
SCHOOL ASSOCIATION FOR SPECIAL EDUCATION IN DUPAGE

Policy Committee Meeting 
April 11, 2023

SASED Administrative Center
2900 Ogden

Lisle, IL 60532
5:00 PM

AGENDA

1. Call to Order/Roll Call
2. Information

a. Met with IASB to complete draft of Online Policy Manual
3. Discussion with Action

a. Approve Meeting Minutes from December 7, 2022 Meeting
b. Review committee member schedules and select meeting dates to review Online Policy Manual 

before presenting to Board in May/June 2023 (Possibly 3 meetings)
4. Policies to Review

a. Review of policies from PRESS Issue 111 March 2023
1) Policy 2:110 - Qualifications, Term, and Duties of Board Officers
2) Policy 3:40 - Executive Director
3) Policy 4:60 - Purchases and Contracts
4) Policy 5:30 - Hiring Process and Criteria
5) Policy 5:90 - Abused and Neglected Child Reporting
6) Policy 5:125 - Personal Technology and Social Media: Usage and Conduct
7) Policy 5:150 - Personnel Records
8) Policy 5:170 - Copyright
9) Policy 5:260 - Student Teachers, Interns, and Practicum Students
10) Policy 8:20 - Community Use of SASED Facilities

b. Review of Additional Policies  5:70, 5:100, 5:120, 5:290, 6:270, 7:70, 7:180, and 7:220
1) Policy 5:70 - Religious Holidays
2) Policy 5:100 - Professional Development Program
3) Policy 5:120 - Employee Ethics, Code of Professional Conduct, and Conflict of Interest
4) Policy 5:290 - Employment Termination and Suspensions
5) Policy 6:270 - Guidance and Counseling Program
6) Policy 7:70 - Attendance and Truancy
7) Policy 7:180 - Prevention of and Response to Bullying, Intimidation, and Harassment
8) Policy 7:220 - Bus Conduct

5. Adjournment



SCHOOL ASSOCIATION FOR SPECIAL EDUCATION IN DUPAGE

POLICY COMMITTEE MEETING
December 7, 2022 - 6:30 PM

SASED Administration Center
2900 Ogden Ave., Lisle, IL 60532

MEETING MINUTES

The meeting was called to order at 6:54 p.m. with the following in attendance:
● Ray Kielminski, Salt Creek District 48
● Dr. Jean Barbanente, DuPage High School District 88
● Lynn Casey-Maher, Community High School District 94
● Joanna Vazquez-Drexler, Community High School District 99
● Dr. Melinda McGuffin, SASED Executive Director
● Senga Lowe, SASED Board Recording Secretary

The committee reviewed each policy as outlined below and agreed to the PRESS and staff changes as presented
and discussed:

October 2022 PRESS

A. Policies with Changes
1) Policy 2:20 - Powers and Duties of the Board; Indemnification
2) Policy 2:100 - Board Member Conflict of Interest
3) Policy 2:105 - Ethics and Gift Ban
4) Policy 2:125 - Board Member Compensation: Expenses
5) Policy 2:125-E - Exhibit - Resolution to Regulate Expense Reimbursements
6) Policy 2:210 - Organizational Board Meeting
7) Policy 2:265 - Title IX Sexual Harassment Grievance Procedure
8) Policy 3:50 - Administrative Personnel Other than the Executive Director
9) Policy 3:60 - Administrative Responsibility of the Program Administrator
10) Policy 4:120 - Food Services
11) Policy 4:165 - Awareness and Prevention of Child Sexual Abuse and Grooming Behaviors
12) Policy 5:10 - Equal Employment Opportunity and Minority Recruitment
13) Policy 5:20 - Workplace Harassment Prohibited
14) Policy 5:120 - Employee Ethics, Code of Professional Conduct, and Conflict of Interest
15) Policy 5:200 - Terms and Conditions of Employment and Dismissal
16) Policy 5:220 - Substitute Teachers
17) Policy 5:280 - Duties and Qualifications
18) Policy 5:290 - Employment Termination and Suspensions
19) Policy 5:320 - Evaluation
20) Policy 6:20 - SASED Calendar and Day
21) Policy 6:50 - Wellness and Nutrition
22) Policy 6:60 - Curriculum Content
23) Policy 6:65 - Student Social and Emotional Development
24) Policy 6:250 - Community Resource Persons and Volunteers
25) Policy 6:255 - Assemblies and Ceremonies
26) Policy 6:260 - Complaints About Curriculum, Instructional Materials, and Programs
27) Policy 6:280 - Grading and Promotion
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SCHOOL ASSOCIATION FOR SPECIAL EDUCATION IN DUPAGE

28)
29) Policy 6:340 - Student Testing and Assessment Program
30) Policy 7:20 - Harassment of Students Prohibited
31) Policy 7:70 - Attendance and Truancy
32) Policy 7:100 - Health, Eye, and Dental Examinations; Immunizations; and Exclusion of Students
33) Policy 7:180 - Prevention of and Response to Bullying, Intimidation and Harassment
34) Policy 7:250 - Student Support Services
35) Policy 7:290 - Suicide and Depression Awareness Prevention
36) Policy 7:340 - Student Records

C. Policies Included in October 2022 Press, But Not Presented for Review at This Meeting
These policies are being updated by SASED at this time. Will be presented to the committee for review at the
next meeting on February 23, 2023.

1) Policy 5:250 - Leaves of Absence
2) Policy 5:330 - Sick Days, Vacations, Holidays and Leaves

D. IASB School Board Policies Online
SASED met with Boyd Furgeson of IASB on November 4, 2022 and continued the process for SASED policies
online. Policies were reviewed and clarifying questions were answered. Next meeting with Mr. Ferguson is
scheduled for January 27, 2023.

The meeting was adjourned at 7:24 p.m.

Approved: ________________________________________________________________
Policy Committee Representative Date

___________________________________________ ____________________________________________
Signature Date Signature Date
BOC Chairperson BOC Secretary

SASED Policy Committee Meeting Minutes December 7, 2022 Page 2 of 2







































































































































2:110 Page 1 of 2  

School Association for Special Education in DuPage (SASED)   2:110 

Governance 
 

Qualifications, Term, and Duties of Board Officers 

The officers of both the Board of Control and the Governing Board shall be a Chairperson, a Vice 

Chairperson, and Secretary. Officers shall be elected to one (1) year terms at a meeting held in May of 

each year. Either Board shall establish such other officers as it deems necessary. No officer shall receive 

any compensation. Upon advance approval and upon submission of an itemized statement thereafter, 

any officer may be reimbursed for cash actually expended by him/her in the performance of his/her 

duties in connection with SASED. 

Chairperson 

Each Board elects a Chairperson from its members for a one-year term.  The duties of the Chairperson 

are: 

1. Preside at all meetings; 
2. Focus the Board meeting agendas on appropriate content; 

3. Attend and observe any Board committee meeting at his or her discretion; 

4. Sign official  SASED  documents  requiring  the  Chairperson’s  signature,  including  Board 

minutes; 
5. Call special meetings of the Board; 

6. Serve as the head of the public body for purposes of the Open Meetings Act and Freedom of 

Information Act; 
7. Ensure that a quorum of the Board is physically present at all Board meetings; and 

8. The Chairperson of the Board of Control shall serve as or appoint SASED’s official spokesperson 

to the media.; and 

9. Except when the Board  Chairperson is the subject of a complaint of sexual harassment, a 

witness, or otherwise conflicted, appoint a qualified outside investigator to conduct an 

independent review of allegations of sexual harassment made against a Board member by another 

Board member. 

10. Ensure that all fingerprint-based criminal history records information checks, screenings and 

sexual misconduct related employment history reviews (EHRs) required  by State Law and policy 

5:30,  Hiring Process and Criteria, are completed for the Executive Director. 

The Chairperson is permitted to participate in all Board meetings in a manner equal to all other Board 

members, including the ability to make and second motions. 

The Vice Chairperson fills a vacancy in the Chairpersonship.  

Vice Chairperson 

Each Board elects a Vice Chairperson from its members for a one-year term.   The Vice 
Chairperson performs the duties of the Chairperson if: 

1. The office of Chairperson is vacant; 

2. The Chairperson is absent; or 

3. The Chairperson is unable to perform the office’s duties. 

A permanent vacancy in the Vice Chairpersonship is filled by a special Board election.  

 

 

 



2:110 Page 2 of 2  

Secretary 

Each Board elects a Secretary who serves a one-year term. The duties of the Secretary are to: 

1.  Keep meeting minutes for all Board meetings and keep the verbatim record for all closed Board 

meetings; 
2.  Mail meeting notification and agenda to news media who have officially requested copies; 

3.  Keep records of the Board’s official acts, and sign them, along with the Chairperson; 

4.  Arrange public inspection of the budget before adoption; 

5.  Publish required notices; 

6.  Sign official SASED documents requiring the Secretary’s signature; and 

 7.  Maintain Board policy, and other such official documents as directed by the Board. 

A permanent vacancy in the office of Secretary is filled by special Board election. 

Recording Secretary 

The Administrative Assistant to the Executive Director shall serve as the Recording Secretary to both the 

Governing Board and the Board of Control.  

For each Board the Recording Secretary shall: 

1. Assist the Secretary by taking the minutes for all open Board meetings; 

2. Assemble Board meeting material and provide it, along with prior meeting minutes, to Board 

members before the next meeting; and 
3. Perform the Secretary’s duties, as assigned, except when State law prohibits the delegation. 

In addition, the Recording Secretary or Executive Director receives notification from Board members 

who desire to attend a Board meeting by video or audio means. 

Treasurer 

The SASED Director of Business Services/CSBO shall serve as the Treasurer to both the Governing 

Board and the Board of Control. He or she will receive no remuneration over and above his or her regular 

salary for these duties. 

The Treasurer shall: 

1. Furnish a bond, which shall be approved by a majority of the full Board of Control; 

2. Maintain custody of school funds; 

3. Maintain records of school funds and balances; 

4. Prepare a monthly reconciliation report for the Executive Director and Board of Control; and 
5. Receive, hold, and expend SASED funds only upon the order of the Board of Control.  

 
LEGAL REF.: 5 ILCS 120/7 and 420/4A-106. 

105 ILCS 5/8-1, 5/8-2, 5/8-3, 5/8-6, 5/8-16, 5/8-17, 5/10-1, 5/10-5, 5/10-7, 5/10-8, 
5/10-13, 5/10-13.1, 5/10-14, 5/10-16.5, and 5/17-1, 5/21B-85, and 5/22-94. 

 

CROSS REF.: 2:80 (Board Member Conduct), 2:105 (Ethics and Gift Ban), 2:150 (Committees),  

2:210 (Organizational Board of Control Meeting) 2:220 (Board of Control Meeting 

Procedure), 5:30 (Hiring Process and Criteria) 

 

ADOPTED: June 21, 2023 
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School Association for Special Education in DuPage (SASED)      3:40 

General Administration 

Executive Director 
 

Duties and Authority 

 

The Executive Director is SASED’s executive officer and is responsible for the administration and 

management of SASED’s programs and services in accordance with Board policies and directives, and 

State and federal law. SASED management duties include, without limitation, preparing, submitting, 

publishing, and posting reports and notifications as required by State and federal law.  

 

In the absence of specific written policy, the Executive Director shall act according to his or her best 

judgment, keeping in mind the best interests of SASED and its member districts and the spirit of any 

established policy Board policies that are related to the matter under consideration. The Executive 

Director is authorized to develop administrative procedures and take other action as needed to 

implement Board policy and otherwise fulfill his or her responsibilities. 

 

The Executive Director may delegate to other SASED staff members the exercise of any powers and 

the discharge of any duties imposed upon the Executive Director by Board policies or by Board vote. 

The delegation of power or duty, however, shall not relieve the Executive Director of responsibility for 

the action that was delegated. 

 

Qualifications 

 

The Executive Director must be of good character and of unquestionable morals and integrity. The 

Executive Director shall have the experience and the skills necessary to work effectively with the 

SASED Governing Board, Board of Control, SASED employees, students, and the community. The 

Executive Director shall have a valid administrative certificate and Director of Special Education 

endorsement issued by the State Certification Board. 

