQ (11l Council of School Attorneys), available at: www.iash.com/law/COI_FAQ .pdf.
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9. Acceptance of a second public office that is incompatible with Board membership. 7

Filling Vacancies 8

Whenever a vacancy occurs, the remaining members shall notify the Regional Superintendent of
Schools of that vacancy within five days after its occurrence and shall fill the vacancy until the next
regular board election, at which election a successor shall be elected to serve the remainder of the
unexpired term. However, if the vacancy occurs with lessthan 868 days remaining in the term or less
than 88 days before the next regularly scheduled election, the person so appointed shall serve the
remainder of the unexpired term, and no election to fill the vacancy shall be held. Members appointed
by the remaining members of the Board to fill vacancies shall meet any residential requirements as
specified in the School Code. The Board shall fill the vacancy within 60 days after it occurred by a
public vote at a meeting of the Board.

Immediately following a vacancy on the Board, the Board will publicize it and accept résumés from
District residents who are interested in filling the vacancy.® After reviewing the applications, the
Board may invite the prospective candidates for personal interviews to be conducted during duly
scheduled closed meetings. 10

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

7 An individual may not held-simultaneously hold two offices that are incompatible; acceptance of the second office is
a constructive resignation of the first office (11l. Constitution, Art. IV, Sec. 2(e), and Art. VI, Sec. 13(b)). The offices of
alderman, school board member, andpark district commissioner are incompatible. People ex. Rel. Alvarez v. Price, 408
11l.App.3d 457 (1st Dist. 2011). The court found that offices can be incompatible absent an actual conflict; the eventuality of
a conflict is enough. See Peoplev. Wilson, 357 11l.App.3d 204 (3rd Dist. 2005)(simultaneously holding offices as a county
board member and a school board member violates the Public Officer Prohibited Activities Act; this legislation prohibits a
county board member from holding a second office). For more information on incompatible offices, see the FAQ referenced
in f/n 6.

A board member may participate in a group health insurance program provided to an employee of the district that the
board member serves if the board member is a dependent of that employee. 105 ILCS 5/10-22.3a.

8 This paragraph restates the requirements in 105 ILCS 5/10-10-amended-by-P-A-101-67 e 1-1-20. If the board fails
to act within 60 days after the vacancy occurs, the regional superintendent, under whose supervision and control the district

is operating, must then fill the.vacancy within 30 days. 1d.

105 ILCS 5/9-11.2 provides that in any school district that elects its board member according to area of residence and
that has one or more unexpired term(s) to be filled at an election, the winner(s) of the unexpired term(s) shall be determined
first and independently of those running for full terms.

If avacancy for an area of residence remains unfilled, a board must submit a proposition at the next general election for
the election of a board member at large. 105 ILCS 5/10-10.5—amended-by-P-A--100-800.

Questlons arise when fewer individuals run for seats on the board than are up for election. 105 ILCS 5/10-11 partially
addresses this issue; it states “no elective office...becomes vacant until the successor of the incumbent of such office has
been appointed or elected, as the case may be, and qualified.” Id. A board with potential holdover incumbent members
should seek advice from the board attorney regarding (1) how long the seat can be held over by the incumbent member, and
(2) the process by which the Board should fill the seat.

Use this alternative for districts in suburban Cook County: replace “Regional Superintendent” with “appropriate
Intermediate Service Center_Executive Director.”

9 The process for filling a vacancy is at the board’s discretion. See sample exhibit 2:70-E, Checklist for Filling Board
Vacancies by Appointment.

10 The Open Meetings Act allows a board to consider in closed session the appointment of someone to fill a vacancy. 5
ILCS 120/2(c)(3).
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LEGAL REF.: 105 ILCS 5/10-10 and 5/10-11.

CROSS REF.: 2:40 (Board Member Qualifications), 2:60 (Board Member Removal from
Office), 2:120 (Board Member Development)
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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 expenserequestsfor travel, meals, and/or lodging mustbe approved byroll 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.® No later than approval of the annual.budget and when necessary, ¢ the Superintendent will

The 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 TLCS,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 150/10 (regulation of travel expenses); and the Grant Accountability and Transparency Act, 30 ILCS 708/130
(regulation of travel expenses under grants)):

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

3 50 ILCS 150/15. 105 ILCS 5/10-7 also states, “To]n all questions involving 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, the ECA requires a roll call vote
for any:
1. Officer oremployee of the board that exceeds the maximum allowable reimbursement amount (MARA) set by
the'board in its resolution to regulate expenses, or
2. Board member (50 ILCS 150/15).
See f/n 13, below, for.more discussion about amending or adopting another resolution when expenses exceed the MARA
required by the ECA.

450 ILCS 150/10 requires boards to regulate the reimbursement of expenses by resolution or ordinance. Unlike like the
powers granted by the 1ll. 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 practice (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 will
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).

> 1d. For a sample resolution, see sample exhibit 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 allows boards to determine this timeline locally.
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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,® (2) anyone’s personal expenses, 10 or (3) entertainment expenses.11
Entertainment includes, but is not limited to, shows, amusements, theaters, circuses, sporting events, or

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

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 sample policy 2:240, Board Policy
Development.

This sample policy uses “No later than approval of the annual budget” to align with 105 ILCS 5/17-1 (annual budget
adoption within the firstquarter of each fiscal year). The words and when necessary allow for flexibility in situations discussed
in f/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 deleting Neo-laterthan-approval of the-annual Budget and replacing it with:
1. i 1o pproval-of-the-annual-budg acina—ituath “At the start of each fiscal year”
2. ing-No-a ah-approvalo 3 : placingtawith-<At the start of each school year>
3. i o pproval-o placingitwith-<At the start of each calendar year>
4, “When_presenting the proposed

" 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 ILCS5/10-21.4); 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:
. Should the superintendent useand 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_sample exhibit 2:125-E3,
Resolution to 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 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.

1150 1LCS 150/25.

ok w
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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 advanceto its membersactual and necessary expenses to be incurred while attending: 14

1. Meetingssponsoredby the lllinois State Board of Educationor by the Regional Superintendent
of Schools; 15

2. County orregional meetings andthe annual meetingsponsored by any school board association
complying with Article 23 of the School Codejand

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

Expense advancement requests must be submittedto the Superintendent or designee on the Board’s
standardizedestimated 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 expense advancement
not used.16 If an expense advancement is not requested, expense reimbursements may be issued by the

The footnotes are not intended to be part of the adopted: policy; they should be removed before the policy is adopted.
124,

1350 ILCS 150710 and 15. A board may need to revisit its resolution to regulate expenses more often than annually if
(a) an expense reimbursement amount exceeds the MARA set in the board’s resolution, and (b) an emergency or an
extraordinary circumstance 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, but 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 after the board adopted its resolution,” may open the board to public
relations and other legal challenges. See Laukhuf v. Bd. of Educ., 2003 WL 23936148 (1ll.Cir. 2003)(addressing what
constitutes an emergency in the context of the Open Meetings Act (OMA)(5 ILCS 120/), which similar to the ECA, also does
not define the term, and holding an emergency meeting to cure asituation that aschool 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_Executive Director.”

16 105 ILCS 5/10-22.32 requires the return of excess advancements that are issued.
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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 expensesl8 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 reimbursementsand 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 footnotes are not intended to be paft of the adopted policy; they should be removed before the policy is adopted.

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 school boards may exerciserother_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 described in the above list.”

See also f/n 8in sample 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 TLCS 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 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
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
sample exhibit 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 ILCS 5/10-22.32), or a purchase order.

19 Optional. Consultthe board attorney about issuing credit and procurement cards to board members. See f/n 1 of sample
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 members, delete “Gredit
ocuUrermen ds-shall-net-be-issued-to-Board-members” and insert “Credit and procurement card usage is governed by
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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. Thenature 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. Airtravelatthe coach oreconomy class commercialairline rate. Firstclass 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. Fees for the first checked bag will be
reimbursed.22 Copies of airline tickets and baggage receipts must be attached to the
expense form.

b. Rail or bus travelat 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.

c. Use of personal automobiles at the standard mileage rate approved by the Intemal
Revenue Service forincometax purposes. The reimbursement may notexceed 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. Automobilerental costs when the vehicle’s use is warranted. The circumstances for
such use must be explained on the expense form.

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

20 50 |LCS 150/20. 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_sample exhibits 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 f/n 24, below),
2. Requesting expense advancements for the activities listed under 105 ILCS 5/10-22.32, or
3. Obtaining a purchase order (highly unlikely for anticipated board member expenses but possible).

2150 |LCS 150/20(2) and (3).

22 Optional. This language reflects the standard for expenses permitted for federal and State grants. 41 C.F.R. §301-12.2.
If the board does not reimburse baggage fees, delete this sentence and ard-baggage—+eeeipts from the next sentence.
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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
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 thatisimpossible, deductions for the charges should be made on the expense form.

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

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

All Board member expenses fortravel charged to a federal grant or State grant governed by the Grant
Accountability and Transparency Act (30 ILCS 708/) must comply with Board policy 5:60, Expenses,
and its implementing procedures. Travel expenses include costs for transportation, lodging, meals, and
related items.

LEGAL REF.: 105 ILCS 5/10-20 and 5/10-22.32.
30 ILCS 708/, Government Accountability and Transparency Act.
50 ILCS 150/, Local Government Travel Expense 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 Required by 30 ILCS 708/130. See sample policy 5:60, Expenses, and its f/ns 22-36 for details. Federal travel
requlations state that requests for authorization for actual expense reimbursement should be made in advance of travel. 2
C.F.R. §301-11.302. Sample exhibit 2:125-E2, Board Member Estimated Expense Approval Form, can be used as a form for
pre-approval.
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Mareh-2020June 2024 2:160

School Board

Board Attorney 1

The School Board may retain legal services with one or more attorneys or law firms to be the Board
Attorney(s). The Board Attorney represents the Seheet-Board in its capacity as the governing body for
the School District.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 by an engagement letter.3 The District will only pay for legal services that are
providedin 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, hisor her designee,and Board President, are eachauthorizedto confer with and/or
seek the legal advice of the Board Attorney.# The Board may also authorize a specific Board member
to confer with the Board Attorney 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 of the adepted policy; theysshould be removed before the policy is adopted.

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 Rule 1.7 (Confllct of Interest Current Clients) and Rule 1. 13 (Orgamzatron as Client) of the Ill. Rules of Professional
Conduct, at AR w-aspwww.illinoiscourts.gov/rules/supreme-
court-rules?a=viii, address concurrent confllcts of |nterest Board presrdents superintendents, and board attorneys should be
prepared to ask potential board‘attorneys whether-they will have the ability to declare that representation of the board and
district will be to the exclusion of all ether clients having potential conflicts with the board and district’s interests. See exhibit
2:160-E, Checklist for Selecting. a Board Attorney.

3 There is no general format for an agreement for legal services or an engagement letter. To help monitor its legal fees,
a board should require awritten agreement or an engagement letter with the board attorney or law firm that details the services,
fees, expenses, and billing format. See sample exhibit 2:160-E, Checklist for Selecting a Board Attorney.
Legal services can be spelled out in the policy but boards face the 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, or supervise the preparation of legal documents and instruments and perform such other
legal duties as the Board may request; and
5. Beavailable for telephone consultation.

4 Depending on the fee arrangement, contacting the board attorney generates fees owed by the district. Thus, to avoid
excessive attorney fees, the board should consider limiting individuals who are authorized to contact the board attorney.
Additional individuals may be added to this sentence as in the alternative below:

The following people are authorized to confer with and/or seek 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 a 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.
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The Board retains the right to consult with or employ other attorneysand 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 Ill. Rules of Professional Conduct adopted by the Ill. Supreme
Court.

CROSS REF.: 4:60 (Purchases and Contracts)
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Operational Services

Identity Protection 1

The collection, storage, use, and disclosure of social security numbers by the School District shall be
consistent with State and federal laws. The goals for managing the District’s collection, storage, use,
and disclosure of social security numbers are to: 2

1. Limitallactivitiesinvolvingsocial security numbersto those circumstances thatare authorized
by State or federal law.

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

1 Consult the board attorney before adoption of this policy« Districts may choose to provide or implement more
protections than the statutory requirements outlined in this sample policy. While. the laws that apply to this policy govern
current management of sensitive information, best practices may_-outpace the law’s ability to keep up. Seealso f/n 19to sample
policy 2:250, Access to District Public Records, detailing the‘preservation requirements of the Local Records Act (50 ILCS
205/3), the Family Educational Rights and Privacy Act (20 U.S.C. 812329), and the Ill. School Student Records Act (105
ILCS 10/), and litigation holds or document preservation requirements pursuant to Federal Rules of Civil Procedure (Rules
16 and 26).

The Identity Protection Act (IPA) (5 ILCS 179/) requires that this subject matter be covered in policy and controls its
content. 5 ILCS 179/35. The Act places greater limits on the use of social security numbers (SSNs) than federal law. The IPA
defines identity-protection policy as “any policy created to protect social security numbers from unauthorized disclosure.”
(Social security number is not capitalized inthe IPA). 5ILES 179/5. Much of a district’s collection, storage, use, and disclosure
of SSNs applies to employee records only. But limited exceptions may exist where a school district may need to ask students
or their parents/guardians to provide SSNs, and any collection and retention of students’ SSNs must also be in accordance
with this policy.

Another State law, the Personal Information Protection Act (PIPA) (815 ILCS 530/—amended-by- P A_101-343 off 1-1-
20;) requires data collectors of personal information to provide certain notice to Illinois residents, and in certain cases, the Ill.
Attorney General, when<the collector’s system data is breached. 815 ILCS 530/10—amended—by-P-A101-343 efH—1-1-20.
Under PIPA, data collector is broadly defined to include government agencies and any entities that deal with nonpublic
personal information. Personal information is defined as: (1) an individual’s first name or first initial combined with an SSN,
driver’s license number or State identification card number, financial account information (including without limitation, credit
or debit card numbers), medical or/health insurance information or biometric data; or (2) a username or email address in
combination with a password or_security question and answer that would permit access to an online account. Id. at 530/5.
Depending on whether the data collector owns or merely maintains or stores the information, additional notification
requirements will also apply. Finally, PIPA requires units of local governments to dispose of personal information so that it
may not be read or reconstructed. 1d. at 530/40. It is unclear whether Section 530/40 applies to school districts because PIPA
does not specifically identify school districts as units of local governments (lll. Constitution Article VI, Sec. 1). However,
the 1ll. State Board of Education (ISBE) considers PIPA to apply to the handling of personally identifiable information under
grant awards. See the ISBE Checklist for Protection of Personally Identifiable Information Review, referenced in f/n 9, below.
Consult the board attorney for advice on the applicability of PIPA’s various mandates to your district. See f/n 4, below
for more information about options to include PIPA requirements in this sample policy.

The U.S. Cybersecurity & Infrastructure Security Agency (CISA) recommends that K-12 districts have an incident
response plan (IRP) that details what a district needs to do before, during, and after an actual or potential security incident.
See www.cisa.gov/online-toolkit-partnering-safequard-k-12-organizations-cybersecurity-threats. In the case of a data breach,
it is critical fora district to have an IRP in place that is customized to local conditions and to practice the plan. Having an IRP
may also be required for cyber liability insurance coverage. For resources and templates, see

https://nvipubs.nist.gov/nistpubs/SpecialPublications/N1ST.SP.800-61r2.pdf,
wwwe.ltcillinois.org/resources/k12-incident-response-plan-template-secur ity-studio,
https://studentprivacy.ed.gov/resources/data-breach-scenario-trainings, and www.k12six.org/essentials-series.

2 The list of goals is optional; it may be deleted, augmented, or otherwise amended.
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2. Protect each social security number collected or maintained by the District from unauthorized
disclosure.

The Superintendent is responsible for ensuring that the District complies with the Identity Protection
Act, 5 ILCS 179/. Compliance measures shall include each of the following: 34

1. Allemployeeshavingaccessto social securitynumbers in the course of performingtheir duties
shall be trained to protect the confidentiality of social security numbers. Training should
include instructions on the proper handling of information containing social security numbers
from the time of collection through the destruction of the information.

2. Onlyemployeeswhoare requiredto use or handle informationor documents that contain social
security numbers shall have access to such information or documents.

3. Social security numbers requested from an individual shall be provided ina manner that makes
the social security number easily redacted if the record is required to be released as part of a
public records request.

4. When collecting a social security number or upon request by an individual, a statement of the
purpose(s) for which the District is collecting and using the social security number shall be
provided. The stated reason for collection of the social security number must be relevant to the
documented purpose. °

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

3 The IPA requires items #1-4 to be'covered in apolicy. 5 ILCS 179/35(a).

4 For boards that want to include PIPA mandates in. this Policy, insert the following option after the IPA items #1-4, or
if the board includes items #5_and #6 (discussed in f/n\6, below), after items #1-6, and add “815 ILCS 530/, Personal
Information Protection Act” to the Legal References:

The Superintendent is alsa responsible for ensuring the District complies with the Personal Information Protection

Act, 815 ILCS530/. Compliance measures shall include each of the following:

1. Written or electronic. notification to an individual and, if applicable, the owner of the information, as required
by.815 ILCS 530/10 whenever his or her personal information was acquired by an unauthorized person;
personal information ' means either:

a. ‘An individual’s first name or first initial and last name in combination with any one or more of his
or her (i)$ocial security number, (ii) driver’s license number or State identification card number, (iii)
financial account information (with any required security codes or passwords), (iv) medical
information, (v) health insurance information, and/or (vi) unique biometric data or other unique
physical or digital representation of biometric data, when either the name or the data elements are
not encrypted or redacted or are encrypted or redacted but the keys to unencrypt or unredact or
otherwise read the name or data elements have been acquired through the breach of security; or

b.  Anindividual’s username or email address, in combination with a password or security question and
answer that would permit access to an online account, when either the username or email address or
password or security question and answer are not encrypted or redacted or are encrypted or redacted
but the keys to unencrypt or unredact or otherwise read the data elements have been obtained through
the breach of security.

