
SPECIAL BOARD MEETING
Thursday, August 4, 2022 6:00 PM

Elementary Library
600 Cedar St

New Berlin, IL 62670

Agenda

1. Call to Order
2. Public Hearing concerning the intent of the Board to sell voter-approved bonds in the 

amount of $23,500,000 to alter, repair and equip the Junior/Senior High School 
Building, including creating new classrooms, gym and other instructional spaces, 
renovating the J.V. Kirby Pretzel Dome, improving heating, cooling and ventilation 
systems, installing school safety and security improvements, removing asbestos and 
making site improvements

3. Public hearing concerning the intent of the Board to sell alternate revenue bonds in the 
amount of $9,000,000 for the purpose of altering, repairing and equipping the 
Junior/Senior High School Building, including creating new classrooms, gym and other 
instructional spaces, renovating the J.V.Kirby Pretzel Dome, improving heating, cooling 
and ventilation systems, installing school safety and security improvements, removing 
asbestos and making site improvements. 

4. Public Comment (Policy 2:230)
5. Adjustments to Agenda
6. Approve Business Department Curriculum Purchase
7. Approve the Resolution to engage Giffin, Winning, Cohen and Bodewes P.C. Attorneys 

at Law, as Legal Counsel for Country Mutual matter
8. Discuss/Approve Business Associate Agreement with Lincoln Prairie Behavioral Health 

Center
9. Approve Resolution to Sell/Dispose of Surplus or Outdated Equipment/Supplies
10. Approve Board Member Reimbursement-Josh Beard
11. Approve the Teacher Handbook for the 22-23 School Year
12. Approve the Support Staff Handbook for the 22-23 School Year
13. Discuss/Approve Contract with CORE Construction Services of Illinois, Inc. as 

Construction Manager
14. Executive Session - For the purpose of:

14.a. The appointment, employment compensation, discipline, performance, or dismissal of specific 
employees of the District or legal counsel for the District, including hearing testimony on a complaint 
lodged against an employee or against legal counsel for the District to determine validity.  5 ILCS 
10/2(c).

15. Personnel Consent Agenda
15.a. Alexa Thomsen as NBE Paraprofessional
15.b. Breann Burt as Volunteer Assistant Junior High School Softball Coach

16. Adjournment

 



New Berlin CUSD 16

Ms. Hattie Llewellyn
Principal

Quote Number: 201451-2

Quote Expiration Date: 09-30-2022
New Berlin CUSD 16
600 N Cedar St
New Berlin, IL 62670-4608
United States

Quote Creation Date: 07-29-2022

Learning Microsoft Office 2016 Levels 1

Quote Release: 2

$ 2,077.81Learning Microsoft Office 2016, Level 1 $ 2,077.81

TotalSolution Base Amount

Shipping & Handling

null Total

null Solution Subtotal $ 2,077.81

Price Quote Summary

$ 166.22

$ 2,244.03

$ 2,077.81

Price Quote Detail

Total ChargedISBN Description Price Charged
Qty

Learning Microsoft Office 2016, Level 1

Learning Microsoft Office 2016, Level 1

$1,979.82LEARNING MICROSOFT OFFC 16 LV1&LV 1
LRNG PKG $109.99 189780134849614 nullnullnull

$97.99
TEACHER'S WRAPAROUND EDITION FOR
LEARNING MICROSOFT OFFICE 2016 LEVEL 1
-- NATIONAL

$97.99 19780134554648 nullnullnull

$ 2,077.81Learning Microsoft Office 2016, Level 1 Subtotal

$ 2,077.81Learning Microsoft Office 2016, Level 1 Subtotal

$ 2,244.03Total

Solution Subtotal

Shipping and Handling $ 166.22

$ 2,077.81
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Savvas Learning Company LLC Terms and Conditions
To place your order please submit a copy of this price quote with your Purchase Order, include the Quote Number on your
Purchase Order, and include any other required documentation. You may send the order documents using an electronic form
or by mail. Please submit your PO and price via one of the following methods:

Price quote: This is a price quote for the customer's convenience only, and not an offer to contract. All quotes are subject to
review and final acceptance by an authorized representative of Savvas at its offices. Savvas reserves the right to correct
typographical, computational or other errors. Savvas’ standard terms are net 30 days unless otherwise specified. All pricing is
in US Dollars unless otherwise specified. Pricing calculations use multiple decimal places to determine the most accurate
extended pricing but are represented in standard currency format. The breakdown of the fees set forth in this quotation is
considered Savvas proprietary information and not subject to disclosure by the customer.

         e-Form: http://support.savvas.com/support/s/contactsupport
         Mail: PO Box 6820, Chandler, AZ  85246
Savvas does not accept Credit Card information via postal mail, facsimile, or email. Credit Card information will only be
accepted via phone, eCommerce, or OASIS.
For questions regarding your order please call Customer Service: 1-800-848-9500.

Platforms: Savvas, and any third party for which Savvas serves as the sales agent or distributor, reserve the right to change
and/or update technology platforms, including possible edition updates to customers during the term of access. Customers
will be notified of any change prior to the beginning of the new school year.

Return Policy: If you are not entirely satisfied with any of our products, then you may, within six months from the date of
purchase, return all materials still in new, unused, salable condition for a full refund, credit, or replacement. All returned
materials must be shipped back to Savvas within 30 days of receiving the Return Materials Authorization. All materials sold in
a set or a package must be returned complete as originally sold. Materials that were provided gratis must be returned
proportionate to the purchased items being returned for refund or credit.

Consumable Worktexts: Subsequent year consumable worktexts will ship each year on the order date of the original order
for the duration of their license. Worktexts will ship to the location listed on the original order. Quantities for each grade level
and title will remain consistent each year. Changes to quantities of titles previously ordered, shipping location changes, or any
other changes to consumable worktext shipments must be made 4 weeks prior to the original order date. Changes should be
made using the e-form: https://worktext-subscriptions.savvas.com/.

Annual subscriptions for iLit and Successmaker: Products automatically renew on the anniversary date of the original
purchase and will be invoiced accordingly unless otherwise specified. If you wish to cancel, please let us know in writing prior
to the date of renewal by completing the customer service request form which you can access here:
https://support.savvas.com/support/s/customer-service-support-form.

Technical support services are included with purchase of Savvas digital products eform:
https://support.savvas.com/support/s/k12-curriculum-support-form phone: 1-800-848-9500

Professional Services: All paid services must be scheduled and delivered within twelve (12) months of the order date of
those services. Any unused services expire at the end of such twelve (12) month period, unless otherwise specified in
contract terms. MySavvasTraining, which provides online access to on-demand tutorials and interactive webinar sessions, is
included with purchase of products (mySavvasTraining.com).

Shipping & handling charges (where applicable) are shown on the quote. S&H rates quoted are for standard ground
transportation and may not reflect account contracted rates. If expedited shipping is requested, actual charges may be higher.
For orders picked up at the Savvas warehouse by the customer or a third party carrier contracted by the customer, a 2%
handling charge will be applied to shippable items. The 2% charge will show up on the customer proposal and invoice as a
S&H charge.

Taxes: All pricing in this quote is exclusive of any applicable sales, use or other similar taxes or duties. The customer is
responsible for any such taxes or duties that may apply; if the customer is tax exempt, evidence of such tax exemption must
be provided. Estimated tax may be provided solely for customer convenience. The amount indicated is only an estimate and
is intended to be helpful for budgeting purposes. The actual amount of sales tax assessed at the time of invoicing may be
more or less.

22

http://support.savvas.com/support/s/contactsupport
https://worktext-subscriptions.savvas.com/
https://support.savvas.com/support/s/customer-service-support-form
https://support.savvas.com/support/s/k12-curriculum-support-form


















RESOLUTION TO ENGAGE GIFFIN, WINNING, COHEN & BODEWES, P.C.

WHEREAS, the New Berlin CUSD #16 Board of Education (herein “Board of Education”) 

is a party to litigation with Country Mutual Insurance Company and Michelle Stolleis Forbes, 

known as Sangamon County Case No. 2019-MR-526.

WHEREAS, the Board of Education would like to engage Giffin, Winning, Cohen & 

Bodewes, P.C. to act as legal counsel in the above-referenced matter in lieu of its current counsel 

Statham & Long.

