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Richland County Community Unit School District No.1
Board of Education

Regular Meeting
Thursday, January 21, 2021
Richland County Middle School Cafeteria
1099 N. Van St.
Olney, IL 62450
7:00 PM
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* 3.40 Superintendent
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*5.30 Hiring Process and Criteria
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* 6.20 School Year Calendar and Day
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* 6.280 Grading & Promotion

* 6.300 Graduation Requirements
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B. To Discuss Matters of Negotiation
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I. Call to Order and Pledge of Allegiance — The meeting was called to order at the hour of 7:00
p.m. by Mr. Jeff Wilson, President of the Board of Education. The meeting was open to the
public via live stream at http://www.rccu.net/live. The meeting opened with the Pledge of
Allegiance.

I1. Roll Call

Dennis Anderson: Present (via Zoom meeting)

Kelsie Barnes: Present (via Zoom meeting)
Cindy Lockley: Present

Steve Marrs: Present

Leon Redman: Present

Doug Schneider:  Present

Jeff Wilson: Present

Present: 7.

I11. Recognition and Comments from Employees and Public

I1I.A. RCHS Custodian Norm Henderson addressed the board with concerns he has about
opening the high school for students to return on December 21, 2020. He stated that
none of the areas in the building have been waxed with the required three coats for
new tile and that he is concerned that traffic could damage the floor.

IV. Consent Agenda
Motion to approve the consent agenda as presented. This motion, made by Doug Schneider
and seconded by Cindy Lockley, Passed.
Dennis Anderson: Yea, Kelsie Barnes: Yea, Cindy Lockley: Yea, Steve Marrs: Yea, Leon
Redman: Yea, Doug Schneider: Yea, Jeff Wilson: Yea
Yea: 7, Nay: 0

IV.A. * Minutes of Previous Meetings — The regular and closed minutes of the regular
meeting held on November 17, 2020 were approved.

IV.B. * Closed Minutes

IV.B.1. * Approve Destruction of Audio Recordings of June 20, 2019 — The destruction of
the closed session audio recording of the regular meeting of June 20, 2019 that was
opened to the public on December 19, 2019 was approved.

IV.B.2. * Perusal of Closed Session Minutes — The board approved closed minutes of
January 16, 2020, February 20, 2020, March 12, 2020, March 19, 2020, April 16,
2020, April 30, 2020, May 21, 2020, and June 18, 2020 to be opened to the public.

IV.C. * Communication

IV.C.1. * Thank You from Kay Ann Fairless for the cardinal memorial ornament sent
following the death of her mother.


http://www.rccu.net/live
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IV.C.2. * Thank You from Larry Brian for the memorial stone sent following the death of
his mother.

IV.D. * November FOIA Log — No FOIA requests were received in the month of November
IV.E. * Building & Athletic Reports

IV.E.1. *RCES

IV.E.2. * RCMS

IV.E.3. * RCHS

IV.E.4. * Special Education

IV.F. * Policies for First Consideration — The following policies were reviewed for first
consideration. Document Registry 20-12-01

IV.F.1. *3.40 Superintendent

IV.F.2. *4.10 Fiscal and Business Management

IV.F.3. *4.55 Use of Credit and Procurement Cards

IV.F.4. *4.80 Accounting and Audits

IV.F.5. *4.90 Student Activity and Fiduciary Funds

IV.F.6. *4.150 Facility Management and Building Programs

IV.F.7. *4.175 Convicted Child Sex Offender; Screening; Notifications
IV.F.8. * 5.30 Hiring Process and Criteria

IV.F.9. *5.190 Teacher Qualifications

IV.F.10. *5.270 Employment At-Will, Compensation, and Assignment
IV.F.11. *6.15 School Accountability

IV.F.12. *6.20 School Year Calendar and Day

IV.F.13. *6.40 Curriculum Development

IV.F.14. * 6.280 Grading and Promotion

IV.F.15. * 6.300 Graduation Requirements

IV.F.16. * 6.310 High School Credit for Non-District Experiences; Course Substitutions;
Re-Entering Students

IV.F.17. * 6.315 High School Credit for Students in Grade 7 or 8
IV.F.18. * 6.320 High School Credit for Proficiency
IV.F.19. * 6.340 Student Testing and Assessment Program
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IV.F.20. * 7.100 Health, Eye, and Dental Examinations; Immunizations; and Exclusion of
Students

IV.F.21. * 7.140 Search and Seizure
IV.F.22. * 7.300 Extracurricular Athletics
IV.F.23. * 7.325 Student Fundraising Activities

V. Financial Reports
Motion to approve financial reports as presented. This motion, made by Steve Marrs and
seconded by Leon Redman, Passed.
Dennis Anderson: Yea, Kelsie Barnes: Yea, Cindy Lockley: Yea, Steve Marrs: Yea, Leon
Redman: Yea, Doug Schneider: Yea, Jeff Wilson: Yea
Yea: 7, Nay: O

V.A. Treasurer's Report — The monthly treasurer’s report was presented.
V.B. Balance Sheet — The monthly balance sheet was presented.

V.C. Approval of Bills and Payroll — The listing of current bills, in the amount of
$2,467,433.37 to date of listing, and district payroll for the month of November was
presented for payment. Payroll for personnel on regular employment status for the month
of December 2020 is the same as for the month of November 2020 with the following:

ADDITIONS: JoBeth McDonald — RCES Paraprofessional
Kimberly Ochs — RCES Paraprofessional

DELETIONS: Adria Collins — RCES Paraprofessional
CHANGES: None
V.D. All Other Financial Reports
V.D.1. Comparison of Funds - December 2019 with December 2020
V.D.2. Monthly Financial Report

V.D.3. Financial Update/Review — Mr. LeCrone reported that the state of Illinois has issued
vouchers to the school district in the amount of $812,655.15.

VI. Administrative Reports
VI.A. Superintendent's Report

VI.A.1. RCHS Renovation Update — Mr. Simpson gave an update on the high school
renovation project, presenting some updated pictures of the high school. Mr.
Simpson also announced that students will be welcomed back to the high school
building for orientation on December 21 & 22", Classes will resume in the
renovated building on January 5, 2021.

VI.A.2. Open Letter from RCCU1 Board of Education — Mr. Simpson presented an open
letter from the board of education on home-school participation.
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VI.A.3. Board Election Update & Discussion of Congressional Township/Range
Assignment — Mr. Simpson gave an update on the upcoming school board election.
Current Board Member Kelsie Barnes recently moved from 1902 Eastgate St.,
Olney, IL (congressional township 4N10E) to 905 S. Maple St., Olney, IL
(congressional township 3N10E).

VI.B. Assistant Superintendent's Report

VI.B.1. Tax Levy Presentation — Mr. LeCrone presented the 2020 Tax Levy Presentation
Document Reqistry 20-12-02

VII. Unfinished Business

VIII. New Business

VIIILA. Approve 2020 Tax Levy — Document Registry 20-12-02
Motion to approve the 2020 Tax Levy as presented with an estimated tax levy rate of
4.3392. This motion, made by Steve Marrs and seconded by Cindy Lockley, Passed.
Dennis Anderson: Yea, Kelsie Barnes: Yea, Cindy Lockley: Yea, Steve Marrs: Yea, Leon
Redman: Yea, Doug Schneider: Yea, Jeff Wilson: Yea
Yea: 7, Nay: 0

VII1.B. Approve FY21 Risk Management Plan — Document Reqistry 20-12-03
Motion to approve the 2021-22 Risk Management Plan as presented. This motion, made
by Doug Schneider and seconded by Leon Redman, Passed.
Dennis Anderson: Yea, Kelsie Barnes: Yea, Cindy Lockley: Yea, Steve Marrs: Yea, Leon
Redman: Yea, Doug Schneider: Yea, Jeff Wilson: Yea
Yea: 7, Nay: O

VIII.C. Approve Fuel Bid — Document Registry 20-12-04
Motion to award fuel bids for 2021 to Wabash Valley Service Company at the firm price
of $2.23° per contracted gallon of diesel and $1.93° per contracted gallon of gasoline.
Any gasoline/diesel purchased after the contracted amount is met will be purchased at the
current open price. This motion, made by Dennis Anderson and seconded by Kelsie
Barnes, Passed.
Dennis Anderson: Yea, Kelsie Barnes: Yea, Cindy Lockley: Yea, Steve Marrs: Yea, Leon
Redman: Yea, Doug Schneider: Yea, Jeff Wilson: Yea
Yea: 7, Nay: 0

VI11.D. Approve Bus Specifications — Document Registry 20-12-05
Motion to approve the bus specifications as presented with the change to ask for bids for
diesel and gasoline for three new buses for the 2021-22 school year. This motion, made
by Leon Redman and seconded by Cindy Lockley, Passed.
Dennis Anderson: Yea, Kelsie Barnes: Yea, Cindy Lockley: Yea, Steve Marrs: Yea, Leon
Redman: Yea, Doug Schneider: Yea, Jeff Wilson: Yea
Yea: 7, Nay: 0

VIIILE. Approve Updated MOU Between RCCU1 and RCEA — Document Registry 20-12-06
Motion to approve the updated memo of understanding between RCCU1 and RCEA.
This motion, made by Steve Marrs and seconded by Doug Schneider, Passed.
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Dennis Anderson: Yea, Kelsie Barnes: Yea, Cindy Lockley: Yea, Steve Marrs: Yea, Leon
Redman: Yea, Doug Schneider: Yea, Jeff Wilson: Yea
Yea: 7, Nay: 0

IX. Enter Executive Session
Motion to enter executive session. This motion, made by Cindy Lockley and seconded by
Leon Redman, Passed.
Dennis Anderson: Yea, Kelsie Barnes: Yea, Cindy Lockley: Yea, Steve Marrs: Yea, Leon
Redman: Yea, Doug Schneider: Yea, Jeff Wilson: Yea
Yea: 7, Nay: 0

IX.A. To Consider Information Regarding Appointment, Employment, Compensation,
Discipline, Performance, or Dismissal of Individual Employees

IX.B. To Discuss Matters of Negotiation
IX.C. To Discuss Matters of Closed Session Minutes

X. Exit Executive Session
Motion to exit executive session. This motion, made by Leon Redman and seconded by
Steve Marrs, Passed.
Dennis Anderson: Yea, Kelsie Barnes: Yea, Cindy Lockley: Yea, Steve Marrs: Yea, Leon
Redman: Yea, Doug Schneider: Yea, Jeff Wilson: Yea
Yea: 7, Nay: O

XI. Leave(s) of Absence — The following family medical leaves of absence were presented as
acknowledgment by the Board.

XI.A. RCES Teacher Assistant — Amber Wibbenmeyer, beginning on or around March 26,
2021 through May 9, 2021. Ms. Wibbenmeyer will use sick/personal days and be
docked for any remaining days.

X1.B. RCES Teacher — Deven Mosbey, beginning November 10, 2020 through December 11,
2020. Ms. Mosbey will use sick/personal days to cover the family medical leave of
absence.

XII. Notification(s) of Intent to Retire — None.

XI11. Resignation(s)
Motion to approve the resignations of RCES Paraprofessional Dawn Kaericher effective
December 23, 2020 and Bus Driver Aaron Pilcher effective December 4, 2020. This
motion, made by Cindy Lockley and seconded by Doug Schneider, Passed.
Dennis Anderson: Yea, Kelsie Barnes: Yea, Cindy Lockley: Yea, Steve Marrs: Yea, Leon
Redman: Yea, Doug Schneider: Yea, Jeff Wilson: Yea
Yea: 7, Nay: 0

XIV. Employment
Motion to approve the employment of Blaize Kimmel as RCHS Teacher Assistant effective
December 21, 2020 and Lynda Eagleson as RCES Paraprofessional effective December 18,
2020. This motion, made by Leon Redman and seconded by Doug Schneider, Passed.
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Dennis Anderson: Yea, Kelsie Barnes: Yea, Cindy Lockley: Yea, Steve Marrs: Yea, Leon
Redman: Yea, Doug Schneider: Yea, Jeff Wilson: Yea
Yea: 7, Nay: 0

XIV.A. Renewal of Superintendent's Contract — Document Reqistry 20-12-07
Motion to approve the renewed contract for Superintendent Chris Simpson for three years
as presented. This motion, made by Cindy Lockley and seconded by Steve Marrs, Passed.
Dennis Anderson: Yea, Kelsie Barnes: Yea, Cindy Lockley: Yea, Steve Marrs: Yea, Leon
Redman: Yea, Doug Schneider: Yea, Jeff Wilson: Yea
Yea: 7, Nay: 0

XV. Adjournment
Motion to adjourn at 9:22 p.m. This motion, made by Leon Redman and seconded by Doug

Schneider, Passed.
Dennis Anderson: Yea, Kelsie Barnes: Yea, Cindy Lockley: Yea, Steve Marrs: Yea, Leon

Redman: Yea, Doug Schneider: Yea, Jeff Wilson: Yea

Yea: 7, Nay: 0
Approved:
President:
Secretary:




727 East Elm Street

Olney,, lllinois 62450 '

618/395-8411

info@escc.net.com

7o know Christ and
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January 13, 2021

Richland County Residents,

Eim Street Chiristian Church would like to say it was an amazing honor to host RCCU1
on our campus. The school administration communicated their needs, concerns,
and possibilities throughout this partnership. The year 2020 was full of changes,
turmoil, and questions. The school construction changes of venue, COVID-19
protocol, and transportation threw many things at everyone very quickly. Can you
imagine the stress?

The ESCC staff noticed every employee visibly working hard to be flexible. Their
conversations were full of grace and thankfulness just to be

somewhere. Custodians were always willing to go the extra mile. The secretaries
fought to keep things rolling and in order (how is that even possible with all those
changes?). We felt the heart of the teachers who were constantly looking to do
what was right for the students. Richland County is beyond blessed to have this
faculty and staff striving to do what is right. In 2020 we needed people like this!

Lastly, the high school students behaved in an incredible manner. They were polite,
thankful, and flexible as well. They respected our facility. Good job kids! We
commend you for doing so well in these challenging circumstances. Richland
County can be proud of their youth.

The staff, elders, and members of ESCC would like to say thank you to the
community, Richland County School Board, Administration, Faculty, and
Staff. Thank you for considering us. Thank you for trusting us. It truly was a
pleasure to serve. You made it a joy for us!

Sincerely,

7

7 s /
€ v §Z A

on behalf of the ESCC Elders, staff, and members



December FOIA Request Log

Date Date of
Received Sender Request Response Response
Copy of Approved Superintendent Emailed a copy of Mr. Simpson's
12/23/2020 |Louis Gassmann Contract for 2021-2024 2021-2024 contract 12/23/2020
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l RCES Building Report - January 2021

Enroliment Figures by Grade Level at the beginning of December 2020: Totals
Pre-K 35 30 18 34 29 146
Kg 33 20 22 21 21 21 21 159
1st 21 23 22 19 21 22 21 149
2nd 23 23 23 22 23 24 12 150
Pri LD/MMI 7 7
3rd 23 22 19 21 23 16 22 146
4th 20 19 24 20 19 19 121
sth 23 23 15 23 23 21 23 151
Int LD/MMI 14 14
Total 1039
SESE Classes
ECE 9
Off Site Location 9
Homebound 0
RCES/SESE Total 18
December Attendance
Percentage:
Kindergarten 88.71
1st Grade 93.89
2nd Grade 95.06
3rd Grade 94.42
4th Grade 93.64
5th Grade 94.34
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December Discipline Report:

Bus Suspension 0
In School Suspension 0
Out of School 0
Suspension

RCES News and Events:

1/4
1/5
1/11
1/18
1/22

Teacher Institute Day
Students Return
Pre-k

MLK Day - No School
Trimester 2 Midterm

12



o‘g
@Y Richland County Middle School - January 2021

Enrollment:

Discipline

Monthly Activities:

Birthdays:

6th grade ~ 139
7th grade ~ 137
8th grade ~ 132
Remote Learners |61
Offsite 12

In School
Suspensions

5 Students @ 5 1/2 days

Out of School
Suspensions

2 Students @ 4 1/2 days

January |4 No School - Teacher's Institute

January |5 First Day of Student Attendance for 2021!!
January |8 Deadline for Declaration of Remote/In Person Learning for 3rd Quarter
January |15 End of 2nd Quarter

January |18 No School - Martin Luther King Jr Birthday
January |21 RCCU 1 School Board Meeting - 7:00 PM - RCMS
January |22 STAR Window Closes for 2nd Quarter

January |25 RIF Committee Meeting

January |3 Comelia Henderson

January 19 Ashley Beard

January (21 Holly O'Brien

13




DATE

# of DAYS

Richland County Middle School 2020-2021 - 2nd Quarter

11/9/2020

Student D brought a vaping device on to school property. Students informed the administration about the device
due to Student D showing it to them. The vaping device was confiscated and parents/guardians were called.

11/16/2020

Student H refuses to follow the school dress code. He was given multiple opportunities to comply and continued
to refuse. He said, 'we could not make him. His mother was called to pick him up."

11/24/2020

Student H refused to comply with the teacher's request to work on the current assignment. He would not stop
making noises and other remarks when asked multiple times by the teacher to stop. The Assistant Principal was
called to the room. He complied for about 5 min and then refused to do anything. He then made the statement to
the Assistant Principal, if | miss this question you are gay". The Assistant Principal escorted him to the office and
called home."

12/9/2020

1.5

Student H struck another student on the face during his bus ride home on Wed, Dec 9th. This is not the first write
up for Student H for his actions on the bus.

12/11/2020

Student M tackled another student on the way in from lunch. She thought it was funny and was laughing/smiling
and bragging about it once she was in the Principal's Office. While the Assistant Principal was checking on other
students she left school property and had to be picked up by the Resource Officer.

1/14/2021

Student D was outside on the playground, where he decided to take a red ink pen and smear it all over his hand.
This led to another student commenting Student D marking all over his hands and shoes the other day in class.
Student D thought this student was making fun of him and started screaming at the other student. This went on
for a couple of minutes and came to a head on the way back in the building. Student D got up into the student's
face and started swinging his fist around. Another student thought Student D was going to hurt her friend and
stepped in between them. Student D pushed her, and an altercation started. The altercation was broken up, and a
teacher escorted Student D to the office.