2. Notification to the Ill. Attorney General as required by 815 ILCS 530/10, if a single breach of the security
system requires the District to notify more than 500 Illinois residents.

3. Cooperation with the owner of the information in matters relating to the breach, if applicable, as required by
815 ILCS 530/10.

4. Disposal of materials containing personal information in a manner that renders the personal information
unreadable, unusable, and undecipherable; personal information has the meaning stated in #1, above.

S See sample exhibit 4:15-E2, -Statement of Purpose for Collection of Social Security Numbers.
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5. All employees must be advised of this policy’s existence, and a copy of the policy must be
made available to each employee. The policy must also be made available to any member of
the public, upon request. 6

6. If this policy is amended, employees will be advised of the existence of the amended policy
and a copy of the amended policy will be made available to each employee. 7

No District employee shall collect, store, use, or disclose an individual’s social security number unless
specifically authorized by the Superintendent.8 This policy shall not be interpreted as a guarantee of
the confidentiality of social security numbers and/or other personal information. The District will use
best efforts to comply with this policy, but this policy should not be construed to convey any rights to
protection of information not otherwise afforded by law.

Treatment of Personally Identifiable Information Under Grant Awards

The Superintendent ensures that the District takes reasonable measures to safeguard: (1) protected
personally identifiable information,19 (2) other information that a federal awarding agency, pass-
through agency or State awarding agency designates as sensitive, such as personally identifiable
information (PI1)11 and (3) information that the District.considers to be sensitive consistent with

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

6 Jtems #5 and #6 are not required to be in policy but districts are required to perform the described action(s). 5 ILCS
179/35(b). These compliance measures-are covered in sample administrative procedure 4:15-AP1, Protecting the Privacy of
Social Security Numbers.

7 Optional. See f/n 6 above:

8 This sentence is optional. “lts.intent is to inform employees of the need to have proper authority before collecting,
storing, using, or disclosing. SSNs. A board may attach a sanction to the paragraph by adding the following option:

An employee who has substantially breached the confidentiality of social security numbers may be subject to

disciplinary action orsanctions,up to and including dismissal in accordance with District policy and procedures.

9 While the federal regulations ‘on procurement standards in 2 C.F.R. Part 200 do not specifically require a written policy
on the treatment of personally identifiable information (PII) under grant-funded programs, the Ill. State Board of Education’s
(ISBE’s) Checklist for. Protection of Personally Identifiable Informatlon Rewew (ISBE Checkllst) at
www.isbe.net/Pages/Federal-and=State-Monitoring.aspxwaaasish :
and-Toels-aspx, requires an approved policy or policies related to the |dent|f|cat|0n handllng, storage access, disposal, and
overall protection of Pll as evidence of legal compliance with the Grant Accountability and Transparency Act (GATA) (30
ILCS 708/) and federal regulations. The ISBE Checklist is specific to PII handled by districts in connection with their
administration of grants. The uniform federal rules on procurement standards in 2 C.F.R. Part 200 apply to eligible State grants
through the Grant Accountability and Transparency Act (GATA) (30 ILCS 708/). This sample policy and accompanying
sample administrative procedure 4:15-AP2, Treatment of Personally Identifiable Information Under Grant Awards, are
designed to help districts meet the standard set forth in 2 C.F.R. 200.303(e) and the documentation items on the ISBE
Checklist.

10 protected personally identifiable information (Protected PII) means an individual’s first name or first initial and last
name in combination with any one or more types of information, including, but not limited to, social security number, passport
number, credit card numbers, clearances, bank numbers, biometrics, date and place of birth, mother’s maiden name, criminal
records, medical records, financial records, or educational transcripts. Protected PIl does not include personally identifiable
information (PII) that is required by law to be disclosed. 2 C.F.R. §200.182. See sample administrative procedure 4:15-AP2,
Treatment of Personally Identifiable Information Under Grant Awards. Protected PII is similar to, but broader than, the
definition of personal information under PIPA.

11 P11 is a broader concept than Protected PII. Said another way, Protected PlI is a subset of PII.
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applicable laws regarding privacy and confidentiality (collectively, sensitive information), when
administering federal grant awards and State grant awards governed by the Grant Accountability and
Transparency Act (30 ILCS 708/).

The Superintendent shall establish procedures for the identification, handling, storage, access, disposal
and overall confidentiality of sensitive information.12 The Superintendent shall ensure that employees
and contractors responsible for the administration of a federal or State award for the District receive
regular training in the safeguarding of sensitive information.13 Employees mishandling sensitive
information are subject to discipline, up to and including dismissal.

LEGAL REF.: 2 C.F.R. 8200.303(e).
5 ILCS 179/, Identity Protection Act.
30 ILCS 708/, Grant Accountability and Transparency Act.
50 ILCS 205/3, Local Records Act.
105 ILCS 10/, lllinois School Student Records Act.

CROSS REF: 2:250 (Access to District Public Records), 5:150 (Personnel Records), 7:340
(Student Records), 7:345 (Use of EducationahT echnologies; Student Data Privacy

and Security)

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

PI1I means information that can be used to distinguish or trace an individual's identity, either alone or when combined
with other personal or identifying information that is linked or linkable to a specific individual. Some information that is
considered to be PIl'is available in jpublic sources such as telephone books and public websites, and it is considered to be
Public PII. Public PII includes, for example, first and last name, address, work telephone number, email address, home
telephone number, and general educational credentials. The definition of PIl is not anchored to any single category of
information or technology. Rather, it requires a case-by-case assessment of the specific risk that an individual can be identified.
Non-PII can become PIl whenever additional information is made publicly available, in any medium and from any source,
that, when combined with other available information, could be used to identify an individual. 2 C.F.R. §200.179.

In addition to 2 C.F.R. 200.303(e), depending upon the type of record being created or used in connection with a grant-
funded program, multiple laws may govern the treatment of personally identifiable information (P11) under a grant, including
the IPA (5 ILCS 179/), PIPA (815 ILCS 530/), Family Educational Rights and Privacy Act, (20 U.S.C. §1232g), Ill. School
Student Records Act (105 ILCS 10/), Student Online Personal Protection Act, (105 ILCS 85/-amended-by- P A 101-516 off.
7-1-21), Personnel Record Review Act (820 ILCS 40/), and Local Records Act (50 ILCS 205/3).

12 see sample administrative_procedure 4:15-AP2, Treatment of Personally Identifiable Information Under Grant
Awards.

13 The ISBE Checklist requires districts to maintain documentation of training of all employees/contractors on the
handling of PII, including evidence of the date(s) of the tramlng and attendance/completlon of the tralnlng See
www.isbe.net/Pages/Federal-and-State-Monitoring.aspxwiw g d v
and-Tools-aspx. Because many individuals in a district can be |nvolved in day -to- day admlnlstratlon of actlvmes supported
by a federal or State grant, best practice is to regularly train all employees on the safeguarding of such sensitive information,
e.g., upon hire and then annually or semi-annually.
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Operational Services

Incurring Debt 1

The Superintendent shall provide early notice to the School Board of the District’s need to borrow
money. The Superintendent or designee? shall prepare all documents and notices necessary for the
Board, at its discretion, to: (1) issue State Aid Anticipation Certificates,3 tax anticipation warrants,?
working cash fund bonds,® bonds,® notes,” and other evidence of indebtedness,8 or (2) establish a line
of credit with a bank or other financial institution.® The Superintendent shall notify the I1l. State Board
of Education before the District issues any form of long-term or short-term debt that will result in
outstanding debt that exceeds 75% of the debt limit specified in State law. 10

Bond Issue Obligations 11

In connection with the Board’s issuance of bonds, the Supérintendent shall be responsible for ensuring
the District’s compliance with federal securities laws, including the anti-fraud provisions of the

The 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. Schooldistricts are subject to a statutory debt limitation (105 ILCS 5/19-1(a));
other provisions in 5/19-1 contain exceptions. Not all forms of indebtedness are subject to the statutory debt limitations. Before
incurring any debt, the board must be certain that the debt will be within the district’s debt limitation.

2 Boards that employ business managers may want to substitute “Business Manager”, “Chief School Business Official”,
or another locally-equivalent title for “Superintendent or designee” and “Superintendent” as they appear throughout this
policy; the business manager most commonly performs the duties described in this policy.

350 ILCS 420/1 et seq. and 105 1L.CS 5/18-18:

4105 ILCS 5/17-16.

5 105 ILCS 5/20-2; 5/20-4, and 5/20-5. amended by-P.A.101-416; 30 ILCS 305/2.
6105 ILCS 5/19-1 et seq.; 30 ILCS 350/:

750 ILCS 420/0:01 et seg. A district may borrow money and issue bonds for the purposes stated in 105 ILCS 5/19-3,
provided the board properly adopted an election referendum and subsequently the voters approved the proposition. 10 ILCS
5/28-2. Districts have the authority to issue bonds for certain purposes without a direct referendum, e.g., School Fire
Prevention and Safety Bonds, Working Cash Fund Bonds, Funding Bonds, and Insurance Reserve Bonds. However, as is the
case with Working Cash Fund Bonds, certain types of bonds still require boards to follow backdoor referendum procedures.

8 Other types of indebtedness include funding bonds and refunding bonds (105 ILCS 5/19-1 et seq.), as well as debt
certificates and alternate bonds authorized by the Local Government Debt Reform Act (30 ILCS 350/).

9105 ILCS 5/17-17.
10105 1LCS 5/19-1(q).

11 Optional. This subhead is offered for boards that want to: (1) expressly address their obligations to comply with federal
securities laws; and (2) authorize the creation of written procedures to protect the status of tax-exempt (or otherwise tax-
advantaged) bonds issued by the board. As a matter of best practice and to reduce potential future liabilities, many attorneys
recommend that board policy address these obligations. Consult the board attorney and/or bond counsel for guidance.

The Internal Revenue Service strongly encourages, but does not currently require, issuers of tax-exempt bonds to establish
written post-issuance compliance monitoring procedures. For guidance regarding the recommended content of such
procedures, see IRS Publication 4079, Tax-Exempt Governmental Bonds, at: www.irs.gov/pub/irs-pdf/p4079.pdf. Such
procedures may be included in a written bond resolution for a specific bond issue, and/or they may be established more
generally. Consult the board attorney and/or bond counsel regarding the establishment of such procedures for tax-exempt
bonds.
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Securities Act of 1933, as amended12 and, if applicable, the continuing disclosure obligations under
Rule 15¢2-12 of the Securities Exchange Act of 1934, as amended. 13

Additionally, in connection with the Board’s issuance of bonds, the interest on which is excludable
from gross income for federal income tax purposes, or which enable the District or bond holder to
receive other federal tax benefits, the Board authorizes the Superintendent to establish written
procedures for post-issuance compliance monitoring for such bonds to protect their tax-exempt (or tax-
advantaged) status.

The Board may contract with outside professionals, such as bond counsel and/or a qualified financial
consulting firm, to assist it in meeting the requirements of this subsection. 14

LEGAL REF.: Securities-Act0f1933-15 U.S.C. §77a et seq., Securities Act of 1933.
Seeurities-Exehange-Act-of 193415 U.S.C. §78a et seq., Securities Exchange Act
of 1934.

17 C.F.R. §240.15c2-12.

Bond-Autherization-Act-30 ILCS 305/2¢ Bond Authorization Act.

Bond-ssue-Notification-Act-30 ILCS'352/, Bond Issue Notification Act.

Local GovernmentDebt Reform®Act—30 ILES 350/, Local Government Debt
Reform Act.

Fax-Anticipation-Note-Act-50 1LCS 420/, Tax Anticipation Note Act.
105 ILCS 5/17-16, 5/17-17, 5/18-18, and 5/19-1 et seq.

CROSS REF.: 4:10 (Fiscal and Business.Management)

ADMIN. PROC.: 4:40-AP (Preparing and Updating Disclosures)

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

If a board does not accept this subhead, delete the Administrative Procedure Reference and the following Legal
References: Seeurities—-Aetof1933,-15 U.S.C.877a et seq., Securities Act of 1933; Seeurities—Exechange—-Actof1915
U.S.C.878a et seq., Securities Exchange Act of 1934; and 17 C.F.R. §240.15¢2-12.

1215 u.s.c. 8770

1317 C.F.R. §240.15c2-12. See sample administrative procedure 4:40-AP, Preparing and Updating Disclosures, for a
detailed set of sample procedures designed to facilitate a district’s compliance with disclosure requirements of federal
securities laws.

14 Delete the last paragraph of this subhead if the board does not want to include a sentence in this policy that addresses
the use of outside professionals for assistance with compliance. Boards that regularly utilize outside professionals to assist
them in meeting bond disclosure requirements may want to include this language to memorialize their current practice.
Contracts for the services of individuals possessing a high degree of professional skill, such as attorneys and financial
consultants, are exempt from competitive bidding requirements. 105 ILCS 5/10-20.21(a)(i).
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Operational Services

Resource Conservation 1

The Superintendent or designee shall manage a program of energy and resource conservation for the
District that includes:

1. Periodic review of procurement procedures and specifications to ensure that purchased
products and supplies are reusable, durable, or made from recycled materials, if economically
and practically feasible. 2

2. Purchasingrecycled paper and paper products in amounts that will, at a minimum, meet the
specifications in the School Code, if economically and practically feasible. 3

3. Periodic review of procedures on the reduction of solid waste generated by academic,
administrative, and other institutional functions. These procedures shall: (a) require recycling
the District’s waste stream, including landscape waste, computer paper, andwhite office paper,
if economically and practically feasible; (b) include investigation of the feasibility of potential
markets for other recyclable materials thatare present in the District’s waste stream; and (c)
establish a goal for thebe-designed-te-achieve-betereJuly-1,2020atleasta-56%- reduction in
the amount of solid waste-that-is generated by the District, when it is economically and
practically feasible to do so. 4

4. Adherence-to-eEnergy conservation measures. °

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

1 State or fedéral law controls this policy’s content. 105 ILCS 5/10-20.19c.

2 Required by 105.1LCS 5/10-20.19c¢(a-5).

3 Required by 105 ILCS 5/10-20.19c(b) - (e).

4 Reguired-by-105 ILCS)5/10-20.19c(e-5). Evenything—in-this—paragraph—isltem (a) is mandatory. Item (b) exeeptthat

theis not mandatory because the statute only “encourages” districts to investigate “potential markets for other recyclable
materials that are present in the school district’s waste stream.” 105 ILCS 5/10-20.19c(e-5) required districts to have waste
reduction procedures designed to achieve at least a 50% reduction in the amount of solid waste generated by the district before
7-1-20, but it wasis uncleareleeet what year or baseline number er—year—that—a drstrrct mustneeded to use to determine whether
it has-achieved a ; Othe -reduction. One option for
a baseline may-be-tewas to use the date this IaW became effectlve WhICh was 7- 18 08 or the year closest to it for which the
district stil-retaineds relevant records:-hewey : s _ltem
(c) is optional. The statute does not establlsh anv reductlon qoals Dast /- 1 20 therefore item (c) gives districts the flexibility
to establish additional goals when it is economically and practically feasible to do so.

S Districts are authorized to enter into guaranteed energy savings contracts to implement energy conservation measures,
including any improvement, repair, or alteration of any school district building, or any equipment or fixture to be added to a
district building, that is designed to reduce energy consumption or operation costs. 105 ILCS 5/19b. The guaranteed energy
savings contract must provide that all payments are to be made over time, and energy cost savings must be specified and
guaranteed to the extent necessary to pay the costs of the energy conservation measures. State law provides the process for
requesting proposals and entering into contracts. Any contract is valid whether or not funding has been appropriated in any
budget adopted by the board.

4:70 Page 1 of 2
©2022-2024 Policy Reference Education Subscription Service
Illinois Association of School Boards. All Rights Reserved.
Please review this material with your school board attorney before use.



LEGAL REF.: 105 ILCS 5/10-20.19c and 5/19b.

CROSS REF.: 4:60 (Purchases and Contracts), 4:150 (Facility Management and Building
Programs)

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

Consult the board attorney about whether an energy conservation measure qualifies for funding as an energy conservation
project under the Ill. Finance Authority Act (FAA). 20 ILCS 3501/. The FAA specifically includes energy conservation
projects in school districts. 20 ILCS 3501/820-10(c). The FAA’s definition of energy conservation project is very similar to
the School Code’s definition of energy conservation measure (105 ILCS 5/19b-1.1); it also includes measures that reduce the
amount of electricity or natural gas required to achieve a given end use, consistent with the definition of energy efficiency in
the 11l. Power Agency Act. 20 ILCS 3855/1-10. Funding under the FAA requires a certification that the project will be a cost-
effective energy-related project that will lower energy or utility costs in connection with the operation or maintenance of such
building or facility, and will achieve energy cost savings sufficient to cover bond debt service and other project costs within
10 years from the date of project installation. 20 ILCS 3501/820-10(c).
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Operational Services

Accounting and Audits 1

The School District’s accounting and audit services shall comply with the Requirements for Accounting,
Budgeting, Financial Reporting, and Auditing, as adopted by the Ill. State Board of Education (ISBE),
State and federal laws and regulations, and generally accepted accounting principles. Determination of
liabilities and assets, prioritization of expenditures of governmental funds, and provisions for
accounting disclosures shall be made in accordance with govemment accounting standards as directed
by the auditor designated by the Board. The Superintendent, in addition to other assigned financial
responsibilities, shall report monthly on the District’s financial performance, both income and expense,
in relation to the financial plan represented in the budget.