NOW, THEREFORE, BE IT RESOLVED that the Board of Education:

1. Approves of the August 2, 2022 Letter of Representation with Giffin, Winning, Cohen 

& Bodewes, P.C. attached hereto and incorporated by reference as Exhibit A; and

2. Directs the Superintendent to execute the Letter of Representation.

Adopted this 4th of August, 2022, by the following roll-call vote:

AYES:

NAYS: ______

ABSENT:

ABSTAIN:  _______________

_ ______
President

_____________________________
Secretary



Samantha A. Bobor
Attorney
SBobor@gwcblaw.com

ESTABLISHED 1911

TELEPHONE (217) 525-1571
www.gwcblaw.com

August 2, 2022

DAVID A. HERMAN
CREIGHTON R. CASTLE

CHRISTOPHER E. SHERER
MATTHEW R. TRAPP

JASON E. BROKAW
 JOHN M. GABALA

SAMANTHA A. BOBOR
JACKSON B. FREDMAN

JASON R. VINCENT

Of Counsel:
JOHN L. SWARTZ

R. MARK MIFFLIN
HERMAN G. BODEWES

SPRINGFIELD OFFICE
900 COMMUNITY DRIVE
SPRINGFIELD, IL  62703
(217) 525-1571

D. Logan Giffin  (1890-1980)
Montgomery S. Winning  (1892-1966)

C. Terry Lindner  (1903-1987)
Alfred F. Newkirk  (1904-1980)
James M. Winning  (1921-2013)

Robert S. Cohen

HILLSBORO OFFICE
434 SOUTH MAIN STREET

HILLSBORO, IL  62049
(217) 532-5678

New Berlin Community School District #16
c/o Superintendent Jill Larson
600 Cedar Street
New Berlin, IL 62670

Re: New Berlin Community Unit School District #16 Letter of Representation
Our File No. BOARD OF EDUCATION-2209
Country Mutual Insurance Company vs. New Berlin Community School 
District No. 16 and Michelle Stolleis Forbes
Sangamon County Case No. 2019-MR-526

Dear Mrs. Larson:

Thank you for giving us the opportunity to provide legal services for New Berlin 
Community Unit School District #16.  This letter sets forth the terms and conditions under which 
this law firm will undertake representation of the Board of Education of New Berlin Community 
Unit School District #16 (“BOARD OF EDUCATION”) to perform legal services in the above-
referenced litigation matter.  In this regard, you authorize us to represent BOARD OF 
EDUCATION to preserve or enforce its rights in this matter.

Our fee will be computed at a rate of $200.00 per hour for partners of the firm, $150.00 per 
hour for associates of the firm, and $90.00 for paralegals of the firm. 

Time will be recorded by our attorneys and paralegals in tenths of an hour.  The time 
actually expended by the law firm will be billed to BOARD OF EDUCATION at the rates specified 
at the above address. The hourly rate will be fixed until January 1 of the following year.  The firm’s 
hourly billing rate is increased or adjusted every January 1 for all existing clients of the firm.  
BOARD OF EDUCATION agrees to pay all hourly fees as so adjusted from time to time. 

Our firm will bill BOARD OF EDUCATION monthly.  In addition, BOARD OF 
EDUCATION will be responsible for any and all costs, fees, disbursements, costs or other charges 
actually paid or incurred by the firm in the course of representation, regardless of the outcome of 
the matter.  Examples of these expenses and costs would include but are not limited to amounts 
paid by the law firm for expenses of filing fees, depositions, copying costs, long distance telephone 

sbobor
Typewriter
EXHIBIT A



New Berlin Community Unit School District #16
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charges, witness testimony, witness review of file, travel expenses, telefax expenses and any other 
such expenses which the firm may pay on behalf of BOARD OF EDUCATION.  If the amount of 
a single cost, fee, disbursement, or other charge to be incurred is five hundred dollars ($500.00) or 
more, BOARD OF EDUCATION shall be responsible for paying those expenses directly.  The 
firm will not pay these expenses on behalf of BOARD OF EDUCATION.  The firm will not 
obligate BOARD OF EDUCATION for any expenses of five hundred dollars ($500.00) or more 
without BOARD OF EDUCATION’s prior approval. If the amount of a single cost, fee, 
disbursement, or other charges to be incurred is less than five hundred dollars ($500.00), the firm 
will pay these expenses on behalf of BOARD OF EDUCATION and the amounts paid on behalf 
of BOARD OF EDUCATION by the firm will be itemized on its bill.  The time expended by the 
attorneys and paralegals of the firm will also be itemized its bill.  All billings for either fees or 
costs and expenses must be paid within 30 days of the date of mailing or emailing.  

If any billing is not paid as provided herein, the law firm may, at its option, discontinue 
representation of BOARD OF EDUCATION pursuant to and in compliance with the Illinois Rule 
of Professional Conduct 1.16.  In addition, ifBOARD OF EDUCATION fails to respond to our 
communications in a timely manner, and/or because of difficulty in communications we believe 
that representation of BOARD OF EDUCATION is being jeopardized, we may also elect to 
terminate our representation, pursuant to and in compliance with the Illinois Rule of Professional 
Conduct 1.16.

We have the capacity to communicate using modern electronic systems, including but not 
limited to electronic mail (e-mail), cell phones, and text messaging.  Conventional postal and 
telephonic communications are generally considered sufficiently secure for privileged 
communications.  There have been questions raised concerning the adequacy of privacy 
protections in e-mail, cell phone, and internet based electronic communications systems from time 
to time.  We are comfortable with electronic communications and the security of our own internal 
systems, but, we have no control over the servers and communications lines which may carry such 
electronic communications and data beyond the physical boundaries of our offices.  Thus, we can 
make no representations concerning the adequacy of the protections such systems provide for the 
confidentiality of BOARD OF EDUCATION’s communication with us.  If BOARD OF 
EDUCATION consents, however, knowing that there are risks in conventional e-mail and 
electronic communications systems, we will be happy to communicate with it via those modes.  
Please always be aware, however, that the substance of what BOARD OF EDUCATION puts into 
such communications may be stored in facilities which are beyond our reach or control, and may 
be discoverable or compromised.  If BOARD OF EDUCATION has concerns about the 
confidentiality of such communications, we will certainly limit our means of communication to 
traditional voice and printed modes.  We are certainly willing to discuss the addition of other 
facilities, software and/or equipment which may provide a greater measure of protection. By 
executing this agreement BOARD OF EDUCATION is consenting to communicating with us 
using electronic communications. 

BOARD OF EDUCATION authorizes the attorneys in the firm to engage, associate with 
or delegate work to co-counsel in their discretion when it is deemed necessary or advisable to 
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properly represent BOARD OF EDUCATION in connection with this matter.  The rates charged 
by such co-counsel shall be the same as those charged by the originating attorney unless otherwise 
agreed.  BOARD OF EDUCATION also authorizes the firm to employ individuals other than 
attorneys to assist in work on this matter on such terms and conditions as the firm deems necessary 
and appropriate as the total fees charged to BOARD OF EDUCATION are no greater than if the 
work were done entirely by the firm.

This law firm cannot guarantee success in any legal matter.  This firm does, however, 
pledge to represent BOARD OF EDUCATION to the best of our professional ability within the 
Illinois Rules of Professional Conduct governing attorneys.

BOARD OF EDUCATION has, at all times, the right to terminate the services of this firm 
upon written notice to us.  We will have the right to terminate our services of BOARD OF 
EDUCATION upon written request if BOARD OF EDUCATION fails to cooperate with 
reasonable requests of the firm, fail to pay fees as billed or the firm determines, in its reasonable 
discretion that continued representation of BOARD OF EDUCATION might violate the Illinois 
Rules of Professional Conduct governing attorneys.

This agreement shall be governed by the laws of Illinois and any action to enforce the terms 
of this agreement which we may bring may be brought in any state or federal court in any county 
in the State of Illinois.  In the event that any action must be taken by an attorney to collect any 
amount due under the terms of this agreement, our law firm shall be permitted to recover 
reasonable attorney’s fees for time used in enforcing the terms of this agreement.

This Agreement may be executed in several counterparts, each of which shall be deemed 
an original and all of which constitute one and the same document.  Signatures by fax or electronic 
mail shall have the same force and effect as original signatures.  Please sign and date the 
Agreement and return it within 10 days.  We hope this Agreement helps BOARD OF 
EDUCATION understand the financial arrangement between us.  The firm wants BOARD OF 
EDUCATION to be satisfied in all ways with its legal representation.  If BOARD OF 
EDUCATION ever has questions, comments, or complaints about these terms, its billing, or any 
aspect of our representation, please let us know.  Our practice grows through referral by satisfied 
clients.  We want BOARD OF EDUCATION to be satisfied with our work for it.  We will proceed 
in representing BOARD OF EDUCATION pursuant to the terms outlined above upon receipt of 
its signed acceptance in the space provided below.  
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We look forward to our representation of BOARD OF EDUCATION, and hope that our 
relationship with BOARD OF EDUCATION will be a lasting and successful one.

Sincerely,

GIFFIN, WINNING, COHEN & BODEWES, P.C.

Samantha A. Bobor
SAB/pa

THIS IS A LEGALLY BINDING CONTRACT.  BY SIGNING BELOW, YOU ARE 
ACKNOWLEDGING THAT YOU HAVE READ AND UNDERSTAND THE CONTENTS OF 

THIS AGREEMENT AND AGREE TO BE BOUND BY ITS TERMS.

ACCEPTED, the above and foregoing terms, this _____ day of ____________, 2022.

New Berlin Community Unit School District #16 

By:______________________________
Name: ___________________________
Title: _________
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BUSINESS ASSOCIATE AGREEMENT 

  

 This Business Associate Agreement (“Agreement”) effective as of __August 1, 2022__ (“Effective 

Date”) is entered into by and between _Board of Education of New Berlin CUSD 16____(“Business 

Associate”) and __Lincoln Prairie Behavioral Health Center_____(“Covered Entity”). 