14




Date of Offense

RCHS Discipline Report
2nd Term

Number of Days Suspended

Incident

12/11/20

2 Days
Suspended 12/16/20
12/18/20

Student was being verbally
aggressive with staff and
refused to follow directions.
Student was insubordinate
and used profanity toward
staff members. While trying to
argue with the teacher to let
him leave, he approached the
teacher and kicked him in the
left ankle. Student was
instructed to return to his seat
and use calming techniques.
He refused and continued to
be verbally aggressive toward
staff and non-compliant until
his mother arrived at the
school to pick him up

15
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RCHS Building Report - January 2021

Enroliment by Totals In-Person Full Remote Attendance % by
Grade Level Learning Learning Grade Level for
for previous previous month:

month:
Freshman 173 146 27 87.25
Sophomore 205 163 42 82.13
Junior 179 142 37 83.17
Senior 169 133 36 82.77
Total 726
Building Freshman | Sophomore Junior Senior Total
Discipline Report
for previous
month:
ISS 0 0 0 0 0
0SS 1 0 0 0 1
Lunch Detention 0 0 0 0 0
Detention 0 0 0 0 0
Saturday School 0 0 0 0 0

RCHS News and Events:

Date Event
1/1/2021 No School - Winter Break
1/3/2021
1/4/2021 Teacher Institute
1/15/2021 End of Second Term
1/18/2021 No School - Martin Luther King, Jr. Day
1/19/2021 Return to 5 Days/Week Instruction for In-Person Learners
1/26/2021 Second quarter report cards available in Skyward

16




1/26/2021

PSAT Testing Day
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Special Needs Board Report
January 2021

352 -Total number of students with IEPs (Individual Education Plans)
0 -Total number of students with IEPs/504’s attending Optional Education
0- Total number of students with IEPs attending Safe School
2 — Homebound Student due to medical issues (1 which are Special Ed/504)
42 - Number of students with IEPs attending SESE classrooms or out of district
SESE MSI | & Il — North Clay Elementary (3)
SESE MSI IV - North Clay Junior/High (2)
SESE MSI IV — Richland County High (3)
SESE ECE - Richland County Elementary (9)
SESE ED | & Il — Clay City Elementary (0)
SESE ED Il — Clay City Junior High (4)
SESE ED Il — Oblong Elementary School (1)
SESE ED IV - Oblong High School (6)
SESE Autism 1,1l & Il — Clay City Elementary/Junior High (5)
SESE Autism 1l & IV — Clay City High School (3)
ED — Fresh Start TLC at Effingham (3)
ED — Kansas TLC at Kansas (1)
lllinois School for Visually Impaired — (1)
LakeMary Residential— (1)
50 - Total number of students with Section 504 Plans
51 - Total number of pending re-evaluations
10 - Total number of pending initial evaluations
0 - Total number of move in students (0 - Speech Only/0 - 504)
3 - Total number of students who left district (3-Speech Only/0 - 504)
32 - Total number of IEP meetings held in December

MSI — Moderate to Severely Impaired

ED — Emotional Disability
ECE - Early Childhood Education

18
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General School Administration

Superintendent 1

Duties and Authority

The Superintendent is the District’s executive officer and is responsible for the
administration and management of the District schools in accordance with School Board
policies and directives, and State and federal law. District management duties include,
without limitation, preparing, submitting, publishing, and posting reports and notifications
as required by State and federal law.2 The Superintendent is authorized to develop
administrative procedures and take other action as needed to implement Board policy and
otherwise fulfill his or her responsibilities. The Superintendent may delegate to other
District staff members the exercise of any powers and the discharge of any duties imposed
upon the Superintendent by Board policies or by Board vote. The delegation of power or
duty, however, shall not relieve the Superintendent of responsibility for the action that was
delegated. 3

The Superintendent must be of good character and of unquestionable morals and integrity.
The Superintendent shall have the experience and the skills necessary to work effectively
with the Board, District employees, students, and the community. The Superintendent must
have and maintain a Professional Educator License with a superintendent endorsement
issued by the Illinois State Educator Preparation and Licensure Board. 4

1 State law controls this policy’s content. Unless the district has only one school with fewer than four teachers, the
board must employ a superintendent or a chief executive officer as allowed under specific circumstances. 105 ILCS 5/10-
21.4 amended-by-P-A-—99846. This statute assigns some specific duties to the superintendent including to: (1) make
recommendations to the board concerning the budget, building plans, the locations of sites, the selection, retention, and
dismissal of teachers and all other employees, the selection of textbooks, instructional material, and courses of study; (2)
report to the board, 1. State Board of Education (ISBE), and chief administrative official any employee named in an
abused child report; and (3) keep or cause to be kept the records and accounts as directed and required by the board, aid
in making reports required by the board, and perform such other duties as the board may delegate to him/her. 105 ILCS
5/10-16.7 requires boards to direct, through policy, the superintendent, in his or her charge of the district’s administration.

ISBE is required, subject to an annual appropriation by the General Assembly, to establish a new superintendent
mentoring program. With limited exceptions, any individual serving as a first-time superintendent in Illinois must
participate in the mentoring program for two school years. 105 ILCS 5/2-3.53b. The ISBE-selected provider will assign
a mentor to a new superintendent based on similarity of grade level or type of district, learning needs, and geographical
proximity. The mentor must not be required to evaluate the new superintendent on the basis of the mentoring relationship.

2 See 2:250-E2, Immediately Available District Public Records and Web-Posted Reports and Records, for an
annotated list of documents and reports that must be posted on the district’s website, if the district has a website. While
not comprehensive, see the IASB’s Annual School Calendar for the required reports that do not need web-posting,
available on the IASB website at: www.iash.com/pdf/schoolcal.pdf

3 This paragraph strengthens the policy’s connection to the TASB’s Foundational Principles of Effective
Governance. See www.iash.com/principles.cfm. It allows the superintendent broad delegation authority even when a
policy fails to specifically provide for delegation.

4105 ILCS 5/21B-20 and 5/21B-25 govern Professional Educator Licenses and superintendent endorsements. See
also 23 11l.Admin.Code §§25.355 (superintendent endorsement)

amended-at-42-H-Reg—8913-(endersements-on-orafter
9-1-16);25:360-(through-8-31-19), and 29.100 (lll. Professional School Leader Standards) and-29-130-(Superintendent
Standards).
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Evaluation

The Board will evaluate, at least annually, the Superintendent’s performance and
effectiveness, using standards and objectives developed by the Superintendent and Board
that are consistent with the Board’s policies and the Superintendent’s contract.®> A specific
time should be designated for a formal evaluation session with all Board members present.
The evaluation should include a discussion of professional strengths as well as performance
areas needing improvement.

The Superintendent shall annually present evidence of professional growth through
attendance at educational conferences, in-service training, or similar continuing education
pursuits. 6

Compensation and Benefits 7

The Board and the Superintendent shall enter into an employment agreement that conforms
to Board policy and State law. This contract shall govern the employment relationship
between the Board and the Superintendent. The terms of the Superintendent’s employment
agreement, when in conflict with this policy, will control.

5105 ILCS 5/10-16.7 requires a board to evaluate the superintendent. See The Superintendent Evaluation Process
at: www.iash.com/training/superintendent-evaluation-process.pdf. While greater detail may be added to this paragraph
(e.g., a timeline, self-evaluation provision, and discussion requirements), a board must be sure that the policy and the
superintendent’s contract are consistent.

6 The reporting requirements in this paragraph are optional, but school boards must “require evaluators to participate
in an in-service training on the evaluation of licensed personnel provided or approved by [ISBE] prior to undertaking any
evaluation and at least once during each license renewal cycle.” 105 ILCS 5/24A-3.

7 According to 105 ILCS 5/10-23.8, a superintendent must be employed under either: (1) a one-year contract, in
which case he or she gains and retains tenure rights; or (2) a multi-year performance-based contract, in which case he or
she waives all tenure rights but does not lose any previously acquired tenure credit with the district. A multi-year
performance-based contract must contain specific student performance and academic improvement goals and indicators;
see 3:40-E, Checklist for the Superintendent Employment Contract Negotiation Process. Residency requirements, if
desired, should be included in a superintendent’s employment contract.

The employment contract should be in writing even though the School Code does not require it to be written. Contact
the board attorney for assistance. An administrator who is not working under a written contract is presumed to have a
contract of one year’s duration. Bd. of Educ. of Schaumburg Community Consolidated School Dist. No. 54 v. TRS, 368
11.Dec. 341 (4th Dist. 2013)(interpreting 105 ILCS 5/10-23.8a). The Ill. Statute of Frauds may make it impossible to
execute an oral multi-year administrator contract or to orally extend a multi-year written contract. 740 ILCS 80/1.

The Open Meetings Act requires all Ill. Municipal Retirement Fund (IMRF) employers, which includes school
boards, to: (1) within six business days after approving a budget, web-post each employee’s total compensation package
if it exceeds $75,000 per year; and (2) at least six days before approval, web-post an employee’s total compensation
package if it is $150,000 or more. 5 ILCS 120/7.3. Conflicting opinions concern whether school districts must comply
with these posting requirements for their employees who do not participate in IMRF. Contact the board attorney for
advice.

Annually by Oct. 1, each school board must report to ISBE the base salary and benefits of the superintendent,
administrators, and teachers it employs. 105 ILCS 5/10-20.47. Before this annual reporting to ISBE, the information must
be presented at a regular school board meeting and then posted on the district’s website, if any.
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105 ILCS 5/10-16.7, 5/10-20.47, 5/10-21.4, 5/10-23.8, 5/21B-20, 5/21B-
25, 5/24-11, and 5/24A-3.
23 Ill.Admin.Code §81.310, 1.705, and 29-330 25.355.

2:20 (Powers and Duties of the School Board; Indemnification), 2:130

(Board-Superintendent Relationship), 2:240 (Board Policy
Development), 3:10 (Goals and Objectives)
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Operational Services
Fiscal and Business Management 1

The Superintendent is responsible for the School District’s fiscal and business
management.2 This responsibility includes annually preparing and presenting the District’s
statement of affairs to the School Board and publishing it before December 1 as required
by State law. 3

The Superintendent shall ensure the efficient and cost-effective operation of the District’s
business management using computers, computer software, data management,
communication systems, and electronic networks, including electronic mail, the Internet,
and security systems. Each person using the District’s electronic network shall complete
an Authorization for Access to the District’s Electronic Network. *

Budget Planning

The District’s fiscal year is from July 1 until June 30.5> The Superintendent shall present to
the Board, no later than the first regular meeting in August, a tentative budget with
appropriate explanation.8 This budget shall represent the culmination of an ongoing
process of planning for the fiscal support needed for the District’s educational program.
The District’s budget shall be entered upon the Illinois State Board of Education’s School
District Budget Form.” To the extent possible, the tentative budget shall be balanced as
defined by the State Board of Education guidelines. The Superintendent shall complete a
tentative deficit reduction plan if one is required by the State Board of Education
guidelines. 8

Preliminary Adoption Procedures

After receiving the Superintendent’s proposed budget, the Board sets the date, place, and
time for:

1 State or federal law controls this policy’s content. Article 17 of the School Code controls budgeting, tax levys,
and tax warrants.

2 Boards are authorized to hire a chief school business official. 105 ILCS 5/10-22.23a. Districts having a chief
school business official may want to replace “Superintendent” with “Chief School Business Official” throughout this
policy.

3105 ILCS 5/10-17.

4 see exhibits 6:235-AP1, E1, Student Authorization for Access to the District’s Electronic Networks, and 6:235-
AP1, E2, Authorization for Access to the District’s Electronic Networks. Use of electronic networks in the curriculum is
covered in policy 6:235, Access to Electronic Networks.

S The board sets the fiscal year (105 ILCS 5/17-1) and this sentence should reflect that local decision.

6 The board must designate a person(s) to prepare a tentative budget. 105 ILCS 5/17-1. The purpose of this policy’s
directive for the superintendent to present a tentative budget “no later than the first regular meeting in August” is to
ensure that the budget can be adopted by September 30 (see f/n 13). A board may amend this directive to give the
superintendent additional flexibility by requiring him or her to present a tentative budget “during a regular Board meeting
in August.”

7 Required by 105 ILCS 5/17-1. The budget instructions from ISBE detail when a deficit reduction plan must be
completed.

8 State law requires the budget to be balanced and, if not, a three-year deficit reduction plan must be developed. 105
ILCS 5/17-1.
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1. A public hearing on the proposed budget,® and
2. The proposed budget to be available to the public for inspection. 10

The Board Secretary shall arrange to publish a notice in a local newspaper stating the date,
place, and time of the proposed budget’s availability for public inspection and the public
hearing.11 The proposed budget shall be available for public inspection at least 30 days
before the time of the budget hearing.

At the public hearing, the proposed budget shall be reviewed, and the public shall be invited
to comment, question, or advise the Board. 12

Final Adoption Procedures

The Board adopts a budget before the end of the first quarter of each fiscal year, September
30, or by such alternative procedure as State law may define.13 To the extent possible, the
budget shall be balanced as defined by the State Board of Education; if not balanced, the
Board will adopt a deficit reduction plan to balance the District’s budget within three years
according to State Board of Education requirements. 14

The Board adopts the budget by roll call vote. The budget resolution shall be incorporated
into the meeting’s official minutes. Board members’ names voting yea and nay shall be
recorded in the minutes. 15

The Superintendent or designee shall perform each of the following:

1. Post the District’s final annual budget, itemized by receipts and expenditures, on
the District’s Internet website; notify parents/guardians that it is posted and provide
the website’s address. 16

2. File a certified copy of the budget resolution and an estimate of revenues by source
anticipated to be received in the following fiscal year, certified by the District’s

Chief Fiscal Officer, with the County Clerk within 30 days of the budget’s adoption.
17

3. Make all preparations necessary for the Board to timely file its Certificate of Tax
Levy, including preparations to comply with the Truth in Taxation Act; file the
Certificate of Tax Levy with the County Clerk on or before the last Tuesday in

9 At least one public hearing must be held before final action on the budget. 105 ILCS 5/17-1.

10 The tentative budget must be conveniently available for public inspection for at least 30 days before final action
on the budget. 105 ILCS 5/17-1.

11 105 ILCS 5/17-1 makes the board secretary responsible for this public notice at least 30 days before the hearing.
If there is no newspaper published in the district, notice must be given by posting notices in five public places. 105 ILCS
5/17-1.

12 State law does not address what transpires during the budget hearing.
13 Required by 105 ILCS 5/17-1 and 5/17-3.2.

14 Required by 105 ILCS 5/17-1. See f/n 8.

15 Required by 105 ILCS 5/10-7.

16 Required by 105 ILCS 5/17-1.2, only if the district has a website. Do not add this sentence unless the district has
a website.

17 Required by 35 ILCS 200/18-50, which refers to “appropriation and budget ordinances or resolutions.” School
districts adopt budgets by board resolution. The budget serves as the district’s appropriation.
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December. The Certificate lists the amount of property tax money to be provided
for the various funds in the budget.

4. Submit the annual budget, a deficit reduction plan if one is required by State Board
of Education guidelines, and other financial information to the State Board of
Education according to its requirements. 18

Any amendments to the budget or Certificate of Tax Levy shall be made as provided in the
School Code and Truth in Taxation Act. 19
Budget Amendments

The Board may amend the budget by the same procedure as provided for in the original
adoption. 20

Implementation

The Superintendent or designee shall implement the District’s budget and provide the
Board with a monthly financial report that includes all deficit fund balances. The amount
budgeted as the expenditure in each fund is the maximum amount that may be expended
for that category, except when a transfer of funds is authorized by the Board.

The Board shall act on all interfund loans2?, interfund transfers22, transfers within funds23,
and transfers from the working cash fund or abatements of it, if one exists. 24

18 Required by 105 ILCS 5/17-1.
19105 ILCS 5/17-11 and 35 ILCS 200/18-55 et seq.
20 105 1LCS 5/17-1; 23 HlI.Admin.Code Part 100.

21105 ILCS 5/10-22.33, 5/20-4, 5/20-5, 5/20-8, and 5/20-10 and 23 11l.Admin.Code §100.50. If the district loans
money from the working cash fund to another fund, Section 5/20-10 requires the district to maintain a credit to the
working cash fund (meaning that borrowing fund must repay the working cash fund).

22 105 ILCS 5/17-2A contains the requirements for a permanent transfer. P.A—s-99-713-and-100-465 101-643
extended the time period during which a district may transfer money from specified funds for any purpose through June
30, 2021 to-Juhy-1.-2020.

23 Transfers between the various items in any fund may not exceed in the aggregate ten percent of the total of such
fund as set forth in the budget. If the aggregate exceeds tenpercent 10%, the board must amend the budget. 105 ILCS
5/17-1.

24 The purpose of the working cash fund is to enable the school district “to have in its treasury at all times sufficient
money to meet demands for expenses.” 105 ILCS 5/20-1. School officials, including board members, are liable “for any
sum that may be unlawfully diverted from the working cash fund ... .” 105 ILCS 5/20-6.

105 ILCS 5/20-10 codified a long-held practice and understanding of Ill. school districts. A district may abate
(reduce the funds) money from the working cash fund at any time and transfer it to any district fund or funds most in
need of the money, provided that the district maintains an amount to the credit of the working cash fund. This was a
legislative overturn of a case concluding that any permanent transfer, including abatements, of the working cash fund
should be transferred only to the education fund. See G.I.S. Venture v. Novak, 388 Ill.App.3d 184 (2nd Dist. 2009);
G.1.S. Venture v. Novak, 385 Ill.Dec. 430 (2nd Dist. 2014). Abolishments (deplete all funds) of the working cash fund
must still be transferred to the education fund only.
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LEGAL REF.: 35 ILCS 200/18-55 et seq.
105 ILCS 5/10-17, 5/10-22.33, 5/17-1, 5/17-1.2, 5/17-2A, 5/17-3.2, 5/17-11,
5/20-5, 5/20-8, and 5/20-10.
23 Ill.Admin.Code Part 100.

CROSS REF.:  4:40 (Incurring Debt), 6:235 (Access to Electronic Networks)

ADMIN. PROC.: 6:235-API, E1 (Student Authorization for Access to the District’s
Electronic Networks), 6:235-AP1, E2 (Staff Authorization for Access
to the District’s Electronic Network Access)
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Operational Services

Use of Credit and Procurement Cards 1

The Superintendent and employees designated by the Superintendent are authorized to use District credit
and procurement cards to simplify the acquisition, receipt, and payment of purchases and travel expenses
incurred on the District’s behalf.2 Credit and procurement cards shall only be used for those expenses that
are for the District’s benefit and serve a valid and proper public purpose; they shall not be used for personal
purchases. Cardholders are responsible for exercising due care and judgment and for acting in the District’s
best interests.
The Superintendent or designee shall manage the use of District credit and procurement cards by
employees. It is the Board’s responsibility, through the audit and approval process, to determine whether
District credit and procurement card use by the Superintendent is appropriate.
In addition to the other limitations contained in this and other Board policies, District credit and
procurement cards are governed by the following restrictions: 3
1. Credit and/or procurement cards may only be used to pay certain job-related expenses or to make
purchases on behalf of the Board or District or any student activity fund, or for purposes that would
otherwise be addressed through a conventional revolving fund. 4

2. The Superintendent or designee shall instruct the issuing bank to block the cards’ use at unapproved
merchants.

L | district employees or board members are issued credit and/or procurement cards, an ISBE rule requires this
subject matter to be covered in policy and specifies its content. 23 11l.Admin.Code §100.70(d). Add the following
optional new paragraph if the district issues credit cards to board members:
The District may from time-to-time issue and/or authorize Board members to use District credit cards to simplify the
payment of actual and necessary expenses as authorized in Board policy 2:125, Board Member Compensation; Expenses.
The Board will determine whether a Board member’s use of a District credit card is appropriate through the expense
approval process and the annual audit. All other components of this policy apply to a Board Member’s use of a District
credit card.
See f/n 19 in policy 2:125, Board Member Compensation; Expenses and ensure both policies are consistent in their
treatment of this issue.

2 The Local Government Travel Expense Control Act (50 ILCS 150/, added-by-P-A-99-604eff1-1-17) requires
districts to regulate the reimbursement of all travel, meal and lodging expenses of board members and employees. 50

ILCS 150/10. Consult the board attorney about how the Act affects the use of credit and procurement cards.