 

When the office of the Executive Director becomes vacant, the Board of Control will collaborate with 

the Governing Board to conduct a search and fill the position.  

 

Performance Evaluation of the Executive Director 

 

The Board of Control will evaluate, at least annually, the Executive Director’s performance, using 

standards and objectives developed by the Executive Director and Board that are consistent with the 

Board’s policies and the Executive Director’s contract.  The evaluation should include a discussion of 

professional strengths as well as performance areas needing improvement.  The Executive Director 

shall annually present evidence of professional growth through attendance at educational conferences, 

in-service training, or similar continuing education pursuits.  

The Chairperson shall secure from each of the members of the Board of Control an individual appraisal 

of the Executive Director’s performance and a statement as to how well the goals for the year have been 

satisfied. A compilation of the appraisals and a summary of the comments will be reviewed by the 

Board of Control. The agreed upon combined evaluation will be presented in writing to the Executive 

Director no later than the June meeting of the Board. By the June Board meeting, the Board of Control 

and the Executive Director will review the combined evaluation, determine the duration of his/her 

contract, and establish the compensation for the ensuing fiscal year. The goals and  
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areas of work emphasis for the coming year shall be established by the July meeting of the Board of 

Control. 

Compensation and Benefits 

The Board of Control and the Executive Director shall enter into an employment agreement that 

conforms to Board policy and State law. This contract shall govern the employment relationship 

between the Board of Control and the Executive Director. The terms of the Executive Director’s 

employment agreement, when in conflict with this policy, will control. 

 

LEGAL REF.:  105 ILCS 5/10-16.7, 5/10-20.47, 5/10-21.4, 5/10-23.8, 5/21-7.1, 5/21B-20, 5/21B-

25, 5/24-11, and 5/24A-3. 

23 Ill.Admin.Code §§1.310, 1.705, and 29.130  25:355. 

 

CROSS REF:  2:20 (Powers and Duties of the Board of Control), 2:130 (Board- Executive Director 

Relationship), 2:240 (Board Policy Development), 3:10 (Goals and Objectives) 

 

       ADOPTED:  June 21, 2023 
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School Association for Special Education in DuPage (SASED)   4:60 

Purchases and Contracts 

Operational Services 

The Executive Director or designee shall manage SASED’s purchases and contracts in accordance 

with the law, the standards set forth in this policy, and other applicable policies. 

Standards for Purchasing and Contracting 

All purchases and contracts shall be entered into in accordance with Illinois law. The Board Attorney 

shall be consulted as needed regarding the legal requirements for purchases  or  contracts.  All contracts 

shall be approved or authorized by the Board of Control. 

All purchases and contracts should support a recognized SASED function or purpose as well as 

provide for good quality products and services at the lowest cost, with consideration for service, 

reliability, and delivery promptness, and in compliance with State law. No purchase or contract shall 

be made or entered into as a result of favoritism, extravagance, fraud, or corruption. 

Adoption of the annual budget authorizes the Executive Director or designee to purchase budgeted 

supplies, equipment, and services, provided that State law is followed. Purchases of items outside 

budget parameters require prior Board approval, except in an emergency. 

When presenting a contract or purchase for Board of Control approval, the Executive Director or 

designee shall ensure that it complies with applicable State law, including but not limited to, those 

specified below: 

1. Supplies, materials, or work involving an expenditure in excess of $ 25,000 must comply 

with the State law bidding procedure, 105 ILCS 5/10-20.21, unless specifically exempted. 

2. Construction, lease, or purchase of school buildings must comply with State law and Board 

policy 4:150, Facility Management and Building Programs. 

3. Guaranteed energy savings must comply with 105 ILCS 5/19b-1 et seq. 

4. Third party non-instructional services must comply with 105 ILCS 5/10-22.34c. 

5. Goods and services that are intended to generate revenue and other remunerations  for 

SASED in excess of $1,000, including without limitation vending machine contracts, sports 

and other attire, class rings, and photographic services, must comply with 105 ILCS 5/10- 

20.21(b-5). The Executive Director or designee shall keep a record of: (1) each vendor, 

product, or service provided, (2) the actual net revenue and non-monetary remuneration 

from each contract or agreement, and (3) how the revenue was used and to whom the non-

monetary remuneration was distributed. The Executive Director or designee shall report 

this information to the Board of Control by completing the necessary forms that must be 

attached to SASED’s annual budget. 

6. Any contract to purchase food with a bidder or offeror must comply with 105 ILCS 5/10-

20.21(b-10). 

7. The purchase of paper and paper products must comply with 105 ILCS 5/10-20.19c and 

Board policy 4:70, Resource Conservation. 

8. Each contractor with SASED is bound by each of the following: 

a. In accordance with 105 ILCS 5/10-21.9(f): (1) prohibit any of its employees who is or 

was found guilty of a criminal offense listed in 105 ILCS 5/10-21.9(c) and 5/21B-80(c) 

to have direct, daily contact at a SASED property or SASED-related activity with one or 

more student(s); (2) prohibits any of the contractor’s employees from having 

direct,  daily contact with one or more students if the employee was found 

guilty of any offense in 5/21B80(b) (certain drug offenses) until seven years 
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following the end of the employee’s sentence  for the criminal offense;and 

(3) require each of its employees who will have direct, daily contact with student(s) to 

cooperate during SASED’s fingerprint-based criminal history records check on him or 

her. 

b. In accordance with 105 ILCS 5/22-94: (1) prohibit any of its employees from having 

direct contact with children or students if the contractor has not performed a sexual 

misconduct related employment history review (EHR) of the employee or if SASED 

objects to the employee’s assignment based on the employee’s involvement in an instance 

of sexual misconduct as provided in 105 ILCS 5/22-94(j)(3), which the contractor is 

required to disclose; (2) discipline, up to and including termination or denial of 

employment, any employee who provides false information or willfully fails to disclose 

information required by the EHR; (3) maintain all records of EHRs and provide SASED 

access to such records upon request; and (4) refrain from entering into any agreements 

prohibited by 105 ILCS 5/22-94(g). 

c. In accordance with 105 ILCS 5/24-5: (1) concerning each new employee of a contractor 

that provides services to students or in schools, provide the District with evidence of 

physical fitness to perform the duties assigned and freedom from communicable disease if 

the employee will have direct, daily contact with one or more student(s); and (2) require 

any new or existing employee who has and will have direct, daily contact with one or 

more provides services to student(s) or in schools to complete additional health 

examinations as required by the District and be subject to additional health examinations, 

including tuberculosis screening, as required by the Ill. Dept.artment of Public Health 

rules or order of a local health official. 

9. After 1-1-23, a Any pavement engineering project using a coal tar-based sealant product or 

high polycyclic aromatic hydrocarbon sealant product for pavement engineering-related use 

must comply with the Coal Tar Sealant Disclosure Act.  

10. Purchases made with federal or State awards must comply with 2 C.F.R. Part 200 and 30 

ILCS 708/, as applicable, and any terms of the award. 

 

The Executive Director or designee shall: (1) execute the reporting and website posting mandates in 

State law concerning SASED contracts, and (2) monitor the discharge of contracts, contractors’ 

performances, and the quality and value of services or products being provided. 

 
LEGAL REF.:         2  C . F . R .  P a r t  2 0 0 .  

 105 ILCS 5/10-20.19c, 5/10-20.21, 5/10-21.9, 5/10-22.34c, and 5/19b-1 et seq., 

5/22-94, and 5/24-5. 

 30 ILCS 708/, Grant Accountability and Transparency Act. 

 410 ILCS 170/, Coal Tar Sealant Disclosure Act. 

820 ILCS 130/. 
 

CROSS REF.: 2:100 (Board Member Conflict of Interest), 4:70 (Resource Conservation), 4:150 

(Facility Management and Building Programs), 4:175 (Convicted Child Sex 

Offender; Criminal Background Check and/or Screening; Notifications), 5:90 

(Abused and Neglected Child Reporting) 

     

    ADOPTED: June 21, 2023 
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School Association for Special Education in DuPage (SASED)     5:30 

General Personnel 
 

Hiring Process and Criteria 
 

SASED hires the most qualified personnel consistent with budget and staffing requirements and in 

compliance with Board of Control policy on equal employment opportunities and minority 

recruitment. The Executive Director or designee is responsible for recruiting personnel and making 

hiring recommendations to the Board of Control. No individual will be employed who has been 

convicted of a criminal offense listed in 105 ILCS 5/21B-80(c). 
 

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

Job Descriptions 

The Board maintains the Executive Director’s job description and directs, through policy, the Executive 

Director, in his or her charge of SASED’s administration. 

 

The Executive Director or designee 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. 
 

Investigations 
 

The Executive Director 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. When the applicant is a successful 

Executive Director candidate who has been offered employment, the Governing Board Chairperson 

shall ensure that these checks are completed.  The Executive Director or designee or if the applicant is 

a successful Executive Director candidate, the Governing Board Chairperson shall notify an applicant 

if the applicant is identified in either database. The School Code requires the Board of Control 

Chairperson to keep a conviction record confidential and share it only with the Executive Director, 

Regional Superintendent, State Superintendent, State Educator Preparation and Licensure Board, or 

any other person necessary to the hiring decision, or for purposes of clarifying the information, the Ill. 

Department of State Police and/or Statewide Sex Offender Database. The Board of Control and 

Governing Board reserve their right to authorize additional background inquires beyond a fingerprint-

based criminal history records check, when they deem it appropriate to do so, in accordance with 

applicable laws. 
 

Each newly hired employee must complete an U.S. Citizenship and Immigration and Naturalization 

Services Form as required by federal law. 

 

SASED 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 

Dept. 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. 

 
The Executive Director shall ensure that SASED does not engage in any investigation or inquiry 

prohibited by law and complies with each of the following: 

1. SASED 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 
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particular  position. 

2. SASED 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.  

3. SASED 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.  

4. SASED does not request or require an applicant to disclose wage or salary history as a condition 

of employment.  

5. SASED does not ask an applicant or applicant’s current or previous employers about wage or salary 

history, including benefits or other compensation.  

6. SASED does not  ask  an  applicant  or  applicant’s  previous  employers  about  claim(s)  made or 

benefit(s) received under the Workers’ Compensation Act. 

7. SASED does not request of an applicant or employee access in any manner to his or her 

personal online accounts, such as  social networking websites, including a request for passwords to 

such  accounts. 

8. SASED provides equal employment opportunities to all persons. See policy 5:10, Equal 

Employment Opportunity and Minority Recruitment. 

 

Sexual Misconduct Related Employment History Review (HER) 

 

Prior to hiring an applicant for a position involving direct contact with children or students, the 

Executive Director shall ensure that an EHR is performed as required by State law. When the applicant 

is an Executive Director candidate, the Board Chairperson shall ensure that the EHR is initiated before a 

successful Executive Director candidate is offered employment by the Board. 

 

 

Physical Examinations 

Each new employee must furnish evidence of physical fitness to perform assigned duties and freedom  

from communicable disease. A Tuberculin test may be required depending upon the specific 
position. T h e  physical fitness examinations must be performed by a physician licensed in Illinois, 

or any other state, to practice medicine and surgery in any of its  branches,  a  l i c e n s e d  advanced 

practice registered nurse, or a l i censed  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 Board 

of Control. 

 
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 l icensed advanced practice registered 

nurse, or a l i censed  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. The Board of Control will pay the expenses of any such examination. 

 
Orientation Program 

SASED’s  staff  will  provide  an  orientation  program  for  new  employees  to  acquaint  them  with 

SASED’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 and 5/22-94. 
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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. §1324a et seq. 

Duldulao v. St. Mary of Nazareth Hospital, 136 Ill. App. 3d 763 (1st Dist. 1985), aff’d in 

part and remanded 115 Ill.2d 482(Ill. 1987). 