 

RECITALS 

The purpose of this Agreement is to enable the parties to comply with the applicable requirements of 

HIPAA, the HIPAA Regulations and the HITECH Act (defined below) that involve Protected Health 

Information (“PHI”) (including but not limited to Electronic Protected Health Information (“ePHI”)) that is 

accessed, maintained, transmitted, used, created, received or disclosed by Business Associate (and/or any 

agent or Subcontractor of Business Associate that creates, receives, maintains or transmits PHI on behalf of 

Business Associate or Covered Entity) in connection with services performed on behalf of Covered Entity 

pursuant to any oral or written agreement(s) for the provision of services to Covered Entity that has been or 

may be entered into (“Services Agreement”). 

 

NOW THEREFORE, the parties agree as follows. 

 

DEFINITIONS 

Terms used, but not defined below, shall have the meaning as set forth in HIPAA, the HIPAA Regulations, 

HITECH provisions of the American Recovery and Reinvestment Act of 2009 (“Stimulus Act”), Title XIII 

and related regulations. 

“Administrative Safeguards” means safeguards consisting of administrative actions, policies and 

procedures designed to protect the privacy of PHI from intentional or unintentional use or disclosure in 

violation of HIPAA and other legal requirements, and to manage the selection, development, 

implementation, and maintenance of security measures to protect Electronic PHI, as well as managing the 

conduct of the workforce relating to the protection of that information.  

“Availability” means the property that data or information is accessible and useable upon demand by an 

authorized person, as set forth at 45 C.F.R. § 164.304. 

“Breach” means the unauthorized acquisition, access, use, or disclosure of PHI which compromises the 

security or privacy of such information.  For the purposes of reporting to the Covered Entity under this 

Agreement, Business Associate shall presume that any unauthorized acquisition, access, use or disclosure of 

PHI is a “Breach.”  A Breach excludes: 

     (i) Any unintentional acquisition, access, or use of PHI by a workforce member or person acting under 

the authority of the Covered Entity or Business Associate, if such acquisition, access or use was made in 

good faith and within the scope of authority and such information is not further acquired, accessed, used or 

disclosed in a manner not permitted under HIPAA, the HIPAA Regulations, or HITECH; 

     (ii) Any inadvertent disclosure by a person who is authorized to access PHI at a facility operated by 

Covered Entity or Business Associate to another person authorized to access PHI at the same facility, and 

the information received as a result of such disclosure is not further used or disclosed in a manner not 

permitted under HIPAA, the HIPAA Regulations, or HITECH; or 

     (iii) A disclosure of PHI where Covered Entity or Business Associate has a good faith belief that an 

unauthorized person to whom the disclosure was made would not reasonably have been able to retain such 

information. 

“Breach Notification Regulations” means the rules set forth primarily at set forth primarily at 45 C.F.R. 

Part 164, Subpart D. 
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“Business Associate” means the entity so designated in the preamble to this Agreement.  

“Confidentiality” means the property that data or information is not made available or disclosed to 

unauthorized persons or processes, as set forth at 45 C.F.R. § 164.304.                                                                                

“Covered Entities” or “Covered Entity” means the entity or entities as designated in the preamble to this 

Agreement. 

“Discovery” or “Discovery of a Breach” means that Business Associate, or an employee, officer or agent 

of Business Associate, has acquired actual knowledge of a Breach or by the exercise of reasonable diligence 

should have acquired knowledge of a Breach. 

“Electronic Protected Health Information,” “Electronic PHI.” or “ePHI” means PHI in electronic 

form.  All references to “Protected Health Information” or “PHI” in this Agreement include ePHI. 

“Encrypted” or “Encryption” means the use of an algorithmic process to transform data into a form in 

which there is a low probability of assigning meaning without use of a confidential process or key, as set 

forth at 45 C.F.R. § 164.304. 

“HIPAA” means the Health Insurance Portability and Accountability Act of 1996 Pub. L. No. 104-191. 

“HIPAA Regulations” means the Privacy Regulations, the Security Regulations, the Breach Notification 

Regulations and such other applicable regulations set forth in 45 C.F.R. Parts 160 and 164. 

“HITECH” or “HITECH Act” means the Health Information Technology for Economic and Clinical 

Health Act privacy and security provisions of the Stimulus Act and implementing regulations. 

“Identifiers” means the identifiers listed in the HIPAA Privacy Rule at 45 C.F.R. Section 164.514(b)(2), 

which include, among other identifiers:  name, address, zip code, all elements of dates other than the year 

that directly relating to an individual (such as birthdate, admission date, discharge date, date of death), 

telephone numbers, email address, fax numbers, social security numbers, medical record numbers, vehicle 

identifiers, license numbers, and all other identifiers of an individual, or of the individual’s relatives, 

employers, or household members described in Section 164.514(b)(2). 

“Individual” means the person who is the subject of PHI and shall include a person who qualifies as a 

personal representative under 45 C.F.R. Section 164.502(g).   

“Integrity” means the property that data or information have not been altered or destroyed in an 

unauthorized manner, and that data from one system is consistently and accurately transferred to other 

systems, as set forth at 45 C.F.R. § 164.304. 

“Part 2” means the Federal Confidentiality of Alcohol and Drug Abuse Patient Records law and 

regulations set forth at 42 USC §290dd-2 and 42 CFR Part 2. 

“Physical Safeguards” means safeguards consisting of physical measures, policies, and procedures to 

protect electronic information systems and related buildings and equipment, from natural and environmental 

hazards and unauthorized intrusion.   

“Protected Health Information” or “PHI” means individually identifiable health information created, 

maintained, transmitted or received by Business Associate from or on behalf of a Covered Entity that relates 

to the past, present, or future physical or mental health or condition of an Individual, the provision of health 

care to an Individual, or the past, present, or future payment for the provision of health care to an 

Individual, as set forth at 45 C.F.R. § 160.103.  PHI can be oral, written, electronic, or recorded in any other 

form.  All references to “Protected Health Information” or “PHI” in this Agreement include Electronic 

Protected Health Information (ePHI). 

“Privacy Regulations” means the rules set forth primarily at 45 C.F.R. Part 160 and Part 164, Subparts A 

and E. 

“Qualified Service Organization” or “QSO” means a person or entity that provides services to a Part 2 

program, such as data processing, bill collecting, dosage preparation, laboratory analyses, or legal, 

accounting, population health management, medical staffing, or other professional services, or services to 
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prevent or treat child abuse or neglect, including training on nutrition and child care and individual and 

group therapy and has entered into an agreement with a Part 2 program. 

“Required by Law” means a mandate contained in law that compels an entity to make a use or disclosure 

of PHI and that is enforceable in a court of law, as set forth at 45 C.F.R. § 164.103. Required by Law 

includes, but is not limited to, court orders and court-ordered warrants; subpoenas or summons issued by a 

court, grand jury, a governmental or tribal inspector general, or an administrative body authorized to require 

the production of information; a civil or an authorized investigative demand; Medicare conditions of 

participation with respect to health care providers participating in the program; and statutes or regulations 

that require the production of information, including statutes or regulations that require such information if 

payment is sought under a government program providing public benefits. 

“Secretary” or “HHS Secretary” means the Secretary of the Department of Health and Human Services 

(“HHS”). 

“Security Incident” means the attempted or successful unauthorized access, use, disclosure, modification, 

or destruction of information or interference with system operations in an information system, as set forth at 

45 C.F.R. § 164.304.  The term “Security Incident” is very broad and includes attempted or successful 

unauthorized access, use, disclosure, modification, or destruction of information or interference with system 

operations. 

“Security Measures” relates to the means (process and technology) by which a Covered Entity and/or 

Business Associate protect the privacy and security of information, as set forth at 45 C.F.R. § 164.304. 

Security Measures keep information secured, and decrease the means of tampering, destruction, or 

inappropriate access. Security Measures encompass all of the administrative, physical, and technical 

safeguards in an information system.   

“Security Regulations” means the rules set forth primarily at 45 C.F.R. Part 160 and Part 164, Subparts A 

and C. 

“Subcontractor” means a person or entity to whom the Business Associate delegates a function, activity, 

or service, other than in the capacity of a member of the workforce of the Business Associate, whether by 

written agreement or otherwise.   

“Technical Safeguards” means safeguards consisting of technology and the policy and procedures for the 

use of the technology that protect ePHI and control access.   

“Unsecured PHI” means PHI that is not rendered unusable, unreadable, or indecipherable to unauthorized 

individuals through the use of a technology or methodology specified by the HHS Secretary in the guidance 

issued under section 13402(h)(2) of HITECH on the HHS Web site.  

   

1. OBLIGATIONS AND ACTIVITIES OF BUSINESS ASSOCIATE  

 1.1 Business Associate agrees not to use or disclose PHI (“PHI”) except as permitted or 

required by this Agreement or as Required by Law. Business Associate agrees to use appropriate safeguards 

to prevent use or disclosure of the PHI other than as provided for by this Agreement. 

1.2 Business Associate and its agents or Subcontractors, if any, shall only request, use and 

disclose the minimum amount of PHI necessary to accomplish the purpose of the request, use or disclosure 

in accordance with HIPAA, the HIPAA Regulations and HITECH.  