3The policy’s restrictions, numbered 1-10, correspond to the items that ISBE requires to be covered. Each item may
be customized as long as the following items are covered as per 23 Ill.Admin.Code §100.70(d):

Identifies the allowable types of purchases;

Provides for the issuing bank to block the cards’ use at unapproved merchants;

Limits the amount a cardholder can charge in a single purchase or within a given month;

Provides specific guidelines on purchases via telephone, fax, and the Internet;

Indicates the consequences for unauthorized purchases;

Requires cardholders to sign a statement affirming that they are familiar with the board’s credit card policy;
Requires review and approval of purchases by someone other than the cardholder or user;

Requires submission of original receipts to document purchases; and

Forbids the use of a card to make purchases in a manner contrary to the requirements of Seetion-10-20-21-ofthe
Sehool-Cede 105 ILCS 5/10-20.21.

10.  ndicates how financial or material rewards or rebates are to be accounted for and treated.
4 This limitation is from the introductory sentence in 23 I11l.Admin.Code §100.70(d).

CoNSOU~WNE
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3. Each cardholder, other than the Superintendent, may charge no more than $500 in a single purchase
and no more than $1000 within a given month without prior authorization from the Superintendent.
5

4. The Superintendent or designee must approve the use of a District credit or procurement card
whenever such use is by telephone, fax, and the Internet. Permission shall be withheld when the
use violates any Board policy, is from a vendor whose reputation has not been verified, or would
be more expensive than if another available payment method were used.

5. The consequences for unauthorized purchases include, but are not limited to, reimbursing the
District for the purchase amount, loss of cardholding privileges, and, if made by an employee,
discipline up to and including discharge.

6. All cardholders must sign a statement affirming that they are familiar with this policy. 6

7. The Superintendent shall implement a process whereby all purchases using a District credit or
procurement card are reviewed and approved by someone other than the cardholder or someone
under the cardholder’s supervision.

8. Cardholders must submit the original, itemized receipt to document all purchases.
9. Noindividual may use a District credit or procurement card to make purchases in a manner contrary

to State law, including, but not limited to, the bidding and other purchasing requirements in 105
ILCS 5/10-20.21, or any Board policy.

10. The Superintendent or designee shall account for any financial or material reward or rebate offered
by the company or institution issuing the District credit or procurement card and shall ensure that
it is used for the District’s benefit.

LEGALREF.. 105 ILCS 5/10-20.21.
23 11l.Admin.Code §100.70(d).

CROSS REF.: 4:50 (Payment Procedures), 4:60 (Purchases and Contracts), 4:80 (Accounting and
Audits), 4:90 (Student Activity and Fiduciary Funds), 5:60 (Expenses)

S The dollar caps are at the local board’s discretion. An alternative follows: “The Superintendent shall limit the
amount each cardholder may charge in a single purchase or within a given month and inform the issuing bank of
these limitations.”

6 See exhibit 4:55-E, Cardholder’s Statement Affirming Familiarity with Requirements for Using District Credit
and/or Procurement Cards.
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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 IIl. 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 government 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 shall arrange an audit 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 Superintendent shall 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.

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 replacement 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

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.Admin.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 11l.Admin.Code Part 100 replaced 23 11l Admin.Code Part 110, Program Accounting Manual and 23
I1l.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 1ll.Admin.Code §100.110. The federal Single Audit
Act adds audit requirements for federal programs. 31 U.S.C. §7501 et seq.

Use this alternative for districts in suburban Cook County: replace “Regional Superintendent of Schools” with “appropriate
Intermediate Service Center.”

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 Ill.Admin.Code §100.100.
The last sentence of this section should be modified to align with local conditions.

4 The Ill. Program Accounting Manual (IPAM) was repealed and replaced with the Requirements for Accounting, Budgeting,
Financial Reporting, and Auditing. While these rules contain much of the IPAM information, the information about inventories
was not included. That information is still useful and may be found at www.isbe.net/Documents/ipam.pdf. The last sentence of this
section should be modified to align with local conditions.
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the information required by 2 C.F.R. 8200.313, if applicable.5 The Superintendent shall establish
procedures for the management of property acquired by the District under grant awards that comply with
federal and State law. 6

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 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.

5 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 grant
awards through the Grant Accountability Transparency Act (GATA) (30 ILCS 708/), unless exempted in whole or in part by the
Governor’s Office of 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 4:80-AP3, Inventory Management for Federal and State Awards. ISBE guidance is available at:
www.isbe.net/Documents/fiscal_procedure _handbk.pdf and www.isbe.net/Pages/Audit-and-Monitoring-Review-Requirements-
and-Tools.aspx.

6 Id. In connection with ISBE’s grant monitoring function, ISBE published a Checklist for Equipment and Inventory Review
which requires an approved policy (or procedure) related to the management of equipment at www.isbe.net/Pages/Audit-and-
Monitoring-Review-Requirements-and-Tools.aspx.

7 Optional. 23 I1l.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. §8200.33 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.gash.org. There are no specific requirements for such policies; however, district 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; 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.”

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 Sec. 12-801
of the I1l. Vehicle Code. 625 ILCS 5/12-806(b), added by P.A. 100-277.

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 1ll. 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, www.irs.gov/pub/irs-pdf/p15b.pdf.
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Controls for Revolving Funds and Petty Cash 10

Revolving funds and the petty cash system are established in Board policy 4:50, Payment Procedures. The
Superintendent shall: (1) designate a custodian for each revolving 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 $500.00. All expenditures from
these bank accounts must be directly 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 a clear 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.

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.

10 105 ILCS 5/10-20.19(2); 23 I1.Admin.Code §100.70. This paragraph’s contents are mandatory, except for the $500 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.

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 respective account custodians.

See 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 Electronic Commerce Security Act. 5 ILCS 175/5. Attorneys disagree about the applicability of these laws to school districts.
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Internal Controls 12

The Superintendent is primarily responsible for establishing and implementing a system of internal 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, 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. 8200 et seq.
30 ILCS 708/, Grant Accountability and Transparency Act, implemented by 44
IIl.LAdm.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 1ll.Admin.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)

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 I1l. 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 the 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 Organizations of the Treadway Commission (a
fee-based resource, available at: https://www.coso.org/Pages/ic.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.

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 ICQ 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 addresses
a grantee’s internal controls for fraud, waste, and abuse, including whether the grantee has a fraud awareness program. See 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.

NGO~ LNE
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Operational Services

Student Activity and Fiduciary Funds 1

The School Board, upon the Superintendent or designee’s recommendation, establishes student activity
funds to be managed by student organizations under the guidance and direction of a staff member for
educational, recreational, or cultural purposes.2 The Board, upon the Superintendent or designee’s
recommendation, also establishes fiduciary funds to be supervised by the Superintendent or designee.
The District has custodial responsibilities for fiduciary funds but no direct involvement in the management

of such funds. 3

Student Activity Funds
The Superintendent or designee shall be responsible for supervising student activity funds in accordance
with Board policy, 4:80, Accounting and Audits; State law; and the lllireis. State Board of Education (ISBE)

rules for student activity funds. The Board will appoint a treasurer for each fund to serve as the fund’s
sole custodian and be bonded in accordance with the School Code.# The treasurer shall have all of the
responsibilities specific to the treasurer listed in theHlinois-StateBeard-ofEducation ISBE rules for school
activity funds, including the authority to make loans between activity funds. °

Unless otherwise instructed by the Board, a student activity fund’s balance will carry over to the next fiscal
year. An account containing student activity funds that is inactive for 12 consecutive months shall be

1 State law controls this policy’s content. See 105 ILCS 5/10-20.19 and 23 1ll.Admin.Code 8§8100.80, 100.85. Due to their
decentralized nature, student activity funds have historically been an area ripe for fraud, waste, and abuse. This policy supports a
board member’s fulfillment of his or her fiduciary duty and oath to protect the assets of the district by directing the proper
maintenance and control of student activity and fiduciary funds. 105 ILCS 5/10-16.5; see policy 2:80, Board Member Oath and
Conduct. Adoption of this policy also aligns with mandatory board member training on fiduciary and financial oversight
responsibilities. 105 ILCS 5/10-16a(b).

ISBE’s rules in Part 125 (Student Activity Funds and Convenience Accounts) were in effect only through 6-30-08 after which
they were replaced by Part 100. The rules in Part 100 do not provide for convenience accounts. The rules in Part 100 were
subsequently amended to recognize fiduciary funds separately from student activity funds in response to Governmental Accounting
Standards Board Statement No. 84, available at: www.gasb.org. Policy, 7:325, Student Fundraising Activities, contains the
elements required by State law for a policy on student fundraising activities.

2 Student activity funds are established to account for money used to support the activities of student organizations and clubs,
e.g., homeroom, yearbook, class year, choral or band group, class projects, student clubs, student council, and student-sponsored
bookstore. 23 Ill.Admin.Code §100.20. Student activity funds are under the school board’s control, giving it a fiduciary
responsibility to safeguard them along with district assets. In contrast to fiduciary funds (see f/n 7, below), the board, superintendent,
or other district employees have direct involvement in how student activity funds are spent or attained. And, unlike fiduciary funds,
student activity funds must be reported as part of a district’s Educational Fund for its annual financial reporting and budget, in
accordance with Governmental Accounting Standards Board Statement No. 84. 23 Ill.Admin.Code §8100.80(e), 100.85.

3 See f/n 7, below.
4105 ILCS 5/8-2. A board’s insurance carrier can assist the board with obtaining bonds for these individuals.

5 See 23 I11. Admin.Code §100.80(c) for the treasurer’s duties. ISBE’s rule permits the activity fund treasurer to make loans
between funds “if and as authorized by the board’s policy.” 23 I1l.Admin.Code §100.80. A board that does not want to allow loans
between activity funds should choose one of these alternatives:

Alternative 1: ~ The treasurer shall have all of the authority and responsibilities specific to the treasurer listed in the
Illinois State Board of Education rules for school activity funds, except that the treasurer is not
authorized to make loans between activity funds.

Alternative 2:  The treasurer shall have all of the authority and responsibilities specific to the treasurer listed in the
Illinois State Board of Education rules for school activity funds, except that the treasurer must have the
Board’s approval before making a loan between activity funds.
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closed and its funds transferred to another student activity fund or authorized fund with a similar purpose.
6

Fiduciary Funds ’

The Superintendent or designee shall be responsible for supervising fiduciary funds in accordance with
Board policy 4:80, Accounting and Audits; State law; and ISBE rules for fiduciary funds. The Board will
appoint a treasurer for each fund to serve as the fund’s sole custodian and be bonded in accordance with
the School Code.8 The treasurer shall have all of the responsibilities specific to the treasurer listed in the
ISBE rules for fiduciary funds. ©

LEGAL REF.: 105 ILCS 5/8-2 and 5/10-20.19.
23 1ll. Admin.Code §8100.20, 100.80, and 100.85.

CROSS REF.: 4:80 (Accounting and Audits), 7:325 (Student Fundraising Activities)

6 The authority for this paragraph’s first sentence is 23 Ill.Admin.Code §100.80(c)(7); the second sentence is up to the local
board’s discretion. The following option may be inserted after the first sentence: “However, money remaining in any Senior Class
fund after graduation will automatically transfer to the next year’s class.”

7 Fiduciary funds are funds “received from an independent, outside source in which the school board is acting in an
administrative capacity.” 23 Ill.Admin.Code §100.20, e.g., outside, independent scholarship funds in which the district has no
authority to decide how the funds are attained or awarded. Id. Unlike student activity funds, where “[t]he school board,
superintendent, or district employees have direct involvement with the decisions of how the funds are spent or attained,” a district
has no control over how fiduciary funds are spent or raised. 23 Ill.Admin.Code §§100.20, 100.80, and 100.85. See 23
111.Admin.Code 8100.85 for the specific characteristics and permitted activities of a fiduciary fund. Boards must take a number of
specific actions for fiduciary funds that are delegated to the superintendent or designee in this policy and align with IASB’s
Foundational Principles of Effective Governance, at www.iasb.com/principles_popup.cfm. 23 Ill.Admin.Code §100.85(b). Boards
should consult their local auditors for guidance on whether a particular fund should be classified as a student activity fund or
fiduciary fund.

8 See fin 4, above.
9 See 23 11l Admin.Code §100.85(d) for the treasurer’s duties.
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Operational Services
Facility Management and Building Programs 1

The Superintendent shall manage the District’s facilities and grounds as well as facility construction and
building programs in accordance with the law, the standards set forth in this policy, and other applicable
School Board policies. The Superintendent or designee shall facilitate: (1) inspections of schools by the
Regional Superintendent and State Fire Marshal or designee, (2) review of plans and specifications for
future construction or alterations of a school if requested by the relevant municipality, county (if
applicable), or fire protection district, and (3) compliance with the 10-year safety survey process required
by the School Code. 2

Standards for Managing Buildings and Grounds

All District buildings and grounds shall be adequately maintained in order to provide an appropriate, safe,
and energy efficient physical environment for learning and teaching. The Superintendent or designee shall
provide the Board with periodic reports on maintenance data and projected maintenance needs that include
cost analysis. Prior Board approval is needed for all renovations or permanent alterations to buildings or

1 Each district with a school having 50 or more students must have a green school cleaning policy. Green Cleaning School
Act, 105 ILCS 140/10. See policy 4:160, Environmental Quality of Buildings and Grounds, which fulfills the requirement to have
a procedure on compliance with the Chemical Safety Acts. 105 ILCS 5/10-20.49. Many other State and federal laws control facility
management and building programs. Good subjects for administrative procedures include management of custodial services,
security, and green cleaning, among others.

The federal rules implementing the Americans with Disabilities Act of 1990 (ADA) (42 U.S.C. §12101 et seq.) prohibit
discrimination on the basis of disability in services and facilities. 28 C.F.R. Parts 35 and 36. The 2010 ADA Standards for
Accessible Design (28 C.F.R. Part 36, Appendix) are available from a link on the ADA home page, www.ada.gov/. Consult the
board attorney about how these standards apply to alterations and new construction.

The Prevailing Wage Act (PWA) is generally applicable to all construction projects. 820 ILCS 130/, amended by P.A. 100-
1177. It requires, among other things, that: (1) all workers on a public works project be paid no less than the prevailing hourly rate
(820 ILCS 130/1); (2) the district spemfy in aII pUblIC Works contracts that the prevalllng rate must be pald (820 ILCS 130/4(e)
amended by P.A. 100-1177); and (3)
all contractors must submit certain employment records mcludmg certlfled payrolls to the 111 Dept of Labor (IDOL) through its
online portal (wwwz2.illinois.gov/idol/Laws-RulessCONMED/Pages/Prevailing-Wage-Portal.aspx), eistriet—and. Since the
activation of the IDOL database in April 2020, the-district-must the PWA no longer requires districts to keep these records for past
or future public works projects. Asreguired-by-taw 820 ILCS 130/5, amended by P.A. 100-1177. However, districts may still need
to maintain employment records received from public works contractors prior to the IDOL database activation to comply with the
Local Records Act (50 ILCS 205/). Consult the board attorney for guidance in this area.

105 ILCS 5/10-20.63, added by P.A. 100-163, requires school districts to make feminine hygiene products (defined as tampons
and sanitary napkins for use in connection with the menstrual cycle) available, at no cost to students, in the bathrooms of school
buildings serving students in grades 6 through 12. Note: The statute does not delineate between types of bathrooms (student, staff,
girls, boys, unisex, etc.). Consult with the board attorney about implementing this law.

410 ILCS 35/25, added by P.A. 101-165, eff—1-2-20 requires schools to identify all single-occupancy restrooms as all-gender
and designated for use by no more than one person at a time or for family or assisted use. Ef£-2-1-20 All single-occupancy restrooms
must have an exterior sign that marks it as a restroom and does not indicate any specific gender, e.g., signage which reads all
genders. 1d. at 35/20 and 35/25. It is unclear if this law will apply only to those restrooms made available to members of the public
in schools, or if it will also include facilities designated as employee-only. The Ill. Dept. of Public Health enforces this requirement
and may issue regulations to address this issue.

2105 ILCS 5/2-3.12, 105 ILCS 5/3-14.20, and 5/3-14.21, amended by P.A. 100-465.

Use this alternative for districts in suburban Cook County: replace “Regional Superintendent” with “appropriate Intermediate
Service Center.”

105 ILCS 5/2-3.12 and 23 Ill.Admin.Code Part 180 contain the school building code and Health/Life and Safety Code for
Public Schools (HLS Code), respectively. The board must hire a licensed architect or engineer to conduct a decennial inspection
of its school buildings and produce a ten-year safety survey report, which is submitted to the Regional Superintendent (ROE) or
Intermediate Service Center (ISC) and the State Superintendent for approval. The board must also report to the ROE or ISC annually
on its completion of the report recommendations to comply with the HLS Code. See the Health Life Safety Handbook at
www.isbe.net/Pages/Health-and-L ife-Safety.aspx for more information about the safety survey process.
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grounds when the total cost will exceed $12,500, including the cost equivalent of staff time.3 This policy is
not intended to discourage efforts to improve the appearance of buildings or grounds that are consistent
with the designated use of those buildings and grounds.

Standards for Green Cleaning 4

For each District school with 50 or more students, the Superintendent or designee shall establish and
supervise a green cleaning program that complies with the guidelines established by the Illinois Green
Government Coordinating Council.

Standards for Facility Construction and Building Programs 5

As appropriate, the Board will authorize a comprehensive study to determine the need for facility
construction and expansion. On an annual basis, the Superintendent or designee shall provide the Board
with projected facility needs, enrollment trends, and other data impacting facility use. Board approval is
needed for all new facility construction and expansion.

When making decisions pertaining to design and construction of school facilities, the Board will confer
with members of the staff and community, the Ill. State Board of Education, and educational and
architectural consultants, as it deems appropriate. The Board’s facility goals are to:

1. Integrate facilities planning with other aspects of planning and goal-setting.
2. Base educational specifications for school buildings on identifiable student needs.
3. Design buildings for sufficient flexibility to permit new or modified programs.

3This provision is optional and the amount may be changed. The $12,500 spending limit is one-half of the bidding threshold
for purchases or contracts. 105 ILCS 5/10-20.21. This provision’s intent is to ensure that the board is kept informed about significant
renovations and permanent alterations. A board should discuss this provision with its superintendent before including it in the
policy.

4 Required by the Green Cleaning School Act (105 ILCS 140/) and Green Cleaning for Elementary and Secondary Schools
(23 1ll.Admin.Code Part 2800). The Ill. Green Government Coordinating Council established Guidelines and Specifications for the
Green Cleaning Schools Act which state: “While not mandatory, schools should implement the practices set forth in the
Recommendations section of these guidelines where applicable and appropriate.” See Guidelines and Specifications for the Green
Cleaning Schools Act at: www.newsystemonline.com/wp-content/uploads/2014/05/l1linois-GreenCleanFinalGuidelines.pdf.

5 The inclusion and identification of the facility goals listed in the second paragraph are at the board’s discretion.

After 1-1-15, all “new school building construction” must include a storm shelter that meets or exceeds the ICC/NSSA
Standard for the Design and Construction of Storm Shelters (ICC-500) published jointly by the International Code Council and the
National Storm Shelter Association. 105 ILCS 5/2-3.12(e-5); 23 1ll.Admin.Code 8180.60(b)(3). Any facility project for which the
design contract is executed after 7-1-16 must meet standards of the 2015 International Building Code and its subcodes. 23
11I.Admin.Code §180.60(a).

The 1ll. Environmental Barriers Act (IEBA) (410 ILCS 25/) and the 1ll. Accessibility Code (IAC) (71 1ll.Admin.Code Part
400) ensure that “the built environment in the State of Illinois is designed, constructed, and altered to be accessible to and usable
by all, including individuals with disabilities.” 71 11l. Admin.Code §400.110(a). Note: Press boxes constructed on school property
do not have to comply with the IAC if the press boxes are in bleachers that have points of entry at only one level, and the aggregate
area of the press box is no more than 500 square feet. 105 ILCS 5/10-20.51; 23 11l.Admin.Code 180.60(b)(4).