Kaiser v. Dixon, 127 Ill. 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 

Executive Director), 4:60 (Purchases and Contracts), 4:175 (Convicted Child Sex 

Offender; Criminal Background Check and/or Screen; Notifications), 5:10 (Equal  

Employment Opportunity and Minority Recruitment), 5:40 (Communicable and  

Chronic Infectious Disease), 5:90 (Abused and Neglected Child Reporting), 5:120 

(Employee Ethics, Code of Professional Conduct; and Conflict of Interest), 5:125 

(Personal Technology and Social Media; Usage and Conduct), 5:220 (Substitute 

Teachers), 5:280 (Educational Support Personnel - Duties and  Qualifications) 
 

ADOPTED: June 21, 2023 
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School Association for Special Education in DuPage (SASED) 5:90 

General Personnel 

Abused and Neglected Child Reporting 
 

Any SASED employee who suspects or receives knowledge that a student may be an abused or 

neglected child or, for a student aged 18 through 21, an abused or neglected individual with a 

disability, shall immediately: (1) report such a case to the Ill. Department of Children and Family Services 

(DCFS) on its Child Abuse Hotline 1-800-/25-ABUSE (1-800-252-2873)(within Illinois); 1-217/-524- 

2606 (outside of Illinois); or 1-800-358-5117 (TTY), and (2) follow directions given by DCFS 

concerning filing a written report within 48 hours with the nearest DCFS field office. Any SASED 

employee who believes a student is in immediate danger of harm, shall first call 911. The employee 

shall also promptly notify the Executive Director or Program Administrator that a report has been 

made. The Executive Director or Program Administrator shall immediately coordinate any necessary 

notifications to the student’s parent(s)/guardian(s) with DCFS, the applicable school resource officer 

(SRO), and/or local law enforcement. Negligent failure to report occurs when a SASED employee 

personally observes an instance of suspected child abuse or neglect and reasonably believes, in his or her 

professional or official capacity, that the instance constitutes an act of child abuse or neglect under the 

Abused and Neglected Child Reporting Act (ANCRA) and he or she, without willful intent, fails to 

immediately report or cause a report to be made of the suspected abuse or neglect to DCFS. 

 

Any SASED employee who discovers child pornography on electronic and information technology 

equipment shall immediately report it to local law enforcement, the National Center for Missing and 

Exploited Children’s CyberTipline 1-800-THE-LOST (1-800-/843-5678), or online at 

report.cybertip.org/ or www.missingkids.org. The Executive Director or Program Administrator shall 

also be promptly notified of the discovery and that a report has been made. 

 

Any SASED employee who observes any act of hazing that does bodily harm to a student must report 

that act to the Program Administrator, Executive Director, or designee who will investigate and take 

appropriate action. If the hazing results in death or great bodily harm, the employee must first make the 

report to law enforcement and then to the Executive Director or Program Administrator. Hazing is 

defined as any intentional, knowing, or reckless act directed to or required of a student for the purpose 

of being initiated into, affiliating with, holding office in, or maintaining membership in any group, 

organization, club, or athletic team whose members are or include other students. 

 

Abused and Neglected Child Reporting Act (ANCRA), School Code, and Erin’s Law Training 
 

The Executive Director or designee shall provide professional development opportunities for school 

personnel, in the detection, reporting, and prevention of child abuse and neglect. 

 

All SASED employees shall: 

1. Before beginning employment, sign the Acknowledgement of Mandated Reporter Status form 

provided by DCFS. The Executive Director or designee shall ensure that the signed forms are 

retained. 

2. Complete mandated reporter training as required by law within three months of initial 

employment and at least every three years after that date. 

3. Complete an annual evidence-informed training related to child sexual abuse, grooming 

behaviors, and boundary violations as required by law and policy 5:100, Staff Development 

Program. 

http://report.cybertip.org/
http://www.missingkids.org./
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Alleged Incidents of Sexual Abuse; Investigations  
 

An alleged incident of sexual abuse is an incident of sexual abuse of a child, as defined in 720 ILCS 

5/11-9.1A, that is alleged to have been perpetrated by school personnel, including a school vendor or 

volunteer, that occurred: on school grounds during a school activity; or outside of school grounds or not 

during a school activity. 

 

If a SASED employee reports an alleged incident of sexual abuse to DCFS and DCFS accepts the 

report for investigation, DCFS will refer the matter to the local Children’s Advocacy Center (CAC). 

The Executive Director or designee will implement procedures to coordinate with the CAC. 

 

DCFS and/or the appropriate law enforcement agency will inform SASED when its investigation is 

complete or has been suspended, as well as the outcome of its investigation. The existence of a DCFS 

and/or law enforcement investigation will not preclude SASED from conducting its own parallel 

investigation into the alleged incident of sexual abuse in accordance with policy 7:20, Harassment of 

Students Prohibited. 

 

Special Executive Director Responsibilities 
 

The Executive Director shall execute the requirements in Board of Control policy 5:150, Personnel 

Records, whenever another school district requests a reference concerning an applicant who is or was 

a SASED employee and was the subject of a report made by a SASED employee to DCFS. 

 

When the Executive Director has reasonable cause to believe that a license holder committed an 

intentional act of abuse or neglect with the result of making a child an abused child or a neglected child 

under ANCRA, or an act of sexual misconduct under Faith’s Law, and (2) that act resulted in the 

license holder’s dismissal or resignation from SASED, he or she shall notify the State Superintendent 

and the Regional Superintendent in writing, providing the Ill. Educator Identification Number as well 

as a brief description of the misconduct alleged. The Executive Director must make the report within 

30 days of the dismissal or resignation and mail a copy of the notification to the license holder. 

 

The Executive Director shall develop procedures for notifying a student’s parents/guardians when a 

SASED employee, contractor, or agent is alleged to have engaged in sexual misconduct with the 

student as defined in Faith’s Law. The Executive Director shall also develop procedures for notifying 

the student's parents/guardians when the Board takes action relating to the employment of the 

employee, contractor, or agent following the investigation of sexual misconduct. Notification shall not 

occur when the employee, contractor, or agent alleged to have engaged in sexual misconduct is the 

student’s parent/guardian, and/or when the student is at least 18 years of age or emancipated. 

 

The Executive Director shall execute the recordkeeping requirements of Faith’s Law. 

 

Special School Board Member Responsibilities 
 

Each individual Board of Control member must, if an allegation is raised to the member during an 

open or closed Board of Control meeting that a student is an abused child as defined in ANCRA, direct 

or cause the Board of Control to direct the Executive Director or other equivalent administrator to 

comply with ANCRA’s requirements concerning the reporting of child abuse. 
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If the Board of Control determines that any SASED employee, other than an employee licensed under 

105 ILCS 5/21B, has willfully or negligently failed to report an instance of suspected child abuse or 

neglect as required by ANCRA, the Board may dismiss that employee immediately. 

 

When the Board of Control learns that a licensed teacher was convicted of any felony, it must promptly 

report it to the State agencies listed in policy 2:20, Powers and Duties of the School Board; 

Indemnification. 

 
LEGAL REF.: 20 U.S.C. §7926, Elementary and Secondary Education Act. 

105 ILCS 5/10-21.9, 5/10-23.13, and 5/21B-85, 5/22-85.5, and 5/22-85.10. 

20 ILCS 1305/1-1 et seq., Department of Human Services Act. 

20 ILCS 2435/. 

325 ILCS 5/, Abused and Neglected Child Reporting Act. 

720 ILCS 5/12C-50.1, Criminal Code of 2012. 

 

 

CROSS REF.: 2:20 (Powers and Duties of the School Board; Indemnification), 3:40 (Executive 

Director), 3:50 (Administrative Personnel Other Than the Executive Director), 3:60 

(Administrative Responsibility of the Program Administrator), 4:165 (Awareness 

and Prevention of Child Sexual Abuse and Grooming Behaviors), 5:20 (Workplace 

Harassment Prohibited), 5:30 (Hiring Process and Criteria), 5:100 (Staff 

Development Program), 5:120 (Ethics and Conduct), 5:150 (Personnel Records), 

5:200 (Terms and Conditions of Employment and Dismissal), 5:290 (Employment 

Terminations and Suspensions), 6:120 (Education of Children with Disabilities), 

6:250 (Community Resource Persons and Volunteers), 7:20 (Harassment of 

Students Prohibited), 7:150 (Agency and Police Interviews) 

 

UPDATED: June 21, 2023 
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School Association for Special Education in DuPage (SASED)            5:125 

 

General Personnel 

Personal Technology and Social Media; Usage and Conduct  

Definitions  

Includes - Means “includes without limitation” or “includes, but is not limited to.” 

Social media - Media for social interaction, using highly accessible communication techniques 

through the use of web-based and mobile technologies to turn communication into interactive 

dialogue. This includes Facebook, LinkedIn, MySpace, Twitter, Instagram, TikTok, Snapchat, 

YouTube and blogs.  

Personal technology - Any device that is not owned or leased by SASED or otherwise authorized for 

SASED use and: (1) transmits sounds, images, text, messages, videos, or electronic information, (2) 

electronically records, plays, or stores information, or (3) accesses the Internet, or private 

communication or information networks. This includes laptop computers (e.g., laptops, ultrabooks, 

and chromebooks), tablets (e.g., iPads®, Kindle®, Microsoft Surface®, and other Android® platform 

or Windows® devices), smartphones (e.g., iPhone®, BlackBerry®, Android® platform phones, and 

Windows Phone®), and other devices (e.g., iPod®).  

Usage and Conduct 

All SASED employees who use personal technology and social media shall:  

1. Adhere to the high standards for appropriate school relationships required by policy 5:120, 

Ethics and Conduct Employee Ethics; Code of Professional Conduct; and Conflict of Interest. 

at all times, regardless of the ever-changing social media and personal technology platforms 

available. This includes SASED employees posting images or private information about 

themselves or others in a manner readily accessible to students and other employees that is 

inappropriate as defined by policy 5:20, Workplace Harassment Prohibited; 5:100, Staff 

Development Program, 5:120, Ethics and Conduct Employee Ethics; Code of Professional 

Conduct; and Conflict of Interest; 6:235, Access to Electronic Networks; 7:20, Harassment of 

Students Prohibited; and the Ill. Code of Educator Ethics, 23 Ill.Admin.Code §22.20. 

2. Choose a SASED-provided or supported method to communicate with students and their 

parents/guardians. 

3. Not interfere with or disrupt the educational or working environment, or the delivery of 

education or educational support services. 

4. Comply with policy 5:130, Responsibilities Concerning Internal Information. This means 

that personal technology and social media may not be used to share, publish, or transmit 

information about or images of students and/or SASED employees without proper approval. 

For SASED employees, proper approval may include implied consent under the 

circumstances.  

5. Report instances of suspected abuse or neglect discovered through the use of social media or 

personal technology pursuant to a school employee’s obligations under policy 5:90, Abused 

and Neglected Child Reporting. 

6. Not disclose confidential information, including but not limited to school student records 

(e.g., student work, photographs of students, names of students, or any other personally 

identifiable information about students) or personnel records, in compliance with policy 



 

 

5:125 Page 2 of 3 
 

5:130, Responsibilities Concerning Internal Information. For SASED employees, proper 

approval may include implied consent under the circumstances. 

7. Refrain from using SASED’s logos without permission and follow Board policy 5:170, 

Copyright, and all SASED copyright compliance procedures.  

8. Use personal technology and social media for personal purposes only during non-work times 

or hours. Any duty-free use must occur during times and places that the use will not interfere 

with job duties or otherwise be disruptive to the school environment or its operation.  

9. Assume all risks associated with the use of personal technology and social media at school or 

school-sponsored activities, including students’ viewing of inappropriate Internet materials 

through SASED employee’s personal technology or social media. The Board expressly 

disclaims any responsibility for imposing content filters, blocking lists, or monitoring of its 

employees’ personal technology and social media.  

10. Be subject to remedial and any other appropriate disciplinary action for violations of this 

policy ranging from prohibiting the employee from possessing or using any personal 

technology or social media at school to dismissal and/or indemnification of SASED for any 

losses, costs, or damages, including reasonable attorney fees, incurred by SASED relating to, 

or arising out of, any violation of this policy.  

The Executive Director shall:  

1. Inform SASED employees about this policy during the in-service on educator ethics, teacher-

student conduct, and school employee-student conduct required by Board policy 5:120, 

Ethics and Conduct.  

2. Direct SASED Administrators/Building Principals to annually:  

a. Provide their staff with a copy of this policy. 

b. Inform their staff about the importance of maintaining high standards in their school 

relationships.  

c. Remind their staff that those who violate this policy will be subject to remedial and any 

other appropriate disciplinary action up to and including termination.  