1.3 Business Associate agrees to use appropriate safeguards and comply with the applicable 

requirements of the HIPAA Regulations, including 45 CFR Subpart C with respect to ePHI and Subpart E 

of 45 CFR with respect to PHI.  This shall include, without limitation, using appropriate Security Measures 

and developing, implementing, maintaining and using appropriate and reasonable Administrative, Physical, 

and Technical Safeguards for the privacy and security of PHI to ensure the Integrity, Confidentiality and 

Availability of, and to prevent non-permitted uses and disclosures of PHI that it creates, receives, maintains, 

or transmits on behalf of Covered Entity. Business Associate further acknowledges and agrees that pursuant 

to HITECH it will implement and document its Security Measures and will comply with 45 C.F.R. sections 
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164.306 (Security Standards), 164.308 (Administrative Safeguards), 164.310 (Physical Safeguards), 

164.312 (Technical Safeguards), 164.314 (Organizational Safeguards), and 164.316 (Policy and Procedures 

and documentation requirements), and all other applicable requirements of HIPAA, the HIPAA 

Regulations, HITECH and other applicable privacy and security laws.   Business Associate agrees to adopt 

the technology and methodology standards provided in guidance issued by the HHS Secretary pursuant to 

HITECH. 

1.4 Business Associate agrees to take prompt action to correct any deficiencies and to mitigate, 

to the extent practicable, any harmful effect that is known to Business Associate of an access, use, 

disclosure, modification or destruction of PHI by Business Associate, its agents or Subcontractors, if any, in 

violation of the requirements of this Agreement.    

1.5 Business Associate agrees to promptly notify Covered Entity within forty-eight (48) hours 

of any access, use, disclosure, modification or destruction of PHI not provided for by this Agreement or that 

is in violation of the requirements of this Agreement, and to provide Covered Entity or its designee such 

information as may be reasonably requested by Covered Entity to investigate the violation.   Business 

Associate shall report to Covered Entity any Security Incident of which it becomes aware.  If Business 

Associate has been requested orally or in writing by law enforcement officials that notification of affected 

Individuals of a Breach may impede a criminal investigation, Business Associate shall so inform Covered 

Entity.  In the event of a Breach of PHI caused by Business Associate or anyone acting on its behalf, 

Business Associate shall be responsible for all costs and expenses of responding to the Breach, including 

without limitation, the costs of notifying Individuals of the Breach. Nothing in this section shall limit any 

other rights or remedies of Covered Entity. 

1.6 Business Associate further agrees to provide a report in writing to Covered Entity within 

ten (10) days of, and to cooperate with Covered Entity in investigating and resolving, any of the following 

as they relate to PHI under this Agreement: 

(i) Any unauthorized access, use, disclosure, modification or destruction of PHI of which Business 

Associate becomes aware; 

(ii) Any Security Incident of which Business Associate becomes aware; or 

(iii) Any Breach or potential Breach of Unsecured PHI of which Business Associate becomes aware.  In 

such event, Business Associate will document its investigation and provide such additional information 

as may reasonably be requested to enable Covered Entity to determine the extent to which the PHI has 

been compromised.  Notice to affected Individuals will be made by or at the direction of Covered 

Entity at Business Associate’s expense. 

The written report from Business Associate required by this Section shall set forth the following: 

(i) A brief description of what happened, including the date of any unauthorized access, use, disclosure, 

modification or destruction, and, if known, the date of Discovery, the number of individuals affected, 

the time period involved, and the nature and extent of any harm resulting from the violation; 

(ii) A description of the type(s) of PHI and Identifiers involved (such as whether full name, social security 

number, date of birth, home address, account number, diagnosis, disability code, and other types of 

information were involved); 

(iii) Information regarding whether and to what extent the PHI was Unsecured PHI, Encrypted, or was 

rendered unusable, unreadable, or indecipherable to unauthorized individuals through the use of a 

technology or methodology specified by the HHS Secretary in the guidance issued under section 

13402(h)(2) of HITECH on the HHS Web site;   

(iv) A description of the manner in which the PHI could be identified or, if known, how and whether the 

PHI could be re-identified; 

(v) To the extent possible, the name of each Individual whose PHI has been, or is reasonably believed to 

have been accessed, used, disclosed, modified or destroyed; 
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(vi) To the extent possible, the name of the unauthorized person and entity who used the PHI or to whom 

the disclosure was made; 

(vii) To the extent possible, whether the unauthorized person or entity is another covered entity, business 

associate, employee of Business Associate, Subcontractor or entity affiliated with Business Associate; 

(viii) Whether any opportunity existed for an unauthorized person to acquire, view, transfer or otherwise 

compromise the PHI; 

(ix) Whether the PHI was actually acquired, viewed, transferred or otherwise compromised by an 

unauthorized person; 

(x) Any steps Individuals should take to protect themselves from potential harm resulting from the 

unauthorized access, use, disclosure, modification or destruction of PHI; and 

(xi) A description of what the Business Associate is doing to investigate, mitigate harm to Individuals, and 

protect against any further unauthorized access, use, disclosure, modification or destruction of PHI. 

1.7     Business Associate agrees that any Subcontractor that creates, receives, maintains, or 

transmits PHI on behalf of the Business Associate or Covered Entity will enter into in an enforceable 

written HIPAA-compliant business associate agreement requiring that the Subcontractor:   

(a) agrees to comply with the HIPAA Privacy Regulations, HIPAA Security Regulations, HITECH 

law, and other applicable state, Federal and local laws and regulations related to privacy and security of 

PHI, including ePHI;  

(b) agrees to the same restrictions, reporting and contracting obligations, and conditions that apply 

in this Agreement to Business Associate with respect to PHI including, by way of example and without 

limitation, that the Subcontractor develop, implement, maintain and use appropriate and reasonable Security 

Measures and Administrative, Physical, and Technical Safeguards for the privacy and security of PHI to 

ensure the Integrity, Confidentiality and Availability of, and prevent non-permitted access, use, disclosure, 

modification or destruction of PHI, including ePHI; that the Subcontractor enter into business associate 

agreements with its subcontractors that create, receive, maintain or transmit PHI on behalf of Subcontractor, 

Business Associate or Covered Entity; and that the Subcontractor adopt a HIPAA compliance program and 

policies and procedures. 

             If Business Associate becomes aware of a pattern of activity or practice of a Subcontractor that 

constitutes a material breach of their written business associate agreement, Business Associate shall take 

reasonable steps to cure the breach or end the violation, as applicable, and if such steps are unsuccessful, 

terminate the contract. 

1.8 Business Associate shall provide notice within ten (10) days of the receipt of a request from 

an Individual (or their authorized personal representative) for access to, amendment to, an accounting of 

disclosures of, a copy or electronic copy of, or a restriction on the use or disclosure of PHI.  

1.9 Business Associate agrees to provide access to and copies of PHI maintained in a 

Designated Record Set to Covered Entity or, when requested in writing by Covered Entity, to an Individual 

in order for Covered entity to meet the requirements of 45 C.F.R. §164.524.  Business Associate shall 

provide access to and copies of PHI in a reasonable time, not to exceed fifteen (15) days (unless the parties 

reasonably agree otherwise in writing) and in a reasonable manner.  If requested by Covered Entity or an 

Individual, Business Associate shall provide access to ePHI to Covered Entity or, when requested in writing 

by Covered Entity, to an Individual in the electronic form and format requested by Covered Entity or by the 

Individual, as applicable, if it is readily producible and, if not, in a readable electronic form and format as 

agreed by the Covered Entity or Individual, as applicable. 

1.10 Business Associate agrees to make its internal practices, books, and records relating to the 

use and disclosure of PHI received from, or created or received by Business Associate, on behalf of 

Covered Entity available to the Secretary, in the time and manner designated by the Secretary, for purposes 

of the Secretary determining compliance with the HIPAA Regulations. Upon receipt of a request from the 
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Secretary, Business Associate shall notify Covered Entity in writing unless such notification would be 

contrary to law. 

1.11 Business Associate agrees to make any amendment(s) to PHI in a Designated Record Set 

that Covered Entity determines is required to enable Covered Entity to comply with 45 C.F.R. §164.526. 

Except for good cause shown in writing to Covered Entity, Business Associate shall act upon Covered 

Entity’s request for an amendment within thirty (30) days of receipt Covered Entity’s request. 

1.12 Business Associate agrees to identify, track and document disclosures of PHI and other 

information related to such disclosures as would be required for Covered Entity to respond to a request by 

an Individual for an accounting of disclosures of PHI in accordance with 45 C.F.R. §164.528. Business 

Associate agrees to provide the information collected to Covered Entity or to an Individual when requested 

by Covered Entity, in writing and not later than thirty (30) days after receiving a request under this 

subsection, to permit Covered Entity to respond to a request by an Individual for an accounting of 

disclosures of PHI in accordance with 45 C.F.R. §164.528. Upon written request, Business Associate shall 

furnish to Covered Entity a copy of its policies or procedures that it has, and will maintain, that describe 

how it carries out its obligations under this subsection.   