A building intended for classroom or instructional use may be constructed only after voter approval at a referendum unless
the building is: (1) leased by the district, or (2) purchased with funds from the sale or disposition of other buildings or structures,
or with funds received as a grant under the School Construction Law or as a gift, provided that no funds (other than lease payments)
are derived from the district’s bonded indebtedness or its tax levy. 105 ILCS 5/10-22.36, amended by P.A. 101-455.

A district may levy a tax for “fire prevention, safety, energy conservation, disabled accessibility, school security, and specified
repair purposes.” 105 ILCS 5/17-2.11. An expedited process may be available in emergency situations. 105 ILCS 5/17-2.11(a). A
district may levy a tax or issue bonds if it determines: (1) it is necessary for school security purposes and the protection and safety
of students and staff to hire a school resource officer, or that personnel costs for school counselors, mental health experts, or school
resources officers are necessary; and (2) it does not need funds for any other purpose set forth in 105 ILCS 5/17-2.11(d), amended
by P.A. 101-455. A board may, subject to certain notice requirements, transfer surplus life safety taxes and interest earnings on
them to the Operations and Maintenance Fund for building repair work until June 30, 2021. 105 ILCS 5/17-2.11(j), amended by
P.A.s 100-465 and 101-643.

The Green Buildings Act requires all new State-funded building construction and major renovation projects to meet specified
environmental requirements. 20 ILCS 3130/. Waivers may be granted by the Capital Development Board in certain situations. 20
ILCS 3130/15(e). For environmental impact laws, see policy 4:160, Environmental Quality of Buildings and Grounds.
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Design buildings for maximum potential for community use.
Meet or exceed all safety requirements.

Meet requirements on the accessibility of school facilities to disabled persons as specified in State
and federal law.

Provide for low maintenance costs, energy efficiency, and minimal environmental impact.

Naming Buildings and Facilities 6

Recognizing that the name for a school building, facility, or ground or field reflects on its public image, the
Board’s primary consideration will be to select a name that enhances the credibility and stature of the school
or facility. Any request to name or rename an existing facility should be submitted to the Board. When a
facility is to be named or renamed, the Board President will appoint a special committee to consider
nominations and make a recommendation, along with supporting rationale, to the Board.7 The Board will
make the final selection. The Superintendent or designee may name a room or designate some area on a
school’s property in honor of an individual or group that has performed outstanding service to the school
without using the process in this policy.

LEGAL REF.: 42 U.S.C. 812101 et seq., Americans with Disabilities Act of 1990, implemented by 28

C.F.R. Parts 35 and 36.

20 ILCS 3130/, Green Buildings Act.

105 ILCS 5/2-3.12, 5/10-20.49, 5/10-22.36, 5/10-20.63, and 5/17-2.11.

105 ILCS 140/, Green Cleaning Schools Act.

105 ILCS 230/, School Construction Law.

410 ILCS 25/, Environmental Barriers Act.

410 ILCS 35/25, Equitable Restrooms Act.

820 ILCS 130/, Prevailing Wage Act.

23 lll.Admin.Code Part 151, School Construction Program; Part 180, Health/Life Safety
Code for Public Schools; and Part 2800, Green Cleaning for Elementary and
Secondary Schools.

71 LAdmin.Code Part 400, 111. Accessibility Code.

CROSS REF.: 2:150 (Committees), 2:170 (Procurement of Architectural, Engineering, and Land

Surveying Services), 4:60 (Purchases and Contracts), 8:70 (Accommodating
Individuals with Disabilities)

6 This section is optional and its contents are at the board’s discretion.
7 If the board may-want wants to include criteria for the committee, in which case insert the following is-an-option: “The
committee will:

1. Fhecommittee-will Encourage input from the community, staff members, and students.

2. Give consideration wil-be-given to names of local communities, neighborhoods, streets, landmarks, history of the
area, histerical-considerations, and individuals who have made a contribution to the District, community, State, or
nation.

3. Ensure that the name will not duplicate or cause confusion with the names of existing facilities in the District.”
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Operational Services

Convicted Child Sex Offender: Screening; Notifications 1

Persons Prohibited on School Property without Prior Permission

State law prohibits a child sex offender from being present on school property or loitering within 500 feet
of school property when persons under the age of 18 are present, unless the offender meets either of the
following two exceptions: 2

1. The offender is a parent/guardian of a student attending the school and has notified the Building
Principal of his or her presence at the school for the purpose of: (i) attending a conference with
school personnel to discuss the progress of his or her child academically or socially, (ii)
participating in child review conferences in which evaluation and placement decisions may be made
with respect to his or her child regarding special education services, or (iii) attending conferences
to discuss other student issues concerning his or her child such as retention and promotion; or
2. The offender received permission to be present from the School Board, Superintendent, or
Superintendent’s designee. If permission is granted, the Superintendent or Board President shall
provide the details of the offender’s upcoming visit to the Building Principal.
In all cases, the Superintendent or designee shall supervise a child sex offender whenever the offender is in
a child’s vicinity.3 If a student is a sex offender, the Superintendent or designee shall develop guidelines
for managing his or her presence in school. 4

Screening 5
The Superintendent or designee shall perform fingerprint-based criminal history records information checks
and/or screenings required by State law or Board policy for employees; student teachers; students doing

1 The topic covered by this policy was previously a part of 4:170, Safety.

2720 ILCS 5/11-9.3 contains these requirements concerning a child sex offender’s presence on school property. An Illinois
federal court denied a father’s request to enjoin a school’s policy that prohibited him, as a child sex offender, from attending his
children’s school activities in Doe v. Paris Union School Dist., 2006 WL 44304 (C.D.lll. 2006). See also 8:30, Visitors to and
Conduct on School Property.

3720 ILCS 5/11-9.3(a). The statute assigns the child sex offender the “duty to remain under the direct supervision of a school
official.” In order to ensure this happens and to protect students, the sample policy requires the superintendent or designee to
supervise a child sex offender whenever the offender is in a child’s vicinity. See also 8:30, Visitors to and Conduct on School
Property.

4 Aside from rumor and notoriety, there are three ways that school officials may learn that an enrolled student is a sex offender
or a violent offender against youth:

1. By being informed by the student or the student’s parent/guardian.

2. Through the Ill. Dept. of State Police (ISP) Sex Offender Registry, www.isp.state.il.us/sor. A juvenile sex offender is

listed there after the juvenile becomes 17 years old and will be listed for the remaining registration period. 730 ILCS
150/2. The database is updated daily and allows searching by name, city, county, zip code, compliance status, or any
combination thereof.

3. By receiving notification from a law enforcement agency that a juvenile sex offender or juvenile violent offender against
youth is enrolled in a school. The law enforcement agency having jurisdiction to register the juvenile must provide a
copy of the offender registration form to the building principal and guidance counselor designated by the principal; the
school must keep the registration form separately from the student’s school records. 730 ILCS 152/121(b).

If a sex offender is enrolled in a school, guidelines for managing the sex offender’s presence in school should be prepared.

The components will depend on the situation but generally should include asking the parent/guardian of a sex offender below the
age of 17 years for permission to share the information with certain staff for the protection of both the student and other students.
In addition, the guidelines should include a supervision plan providing supervision for the student during all aspects of his or her
school day. Finally, the guidelines must respect the privacy of juvenile records and comply with the 11l. School Student Records
Act (105 ILCS 10/). The board attorney should be consulted.

5 The law is silent with regard to screening volunteers and individuals in the proximity of a school. Screening and fingerprint-
based criminal history records checks are different. See procedure 4:175-AP1, Criminal Offender Notification Laws; Screening,
for further distinctions.
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field or clinical experience other than student teaching; contractors’ employees who have direct, daily
contact with one or more children; and resource persons and volunteers. He or she shall take appropriate
action based on the result of any criminal background check and/or screen. 6

Notification to Parents/Guardians

The Superintendent shall develop procedures for the distribution and use of information from law
enforcement officials under the Sex Offender Community Notification Law and the Murderer and Violent
Offender Against Youth Community Notification Law.7 The Superintendent or designee shall serve as the
District contact person for purposes of these laws. The Superintendent and Building Principal shall manage
a process for schools to notify the parents/guardians during school registration that information about sex
offenders is available to the public as provided in the Sex Offender Community Notification Law.8 This
notification must occur during school registration and at other times as the Superintendent or Building
Principal determines advisable.

The School Code requires school districts to perform a fingerprint-based criminal history records check through (a) the ISP
for an individual’s Criminal History Records Information (CHRI) and (b) the Federal Bureau of Investigation’s national crime
information databases. 105 ILCS 5/10-21.9(a), (a-5) and (a-6), amended by P.A. 101-531.

Screening only involves checking an individual’s name and address against publicly-available databases and information
provided for local law enforcement like the: (1) Illinois Sex Offender Registry, www.isp.state.il.us/sor/, and (2) the Violent
Offender Against Youth Registry maintained by the ISP, www.isp.state.il.us/cmvo/. Screening must be done for employment
applicants and repeatedly at least once every five years that an individual remains employed by the district. 105 ILCS 5/10-21.9(a-
5) and (a-6), amended by P.A. 101-531. See policy 5:30, Hiring Process and Criteria; procedure 5:30-AP2, Investigations; policy
6:250, Community Resource Person and Volunteers; and procedure 6:250-AP, Securing and Screening Resource Persons and
Volunteers.

6 If permitted by federal or State law, when a fingerprint-based criminal history records check returns a conviction of a crime
set forth in 105 ILCS 5/21B-80 or when a screening finds a registration for an individual licensed by the Ill. State Board of
Education (ISBE), the superintendent or regional superintendent must notify the ISBE Superintendent in writing within 15 business
days. 105 ILCS 5/10-21.9(e), amended by P.A.s 101-531 and 101-643. Contact the board attorney for guidance regarding
disclosures permitted by federal or State law.

By comparison, when a fingerprint-based criminal history records check returns a pending criminal charge for an offense set
forth in 105 ILCS 5/21B-80, the superintendent, regional office of education, or entity that provides background checks, must
notify the ISBE Superintendent within 10 days. Id. 105 ILCS 5/10-21.9(e), amended by P.A. 101-643, does not state whether the
notice requirement is calendar days or business days. Support for it being business days is found later in 105 ILCS 5/10-21.9(e),
which requires that notice for convictions be provided within 15 business days. Additionally, while notice for pending criminal
charges is not required to be “in writing,” for ease of use, consistency in administration, alignment with the requirement to provide
written notice for convictions, and best practices this sample text states the State Superintendent will also be notified of pending
criminal charges in writing. Consult the board attorney for further guidance.

If an indicated report by the Ill. Dept. of Children and Family Services or by a child welfare agency of another jurisdiction is
found, the board must consider the individual’s status as a condition of student teaching or employment. 105 ILCS 5/10-21.9(c)
and (g), amended by P.A. 101-531. The statute does bar an individual with an indicated finding from student teaching; however,
that is the most logical interpretation.

7 Sex Offender Community Notification Law, 730 ILCS 152/; Murderer and Violent Offender Against Youth Community
Notification Law, 730 ILCS 154/75-154/105. Law enforcement officials must notify school districts of the names, addresses, and
offenses of registered offenders residing in their respective jurisdictions who have committed sex offenses and violent offenses
against youth. 730 ILCS 152/120 and 154/95. These laws are silent with regard to what, if anything, districts do with the
information. The Sex Offender Community Notification Law, however, provides immunity for “any person who provides or fails
to provide information relevant to the procedures set forth in this Law.” 730 ILCS 152/130.

Naming a contact person will facilitate communication and cooperation with local law enforcement agencies. Any school
official may be used as the contact person, and boards may wish to have a contact person from each building. See administrative
procedure 4:175-AP1, Criminal Offender Notification Laws; Screening, for implementing procedures.

Upon arrest after commencement of a prosecution for a sex offense against an individual known to be a school employee, the
State’s Attorney must provide the superintendent or school administrator of the employing school with a copy of the complaint,
information, or indictment. 725 ILCS 5/111-1(e), added by P.A. 101-521.

8 730 ILCS 152/120(g) State-taw requires a principal or teacher to notify the parents/guardians during school registration or
parent-teacher conferences that information about sex offenders is available to the public as provided in the Sex Offender
Community Notification Law. In an effort to keep this policy aligned with good governance practices, the responsibility is given
to the superintendent and building principal to manage. While State law allows the notification to be made during registration or
parent-teacher conferences, the sample policy makes a notification mandatory just during registration to be sure that all
parents/guardians are informed.
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20 ILCS 2635/, Uniform Conviction Information Act.

720 ILCS 5/11-9.3.

730 ILCS 152/, Sex Offender Community Notification Law.

730 ILCS 154/75-105, Murderer and Violent Offender Against Youth Community
Notification Law.

5:30 (Hiring Process and Criteria), 5:260 (Student Teachers), 6:250 (Community

Resource Persons and Volunteers), 8:30 (Visitors to and Conduct on School
Property), 8:100 (Relations with Other Organizations and Agencies)
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General Personnel

Hiring Process and Criteria 1

The District hires the most qualified personnel consistent with budget and staffing requirements and in
compliance with School Board policy on equal employment opportunity and minority recruitment.2 The
Superintendent is responsible for recruiting personnel and making hiring recommendations to the Board.3
If the Superintendent’s recommendation is rejected, the Superintendent must submit another.4 No
individual will be employed who has been convicted of a criminal offense listed in 105 ILCS 5/21B-80(c).
5

All applicants must complete a District application in order to be considered for employment. 6

Job Descriptions

The Board maintains the Superintendent’s job description and directs, through policy, the Superintendent,
in his or her charge of the District’s administration. 7

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

2 See policy 5:10, Equal Employment Opportunity and Minority Recruitment. Districts may not classify a job as either a male
or female job. 29 C.F.R. §1604.5, 34 C.F.R. §106.55.

3 Boards must consider the superintendent’s recommendations concerning, among other things, “the selection, retention, and
dismissal of employees.” 105 ILCS 5/10-16.7. The board may want to use this alternative sentence:

All personnel decisions are made by the Board, but only on the recommendation of the Superintendent.

Subject to an applicable collective bargaining agreement in effect on 6-13-11, a board that fills a “new or vacant teaching
position” must select a candidate based on: (1) certifications, (2) qualifications, (3) merit and ability (including performance
evaluation, if available), and (4) relevant experience, provided that the length of continuing service with the district must not be
considered a factor, unless all other factors are determined by the school district to be equal. 105 ILCS 5/24-1.5. The statute does
not define “new or vacant teaching positions.” The requirement does not apply to filling vacant positions under 105 ILCS 5/24-12
(reduction in force and recall). Consult the board attorney about these issues.

4 An additional optional sentence follows:

The Superintendent may select personnel on a short-term basis for a specific project or emergency condition before the Board’s
approval.

5105 ILCS 5/10-21.9(c), amended by P.A. 101-531; 105 ILCS 5/21B-80, amended by P.A. 101-531, allows individuals with
criminal histories involving certain drug convictions to apply for or to reinstate their educator licenses seven years after their
sentence for the criminal offense is completed. Consult the board attorney about whether the board wants to continue prohibiting
employment for any individual who has a criminal history involving these exempted drug offenses.

For more discussion regarding criminal history records checks and screenings required by 105 ILCS 5/10-21.9, amended by
P.A.s 101-531 and 101-643, see f/ns 5 and 6 in policy 4:175, Convicted Child Sex Offender; Screening; Notifications.

6 Any person who applies for employment as a teacher, principal, superintendent, or other certificated employee who willfully
makes a false statement on his or her application for employment, material to his or her qualifications for employment, which he
or she does not believe to be true, is guilty of a Class A misdemeanor. 105 ILCS 5/22-6.5. District employment applications must
contain a statement to this effect. Id. Each employment application for these positions must state the following (Id.):

Failure to provide requested employment or employer history which is material to the applicant’s
qualifications for employment or the provision of statements which the applicant does not believe to
be true may be a Class A misdemeanor.

Any employer that asks applicants to record video interviews and uses an artificial intelligence
analysis of the applicant-submitted videos must comply with the Artificial Intelligence Video
Interview Act, 820 ILCS 42/, added by P.A. 101-260.

7105 ILCS 5/10-16.7. The foundation for a productive employment relationship begins with a board’s policy, a thoughtfully
crafted employment contract and job description, and procedures for communications and ongoing assessment. See TASB’s
Foundational Principles of Effective Governance, Principle 3. The board employs a superintendent, at:

www.iash.com/conference-training-and-events/training/training-resources/foundational-principles-of-effective-governance/.

See also 3:40-E, Checklist for the Superintendent Employment Contract Negotiation Process, for best practice discussions
about establishing the board-superintendent employment relationship and contract.
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The Superintendent shall develop and maintain a current comprehensive job description for each position
or job category; however, a provision in a collective bargaining agreement or individual contract will
control in the event of a conflict. 8

Investigations

The Superintendent or designee shall ensure that a fingerprint-based criminal history records check and a
check of the Statewide Sex Offender Database and Violent Offender Against Youth Database is performed
on each applicant as required by State law.9 When the applicant is a successful superintendent candidate
who has been offered employment by the Board, the Board President shall ensure that these checks are
completed.10 The Superintendent or designee, or if the applicant is a successful superintendent candidate,
then the Board President shall notify an applicant if the applicant is identified in either database.11 The
School Code requires the Board President to keep a conviction record confidential and share it only with
the Superintendent, Regional Superintendent, State Superintendent, State Educator Preparation and
Licensure Board, any other person necessary to the hiring decision, or for purposes of clarifying the

8 Job descriptions will become the basis for categorizing a teacher into one or more positions that the teacher is qualified to
hold for reduction in force (RIF) dismissal and recall purposes. 105 ILCS 5/24-12(b), amended by P.A. 101-643. A board should
consult with its attorney to review its current list of job descriptions and discuss the district’s specific responsibilities.

A job description is evidence of a position’s essential functions. 29 C.F.R. 81630.2(n). The Americans with Disabilities Act
(ADA) protects individuals who have a disability and are qualified, with reasonable accommodation, to perform the essential
functions of the job. 42 U.S.C. 812101 et seq., amended by the ADA Amendments Act (ADAAA), Pub. L. 110-325. Determining
which functions are essential may be critical to determining if an individual with a disability is qualified. An individual is qualified
to perform a job even though he or she is unable, due to a disability, to perform tasks which are incidental to the job. Only when
an individual is unable to perform the essential functions of a job may a district deny the individual employment opportunities. 29
C.F.R. §1630.2(m). For a definition of essential functions see Id. at 1630.2(n). Whether a particular function is essential is a factual
determination.

Important: The ADAAA makes significant changes to the ADA’s definition of disability that broadened the scope of
coverage and overturned a series of U.S. Supreme Court decisions that made it difficult to prove that an impairment was a qualifying
disability. There is information about the regulations and a link to them at: www.eeoc.gov/laws/regulations/adaaa_fact sheet.cfm.
Consult the board attorney regarding how these amendments impact the district’s hiring processes.