Annual Audit 2

At the close of each fiscal year, the Superintendent shallarrange anaudit of the District funds,accounts,
statements, and other financial matters. The audit shall be performed by.an independent certified public
accountant designated by the Board and be conducted in'conformance with prescribed standards and
legal requirements. A complete and detailed written'audit report shall be provided to each Board
member and to the Superintendent. The Superintendentshall annually, on or before October 15, submit
an original and one copy of the audit to the Regional Superintendent of Schools.

Annual Financial Report 3

The Superintendent or designee shall annually prepare and submit the Annual Financial Report on a
timely basis using the form adopted by the ISBE. The Superintendent shall review and discuss the
Annual Financial Report with the Board before it is submitted.

The footnotes are notiintended tobe,part of the adopted policy; they should be removed before the policy is adopted.

1 State or federal law controls this policy’s content. A board policy or resolution is required concerning revolving funds
and petty cash. 23 Ill.LAdmin.Code §100.70. This policy is intended to facilitate the board’s fiscal oversight role. The last
sentence of the first paragraph should be modified to align with local conditions. The Requirements for Accounting, Budgeting,
Financial Reporting, and Auditing at 23 Ill.Admin.Code Part 100 replaced 23 1ll.Admin.Code Part 110, Program Accounting
Manual and 23 1ll.Admin.Code Part 125, Student Activity Funds and Convenience Accounts.

2 Audit requirements are found in 105 ILCS 5/3-7 and 5/3-15.1, and 23 Ill.Admin.Code 8100.110. The federal Single
Audit Act adds audit requirements for federal programs. 31 U.S.C. §7501 et seq. Grant Accountability Transparency Act
(GATA) (30 ILCS 708/) rules also require districts that receive federal pass-through and State-issued awards to have a
financial statement audit conducted in accordance with 23 Ill.Admin.Code §100.110, regardless of the amount of award
expenditures. 44 [ll.Admin.Code §7000.90(c)(3). See f/n 5, below, for additional information regarding GATA.

Use-this—alternative—forFor districts in suburban Cook County.: replace “Regional Superintendent of Schools” with
“appropriate Intermediate Service Center_Executive Director.”

The following optional sentence establishes an audit committee: “The Board will annually establish an audit committee
to help the Board select an external auditor, confer with the auditor regarding the audit’s scope, and oversee the audit process.”
Note: All board committees are subject to the Open Meetings Act (5 ILCS 120/).

The following optional sentence establishes a competitive process for selecting the external auditor; it prevents a long-
term relationship with an auditor and reduces the possibility of audits being too routine or friendly: “The Board will annually
advertise a request for proposals to perform the external audit.” Substitute “periodically” for “annually” if desired.

3 Requirements for the annual financial report are found in 105 ILCS 5/2-3.27 and 5/3-15.1; 23 1. Admin.Code §100.100.
The last sentence of this section should be modified to align with local conditions.
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Inventories 4

The Superintendent or designee is responsible for establishing and maintaining accurate inventory
records. The inventory record of supplies and equipment shall include a description of each item,
quantity, location, purchase date, and cost or estimated replace ment cost, unless the supplies and
equipment are acquired by the District pursuant to a federal or State grant award, in which case the
inventory record shall also include the information required by 2 C.F.R. §200.313, if applicable.® The
Superintendent shall establish procedures for the management of property acquired by the District
under grant awards that comply with federal and State law. ©

Capitalization Threshold 7

To be considered a capital asset for financial reporting purposes, a capital item must be at or above a
capitalization threshold of $5,000 and have an estimated useful life greater than one year.

Disposition of District Property 8

The Superintendent or designee shall notify the Board, as necessary, of the following so that the Board
may consider its disposition: (1) District personal property (property other than buildings and land) that

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

dlstrlcts dlscretlon with the exceptlon of sunplles and equmment that are qoverned by 2 C.F.R. 8200.313. See f/n 5, below.

S 2 C.F.R. §200.313. The uniform_federal rules that govern federal grant awards in 2 C.F.R. Part 200 apply to State-
issued grant-awards through the Grant Accountability  Transparency Act (GATA) (30 ILCS 708/), unless exempted in whole
or in part by the Governor’s Officeof Management of Budget. 30 ILCS 708/55. See www.isbe.net/gata for further information
about the scope of GATA’s application to federal awards and State-funded grant programs administered by the Ill. State Board
of Education (ISBE). See sample administrative procedure 4:80-AP3, Inventory Management for Federal and State Awards.
ISBE guidance is available at www.isbe. net/Documents/flscaI procedure handbk pdf and www.isbe.net/Pages/Federal-and-
State-Monitoring.aspX-AARanA 3 : 2

6 1d. In connection with ISBE’s grant monitoring function, ISBE published a Checklist for Eqmpment and Inventory
Review which requires an approved policy (or procedure) related to the management of eqmpment at:

www.isbe.net/Pages/Federal-and-State-Monitoring.aspx W ishe net/Pa
Beguiremenicand-Teolsaspst.

7 Optional. 23 Ill.Admin.Code §100.60 requires school boards to adopt a capitalization threshold, which can be done
through policy. The capitalization threshold is a dollar figure above which the cost of an item will be included on financial
statements and depreciated. A minimum threshold of $5,000 and useful life greater than one year complies with the definition
of equipment under federal grant rules, but may be adjusted, and/or multiple thresholds can be established, for different
categories of capital assets. 2 C.F.R. §§200.133 and 200.313(e). The Government Accounting Standards Board (GASB)
Statement No. 34 at para. 115(e) states that a government should disclose its policy “for capitalizing assets and for estimating
the useful lives of those assets.” See GASB Statement 34 and Guide to Implementation of GASB Statement 34 on Basic
Financial Statements (p.28), both available at: www.gasb.org. Fhere-are-no-specificrequirements—for-such-policies;—however:
Ddistrict auditors may require or recommend a district have a more comprehensive capitalization policy and/or procedure.
Such an accounting policy or procedure should be developed in consultation with the district’s accounting professional(s) and
tailored to reflect local conditions.

8 The requirements in this section are specified in 105 ILCS 5/5-22 (allowing property constructed or renovated by
students as part of a curricular program to be sold through the services of a licensed real estate broker subject to certain
requirements), 5/10-22.8 (sale of personal property); and 2 C.F.R. §200.313(e) for federal awards and State awards governed
by GATA. See f/n 5, above, regarding grant award requirements. A board that desires to act on the disposition of property
having any value should use the following alternative to this section’s last sentence: “Notwithstanding the above, the
Superintendent or designee may unilaterally dispose of worthless personal property.”
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is no longer needed for school purposes, and (2) school site, building, or other real estate that is
unnecessary, unsuitable, or inconvenient. Notwithstanding the above, the Superintendent or designee
may unilaterally dispose of personal property of a diminutive value. The Superintendent shall establish
procedures for the disposition of property acquired by the District under grant awards that comply with
federal and State law.

Taxable Fringe Benefits 9

The Superintendent or designee shall: (1) require that all use of District property or equipment by
employees is for the District’s convenience and best interests unless it is a Board-approved fringe
benefit,and (2) ensure compliance with the Internal Revenue Service regulations regarding when to
report an employee’s personal use of District property or equipment as taxable compensation.

Controls for Revolving Funds and Petty Cash 10

Revolving fundsand the petty cash system are established in Board policy 4:50, Payment Procedures.
The Superintendent shall: (1) designate a custodian for eachrevolving fund and petty cash fund, (2)
obtain a bond for each fund custodian, and (3) maintain the funds in compliance with this policy, State
law, and ISBE rules. A check for the petty cash fund may be drawn payable to the designated petty
cash custodian. Bank accounts for revolving funds are limited to a maximum balance of $566-601,000.
All expenditures fromthese bankaccountsmustbedirectly related to the purpose for which the account
was established and supported with documentation, including signed invoices or receipts. All deposits
into these bank accounts must be accompanied with.aclear description of their intended purpose. The
Superintendent or designee shall include checks written to reimburse revolving funds on the Board’s
monthly listing of bills indicating the recipient and including an explanation.

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

The recipient (through either sale or donation) of any discarded school bus must immediately: (1) remove, cover, or
conceal the “SCHOOL BUS” signs and any other insignia or words indicating the vehicle is a school bus; (2) render inoperable
or remove entirely the stop signal arm and flashing signal system; and (3) paint the school bus a different color from those
under 625 ILCS 5/12-801. 625 ILCS 5/12-806(b).

9 The intent of this optional section is twofold: (1) to control personal use of district property and equipment; and (2) to
ensure compliance with IRS rules. As to the first point, allowing personal use of district property or equipment is arguably
prohibited by the I1l. Constitution, Art. V111, Sec. 1 which states: “Public funds, property or credit shall be used only for public
purposes.” As to the second point, any fringe benefit an employer provides is taxable and must be included in the recipient’s
pay unless the law specifically excludes it. See Publication 15-B (2019), Employer's Tax Guide to Fringe Benefits, at:
www.irs.gov/pub/irs-pdf/p15b.pdf.

10 105 ILCS 5/10-20.19(2); 23 Tl.LAdmin.Code §100.70. This paragraph’s contents are mandatory, except for the
$1.000599 cap on the maximum balance of revolving funds. The cap amount may be changed or the following alternative
used: “Each revolving fund shall be maintained in a bank that has been approved by the Board and established in an amount
approved by the Superintendent consistent with the annual budget.”

The School Code defines petty cash as a type of revolving fund. Id. It and other revolving funds carry a standard balance
and are regularly reimbursed to maintain the standard balance amount (generally referred to as an imprest system of financial
accounting). In practice, petty cash is paid out of a de minimis cash amount maintained by a fund custodian. Disbursement
from a revolving fund other than petty cash is typically made against an imprest checking account, by an authorized signor
who is readily available in the district, e.g., a superintendent or building principal. The authorized signor manages the revolving
fund and requests the board to reimburse the fund for expenses incurred to bring the imprest account back to its standard
balance.
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Control Requirements for Checks 11

The Board must approve all bank accounts opened or established in the District’s or a District school’s
name or with the District’s Federal Employer Identification Number. All checks issued by the School
District must be signed by either the Treasurer or Board President, except that checks from accounts
containing student activity funds or fiduciary funds and checks from revolving accounts may be signed
by their respective account custodians.

Internal Controls 12

The Superintendent is primarily responsible for establishing and implementing a system of intemal
controls for safeguarding the District’s financial condition; the Board, however, will oversee these
safeguards. The control objectives are to ensure efficient business and financial practices, reliable
financial reporting, and compliance with State law and Board policies, and to prevent losses from fraud,

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

11 This section is largely up to the local board’s discretion; additional controls may be added. The following alternative
to the second sentence will mandate two signatories for checks:

Two of the following individuals: the Treasurer, Board President, and/or Board Vice-President, shall sign all checks
issued by the School District, except that checks from accounts’ containing student activity funds or fiduciary funds and checks
from revolving accounts may be signed by their respectiveaccount custodians.

See sample_policy 4:90, Student Activity and Fiduciary Funds, for more information about a board’s responsibilities for
student activity funds and fiduciary funds. A board must comply with State law requirements concerning the use of facsimile
or electronic signatures on checks. The Secretary of State, Index Department, maintains certified manual signatures of officers
authorized to sign checks. Uniform Facsimile Signature.of Public Officials Act, 30 ILCS 320/. Electronic records and
signatures are governed by the Uniform Electronic Transactions Act. 815 ILCS 333/-added-by-P-A-102-38, Attorneys disagree
about the applicability of these laws to school districts.

12 This section is largely up to the local board’s discretion. The annual audit must include a “review and testing of the
internal control structure.” 23 11l Admin.Code §100.110. This review’s limited scope means that boards should not rely on it
to reveal uncontrolled financial<risks. The board’s responsibility is to establish policy to safeguard the district’s financial
condition. Indeed, the oath of office includes this promise: “I shall respect taxpayer interests by serving as a faithful protector
of the school district’s assets.” In this sample policy, the board sets the control objectives and the superintendent is responsible
for developing an internal controls system. In addition, ISBE has issued guidance on internal controls pursuant to its
administration of the'Grant Accountability. and Transparency Act (GATA), 30 ILCS 708/. See thelSBE's State and Federal
Grant__Administfation _ Policy, “_Eiscal = Requirements, and _Procedures—Fiscal—Procedures— Handbook, at:
www.isbe.net/Documents/fiscal_procedure _handbk.pdf, which states that “to establish a strong control environment, grantees
must...[d]esign internal controls that are in compliance with guidance in Standards for Internal Control in the Federal
Government issued by the <Comptroller General of the United States” (a free resource, available at:
WWW.gao.gov/assets/670/665712.pdf) or the Internal Control Integrated Framework issued by the Committee of Sponsoring
Organlzatlons of the Treadway Commission (a fee-based resource, available at:_ www.coso.org/guidance-on-ic
A aspx). Boards that wish to take a larger oversight role regarding internal controls may list the
numbered sentences in the IASB sample administrative procedure 4:80-AP1, Checklist for Internal Controls, as required
inclusions in the superintendent’s program for internal controls. This alternative, for insertion at the end of this section’s first
paragraph, follows:

The District’s system of internal controls shall include the following:

All financial transactions must be properly authorized and documented.

Financial records and data must be accurate and complete.

Accounts payable must be accurate and punctual.

District assets must be protected from loss or misuse.

Incompatible duties should be segregated, if possible.

Accounting records must be periodically reconciled.

Equipment and supplies must be safeguarded.

Staff members with financial or business responsibilities must be properly trained and supervised, and must
perform their responsibilities with utmost care and competence.

9. Any unnecessary weaknesses or financial risks must be promptly corrected.

Nk~ wWNE
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waste, and abuse,13 as well as employee error, misrepresentation by third parties, or other imprudent
employee action.

The Superintendent or designee shall annually audit the District’s financial and business operations for
compliance with established internal controls and provide the results to the Board. The Board may from
time-to-time engage a third party to audit internal controls in addition to the annual audit.

LEGAL REF.: 2 C.F.R. §200 et seq.
30 ILCS 708/, Grant Accountability and Transparency Act, implemented by 44
Il.LAdmin.Code 7000 et seq.
105 ILCS 5/2-3.27, 5/2-3.28,5/3-7, 5/3-15.1, 5/5-22, 5/10-21.4,5/10-20.19, 5/10-
22.8, and 5/17-1 et seq.
23 IllLAdmin.Code Part 100.

CROSS REF.: 4:10 (Fiscal and Business Management),4:50 (Payment Procedures), 4:55 (Use of
Credit and Procurement Cards), 4:90 (Student Activity and Fiduciary Funds)

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

13 Unless specifically exempted, grantees receiving funds from any State agency, including ISBE, must comply with
GATA and annually complete a Fiscal and Administrative Internal Controls Questionnaire (ICQ). The 1CQ covers a number
of different topics related to internal controls. Districts that are identified as having one or more areas of elevated risk based
on their answers to the 1CQ, are required to develop and implement corrective action to address the area(s). Districts that fail
to take necessary corrective action to address weak areas of internal control put their grant funding at risk. One of the sections
of the ICQ_may addresses a grantee’s internal controls for fraud, waste, and abuse, including whether the grantee has a fraud
awareness program. See sample administrative procedures 4:80-AP1, Checklist for Internal Controls, and 4:80-AP2, Fraud,
Waste, and Abuse Awareness Program, which incorporate ISBE-recommended practices related to fraud, waste, and abuse.
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Operational Services

Waiver of Student Fees 1

The Superintendent will recommend to the School Board a schedule of fees, if any, to be charged
students for the use of textbooks, consumable materials, extracurricular activities, and other school
student fees. Students must also pay fines for the loss of or damage to school books or other school-
owned materials.

Fees for textbooks, other instructional materials, and driver education, as well as fines for the loss or
damage of school property are waived for students who meet the eligibility criteria for a waiver as
described in this policy.2 In order that no student is denied educational services or academic credit due
to the inability of parents/guardians to pay student feesand fines, the Superintendent will recommend

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

1 State law requires this subject matter be covered by policy and controls its content. 105 ILCS 5/10-20.13, amended by
P.A.s 102-1032, and-102-805, and 103- 154@#1‘4:—4—2—3 23 Il Admln Code §1 245, Iheugh—LOé—l—I:GS—SJJEG-.ZO—lS—mS—been

+mplemeang—Fu46s—at—23—HLAd¥mn—Qede—§4r245—m—Fespense—FeeS are any monetary charge collected by a pubhc school
public school district, or charter school from a student or the parents or guardian of a student as a prerequisite for the student’s

participation in any curricular or extracurricular program of the school or school district as defined [at 23 1. Admin.Code
§1.245(1) and (2)].” 105 ILCS 5/1-3, amended by P.A. 102-805—eff—1-1-23. Fines include "charges for the loss of school

property assessed by a district." 23 Tll. Admin.Code §1.245.