3. Build awareness of this policy with students, parents, and the community. 

4. Ensure that no one for SASED, or on its behalf, requests of an employee or applicant access 

in any manner to his or her social networking website or requests passwords to such sites.  

5. Periodically review this policy and any procedures with SASED employee representatives 

and electronic network system administrator(s) and present proposed changes to the Board. 
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LEGAL REF.: 105 ILCS 5/21B-75 and 5/21B-80. 

Ill. Human Rights Act, 775 ILCS 5/5A-102.  

820 ILCS 55/10, Right to Privacy in the Workplace Act. 

Code of Ethics for Ill. Educators, 23 Ill.Admin.Code §22.20. 

Garcetti v. Ceballos, 547 U.S. 410 (2006). 

Pickering v. High School Dist. 205, 391 U.S. 563 (1968). 

Mayer v. Monroe County Community School Corp., 474 F.3d 477 (7th Cir. 2007). 

CROSS REF.: 4:165 (Awareness and Prevention of Child Sexual Abuse and Grooming 

Behaviors), 5:20 (Workplace Harassment Prohibited), 5:30 (Hiring Process and 

Criteria), 5:100 (Staff Development Program), 5:120 (Ethics and Conduct 

Employee Ethics; Code of Professional Conduct; and Conflict of Interest), 5:130 

(Responsibilities Concerning Internal Information), 5:150 (Personnel Records), 

5:170 (Copyright), 5:200 (Terms and Conditions of Employment and Dismissal), 

6:235 (Access to Electronic Networks), 7:20 (Harassment of Students 

Prohibited), 7:340 (Student Records) 

ADOPTED: June 21, 2023 
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School Association for Special Education in DuPage (SASED)       5:150 

General Personnel 
 

Personnel Records 

Maintenance and Access to Records 

The Executive Director or designee shall manage the maintenance of personnel records in accordance 

with State and federal law and Board of Control policy and any applicable collective bargaining 

agreements. Records, as determined by the Executive Director, are retained for all employment 

applicants, employees, and former employees given the need for SASED to document employment- 

related decisions, evaluate program and staff effectiveness, and comply with government recordkeeping 

and reporting requirements. Personnel records shall be maintained in SASED’s administrative office, 

under the Executive Director’s direct supervision. 

        Access to personnel records is available as follows: 

1. An employee will be given access to his or her personnel records according to State law and 

guidelines developed by the Executive Director.  

2. An employee’s supervisor or other management employee who has an employment or 

business-related reason to inspect the record is authorized to have access.  

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

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

5. All other requests for access to personnel information are governed by Board policy 2:250, 

Access to District Public Records.  

Prospective Employer Inquiries Concerning a Current or Former Employee’s Job Performance 

The Executive Director or designee shall manage a process for responding to inquiries by a prospective 

employer concerning current or former employee’s job performance. The Executive Director or 

designee shall: execute the requirements in the Abused and Neglected Child Reporting Act whenever 

another special education cooperative or school district requests a reference concerning an applicant 

who is or was a SASED employee and was the subject of a report made by a SASED employee 

to DCFS. The fact of a DCFS report shall be disclosed unless DCFS has informed the Executive 

Director that the allegations were unfounded. 

 

1. Execute the requirements in the Abused and Neglected Child Reporting Act whenever another 

school district asks for a reference concerning an applicant who is or was a SASED employee 

and was the subject of a report made by a SASED employee to Ill. Dept. of Children and Family 

Services (DCFS);  

 

2. Comply with the federal law prohibiting SASED from providing a recommendation of 

employment for an employee, contractor, or agent that SASED knows, or has probable cause to 

believe, has engaged in sexual misconduct with a student or minor in violation of the law, but 

the Executive Director or designee may follow routine procedures regarding the transmission of 

administrative or personnel files for that employee. 

3. Manage SASED’s responses to employer requests for sexual misconduct related employment 

history review (EHR) information in accordance with Faith’s Law 

When information is requested about a current or former employee by an entity other than a prospective 

employer, SASED will only confirm position and employment dates unless the employee has submitted 

a written request to the Executive Director or designee. 
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LEGAL REF.:        20 U.S.C. §7926. 

105 ILCS 5/22-9 4 .  

325 ILCS 5/4, Abused and Neglected Child Reporting Act. 

745 ILCS 46/10, Employment Record Disclosure Act. 

820 ILCS 40/1 et seq., Personnel Record Review Act. 

23 Ill.Admin.Code §1.660. 
 

CROSS REF.: 2:250 (Access to SASED’s Public Records), 5:90 (Abused and 

Neglected Child Reporting), 7:340 (Student Records)  

 

ADOPTED: June 21, 2023 
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General Personnel 

Copyright 
 

Works Made for Hire 
 

The Executive Director or designee shall manage the development of instructional materials and 

computer programs by employees during the scope of their employment in accordance with State and 

federal laws and Board of Control policies. Whenever an employee is assigned to develop 

instructional materials and/or computer programs, or otherwise performs such work within the scope 

of his or her employment, it is assured that SASED shall be the owner of the copyright. 
 

Copyright Compliance 
 

While staff members may use appropriate supplementary materials, it is each staff member’s 

responsibility to abide by SASED’s copyright compliance procedures and to obey the copyright laws. 

SASED is not responsible for any violations of the copyright laws by its staff or students. A staff 

member should contact the Executive Director or designee whenever the staff member is uncertain 

about whether using or copying material complies with SASED’s procedures or is permissible under 

the law, or wants assistance on when and how to obtain proper authorization. No staff member shall, 

without first obtaining the permission of the Executive Director or designee, install or download any 

program on a SASED-owned computer. At no time shall it be necessary for a SASED staff member 

to violate copyright laws in order to properly perform his or her duties. 

 

Copyright Infringement; Designation of District Digital Millennium Copyright Act (DMCA) Agent 

 

The employee listed below receives complaints about copyright infringement within the use of the 

SASED’s online services. The Executive Director or designee will register this information with the 

federal Copyright Office as required by federal law. 

 

District DMCA Agent: 

 

Dr. Melinda McGuffin  

Name 
2900 Ogden Avenue, Lisle, IL 60532 

 

Address 
mmcguffin@sased.org 

 

Email 

630-778-4500  

 

Telephone 

 

 

 
 

LEGAL REF.: Federal Copyright Law of 1976, 17 U.S.C. §101 et seq. 

105 ILCS 5/10-23.10. 
 

CROSS REF.: 6:235 (Access to Electronic Networks) 

ADOPTED: June 21, 2023 
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School Association for Special Education in DuPage (SASED)            5:260 

Professional Personnel 
 

Student Teachers, Interns and Practicum Students 

SASED recognizes its responsibility to contribute to the general welfare of public education by 

providing opportunities for teacher and other professional/certified trainees and interns to gain direct 

experience in our learning environments. 

The Executive Director or designee is authorized to accept students from university-approved Teaching, 

Speech Pathology, Audiology, School Psychology, Social Work, School Nursing, Occupational and 

Physical Therapy training programs to do student teaching, practicum, or internships with SASED. 

No individual who has been convicted of a criminal offense listed in Section 5/21B-80 of the School 

Code is permitted to student teach or complete field or other clinical experience.  

Before permitting an individual to student teach, do a practicum, internship or participate in any field 

experience in SASED, the Executive Director or designee shall ensure that:  

1. SASED performed a complete criminal history records check as described below; and  

2. The individual furnished evidence of physical fitness to perform assigned duties and freedom 

from communicable disease pursuant to 105 ILCS 5/24-5.  

A complete criminal history records check pursuant to 105 ILCS 5/10-21.9 shall include: 

1. Fingerprint-based checks through (a) the Illinois State Police (ISP) for criminal history records 

information (CHRI) pursuant to the Uniform Conviction Information Act (20 ILCS 2635/1), and 

(b) the FBI national crime information databases pursuant to the Adam Walsh Child Protection 

and Safety Act (P.L. 109-248); 

2. A check of the Illinois Sex Offender Registry (see the Sex Offender Community Notification 

Law (730 ILCS 152/101 et seq.); and 

3. A check of the Illinois Murderer and Violent Offender Against Youth Registry (Murderer and 

Violent Offender Against Youth Community Notification Law (730 ILCS 154/75-105, amended 

by 97-154). 

4. A background check with the Department of Children and Family Services as authorized with 

CANTS form CFS-689. 

Each student teacher, intern or practicum student must provide written authorization for, and pay the 

costs of, his or her criminal history records check (including any applicable vendor’s fees), and the 

Executive Director or designee will provide each student teacher with a copy of his or her report.  

Student teachers, practicum, and intern candidates should be assigned to supervising employees 

whose qualifications are acceptable to SASED and the students’ respective colleges or universities.  

LEGAL REF.:  34 U.S.C. §20901 et seq., Adam Walsh Child Protection and Safety Act, P.L. 109-248.  

Uniform Conviction Information Act, 20 ILCS 2635/1. 

105 ILCS 5/21-14(e)(3)(E)(viii), 5/10-22.34, and 5/24-5.  

23 Ill.Admin.Code §25.875. 

CROSS REF.:  4:175 (Convicted Child Sex Offender; Criminal Background Check and/or Screen; 

Notifications), 5:190 (Teacher Qualifications), 

 

ADOPTED:             June 21, 2023 



School Association for Special Education in DuPage (SASED)         8:20 

Community Relations 
 

Community Use of SASED Facilities 

SASED’s solely owned or operated school facilities are available to community organizations during 

non-school hours when such use does not: (1) interfere with any SASED function or the safety of 

students or employees, or (2) affect the property or liability of SASED. The use of school facilities for 

school purposes has precedence over all other uses. SASED reserves the right to cancel previously 

scheduled use of facilities by community organizations and other groups.  The use of school facilities 

requires the prior approval of the Executive Director or designee and is subject to applicable procedures.  

Persons on school premises must abide by SASED’s conduct rules at all times. 

Student groups and SASED-related organizations, government agencies, and non-profit organizations 

are granted the use of school facilities at no costs during regularly staffed hours. Fees and costs shall 

apply during non-regularly staffed hours and to other organizations granted use of facilities at any time. 

A fee schedule and other terms of use shall be prepared by the Executive Director and be subject to 

annual approval by the Board of Control. 

The Executive Director shall develop procedures to manage community use of SASED facilities. Use 

of school facilities requires the Executive Director’s approval and is subject to the procedures. 

 
LEGAL REF.:         20 U.S.C. §7905, Boy Scouts of America Equal Access Act. 

10 ILCS 5/19-2.2. 

19 ILCS 5/11-4.1, Election Code. 

105 ILCS 5/10-20.41, 5/10-22.10, and 5/29-3.5. 

Good News Club v. Milford Central School, 121 S.Ct. 2093 (2001). 

Lamb’s Chapel v. Center Moriches Union Free School District, 113 S.Ct. 2141 

(1993). 

Rosenberger v. Rector and Visitors of Univ. of Va., 515 U.S. 819 (1995). 
 

CROSS REF.: 7:330 (Student Use of Building - Equal Access), 8:25 (Advertising and 

Distributing Materials in Schools Provided by Non-School Related Entities), 

8:30 (Visitors to and Conduct on SASED Property) 
 

ADOPTED: June 21, 2023 
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General Personnel 

 

Religious Holidays 

The Executive Director or designee may grant to any employee a request for leave with or without pay at 

the discretion of the employee for the observation of a religious holiday of the employee’s faith. These 

days will be used as personal leave days. Once two personal leave days have been used for religious 

observance, a third personal day will be granted for additional religious observance. Employees hired 

mid-year or part-time may receive this benefit on a pro rata basis. Shall grant an employee’s request for 

time off to observe a religious holiday if the employee gives at least five days prior notice and the absence 

does not cause an undue hardship. 

Employees may use earned vacation time or personal leave to make up the absence, provided such time is 

consistent with SASED’s organizational needs. A per diem deduction may also be requested by the 

employee. 

 

LEGAL REF.: 775 ILCS 5/2-101 AND 5/2-102, Ill. Human Rights Act. 