9 The policy’s requirements on criminal records checks for applicants for employment are mandated by 105 ILCS 5/10-21.9,
amended by P.A.s 101-72, 101-531, and 101-643. See administrative procedure 5:30-AP2, Investigations, for the process and
positions requiring criminal background investigation. The Statewide Sex Offender Database (a/k/a Sex Offender Registry) is
available at: wwuw.isp.state.il.us/sor. The Statewide Murderer and Violent Offender Against Youth Database is available at:
www.isp.state.il.us/cmvo/. For more discussion regarding criminal history records checks and screenings required by 105 ILCS
5/10-21.9, amended by P.A.s 101-531 and 101-643, see f/n 5 in policy 4:175, Convicted Child Sex Offender; Screening;
Notifications. See policy 4:60, Purchases and Contracts, for requirements concerning criminal background checks of employees
of contractors who have direct, daily contact with students.

10 1d. If a board wants to require additional background inquiries beyond the fingerprint-based criminal history records
information check required by 105 ILCS 5/10-21.9, amended by P.A.s 101-72, 101-531, and 101-643, including the federal Rap
Back Service (20 ILCS 2630/3.3, added by P.A. 100-718) and/or checks through consumer reporting agencies regulated by the Fair
Credit Reporting Act (15 U.S.C. 81681 et seq.), consult the board attorney. For more detailed information, see the laws listed in
sample exhibit 3:40-E, Checklist for the Superintendent Employment Contract Negotiation Process, under the checklist item
entitled Conditions of Employment, in the Other Background Check Laws row.

11 105 ILCS 5/10-21.9(b), amended by P.A.s 101-72 and 101-531, and 105 ILCS 5/21B-10. The School Code requires the
board president to keep a conviction record confidential. It is impossible to know whether a fingerprint-based criminal history
records check and a check of the Statewide Sex Offender and Violent Offender Against Youth Databases on a successful
superintendent candidate will come back with a conviction record.

Therefore, in accordance with best practice (ensuring compliance and aligning with good governance principles), this policy
does not assign a designee for the board president to complete this task. However, to balance the requirement to keep conviction
records confidential with the practical implementation of ensuring a fingerprint-based criminal history records check and a check
of the Statewide Sex Offender and Violent Offender Against Youth Databases are performed on each successful superintendent
applicant, a board president may want to designate the duty to order these checks to the individuals otherwise listed in 105 ILCS
5/10-21.9(b), amended by P.A.s 101-72 and 101-531. Those individuals include the board president, the superintendent or designee,
regional superintendent (if the check was requested by the district), state superintendent of education, state Educator Preparation
and Licensure Board, any other person necessary to the hiring decision, or for clarification purposes, the Ill. Dept. of State Police
and/or Statewide Sex Offender Registry.
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information, the Ill. Dept. of State Police and/or Statewide Sex Offender Database.12 The Board reserves
its right to authorize additional background inquiries beyond a fingerprint-based criminal history records
check when it deems it appropriate to do so, in accordance with applicable laws.

Each newly hired employee must complete a U.S. Citizenship and Immigration Services Form as required
by federal law. 13

The District retains the right to discharge any employee whose criminal background investigation reveals
a conviction for committing or attempting to commit any of the offenses outlined in 105 ILCS 5/21B-80 or
who falsifies, or omits facts from, his or her employment application or other employment documents. If
an indicated finding of abuse or neglect of a child has been issued by the Ill. Department of Children and
Family Services or by a child welfare agency of another jurisdiction for any applicant for student teaching,
applicant for employment, or any District employee, then the Board must consider that person’s status as a
condition of employment. 14

The Superintendent shall ensure that the District does not engage in any investigation or inquiry prohibited
by law and complies with each of the following: 15

1. The District uses an applicant’s credit history or report from a consumer reporting agency only
when a satisfactory credit history is an established bona fide occupational requirement of a
particular position. 16

2. The District does not screen applicants based on their current or prior wages or salary histories,
including benefits or other compensation, by requiring that the wage or salary history satisfy
minimum or maximum criteria. 17

12 |d. at 5/10-21.9(b), amended by P.A.s 101-72 and 101-531. The School Code continues to define the board president’s
role in conducting criminal background investigations and receiving the results of these investigations, including the results for
employees of district contractors. 105 ILCS 5/10-21.9. Many districts delegate this task in the hiring process to a human
resources department.

Use this alternative for districts in suburban Cook County: replace “Regional Superintendent” with “appropriate Intermediate
Service Center.”

For more discussion regarding responses to results obtained by criminal history records checks and screenings as required by
105 ILCS 5/10-21.9(e), amended by P.A.s 101-531 and 101-643, see f/n 6 in policy 4:175, Convicted Child Sex Offender;
Screening; Notifications.

13 Immigration Reform and Control Act, 8 U.S.C. §1324a et seq. Consult with the board attorney regarding the district’s
rights and responsibilities under all Illinois laws if the district uses any electronic employment verification system, including E-
Verify and/or the Basic Pilot Program. 820 ILCS 55/12. This statute urges employers who voluntarily use E-Verify (formerly known
as the Basic Pilot/Employment Eligibility Verification Program) to consult the Ill. Dept. of Labor’s website for current information
on the accuracy of E-Verify and to review and understand their legal responsibilities relating to the use of any electronic employment
verification systems. See f/n 2 in 5:150-AP, Personnel Records, for a more detailed discussion of E-Verify issues.

14 105 ILCS 5/10-21.9(c) and (g), amended by P.A. 101-531. See f/n 6 in 4:175, Convicted Child Sex Offender; Screening;
Notifications, for further discussion.

15 As an alternative to describing the prohibited investigations, a board may substitute this sentence:

The Superintendent shall ensure that the District does not engage in any investigation or inquiry prohibited by law, including
without limitation, investigation into or inquiry concerning: (1) credit history or report unless a satisfactory credit history is an
established bona fide occupational requirement of a particular position; (2) claim(s) made or benefit(s) received under Workers’
Compensation Act; and (3) access to an employee’s or applicant’s social networking website, including a request for passwords to
such sites.

The default policy provision and the alternative stated above — whichever is selected — may be made a prohibition rather than
a duty of the superintendent; to do this, delete the stricken text as follows: “The Superintendent-shall-ensure-that-the District does
not engage ... .”

16 Employee Credit Privacy Act, 820 ILCS 70/10. This Act allows inquiries into an applicant’s credit history or credit report
or ordering or obtaining an applicant’s credit report from a consumer reporting agency when a satisfactory credit history is an
established bona fide occupational requirement of a particular position. The Act identifies circumstances that permit a satisfactory
credit history to be a job requirement, such as, the position’s duties include custody of or unsupervised access to cash or marketable
assets valued at $2,500 or more.

17 820 ILCS 112/10(b-5), added by P.A. 101-177. If an employer violates this subsection, the employee may recover in a civil
action any damages incurred, special damages up to $10,000, injunctive relief, and costs and reasonable attorney’s fees. 820 ILCS
112/30(a-5), added by P.A. 101-177.
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3. The District does not request or require a wage or salary history as a condition of being considered
for employment, being interviewed, continuing to be considered for an offer of employment, an
offer of employment, or an offer of compensation. 18

4. The District does not request or require an applicant to disclose wage or salary history as a condition
of employment. 19

5. The District does not ask an applicant or applicant’s current or previous employers about wage or
salary history, including benefits or other compensation. 20

6. The District does not ask an applicant or applicant’s previous employers about claim(s) made or
benefit(s) received under the Workers’ Compensation Act. 21

7. The District does not request of an applicant or employee access in any manner to his or her
personal online account, such as social networking websites, including a request for passwords to
such accounts. 22

8. The District provides equal employment opportunities to all persons. See policy 5:10, Equal
Employment Opportunity and Minority Recruitment.

Nepotism

Richland County CUSD #1 is committed to a policy of employment and advancement based on
gualifications and merit. The school district does not discriminate in favor of or in opposition to
the employment of relatives.

A person in an administrative or supervisory role within Richland County CUSD #1 (including district
administrators, building administrators, school board members, head custodians, office managers,
etc.) cannot use his/her authority or position with the district to benefit or to disadvantage another

18 |Id.
19 |d.

20 820 ILCS 112/10(b-10), added by P.A. 101-177. Note: Attorneys caution that using the exceptions in 820 ILCS 112/10(b-
10)(1) and (2), added by P.A. 101-177, may trigger litigation. Violating this subsection entitles an employee to recover in a civil
action any damages incurred, special damages up to $10,000, injunctive relief, and costs and reasonable attorney’s fees. 820 ILCS
112/30(a-5), added by P.A. 101-177.

A school board that wishes to preserve these exceptions should consult its board attorney; then they may supplement number
5 by adding the following after “compensation”:

unless the applicant’s wage or salary history is a matter of public record, or is contained in a document completed by the
applicant’s current or former employer and then made available to the public by the employer, or then submitted or posted by the
employer to comply with State or federal law; or the applicant is a current employee applying for a position with the same current
employer.

21 Right to Privacy in the Workplace Act, 820 ILCS 55/10(a).

22 1d. at 55/10(b)(6)(B) (commonly known as the Facebook Password Law). A personal online account is defined as an online
account used primarily by a person for personal purposes. Personal online account does not include an account created, maintained,
used, or accessed for the business purpose of a person’s employer or prospective employer. Id. at 55/10(b)(5). Bracketed
explanations follow the statutory language:

“Nothing in this subsection shall prohibit or restrict an employer from complying with a duty to screen employees or applicants
prior to hiring...provided that the password, account information, or access sought by the employer only relates to an online account
that:

(A) an employer supplies or pays; or

(B) an employee creates or maintains on behalf of under the direction of an employer in connection with that employee’s
employment.”

[Based on this explanation, it is implausible that an applicant would have an account, service, or profile for business purposes
of a school employer.]

The statute specifically permits an employer to: (1) maintain workplace policies governing the use of the employer’s electronic
equipment, including policies regarding Internet use, social networking site use, and electronic mail use; and (2) monitor usage of
the employer’s (district’s) electronic equipment and electronic mail. The statute also states that it does not prohibit an employer
from obtaining information about an applicant or an employee that is in the public domain or that is otherwise obtained in
compliance with the statute. Finally, the statute does not apply to all types of personal technology that employees may use to
communicate with students or other individuals, such as text messages on a personal phone. Consult the board attorney about these
issues.

43



Richand County C.U.S.D. 1 5.30
Page 5 of 6

employee in a familial relationship. Although all such potential misuses of authority cannot be
listed here, examples include an employee signing an evaluation for a family member, participating
in a job interview with a family member, or signing/approving a check payable to a family member.

“Familial relationship” within the meaning of this policy means two employees (or an employee and a
job applicant) in the relationship of husband, wife, father, mother, brother, sister, son, daughter,
uncle, aunt, nephew, niece, grandfather, grandmother, grandson or granddaughter, or any of those
relationships arising as a result of marriage (for example, brother-in-law, step child, etc.). The term
also includes domestic partners (a person with whom the employee’s life is interdependent and who
shares a common residence) and, a daughter or son of an employee’s domestic partner.

In the course of employment, a person may rise to an administrative position and find himself/herself
in a supervisory role of a family member. In this type of circumstance, the administrator must
excuse himself/herself from performing an evaluation on a family member.

A school board member may be elected prior to the employment of a family member, or the family
member may be hired prior to the board member being elected. In either circumstance, the board
member should recuse himself/herself from any decision regarding the family member’s
employment, advancement, or individual benefits/compensation. A board decision about a group
of employees is not considered a violation of this policy (for example, if a board member’s family
member is part of the education association, the approval of the teacher’s contract is for the group,
not the individual employee; another example is the approval of a salary increase for all non-
certified employees of which a family member is part of the group).

A job applicant should disclose any familial relationship during the application process. Potential
familial relationships are indicated on the application form.

Prior to any employment offer, the immediate supervisor must complete a signed statement disclosing
any familial relationship with the job candidate. This disclosure is to be reviewed by the
superintendent of schools prior to a candidate being recommended to the board of education for
employment.

Physical Examinations 23

Each new employee must furnish evidence of physical fitness to perform assigned duties and freedom from
communicable disease. The physical fitness examination must be performed by a physician licensed in
Illinois, or any other state, to practice medicine and surgery in any of its branches, a licensed advanced
practice registered nurse, or a licensed physician assistant who has been delegated the authority by his or
her supervising physician to perform health examinations. The employee must have the physical
examination performed no more than 90 days before submitting evidence of it to the District.

23 105 ILCS 5/24-5, amended by P.A.s 100-513, 100-855, and 101-81. According to this statute, a new or existing employee
or substitute teacher employee may be subject to additional health examinations, including tuberculosis screening, as required by
rules adopted by the Ill. Dept. of Public Health or by order of a local public health official. The Ill. Dept. of Public Health does not
require school employees to be screened for tuberculosis other than workers in child day care and preschool settings. 77
1l.LAdmin.Code §696.140(a)(3).

The last sentence of the first paragraph exceeds State law requirements and may be deleted.

Note that while examination by a spiritual leader/practitioner is sufficient for purposes of leaves, the statute does not permit
an examination by a spiritual leader/practitioner for initial employment exams. This difference may present a constitutional issue;
contact the board attorney for an opinion if an applicant wants to use an examination by a spiritual leader/practitioner.

Federal law limits pre-employment medical inquiries to whether the applicant is able to perform job-related functions; required
medical examinations of applicants is forbidden. American with Disabilities Act (ADA), 42 U.S.C. §12112(d)(2); see also f/n 8 for
an explanation regarding the ADAAA. Districts may condition an employment offer on taking and passing medical inquiries or
physical exams, provided that all entering employees in the same classification receive the same conditional offer.
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Any employee may be required to have an additional examination 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 who has been delegated the authority by his or her supervising physician to
perform health examinations, if the examination is job-related and consistent with business necessity.24 The
Board will pay the expenses of any such examination.

Orientation Program

The District’s staff will provide an orientation program for new employees to acquaint them with the
District’s policies and procedures, the school’s rules and regulations, and the responsibilities of their
position. Before beginning employment, each employee must sign the Acknowledgement of Mandated
Reporter Status form as provided in policy 5:90, Abused and Neglected Child Reporting.

LEGAL REF.: 105 ILCS 5/10-16.7, 5/10-20.7, 5/10-21.4, 5/10-21.9, 5/21B-10, 5/21B-80, 5/10-22.34,

5/10-22.34b, 5/22-6.5, and 5/24-5.

20 ILCS 2630/3.3, Criminal Identification Act.

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

820 ILCS 70/, Employee Credit Privacy Act.

Americans with Disabilities Act, 42 U.S.C. §12112, and 29 C.F.R. Part 1630.

Fair Credit Reporting Act, 15 U.S.C. § 1681 et seq.

Immigration Reform and Control Act, 8 U.S.C. 81324a et seq.

Duldulao v. St. Mary of Nazareth Hospital, 136 1ll. App. 3d 763 (1st Dist. 1985), aff’d
in part and remanded 115 111.2d 482(lll. 1987).

Kaiser v. Dixon, 127 11l. App. 3d 251 (2nd Dist. 1984).

Molitor v. Chicago Title & Trust Co., 325 Ill. App. 124 (1st Dist. 1945).

CROSS REF-.: 2:260 (Uniform Grievance Procedure), 3:50 (Administrative Personnel Other Than
the Superintendent), 4:60 (Purchases and Contracts), 4:175 (Convicted Child Sex
Offender; Screening; Notifications), 5:10 (Equal Employment Opportunity and
Minority Recruitment), 5:40 (Communicable and Chronic Infectious Disease), 5:90
(Abused and Neglected Child Reporting), 5:125 (Personal Technology and Social
Media; Usage and Conduct), 5:220 (Substitute Teachers), 5:280 (Educational Support
Personnel - Duties and Qualifications)

Unique to our district — added section on Nepotism.

24 The State law (105 ILCS 5/24-5, amended by P.A.s 100-513, 100-855, and 101-81) allowing boards to require physicals
of current employees “from time to time,” is 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 not either eliminate the risk or reduce it to an acceptable
level. 42 U.S.C. §12113; 29 C.F.R. Part §1630.2(r). See f/n 8 for an explanation regarding the ADAAA.

See the f/n 23 for a discussion of examinations by spiritual leaders/practitioners.
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Professional Personnel

Teacher Qualifications 1

A teacher, as the term is used in this policy, refers to a District employee who is required to be licensed
under State law.2 The following qualifications apply:

1. Each teacher must: 3

a. Have a valid Illinois Professional Educator License issued by the State Superintendent of
Education with the required endorsements as provided in the School Code.

b. Provide the District Office with a complete transcript of credits earned in institutions of higher
education.

c. On or before September 1 of each year, unless otherwise provided in an applicable collective
bargaining agreement, provide the District Office with a transcript of any credits earned since
the date the last transcript was filed.

d. Notify the Superintendent of any change in the teacher’s transcript.

2. All teachers working in a program supported with federal funds under Title I, Part A must meet
applicable State certification and licensure requirements. 4

The Superintendent or designee shall:

1. Monitor compliance with State and federal law requirements that teachers be appropriately
licensed; 5

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 concerns an area
in which the law is unsettled.

2105 ILCS 5/21B et seq., amended by P.A. 100-596; 23 Ill.Admin.Code §1.610 et seq., §1.705 et seq., Part 25; amended-at
42 H-Reg-8830:and; 105 ILCS 5/27-24.2, amended by P.A. 101-450; and 23 11l.Admin.Code Part 252 (contracted driver education
teacher).

School boards may participate in the Illinois Teacher Corps; however as of 9-1-11 individuals may no longer be admitted to
Ilinois Teacher Corps programs. 105 ILCS 5/21-11.4, repealed in 2013 en-6-30-13.

3 Subparagraph 1a is required for all teachers by 105 ILCS 5/21B-15 (qualifications of educators). Four types of educator
licenses are listed in 105 ILCS 5/21B-20, amended by P.A.s 100-596 and 101-643: (1) Professional Educator License; (2) Educator
License with Stipulations (including endorsements for alternative provisional educator, alternative provisional superintendent,
career and technical educator, provisional career and technical educator, transitional bilingual educator, language, visiting
international educator, paraprofessional educator, chief school business official, provisional in-state educator, school support
personnel intern, and special education area); (3) Substitute Teaching License; and (4) until 6-30-23, Short-Term Substitute
Teaching License. Districts may not require an individual who holds a valid Professional Educator License or Educator License
with Stipulations to seek or hold a Substitute Teaching License to teach as a substitute teacher. 105 ILCS 5/21B-20(3), added by
P.A. 100-596. See also 23 Ill.Admin.Code §1.610 et seq., §1.705 et seq. and Part 25 amended-at42-H-—Reg-—8830 (per §25.100,
teachers are no longer endorsed in any course subjects in which they earn grades lower than a “C” in college). The Ill. State Board
of Education’s (ISBE) Educator Licensure Information System (ELIS) is a web-based system that allows educators, administrators,
and the public to access licensure information. See www.isbe.net/Pages/Educator-Licensure-Information-System.aspx.

Subparagraph 1b and 1c are required of all teachers by 105 ILCS 5/24-23. Some boards add the word “official” to the phrase,
“complete official transcript of credits.”

Subparagraph 1d is optional but informs the superintendent when a teacher may be eligible to change lanes on the salary
schedule.

4 The highly qualified teacher requirement of the No Child Left Behind Act, formerly found in 86319 of the Elementary and
Secondary Education Act (ESEA, 20 U.S.C. §6319), was repealed by the Every Student Succeeds Act (ESSA, Pub. L. 114-95, eff.
12-10-15). ESEA federal implementing regulation 34 C.F.R. 8200.55 was updated on 7-7-17 (82 Fed. Reg. 31706), however State
implementing regulations at 23 Ill. Admin.Code Part 25, Appendix D have not been updated yet. In Every Student Succeeds Act
(ESSA) Frequently Asked Questions (8-12-16) (www.isbe.net/Documents/ESSA-faq.pdf), ISBE advised that districts did not need
to comply with the highly qualified teacher requirement during the 2016-17 school year.