State law provides that “[n]o discrimination orpunishment of any kind, including, but not limited to: the lowering of
grades, exclusion from classes, or withholding of student records, transcripts, or diplomas may be exercised against a student
because the student’s parents or guardians are unable to purchase required textbooks or instructional materials or to pay
required fees;.” 1054LCS 5/28-19.2, amended by P.A. 102-805—eff—1-1-23; 23 |Il.Admin.Code 81.245(qg). This policy
concerns an area in which the law is unsettled (see footnotes 2 and 3). If the fee or fine waiver policy and/or procedures are
substantively amended, then parents/guardians must be notified in writing within 30 calendar days following the adoption of
the amendments. 23 Il Admin.Code' 81.245(e).

2 Districts must waive. textbooks fees and all fees and fines for the loss of school property for students whose
parents/guardians are unable to afford them and for homeless children and youth. 105 ILCS 5/10-20.13, amended by P.As
102-1032, and-102-805, and 103-154eff1-1-23. While districts are only required to waive fines for the loss of school property
and not the damage of school property, this sample policy extends fine waivers to both for ease of implementation and to
encourage students to return school property even if damaged (instead of claiming property is lost to avoid a fine)._Delete or
damage if the board, after consulting with the board attorney, decides to only waive fines for the loss of school property.

In order to effectuate the law’s intent, the term “textbook” should be interpreted broadly to include fees for instructional
materials, laboratory fees, and workbooks. The enforceability of 105 ILCS 5/10-20.13(b) and ISBE regulations (23
IIlLAdmin.Code §1.245) requiring districts to waive “other fees” is questionable because they are unfunded mandates. ISBE
regulations on school fees may not be enforceable because the General Assembly failed to make necessary appropriations.
See the Weekly Message from State Superintendent Robert Schiller, 8-15-03 (contact a PRESS Asst. Editor for a copy).

The textbook block grant program operated by ISBE is found at 105 ILCS 5/2-3.155;-amended-by-R-A-101-227,

A school district may charge up to $50 to students who part|C|pate in the driver education course. The fee may be
increased up to $250, provided the district completes the requirements in Section 27-24.2. The fee must be waived for any
student whose parent(s)/guardian(s) isare unable to afford it. 105 ILCS 5/27-24.2; 23 1ll.Admin.Code §252.30.

Resident tuition fees are not permissible, but a board’s authority under 105 ILCS 5/10-20.13 to charge for textbooks and
towel fees does not violate the Ill. Constitution’s provision guaranteeing free public education through the secondary level.
Hamer v. Board of Ed., Sch. Dist. No. 109, 9 Ill.App.3d 663 (2nd Dist. 1973).
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to the Board which additional fees and fines, if any, the District will waive for students who meet the
eligibility criteria for a waiver. 3

Notification

The Superintendent shall ensure that a notice of waiver applicability is provided to parents/guardians
with every bill for fees and/or fines,4 and that applications for waivers are widely available and
distributed according to State law and Ill. State Board of Education (ISBE) rule and that provisions for
assisting parents/guardians in completing the application are available.

Eligibility Criteria
A student shall be eligible for a fee and fine waiver when: °

1. The student currently lives in a household that meets the same income guidelines, with the
same limits based on household size, that are used for the federal free meals program;

2. The student’s parents/guardians are veterans or active-duty military personnel with income at
or below 200% of the federal poverty line; or

3. The student is homeless, as defined in the McKinney-Vento Homeless Assistance Act (42
U.S.C. 811434a).

The Superintendent or designee will give additional considerationwhen one or more of the following
factors are present: 6

Iliness in the family;

Unusual expenses such as fire, flood, storm damage, etc.;

Unemployment;

Emergency situations;

When one or more of the parents/guardians-are involved in a work stoppage.

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

31051LCS 5/10-20.13(b) was added by P.A. 83-603 in 1983 to require districts to waive “other fees” in addition to the
costs of textbooks and.then amended by P.A. 102-805-ef—1-1-23; to waive “other fees and fines.” The General Assembly,
however, never appropriated the necessary funds. Thus, the amendment may be unenforceable because it violated the State
Mandates Act. 307 ILCS 805/1; see above footnote. Use the following alternative if the board wants to make a longstanding
commitment to waive specific fees, amending the list of fees that will be waived as desired:
In order that nostudent is‘denied educational services or academic credit due to the inability of parents/guardians to
pay student fees and. fines, the following fees are also waived for students who meet the eligibility criteria for waiver:
athletic participation fees, lock fees, towel fees, shop fees, laboratory fees, and registration fees.
Alternatively, a board may decide to waive all school student fees and fines and substitute the following sentence for this
paragraph:
All school student fees and fines as defined by the 1ll. State Board of Education (ISBE) are waived for students who
meet the eligibility criteria for a waiver contained in this policy.

4 Required by 105 ILCS 5/10-20.13(b), as amended by P.A. 102-805ef21-1-23; 23 llIl.Admin.Code §1.245(c)(2)(A).

> Required by 105 ILCS 5/10-20.13(b), amended by P.A.s102-1032 and 102-805-ef—1-1-23; to add numbers 2 and 3
as eligibility criteria; 23 1ll.LAdmin.Code 8§1.245(c)(1). 105 ILCS 5/10-20.13(b), as amended by P.A. 102-1032, does not
specify whether the income at or below 200% of the federal poverty line is the household income or solely the income of the
veteran/active-duty military parent/guardian. Consult the board attorney for guidance.

Though 105 ILCS 5/10-20.13(b) was amended by P.A. 102-805—eff—-1-23; to make homeless students statutorily
eligible for school fee and fine waivers, non-regulatory ISBE guidance states that students who are homeless, migrant, in
foster care, runaway, or participating in Head Start are categorically eligible for school fee waivers. See
www.isbe.net/Documents/quidance_reg.pdf.

The federal free meals program is found at 42 U.S.C. §1758; 7 C.F.R. Part 245. See fin 7.

6 This paragraph is optional and may be omitted.
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Verification 7

The Superintendent or designee shall establish a process for determining a student’s eligibility for a
waiver of fees and fines in accordance with State law requirements.

If a student receiving a waiver is found to be no longer eligible during the school year, the
Superintendent or designee shall notify the student’s parent/guardian and charge the student a prorated
amount based upon the number of school days remaining in the school year.

Determination and Appeal 8

Within 30 calendar days after the receipt of a waiver request, the Superintendent or designee shall mail
a notice to the parent/guardian whenever a waiver request is denied. The denial notice shall include: (1)
the reason for the denial, (2) the process and timelines for making an appeal, and (3) a statement that
the parent/guardian may reapply for a waiver any time during the school year if circumstances change.
If the denial is appealed, the District shall follow the procedures for the resolution of appeals as
provided in the ISBE rule on waiver of fees.

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

7 Districts have two income verification options to determine eligibility for fee and fine waivers: (1) establish an
application process that is completely independent of a student’s application for, eligibility for, or participation in the federal
free meals program, or (2) tie the.application jprocess to the federal free meals program application and only ask for verification
in accordance with the meals program. 105 ILCS 5/10-20.13(c), amended by P.A.s 102-1032 and 102-805—eff-1-1-23. See
www.isbe.net/Pages/School-Fee-Waivers.aspx for further explanation. For option #1, see_sample exhibit 4:140-E1,
Application for Fee Waiver. For.option #2, see sample exhibit 4:140-E2, Application for Fee Waiver Based on Federal Free
Meals Program.

By using option #1, a district ‘may require income verification at the time an application is submitted for a waiver and
may do so thereafter, but not more than once per academic year. 105 ILCS 5/10-20.13, as amended by P.A. 102-805—eff -
4-23. An application ‘using option #1 cannot ask whether a student lives in a household that meets free lunch eligibility
guidelines and request income verification with reference to free lunch eligibility guidelines. Instead, the district should supply
its own income guidelines with:the same limits based on household size that are used for the federal meals program and have
the parents/guardians indicate if they meet the income guidelines used to determine eligibility for fee and fine waivers. The
independent fee and fine waiver income guidelines should not be any higher than those for eligibility for free lunch (or
reduced-price, if the district voluntarily provides fee and fine waivers for those students who qualify), but the district should
not reference or indicate that the guidelines are for the free meals program. In this completely independent waiver application
process, the district may ask for verification, but cannot use any information it receives though this process for determining
eligibility for free or reduced meals.

By using option #2, the district must follow the verification requirements of the federal free meals program at 7 C.F.R.
§245.6a. 105 ILCS 5/10-20.13(c), amended by P.A.s 102-1032 and 102-805;-ef—4-1-23.

Income verification may include such things as payroll stubs, tax returns, or evidence of receipt of food stamps or
Temporary Assistance for Needy Families. 23 1ll.Admin.Code §1.245(d).

8 An ISBE rule requires that the policy state that the district will mail a copy of a denial notice within 30 calendar days
after the receipt of the waiver request. 23 Ill.LAdmin.Code 81.245(c)(3). This rule also specifies timelines and procedures,
including a requirement that “the person who decides the appeal shall not be the person who initially denied the fee or fine
waiver or a subordinate of this person.” Thus, a board may be required to hear an appeal if the superintendent made the initial
decision to deny a waiver. The board’s participation is avoided by the principal making initial waiver decisions and the
superintendent or other main office administrator deciding the appeals.
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LEGAL REF.: 42 U.S.C. 811434a, McKinney-Vento Homeless Assistance Act.
105 ILCS 5/10-20.13, 5/10-22.25, 5/27-24.2, and 5/28-19.2.
23 lllLAdmin.Code §1.245 [may contain unenforceable provisions].

CROSS REF-.: 4:130 (Free and Reduced-Price Food Services), 6:140 (Education of Homeless

Children), 6:220 (Bring Your Own Technology (BYOT) Program; Responsible
Use and Conduct)
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June 20192024 5:130

General Personnel

Responsibilities Concerning Internal Information 1

District employees are responsible for maintaining: (1) the integrity and security of all internal
information, and (2) the privacy of confidential records, including but not limited to: student school
records, personnel records, and the minutes of, and material disclosed in, a closed School Board
meeting. Internal information is any information, oral or recorded in electronic or paper format,
maintained by the District or used by the District or its employees. The Superintendent or designee
shall manage procedures for safeguarding the integrity, security, and, as appropriate, confidentiality of
internal information.

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

1 State and federal law controls the content of this policy to the extent that: (1) the unauthorized disclosure of student
school records is prohibited by the Family Educational.Rights and Privacy Act (20 U.S.C. §1232g) and the Ill. School Student
Records Act (105 ILCS 10/); (2) the Freedom of Information Act (FOIA) (5 ILCS 140/) exempts from disclosure certain
private or personal information, employee evaluations, school security and response plans, and maps; (3) if a district offers a
self-insured group health plan or flexible spending account, it must establish clear procedures to protect the employees’ health
information (45 C.F.R. §164.502); (4)the Tll. Personnel Record Review Act governs the release of an employee’s disciplinary
action (820 ILCS 40/); (5) the Student Onling Personal'Protection Act requires a district and third party operators with whom
it contracts to take reasonable measures to grotect certain online student dataanéd (56) any person who knowingly destroys,
removes, conceals, or alters any public record with the intent to defraud any party commits a Class 4 felony (50 ILCS 205/4).
These are examples of the laws requiring the safekeeping of district and school records.

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
these responsibilities, it will supersede this policy and the board policy should state, “Please refer to the applicable collective
bargaining agreement.” For employees not covered, the policy should reflect the board’s current practice.

This sample policy’s intent.s to safeguard district records accessed or created by employees. This includes protecting
the district from unauthorized release of confidential records or the destruction of records. While the legal guidance is sparse,
districts should take steps to avoid security breaches. Some districts may have more legal obligations than others. School
districts that are considered covered entities under the Health Insurance Portability and Accountability Act of 1996 (HIPAA)
(Pub.L. 104-191) are required to comply with the HIPAA Privacy Rule. See f/n 1 of sample policy 7:340, Student Records,
for further discussion of HIPAA. Furthermore, districts that allow foreign exchange students to attend their schools may need
to put safeguards in place in order to protect data that is transferred to the Student and Exchange Visitor Information System
(SEVIS). See f/n 18 of sample policy 7:50, School Admissions and Student Transfers To and From Non-District Schools, for
further discussion of SEVIS.

To help maintain the integrity of records, districts should prevent their over-accumulation. Not all internal information
must be preserved even if it is a public record for purposes of FOIA. According to the Local Records Act (50 ILCS 205/) a
record must be retained only when it contains: (1) evidence of the district’s organization, function, policies, procedures, or
activities; or (2) informational data appropriate for preservation. While this is a slippery slope without definitive parameters,
recorded information may generally be deleted that are conversational or personal, meeting notices, spam, email of a transient
nature, duplicate material sent from other staff members, and draft material. However, no district record, no matter its form,
may be destroyed if it is subject to a litigation hold. See sample administrative procedure 2:250-AP2, Protocols for Record
Preservation and Development of Retention Schedules. For guidance on Board member use and retention of email, see sample
exhibit 2:140-E, Guidance for Board Member Communications, Including Email Use.
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LEGAL REF.:

CROSS REF.:

5:130

Family Educational-and-Privacy-Rights-Act-20 U.S.C. §1232g, Family Educational
and Privacy Rights Act.

Uses-and Disclosures—of Protected-Health-tnformation: General Rules—45 C.F.R.
§164.502-, Uses and Disclosures of Protected Health Information; General
Rules.

HFEreedom-of InformationAct-5 ILCS 140/, Ill. Freedom of Information Act.

Local Records-Act-50 ILCS 205/, Local Records Act.

105 ILCS 10/, I11. School Student Records Act.

105 ILCS 85, Student Online Personal Protection Act.

Personnel Record Review-Act-820 ILCS 40/, Personnel Record Review Act.

2:140 (Communications To and From the Board), 2:250 (Access to District Public
Records), 5:150 (Personnel Records), 7:340 (Student Records), 7:345 (Use of
Educational Technologies; Student Data Privacy and Security)
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June 20492024 5:180

General Personnel

Temporary lliness or Temporary Incapacity 1

A temporary illness or temporary incapacity is an illness or other capacity of ill-being that rendersan
employeephysically or mentally unable to performassignedduties. Duringsucha period, the employee
can use accumulated sick leave benefits.2 However, income received from other sources (worker’s
compensation, District-paid insurance programs, etc.) will be deducted from the District’s
compensation liability to the employee. The School Board’s intent is that in no case will the employee,
who is temporarily disabled, receive more than 100 percent of hisor her gross salary. Those insurance
plans privately purchased by the employee and to which the District does not contribute, are not
applicable to this policy.

If iliness, incapacity, or any other condition causes a teacheror other licensed employee to be absent in
one school year, after exhaustion of all available leave, for more than 90 consecutive work days, such
absence may be considered a permanent disability and the Board may begin dismissal proceedings
subject to State and federal law, including the Americans with Disabilities Act.3 The Superintendent

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:» 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.

This policy is consistent with the_minimum requirements of State law. The local collective bargaining agreement may
contain provisions that exceed thesetequirements. 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.” For employees not covered, the
policy should reflect the board’s current practice:

2 Temporary mental or physical incapacity as determined by a medical examination is not cause for dismissing a teacher.
105 ILCS 5/10-22.4 and-5/24-13.

3 A teacher’s cofifractual contifiued service status is not affected by an absence caused by temporary illness or temporary
incapacity. 105 11KCS 5/24-13. Two cases, decided before the Americans with Disabilities Act (ADA) (42 U.S.C. §12101 et
seq.) was enacted, held that this statute grants school boards the power to define, through policy, temporary illness or
incapacity. School Dist 151 v. ISBE, 154 Ill.App.3d 375 (1st Dist. 1987); Elder v. School Dist. N0.127 1/2, 60 Ill.App.2d 56
(1st Dist. 1965).

Important: Until February 2014, this paragraph in the PRESS sample policy applied to all employees. We limited its
application to teachers in response to feedback that the paragraph should align with the statute. Section 105 ILCS 5/24-13,
which this paragraph implements, applies only to teachers and, thus, we amended the paragraph to make it applicable only to
teachers. This change may trigger abargaining requirement with a bargaining unit for educational support personnel.

Despite the statute’s limitation to licensed employees, many boards apply this language to educational support personnel.
Consultthe board attorney about whether to apply this language to educational support personnel. For boards that wish to
apply this language to both licensed and educational support personnel, strike teacher—orotherticensed from the text of the
first two sentences of this paragraph and correct the grammar.

The lllinois appellate court decisions cited above upheld a board policy designating when a temporary [illness or]
incapacity becomes permanent for the purpose of being a cause of dismissal. The court approved using 90 days of absence
due to illness, after the exhaustion of sick days, as the point at which the district considers termination. The court upheld a
hearing officer decision noting that a policy providing for a 90-school-day absence following exhaustion of sick leave was
sufficient under Seetion-105 ILCS 5/24-13. The court noted that applying that particular policy over a two-year period would
not be appropriate because the two-year period would have the effect of allowing the school board to define a temporary
illness or incapacity out of existence; i.e., making it impossible for a teacher to qualify for such an absence. Important: a
district should consult the board attorney before determining that a teacher’s temporary illness or incapacity became
permanent.
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may recommend this paragraph’s use when circumstances strongly suggest that the teacher or other
licensed employee returned to work intermittently in orderto avoid this paragraph’s application. This
paragraph shall not be considered a limitation on the Board’s authority to take any action conceming
an employee that is authorized by State and federal law.