775 ILCS 35/155, Religious Freedom Restoration Act. 

 

ADOPTED: June 21, 2023 
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School Association for Special Education in DuPage (SASED)    5:100 

 
General Personnel 

 

Professional Development Program 
 

The Board of Control’s commitment to quality instruction includes hiring well-qualified employees 

and encouraging professional growth.  Therefore. The Executive Director or designee shall implement 

a professional development program. The goal of such program shall be to update and improve the 

skills and knowledge of staff members in order to achieve and maintain a high level of job performance 

and satisfaction.  

 

The staff development program shall include the Abused and Neglected Child Reporting Act (ANCRA), 

School Code, and awareness and prevention of child sexual abuse and grooming behaviors (Erin’s Law) 

training as follows (see policies 4:165, Awareness and Prevention of Child Sexual Abuse and Grooming 

Behaviors, and 5:90, Abused and Neglected Child Reporting):  

1. Staff development for local school site personnel who work with students in grades 

kindergarten through 8, in the detection, reporting, and prevention of child abuse and neglect. 

2. Within three months of employment, each staff member must complete mandated reporter 

training from a provider or agency with expertise in recognizing and reporting child abuse. 

Mandated reporter training must be completed again at least every three years. 

3. By January 31, 2023, and every year after, all school personnel must complete evidence-

informed training on preventing, reporting, and responding to child sexual abuse, grooming 

behaviors, and boundary violations. 

 

The staff development program shall provide, at a minimum, at least once every two years, the in-service 

training of licensed school personnel and administrators on current best practices regarding the 

identification and treatment of attention deficit disorder and attention deficit hyperactivity disorder, the 

application of non-aversive behavioral interventions in the school environment, and the use of 

psychotropic or psychostimulant medication for school-age children. 

 

The staff development program shall provide, at a minimum, once every two years, the in-service 

training of all personnel who work with students which shall include training on educator ethics, teacher-

student conduct, and school employee-student conduct. 

 

The Executive Director shall develop protocols for administering youth suicide awareness and 

prevention education to staff consistent with Board policy 7:290, Suicide and Depression Awareness 

and Prevention.  

 

All staff members are encouraged to acquire, develop, and maintain the knowledge and skills necessary 

to properly administer life-saving techniques and first aid, including the Heimlich maneuver, 

cardiopulmonary resuscitation, and the use of an automatic external defibrillator, in accordance with 

a nationally recognized certifying organization. The professional development program may include 

training and services of experts in life-saving techniques to instruct teachers and other school personnel. 
 

 

Staff Meetings 

The Executive Director or designee shall plan and conduct professional meetings according to 

the conditions of the applicable collective bargaining agreement, assignment and/or school 

calendar. All employees shall be required to attend orientation days, institute meetings, in-service 

training sessions, workshops, and parent-teacher meetings as appropriate to their assignment. 
Failure to attend such meetings without prior approval shall be considered an absence without pay. 
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SASED Meetings/Conferences 

The Executive Director or designee will plan SASED meetings/conferences as far in advance as 

possible. The purposes of such meetings/conferences shall be consistent with goals of SASED, and 

to the greatest extent possible, part of an ongoing, comprehensive staff development plan. All 

such meetings will have a specific agenda and anticipated outcomes. 

 

Professional Growth 

With the approval of the Executive Director or designee, staff members may be released to attend 
national, state, and local professional meetings, conferences or workshops. The Executive Director 
or designee will determine on an individual basis: 

  The appropriateness and professional benefit of the meeting 

 Financial considerations 

 Number of released days from the staff member’s work assignment 

Reimbursement 

SASED will reimburse employees for attendance at professional meetings, conferences, or workshops 

which have been pre-approved as outlined above. 

A request from an employee for expense reimbursement will be subject to the provisions of the 

accompanying regulations regarding the reimbursement of expenses. 

Professional Organizations 

Membership in specialized professional organizations can be of value to assist the staff in keeping 

abreast of new knowledge, instructional materials, and pedagogical developments. 

Therefore, the annual budget will provide a sum of money for the purpose of paying membership fees, 

either instructional or individual as appropriate, in selected specialized professional organizations as 

determined by the Executive Director or designee. 

A request from an employee for such board-paid membership shall be subject to the approval of 

his/her immediate supervisor and the Executive Director and the limitations of the budget allocation. 

For the purposes of this policy, the National Education Association, Illinois Education Association, 

American Federation of Teachers, local teacher organizations, and any similar teacher or employer 

organization shall not be considered specialized professional organizations. 

 

 
LEGAL REF.:         20 U.S.C. §1681 et seq., Title IX of the Educational Amendments of 1972; 34  

C.F.R. Part 106. 
42 U.S.C. §1758b, Pub. L. 111-296,  
Healthy, Hunger-Free Kids Act of 2010; 
7 C.F.R. Parts 210 and 235. 
105 ILCS 5/2-3.62, 5/10-20.17a, 5/10-20.610, 5/10-22.6(c-5), 5/10-22.39, 5/10-
23.12, 5/22-80(h), and 5/24-5. 
105 ILCS 25/1.15, Interscholastic Athletic Organization Act. 
105 ILCS 110/3, Critical Health Problems and Comprehensive Health Education 
Act. 
325 ILCS 5/4, Abused and Neglected Child Reporting Act. 

745 ILCS 49/1 Good Samaritan Act. 
23 Ill.Admin.Code §§ 22.20, 226.800, and Part 525. 
 

CROSS REF.: 2:265 (Title IX Sexual Harassment Grievance Procedure), 3:40 (Executive 

Director), 3:50 (Administrative Personnel Other Than the Executive Director), 

4:160 (Hazardous and Infectious Materials), 5:20 (Workplace Harassment 

Prohibited), 5:90 (General  Personnel - Abused and Neglected Child Reporting), 

5:120 (Ethics and Conduct), 5:250 (Leaves of Absence), 6:15 (School 

Accountability), 6:20 (School Year Calendar and Day), 7:20 (Harassment of 
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Students Prohibited), 7:180 (Prevention of and Response to Bullying, 

Intimidation, and Harassment), 7:185 (Teen Dating Violence Prohibited),  7:285 

(Food Allergy Management Program) 
 

ADOPTED:             June 21, 2023 
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General Personnel 
 

Employee Ethics, Code of Professional Conduct, and Conflict of Interest  

All SASED employees are expected to maintain high standards in job performance, demonstrate 

integrity and honesty, be considerate and cooperative, and maintain professional relationships with 

students, parents, staff members, and others.  

The Executive Director or designee shall provide this policy to all SASED staff, and students, and/or 

parents/guardians in their respective handbooks, and ensure its posting on SASED’s website. 

Professional and Appropriate Conduct 

 
Professional and appropriate employee conduct are important Board goals that impact the quality of a 

safe learning environment and the school community, increasing students’ ability to learn and 

SASED’s ability to educate. To protect students from sexual misconduct by employees, and employees 

from the appearance of impropriety, State law also recognizes the importance for SASED employees 

to constantly maintain professional and appropriate relationships with students by following 

established expectations and guidelines for employee-student boundaries. Many breaches of 

employee-student boundaries do not rise to the level of criminal behavior but do pose a potential risk 

to student safety and impact the quality of a safe learning environment. Repeated violations of 

employee-student boundaries may indicate the grooming of a student for sexual abuse. As bystanders, 

employees may know of concerning behaviors that no one else is aware of, so their training on: (1) 

preventing, recognizing, reporting, and responding to child sexual abuse and grooming behavior; (2) 

this policy; and (3) federal and state reporting requirements is essential to maintaining the Board’s 

goal of professional and appropriate conduct.   

 

The Executive Director or designee shall identify employee conduct standards that define appropriate 

employee-student boundaries, provide training about them, and monitor the SASED employees for 

violations of employee-student boundaries. The employee conduct standards will require that, at a 

minimum:  

 

1. Employees who are governed by the Code of Ethics for Illinois Educators, adopted by the Ill. 

State Board of Education (ISBE), will comply with its incorporation by reference into this 

policy.  

  

2. Employees are trained on educator ethics, child abuse, grooming behaviors, and employee-

student boundary violations as required by law and policies 2:265, Title IX Sexual Harassment 

Grievance Procedure; 4:165, Awareness and Prevention of Child Sexual Abuse and 

Grooming Behaviors; 5:90, Abused and Neglected Child Reporting; and 5:100, Staff 

Development Program.  

 

3. Employees maintain professional relationships with students, including maintaining 

employee-student boundaries based upon students’ ages, grade levels, and developmental 

levels and following SASED-established guidelines for specific situations, including but not 

limited to:    

a. Transporting a student; 

b. Taking or possessing a photo or video of a student; and 

c. Meeting with a student or contacting a student outside the employee’s professional 

role. 
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4. Employees report prohibited behaviors and/or boundary violations pursuant to Board policies 

2:260, Uniform Grievance Procedure; 2:265, Title IX Sexual Harassment Grievance 

Procedure; and 5:90, Abused and Neglected Child Reporting. 

 

5. Discipline up to and including dismissal will occur for any employee who violates an 

employee conduct standard or engages in any of the following:   

a. Violates expectations and guidelines for employee-student boundaries.    

b. Sexually harasses a student.   

c. Willfully or negligently fails to follow reporting requirements of the Abused and 

Neglected Child Reporting Act (325 ILCS 5/),  Title IX of the Education Amendments 

of 1972 (20 U.S.C. §1681 et seq.), or the Elementary and Secondary Education Act 

(20 U.S.C. § 7926).   

d. Engages in grooming as defined in 720 ILCS 5/11-25.   

e. Engages in grooming behaviors. Prohibited grooming behaviors  include, at a 

minimum, sexual misconduct. Sexual misconduct  is any act, including but not limited 

to, any verbal, nonverbal, written, or electronic communication or physical activity, 

by an employee with direct contact with a student, that is directed toward or with a 

student to establish a romantic or sexual relationship with the student. Examples 

include, but are not limited to: 

i. A sexual or romantic invitation. 

ii. Dating or soliciting a date. 

iii. Engaging in sexualized or romantic dialog. 

iv. Making sexually suggestive comments that are directed toward or with a 

student. 

v. Self-disclosure or physical exposure of a sexual, romantic, or erotic nature. 

vi. A sexual, indecent, romantic, or erotic contact with the student. 

 

Statement of Economic Interests 

 

The following employees must file a Statement of Economic Interests as required by the Ill. Governmental 

Ethics Act:   

1. Superintendent; Executive Director; 

2. Building Principal; Program Administrators and Coordinators; 

3. Head of any department; 

4. Any employee who, as the District’s agent, is responsible for negotiating one or more contracts, 

including collective bargaining agreement(s), in the amount of $1,000 or greater; 

5. Hearing officer; 

6. Any employee having supervisory authority for 20 or more employees; and 

7. Any employee in a position that requires an administrative or a chief school business official 

endorsement. 

 

Ethics and Gift Ban 

 

Board policy 2:105, Ethics and Gift Ban, applies to all SASED employees.  Students shall not be used in 

any manner for promoting a political candidate or issue. 

 

Prohibited Interests; Conflict of Interest; and Limitation of Authority 

 

In accordance with 105 ILCS 5/22-5, “no school officer or teacher shall be interested in the sale, proceeds, 

or profits of any book, apparatus, or furniture used or to be used in any school with which such officer or 
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teacher may be connected,” except when the employee is the author or developer of instructional materials 

listed with ISBE and adopted for use by the Board.  An employee having an interest in instructional 

materials must file an annual statement with the Board Secretary.   

 

For the purpose of acquiring profit or personal gain, no employee shall act as an agent of SASED nor shall 

an employee act as an agent of any business in any transaction with SASED. This includes participation in 

the selection, award, or administration of a contract supported by a federal award or State award governed 

by the Grant Accountability and Transparency Act (GATA) (30 ILCS 708/) when the employee has a real 

or apparent conflict of interest.  A conflict of interest arises when an employee or any of the following 

individuals has a financial or other interest in or a tangible  benefit from the entity selected for the contract: 

1. A member of the employee’s immediate family; 

2. An employee’s partner ; or 

3. An entity that employs or is about to employ the employee or one of the individuals listed in one 

or two above.   

 

Employees shall neither solicit nor accept gratuities, favors, or anything of monetary value from contractors, 

potential contractors, or parties to agreements or subcontracts.  Situations in which the interest is not 

substantial or the gift is an unsolicited item of nominal value must comply with State law and Board policy 

2:105, Ethics and Gift Ban.   