ESEA, as amended by ESSA, requires that each state plan contain assurances that the state educational agency will ensure
that all teachers and paraprofessionals meet state certification/licensure requirements. 20 U.S.C. §6311(g)(2)(J).

5 See the ISBE webpage on educator licensure approval requirements at www.ishe.net/Pages/educator-licensure-

approvals.aspx.
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2. Through incentives for voluntary transfers, professional development, recruiting programs, or other
effective strategies, ensure that minority students and students from low-income families are not
taught at higher rates than other students by unqualified, out-of-field, or inexperienced teachers;
and

3. Ensure parents/guardians of students in schools receiving Title | funds are notified of their right to
request their students’ classroom teachers’ professional qualifications. 6

LEGAL REF.: 20 U.S.C. §6312(e)(1)(A).
105 ILCS 5/10-20.15, 5/21-11.4, 5/21B-15, 5/21B-20, 5/21B-25, and 5/24-23.
23 Ill.Admin.Code §1.610 et seq., 81.705 et seq., and Part 25.

CROSS REF.: 6:170 (Title | Programs)

ESEA, as amended by ESSA, requires districts to provide parents timely notice that the parent’s child has been assigned, or
has been taught for four or more consecutive weeks by, a teacher who does not meet applicable State certification or licensure
requirements at the grade level and subject area in which the teacher has been assigned. 20 U.S.C. 86312(e)(1)(B)(ii). For a sample
notice, see 5:190-E2, Notice to Parents When Their Child Is Assigned To or Has Been Taught for at Least Four Straight Weeks By
a Teacher Who Does Not Meet Applicable State Certification/Licensure Requirements.

6 20 U.S.C. 86312(e)(1)(A).
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Educational Support Personnel

Employment At-Will, Compensation, and Assignment 1

Employment At-Will 2

Unless otherwise specifically provided, District employment is at-will, meaning that employment may be
terminated by the District or employee at any time for any reason, other than a reason prohibited by law,
or no reason at all.3 Nothing in School Board policy is intended or should be construed as altering the
employment at-will relationship.

Exceptions to employment at-will may include employees who are employed annually, have an
employment contract, or are otherwise granted a legitimate interest in continued employment. The
Superintendent is authorized to make exceptions to employing nonlicensed employees at-will but shall
maintain a record of positions or employees who are not at-will.

Compensation
The Board will determine salary and wages for educational support personnel. Increments are dependent
on evidence of continuing satisfactory performance. An employee covered by the overtime provisions in

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.

A collective bargaining agreement may contain provisions that supersede this policy, in which case, the policy might state:
“Please refer to the current bargaining agreement between the Educational Support Personnel and the School Board.”

While the term educational support personnel is not defined in the School Code, at least one appellate court and one circuit
court decision found in dicta that the term refers to nonlicensed employees, such as clerical workers, custodians, cafeteria workers,
bus drivers, and teachers’ aides. Laukhuf v. Congerville-Eureka-Goodfield School Dist, 2003 WL 23936148 (. 11th Cir.
2003)(non-precedential); Buckellew v. Georgetown-Ridge Farm Community Unit School Dist., 5#5-N-E-2d-556-(H-App—4-1991)
215 Ill.App.3d 506 (4th Dist. 1991).

2 lllinois law does not specifically create a protected property interest in continued employment for nonlicensed employees,
except in a reduction in force. However, whether an employee is actually employed at-will depends on the specific facts. This
determination is important because the dismissal of an employee having a protected property right in continued employment
requires a notice and hearing. Cleveland Bd of Educ. v. Loudermill, 485-S-Gt—1487 470 U.S. 532 (1985). See also Griggsville-
Perry Community Unit School Dist. v. Ill. Educ. Labor Relations Bd., 984-N-E-2d-440 368 Ill.Dec. 494 (. 2013)(upheld an
arbitrator’s finding that the requirement to provide a pre-discharge written notice was drawn from the essence of the agreement).

Even with this policy, it is safest to presume that all nonlicensed employees are at least employed annually. This is a good
assumption because districts routinely assure next-year employment so that the employee will not qualify for summer
unemployment. In addition, annual employment may be created through a collective bargaining agreement, past practice, an
employees’ handbook, personnel policy manual, or an oral promise. Arneson v. Bd of Trustees, McKendree College, 569-N-E-2d
252 210 111.App.3d 844 (Hk-App- 5th Dist. 1991). Moreover, there are several exceptions to at-will including prohibitions against
discrimination and retaliatory discharge (Michael v. Precision Alliance Group, 952-N-E:2d-682 351 Ill.Dec. 890 (H 5th Dist.
2011)(common law recognizes a cause of action for retaliatory discharge when the employee engaged in protected activity). Consult
the board attorney for help determining whether an employee is employed at-will.

A district, by policy or handbook, may not take away a previously given property interest in continued employment to current
employees; only those employees hired afterwards could be affected. Duldulao v. St. Mary of Nazareth Hospital, 483-N-E-2d-956
136 I1l.App.3d 763 (H-App. 1st Dist. 1985); Kaiser v. Dixon, 468-N-E-2d-822 127 I1l.App.3d 251 (H-App. 2nd Dist. 1984).

For a discussion of prohibited dismissal reasons, see 5:10, Equal Employment Opportunity and Minority Recruitment.
Volunteer firefighters may not be fired for responding to an emergency. 50 ILCS 748/.

3105 ILCS 5/10-23.5. For more information on RIF, see policy 5:290, Employment Termination and Suspensions.
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State or federal law shall not work overtime without the prior authorization from the employee’s
immediate supervisor.4 Educational support personnel are paid twice a month. 5

Assighment
The Superintendent is authorized to make assignments and transfers of educational support personnel.

LEGAL REF.: 105 ILCS 5/10-22.34 and 5/10-23.5.

CROSS REF.: 5:10 (Equal Employment Opportunity and Minority Recruitment) 5:35 (Compliance
with the Fair Labor Standards Act), 5:290 (Educational-SupportPersonnel
Employment Termination and Suspensions), 5:310 (Educational-SuppertPersonnel

Compensatory Time-Off)

4 For information regarding overtime, see policy 5:35, Compliance with the Fair Labor Standards Act.

5820 ILCS 115/3. However, the wages of employees who are exempt as defined in the Fair Labor Standards Act (FLSA) (29
U.S.C. §201 et seq.) may be paid once a month. For a discussion of the FLSA, see 5:35, Compliance with the Fair Labor Standards
Act.
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Instruction

School Accountability 1

According to the Illinois General Assembly, the primary purpose of schooling is the transmission of
knowledge and culture through which students learn in areas necessary to their continuing development
and entry into the world of work.2 To fulfill that purpose, the Ill. State Board of Education (ISBE) prepared
State Goals for Learning with accompanying Illinois Learning Standards. 3

The School Board gives priority in the allocation of resources, including funds, time, personnel, and
facilities, to fulfilling this purpose.
Quality Assurance

The Board continuously monitors student achievement and the quality of the District’s work. The
Superintendent shall supervise the following quality assurance components, in accordance with State law
and ISBE rules, and continuously keep the Board informed:

1. Prepare each school’s annual recognition application and quality assurance appraisal, whether
internal or external, to assess each school’s continuous school improvement. 4

2. Continuously assess the District’s and each school’s overall performance in terms of both academic
success and equity. This includes, without limitation, a thorough analysis of ISBE’s balanced
accountability measure and each school’s Multiple Measure Index and corresponding Annual
Measurable Objective provided by ISBE. 5

3. If applicable, develop District and School Improvement Plans, present them for Board approval,
and supervise their implementation. 6

4. Prepare a school report card, present it at a regular Board meeting, and disseminate it as provided
in State law. 7

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

2105 ILCS 5/27-1.

3 23 1Il.Admin.Code 81, Appendix D.

4105 ILCS 5/2-3.25 - 2-3.25b, amended by P.A. 100-1046; 23 11l.Admin.Code 8§1.10(a) and 1.20.

5105 ILCS 5/2-3.25a, amended by P.A.s 99-193, 99-657, and 100-1046; 5/2-3.64a-5, amended by P.A.s 100-1046 and 101-
643. First, 105 ILCS 5/2-3.25a, amended by P.A. 99-193, significantly revised the system of standards for school districts and
schools. Next, 105 ILCS 5/2-3.25a, amended by P.A. 99-657, delayed certain implementation dates by one school year. Finaky,
Then, 105 ILCS 5/2-3.25a, amended by P.A. 100-1046, further revised the system of standards for school districts and schools.
Annual state assessments required by 105 ILCS 5/2-3.64a-5(c), amended by P.A.s 100-1046 and 101-643, are not required if ISBE
receives a waiver from the administration of assessments from the U.S. Dept. of Education. 105 ILCS 5/2-3.64a-5(c), as amended
by P.A. 101-643. ISBE must establish recognition standards for student performance and school improvement for all districts and
their individual schools. ISBE must outline accountability measures in its State plan that it submits to the U.S. Dept. of Education
under the Every Student Succeeds Act (ESSA) (Pub. L. 114-95). If ESSA ceases to require a state plan, then ISBE must develop a
written plan in consultation with the 11l. Balanced Accountability Measure (IBAM) Committee. 105 ILCS 5/2-3.25a, amended by
P.A.s99-193, 99-657, and 100-1046.

6 The requirements around district and school improvement plans are unknown until ISBE revises its rules at 23
Il.Admin.Code Part 1, Subpart A: Recognition Requirements following P.A.s 99-193 and 100-1046. P.A. 99-193 deleted the
requirements concerning improvement plans as well as the sanctions for failing to make adequate yearly progress contained in 105
ILCS 5/2-3.25d, but then P.A. 100-1046 repealed 105 ILCS 5/2-3.25d in its entirety. 105 ILCS 5/2-3.25f(a) continues to state that
ISBE “shall provide technical assistance to assist with the development and implementation of School and District Improvement
Plans” and that schools or districts “that fail to make reasonable efforts to implement an approved Improvement Plan may suffer
loss of State funds by school district, attendance center, or program as the State Board of Education deems appropriate.”

7105 ILCS 5/10-17a, amended by P.A.s 100-807, 100-1121, and 101-68, eff-1-1-20. Districts must present the report card at
aregular board meeting, post it on the district’s website, make it available to newspapers of general circulation in the district, notify
parents/guardians of its availability on the district’s website, provide it to parents/guardians on request, submit it to the regional
superintendent or appropriate Intermediate Service Center, and otherwise disseminate it as required by State law. See 2:250-E2,
Immediately Available District Public Records and Web-Posted Reports and Records.
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5. Inaccordance with 105 ILCS 5/2-3.153, annually administer a climate survey on the instructional
environment within the school to, at minimum, students in grades 4 through 12 and teachers. 8

LEGAL REF.: 105 ILCS 5/2-3.25, 5/2-3.25a, 5/2-3.25b, 5/2-3.25c¢, 5/2-3.25d-5, 5/2-3.25e-5, 5/2-3.25f,
5/2-3.25f-5, 5/2-3.63, 5/2-3.64a-5, 5/2-3.153, 5/10-21.3a, and 5/27-1.
23 lllLAdmin.Code Part 1, Subpart A: Recognition Requirements.

CROSS REF.: 6:170 (Title I Programs), 6:340 (Student Testing and Assessment Program), 7:10
(Equal Educational Opportunities)

8 Required by 105 ILCS 5/2-3.153, amended by P.A. 100-1046, and 23 1ll.Admin.Code §1.97. The State Superintendent must
publicly report on the survey indicators of learning conditions resulting from the administration of the instrument at the individual
school, district, and State levels. A district may use an alternate learning instrument approved by the State Superintendent at its
own cost. These survey instruments are authorized by July 1 each year and posted at: www.isbe.net/Pages/5Essentials-Survey.aspx.
23 1. Admin.Code §1.97(g)(1)-(2). To use an alternate survey instrument, the district must submit a form developed for this purpose
and posted at www.isbe.net/Pages/5Essentials-Survey.aspx to the State Superintendent on or before a date established by the State
Superintendent each year. Id.

Insert the following sentence for districts that administer an alternate survey of learning conditions at their own cost: “The
District has elected to use an alternate climate survey of learning conditions instrument.”
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Instruction
School Year Calendar and Day 1

School Calendar

The School Board, upon the Superintendent’s recommendation and subject to State regulations,
annually establishes the dates for opening and closing classes, teacher institutes and in-services,
the length and dates of vacations, and the days designated as legal school holidays.2 The school
calendar shall have a minimum of 185 days to ensure 176 days of actual student attendance. 3

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.

2 State-mandated school holidays are found in 105 ILCS 5/24-2, amended by P.A. 101-642. See policy 5:330, Sick
Days, Vacation, Holidays, and Leaves, for a holiday listing. The law allows a school board to hold school or schedule
teachers' institutes, parent-teacher conferences, or staff development on five identified school holidays if: (1) the school
board first holds a public hearing on the proposal; and (2) the person or persons honored by the holiday are recognized
through instructional activities conducted on the school holiday or on the first school day preceding or following the
school holiday. Districts must redo the public hearing process in the event they change plans for use of holidays. See IlI.
State Board of Education (ISBE) guidance at: www.isbe.net/Documents/district-holiday-plans13.pdf. This is an item on
which collective bargaining may be required, and a board that wishes to implement this law should consult its attorney.

A State mandated school holiday on Good Friday is unconstitutional according to Metzl v. Leininger, 57 F.3d 618
(7th Cir. 1995). Closing school on religious holidays may still be permissible for those districts able to demonstrate, e.g.,
through surveys, that remaining open would be a waste of educational resources due to widespread absenteeism. Also,
districts may be able to close school on Good Friday by adopting a spring holiday rationale or ensuring that it falls within
spring break. School districts should discuss all of these options, and collective bargaining implications with their board
attorneys.

If the county board or board of election commissioners chooses a school to be a polling place, the school district
must make the school available. 10 ILCS 5/11-4.1. For the Election Day, the law encourages a school district to either:
(1) close the school; or (2) hold a teachers’ institute on that day with the students not in attendance. Id. 10 ILCS 5/2B-10
and 105 ILCS 5/24-2, amended by P.A. 101-642, required all government offices, with the exception of election
authorities, to be closed, unless authorized to be used as a location for election day services or as a polling place for 2020
General Election Day, and it required schools to be available to an election authority as a polling place for 2020 General
Election Day. Id.

3 The school calendar must have a minimum 185 days to ensure 176 days of actual pupil attendance that may include
remote learning days, blended remote learning days, and up to five remote and blended remote learning planning days
pursuant to 105 ILCS 5/10-30, added by P.A. 101-643. 105 ILCS 5/10-19, amended by P.A. s. 101-12 and 101-643, and
5/24-1; 23 1ll.LAdmin.Code 8§1.420. See policy 4:180, Pandemic Preparedness; Management; and Recovery, for
information about remote and/or blended remote learning day plans. Schools must be closed during county institute. 105
ILCS 5/24-3. The school calendar may be a mandatory subject of collective bargaining. The calendar for the school term
and any changes must be submitted to and approved by the regional superintendent before the calendar or changes may
take effect. 105 ILCS 5/10-19.

E-learning days allow a school district to provide instruction to students electronically while they are not physically
present due to inclement weather and other unexpected events. 105 ILCS 5/10-20.56, added by P.A. 101-12 and amended
by P.A. 101-643, opens the use of e-learning days from three pilot districts to all districts that meet the requirements of
the statute. Before a school district can implement an e-learning program and use e-learning days it must, along with
other requirements (1) hold a public hearing on the initial proposal for the e-learning program, (2) obtain verification
from the Regional Office of Education (ROE) or Intermediate Service Center (ISC) for the school district that the initial
proposal meets the requirements specified in the law, and (3) by resolution adopt a research-based program for district-
wide e-learning days. Before implementing an e-learning program, boards must collectively bargain the impact of the
program on the wages, hours, terms and conditions of employment with employee representative(s). More information
about e-learning is available at: www.isbe.net/Pages/Electronic-Learning.aspx.
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Commemorative Holidays

The teachers and students shall devote a portion of the school day on each commemorative holiday
designated in the School Code to study and honor the commemorated person or occasion.4 The
Board may, from time to time, designate a regular school day as a commemorative holiday.

School Day

The Board establishes the length of the school day with the recommendation of the Superintendent
and subject to State law requirements.> The Superintendent or designee shall ensure that
observances required by State law are followed during each day of school attendance. 6

4 105 ILCS 5/24-2(c) lists the following as commemorative holidays: Jan. 28 (Christa McAuliffe Day
commemorating space exploration); Feb. 15 (Susan B. Anthony’s birthday); Mar. 29 (Vietnam War Veterans’ Day);
Sept. 11 (Sept. 11th Day of Remembrance); the school day immediately preceding Veterans’ Day (Korean War Veterans’
Day); Oct. 1 (Recycling Day); Oct. 7 (Iraq and Afghanistan Veterans Remembrance Day); and Dec. 7 (Pearl Harbor
Veterans’ Day).

Other commemorative holidays include, but are not limited to: Arbor and Bird Day on the last Friday in April (105
ILCS 5/27-18); Leif Erickson Day on October 9 if a school day and otherwise on a school day nearest the date (105 ILCS
5/27-19); American Indian Day on the 4th Friday of September (105 ILCS 5/27-20); Ill. Law Week during the first full
school week in May (105 ILCS 5/27-20.1); Just Say No Day on a school day in May designated by official proclamation
of the Governor (105 ILCS 5/20.2); Ronald Reagan Day on Feb. 6 (5 ILCS 490/2); Barack Obama Day on August 4 (5
ILCS 490/3); Indigenous Peoples Day on the last Monday in September (5 ILCS 490/7); Lincoln’s Birthday February 12
(5 ILCS 490/60); Martin Luther King, Jr. Birthday the third Monday in January (5 ILCS 490/65); Prairie Week the third
full week in September (5 ILCS 490/75); Retired Teachers’ Week the fourth week in May (5 ILCS 490/80); Veterans
Day November 11 (5 ILCS 490/90); Preventing Lost Potential Day September 19 (5 ILCS 490/141); Day of
Remembrance of the Victims of Slavery and the Transatlantic Slave Trade on March 25 (5 ILCS 490/155); the first full
week of January is Emancipation Proclamation Week (5 ILCS 490/160); Mother Mary Ann Bickerdyke Day on the
second Wednesday in May (5 ILCS 490/175); and April is Arab American Heritage Month (5 ILCS 490/6, amended by
P.A. 100-1150).

5 A school day is required to consist of a minimum 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 day of attendance, unless (1) the Governor issues a disaster declaration due to
a public health emergency pursuant 20 ILCS 3305/7, and (2) the State Superintendent of Education establishes minimum
clock-hour requirements to align with the circumstances of the Governor’s disaster declaration. 105 ILCS 5/10-19.05,
added by P.A. 101-12 and amended by P.A. 101-643. See www.isbe.net/Documents/SB28Instructional-Day.pdf for
ISBE’s notice regarding this law. See 105 ILCS 5/10-19.05, added by P.A. 101-12, for additional exceptions to the
attendance calculation.