1.13 Business Associate agrees that if it has a legal obligation to disclose any PHI, it will notify 

Covered Entity as soon as reasonably practicable after it learns of such obligation, sufficiently in advance of 

the proposed release date such that the rights of Covered Entity and the Individual to whom the PHI relates 

would not be prejudiced.  If Covered Entity or the Individual objects to the release of such PHI, Business 

Associate will allow Covered Entity and/or the Individual to exercise any legal rights or remedies Covered 

Entity and/or the Individual might have to object to the release of the PHI, and Business Associate agrees to 

provide such assistance as Covered Entity or the Individual may reasonably request in connection therewith. 

1.14  Part 2 Provisions: 

(i) To the extent that in performing its services for or on behalf of Covered Entity, Business Associate 

uses, discloses, maintains, or transmits protected health information that is protected by Part 2, 

Business Associate acknowledges and agrees that it is a QSO for the purpose of such federal law; 

acknowledges and agrees that in receiving, storing, processing or otherwise dealing with any such 

patient records, it is fully bound by the Part 2 regulations; and, if necessary will resist in judicial 

proceedings any efforts to obtain access to patient records except as permitted by the Part 2 

regulations. 

(ii) Notwithstanding any other language in this Agreement, Business Associate acknowledges and agrees 

that any patient information it receives from Covered Entity that is protected by Part 2 is subject to 

protections that prohibit Business Associate from disclosing such information to agents or 

subcontractors without the specific written consent of the subject individual. 

(iii) Business Associate acknowledges that any unauthorized disclosure of information under this section is 

a federal criminal offense.  

 

2. PERMITTED USES AND DISCLOSURES BY BUSINESS ASSOCIATE 

2.1 General Use and Disclosure Provision.   Business Associate agrees to use or disclose PHI 

only as permitted or required for the purpose of performing its obligations under the Services Agreement, 

provided such use or disclosure of PHI would not violate the HIPAA Regulations if done by Covered 

Entity, including the minimum necessary requirements in the HIPAA Regulations and Subpart E of 45 CFR 

Part 164, or violate the terms of this Agreement. 

2.2  Specific Use and Disclosure Provisions:  

(i) Except as otherwise limited in this Agreement, Business Associate may use and disclose PHI for the 

proper management and administration of the Business Associate or to carry out its legal 

responsibilities, provided that disclosures are Required By Law, or Business Associate obtains 

reasonable assurances from the person to whom the information is disclosed that it will remain 
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confidential and used or further disclosed only as Required By Law, or for the purpose for which it 

was disclosed to the person, and the person notified the Business Associate of any instances of which it 

is aware in which the Confidentiality of the information has been breached.   

(ii) Only when specifically authorized by Covered Entity in writing separate from this Agreement or in 

accordance with a specific provision of the Services Agreement, Business Associate may use PHI: (a) 

to provide data aggregation services to Covered Entity as permitted by 45 C.F.R.  

§164.504(e)(2)(i)(B); or (b) to create de-identified health information in accordance with 45 C.F.R. 

§164.514. 

(iii) Business Associate may use PHI to report violations of law to appropriate Federal and State 

authorities, consistent with 45 C.F.R. §164.502(j)(1). 

2.3 Offshore PHI Prohibition.  Without express written consent from Covered Entity, Business 

Associate shall not, and shall ensure that its agents or Subcontractors shall not, a) disclose, transmit, create 

or maintain any PHI outside of the United States, or b) access, use, maintain, transmit, create, receive or 

disclose PHI while outside of the United States. 

 

3.  OBLIGATIONS OF COVERED ENTITY 

3.1 Covered Entity shall notify Business Associate of any limitation(s) in its notice of privacy 

practices, prepared for compliance with 45 C.F.R. §164.520, to the extent that such limitation may affect 

Business Associate’s use or disclosure of PHI.  

3.2 Covered Entity shall notify Business Associate of any changes in, or revocation of, 

permission by an Individual to use or disclose PHI, to the extent that such changes may affect Business 

Associate’s use or disclosure of PHI.  

3.3 Covered Entity shall notify Business Associate of any restriction to the use or disclosure of 

PHI that Covered Entity has agreed to in accordance with 45 C.F.R. §164.522, to the extent that such 

restriction may affect Business Associate’s use or disclosure of PHI. 

3.4 Covered Entity shall not request Business Associate to use or disclose PHI in any manner 

that would not be permissible under the Privacy Regulations if done by Covered Entity. 

 

4.     TERM AND TERMINATION 

4.1 Term. The term of this Agreement shall be effective as of the Effective Date, and shall 

terminate after the exercise of any of the termination provisions set forth below and when all of the PHI 

provided by Covered Entity to Business Associate, or created or received by Business Associate on behalf 

of Covered Entity, is destroyed or returned to Covered Entity and no copies of PHI are retained, or, if it is 

infeasible to return or destroy PHI, protections are extended to such information, in accordance with the 

termination provisions in this Section. 

4.2 Termination by Covered Entity. Covered Entity may immediately terminate this Agreement 

and any Services Agreement if Covered Entity makes the determination that Business Associate has 

breached a material term of this Agreement. Alternatively, Covered Entity may provide Business Associate 

with thirty (30) days written notice of the existence of an alleged material breach and afford Business 

Associate an opportunity to cure upon mutually agreeable terms. Nonetheless, in the event that mutually 

agreeable terms cannot be achieved within thirty (30) days, Business Associate must cure said breach to the 

satisfaction of the Covered Entity. Failure to cure in the manner set forth in this Section is grounds for the 

immediate termination of this Agreement and any Services Agreement. Nothing contained herein shall be 

deemed to require Covered Entity to terminate this Agreement if termination is not feasible. 

4.3 Termination by Business Associate. If Business Associate makes the determination that a 

condition material to the  performance of this Agreement has changed under any Services Agreement or this 

Agreement, or that Covered Entity has breached a material term of this Agreement, Business Associate may 
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provide (30) days notice of its intention to terminate this Agreement and the Services Agreement. Business 

Associate agrees, however, to cooperate with Covered Entity find a mutually satisfactory resolution to the 

matter prior to terminating and further agrees that, notwithstanding this provision, it shall not terminate this 

Agreement so long as any Services Agreement is in effect. 

4.4 Automatic Termination. This Agreement will automatically terminate without any further 

action of the parties upon the termination or expiration of the last Service Agreement in effect between the 

parties. 

4.5 Effect of Termination. Upon any termination pursuant to this Section or otherwise, 

Business Associate shall return or destroy all PHI pursuant to 45 C.F.R. §164.504(e)(2)(ii)(J) if it is feasible 

to do so, and shall not retain any copies of the PHI. If return or destruction is not feasible, Business 

Associate will notify Covered Entity in writing, including: (i) a statement that Business Associate has 

determined that it is infeasible to return or destroy the PHI, and (ii) the specific reason(s) for such 

determination, which reason(s) must be agreed to by Covered Entity. Business Associate further agrees to 

extend any and all protections, limitations and restrictions contained in this Agreement to Business 

Associate’s use and/or disclosure of any PHI retained after the termination of this Agreement, and to limit 

any further uses and/or disclosures to the purposes that make the return or destruction of the PHI infeasible. 

Business Associate further agrees to recover any PHI in the possession of its Subcontractors or agents and 

to return or destroy the PHI as set forth in this Section; if infeasible, Business Associate must provide a 

written explanation to Covered Entity and require the Subcontractors and agents to agree to extend any and 

all protections, limitations and restrictions contained in this Agreement to the Subcontractors’ and/or agents' 

use and/or disclosure of any PHI retained after the termination of this Agreement, and to limit any further 

uses and/or disclosures to the purposes that make the return or destruction of the PHI infeasible. 

 

5.     INSURANCE AND INDEMNIFICATION  

 

INSURANCE AND INDEMNIFICATION  

Business Associate shall maintain or cause to be maintained Professional / Technology Liability 

insurance and Network Security & Privacy Liability insurance covering liabilities for financial loss 

resulting or arising from acts, errors, or omissions, in connection with the services provided under 

this agreement, as well as all Business Associate costs, including damages it is obligated to pay 

Covered Entity or any third party, which are associated with any Security Breach (as hereafter 

defined) or loss of Confidential  or Personal Information, regardless of cause (including, without 

limitation, Vendor negligence or gross negligence and unlawful third party acts). Costs to be 

covered by this insurance policy shall include without limitation: (a) costs to notify individuals 

whose Personal Information was lost or compromised; (b) costs to provide credit monitoring and 

credit restoration services to individuals whose Personal Information was lost or compromised; (c) 

costs associated with third party claims arising from the Security Breach or loss of Personal 

Information, including litigation costs and settlement costs; and (d) any investigation, enforcement 

or similar miscellaneous costs. Such insurance shall provide coverage for up to $10,000,000.00 (10 

million dollars). For the purposes of this Section, " Security Breach" means (1) the failure by the 

Business Associate to properly handle, manage, store, destroy or otherwise control, or the 

unauthorized disclosure by the Business Associate of: (a) Personal Information in any format or 

(b) third party corporate information in any format specifically identified as confidential and 

protected under a confidentiality agreement or similar contract; (2) an unintentional violation of 

the Business Associate's privacy policy or misappropriation that results in the violation of any 

applicable data privacy laws or regulations; or (3) any other act, error, or omission by Business 
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Associate in its capacity as such which is reasonably likely to result in the unauthorized disclosure 

of Personal Data. 