 

Guidance Counselor Gift Ban   

 

Guidance counselors are prohibited from intentionally soliciting or accepting any gift from a prohibited 

source or any gift that would be in violation of any federal or State statute or rule. For guidance counselors, 

a prohibited source is any person who is (1) employed by an institution of higher education, or (2) an agent 

or spouse of or an immediate family member living with a person employed by an institution of higher 

education. This prohibition does not apply to: 

1. Opportunities, benefits, and services available on the same conditions as for the general public. 

2. Anything for which the guidance counselor pays market value. 

3. A gift from a relative. 

4. Anything provided by an individual on the basis of a personal friendship, unless the guidance 

counselor believes that it was provided due to the official position or employment of the guidance 

counselor and not due to the personal friendship. In determining whether a gift is provided on the 

basis of personal friendship, the guidance counselor must consider the circumstances in which the 

gift was offered, including any of the following: 

a. The history of the relationship between the individual giving the gift and the guidance 

counselor, including any previous exchange of gifts between those individuals. 

b. Whether, to the actual knowledge of the guidance counselor, the individual who gave the gift 

personally paid for the gift or sought a tax deduction or business reimbursement for the gift. 

c. Whether, to the actual knowledge of the guidance counselor, the individual who gave the gift 

also, at the same time, gave the same or a similar gift to other school district employees. 

5. Bequests, inheritances, or other transfers at death. 

6. Any item(s) during any calendar year having a cumulative total value of less than $100. 

7. Promotional materials, including, but not limited to, pens, pencils, banners, posters, and pennants. 

 

A guidance counselor does not violate this prohibition if he or she promptly returns the gift to the prohibited 

source or donates the gift or an amount equal to its value to a 501(c)(3) tax-exempt charity.  
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Outside Employment 

 

Employees shall not engage in any other employment or in any private business during regular working 

hours or at such other times as are necessary to fulfill appropriate assigned duties. 

 

EMPLOYEE CODE OF PROFESSIONAL CONDUCT – SASED 

 

All SASED employees are expected to maintain high standards in their school relationships, to demonstrate 

integrity and honesty, to be considerate and cooperative, and to maintain professional and appropriate 

relationships with students, parents, staff members, and others. In addition, the Code of Ethics for Illinois 

Educators, adopted by the ISBE, is incorporated into this Code of Professional Conduct. Any employee 

who sexually harasses a student, willfully or negligently fails to report an instance of suspected child abuse 

or neglect, as required by the Abused and Neglected Child Reporting Act (325 ILCS 5/1 et. seq.), engages 

in grooming as defined by 720 ILCS 5/11-25, engages in grooming behaviors, violates boundaries for 

appropriate school employee-student conduct, engages in sexual misconduct as defined in 105 ILCS 5/22-

85.5, or otherwise violates an employee conduct standard will be subject to discipline, up to and including, 

dismissal. 

 

Standards and Expectations Related to School Employee-Student Conduct 

 

1. All employee conduct must comply with the Code of Ethics for Illinois Educators, adopted by 

ISBE, to the extent applicable. 

 

2. Prohibited grooming behaviors and “sexual misconduct” include, but are not limited to, any verbal, 

nonverbal, written, or electronic, or physical activity, by an employee or agent of SASED with 

direct student contact with a student that is directed toward or with a student to establish a romantic 

or sexual relationship with the student. Such an act includes, but is not limited to: 

a. A sexual or romantic invitation; 

b. Dating or soliciting a date; 

c. Engaging in sexualized or romantic dialogue; 

d. Making sexually suggestive comments that are directed toward or with a student; 

e. Self-disclosure or physical exposure of a sexual, romantic, or erotic nature; 

f. A sexual, indecent, romantic, or erotic contact with a student. 

 

3. Employees are expected to maintain professional relationships and appropriate boundaries with 

students. 

 

a. Communications with students 

1) Employees are strictly prohibited from using any form of communication with students, 

including but not limited to, emails, letters, notes, text messages, phone calls, social media, 

and conversations that include any subject matter that would be deemed unprofessional 

and inappropriate between an employee and student. Employees must us a school provided 

or supported method to communicate with students whenever possible and are prohibited 

from using personal email, text messaging, direct messaging or other forms of 

communication that are similar in nature. 

 

b. Transportation of students 

1) Employees are not permitted to transport students in their privately owner vehicles, unless 

they have obtained prior approval from the Executive Director or designee. Transportation 

of students in SASED vehicles requires approval from the Executive Director or designee, 
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and ideally should include at least two people. 

 

c. Photographs of students 

1) Employees are prohibited from taking or possessing photos of a student on their personal 

devices. 

 

d. Contact with students 

1) Employees are prohibited from meeting or contacting a student outside of their professional 

role. Some exceptions would be for situations where there is another established 

appropriate relationship (i.e. religious ed teacher, cub scout master, family relationship, 

etc.). Employees are expected to avoid situations which could result in an actual or 

perceived inappropriate relationship between the employee and the student. 

 

4. Employees are mandated reporters and required to comply with all reporting requirements of the 

Abused and Neglected Child Reporting Act (325 ILCS 5/1 et seq.) and the Title IX of the Education 

Amendments of 1972 (20 USC 1681 et. seq.) and related Board policies, including Board policy 

5:90, Abused and Neglected Child Reporting, policy 2:265, Title IX Sexual Harassment Grievance 

Procedure. 

 

5. Employees, students, parents/guardians, and any third party can report prohibited behaviors, 

including prohibited grooming and sexual misconduct, and/or boundary violations pursuant to 

Board policy 2:260, Uniform Grievance Procedure and policy 2:265, Title IX Sexual Harassment 

Grievance Procedure, or to any staff member to whom the person feels comfortable reporting. 

 

6. Employees are required to complete training related to educator ethics, mandated reporting, child 

abuse, grooming behaviors, and boundary violations as required by law. 

 

7. Employees who violate this Code of Professional Conduct or who fail to report a violation may be 

subject to disciplinary action up to and including dismissal from employment. 

 

 

 

Incorporated 

by reference: 5:120-E (Code of Ethics for Ill. Educators) 

 

LEGAL REF.: U.S. Constitution, First Amendment. 

2 C.F.R. §200.318(c)(1). 

5 ILCS 420/4A-101, Ill. Governmental Ethics Act. 

5 ILCS 430/, State Officials and Employee Ethics Act. 

30 ILCS 708/, Grant Accountability and Transparency Act. 

50 ILCS 135/, Local Governmental Employees Political Rights Act.  

105 ILCS 5/10-22.39, 5/10-23.13, 5/22-5, 5/22-85.5, and 5/22-93. 

325 ILCS 5/, Abused and Neglected Child Reporting Act. 

720 ILCS 5/11-25, Criminal Code of 2012. 

775 ILCS 5/5A-102, Ill. Human Rights Act. 

23 Ill.Admin.Code Part 22, Code of Ethics for Ill. Educators. 

Pickering v. Board of Township H.S. Dist. 205, 391 U.S. 563 (1968). 

Garcetti v. Ceballos, 547 U.S. 410 (2006). 
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CROSS REF.: 2:105 (Ethics and Gift Ban), 2:265 (Title IX Sexual Harassment Grievance Procedure), 

4:60 (Purchases and Contracts), 4:165 (Awareness and Prevention of Child Sexual Abuse 

and Grooming Behaviors), 5:90 (Abused and Neglected Child Reporting), 5:100 (Staff 

Development Program), 5:125 (Personal Technology and Social Media; Usage and 

Conduct), 5:200 (Terms and Conditions of Employment and Dismissal), 5:290 

(Employment Terminations and Suspensions), 7:20 (Harassment of Students Prohibited) 

 

 

ADOPTED: June 21, 2023 
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Educational Support Personnel 

Each provision, term, and condition of the following policy shall apply to all SASED employees 

except where a collective bargaining agreement offers a specific differing provision, term, or 

condition to a bargaining unit employee. In such case, the specific differing provision, term, or 

condition shall apply to the bargaining unit employee. In the absence of a specific differing 

provision, term, or condition, the policy shall be fully applicable to a bargaining unit employee. 

Employment Termination and Suspensions 
 

Resignation and Retirement 

An employee is requested to provide 2 weeks’ notice of a resignation. A resignation notice cannot be 

revoked once given. An employee planning to retire should notify his or her supervisor at least 2 

months before the retirement date. 

Non-RIF Dismissal 

SASED may terminate an at-will employee at any time for any reason, subject to State and federal 

law. 

Employees who are employed annually or have a contract, or who otherwise have a legitimate 

expectation of continued employment, may be dismissed: (1) at the end of the school year or at the 

end of their respective contract after being provided appropriate notice and after compliance with any 

applicable contractual provisions, or (2) mid-year or mid-contract provided appropriate due process 

procedures are provided. 

The Executive Director is responsible for making dismissal recommendations to the Board of Control 

consistent with the Board’s goal of having a highly qualified, high performing staff. This includes 

recommending a non-licensed employee for immediate dismissal for willful or negligent failure to 

report an instance of suspected child abuse or neglect as required by 325 ILCS 5/. 

Reduction in Force and Recall 

The Board may, as necessary or prudent, decide to decrease the number of educational support personnel 

or to discontinue some particular type of educational support service and, as a result of that action, 

dismiss or reduce the hours of one or more educational support employees. When making decisions 

concerning reduction in force and recall, the Board will follow Sections 10-22.34c (outsourcing non-

instructional services) and 10-23.5 (procedures) of the School Code, to the extent they are applicable and 

not superseded by legislation or an applicable collective bargaining agreement. 

The Board of Control shall use a seniority list to determine the order of dismissal or removal. The 

seniority list, categorized by positions, shall show the length of continuing service of each full-time 

educational support employee. The employee with the shorter length of continuing service within the 

respective category of position shall be dismissed first. 

Except as provided below, written notice will be given the employee by certified mail, return receipt 

requested, at least 30 days before the employee is removed or dismissed, or his or her hours are 

reduced, together with a statement of honorable dismissal and the reason therefore if applicable. The 

prior written notice will be extended to at least 90 days if the lay-off is due to SASED entering into a 

contract with a third party for non-instructional services. The prior written notice will be shortened to 

at least 5 days before an employee’s hours are reduced as a result of an unforeseen reduction in the 

student population. 
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Any vacancies for the following school term or within one calendar year from the beginning of the 

following school term, shall be offered to the employees so removed or dismissed from that category 

or any other category of position provided they are qualified to hold such positions. 

 

Final Paycheck 

A terminating employee’s final paycheck will be adjusted for any unused, earned vacation credit. 

Employees are paid for all earned vacation. Terminating employees will receive their final pay on the 

next regular payday following the date of termination, except that an employee dismissed due to a 

reduction in force shall receive his or her final paycheck on or before the third business day following 

the last day of employment. 

Suspension 

Except as provided below, the Executive Director is authorized to suspend an employee without pay 

as a disciplinary measure, during an investigation into allegations of misconduct or pending a dismissal 

hearing whenever, in the Executive Director’s judgment, the employee’s presence is detrimental to 

SASED. A disciplinary suspension shall be with pay: (1) when the employee is exempt from the 

overtime provisions, or (2) until an employee with an employment contract for a definite term is 

provided a notice and hearing according to the suspension policy for professional employees. Upon 

receipt of a recommendation from the Ill. Dept. Children and Family Services (DCFS) that the District 

remove an employee from his or her position when he or she is the subject of a pending DCFS 

investigation that relates to his or her employment with the District, the Board or Superintendent or 

designee, in consultation with the Board Attorney, will determine whether to:  

1. Let the employee remain in his or her position pending the outcome of the investigation; or  

2. Remove the employee as recommended, proceeding with:  

a. A suspension with pay; or  

b. A suspension without pay. 

Any criminal conviction resulting from the investigation or allegations shall require the employee to 

repay to SASED all compensation and the value of all benefits received by the employee during the 

suspension. The Executive Director will notify the employee of this requirement when the employee is 

suspended.  