Any employee may be required to have an examination, at the District’s expense, by a physician who
is licensed in Illinois to practice medicine and surgery in all its branches, a licensed advanced practice
registered nurse, or a licensed physician assistant if the examination is job-related and consistent with
business necessity. 4

LEGAL REF.: 42 U.S.C. 812101 et seq., Americans with Disabilities Act.
105 ILCS 5/10-22.4, 5/24-12, and 5/24-13.
Elder v. School Dist. N0.127 1/2, 60 Ill.App.2d 56 (1st Dist. 1965).
School District No. 151 v. ISBE, 154 Ill.App.3d 375 (1st Dist. 1987).

CROSS REF.: 5:30 (Hiring Process and Criteria), 5:40(Communicable and Chronic Infectious
Disease), 5:185 (Family and Medical\Leave), 5:250 (Leaves of Absence), 5:330
(Sick Days, Vacation, Holidays, and Leaves)

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

The point at which any employee’s temporary disability becomes permanent must be analyzed using the Americans with
Disabilities Act_(42 U.S.C. §12101 et seq.), also referred to as the ADA or the ADA Amendments Act (ADAAA)(Pub. L
110-325). This federal law prohibits employers from discriminating against individuals with a disability who can perform the
essential functions of a job with or without reasonable accommodation. A district should regularly analyze each position’s job
description to ensure that it identifies the position’s essential functions. Consult the board attorney concerning compliance
with the ADA.

4 The State law (105 ILCS 5/24-5-amended-by-PA-100-513), allowing boards to require physicals of current employees
from time to time, has been superseded by the ADA, 42 U.S.C. 812112(d)(4). The ADA allows medical inquiries of current
employees only when they are job-related and consistent with business necessity or part of a voluntary employee wellness
program. Id. Districts may deny jobs to individuals with disabilities who pose a direct threat to the health or safety of others
in the workplace, provided that a reasonable accommodation would neither eliminate the risk nor reduce it to an acceptable
level. 42 U.S.C. 812113; 29 C.F.R. §1630.2(r).

Note that while examination by a spiritual leader/practitioner is sufficient for leaves, the statute does not authorize an
examination by a spiritual leader/practitioner for district-ordered physicals of an employee. The difference may present a
constitutional issue; contact the board attorney for an opinion if the employee wants to use an examination by a spiritual
leader/practitioner.
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Oetober2023June 2024 5:200

Professional Personnel

Terms and Conditions of Employment and Dismissal 1

The School Board delegates authority and responsibility to the Superintendent to manage the terms and
conditions for the employment of professional personnel. The Superintendent shall act reasonably and
comply with State and federal law as well as any applicable individual employment contract or
collective bargaining agreement in effect. The Superintendent is responsible for making dismissal
recommendations to the Board consistent with the Board’s goal of having a highly qualified, high
performing staff. 2

School Year

Teachers shall work according to the school calendar adopted by the Board, which shall have a
minimum of 176 student attendance days and a minimum.of 180 teacher work days, including teacher
institute days.3 Teachers are not required to work on legal school holidays unless the District has
followed applicable State law that allows it to hold school or schedule teachers’ institutes, parent-
teacher conferences, or staff development on the third Monday in January (the Birthday of Dr. Martin
Luther King, Jr.); February 12 (the Birthday of PresidentAbraham Lincoln); the first Monday in March
(known as Casimir Pulaski’s birthday); the second Menday in October (Columbus Day); and November
11 (Veterans Day). 4

The footnotes are notdntended to be part ofithe adopted policy; they should be removed before the policy is adopted.

1 State or federal law controls this policy’s content. This policy contains items 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. The local
collective bargaining agreement may contain provisions that exceed these requirements. Insuch cases, the board policy should
be amended to state, “Please refer to the applicable collective bargaining agreement.”

Evaluation, tenure, and dismissals changed significantly from 2013 to 2016 as P.A.s 96-861, 97-8, and 98-513 were
implemented. These public acts are referred to as Education Reform or Education Reform Acts.

2 This paragraph is consistent with the IASB’s Foundatlonal PrlnC|pIes of Effectlve Governance at:
www.iash.com/principles_popup.cfmwww-iash d Boards have three
options for using this paragraph: (1) use |t as an mtroductlon to the pollcy, (2) use it alone leaving the specific other
topics for administrative implementation; or (3) do not use it.

3105 ILCS 5/10-19. See sample policy 6:20, School Year Calendar and Day.

41051LCS 5/24-2(b). See sample policy 5:330, Sick Days, Vacation, Holidays, and Leaves, for a holiday listing as well
as a discussion of the case finding the State-mandated school holiday on Good Friday unconstitutional. 105 ILCS 5/24-2,
amended by P.A.s 102-14, 102-15, 102-334, 102-411, and 103-395, prohibits districts from making a deduction “from the
time or compensation of a school employee on account of any legal or special holiday.”

10 ILCS 5/1-24, added by P.A. 103-467 and scheduled to be repealed on 1-1-25, designated 2024 Election Day as a legal
school holiday for the purposes of 105 ILCS 5/24-2 and requires any school closed on 2024 Election Day to make itself
available to an election authority as a polling place on that date. No waiver exists for 2024 Election Day. 105 ILCS 5/24-2(b)
and (e), amended by P.A.s 102-15 and 103-467.
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School Day

Teachers are required to work the school day adopted by the Board.® Teachers employed for at least
four hours per day shall receive a duty-free lunch equivalent to the student lunch period, or 30 minutes,
whichever is longer. 6

The District accommodates employees who are nursing mothers according to provisionsin State and
federal law. 7

Salary

Teachersshall be paidaccordingto the salaries fixed by the Board, butin no case lessthan the minimum
salary provided by the School Code.8 Teachersshall be paid at least monthly on a 10- or 12-month
basis. 9

Assignments and Transfers 10

The Superintendent is authorized to make teaching, study hall; extra class duty, and extracurricular
assignments. In orderof priority, exceptas otherwise provided by law, assignments shall be made based
on the District’s needs and best interests, employee qualifications, and employee desires.

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

S A school day is required to'consist of a minimum of five clock hours under the direct supervision of a teacher or non-
teaching personnel or volunteer personnel<that provides non-teaching or supervisory duties as specified in 105 ILCS 5/10-
22.34(a) in order to qualify as a full dayof attendance. 105 ILCS 5/10-19.05(a) and (j-5), amended by P.A. 103-560-eff—-1-
24. See www.isbe.net/school=calendar for Ill. State Board of Education’s_(ISBE) instructional day changes notice regarding
this law. See 105 ILCS 5/10-19.05, amended by P.A. 103-560—ef—1-1-24, for additional exceptions to the attendance
calculation.

6105 ILCS 5/24-9.

729 U.5.C. §218(d); added by Pub.L. 117-328; 42 U.S.C. §2000gg et seq., added by Pub.L. 117-328; 740 ILCS 137/
820 ILCS 260/. Consult the board attorney to ensure the district is properly accommodating nursing mothers. See sample
administrative procedure 5:10-AP, Workplace Accommodations for Nursing Mothers.

8 105 ILCS 5/10-20.7, 5/10-21.1, 5/24-1, and 5/24-8, amended by P.A. 103-515. The Commission on Government
Forecasting and Accountability is required to annually certify and publish the teacher minimum salary to be used for the 2024-
2025 school year and each year thereafter. Salaries are a mandatory subject of collective bargaining. 115 ILCS 5/10. Annually,
by Oct. 1, each district must: (1) during an open school board meeting, report salary and benefits information for the
superintendent, administrators, and teachers; (2) publish that information on the district’s website, if any; and (3) provide this
information to ISBE. 105 ILCS 5/10-20.47. According to a Public Access Counselor (PAC) Informal Mediation letter
interpreting 5ILCS 120/7.3, an IMRF employer must post on its website the names of employees having a total compensation
package that exceeds $75,000 per year. 2012 PAC 19808 (Informal Mediation by the Ill. Attorney General’s Public Access
Counselor (PAC)); see PAC Annual Report for 2012 at
https://foiapac.ilag.gov/viewpdf.aspx?P=~/content/pdf/Public_Access_Counselor_Annual_Report 2012.pdf).

9105 ILCS 5/24-21.

10 Districts are required to have a policy on the distribution of the listed assignments. 23 1ll. Admin.Code §1.420(d).

Absent an individual or collective bargaining agreement, the board has unilateral discretion to assign or retain a teacher
to or in an extracurricular duty. Betebenner v. Bd. of Educ., 336 1ll.App. 448 (4th Dist. 1949); Dist. 300 Educ. Assoc. v. Bd.
of Educ., 31 lll.App.3d 550 (2nd Dist. 1975); Lewis v. Bd. of Educ., 181 lll.App.3d 689 (5th Dist. 1989).
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School Social Worker Services Outside of District Employment

School social workers may not provide services outside of their District employment to any student(s)
attendingschool in the District. School social worker has the meaningstated in 105I1LCS5/14-1.09a.11

Dismissal
The District will follow State law when dismissing a teacher. 12

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

105 ILCS 5/22-965(a), added by P.A. 103-46-eff21-1-24 and amended by P.A. 103-564, requires school districts, when
hiring or assigning educators for physical education, music, or visual arts, to prioritize the hiring or assigning of educators
who hold an educator license and endorsement in those areas. The law also requires educators in these areas to obtain short-
term approval if they are not licensed in the content area, or, if no short-term approval is available, they must meet criteria
specified by ISBE. Id. at (b). Educators must obtain an endorsement in the area being taught prior to the end of the short-term

approval perlod to continue_to mamtam the educators emplovment for subsequent school years. et:e#essrenat—edeeatet-

1d. at (b)._Inthe alternatlve educators do not need to be licensed, obtaln short term approval or meet other ISBE requwements
|f thev meet the requwements of Title 23 of the III|n0|s Admlnlstratlve Code except for Section 1. 710 Id. at (d). -Hewevet—

1 Optional. This subhead provides information to district-employees and the community that 105 ILCS 5/14-1.09a
prohibits school social workers from moonlighting. by providing services to students attending the districts in which they are
employed. Delete “5/40-20-65-5/14-1-09a;” from the Legal References.if the board deletes this subhead.

12 All dismissal laws in the chart below were amended by.the Education Reform Acts. 105 ILCS 5/24A-5.5, requires
districts to develop and implement a local appeals processfor unsatisfactory ratings issued to teachers under 105 ILCS 5/24A -
5, amended by P.A.s 102-252, and 102<729. Districts must: (1) develop the process in cooperation with the bargaining unit or
teachers, if applicable, and (2) include an assessment of the original rating by a panel of qualified evaluators agreed to by the
PERA joint committee (105 ILCS 5/24A-4(h)).

Non-tenure Teacher Discharge 105 ILCS 5/24-11, amended by P.A.s 102-552 and
103-500.

Tenured and Non-tenure Teachers 105 ILCS 5/24-12(b), amended by P.A.s 103-398;eff

Reduction in Force 1-1-24 and 103-500, and (c)

Tenured Teacher Discharge 105 ILCS 5/24-12(d) (prior reasonable warning

Where Cause Remediable required), amended by P.A.s 102-708 and 103-
354eff1-1-24.

105 ILCS 5/24-12(d) (procedural mandates),
amended by P.A.s 102-708 and 103-354eff—1-

1-24.
105 ILCS 5/10-22.4 (general authority)
Tenured Teacher Discharge 105 ILCS 5/24-12(d) (no prior warning required)
Where Cause Irremediable amended by P.A.s 102-708 and 103-354eff—1-
1-24.

105 ILCS 5/24-12(d) (procedural mandates),
amended by P.A.s101-531.101-643 and 102-
708 and 103-354ef—1-1-24.

105 ILCS 5/10-22.4 (general authority)

Tenured Teacher Discharge 105 ILCS 5/24A-5(m) (participation in remediation
Failure to complete remediation plan with a rating of plan after unsatisfactory evaluation)
Proficient or Excellent 105 ILCS 5/24-12(d)(1)

105 ILCS 5/24-12(d) (procedural mandates),
amended by P.A.s 102-708 and 103-354ef—1-
1-24.

105 ILCS 5/10-22.4 (general authority)
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Evaluation

The District’s teacher evaluation system will be conducted under the plan developed pursuant to State
law. 13

On an annual basis, the Superintendent will provide the Board with a written report which outlines the
results of the District’s teacher evaluation system.

LEGAL REF.: 29 U.S.C. 8218(d), Pub. L. 117-328, Pump for Nursing Mothers Act.

42 U.S.C. 82000gg et seq., Pub. L. 117-328, Pregnant Workers Fairness Act.

105 ILCS 5/10-19, 5/10-19.05, 5/10-20.65, 5/14-1.09a, 5/22-965, 5/22 .4, 5/24-16.5,
5/24-2,5/24-8, 5/24-9,5/24-11, 5/24-12, 5/24-21, 5/24A-1 through 24A-20.

820 ILCS 260/, Nursing Mothers in the Workplace Act.

23 Ill.LAdmin.Code Parts 50 (Evaluation of Educator Licensed Employees) and 51
(Dismissal of Tenured Teachers).

Cleveland Bd. of Educ. v. Loudermill, 470 U.S. 532 (1985).

CROSS REF-.: 5:120 (Employee Ethics; Code of Professional Conduct; and Conflict of Interest),
5:290 (Employment Terminationand Suspensions), 6:20 (School Year Calendar
and Day)

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

Tenured Teacher Discharge — Optional Alternative 105 ILCS 5/24-16.5(d) (provide written notice)
Evaluative Dismissal Process for PERA Evaluation 105 ILCS 5/24-16.5 (pre-remediation  and
Failure to complete remediation plan with a Proficient remediation procedural mandates)

or better rating 105 ILCS 5/24A-2:5 105 ILCS 5/24-16.5(e) and (f) (school board makes

final decision with only PERA-trained board
members participating in vote)

Tenured Teacher Discharge — Unsatisfactory PERA 105 ILCS 5/24A-5(n), amended by P.A. 102-252
evaluation within 36 months of completing a (forego remediation and proceed to dismissal)
remediation plan 105 1CS 5/24A-2.5 105 ILCS 5/24-12(d) (procedural mandates),

amended by P.A. 102-708.
105 ILCS 5/10-22.4 (general authority)

Educational Support Personnel Employees (non- 105 ILCS 5/10-23.5, amended by P.A. 102-854.
licensed)

Probationary Teacher 105 ILCS 5/24-11, amended by P.A.s 102-552, 102-
(non-tenure teacher) 854, and 103-500.

Various components of‘a RIF (e.g., impact and decision to RIF) and an evaluation plan (e.g., development,
implementation, and impact) may be subject to mandatory collective bargaining. Central City Educ. Assoc. v. IELRB, 149
111.2d 496 (111. 1992).

105 ILCS 5/22-965-amended-by-PA-103-46 eff—1-1-24; provides that in the event of a reduction in force, schools may
follow the employee contract language for filling positions.

Teacher RIF procedures were changed by 105 ILCS 5/24-12(b), amended by P.A. 103-398 and 103-500, and (c). See
PERA Overview for School Board Members, question 15, “What is the process for selecting teachers for a reduction in
force/layoff (RIF)” at: www.iash.com/law/PERAoverview.pdf.

State law does not prohibit a PERA joint committee from agreeing to put a teacher on a remediation plan if the teacher
receives a second needs improvement (rather than unsatisfactory) rating after being on a professional development plan. Bd.
of Educ. Rockford Public Sch. v. Rentsch, 212 N.E.3d 565 (lll. App.-Gt 2nd-Bist: 2022).

According to a binding opinion from the Ill. Public Access Counselor, a board must identify an employee by name in a
motion to dismiss him or her. PAO 13-16. As this may be a significant change in practice with possible other legal
consequences, a board should consult with the board attorney on this issue before dismissing an employee.

13 105 1LCS 5/24A-5, amended by P.A.s 102-252, 102-729, and 103-85. Teacher evaluation plans are covered in PERA
Overview for School Board Members at: www.iash.com/law/PERAoverview.pdf.
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Oectober-June 20192024 5:285

Educational Support Personnel

Drug and Alcohol Testing for School Bus and Commercial Vehicle Drivers 1

The District shall adhere to State and federal law and regulations requiring a drug and alcohol testing
program for school bus and commercial vehicle drivers. The Superintendent or designee manages a
program to implement State and federal law defining the circumstances and procedures for the testing.2

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

1 State and federal law controls this policy’s content. The federal Omnibus Transportation Testing Act of 1991 requires
that all persons subject to commercial driver’s license requirements be tested for alcohol, marijuana, cocaine, amphetamines,
opiates (including heroin), and phencyclidine (PCP).Cannabis remains a Schedule I (c)(17) controlled substance under federal
law (21 U.S.C. §812) meaning it has no currently accepted. medical use in treatment. Federal drug testing requirements for
commercial and school bus drivers, including random testing, are.unaffected by the legalization of cannabis for medical and
recreational use at the State level. See_sample procedure 5:285-AP, Drug and Alcohol Testing for School Bus and Commercial
Vehicle Drivers and U.S. Dept. of Transportation’s Recreational Marijuana Notice (12-3-12) (“We want to make it perfectly
clear that the state initiatives will have no bearing on the Department of Transportation’s regulated drug testing program. The
Department of Transportation’s Drug and Alcohol Testing Regulation — 49 CFR Part 40 — does not authorize the use
of Schedule I drugs, including marijuana, for any reason.”)(emphasis added) and Medical-Recreational Marijuana Notice
(4-259-129), available at: www.transportation.gov/odapc/program-guidance. State law continues to permit the imposition of
civil and criminal penalties for being school bus permit drivers who use cannabis while on duty. 410 ILCS 705/10-35(a)(9).