Contrast 105 ILCS 5/18-12, amended by P.A. 100-28. It allows a partial day of attendance to be counted as a full
day due to an adverse weather condition, condition beyond the control of the school district that poses a health and safety
threat, or use of school facilities by local or county authorities for holding a memorial or funeral service in remembrance
of a community member (up to two school days per school year) provided one of following conditions is met: (1) the
school district has provided at least one hour of instruction prior to the closure of the school district; (2) a school building
has provided at least one hour of instruction prior to the closure of the school building; or (3) the normal start time of the
school district is delayed. The law also outlines the process to claim attendance prior to providing any instruction when
a school district must close a building or buildings, but not the entire district, after consultation with a local emergency
response agency or due to a condition beyond the control of the district. Additionally, 105 ILCS 5/18-12.5 outlines the
process for claiming attendance when a school district must close a building or buildings, but not the entire district,
specifically because of a public health emergency. Attendance for such days may only be claimed if the school building(s)
was scheduled to be in operation on those days.

Alternative education programs may provide fewer than five hours under certain circumstances. 105 ILCS 5/2-3.33a
and 5/13B-50.

6105 ILCS 5/27-3 requires the Pledge of Allegiance to be recited every day in elementary and secondary schools.
Note that the Illinois statute does not require every student to recite the Pledge — that kind of mandatory participation
would violate the U.S. Constitution. Schools may not coerce a student into saying the Pledge, nor may they punish
students for refusing to participate in any aspect of the flag ritual, including standing, saluting the flag, and reciting the
Pledge. West Virginia State Bd. of Educ. v. Barnette, 319 U.S. 624 (1943); Sherman v. Community Consolidated Sch.
Dist. 21 of Wheeling Township, 980 F.2d 437 (7th Cir. 1992). Consider using permissive rather than mandatory language
to introduce the recitation of the Pledge, such as, “You may now stand to recite the Pledge.” Schools may, of course,
require that non-participants maintain order and decorum appropriate to the school environment.
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LEGAL REF.: 105 ILCS 5/10-19, 5/10-19.05, 5/10-20.56, 5/10-24.46, 5/10-30, 5/18-12, 5/18-
12.5, 5/24-2, 5/27-3, 5/27-18, 5/27-19, 5/27-20, 5/27-20.1, 5/27-20.2, and
20/1.
10 ILCS 5/11-4.1.
23 lll.LAdmin.Code 81.420(f).
Metzl v. Leininger, 850 F.Supp. 740 (N.D. Ill. 1994), aff’d by 57 F.3d 618 (7th
Cir. 1995).

CROSS REF-.: 2:20 (Powers and Duties of the School Board; Indemnification), 4:180
(Pandemic Preparedness; Management; and Recovery), 5:200 (Terms and
Conditions of Employment and Dismissal), 5:330 (Sick Days, Vacation,
Holidays, and Leaves), 6:60 (Curriculum Content), 6:70 (Teaching About
Religions), 7:90 (Release During School Hours)

The Silent Reflection and Student Prayer Act mandates a brief period of silence for all lllinois public school students
at the opening of each school day. 105 ILCS 20/1. A student filed a federal lawsuit challenging the constitutionality of
this law under the First Amendment, but the law was ultimately upheld by the Appeals Court. Sherman v. Koch, 623
F.3d 501 (7th Cir. 2010), cert denied by 565 U.S. 815 (2011). 105 ILCS 5/10-20.46 requires a moment of silence to
recognize veterans during any type of event held at a district school on Nov. 11. See f/n 2 above for more discussion.
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Curriculum Development 1

Adoption 2
The Superintendent shall recommend a comprehensive curriculum that is aligned with:

1. The District’s educational philosophy and goals,

2. Student needs as identified by research, demographics, and student achievement and other data,
3. The knowledge, skills, and abilities required for students to become life-long learners,
4

The minimum requirements of State and federal law and regulations for curriculum and graduation
requirements, 3

5. The curriculum of non-District schools that feed into or from a District school, provided that the
necessary cooperation and information is available, 4

6. The lllinois State Learning Standards and any District learning standards, and

7. Any required State or federal student testing.
The School Board will adopt, upon recommendation of the Superintendent, a curriculum that meets the
above criteria. 5

Experimental Educational Programs and Pilot Projects 6

The Superintendent may recommend experimental educational programs and/or pilot projects for Board
consideration. Proposals must include goals, material needs, anticipated expenses, and an evaluation
process. The Superintendent shall submit to the Board periodic progress reports for programs that exceed
one year in duration and a final evaluation with recommendation upon the program’s completion.

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

2 This section is not dictated by State or federal law, but reflects board work regarding curriculum. Each board should dwell
over this section to ensure it articulates the board’s intent.

3 State law mandates certain courses of study, but local school boards may set requirements exceeding State law-mandated
courses of study. 105 ILCS 5/10-20.8 and 5/27-1 et seq.

4 Alternative for unit districts:

5. The curriculum District-wide and articulated across all grade levels.

5 The following is an alternative for boards that do not want the sample language’s degree of delegation:

The School Board will consider the Superintendent’s recommendation and adopt a curriculum that meets the
above criteria.

6 Experimental educational programs may require the approval of the State Board of Education and an agreement with the
affected exclusive bargaining agent. 105 ILCS 5/10-19, amended by P.A.s. 100-465, 101-12, and 101-643. Experimental
educational programs may include, but are not limited to, e-learning days as authorized under 105 ILCS 5/10-20.56; self-directed
learning; or outside of formal class periods; other programs that comply with the requirements of the School Code for numbers of
days of actual pupil attendance and courses of instruction.

. 105 ILCS 5/2-3.52A, amended by P.A.
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Single-Gender Classes and Activities 7

The Superintendent may recommend a program of nonvocational8 single-gender classes and/or activities
to provide diverse educational opportunities and/or meet students’ identified educational needs.
Participation in the classes or activities must be voluntary, both genders must be treated with substantial
equality, and the program must otherwise comply with State and federal law and with Board policy 7:10,
Equal Educational Opportunities. The Superintendent must periodically evaluate any single-gender class
or activity to ensure that: (1) it does not rely on overly broad generalizations about the different talents,
capabilities, or preferences of either gender, and (2) it continues to comply with State and federal law and
with Board policy 7:10, Equal Educational Opportunities.

Development 9

The Superintendent shall develop a curriculum review program to monitor the current curriculum and
promptly suggest changes to make the curriculum more effective, to take advantage of improved teaching
methods and materials, and to be responsive to social change, technological developments, student
needs, and community expectations.

The Superintendent shall report to the Board as appropriate, the curriculum review program’s efforts to:
1. Regularly evaluate the curriculum and instructional program.

2. Ensure the curriculum continues to meet the stated adoption criteria.

3. Include input from a cross-section of teachers, administrators, parents/guardians, and students,
representing all schools, grade levels, disciplines, and specialized and alternative programs.

4. Coordinate with the process for evaluating the instructional program and materials.

Curriculum Guides and Course Outlines

The Superintendent shall develop and provide subject area curriculum guides to appropriate staff
members.

7 The U.S. Dept. of Education (DOE) amended its regulation implementing Title I1X of the Education Amendments of 1972
(Title 1X) (20 U.S.C. §1681) to make it easier for schools to have single-sex classes and extracurricular activities. 34 C.F.R.
8106.34. Title IX generally protects students from discrimination on the basis of sex. However, the DOE added flexibility to its
rules on single-sex classes and activities, citing research that suggests that some students benefit in single-sex classes. 71 Fed. Reg.
62530 (10-25-06). The rules are very specific and should be reviewed with the board attorney when designing single-sex classes
or activities.

Consult the board attorney about accommodation issues for transgender or gender non-conforming students in single sex
classes. State law prohibits gender-based discrimination, including transgender and gender non-conforming students. 775 ILCS
5/5-101(A)(11); 775 ILCS 5/1-103(0-1); and 23 Ill.Admin.Code §1.240. Title IX prohibits exclusion and discrimination on the
basis of sex. 20 U.S.C. 81681(a). The DOE’s Office for Civil Rights has taken varying positions on the application of Title IX to
transgender or gender non- conformlng students dependlng upon the administration in office. Aeeetdmgte#te—DOE@#ﬁee#er—@wﬂ
ay a See
WWWZ.ed.qov/about/offlces/I|st/0cr/Iqbt.htmI, 7.10-AP1, Accommodatlng Transgender Students or Gender Non-Conformlng
Students.

8 34 C.F.R. 8106.34(b)(1).

9 The last two sections of this policy provide a process for the board to monitor the extent that its ends for curriculum
development are being pursued. However, a board may be concerned that these sections offend the board’s efforts to delegate
authority to the superintendent to manage the district. If so, these sections should be deleted. See the IASB Foundational Principles
of Effective Governance at: www.iash.com/conference-training-and-events/training/training-resources/foundational-principles-of-

effective-governance/. waaariasb-comiprinciples-efm
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20 U.S.C. 81681, Title IX of the Education Amendments of 1972, implemented by 34
C.F.R. Part 106.
105 ILCS 5/10-20.8 and 5/10-19.

6:60 (Curriculum Content), 6:65 (Student Social and Emotional Development), 6:70
(Teaching About Religions), 6:80 (Teaching About Controversial Issues) 6:100 (Using
Animals in the Educational Program), 6:110 (Programs for Students At Risk of
Academic Failure and/or Dropping Out of School and Graduation Incentives
Program), 6:120 (Education of Children with Disabilities), 6:130 (Program for the
Gifted), 6:135 (Accelerated Placement Program), 6:140 (Education of Homeless
Children), 6:145 (Migrant Students), 6:150 (Home and Hospital Instruction), 6:160
(English Learners), 6:170 (Title | Programs), 6:180 (Extended Instructional Programs),
7:10 (Equal Educational Opportunities), 7:15 (Student and Family Privacy Rights)
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Grading and Promotion 1

The Superintendent or designee shall establish a system of grading and reporting academic achievement to
students and their parents/guardians.2 The system shall also determine when promotion and graduation
requirements are met. The decision to promote a student to the next grade level shall be based on successful
completion of the curriculum, attendance, and performance on the standardized tests required by the Ill.
State Board of Education (ISBE) and/or other assessments.3 A student shall not be promoted based upon
age or any other social reason not related to academic performance.4 The administration shall determine
remedial assistance for a student who is not promoted. 5

Every teacher shall maintain an evaluation record for each student in the teacher’s classroom. A District
administrator cannot change the final grade assigned by the teacher without notifying the teacher.6 Reasons
for changing a student’s final grade include:

A miscalculation of test scores,

A technical error in assigning a particular grade or score,

The teacher agrees to allow the student to do extra work that may impact the grade,
An inappropriate grading system used to determine the grade, or

An inappropriate grade based on an appropriate grading system.

Should a grade change be made, the administrator making the change must sign the changed record.

1 State law requires districts to have a school board policy containing the reasons for which a grade may be changed and
prohibiting social promotion. 105 ILCS 5/10-20.9a. State law controls this policy’s content.

If a district uses weighted grades for classes by degree of difficulty, it must be reflected in the affected students’ class ranking
and permanent records. 105 ILCS 5/27-27.

2 Absent a court order to the contrary, upon the request of either parent of a student whose parents are divorced, copies of
report cards, along with other notices and records, must be furnished to both parents by the district. 105 ILCS 5/10-21.8.

3105 ILCS 5/10-20.9a. Each board may determine its own promotion criteria and augment the statute’s criteria.

105 ILCS 5/2-3.64 contained the State assessment program until it was repealed by P.A. 98-972.

105 ILCS 5/2-3.64a-5(b) requires ISBE to “establish the academic standards that are to be applicable to students who are
subject to State assessments.” It contains the schedule for assessing students by calendar year and grade. ISBE selects standardized
tests for the State assessment and accountability measure. In House Joint Resolution 54 (2015), members of the 1ll. House and
Senate encouraged school districts to not use results of the Partnership for Assessment of Readiness for College and Careers
(PARCC) test for the 2014-2015 through the 2017-2018 school years “as a determining factor for making decisions about a
student’s educational opportunities, the evaluation of educators, and the allocation of resources based on educational achievement
on this assessment.” Starting in 2019, PARCC was no longer used by ISBE.

105 ILCS 5/2-3.64a-5(c), amended by P.A.s 100-7 and 101-643 requires that the assessment administered by ISBE for the
purpose of student application to or admissions consideration by institutions of higher education be administered on a school day
during regular student attendance hours. Assessments are not required if ISBE receives a waiver from the administration of
assessments from the U.S. Dept. of Education. Id.

105 ILCS 5/2-3.64a-5(e), amended by P.A. 100-222, no longer requires that the scores attained by a student on an assessment
that includes a college and career readiness determination be entered on the student’s transcript; however, the scores must still be
placed in the student’s permanent record. See also 23 I1l.Admin.Code §375.10.

4105 ILCS 5/10-20.9a(b).

5 1d.

6 The specific reasons and procedure for changing a grade are at the local board’s discretion; however, State law provides that
no grade may be changed without notification to the teacher concerning the nature and reason for the change. 105 ILCS 5/10-
20.9a(a). The person making the change must assume all responsibility and must initial the change. Id.
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6:110 (Programs for Students At Risk of Academic Failure and/or Dropping Out of
School and Graduation Incentives Program), 6:300 (Graduation Requirements),
6:340 (Student Testing and Assessment Program), 7:50 (School Admissions and
Student Transfers To and From Non-District Schools)
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Graduation Requirements 1

To graduate from high school, unless otherwise exempted, each student is responsible for:

1. Completing all District graduation requirements that are in addition to the State requirements. 2

2. Completing all courses as provided in the School Code, 105 ILCS 5/27-22. 3

3= Completing all minimum requirements for graduation as specified in State law. 4 by-Hlineis-State

4. Passing an examination on patriotism and principles of representative government, proper use of
the flag, methods of voting, and the Pledge of Allegiance. 5

5. Participating in State assessments that are required for graduation by State law. 6 by-the-Sechool

6. Beginning-with-the2020-2021 scheolyear; Filing one of the following: (1) a Free Application for
Federal Student Aid (FAFSA) with the U.S. Dept. of Education, (2) an application for State
financial aid, or (3) an Ill. State Board of Education (ISBE) waiver form indicating that the student
understands what these aid opportunities are and has chosen not to file an application. If the student
is not at least 18 years of age or legally emancipated, the student’s parent/guardian must file one of
these documents on the student’s behalf.
A student is exempt from this requirement if: (1) the student is unable to file a financial aid
application or an ISBE waiver due to extenuating circumstances, (2) the Building Principal attests

1 State or federal law controls this policy’s content. Graduation requirements are often published in student handbooks. The
llinois Principals Association maintains a handbook service that coordinates with PRESS material, Online Model Student
Handbook (MSH), at: www.ilprincipals.org/resources/model-student-handbook.

In accordance with 105 ILCS 5/2-3.159, amended by P.A. 101-503, eff—1-1-20 23 Ill.Admin.Code 8§1.442, and 23
11l.Admin.Code Part 680, a school district may establish a program to recognize high school graduates who attained a high level of
proficiency in one or more languages in addition to English by designating on a student’s diploma and transcript a State Seal of
Biliteracy. See policy 6:320, High School Credit for Proficiency.

2 Optional. 23 1ll.Admin.Code §1.440(f). A school board should ensure that all district graduation requirements that are in
addition to the State requirements are aligned with the district educational objectives. See policy 6:10, Educational Philosophy and
Objectives.

3 The escalating graduation requirements in 105 ILCS 5/27-22 had timed-out and were deleted by P.A. 100-443, such that
only the final list of required courses in Section 27-22(e), amended by P.A. 101-464 ef£—1-1-20, is applicable. 105 ILCS 5/27-
22(e)(3) allows the substitution of an advanced placement computer science course for a year of mathematics, and it further states
that a mathematics course that includes geometry content may be offered as an integrated, applied, interdisciplinary, or career and
technical education course that prepares a student for a career readiness path. 105 ILCS 5/27-22(e)(5) requires students entering
the 9th grade in the 2016-2017 school year and each year thereafter to complete one semester of civics. For specific requirements,
see 6:300-E2, State Law Graduation Requirements, and 6:310, High School Credit for Non-District Experiences; Course
Substitutions; Re-entering Students. The Ill. State Board of Education (ISBE) may adopt rules modifying graduation requirements
for students in grades 9-12 if the Governor has declared a disaster due to a public health emergency under 20 ILCS 3305/7. 105
ILCS 5/27-22(i), added by P.A. 101-643.

4105 ILCS 5/27-22(e); 23 1ll.Admin.Code §1.440.

5 Required by 105 ILCS 5/27-3, amended by P.A. 101-643.

6 105 ILCS 5/2-3.64a-5(c), amended by P.A.s 100-7, and 100-1046, and 101-643, states that “[s]tudents who do not take the
State’s final accountability assessment or its approved alternate assessment may not receive a regular high school diploma unless
the student is exempted.” Assessments are not required if ISBE receives a waiver from the administration of assessments from the
U.S. Dept. of Education. Id.

105 ILCS 5/2-3.64a-5(c), amended by P.A.s 100-7, ard-100-1046, and 101-643; 23 11l.Admin.Code §1.30. Section 2-3.64a-
5(c) requires that the assessment administered by ISBE for the purpose of student application to or admissions consideration by
institutions of higher education be administered on a school day during regular student attendance hours.

105 ILCS 5/2-3.64a-5(¢), amended by P.A.s 100-222 and 100-1046, no longer requires that the scores attained by a student
on an assessment that includes a college and career readiness determination be entered on the student’s transcript. The student’s
final accountability assessment scores, however, must be placed in the student’s permanent record. See also 23 I1l.Admin.Code
§375.10.
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the District made a good faith effort to assist the student or the student’s parent/guardian with filing
a financial aid application or an ISBE waiver form, and (3) the student has met all other graduation
requirements. 7

The Superintendent or designee is responsible for: 8

1. Maintaining a description of all course offerings that comply with the above graduation
requirements.

2. Notifying students and their parents/guardians of graduation requirements.
3. Developing the criteria for #4 above.

4. Complying with State law requirements for students who transfer during their senior year because
their parent(s)/guardian(s) are on active military duty. This includes making reasonable adjustments
to ensure graduation if possible, or efforts to ensure that the original (transferor) school district
issues the student a diploma.

5. Taking all other actions needed or necessary to implement this policy.

Early Graduation 9

The Superintendent or designee shall implement procedures for students to graduate early, provided they
finish seven semesters of high school and meet all graduation requirements.

Certificate of Completion 10

A student with a disability who has an Individualized Education Program prescribing special education,
transition planning, transition services, or related services beyond the student’s four years of high school,
gualifies for a certificate of completion after the student has completed four years of high school. The
student is encouraged to participate in the graduation ceremony of his or her high school graduation class.
The Superintendent or designee shall provide timely written notice of this requirement to children with
disabilities and their parents/guardians.

Service Member Diploma 11

The District will award a diploma to a service member who was killed in action while performing active
military duty with the U.S. Armed Forces or an honorably discharged veteran of World War 11, the Korean
Conflict, or the Vietnam Conflict, provided that he or she (1) resided within an area currently within the
District at the time he or she left high school, (2) left high school before graduating in order to serve in the
U.S. Armed Forces, and (3) has not received a high school diploma.

7 105 ILCS 5/22-85 (final citation pending), added by P.A. 101-180 eff—6-1-20. See 6:300-E3, Form for Exemption from
Financial Aid Application Completion. ISBE provides a waiver form, the FAFSA Nonparticipation Form, for a parent/guardian or
eligible student to opt of this graduation requirement at www.isbe.net/Documents/FAFSA-Non-Participation-Form.pdf. The
Alternative Application for Ill. Financial Aid referenced in that form is intended for use by qualifying undocumented and
transgender students, and is available at https://studentportal.isac.org/alternativeapp.