 

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

5 ILCS 430 et seq., State Officials and Employees Ethics Act. 

325 ILCS 5/7.4(c-10), Abused and Neglected Child Reporting Act. 

820 ILCS 105/4a, Minimum Wage Law. 

 
 

CROSS REF.: 5:90 (Abused and Neglected Child Reporting), 5:120 (Employee Ethics; 

Code of Professional Conduct; and Conflict of  Interest), 5:240 

(Suspension), 5:270 (Employment At-Will, Compensation, and 

Assignment) 
 

ADOPTED: June 21, 2023 
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Instruction 
 

Guidance and Counseling Program  
 

SASED provides a guidance and counseling program for students in conjunction with their resident districts.   The 

Executive Director or designee shall direct SASED’s guidance and counseling program. School counseling 

services, as described by State law, may be performed by a qualified guidance specialist or any certificated staff 

member.   

Each staff member is responsible for effectively guiding students under his/her supervision in order to provide 

early identification of intellectual, emotional, social, or physical needs, diagnosis of any learning disabilities, and 

development of educational potential. SASED’s counselors, and other qualified staff (i.e. school psychologists, 

school social workers, etc.) shall offer counseling to those students who require additional assistance. 

The guidance program will assist students to identify career options consistent with their abilities, interests, and 

personal values. In collaboration with resident districts, students shall be encouraged to seek the help of 

counselors to develop specific curriculum goals that conform to the student’s career objectives. High school 

juniors and seniors will have the opportunity to receive career-oriented information through resident district 

and/or SASED. Representatives from colleges and universities, occupational training institutions and career-

oriented recruiters, including the military, may be given access to the resident district or SASED campus in order 

to provide students and parents/guardians with information.   

 

LEGAL REF.: 105 ILCS 5/10-22.24a and 5/10-22.24b. 

23 Ill.Admin.Code §1.420(q). 

 

CROSS REF.:  6:50 (School Wellness), 6:65 (Student Social and Emotional Development), 6:120 (Education of 

Children with Disabilities), 6:130 (Program for the Gifted), 7:100 (Health, Eye, and Dental 

Examinations; Immunizations; and Exclusion of Students), 7:250 (Student Support Services), 

7:290 (Suicide and Depression Awareness and Prevention) 

 

ADOPTED: June 21, 2023 
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Students 

Attendance and Truancy 
 

Compulsory School Attendance 

This policy applies to individuals who have custody or control of a child: (a) between the ages of 6 (on 

or before September 1) and 17 years (unless the child has graduated from high school) or (b) who is 

enrolled in any of grades kindergarten through 12, in the public school regardless of age. 

 

Subject to specific requirements in State law, the following children are not required to attend public 

school: (1) any child attending a private school (including a home school) or parochial school, (2) any 

child who is physically or mentally unable to attend school (including a pregnant student suffering 

medical complications as certified by her physician), (3) any child lawfully and necessarily employed, 

(4) any child over 12 and under 14 years of age while in confirmation classes, and (5) any child absent 

because of religious reasons, including to observe a religious holiday, for religious instruction, or 

because his or her religion forbids secular activity on a particular day(s) or time of day, and (6) any child 

16 years of age or older who is employed and is enrolled in a graduation incentives program. 

The parent/guardian of a student who is enrolled in a SASED program must authorize all absences 

from school and notify SASED in advance or at the time of the student’s absence. A valid cause for 

absence includes illness (including mental or behavioral health of the student), observance of a 

religious holiday, death in the immediate family, attendance at a civic event, family emergency, 

other situations beyond the control of the student as determined by the Board, voting pursuant to 

policy 7:90, Release During School Hours (10 ILCS 5/7-42 and 5/17-15),, other circumstances that 

cause reasonable concern to the parent/guardian for the student’s m e nt  a l , e m o t i o na l or 

p h y s  i c a l he  a l t h or  s a f  e t  y , or other reason as approved by the Executive Director or 

designee Students absent for a valid cause may make up missed homework and classwork 

assignments in a reasonable timeframe. 

Absenteeism and Truancy Program 

The Executive Director or designee shall, in collaboration with the member districts, manage 

absenteeism and truancy in accordance with The School Code and Board policy. The program shall 

include but not be limited to: 

1. A protocol for excusing a student from attendance who is necessarily and lawfully employed. 

The Executive Director or designee is authorized to determine when the student’s absence is 

justified. A student may be excused, at the Executive Director’s or designee’s discretion, 

when: (1) the student has a last period study hall, (2) the parent/guardian provides written 

permission, (3) the student’s employer provides written verification of employment, (4) the 

student provides evidence of a valid work permit, or (5) other reason deemed justifiable by 

the Executive Director or designee. 

 

2. A protocol for excusing a student in grades 6 through 12 from attendance to sound Taps at a 

military honors funeral held in Illinois for a deceased veteran. 

 

3. A protocol for excusing a student from attendance on a particular day(s) or at a particular 

time of day when his/her parent/guardian is an active duty member of the uniformed services 

and has been called to duty for, is on leave from, or has immediately returned from 

deployment to a combat zone or combat-support postings. 

 

4. A process to telephone, within 2 hours after the first class, the parents/guardians of students 

in grade 8 or below who are absent without prior parent/guardian notification. 
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5. A process to identify and track students who are truants, chronic or habitual truants, or truant 

minors as defined in 105 ILCS5/26-2a, and inform the member district of the student’s status. 

6. Methods for identifying the cause(s) of a student’s unexcused absenteeism, including 

interviews with the student, his or her parent(s)/guardian(s), and staff members or other 

people who may have information. 

7. The identification of supportive services that may be offered to truant or chronically truant 

students, including parent-teacher conferences, student and/or family counseling, or 

information about community agency services. See board policy 6:110 Programs for Students 

At Risk of Academic Failure and/or Dropping Out of School and Graduation Incentives 

Program. 

8. A process for the collection and review of chronic absence data and to: 

a. Determine what systems of support and resources are needed to engage chronically absent 

students and their families, and 

b. Encourage the habit of daily attendance and promote success. 

9. Reasonable efforts to provide ongoing professional development to teachers, administrators, 

Board members, school resource officers, and staff on the appropriate and available supportive 

services for the promotion of student attendance and engagement. 

10. A process to request the assistance and resources of outside agencies, such as, the juvenile 

officer of the local police department or the truant office of the appropriate Regional Office 

of Education, if truancy continues after supportive services have been offered. 

11. A protocol for cooperating with non-SASED agencies including County or municipal 

authorities, the Regional Superintendent, truant officers, the Community Truancy Review 

Board, and a comprehensive community-based youth service agency. Any disclosure of 

student records must be consistent with Board policy 7:340, Student Records, as well as State 

and federal law concerning student records. 

12. An acknowledgement that no punitive action, including out-of-school suspensions, expulsions, 

or court action, shall be taken against a chronic truant minor for his or her truancy unless 

available supportive services and other school resources have been provided to the student. 

13. The criteria to determine whether a student’s non-attendance is due to extraordinary 
circumstances shall include economic or medical necessity or family hardship and such 
other criteria that the Executive Director or designee believes qualifies. 

 

14. A process for a 17-year-old resident to participate in the District’s various programs and 

resources for truants. The student must provide documentation of his/her dropout status for the 

previous six months. A request from an individual 19 years of age or older to re-enroll after 

having dropped out of school is handled according to provisions in 7:50, School Admissions and 

Student Transfers To and From Non-District Schools. 

 
15. A process for the temporary exclusion of a student 17 years of age or older for failing to meet 

minimum attendance standards according to provisions in State law. A parent/guardian has the 

right to appeal a decision to exclude a student. 

 

Monitoring 

 

Pursuant to State Law and policy 2:240, Board Policy Development, the Board updates this policy at least 

once every two years. The Executive Director or designee shall assist the Board with its update. 
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LEGAL REF.: 105 ILCS 5/22-92 and 5/26-1 through 18. 
705 ILCS 405/3-33.5. Juvenile Court Act of 1987. 

23 Ill.Admin.Code §§1.242 and 1.290 Part 207. 
 

CROSS REF.:   5:100 (Staff Development Program), 6:110 (Programs for Students At Risk of 

Academic Failure and/or Dropping Out of School and Graduation Incentives 

Program), 6:150 (Home and Hospital Instruction), 7:10 (Equal Educational 

Opportunities), 7:50 (School Admissions/Eligibility for Services), 7:60 

(Residence), 7:80 (Release Time for Religious Instruction/Observance), 7:90 

(Release During School Hours), 7:190 (Student Discipline), 7:340 (Student 

Records) 

 
 

UPDATED: June 21, 2023 
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Students 

Prevention of and Response to Bullying, Intimidation, and Harassment  

Bullying, intimidation, and harassment diminish a student’s ability to learn and a school’s ability to 

educate. Preventing students from engaging in these disruptive behaviors and providing all students 

equal access to a safe, non-hostile learning environment are important SASED goals. 

Bullying on the basis of actual or perceived race, color, national origin, military status, unfavorable 

discharge status from the military service, sex, sexual orientation, gender identity, gender-related 

identity or expression, ancestry, age, religion, physical or mental disability, order of protection status, 

status of being homeless, or actual or potential marital or parental status, including pregnancy, 

association with a person or group with one or more of the aforementioned actual or perceived 

characteristics, or any other distinguishing characteristic is prohibited in each of the following 

situations:  

1. During any SASED-sponsored education program or activity. 

2. While at SASED, on SASED property, on SASED buses or other school vehicles, at designated 

SASED bus stops waiting for the bus, or at SASED-sponsored or SASED-sanctioned events or 

activities. 

3. Through the transmission of information from a SASED computer, a SASED computer 

network, or other similar SASED electronic equipment. 

4. Through the transmission of information from a computer that is accessed at a non SASED-

related location, activity, function, or program or from the use of technology or an electronic 

device that is not owned, leased, or used by SASED, if the bullying causes a substantial 

disruption to the educational process or orderly operation of a school. This paragraph (item #4) 

applies only when a school administrator or teacher receives a report that bullying through this 

means has occurred; it does not require staff members to monitor any non SASED-related 

activity, function, or program. 

Definitions from 105 ILCS 5/27-23.7  

Bullying includes cyberbullying and means any severe or pervasive physical or verbal act or conduct, 

including communications made in writing or electronically, directed toward a student or students that 

has or can be reasonably predicted to have the effect of one or more of the following: 

1. Placing the student or students in reasonable fear of harm to the student’s or students’ person 

or property; 

2. Causing a substantially detrimental effect on the student’s or students’ physical or mental 

health; 

3. Substantially interfering with the student’s or students’ academic performance; or 

4. Substantially interfering with the student’s or students’ ability to participate in or benefit from 

the services, activities, or privileges provided by a school. 

Bullying may take various forms, including without limitation one or more of the following: 

harassment, threats, intimidation, stalking, physical violence, sexual harassment, sexual violence, theft, 

public humiliation, destruction of property, or retaliation for asserting or alleging an act of bullying. 

This list is meant to be illustrative and non-exhaustive. 
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Cyberbullying means bullying through the use of technology or any electronic communication, 

including without limitation any transfer of signs, signals, writing, images, sounds, data, or intelligence 

of any nature transmitted in whole or in part by a wire, radio, electromagnetic system, photo-electronic 

system, or photo-optical system, including without limitation electronic mail, Internet communications, 

instant messages, or facsimile communications. Cyberbullying includes the creation of a webpage or 

weblog in which the creator assumes the identity of another person or the knowing impersonation of 

another person as the author of posted content or messages if the creation or impersonation creates any 

of the effects enumerated in the definition of bullying. Cyberbullying also includes the distribution by 

electronic means of a communication to more than one person or the posting of material on an electronic 

medium that may be accessed by one or more persons if the distribution or posting creates any of the 

effects enumerated in the definition of bullying. 

Restorative measures means a continuum of school-based alternatives to exclusionary discipline, such 

as suspensions and expulsions, that: (i) are adapted to the particular needs of the school and community, 

(ii) contribute to maintaining school safety, (iii) protect the integrity of a positive and productive 

learning climate, (iv) teach students the personal and interpersonal skills they will need to be successful 

in school and society, (v) serve to build and restore relationships among students, families, schools, and 

communities, (vi) reduce the likelihood of future disruption by balancing accountability with an 

understanding of students’ behavioral health needs in order to keep students in school, and (vii) increase 

student accountability if the incident of bullying is based on religion, race, ethnicity, or any other 

category that is identified in the Ill. Human Rights Act.  