Business Associate shall indemnify, defend and hold harmless Covered Entity and its parent corporation, 

subsidiaries and related entities, their directors, officers, agents, servants, and employees (collectively “the 

Indemnitees”) from and against all claims, causes of action, liabilities, judgments, fines, assessments, 

penalties, damages, awards or other expenses of any kind or nature whatsoever, including, without 

limitation, attorney’s fees, expert witness fees, and costs of investigation, litigation or dispute resolution, 

incurred by the Indemnitees and relating to or arising out of any breach or alleged breach of the terms of 

this Agreement by Business Associate or any agent or Subcontractor of Business Associate.  

 

Nothing herein shall limit any obligations of Business Associate to indemnify and provide insurance as set 

forth in the Services Agreement or otherwise, and no terms of the Services Agreement or any other 

agreement between the parties shall limit the requirements of this Section. 

 

 

6.  NOTICE 

 All notices, requests, demands and other communications required or permitted to be given or made 

under this Agreement shall be in writing, shall be effective upon receipt of attempted delivery, and shall be 

sent by (a) personal delivery; (b) certified or registered United States mail, return receipt requested; (c) 

overnight delivery service with proof of delivery; or (d) facsimile with return facsimile acknowledging 

receipt. Except as otherwise herein provided notices shall be sent to the address below. Neither party shall 

refuse delivery of any notice hereunder. 

 If to Covered Entity:  Lincoln Prairie Behavioral Health Center  

     5230 S. Sixth Street Rd. 

     Springfield, IL  62703 

     Attention: CEO 

 If to Business Associate:  Board of Education of New Berlin CUSD 16 

     600 N. Cedar St. 

     New Berlin, IL  62670 

 

7.      AUDITS 

 Business Associate shall audit its compliance with the requirements of this Agreement at least 

annually during the term of this Agreement (and more frequently as needed in order to address operational 

or electronic systems changes) including without limitation, its Security Measures and its Administrative, 

Physical, and Technical Safeguards.  Business Associate agrees that in the event of a Breach or other 

violation of this Agreement by Business Associate, or any agent or Subcontractor of Business Associate, 

Covered Entity may have an assessment of compliance conducted utilizing a third party designated by 

Covered Entity, at Business Associate’s expense, and Business Associate shall reasonably cooperate with 

Covered Entity to implement corrective actions. When Covered Entity has a reasonable, good faith belief 

that there has been a Breach or other violation of this Agreement, Covered Entity may have such third party 

assessment conducted at Covered Entity’s expense, and if a Breach or violation is found, Business 

Associate shall be responsible for the costs of the third party assessment, and shall reasonably cooperate 

with Covered Entity to implement corrective actions. Business Associate shall make such audits, 

assessments, and related documentation available for review by Covered Entity upon request.  Nothing in 

this Section 7 shall limit any other rights or remedies of Covered Entity. 
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8. MISCELLANEOUS 

8.1 Regulatory References. A reference in this Agreement to a section in the Code of Federal 

Regulations (“C.F.R.”) means the section as in effect as of the effective date of this Agreement, or as 

thereafter amended.   

8.2 Independent Contractor.  The parties to this Agreement are independent contractors in 

carrying out the duties and obligations of this Agreement.  This Agreement is not intended, and shall not be 

construed, to create any relationship between the parties that would allow one party to exercise direction or 

control over the manner or method by which the other party performs services, duties or obligations under 

this Agreement. 

8.3        Amendment. The parties agree to take such action as is necessary to amend this Agreement 

from time to time as is necessary for Covered Entity and Business Associate to comply with legal 

requirements including, without limitation, the requirements of HIPAA, the HIPAA Regulations and the 

HITECH Act. Except as provided specifically herein, this Agreement may not be modified or amended 

except by an instrument in writing declared to be an amendment hereto and executed by both parties. 

8.4 Survival. The respective rights and obligations of each party under Sections 1.4, 1.5, 1.6, 

1.8, 1.10, 4, 5, 6, 7, 8.4, 8.8, and 8.10 of this Agreement shall survive the termination of this Agreement. 

8.5 Interpretation. Any ambiguity in this Agreement shall be resolved to permit Covered Entity 

and Business Associate to comply with HIPAA, the applicable HIPAA Regulations, the HITECH Act and 

related statutory provisions and regulations. 

8.6 No Third Parties. This Agreement shall inure to the benefit of, and be binding upon, the 

parties and their respective successors and assigns.  There are no third parties to this Agreement and nothing 

herein is intended for the benefit of a third person. 

8.7 Coordination of Documents. In the event of a conflict between a provision of this 

Agreement and a provision of a Services Agreement, the provision of this Agreement shall control. 

8.8 Choice of Law.  This Agreement shall be governed and construed by applicable federal law 

and by the laws of the state where Covered Entity is physically located without regard to laws relating to 

choice of law or conflicts of law. 

8.9 Entire Agreement.  This Agreement constitutes the entire agreement between the parties on 

this subject matter and supersedes all other proposals, understandings or agreements, whether written or 

oral, regarding the subject matter hereof, including any prior Business Associate Agreement. 

8.10 Disputes. If any controversy, dispute, or claim arises between the parties with respect to 

this agreement, the parties shall make good faith efforts to resolve such matters informally. 

8.11 Disclaimer.  Covered Entity makes no warranty or representation that compliance by 

Business Associate with this Agreement or the statutes and regulations cited herein will be adequate or 

satisfactory for Business Associate’s own purposes.  Business associate is solely responsible for adequately 

safeguarding PHI in accordance with applicable law. 

 

9.     FURTHER ASSURANCES 

The parties agree that from time to time they will amend the Agreement to account for changes in the 

applicable law or regulations including, without limitation, those arising out of the HITECH Act or other 

applicable acts and regulations subsequently promulgated and that, on and after the effective date of this 

Agreement, such then applicable provisions shall be incorporated by reference into the Agreement as 

written until such time as the parties may amend the Agreement to otherwise specifically provide for the 

subject matter of such provisions but in no case for a period longer than one year from the effective date of 

any such statutory or regulatory provision, during which time the parties shall negotiate further assurances 

in good faith. 
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IN WITNESS WHEREOF, the parties hereto hereby set their hands and seals as of the 

__26th_____________day of___July___2022____. 

 

      (BUSINESS ASSOCIATE) 

By:       

Name & Title:      

Date:    

    

____________________________________ (COVERED ENTITY) 

By:       

Name & Title:      

Date:      

 

 













RESOLUTION TO SELL/DISPOSE OF SURPLUS OR OUTDATED EQUIPMENT/SUPPLIES 
 

 
WHEREAS, certain equipment or supplies owned by New Berlin C.U.S.D. #16 are no longer 
necessary for its operation;  
 
RESOLVED, to dispose of certain supplies or equipment described below: 
 

SEE ATTACHED LIST 
 
The undersigned hereby certifies that he/she is the duly elected and qualified Secretary of New 
Berlin C.U.S.D. #16, a public school district formed pursuant to the laws of the state of Illinois, 
and that the foregoing is a true record of a resolution duly adopted at a meeting of the Board of 
Education and that said meeting was held in accordance with state law on August 4, 2022, and 
that said resolution is now in full force and effect without modification or rescission. 
 
IN WITNESS WHEREOF, I have executed my name as Secretary this 4th day of August of 2022. 
 
 
 
________________________________________________ 
Secretary 
Board of Education 
 
August 4, 2022 
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NEW BERLIN ELEMENTARY ASSISTANT PRINCIPAL Denise Talbert, Accounts Payable Clerk 
Shelley Haas  

JUNIOR HIGH PRINCIPAL MAINTENANCE/CUSTODIAL SUPERVISORS 
Tim Roberts New Berlin JR/SR High School – Matt Brown 

 New Berlin Elementary School – Rich Clark 

HIGH SCHOOL PRINCIPAL FOOD SERVICE DIRECTOR 
Hattie Llewellyn Heather Pidcock 

DISTRICT ATHLETIC AND ACTIVITIES DIRECTOR TRANSPORTATION DIRECTOR 

Blake Lucas Seth Hill 

 TECHNOLOGY DIRECTOR 

 Kevin Cummins 

ORGANIZATIONAL CHART 
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COMPLAINTS AND CHAIN OF COMMAND 
Parents are often discouraged when they attempt to communicate with the superintendent 
and school board members and are sent back to building-based officials in order to resolve 
a problem their child may be experiencing in school. To prevent that frustration, parents 
can become informed about the “chain of command”, or where to begin the communication 
sequence regarding their problem or concern.  

Many parent and community questions are easily and completely answered by 
communicating directly with the educator in charge of the class or program. Each situation 
should first be addressed at whatever level the initial action was taken before taking it to 
the next level. This document does not supersede any employee’s or citizen’s right to 
contact Board members directly. However, whenever a complaint is made directly to the 
Board as a whole or to a Board member as an individual, it will be referred to the 
administration for study and possible solution.  