625 ILCS 5/6-106.1c contains: State law requirements for reasonable suspicion drug and alcohol testing of school bus
driver permit holders. If an employer has reasonable suspicion to believe that a school bus driver permit holder is under the
influence of alcohol, drugs, or intoxicating compounds, the employer must require the permit holder to undergo testing at a
licensed testing facility. before driving any vehicle for which a school bus driver permit is required. The employer’s reasonable
suspicion must be based onspecific, contemporaneous observations of the appearance, behavior, speech, or body odors. 49
CFR §382.307. State law makes employers of school bus driver permit holders who do not hold commercial driver’s licenses
subject to federal law regarding reasonable suspicion testing. The employer must report to the Ill. Secretary of State if the
permit holder refuses testing or if the testing reveals the presence of alcohol, drugs, or intoxicating compounds. A school bus
permit holder whose test discloses any amount of alcohol or drugs, or who refuses testing, will have his or her school bus
permit suspended for three years.

State law also allows for drug and alcohol testing for any driver on a public roadway; i.e., implied consent. 625 ILCS
5/11-501.1.

Drug testing by government entities constitutes asearch of an individual, thereby invoking State and federal constitutional
law. In determining whether post-employment testing of a school bus driver is permissible, a court will balance the privacy
interests of the employee against the district’s interest. International Brotherhood of Teamsters v. Department of
Transportation, 932 F.2d 1292 (9th Cir. 1991). For districts that employ staff members in positions requiring a commercial
driver’s license, see the U.S. Dept. of Transportation - Office of the Secretary, Office of Drug and Alcohol Policy and
Compliance’s guidance and best practices document titled What Employers Need to Know About DOT Drug and Alcohol
Testing, available at:_www.transportation.gov/odapc/employer _handbook.

2 An optional provision for districts that contract-out their transportation services:
This policy shall not be implemented, and no administrative procedures will be needed, until it is reasonably
foreseeable that the District will hire staff for a position(s) requiring a commercial driver’s license.
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LEGAL REF.: C2E L CoClo 100 L opd Ble 100 1o

49 U.S.C. 831306, Alcohol and Controlled Substances Testing (Omnibus Transportation Employee
Testing Act of 1991, P.L. 102-143).
49 C.F.R. Parts 40 (Procedures for Transportation Workplace Drug and Alcohol
Testing Programs), 382 (Controlled Substance and Alcohol Use and Testing),
and 395 (Hours of Service of Drivers).
625 ILCS 5/6-106.1 and 5/6-106.1c.

CROSS REF.: 4:110 (Transportation), 5:30 (Hiring Process and Criteria), 5:280 (Duties and
Qualifications)
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June 20492024 5:310

Educational Support Personnel

Compensatory Time-Off 1

This policy governs the use of compensatory time-off by employees who: (1) are covered by the
overtime provisionsof the Fair Labor StandardsAct, 29 U.S.C. 8201 etseq., and (2) are not represented
by an exclusive bargaining representative.

Employees may be given 1-1/2 hours of compensatory time-off in lieu of cash payment for each hour
of overtime worked. Other than as provided below, at no time may an employee’s accumulated
compensatory time-off exceed 240 hours, which represents compensation for 160 hours of overtime.2
An employee whose work regularly includes public safety, emergency response, or seasonal activities
may accumulate a maximum of 480 hours of compensatory time, which represents compensation for
320 hours of overtime.3 If an employee accrues the maximum number of compensatory time-off hours,
theemployee: (1) is paid foranyadditional overtime hoursworked, atthe rate of one and one half times
the employee’s regular hourly rate of pay, and (2) doesnot accumulate comp ensatory time-off until the
employee uses an equal amount of accrued time=off. 4

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

1 The federal regulations implementing theFair Labor Standards Act (FLSA) governs the use of comp-time. 29 C.F.R.
§8553.21-553.28 and 553.50. See_sample policy 5:35, Compliance with the Fair Labor Standards Act, for discussion of the
FLSA. In order for a district to offer comp-time, it must have a compensatory time-off policy or the topic must be covered in
an applicable collective bargaining agreement. 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. School officials should
consult with the board attorney before adopting_this policy.

The terms comp-time and compensatory time-off mean paid time-off that is earned and accrued by a non-exempt
employee in lieu of overtime_pay forover 40 hours worked in one workweek. Compensatory time-off in lieu of overtime pay
must be at the premium rate of 1.5 hours of compensatory time for each hour of overtime worked (just as the monetary rate
for overtime is calculated at 1.5 times. the regular rate of pay). Asa condition for using comp-time in lieu of overtime pay, the
employer and employee must have an agreement or understanding before the work is performed. Further, the employee’s
decision to accept comp-time must be made freely. For employees represented by an exclusive bargaining agent, the agreement
to use comp-time must bebetween the district and the bargaining agent.

For non-exempt emplayees.who are not covered by a collective bargaining agreement, the agreement or understanding
concerning comp-time must be between the district and employee. See_sample exhibit 5:310-E, Agreement to Receive
Compensatory Time-Off. If the district had a regular practice of comp-time before April 15, 1986, that is deemed an agreement.
Notice to the non-exempt employees that comp-time will be given in lieu of overtime pay for overtime through bulletin board
notices is sufficient to constitute an agreement or understanding, provided that the decision to accept compensatory time-off
is made freely.

2 This sample policy contains the maximum hours that the FLSA allows an employee to accumulate. Itis a ceiling that
an employee may hit several times, butnever go over without using some of the time-off. A school board may forfeit flexibility
and set this ceiling lower.

3 seasonal activities include activities during periods of significantly increased demand, that are of aregular and recurring
nature. A seasonal activity is not limited strictly to those operations that are very susceptible to changes in the weather.
However, mere periods of short but intense activity do not make an employee’s job seasonal. However, the 480 hour accrual
limit will not apply to office personnel or other employees who may perform such seasonal activities only in emergency
situations, even if they spend substantially all of their time in a particular workweek engaged in such activities.

4 The FLSA permits a board to require that employees reduce their accumulated compensatory time or face having their
supervisor schedule the compensatory time-off for them. Christensen et al. v. Harris County et al., 529 U.S. 576 (2000). Such
an optional provisions follows:
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An employee who has accrued compensatory time-off shall be permitted to use such time in at least
half-day components provided such requests do not unduly disrupt the District’s operations.® The
employee’s supervisor must approve a request to use compensatory time-0ff.

Upon terminationof employment,an employeewill be paid for unused compensatory time atthe higher
of:

1. The average regular rate received by such employee during the last three years of employment;
or
2. The final regular rate received by such employee.

Compensatory time-off is time during which the employee is not working and is, therefore, not counted
as “hours worked” for purposes of overtime compensation.

Implementation

The Superintendent or designee shall implement this policy in accordance with the FLSA. In the event
of a conflict between the policy and the FLSA, the latter shall control.

LEGAL REF.: FaiLaber-Standards-Aet-29 U.S.CL820Det seq., Fair Labor Standards Act; 29
C.F.R. Part 553.

CROSS REF.: 5:35 (Compliance with the Fair Labor.Standards Act), 5:185 (Family and Medical
Leave), 5:270 (Employment At-Will, Compensation, and Assignment)

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

Notwithstanding the above and to avoid hardship to the District, an employee’s supervisor may
require the employee to reduce accumulated compensatory time, or schedule the compensatory
time-off for the employee, so that the employee does not accumulate more than 75 hours of
compensatory time, which represents compensation for 50 hours of overtime.

> Optional.
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Juhre2049June 2024 6:110

Instruction

Programs for Students At Risk of Academic Failure and/or Dropping Out of School and
Graduation Incentives Program 1

The Superintendent or designee shall develop, maintain, and supervise a program for students at risk
of academic failure ordroppingoutofschool. The program shall include educationand support services
addressing individual learning styles, career development, and social needs, and may include without
limitation one or more of the following:

Parent-teacher conferences

Counseling services by social workers and/or guidance counselors
Counseling services by psychologists

Psychological testing

Truants’ alternative and optional education program 2

Alternative school placement

Community agency services

Alternative learning opportunities program, in.conformity with the Alternative Learning
Opportunities Law, as it may be amended.from time to time 3
Graduation incentives program 4

e Remediation program °

The 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.

2105 ILCS 5/2-3. 66-amended—by-PA-100-465. authorizes the Ill. State Board of Education (ISBE) to award grants to
school districts, educational service regions, and community college districts.

3105 ILCS 5/13B-1 et seq. Districts are not required to establish an alternative learning opportunities program. However,
if they do, State law requires that the program “provide a flexible standards-based learning environment, innovative and varied
instructional strategies, a student-centered curriculum, social programs, and supplemental social, health, and support services
to improve the educational achievement of students at risk of academic failure.” 105 ILCS 5/13B-20. The program must also
meet the requirements in 105 ILCS 5/13B-45. Alternative learning opportunities programs “may include, without limitation
evening high school, in-school tutoring and mentoring programs, in-school suspension programs, high school completion
programs to assist high school dropouts in completing their education, high school completion programs to allow students
eligible for remote learning under Section 34-18.81 to complete their education while incarcerated in an institution or facility
of the Department of Corrections, support services, parental involvement programs, and programs to develop, enhance, or
extend the transition for students transferring back into the regular school program, an adult education program, or a post-
secondary education program.” 105 ILCS 5/13B-20.5, amended by P.A. 102-966. See 105 ILCS 5/13B-25.10, as well as other
requirements for general State aid and evidence-based funding (the statute references both types of funding), for additional
requirements to receive State funds for creating this program.

4 Required by 105 ILCS 5/26-16amended by P A_100-465,
5105 ILCS 5/10-20.9a(b) requires remedial assistance for students who are not promoted to the next higher grade.
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Any student who is below the age of 20 years is eligible to enroll in a graduation incentives program if
he or she: 6

Is considered a dropout according to State law;

Has been suspended or expelled;

Is pregnant or is a parent;

Has been assessed as chemically dependent; or

Is enrolled in a bilingual education or English Language Learners program.

ogbkwdE

LEGAL REF.: 105 ILCS 5/2-3.41, 5/2-3.66, 5/10-20.9a, 5/13B, 5/26-2a, 5/26-13, 5/26-14, and
5/26-16.

CROSS REF.: 6:280 (Grading and Promotion), 6:300 (Graduation Requirements), 7:70
(Attendance and Truancy)

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

6 Required by 105 ILCS 5/26-16,-amended-by-R-A-100-465. Graduation incentives programs are entitled to claim general
State aid and evidence-based funding (the statute references both types of funding). A district must ensure that its graduation
incentives program receives supplemental general State aid, transportation reimbursements, and special education resources,
if appropriate, for students enrolled in the program. 105 ILCS 5/26-2a defines dropout as “any child enrolled in grades 9
through 12 whose name has been removed from the district enrollment roster for any reason other than the student’s death,
extended illness, removal for medical non-compliance, expulsion, aging out, graduation, or completion of aprogram of studies
and who has not transferred to another public or private school and is not knownto be home-schooled by his or her parents or
guardians or continuing school in another country.”
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May2022June 2024 6:140

Instruction

Education of Homeless Children 1

Each child of a homeless individual and each homeless youth has equal access to the same free,
appropriate public education as provided to other children and youths, including a public pre-school
education.2 A homeless child is defined as provided in the McKinney-Vento Homeless Assistance Act
and the Education for Homeless Children Act.3 The Superintendent or designee shall act as or appoint
a Liaison for Homeless Children to coordinate this policy’s implementation. 4

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

1 State and federal law control this policy’s content. This sample policy contains the basic requirements of the Education
for Homeless Children Act (105 ILCS 45/), as well as the‘McKinney<Vento Homeless Assistance Act (42 U.S.C. 811431 et
seq.). Other policies that are relevant to the education of homeless children are listed in the Cross References, e.g., school
admissions and immunizations.

2 For high school districts, delete “including a public. pre-school education” at the end of the sentence.

3 Under the McKinney-Vento Homeless Assistance Act (42 U.S.C. §11434a(2)),_homeless children and youths A}
means individuals who lack a fixed, regular, and adequate nighttime residence (within the meaning of sestiond2 U.S.C.
§11302(a)(1)); and {B}-includes:;

(i) children and youths who are sharing the housing of other persons due to loss of housing, economic hardship, or
a similar reason; are living in motels, hotels, trailer parks, or camping grounds due to the lack of alternative adequate
accommodations; are living in emergency or-transitional shelters; or are abandoned in hospitals;
(ii) children and youths who have a primary nighttime residence that is a public or private place not designed for or
ordinarily used as a.regular . sleeping accommodation for human beings (within the meaning of section
11302(a)(2)(C));
(iii) children and youths who are living in cars, parks, public spaces, abandoned buildings, substandard housing, bus
or train stations, or similar settings; and
(iv) migratory children (as'such term is defined in section 6399 oftitle 20) who qualify as homeless for the purposes
of this part because the children are living in circumstances described in clauses (i) through (iii).
Note: Section §11434a(2) no longer includes children “awaiting foster care placement” within the definition of homeless
children and youths.

Under the Education for Homeless Children Act (105 ILCS 45/1-5), Homeless person, child, or youth includes, but is
not limited to, any of the following:

(1) An individual who lacks a fixed, regular, and adequate nighttime place of abode.

(2) An individual who has a primary nighttime place of abode that is:
(A) a supervised publicly or privately operated shelter designed to provide temporary living
accommodations (including welfare hotels, congregate shelters, and transitional housing);
(B) an institution that provides a temporary residence for individuals intended to be
institutionalized; or
(C) apublic or private place notdesigned for or ordinarily used as a regular sleeping accommodation
for human beings.

See www.ishe.net/Pages/Homeless.aspx for helpful informational resources and training with regard to the education of
homeless children in Ilinois. See https://nche.ed.gov/legislation/mckinney -
vento/wanw2-ed-gov/programs/homeless/legislation-html—for the U.S. Dept. of Education’s information about federal
requirements.

4 42 U.s.C. §11432(g) (1)) (ii).
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A homeless child may attend the District school that the child attended when permanently housed or in
which the child was last enrolled. A homeless child living in any District school’s attendance area may
attend that school. °

The Superintendent or designee shall review and revise rules or procedures that may act as barriers to
the enrollment of homeless children and youths. In reviewing and revising such procedures,
consideration shall be given to issues concerning transportation, immunization, residency, birth
certificates, school records and other documentation, and guardianship.® Transportation shall be
provided in accordance with the McKinney-Vento Homeless Assistance Act and State law.” The
Superintendent or designee shall give special attention to ensuring the enrollment and attendance of
homeless children and youths who are not currently attending school.8 If a child is denied enrollment
or transportation under this policy, the Liaison for Homeless Children shall immediately refer the child
or his or her parent/guardian to the ombudsperson appointed by the Regional Superintendent and
provide the child or his or her parent/guardian with a written explanation for the denial.® Whenever a
child and his or her parent/guardian who initially share the housing of another person due to loss of
housing, economic hardship, or a similar hardship continug'to share the housing, the Liaison for
Homeless Children shall, after the passage of 18 months and annually thereafter, conduct a review as
to whether such hardship continues to exist in accordance with State law. 10

The footnotes are not intended to be part of the adopted. policy; they should be removed before the policy is adopted.
5105 ILCS 45/1-10.

6 The first two sentences in this paragraph are required by 42 U.S.C. §11432(g)(7). 410 ILCS 535/25.3-amended-by-RP-A-
100-506. requires fees for certified copies of birth records be waived for individuals whose homeless status has been verified.
A public school homeless liaison<or schoal social worker may verify homeless status, in accordance with procedures
established by the State Registrar of Vital Records. 1d.

Tqus.C. 811432(g)()(I)(iii); 42.U.S.C. §11432(g)(4)(A), and 105 ILCS 45/1-15. The School Code and Education for
Homeless Children Act permit school districts to use their State transportation funds to provide financial assistance to children
who are homeless or who qualify.as at risk of becoming homeless when: (1) the financial assistance is not in excess of the
district’s actual costs for providing the transportation to the student, and (2) the district is not otherwise claiming the
expenditures through another State or federal grant. 105 ILCS 5/29-5 (transportation reimbursement), amended by P.A. 102-
539, and 105 ILCS 45/1-17 (homeless assistance). A child is considered at risk of becoming homeless if the child’s
parent/guardian, other person who enrolls the child, or unaccompanied minor provides documented evidence that the child’s
living situation will no longer befixed, regular, and adequate within eight weeks, resulting in the child becoming homeless.
105 ILCS 45/1-17(d). Prior to providing such financial assistance, a district must enter into a written housing plan with the
parent/guardian, person who enrolled the child, or unaccompanied minor. Id. at 1-17(c). Financial assistance may include: (1)
mortgage or rental assistance that will allow a child to remain permanently in his/her living situation or obtain a new living
situation; and/or (2) assistance with unpaid bills, loans, or other financial debts that results in housing being inadequate. Id. at
1-17(a). See sample administrative procedure 6:140-AP, Education of Homeless Children, f/n 1, for a discussion of issues that
districts should consider in developing such plans.

8 Required by 42 U.S.C. §11432(g)(7)(C).

9 Required by 105 ILCS 45/1-25; 23 Ill.Admin.Code §1.241. The Ill. State Board of Education’s Homeless Dispute
Resolution Procedures (published—September—2017 —and—updated DecemberFebruary 20241) are available at:
www.isbe.net/Pages/Homeless.aspx.

Usetthis alternative for districts in suburban Cook County: replace “Regional Superintendent” with “Intermediate Service
Center Executive Director.”