School personnel means persons employed by, on contract with, or who volunteer with SASED, 

including without limitation SASED administrators, teachers, school social workers, school counselors, 

school psychologists, school nurses, cafeteria workers, custodians, bus drivers, school resource officers, 

and security guards.  

Bullying Prevention and Response Plan 

The Executive Director or designee shall develop and maintain a bullying prevention and response plan 

that advances SASED’s goal of providing all students with a safe learning environment free of bullying 

and harassment. This plan must be consistent with the requirements listed below; each numbered 

requirement, 1-12, corresponds with the same number in the list of required policy components in 105 

ILCS 5/27-23.7(b) 1-12.  

1. SASED uses the definition of bullying as provided in this policy.  

2. Bullying is contrary to State law and the policy of SASED. However, nothing in SASED’s 

bullying prevention and response plan is intended to infringe upon any right to exercise free 

expression or the free exercise of religion or religiously based views protected under the First 

Amendment to the U.S. Constitution or under Section 3 of Article I of the Illinois Constitution. 

3. Students are encouraged to immediately report bullying. A report may be made orally or in 

writing to the Nondiscrimination Coordinator, Building Principal Program Director or 

Coordinator, Assistant Building Principal, Dean of Students, a Complaint Manager, or any 

SASED staff member with whom the student is comfortable speaking. Anyone, including 

SASED staff members and parents/guardians, who has information about actual or threatened 

bullying is encouraged to report it to SASED named officials or any SASED staff member. 

SASED named officials and all SASED staff members are available for help with a bully or to 

make a report about bullying. Anonymous reports are also accepted; however, this shall not be 

construed to permit formal disciplinary action solely on the basis of an anonymous report. 

 

Nondiscrimination Coordinator:  
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Julie Grohn  
Name 

2900 Ogden Avenue, Lisle, IL 60532 
 

Address 

jgrohn@sased.org 
 

Email 

630-778-4500  

Telephone   

Complaint Managers: 

Matthew Layton  Christine Martin 
Name 

2900 Ogden Avenue, Lisle, IL 60532 
 Name 

2900 Ogden Avenue, Lisle, IL 60532 
Address 

mlayton@sased.org 
 Address 

cmartin@sased.org 
Email 

630-778-4500  
Email 

630-778-4500 

Telephone  Telephone 

 

4. Consistent with federal and State laws and rules governing student privacy rights, the Executive 

Director or designee shall promptly inform the parent(s)/guardian(s) of every student involved 

in an alleged incident of bullying and discuss, as appropriate, the availability of social work 

services, counseling, school psychological services, other interventions, and restorative 

measures.  

5. The Executive Director or designee shall promptly investigate and address reports of bullying, 

by, among other things: 

a. Making all reasonable efforts to complete the investigation within 10 school days after the 

date the report of a bullying incident was received and taking into consideration additional 

relevant information received during the course of the investigation about the reported 

bullying incident. 

b. Involving appropriate school support personnel and other staff persons with knowledge, 

experience, and training on bullying prevention, as deemed appropriate, in the investigation 

process. 

c. Notifying the Executive Director or program administrator or designee of the reported 

incident of bullying as soon as possible after the report is received. 

d. Consistent with federal and State laws and rules governing student privacy rights, 

providing parents/guardians of the students who are parties to the investigation information 

about the investigation and an opportunity to meet with the Executive Director or program 

administrator or his or her designee to discuss the investigation, the findings of the 

investigation, and the actions taken to address the reported incident of bullying. 

The Executive Director or designee shall investigate whether a reported incident of bullying is 

within the permissible scope of SASED’s jurisdiction and shall require that SASED provide 

the victim with information regarding services that are available within SASED and the 

community, such as counseling, support services, and other programs.  
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6. The Executive Director or designee shall use interventions to address bullying, that may 

include, but are not limited to, school social work services, restorative measures, social-

emotional skill building, counseling, school psychological services, and community-based 

services.  

7. A reprisal or retaliation against any person who reports an act of bullying is prohibited. Any 

person’s act of reprisal or retaliation will be subject to disciplinary action, up to and including 

discharge with regard to employees, or suspension and/or expulsion with regard to students. 

8. A student will not be punished for reporting bullying or supplying information, even if 

SASED’s investigation concludes that no bullying occurred. However, a person who is found 

to have falsely accused another of bullying, as a means of retaliation, as a means of bullying, 

or provided false information will be treated as either: (a) bullying, (b) student discipline up to 

and including suspension and/or expulsion, and/or (c) both (a) and (b) for purposes of 

determining any consequences or other appropriate remedial actions. 

9. SASED’s bullying prevention and response plan is based on the engagement of a range of 

SASED stakeholders, including students and parents/guardians. 

10. The Executive Director or designee shall post this policy on SASED’s website, if any, and 

include it in the student handbook, and, where applicable, post it where other policies, rules, 

and standards of conduct are currently posted. The policy must be distributed annually to 

parents/guardians, students, and SASED personnel (including new employees when hired), and 

must also be provided periodically throughout the school year to students and faculty.  

11. Pursuant to State law and policy 2:240, Board Policy Development, the Board monitors this 

policy every two years by conducting a review and re-evaluation of this policy to make any 

necessary and appropriate revisions. The Executive Director or designee shall assist the Board 

with its re-evaluation and assessment of this policy’s outcomes and effectiveness. Updates to 

this policy will reflect any necessary and appropriate revisions. This process shall include, 

without limitation:  

a. The frequency of victimization; 

b. Student, staff, and family observations of safety at a school; 

c. Identification of areas of a school where bullying occurs; 

d. The types of bullying utilized; and 

e. Bystander intervention or participation. 

The evaluation process may use relevant data and information that SASED already collects for 

other purposes. Acceptable documentation to satisfy the re-evaluated policy submission 

include one of the following: 

1) An updated version of the policy with the amendment/modification date included in 

the reference portion of the policy; 

2) If no revisions are deemed necessary, a copy of board minutes indicating that the policy 

was re-evaluated and no changes were deemed to be necessary; or  

3) A signed statement from the Board Chairperson indicating that the Board re-evaluated 

the policy and no changes to it were necessary. 

The Executive Director or designee must post the information developed as a result of the 

policy re-evaluation on SASED’s website, or if a website is not available, the information must 

be provided to school administrators, Board members, school personnel, parents/guardians, and 
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students. Reviews and re-evaluations in years they are due must be submitted to ISBE by 

September 30. 

12. The Executive Director or designee shall fully implement the Board policies, including without 

limitation, the following:  

a. 2:260, Uniform Grievance Procedure. A student may use this policy to complain about 

bullying. 

b. 2:265, Title IX Sexual Harassment Grievance Procedure. Any person may use this policy 

to complain about sexual harassment in violation of Title IX of the Education Amendments 

of 1972. 

c. 6:60, Curriculum Content. Bullying prevention and character instruction is provided in all 

grades in accordance with State law. 

d. 6:65, Student Social and Emotional Development. Student social and emotional 

development is incorporated into the District’s educational program as required by State 

law. 

e. 6:235, Access to Electronic Networks. This policy states that the use of the District’s 

electronic networks is limited to: (1) support of education and/or research, or (2) a 

legitimate business use. 

f. 7:20, Harassment of Students Prohibited. This policy prohibits any person from harassing, 

intimidating, or bullying a student based on an identified actual or perceived characteristic 

(the list of characteristics in 7:20 is the same as the list in this policy). 

g. 7:185, Teen Dating Violence Prohibited. This policy prohibits teen dating violence on 

school property, at school sponsored activities, and in vehicles used for school-provided 

transportation. 

h. 7:190, Student Behavior. This policy prohibits, and provides consequences for, hazing, 

bullying, or other aggressive behaviors, or urging other students to engage in such conduct. 

i. 7:310, Restrictions on Publications; Elementary Schools, and 7:315, Restrictions on 

Publications; High Schools. These policies prohibit students from and provide 

consequences for: (1) accessing and/or distributing at school any written, printed, or 

electronic material, including material from the Internet, that will cause substantial 

disruption of the proper and orderly operation and discipline of the school or school 

activities, and (2) creating and/or distributing written, printed, or electronic material, 

including photographic material and blogs, that causes substantial disruption to school 

operations or interferes with the rights of other students or staff members.  
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LEGAL REF.: 105 ILCS 5/10-20.14, 5/10-22.6(b-20), 5/24-24, and 5/27-23.7. 

405 ILCS 49/, Children’s Mental Health Act. 

775 ILCS 5/1-103, Ill. Human Rights Act. 

23 Ill.Admin.Code §§1.240, 1.280, and 1.295. 

CROSS REF.: 2:240 (Board Policy Development), 2:260 (Uniform Grievance Procedure), 2:265 

(Title IX Sexual Harassment Grievance Procedure), 4:170 (Safety), 5:230 

(Maintaining Student Discipline), 6:60 (Curriculum Content), 6:65 (Student 

Social and Emotional Development), 6:235 (Access to Electronic Networks), 

7:20 (Harassment of Students Prohibited), 7:185 (Teen Dating Violence 

Prohibited), 7:190 (Student Behavior), 7:220 (Bus Conduct), 7:230 (Misconduct 

by Students with Disabilities), 7:240 (Conduct Code for Participants in 

Extracurricular Activities), 7:285 (Anaphylaxis Prevention, Response, and 

Management Program), 7:310 (Restrictions on Publications; Elementary 

Schools), 7:315 (Restrictions on Publications; High Schools) 

ADOPTED: June 21, 2023 
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Students 

Bus Conduct 

All students must follow SASED/member/resident district School Bus Safety Guidelines.  

School Bus Suspensions 

The Executive Director, or any designee as permitted in The School Code, is authorized to suspend a 

student from riding the school bus for up to 10 consecutive school days for engaging in gross 

disobedience or misconduct, including, but not limited to, the following: 

1. Prohibited student conduct as defined in the Board policy, 7:190, Student Discipline. 

2. Willful injury or threat of injury to a bus driver or to another rider. 

3. Willful and/or repeated defacement of the bus. 

4. Repeated use of profanity. 

5. Repeated willful disobedience of a directive from a bus driver or other supervisor. 

6. Such other behavior  as  the  Executive  Director  or  designee  deems  to  threaten  the  safe 

operation of the bus and/or its occupants. 

If a student is suspended from riding the bus for gross disobedience or misconduct on a bus, in 

collaboration with the district of residence, SASED may suspend the student from riding the school 

bus for a period in excess of 10 days for safety reasons. SASED/member/resident district’s regular 

suspension procedures shall be used to suspend a student’s privilege to ride a school bus. 

 

Academic Credit for Missed Classes During School Bus Suspension 

A student suspended from riding the bus who does not have alternate transportation to school shall 

have the opportunity to complete or make up work for equivalent academic credit. It shall be the 

responsibility of the student’s parent or guardian to notify the school that the student does not have 

alternate transportation. 

Electronic Recordings on School Buses 

Electronic visual and audio recordings may be used on school buses to monitor conduct and to 

promote and maintain a safe environment for students and employees when transportation is provided 

for any school related activity. Notice of electronic recordings shall be displayed on the exterior of the 

vehicle’s entrance door and front interior bulkhead in compliance with State law and the rules of the 

Illinois Department of Transportation, Division of Traffic Safety. 

Students are prohibited from tampering with electronic recording devices. Students who violate this 

policy shall be disciplined in accordance with the Board’s discipline policy and shall reimburse 

SASED for any necessary repairs or replacement. 

LEGAL REF.:         Family Educational Rights and Privacy Act, 20 U.S.C. §1232g; 34 C.F.R. Part 99. 
105 ILCS 5/10-20.14, 5/10-22.6, and 10/1 et seq. 

720 ILCS 5/14-3(m). 

23 Ill.Admin.Code Part 375, Student Records. 
 

CROSS REF.: 4:110 (Transportation), 4:170 (Safety), 7:130 (Student Rights and 

Responsibilities), 7:170 (Vandalism), 7:190 (Student Discipline), 7:200 

(Suspension Procedures), 7:340 (Student Records) 
 

ADOPTED: June 21, 2023 
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