1. On Matters Involving Instruction/Curriculum  
a. Classroom Teacher  
b. Principal  
c. Superintendent  
d. Board of Education  
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2. On Matters Involving Student Discipline  
a. Classroom Teacher  
b. Assistant Principal  
c. Superintendent  
d. Board of Education  

3. On Matters Involving Athletics or Extra-Curricular Activity  
a. Coach or Club Sponsor  
b. Athletic Director  
c. Principal (eligibility/student discipline)  
d. Superintendent  
e. Board of Education  

4. On Matters Involving Facilities/Grounds/Building  
a. Facilities Directors  
b. Superintendent  
c. Board of Education  

5. On Matters Involving Transportation  
a. Transportation Director  
b. Assistant Principal (for student discipline)  
c. Chief Financial Officer  
d. Superintendent  
e. Board of Education  

6. On Matters Involving Cafeteria and Food Service  
a. Food Service Director  
b. Assistant Principal (for student discipline)  
c. Chief Financial Officer  
d. Superintendent  
e. Board of Education  

7. On Matters Involving Student Health & Wellness  
a. School Nurse  
b. Principal  
c. Superintendent  
d. Board of Education  

8. On Matters Involving Administration and All Other District Directors  
a. Superintendent  
b. Board of Education  

9. On Matters Involving Superintendent  
a. Board of Education  
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PART II - TEACHERS GENERAL PROCEDURES AND POLICIES 
(This handbook is subject to change as deemed necessary by the district and will be understood to 

be a guide for the district to communicate normal operating procedures or policies). 

A. ACTIVITY AND EDUCATION FUNDS 

1) Expenditures 
Purchases are not to be made unless the purchasing procedures established by the 
Board of Education and Superintendent of Schools are followed.  These procedures 
are designed to facilitate the purchase of approved items without undue delay.  
Contact the Business Office if you have questions about procedures.   

a) Purchasing with District Funds using Purchase Orders 
An amount of District money is budgeted for supplies and equipment each year.  
Money is allocated to principals to use in the schools.  Staff members are 
advised of these funds and the purposes for which they may be used.  Purchase 
order forms are to be completed and submitted to the principal in accordance 
with instructions.  All expenditures from district funds (or activity funds) must 
have prior approval from principal.  Receipts are required for all credit card 
purchases.  Receipts are required for all reimbursements.   The district will not 
reimburse for sale tax.  Open P.O. purchases must use a purchase order and 
have approval from the principal prior to the purchase. 

b) Activity Funds 
Activity Fund records are to be kept by each sponsoring staff member.  The 
Business Office will maintain complete records on all activity accounts and will 
provide monthly reconciliation to each sponsor. Sponsoring teachers must 
maintain a positive balance in their accounts at all times.  The Business Office 
will assist in placing orders and paying the bills from these accounts.  Receipts 
are required.  All expenditures must have approval from the principal prior to 
purchase. 

2) Receipts 
All money collected by a staff member, whether it is from activities or from 
educational fund categories, must be turned into the Business Office.  Do not leave 
funds in a classroom.  Follow the banking procedures.   

B. ABSENCES AND LEAVES – TEACHER 

1) Personal Illness, Family Illness, Family Emergencies 
If you must be absent from work because of personal illness, family illness, etc. 
contact the building principal, or designee, as soon as possible.  Be prepared to give 
your principal detailed instructions on seating charts, grade books, lesson plans and 
other items that might be needed by the substitute teacher.  If you have needed items 
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at home, please arrange to have those items brought to school.  The substitute 
teacher must have the necessary information in order to conduct a proper class.  
Teachers are responsible for daily lesson plans as well as lesson plans for 
substitutes.   

2) Other Absences 
Leave of absence, personal leave, association leave, maternity leave and paternity 
leave may be granted in accordance with conditions established and listed in the 
AGREEMENT between the School Board and the Teacher Association. 

 

C. ASBESTOS REPORT 
PUBLIC NOTIFICATION 

This notice is to inform building occupants of the potential hazard and locations of 
asbestos containing materials.  It has been determined by the Illinois Department of 
Public Health and the U.S. Environmental Protection Agency that asbestos is a 
potential health hazard, and precautions should be taken to avoid disturbing any 
asbestos containing materials.  Materials containing asbestos have been found in the 
New Berlin Jr/Sr High School.  Any evidence of disturbance or change in condition 
will be documented in the Management Plan as required by law.  Cleaning and 
maintenance personnel who recognize the danger of asbestos are taking special 
precautions during their work to properly guard against disturbance of the asbestos 
containing materials.  All asbestos containing materials are inspected and evaluated 
periodically and additional measures will be taken when needed to protect the health 
of building occupants.  This information was distributed to all building occupants by: 

Reliable Environmental Solutions, Inc. 
4211 Westgate Dr. 
Springfield, IL. 62711 

D. PESTICIDE NOTIFICATION REGISTRATION 
District #16 has an Integrated Pest Management (IPM) Policy which incorporates 
building maintenance, sanitation, physical barriers and as a last resort, the most safe, 
effective use of pesticide.  Although we have no intention of spraying or fogging with 
pesticides, in the unlikely event this is found to be necessary, we are creating 
voluntary registration.  By putting your name on this list, you are asking to be notified 
two days before an airborne pesticide application.  In the event of an extreme 
emergency and pesticides must be used immediately, we will notify you as soon as 
possible.  Contact the Superintendent’s Office if you wish to be added to the registry. 
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BUILDING SECURITY 
All building keys/entry cards/fobs will be issued through the Superintendent's office 
(or designee); keys must be signed for and must be returned when requested.   

Do not allow anyone else to have custody of your keys/entry cards/fobs.  This 
includes students. 

School offices, computer labs, band room and chemistry labs shall have security 
alarm systems.  Do not enter those areas, other than during the normal school hours, 
without receiving instructions on the alarm system. 

Teachers using the building in the evening, weekends, or holidays must notify the 
principal and are responsible to make sure the building is properly secured before 
leaving.  

Report lost keys/entry cards/fobs to the office immediately.  A $100.00 fine will 
be issued if keys/entry cards/fobs are lost. 

COMPLIMENTARY PASS 
Staff members shall use their staff ID as a pass to all school activities, with the 
exception of student money-making activities and tournament events.  This will 
entitle employee and a guest admittance. 

PROFESSIONAL DEVELOPMENT 
The school district provides funds each year to help defray costs incurred by staff 
members when attending conferences or going on school visits.  Each staff member 
shall have the opportunity to attend a conference relating to his or her teaching 
assignments and certification. 

The board shall provide money per teacher (non-transferable) for the purpose of 
professional development as per the collective bargaining agreement.   

2021-2022  $600.00 

All professional development opportunities must be approved in advance by the 
principal and superintendent.  

Staff members shall submit a request for conference attendance or visitation in 
accordance with the “Agreement” between the school board and the teachers’ 
association.  This request must be approved by the Building Principal for 
reimbursement for the conference or the amount of money allotted for that purpose.  
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TUITION REIMBURSEMENT 
The school district provides $125 per college course credit hour, up to 6 credit hours per year 
in accordance with Section 8.6 of the Collective Bargaining Agreement.   

CONFIDENTIALITY OF INFORMATION 
As education professionals we need to be committed to promoting a respectful 
environment that retains the full trust and confidence of students, staff, and 
faculty.  In our daily work, we are in the unique and responsible position of 
having access to and being aware of an array of highly sensitive personal and 
medical information.  This information comes to us directly from individuals or 
third parties associated with them.  Information we have received of a personal 
nature will be disclosed to other parties or colleagues only when it is legally 
required or on a strict need-to-know basis.   

Information on students or staff should not be shared with other students.  Discretion 
should be used when information is communicated orally.  Be aware of your 
surroundings and that others may overhear a conversation, for example, in hallways, 
offices, classrooms, restaurants, and other public places, such as sporting events or 
community gatherings. 

Staff members must report the confidential nature of information to the 
administration if the information is deemed necessary or would aid proper decision 
making by the administration, regarding students, parents, other staff members. 

List of students may not be released unless the superintendent gives approval. 

COURT DUTY 
Full salary will be paid during the time an employee is on jury duty, serves as a 
witness in a trial, or has a deposition taken in any school related matter pending in 
court.  Court duty remuneration, less mileage and meal expenses, shall be reimbursed 
to the District for those working days when the employee is on court duty. 

An employee shall give notice of pending jury duty to the District no later than five 
(5) days prior to the date the employee will serve. 

CURRICULUM 
The Superintendent of Schools may establish a committee or committees to provide 
staff input for curriculum development.  All significant curriculum changes must be 
approved by the Board of Education following recommendation by the 
Superintendent of Schools. 

EMERGENCY CLOSING OF SCHOOL 
If the Superintendent of Schools determines that school is to be closed for an 
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emergency the District will use a phone automated system to notify staff.  Please 
make sure a current phone number is recorded in the Superintendent’s Office.   

We will try to notify Local radio stations by 6:15 a.m.  We will try to contact the 
news stations in addition to using our automated call system. 

Sometimes contact cannot be made with the station due to the number of local 
cancellations. 

FACULTY/COMMITTEE MEETINGS 
As per the CBA, teachers are required to attend faculty meetings. Faculty meetings 
may be scheduled either before school or after school.  A yearly calendar with all 
faculty meeting dates will be given to all staff at the beginning of the year.  Staff 
should reserve these dates and avoid scheduling any appointments, etc.  Teachers are 
also required to attend conferences with students and parents, as well as, open houses. 