8 Items #1 and #2 are required by 23 Ill.Admin.Code §1.440(d) and (e), respectively. Item #3 must be addressed because the
law leaves many implementation issues unanswered. A comprehensive Student Handbook can provide notice of the district’s
graduation requirements, conduct rules, and other important information. Item #4 includes discussion of the adjustments required
by the Educational Opportunity for Military Children Act, 105 ILCS 70/35(d).

9 This is optional. State law and rules are silent regarding early graduation. As an alternative, a board may delete the phrase

10 Required by 105 ILCS 5/14-16.

11 Optional. 105 ILCS 5/22-27, amended by P.A. 101-131, does not designate a time requirement for when the service member
killed in action or veteran “resided within an area currently within the district.” Thus, a reasonable interpretation may be adopted
locally. The sample policy designates “at the time he or she left high school” as the pertinent time for residence. See 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.
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105 ILCS 5/2-3.64a-5, 5/22-27, 5/27-3, 5/27-22, and 5/27-22.10.
105 ILCS 70/, Educational Opportunity for Military Children Act.
23 lllLAdmin.Code 81.440.

6:30 (Organization of Instruction), 6:310 (High School Credit for Non-District
Experiences; Course Substitutions; Re-Entering Students), 6:315 (High School Credit
for Students in Grade 7 or 8), 6:320 (High School Credit for Proficiency), 7:50
(School Admissions and Student Transfers To and From Non-District Schools)
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High School Credit for Non-District Experiences; Course Substitutions: Re-Entering
Students 1
Credit for Non-District Experiences 2

A student may receive high school credit for successfully completing any of the listed courses or
experiences even when it is not offered in or sponsored by the District:

1. Distance learning course, including a correspondence, virtual, or online course

2. Courses in an accredited foreign exchange program

3. Summer school or community college courses 3

4. College or high school courses offering dual credit at both the college and high school level 4

1 State law requires that several of the programs in this policy be covered in policy. State law controls this policy’s content.
Note that 23 Ill.Admin.Code §1.420(b) requires “[e]very school district [to] have an organized plan for recording pupil progress
and/or awarding credit, including credit for courses completed by correspondence, on line, or from other external sources, that can
be disseminated to other schools within the State.” Section 1.460 requires “[e]ach local board of education with a high school [to]
adopt a policy which defines the board’s position with reference to the awarding of high school credit on the basis of local
examinations to pupils who have achieved the necessary proficiencies through independent study, either with or without private
tutoring, or for work taken in or from another institution.” 23 Tll. Admin.Code §1.460.

Sample policy 6:185, Remote Educational Program, provides for educational programs delivered by the district in a location
outside of the school.

Sample policy 6:315, High School Credit for Students in Grade 7 or 8, allows students enrolled in grade 7 or 8 to enroll in a
course required for high school graduation. 105 ILCS 5/27-22.10(a); 23 I1l.Admin.Code §1.440(c)(3).

2 Each board may choose for which, if any, of the listed non-district experiences the district will grant high school credit. If a
district does not grant credit for any of the listed activities, substitute the following alternative for all text in the entire section: “The
District does not grant graduation credit for learning experiences that an enrolled student does not complete through the District.”

3105 ILCS 5/27-22.1 provides that no fewer than 60 hours of classroom instruction in summer school is required for one
semester of high school course credit. Districts may accept courses completed in a community college (CC) toward graduation. 23
1l.Admin.Code §1.440(f). Superintendents, pursuant to 105 ILCS 5/10-21.4, must annually report to ISBE the number of students
enrolled in accredited courses at any CC along with the name(s) and number(s) of the course(s) each student is taking.

4 The Dual Credit Quality Act (110 ILCS 27/) defines dual credit as a college course taken by a high school student for credit
at both the college and high school level. 110 ILCS 27/5 and 105 ILCS 5/10-20.62(a), amended by P.A. 100-792, ef£2-1-19. An
instructor who teaches a dual credit course does not need the certification required by Article 21 of the School Code but must meet
the standards set forth in 110 ILCS 27/20(1), (2), or (3), amended by P.A. 100-1049. Dual credit programs require: (a) a specific
partnership agreement between the district and a CC, as long as the district is in the CC’s jurisdiction (110 ILCS 27/16, added by
P.A. 100-1049), or (b) cooperation between the school district and the institution providing the dual credit courses (see the Higher
Education Student Assistance Act at 110 ILCS 947/10 for a definition of institution). If the district and CC cannot agree within 180
days of a district’s initial request to enter into a partnership agreement, the two parties must use the model partnership agreement
located at 110 ILCS 27/19, added by P.A. 100-1049.

After1-1-19; Out-of-state dual credit contracts are prohibited until a district first offers the CC in the district in which the
district is located the opportunity to provide a dual credit course. 110 ILCS 27/17, added by P.A. 100-1049. In addition, a district
seeking to enter into an agreement with an out-of-state institution must provide notice to the Ill. State Board of Higher Education
(BHE) of its intent to which the BHE will have 30 days to provide the district with a list of in-state institutions that can provide the
district an equivalent dual credit opportunity. 1d. Agreements between a district and an out-of-state institution that were in effect
before 1-1-19 will not be affected. Id. A high school evaluation of a dual credit program must also incorporate the analysis of data
from the Ill. State Board of Education’s (ISBE) statewide longitudinal data system (see the P-20 Longitudinal Education Data
System Act, 105 ILCS 13/, for more information).

105 ILCS 5/10-20.62, added by P.A. 100-133 and renumbered by P.A. 100-792, requires school boards to require the district’s
high schools, if any, to inform all 11th and 12th grade students of dual enrollment and dual credit opportunities at public CCs for
qualified students. Qualified students may enroll in an unlimited amount of dual credit courses and earn an unlimited amount of
academic credits from them if the course(s) are taught by an Ill. instructor, as provided by 110 ILCS 27/. Id. at (b), amended by
P.A. 100-792. In addition, all dual credit coursework completed by a high school student must be transferred to all public institutions
in Illinois on the same basis as coursework completed by a public CC student who previously earned a high school diploma in the
manner set forth under the 1l1. Articulation Initiative Act. Id. at 27/19, added by P.A. 100-1049.
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5. Foreign language courses taken in an ethnic school program approved by the Illinois State Board
of Education 5

6. Work-related training at manufacturing facilities or agencies in a Tech Prep Program 6
7. Credit earned in a Vocational Academy 7

The student must seek approval from the Superintendent or designee to receive graduation credit for any
non-District course or experience. The Superintendent or designee shall determine the amount of credit and
whether a proficiency examination is required before the credit is awarded. As approval is not guaranteed,
students should seek conditional approval of the experience before participating in a non-District course or
experience. The student assumes responsibility for any fee, tuition, supply, or other expense. The student
seeking credit is responsible for (1) providing documents or transcripts that demonstrate successful
completion of the experience, and (2) taking a proficiency examination, if requested. The Superintendent
or designee shall determine which, if any, non-District courses or experiences, will count toward a student’s
grade point average, class rank, and eligibility for athletic and extracurricular activities. This section does
not govern the transfer of credits for students transferring into the District.

Substitutions for Required Courses
Vocational or technical education; registered-apprenticeship-pregram.8 A student in grades 9-12 may
satisfy one or more high school courses (including physical education) or graduation requirements by
successfully completing related vocational or technical education courses era-registered-apprenticeship
pregram if: 9
1. The Building Principal approves the substitution(s) and the vocational or technical education course
is completely described in curriculum material along with its relationship to the required course;
and
2. The student’s parent/guardian requests and approves the substitution(s) in writing on forms
provided by the District.

See Increasing Postsecondary Opportunities and Success for Students and Youth with Disabilities at:
www.sites.ed.gov/idea/idea-files/ga-increasing-postsecondary-opportunities-success-for-students-youth-with-disabilities-sept-17-
2019/#L etter for information on providing transition services to high school students who have individualized education programs
(IEPSs), are receiving services under the IDEA, and take courses offered by a community college or other postsecondary education
institution program prior to high school graduation.

5105 ILCS 5/2-3.44 and 5/10-22.43a. An ethnic school is a part-time, private school that teaches the foreign language of a
particular ethnic group as well as the culture, geography, history, and other aspects of a particular ethnic group. 105 ILCS 5/2-3.44;
23 lll.Admin.Code §1.465(b). For requirements, see 23 Ill.Admin.Code §1.465.

6 The State Superintendent and Board of Higher Education were encouraged by 105 ILCS 5/2-3.115 to establish a program
of academic credit for Tech Prep work based learning for secondary school students with an interest in pursuing such career training,
which could be instituted by school districts. See also 23 Ill.Admin.Code §1.445.

7 Vocational Academies Act, 105 ILCS 433/. The Act’s purpose is to “integrate workplace competencies and career and
technical education with core academic subjects.” School districts are permitted to partner with CCs, local employers, and
community-based organizations to establish a vocational academy that functions as a two-year school within a school for grades
10 through 12. Grant funds may be available from ISBE when the vocational academy meets statutory requirements.

8 Allowing for this substitution is optional, but, if offered, must be included in board policy. 105 ILCS 5/27-22.05, amended
by P.A. 100-992.

9 The related requirement is met if the course contains at least 50% of the content of the required course. Id. 23 Il Admin.Code
81.445 requires that the vocational or technical education course be completely described in the policy along with its relationship
to the required course. The sample policy satisfies these requirements by referring to the courses as described in curricular material.

ISBE requires that the parent/guardian of a student under the age of 18 request the course substitution “on forms that the
school district makes available” and that the request must be maintained in the student’s temporary record. 23 Ill. Admin.Code
81.445. See 6:310-E, Class Substitution Request. There is no parallel recordkeeping requirement in the rules for registered
apprenticeships; however, it is best practice to maintain all types of substitution requests as evidence of compliance with the form
requirement.
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Registered Apprenticeship Program.10 The Superintendent or designee will ensure that the District
complies with State law requirements for registered apprenticeship programs.11 The opportunities and
requirements for registered apprenticeship programs contained in this policy will be posted on the District’s
website, and parents/guardians and students will also be notified of such opportunities in the appropriate
school handbook(s). 12

A student in grades 9-12 who is 16 years or older may satisfy one or more high school courses (including
physical education) or graduation requirements by successfully completing a registered apprenticeship
program if:

1. The registered apprenticeship program meets all criteria contained in State law;

2. The registered apprenticeship program is listed by the District, or the student identifies a
registered (but not listed) apprenticeship program with a business or organization if one is not
offered in the District;

3. The student enrolled in a registered apprenticeship program has the opportunity to earn post-
secondary credit toward a certificate or degrees, as applicable;

4. The student’s parent/guardian requests and approves the substitution(s) in writing on forms
provided by the District and on its website; 13

5. The Building Principal approves the substitution(s); and

6. All non-academic requirements mandated by the School Code for high school graduation that
would otherwise prohibit or prevent the student from participating in the registered
apprenticeship program are waived.

Advanced placement computer science.14 The advanced placement computer science course is equivalent

to a high school mathematics course. A student in grades 9-12 may substitute the advanced placement
computer science course for one year of mathematics, in accordance with Section 27-22 of the School Code.

10 Allowing for this substitution is optional, but, if offered, must be included in board policy. 105 ILCS 5/2-3.175, added by
P.A. 100-992, renumbered by P.A. 101-81; 23 Ill.Admin.Code §255.200. A registered apprenticeship program is an industry-
based occupational training program of study with standards reviewed and approved by the U.S. Dept. of Labor that meets
characteristics set forth in State law and ISBE rules. The introductory sentence and listed items 1, 3, 4, and 6 are required to be in
the policy if a board decides to allow students to participate in registered apprenticeship programs. See 23 Ill.Admin.Code
§255.200(b). Item #2 is not required to be stated in policy, but is required to be included in a district’s website notification (if any)
to parents/guardians about registered apprenticeship opportunities. See f/n 13, below.

If a board adopts a policy to allow for student participation in registered apprenticeship programs, the policy must be posted on
the district’s website (if any) for students, parents, and members of the business and industry community to access. 23
1Il.LAdmin.Code §255.200(c)(1). See 2:250-E2, Immediately Available District Public Records and Web-Posted Reports and
Records, and f/ns 12 and 13 below for other related website posting requirements.

11 105 ILCS 5/2-3.175, added by P.A. 100-992, renumbered by P.A. 101-81; 23 1ll. Admin.Code Part 255. In addition to the
requirements listed in the policy, districts allowing for student participation in registered apprenticeship programs must also: (1)
submit data on participating students through ISBE’s Student Information System, (2) identify and attempt to eliminate any barriers
to student participation, and (3) include the program in the Career Pathway Endorsement if the district awards endorsements under
the Postsecondary and Workforce Readiness Act (110 ILCS 148/). 23 Ill.Admin.Code §255.200(d)-(f).

12 23 11l.Admin.Code §255.200(c). The Illinois Principals Association maintains a handbook service that coordinates with
PRESS material, Online Model Student Handbook (MSH), at: www.ilprincipals.org/resources/model-student-handbook. The
notification to students and parents on the district’s website must include: (1) a statement that a student may participate in any
registered apprenticeship program listed by the district; and (2) a statement that a student may find a registered, but not listed,
apprenticeship program with a business or organization, if a registered apprenticeship program is not offered in the district. 23
IIl.LAdmin.Code §255.200(c)(2). See 2:250-E2, Immediately Available District Public Records and Web-Posted Reports and
Records. For districts that do not maintain a website, use the following alternative sentence:

Parents/guardians and students will be notified of opportunities for registered apprenticeship programs in the appropriate
school handbook(s).

13 23 11l.Admin.Code §255.200(b)(4). See 6:310-E, Class Substitution Request, and 2:250-E2, Immediately Available District
Public Records and Web-Posted Reports and Records. If the district does not maintain a website, delete and-on-its-website.

14 Optional, but allowed by 105 ILCS 5/27-22(e)(3), amended by P.A. 101-464 eff1-1-20, and 5/27-22(f-5).
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The transcript of a student who completes the advanced placement computer science course will state that
it qualifies as a mathematics-based, quantitative course.

Substitutions for physical education. A student in grades 9-12, unless otherwise stated, may submit a
written request to the Building Principal to be excused from physical education courses for the reasons
stated below.15 The Superintendent or designee shall maintain records showing that the criteria set forth in
this policy were applied to the student’s individual circumstances, as appropriate. 16

1. Ongoing participation in a marching band program for credit; 17

2. Enrollment in Reserve Officer’s Training Corps (ROTC) program sponsored by the District;18
3. Ongoing participation in an interscholastic or extracurricular athletic program; 19
4

Enrollment in academic classes that are required for admission to an institution of higher learning
(student must be in the 11th or 12th grade);20 or

5. Enrollment in academic classes that are required for graduation from high school, provided that
failure to take such classes will result in the student being unable to graduate (student must be in
the 11th or 12th grade). 21

A student who is eligible for special education may be excused from physical education courses pursuant
to 7:260, Exemption from Physical Education.

15 Optional, but allowed by 105 ILCS 5/27-6(b), amended by P.A. 100-465; 23 1ll.Admin.Code §1.425(e). A board that wants
to allow any of these P.E. exemptions must include the ones it selects in a policy that excuses students on an individual basis.

16 23 111.Admin.Code §1.425(e).

17 23 11l Admin.Code 81.425(e)(4)(A). This policy excuses students from P.E. only during the marching band season because
the statute allows the exemption “for ongoing participation in such marching band program.” Thus, if the marching band season is
over, the student’s ongoing participation has ceased and the student no longer qualifies for the P.E. exemption. Common sense,
however, would allow the exemption to continue until the end of the current grading period.

18 23 111.Admin.Code §1.425(e)(4)(B).

19 23 11l.Admin.Code §1.425(e)(2) and (e)(3)(A) added-at42 Hl.Reg-11542-43. Prior to P.A. 100-465, the statute only allowed
students in grades 11 and 12 to be excused from P.E. “for ongoing participation in an interscholastic athletic program.” 105 ILCS
5/27-6(b)(1). 105 ILCS 5/27-6(b), amended by P.A. 100-465, now states “on a case-by-case basis, excuse pupils in grades 7 through
12 who participate in an interscholastic or extracurricular athletic program.” While the statute no longer requires such participation
to be ongoing, 23 Ill.Admin.Code 81.425(e)(3) added-at-42-Hl-Reg—11542 requires ongoing participation. Thus, if the athletic
program is over, the student’s ongoing participation has ceased and the student no longer qualifies for the P.E. exemption. Common
sense, however, would allow the exemption to continue only until the end of the grading period during which the athletic program
is active. 23 Ill. Admin. Code 8§1.425(e)(2) limits interscholastic and extracurricular athletic programs to those that are sponsored
by the school district as defined in school board policy. Boards do not have the “authority to honor parental excuses based upon
students’ participation in athletic training, activities or competitions conducted outside the auspices of the school district.” Id. at
81.425(e)(6).

State statutes do not define interscholastic athletic program or extracurricular athletic program; however, 105 ILCS 5/22-80
defines interscholastic athletic activity as “any organized school-sponsored or school-sanctioned activity for students, generally
outside of school instructional hours, under the direction of a coach, athletic director, or band leader, including, but not limited to,
baseball, basketball, cheerleading, cross country track, fencing, field hockey, football, golf, gymnastics, ice hockey, lacrosse,
marching band, rugby, soccer, skating, softball, swimming and diving, tennis, track (indoor and outdoor), ultimate Frisbee,
volleyball, water polo, and wrestling.” 23 Ill.Admin.Code §1.425(e)(2), added at 42 IIl. Reg. 11542, defines interscholastic and
extracurricular athletic programs as “those programs that are sponsored by the school district as defined by school district policy.”
Boards have no authority to honor parental excuses based upon students’ participation in athletic training, activities or competition
conducted outside the auspices of the school district. 23 11l Admin.Code 81.425(e)(6) added-at-H-Reg—11543.

For boards that want to explain the meaning of interscholastic or extracurricular athletic program, insert the following option
at the end of #3:

(organized school-sponsored or school-sanctioned activities for students that are not part of the curriculum, not graded,
not for credit, generally take place outside of school instructional hours, and under the direction of a coach, athletic
director, or band leader)

For unit districts, ensure the definition matches the definition in policy 7:260, Exemption from Physical Education.

20 23 11l. Admin.Code §1.425(¢)(3)(B). adeed-at-H--Reg-11543.
21 23 11l.Admin.Code §1.425(¢)(3)(C). adeed-at-H-Reg-11543.
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Volunteer service credit.22 A student participating in the District’s Volunteer Service Credit Program, if
any, may earn credit toward graduation for the performance of community service. The amount of credit
given for program participation shall not exceed that given for completion of one semester of language arts,
math, science, or social studies.

Re-Entering Students 23
Individuals younger than 21 years of age may re-enter high school to acquire a high school diploma or an
equivalency certificate, subject to the limitations in Board policy 7:50, School Admissions and Student
Transfers To and From Non-District Schools. Re-entering students may obtain credit through the successful
completion of the following (not all of these may be available at any one time):
1. District courses
2. Non-District experiences described in this policy
3. Classes in a program established under Section 10-22.20 of the School Code, in accordance with
the standards established by the Illinois Community College Board
4. Proficiency testing, correspondence courses, life experiences, and other nonformal educational
endeavors
5. Military service, provided the individual making the request has a recommendation from the
American Council on Education
The provisions in the section Credit for Non-District Experiences, above, apply to the receipt of credit
for any non-District c