10 Optlonal 105 ILCS 45/1 25(a 5) Asan alternatlve a school board may omit this sentence or use-a-pemusswe-ve&b-

. . —Change
the Word “shall” to “may.’ Any change requlred as a result of this review becomes effective at the close of the school year.
Any person who knowingly or willfully presents false information in any review commits a Class C misdemeanor.
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LEGAL REF.: 42 U.S.C. 811431 et seq., McKinney-Vento Homeless Assistance Act.
105 ILCS 45/, Education for Homeless Children Act.
23 lll.LAdmin.Code 81.241.

CROSS REF.: 2:260 (Uniform Grievance Procedure), 4:110 (Transportation), 4:140 (Waiver of
Student Fees), 7:10 (Equal Educational Opportunities), 7:30 (Student Assignment
and Intra-District Transfer), 7:50 (School Admissionsand Student Transfers To
and From Non-District Schools), 7:60 (Residence), 7:100 (Health, Eye, and Dental
Examinations; Immunizations; and Exclusion of Students)

ADMIN. PROC.: 6:140-AP (Education of Homeless Children)

6:140 Page 3 of 3
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Instruction

Home and Hospital Instruction 1

A studentwho is absent from school, or whose physician, physician assistant, or advanced practice
registered nurse anticipates that the student will be absent from school, because of a medical condition
may be eligible for instruction in the student’s home or hospital.2 Eligibility shall be determined by
State law and the Ill.ireis State Board of Education rules governing (1) the continuum of placement
optionsfor students who have beenidentified for special education services or (2) the home and hospital
instruction provisions for students who have not been identified for special education services.3
Appropriate educational services from qualified staff will begin no later than five school days after
receiving a written statement from: (1) a physician licensed to practice medicine in all of its branches,
(2) alicensed physician assistant, or (3) a licensed advanced practice registered nurse.4 Instructional or

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. ‘The following State laws and ISBE rules govern homebound and
hospital instruction: 105 ILCS 5/14-13.01 (reimbursement for home and hospital instruction along with factors to qualify for
it); 105 ILCS 5/18-4.5 (reimbursement for home and hospital instruction); 105 ILCS 5/10-19.05(e)—added-by-RP-A-100-12 (an
instructional session of one clock hour may be counted.as %> day of attendance, however, a student must receive four or more
instructional clock hours to count as a full day of attendance); 23 11l.Admin.Code §226.300 (home/hospital service for a special
education student); 23 Ill.Admin.Code §1.520.

See ISBE guidance, Home/Hospital Instruction and Reimbursement Questions and Answers available at:
www.isbe.net/Documents/Home-Hospital” QA.pdf.

2 105 ILCS 5/14-13. 01—amended by P A 100-443. defines the standards for determining when a student is eligible to
receive home or hospital instruction. A student-qualifies when aphysician, physician assistant, or advanced practice registered
nurse anticipates a student’s absence. due to a medical condition. The law defines “ongoing intermittent basis” to mean a
medical condition of such-a-nature and severity that it is anticipated that the student will be absent from school due to the
medical condition for.periods of at least two days at a tlme multiple tlmes during the school year totaling at Ieast 10 days or
more of absences. : 3

3 105 ILCS 5/14-13, 01(a-5)~amended—by—PR-A—100-443; requires that all students provide a written statement from a
physician, physician assistant, or advanced practice registered nurse stating the existence of a medical condition, the impact
on the child’s ability to participate in education, and the anticipated duration or nature of the child’s absence from school.
However, ISBE rules at 23 Ill.Admin.Code §226.300 (students qualifying for special education services) and 23
I1lLAdmin.Code 81.520 (students not qualifying for special education services) have not yet been amended to reflect that this
written statement may come from a physician assistant or an advanced practice registered nurse; they still state that such a
written statement must come from a physician. ISBE’s Medical Certification for Home/Hospital Instruction form, form 34-
58, reflects that the written statement may come from a “physician licensed to practice medicine in all its branches, APRN, or
PA.” Available at: www.isbe.net/Documents/Medical-certification-home-hospital-instruction.pdf.

A student with health needs may be protected by the Individuals with Disabilities Education Act (20 U.S.C. §1401(3) or
Section 504 of the Rehabilitation Act (29 U.S.C. §794(a)).

4105 ILCS 5/14-13. 01(a-5)—amended—by-P-A-s-100-443-and-100-863. There is no requirement that a student be absent
from school for aminimum number of days before he or she qualifies for home or hospital instruction. 105 ILCS 5/14-13.01(a).
The statute—amended-by-R-A-100-443; allows schools to begin home or hospital instruction upon receipt of a written statement
from a physician, physician assistant, or advanced practice registered nurse but requires it to begin no later than five school
days after receipt of the written statement.

Both 23 11l.Admin.Code §8226.300(g) and 1.520(f) require home or hospital instructors to meet the requirements listed

in 23 IllLAdmin.Code 81.610, i.e., proper licensure as required by Section21B-15-0fthe-School-Cade{105 ILCS 5/21B-15).
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related services for a student receiving special education services will be determined by the student’s
individualized education program.

A student who is unable to attend school because of pregnancy will be provided home instruction,
correspondence courses, or other courses of instruction (1) before the birth of the child when the
student’s physician, physician assistant, or advanced practice registered nurse indicates, in writing, that
she is medically unable to attend regular classroom instruction, and (2) for up to three months after the
child’s birth or a miscarriage. °

Periodic conferences will be held between appropriate school personnel, parent(s)/guardian(s), and
hospital staff to coordinate course work and facilitate a student’s return to school.

LEGAL REF.: 105 ILCS 5/10-19.05(e), 5/10-22.6a, 5/14-13.01, and 5/18-4.5.
23 lll.LAdmin.Code §81.520, 1.610, and 226.300.

CROSS REF.: 6:120 (Education of Children with Disabilities), 7:10 (Equal Educational
Opportunity), 7:280 (Communicable.and Chronic Infectious Disease)

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

5 105 ILCS 5/10-22. Ba—amended-by-P-A-100-443. Number (2) does not require a written statement from a physician,
physician assistant, or advanced practice registered nurse.
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Instruction

Library Media Program 1

The Superintendent or designee shall manage the District’s library media program to comply with (1)
State law and Ill. State Board of Education (ISBE) rule and (2) the following standards:

1. The program includes an organized collection of resourcesavailable to students and staff to

supplement classroom instruction, foster reading for pleasure, enhance information literacy,

and support research, as appropriate to students of all abilities in the grade levels served.

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

1 State law and ISBE rule controls some aspects of this policy’s content.however—dDistricts are-nrot-required-to-adopt

} } in-itthat want to be eligible for the State school library grant funding must adopt
Standard #5 or its alternative (see the next paragraph, below); otherwise 10 policy is required. 75 ILCS 10/8.7, added by P.A.
103-100. Standards #1-4 restate requirements in 23 11 Admin.Code §1.420(0). Standard #2 implements the rule’s requirement
that each “district’s annual budget shall include an identifiable allocation for resources and supplies for the program.”
However, the rule allows a unit district serving fewer than 400 students or an elementary or high school district serving fewer
than 200 students to forego the allocation requirement; thus, they may use the following alternative to standard #2: “Resources
are sufficient to meet students’ needs.”

hle_fo ate libra n ibra / 0/8 3

- —~Regarding Standard #5, 4in order to be eligible for a School Library Grant, a district must also be a member in
good standing of a regional multitype library system (e.g:ylllinois Heartland Library System or Reaching Across lllinois
Library System) or have applied for membership and been approved for membership in such a system within specific
timeframes. 23 Ill.Admin.Code §3035.120. The American Library Association’s (ALA) Library Bill of Rights (available at
https://www.ala.org/advocacy/intfreedom/librarybill) ‘includes the following:

1. Books and other library resources should be provided for the interest, information, and enlightenment of all
people of the community the library serves. Materials should not be excluded because of the origin,
background, or views,of those contributing to their creation.

2. Libraries should provide materials and information presenting all points of view on current and historical issues.
Materials should not be proscribed or removed because of partisan or doctrinal disapproval.

3. Libraries should challenge  censorship in the fulfillment of their responsibility to provide information and
enlightenment.

4. Libraries should cooperate with all persons and groups concerned with resisting abridgment of free expression
and free access to ideas.

5. Aperson’s right to‘use a library should not be denied or abridged because of origin, age, background, or views.

6. Libraries which make exhibit spaces and meeting rooms available to the public they serve should make such
facilities available on an equitable basis, regardless of the beliefs or affiliations of individuals or groups
requesting their use.

7. All people, regardless of origin, age, background, or views, possess a right to privacy and confidentiality in
their library use.

8. Libraries should advocate for, educate about, and protect people’s privacy, safeguarding all library use data,
including personally identifiable information.

If the board prefers the alternative language permitted by 75 ILCS 10/8.7, added by P.A. 103-100—ef£—2-1-24, for
Standard #5, substitute with the following:

The practice of banning books or other materials within the District's library media program is prohibited.

If a board adopts the alternative language for Standard #5, the district must also implement administrative procedure
6:230-AP, Responding to Complaints About Library Media Resources, using the alternative lanquage in its f/n 1. A district
that utilizes the alternative language and is applying for a State School Library Grant should submit policy 6:230, Library
Media Program, and administrative procedure 6:230-AP, Responding to Complaints About Library Media Resources to the
II. State Library as part of the eligibility certification for the grant.

Standards #6 and #7 may be customized or deleted, and other standards may be added.
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2. Financial resources for the program’s resources and supplies are allocated to meet students’
needs.

Students in all grades served have equitable access to library media resources.

The advice of an individual who is qualified according to ISBE rule is sought regarding the
overall direction of the program, including the selection and organization of materials,
provision of instruction in information and technology literacy, and structuring the work of
library paraprofessionals.

5. The program adheres to the principles of the American Library Association's Library Bill of
Rights, which indicate that materials should not be proscribed or removed because of partisan
or doctrinal disapproval.

Staff members are invited to recommend additions to the collection.

Students may freely select resource center materials as well as receive guided selection of
materials appropriate to specific, planned learning experiences.

Parents/guardians, employees, and community members who believe that library media program
resources violate rights guaranteed by any law or Board policy may file a complaint using Board policy
2:260, Uniform Grievance Procedure. 2

Pow

~No

The Superintendent or designee shall establish criteria.consistent with this policy for the review of
objections. Parents/guardians, employees, and community members with suggestions or complaints
about library media program resources may complete a Library Media Resource Objection Form. The
Superintendent or designee shall inform the parent/guardian, employee, or community member, as
applicable, of the District’s decision. 3

LEGAL REF.: 75 ILCS 10/8.7.
23 1ll.Admin.Code §1.420(0).

CROSS REF.: 2:260 (Uniform Grievance Procedure), 6:60 (Curriculum Content), 6:170 (Title 1
Programs), 6:240 (Instructional Materials), 6:260 (Complaints About Curriculum,
Instructional Materials, and Programs)

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

2 Limiting the scope of complainants in this policy to parents/guardians, employees, and community members aligns
with sample policy 2:260, Uniform Grievance Procedure.

3 The issue of school library book removals is an unsettled area of law that is often litigated; consult the board attorney
for advice regarding challenges to school library books or other library resources. In the only U.S. Supreme Court case to
address this issue, Island Trees Union Free Sch. Dist. No. 26 v. Pico, 457 U.S. 853 (1982), the Court issued a plurality (nota
majority) opinion finding a board could not remove books it had characterized as "anti-American, anti-Christian, anti-Semitic,
and just plain filthy," if the removal was motivated by partisan or political reasons; to do so would violate students'
Constitutional right to receive information and ideas. Four dissenting justices, however, disagreed that students have a right
to receive information and ideas under the First Amendment and would have deferred to the judgment of the local school
board.
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Students

Vandalism 1

The School Board will seek restitution from students and their parents/guardians for vandalism or other
student acts that cause damage to school property. 2

LEGAL REF.: 740 ILCS 115/, Parental Responsibility Law.

CROSS REF.: 7:130 (Student Rights and Responsibilities), 7:190 (Student Behavior)

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 The Parental Responsibility Law makes parents/guardians of unemancipated minors who are 11 through 18 years of
age liable for actual damages. Parents/guardians may be liable up to $20,000 for the first act or occurrence of a willful or
malicious act. If a pattern or practice of willful or malicious acts by a minor is found by a court to exist for another separate
act or occurrence, parents/guardians may be liable up to $30,000. 740 ILCS 115/5.

7:170 Page 1 of 1
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Creating and Sustaining Healthy Environments

September 5, 2024

FOIA Officer

Diamond Lake School District #76
500 Acorn Lane

Mundelein, IL 60060-4099

Dear FOIA Officer:

This letter is a request for the Freedom of Information Act.

My name is Ta Shaunda Shumpert. | am the Director of Business Development for RIB Properties, Inc.
In an effort to keep a pulse on the changes occurring within the market where my company operates, |
am requesting updated information concerning your custodial services contract. | am requesting a copy
of the most recently entered into contract for custodial/janitorial services for the Diamond Lake School

District #76. The information will be used for commercial purposes.

Please send the information to me via e-mail at tashaunda@rib-properties.com, or standard mail to:

TaShaunda Shumpert
R.J.B. Properties, Inc.
3357 S. Justine Street
Chicago, IL 60608

Thank you in advance for your cooperation in this matter. Should you have any questions or comments,
please do not hesitate to contact me at 312.898.4265.
Respectfully,

Ta Shaunda L. Shumpert
Director, Business Development

W: www.rjb-properties.com A: 3357 S Justine St, Chicago, IL 60608 P: (312) 931-5000



Diamond Lake
School District 76

Embrace Empower Excel Each Child Each Day

October 4th, 2024
Via Email ONLY

TaShaunda Shumpert

R.J.B. Properties, Inc.

3357 S. Justine Street

Chicago, IL 60608

E-mail: tashaunda@rib-properties.com

RE: RESPONSE TO FOIA REQUEST
Hello,

Thank you for writing Diamond Lake School District 76 with your request for information Pursuant
with 5ILCS140/1 et seq,. This email responds to your Freedom of information Act (FOIA) request
received by our office September 27th, 2024 for:

1. A copy of the most recently entered into contract for custodial/janitorial services for the Diamond
Lake School District #76.

The information requested has been attached to the email. With this response, the District is in
compliance with its obligation under FOIA. If you have any questions, please direct them to my attention.

Sincerely,

Fram oS

Bhavna Sharma-Lewis, Ph.D.
Superintendent




DIAMOND LAKE SCHOOL DISTRICT #76

CUSTODIAL SERVICES TO BE PERFORMED AT WEST OAK AND DIAMOND LAKE

Made By:

Company Name: GSF USA, INC.

Bidder Name and Kurt Kuempel, Vice President

Title:
Address: 2200 E. Devon Ave., Suite 283, Des Plaines, 1L 60018
Phone Number: ( 847 ) 913-0085 Date of

Bid: 4/2712022

1. The Board of Education of Diamond Lake School District #76, Mundelein, IL, reserves the right to
reject any or all bids and to waive any informalities in the bid process.
2. Having carefully examined all bid documents, as well as the proposed program, the undersigned

hereby proposes to furnish all equipment and services set forth by the specifications, notice to
bidders, general conditions and form of proposal herein referred to and described.

3. The contractor/vendor certifies that the contractor is not barred from bidding on the contract as a
result of a conviction for either bid rigging or bid rotating under Article 33E of the Criminal Code
of 1961.

GSF USA, INC.

Company Name

Signature of Bidder
Kurt Kuempel

Name of Bidder (Please Print)
Vice President

Title




DIAMOND LAKE SCHOOL DISTRICT #76

BID PROPOSAL FORM
July 1, 2022 — June 30, 2023
Description Annual Cost Annual Cost Annual Cost
School Costs Day Porters Night Custodians Total per Location
WEST OAK CAMPUS
$85,599.02 $123,479.04 $209,078.06
DIAMOND LAKE
$42,799.51 $97,257.61 $140,057.11
TOTALS $349,135.17
$349,135.17

TOTAL BID PRICE FOR FIRST YEAR §

Additional overtime will be billed at an over-time rate of § $32.60

Amount to be deducted from total contract amount if contracted custodial staff does not work over the winter
holiday break: §_$6,791.90

Amount to be deducted from total contract amount if contracted custodial staff does not work over the spring
holiday break: $_ $4,244.94

Cost to provide scrubbinf/buﬂing of all corridor, cafeteria and bathroom floors during either spring or winter
break (5 days) §__$%244.94

If during the contract, the State of Illinois Minimum Wage exceeds the minimum rate listed, the contractor shall pay the employees the
minimum wage as required by law. If a category falls within applicable Prevailing Wage requirements and exceeds the minimum rate
listed above, the contractor shall pay the employees the wage as required by law.

4



July 1, 2023 — June 30, 2024

Description Annual Cost Annual Cost Annual Cost

School Costs Day Porters Night Custodians Total per Location
EST

DIAMOND LAKE $44,297.66 $100,655.12 $144,952.78

TOTALS $361,349.37

TOTAL BID PRICE FOR SECOND YEAR ~ §_ 361,349:37

$33.74
Additional overtime will be billed at an over-time rate of $

Amount to be deducted from total contract amount if contracted custodial staff does not work over the winter
holiday break: $ $7,029.43

Amount to be deducted from total contract amount if contracted custodial staff does not work over the spring
holiday break: $ $4,393.39

Cost to provide scrubbiré%/bufﬁng of all corridor, cafeteria and bathroom floors during either spring or winter
break (5 days) §_ 95595-39

If during the contract, the State of Illinois Minimum Wage exceeds the minimum rate listed, the contractor shall pay the employees the
minimum wage as required by law. If a category falls within applicable Prevailing Wage requirements and exceeds the minimum rate
listed above, the contractor shall pay the employees the wage as required by law.



July 1, 2024 — June 30, 2025

Description Annual Cost Annual Cost Annual Cost

School Costs Day Porters Night Custodians Total per Location

WEST OAK $91,711.39 $132,296.31 $224,007.69

DIAMOND LAKE $45,855.69 $104,169.73 $150,025.42

TOTALS $374,033.11
$374,033.11

TOTAL BID PRICE FOR THIRD YEAR §

Additional overtime will be billed at an over-time rate of $ §34.93

Amount to be deducted from total contract amount if contracted custodial staff does not work over the winter
holiday break: §_ $7,275.88

Amount to be deducted from total contract amount if contracted custodial staff does not work over the spring
holiday break: $ $4,547.42

Cost to provide scrubbing/buffing of all corridor, cafeteria and bathroom floors during either spring or winter
break (5 days) $




If during the contract, the State of Illinois Minimum Wage exceeds the minimum rate listed, the contractor shall pay the employees the
minimum wage as required by law. If a category falls within applicable Prevailing Wage requirements and exceeds the minimum rate
listed above, the contractor shall pay the employees the wage as required by law.



SPECIAL EDUCATION DISTRICT OF LAKE COUNTY
18160 W Gages Lake Road, Gages Lake, lllinois 60030-1819
847-548-8470 Fax 847-548-8472 VP 224-207-8476
www.sedol.us

Judy Hackett, Ed.D.
Tim Thomas, Ed.D.
Co-Interim Superintendents

Executive Board Meeting Summary
Thursday, September 19, 2024

PLEDGE AND AGENDA
Following the Call to Order/Roll Call and Pledge of Allegiance by President Lind, the Board accepted the
agenda.

CONSENT AGENDA

Minutes and financial matters were approved along with the following personnel items:
~ Request for Contracts for 6 educational support personnel (ESP) and 0 licensed staff
~ Resignations/retirements by 5 ESP and 2 licensed staff

~ 2 Contract Staff

SPECIAL RECOGNITION

STARS Student of the Month
The Board recognized a student from Ms. Holston’s classroom at Laremont School, as the September STARS

student. This student comes to school eager to learn. He is doing an excellent job with becoming an effective
and efficient communicator as he continues to learn vocabulary and concepts on his eye gaze device.

Employee of the Month

The Board recognized Dr. Julie Sweeney-Grana, Audiologist, as September’s Employee of the Month. Julie is
truly dedicated to helping children hear. She goes above and beyond to meet the needs of students effectively
and efficiently. She is also dedicated to leading and inspiring her team to serve children, parents and fellow staff
members to the best of their abilities.

PUBLIC COMMENT
There was one person who spoke during Public Comment.

SEDOL CONTINUOUS IMPROVEMENT PLAN (CIP)
Continuous Improvement Plan
Dr. Hackett and Dr. Thomas spoke on building and implementing the SEDOL CIP to include the following:

Alignment to ELS review

Stakeholder sessions

Establishing SEDOL leadership priorities
Development of the CIP goals and objectives
Identify associated CIP dashboard indicators
Engaging member districts, staff and parents
Monthly CIP updates

Continue to refine the process


http://www.sedol.us

OLD BUSINESS

FY23 Audit Update

Dr. Johns discussed with the Board that the FY23 audit has an anticipated completion date of November or
December, 2024. The FY24 audit is scheduled to begin once the FY23 audit is complete.

FY25 Budget Amendment
Dr. Johns updated the Board on the current status of the FY25 budget review. There are discrepancies that will

cause the budget to need to be revised once the review is finalized. The final draft will be presented at the
October Executive Board meeting.

Review of SEDOL 5-Year Facilities Capital/Maintenance Plan
This plan is a working document and often results in items being moved to future years when possible due to
budgetary constraints. Projects for summer 2025 are all related to Fairhaven School, mainly the roofing project.

Assistant Superintendent of Business
The Assistant Superintendent of Business position will continue to be posted and applications reviewed. There

was agreement to seek an additional interim CSBO until SEDOL hires a permanent CSBO.

NEW BUSINESS

Snow Removal Request for Proposals

Dr. Johns informed the Board on the need to request proposals for snow removal at Fairhaven School for the
2024-25 school year due to D75/120 no longer being able to provide this service. The board approved the
request to seek proposals.

Amendment to the Architect Master Agreement
The Board approved amending the Architect Master Agreement with Graves Design Group for Summer 2025

Project work at Fairhaven School.

CLOSED SESSION

The Board entered into closed session to discuss:

1.  The placement of individual students in special education programs and other matters relating to
individual students.

2. Collective bargaining matters, collective negotiating matters between the public body and its
employees or their representatives, or deliberations concerning salary schedules for one or more
classes of employees.

OTHER BUSINESS

R for Non-Member District P

Crystal Lake District 46 requested placement for one student in the SEDOL LASSO Program. The Board did not
approve this request.

COMMITTEE REPORTS
There were no Committee Reports

INFORMATIONAL

SEDOL Foundation

Ann Subry, SEDOL Foundation, shared the success of the recent Golf Invitational and the Making Strides for
Special Kids 5K. She also shared that the November 9™, “One Special Night” event, will benefit the Laremont
MOVE Model site implementation.




The Foundation has also received a $10,000 grant which will benefit the vocational department and another
$10,000 grant that will go towards the backpack program.

Future Foundation Events:
One Special Night- November 9
Ping Pong for the Kids- February 2
Laremont Trivia Night- March 15
Dinner Dance- April 26
Pucks for Autism- June 20-22

EXECUTIVE BOARD MEMBER COMMENTS
The Board thanked Dr. Johns for his presentation and transparency with the budget and also thanked Dr.
Hackett and Dr. Thomas for their team leadership approach to working with SEDOL administration and staff.

AD RNMENT
With no other items to discuss, the meeting was adjourned.
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2024-25 Budget Approved

The Board of Education officially adopted the 2024-25
budget at their September 10th meeting. Please click HERE to
view the budget presentation. The fiscal year planning
shows a slight operating deficit. Fund Balances remain at
financially healthy levels and the District is committed to
closely monitoring all spending throughout the year. Besides
salaries, primary expenditures this year will focus on
continued facility work such as a building automation
system replacement at WOC, science/STEAM room
renovations at WOC, and new curriculum adoptions.

()  INSTRUCTION &PERSONNEL




Students in grades K-8 have recently finished taking the STAR Assessment of
Readiness in reading, math, and in Spanish reading for those in our Dual
Language Program. This assessment, which is given three times a year, helps
teachers identify strengths and areas of need in order to inform their classroom
instruction. The STAR assessment is also used to identify students who can use
more individualized support, enrichment and intervention in reading, math
and/or Spanish. Scores were sent home electronically to families on Friday,
9.20. If you have any questions about your student’s placement or the support
each school offers, please do not hesitate to contact your child’s principal.

For the 24-25 school year, all three schools are using a Standards-Based
Report Card (SBRC). Standards-based grading is the practice of measuring
student proficiency against defined standards and learning targets. Because
standards-based grading closely ties academic performance to learning
standards, it allows for a more accurate and specific report of student
academic performance. D76 uses a scale of 1-4, with a level 3 being proficient
in each skill. If families would like more information for each standard that is
assessed, the Proficiency Scale for each standard is available on the D76
website.

This year is the first year that West Oak Middle School is using a SBRC. The
middle school will also be averaging the standards assessed and converting
those scores to a letter grade, which will be updated at progress-reports and
on the report card. Friday, 9.27, is the first progress-report of the year. Families
will be able to see students’ progress on standards. The letter grade will be
added at the end of the Trimester. For more information, please visit the Report
Card webpage.
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Positive Behavior Interventions and Supports (PBIS) is a framework
designed to promote positive behavior and create a safe and
supportive learning environment for all students. Our district PBIS
team has been meeting regularly to discuss the effectiveness of
our current strategies and identify areas for improvement. As we
continue to promote positive behavior and create a safe and
supportive learning environment for all students we’re also taking
steps to reinforce our teaching expectations. We've implemented
a system to recognize students who demonstrate positive
behavior. We encourage parents and guardians to be active
partners in our PBIS efforts. Please don’t hesitate to reach out to
your child’'s teacher or principal if you have any questions or
concerns. By working together, we can create a positive and
nurturing learning environment where students feel safe,
supported, and motivated to succeed.

©)  TecHNOLOGY & comMUNICATIONS



This year, D76 is excited to implement School Ai, a cutting-edge
personalized learning platform designed to enhance student
learning across multiple subjects. School Ai utilizes advanced
artificial intelligence to tailor educational experiences to each
student’s unique needs, abilities and learning pace. By analyzing
performance data and providing customized lessons, it ensures
that students receive the support they need to thrive in areas
where they may struggle, while also offering enrichment
opportunities in subjects where they demonstrate strength. This
personalized approach not only boosts academic achievement
but also increases student engagement by making learning more
interactive, relevant, and aligned with individual interests. With
School Ai, students are empowered to take control of their
learning journey, fostering independence and a deeper
connection to the content they study.
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UPCOMING EVENTS

e October 3,2024: Rosh Hashanah (No School)
e October 4, 2024: Non Attendance Day



e October 7,2024: Late Start for Students

e October 8, 2024: Board of Education Meeting

e October 14, 2024: Indigenous Peoples Day (No School)
e October 22, 2024: Board of Education Meeting

e October 24, 2024: 4th Grade Concert

e October 31, 2024: Early Release/Teacher Institute Day
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realizamos una distribucion de Gtiles escolares, asegurdindonos de que cada estudiante estuviera bien equipado para el nuevo afo
escolar.

Para entender mejor las necesidades de nuestras familias y ofrecer un apoyo mds personalizado, enviamos recientemente la
Encuesta de Necesidades Estudiantiles. Animamos a todas las familias a completar esta encuesta, ya que nos ayudaré a identificar
dreas donde podamos brindar mds asistencia y recursos. Tu opinidn es invaluable para asegurarnos de que cada estudiante tenga
las herramientas necesarias para tener éxito.

Si ta o alguien que conoces necesita ayuda o apoyo, no dudes en comunicarte con nosotros. Puedes contactarme directamente
por correo electronico a scalderon@dist76.org o por teléfono al 847-388-2598. Ademds, te animamos a que tomes un momento
para completar nuestra encuesta, ya que tus comentarios nos ayudan a entender mejor y atender las necesidades especificas de
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A través de la introduccién de las Comunidades de Aprendizaje Profesional (PLC, por sus siglas en inglés), el personal de todo el
distrito se involucré en este nuevo modelo para realizar reuniones de equipo. El objetivo principal de las PLC es aumentar el
crecimiento académico a través del establecimiento de metas, el monitoreo continuo del progreso y una vision compartida del
éxito. Las conversaciones estructuradas, con propésito y centradas en los estudiantes son guiadas por lideres de equipo de nivel
de grado o departamento, coaches instruccionales y administradores para determinar los procesos necesarios para motivar a
los estudiantes, diferenciar la ensefianza y construir asociaciones con las familias. El modelo de PLC establece una préactica entre
equipos para mejorar tanto las practicas de ensefianza como los resultados estudiantiles, explorando mltiples puntos de datos
y tomando decisiones colaborativas basadas en datos para satisfacer las necesidades de los estudiantes y desafiar
adecuadamente su aprendizaje.

Los puntajes de la prueba STAR de otofio fueron enviados por correo electrénico a las familias para mostrar el rendimiento de su
hijo dentro del ciclo de pruebas de referencia de otofio. Estos puntajes iniciales nos brindan la oportunidad de establecer metas
con los estudiantes y asegurarnos de que estamos ajustando nuestras ensenanzas, lecciones y prdcticas para satisfacer las
necesidades de nuestros estudiantes y fomentar una mentalidad de crecimiento. Los estudiantes volverén a tomar las pruebas
STAR en diciembre para establecer nuestro punto de referencia de invierno. Esto nos proporcionaré datos para comparar con los
puntajes de referencia de otofio y medir cudnto crecimiento académico han logrado nuestros estudiantes. Los puntajes de
referencia de otofio son una excelente herramienta para usar como datos informativos que pueden ayudar a establecer rutinas y
prdacticas académicas en casa. El apoyo académico adicional en el hogar puede tener un impacto significativo en el rendimiento
y crecimiento de los estudiantes. Si tienes alguna pregunta sobre el informe de puntajes STAR de tu hijo, por favor comunicate
con el director de su escuela.




Presupuesto 2024-25 Aprobado

La Junta de Educacion adoptd oficialmente el presupuesto 2024-25
en su reunién del 10 de septiembre. Haz clic AQUI para ver la
presentacion del presupuesto. La planificacion del afo fiscal muestra
un pequeno déficit operativo. Los saldos de los fondos se mantienen
en niveles financieramente saludables, y el Distrito estd
comprometido a monitorear de cerca todos los gastos a lo largo del
ano. Ademads de los salarios, los principales gastos de este ano se
enfocardn en continuar con trabajos en las instalaciones, como la
sustitucién del sistema de automatizacion del edificio en WOC,
renovaciones en los salones de ciencias/STEAM en WOC, y la
adopcidn de nuevos curriculos.

SN




Los estudiantes de los grados K-8 acaban de terminar la evaluacién STAR de
preparacion en lectura, matematicas, y lectura en espanol para los que estan en
nuestro Programa de Lenguaje Dual. Esta evaluacién, que se realiza tres veces al
ano, ayuda a los maestros a identificar fortalezas y dreas que necesitan mejorar,
para asi guiar mejor la instrucciéon en el aula. También se usa para identificar a los
estudiantes que pueden beneficiarse de un apoyo mds individualizado,
enriquecimiento e intervencién en lectura, matematicas y/o espafiol. Los
resultados se enviaron electrénicamente a las familias el viernes 20 de septiembre.
Si tienes alguna pregunta sobre la colocacidn de tu estudiante o el apoyo que
ofrece cada escuela, no dudes en contactar al director de la escuela de tu hijo.

Para el afo escolar 24-25, las tres escuelas estdn utilizando un Boletin de
Calificaciones Basado en Estdndares (SBRC). Este tipo de calificacién mide la
competencia del estudiante en relacién con estdndares y objetivos de aprendizaje
definidos. Dado que este sistema vincula de manera mas directa el rendimiento
académico con los estdndares de aprendizaje, permite un informe mas preciso y
especifico del rendimiento académico de los estudiantes. El D76 utiliza una escala
del 1 al 4, donde un nivel 3 significa que el estudiante es competente en una
habilidad. Si las familias desean mas informacién sobre cada estdndar que se
evaldg, la Escala de Competencia para cada estdndar estd disponible en el sitio
web del D76.

Este afno es el primer afio que la Escuela Intermedia West Oak estd usando el SBRC.
La escuela intermedia también promediara los estdndares evaluados y convertird
esos puntajes en una calificacion con letra, que se actualizard en los reportes de
progreso y en el boletin de calificaciones. El viernes 27 de septiembre es el primer
reporte de progreso del ano. Las familias podran ver el progreso de los estudiantes
en los estadndares. La calificacion con letra se anadira al final del trimestre. Para
mas informacion, visita la pdgina web del Boletin de Calificaciones.
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Las Intervenciones y Apoyos de Conducta Positiva (PBIS, por sus siglas
en inglés) son un marco disefiado para promover el comportamiento
positivo y crear un ambiente de aprendizaje seguro y de apoyo pard
todos los estudiantes. Nuestro equipo distrital de PBIS se ha estado
reuniendo regularmente para discutir la efectividad de nuestras
estrategias actuales e identificar dreas de mejora. A medida que
continuamos promoviendo el comportamiento positivo y creando un
ambiente de aprendizaje seguro y de apoyo para todos los
estudiantes, también estamos tomando medidas para reforzar
nuestras expectativas de ensefilanza. Hemos implementado un
sistema para reconocer a los estudiantes que demuestran un
comportamiento positivo. Animamos a los padres y tutores a ser
socios activos en nuestros esfuerzos de PBIS. No dudes en
comunicarte con el maestro o el director de tu hijo si tienes alguna
pregunta o inquietud. Trabajando juntos, podemos crear un ambiente
de aprendizaje positivo y enriquecedor donde los estudiantes se
sientan seguros, apoyados y motivados para tener éxito.
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Este afo, el Distrito 76 estd emocionado de implementar School Ai,
una plataforma de aprendizaje personalizado de vanguardia
disefiada para mejorar el aprendizaje de los estudiantes en multiples
materias. School Ai utiliza inteligencia artificial avanzada para
adaptar las experiencias educativas a las necesidades, habilidades y
ritrno de aprendizaje Unico de cada estudiante. Al analizar los datos
de rendimiento y proporcionar lecciones personalizadads, se asegurad
de que los estudiantes reciban el apoyo necesario en las dreas donde
puedan tener dificultades, al mismo tiempo que ofrece oportunidades
de enriguecimiento en las materias donde demuestran fortaleza. Este
enfoque personalizado no solo impulsa el logro académico, sino que
también aumenta el compromiso de los estudiantes al hacer que el
aprendizaje sea mas interactivo, relevante y alineado con los
intereses individuales. Con School Aj, los estudiantes tienen la
oportunidad de tomar el control de su proceso de aprendizaje,
fomentando la independencia y una conexidn mas profunda con los
contenidos que estudian.
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