Committees may be established by the school district administration to meet the 
needs and interests of the school system.  Teachers are expected to accept 
assignments to serve on these committees. 

GIFTS, GRATUITIES, ETC. 
Staff members shall not accept gifts, gratuities, etc. from anyone who has, or may 
have, a business relationship with the school district, unless the Superintendent of 
Schools gives permission.  Any such item approved for acceptance becomes the 
property of the school district. 

HANDLING EMERGENCY SITUATIONS 
1. Fighting 

a. Do not ignore the fight situation. 
b. Don’t leave the confrontation area. 
c. Send another staff member or student for help. 
d. Scan the situation for evidence of weapons being used.   
e. Try to step in between the fighters ONLY if you feel that you can control 

them. If you don’t feel like you can, then you need to continue to provide 
them verbal commands to stop fighting.   

f. Yell, “Stop It” several times.  Keep repeating, if necessary.  If you have a 
whistle with you, keep blowing until additional help arrives.  If you have 
water with you, throw it on the students.  

g. If you are able to break up the fight, please wait for additional help to arrive to 
walk the students to the office.  If you feel that you can handle the students, 
then have one student walk ahead of you while the other student is beside you 
or one step behind you.    



13 | Page 
 

2.  Injury Emergency 
a. Don’t ignore the situation. 
b. Stay with the injured student. 
c. Stay calm. 
d. Send another staff member or student for help. 
e. Use emergency first aid and/or life-saving training if needed. 

 

HEALTH/LIFE SAFETY GUIDELINES 
 Emergency signage is to be posted at all times within each classroom throughout the 

school year. 
 A 42-inch safe, reliable and unobstructed means of access travel shall be provided from 

any location in an occupied room at all times. 
 A door is required to look like a door.  Means of egress doors shall be readily 

distinguishable from adjacent construction and finishes such that doors are easily 
recognizable as doors.  Curtains, drapes, decorations or similar materials shall not 
conceal egress doors.  (This can be maintained by not covering an area of at least four (4) 
inches wide on the outside perimeter of the door and door hardware shall be visible or not 
covering 12 inches at bottom and top of door and leave 8-inches uncovered around the 
door handle hardware.) 

 Glass panels on classroom doors are required to have a minimum of 100 square inches 
of viewing space. 

 Door stops are to be removed from exit doors and doors should be closed when 
classrooms are vacant.   

 Magnetic slips locking door hardware from latching are found throughout the building.  
Doors are required to latch to prevent the spread of fire. 

 There should not be any paper adhered to ceiling tile or hanging from the ceiling and/or 
lights. 

 On any wood frame doors, please refrain from using tape 
 All chemicals are to be stored in secure areas and doors locked when a responsible adult 

is not present. 
 Potpourri pot with wax melt is not acceptable or other items that have hot liquids. 
 Candles and items using open flames are not acceptable. 
 All sprinkler heads and smoke detectors should have a clearance area from the ceiling 

of at least 18 inches and 24 inches in non-sprinkled area. 
 There are to be no extension cords.  Please utilize power strips.  See Rich or Matt if you 

need one.  (An UL approved heavyweight extension cord can be used as a temporary 
source of power but is required to be unplugged from the wall and removed after each 
use.) 

 No storage of flammable products is allowed in boiler rooms. 
 Boiler rooms are not storage rooms.  The boiler room shall be kept free of all material 

and equipment not necessary to the operations of the heating system.  Combustible 
storage of any kind is not permitted in boiler rooms. 
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 Artwork/student work in hallways/corridors is to be limited to 20% or less of the wall 
space. 

 Artwork/student work in classrooms should be limited to 30% or less of wall space.  
Decorative paper is not to be used as wallpaper in classrooms. 

 Safe Storage – items are to remain inside the perimeter of the top of the cabinet and/or 
shelf.  Items are not to be stacked in a manner that they are slanting in the direction of the 
open portion of the stored area. 

 Hallways/corridors are to be free of tables, chairs, etc 
 Chains and padlocks are never used on doors to prevent egress from the building. 
 Staff members utilizing science labs, family and consumer sciences and agricultural 

technology areas should be knowledgeable of shut-off valves for power and gas in these 
areas. 

 Classrooms are not to contain any upholstered furniture, carpets, pillows or other items 
covered with fabric or upholstery without proof of materials being non-flammable.  
These articles are to have original tags stating that they meet the California Flammability 
code and/or have Class I fire rating. 

 All electrical items have labels stating they are UL or ETA approved. 
 Christmas/Decorative lights aren’t allowed as decoration on bulletin boards or outlining 

whiteboards unless the plug is cut off making them inoperable. 
 Personal refrigerators, coffee pots, microwave ovens, etc are not to be present in 

classrooms. 
 Fire extinguishers are to remain unobstructed and visible.  Do not hang items on the 

extinguisher. 
 Utilize a ladder not a classroom chair when hanging items at a height or when you are 

needing to get something out that is taller than you. 

INJURY - STAFF MEMBER 
Staff members are protected from financial loss by Worker's Compensation for any 
injury suffered in an employment related situation.  In case of injury, obtain an 
accident report form from the office.  Return the completed form as soon as possible.  
Staff members are required to notify the office as soon as reasonably possible of any 
injury that might cause loss of work or visits to hospitals or doctors. 

LEAVING THE CLASSROOM 
It is our responsibility to supervise children throughout the day.  We are held “in loco 
parentis” meaning “in place of parent”.  Teachers are not to leave students 
unsupervised in the classroom.   If it is necessary that a teacher be absent from class 
for a period of time, arrangements should be made with the principal to provide 
supervision.  If an emergency should develop, ask another teacher to supervise the 
class.   

LESSON PLANS 
Each staff member will keep daily lesson plans.  Staff members are expected to 
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prepare written lesson plans using the online plan book or any other means must be 
submitted and approved by principal.  Lesson plans should be sufficiently explicit so 
substitute teachers can conduct a meaningful class. 

LIABILITY INSURANCE 
In accordance with Illinois law, New Berlin CUSD #16 provides liability insurance 
for the protections of each staff member. 

LOG OF PARENTAL CONTACT 
Teachers are required to keep a log of parental contacts (regarding notes, phone calls, 
conferences, etc.) throughout the year.  The log should be turned into your principal 
at the end of the school year.  This will be used to determine the number of students 
whose parents had contact with the school for the school report card.  Teachers 
should notify their principal if any parental or public contact has a particularly 
negative connotation.  Principals that are kept informed can aid the teacher.  It is 
important that any threats also be reported. 

MAILBOXES 
Mailboxes for teachers are located in their respective offices or workrooms.  These 
mailboxes and school email should be checked each morning and evening.  Please do 
not ask students to get mail from your mailbox. 

MEDICATION GUIDELINES 
Medications are administered at school in accordance with the Recommended 
Practices and Procedures Manual from the Illinois State Board of Education.  
Administering medications at school is discouraged.  However, some pupils with 
long-term chronic illness or disability may require medication during the day.  Only 
in exceptional cases, where failure to take medication could jeopardize the child's 
health and/or education, should medication be administered at school. Medications of 
any kind are not to be dispensed or approved by any staff member.  All medications 
being taken by students must be given to the school nurse and used under her/his 
supervision.  If the school nurse is unavailable, medication shall be administered 
through the school office by the principal or designee. 

1. All prescription medications that are brought to school must be sent to the nurse's 
office to be stored in a locked cabinet.  It is recommended that medications be 
delivered to the school by a parent. 

2. Over the counter non-prescription medications such as cough syrups are 
discouraged at school.  Only with specific written request from the parent shall it 
be allowed. 

3. Prescription medications must be sent to school in the original container as 
dispensed by the pharmacy or physician and accompanied by a written note from 
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the parent and physician including the name of the drug, dosage, route of 
administration, time of administration, and duration of therapy.  Any change in 
the dosage or administration must have written authorization from the prescriber.  
Medication forms are available in the nurse's office. 

4. The morning doses of medications should be given at home. 
5. Students who require acetaminophen (generic Tylenol) for complaints of 

headache or pain must have the permission slip on the enrollment form signed by 
the parent.  Generic Tylenol is kept in a locked cabinet in the nurse's office for 
self-administration by the student with the nurse monitoring the storage and safety 
of administration. 

6. The school reserves the right to have the time of medication administration at 
school adjusted to meet the schedule and availability of the nurse. 

7. Questions concerning medications will be referred to your physician. 
8. Self-managed medications will be evaluated individually by the school nurse (i.e.: 

asthma inhalers).  Written directions for self-managed medications must be 
obtained from the physician and parent. 

9. The school has not only the right, but also the responsibility, to refuse to 
administer any medication at school if properly qualified individuals are not 
available.  The District cannot require a teacher to administer medicines to 
students.  School guidelines state clearly that medicine should be stored in the 
nurse's office and administered by either the nurse or the principal.  It is allowable 
by law that a teacher can administer medicine by choice if an unusual situation 
should arise that would require medication and the nurse or principal would not 
be available. 

10. The school will ascertain from the parent and/or the physician the necessity for 
administering medication during the school hours and will retain the discretion to 
reject requests that do not meet the medication guidelines. 

NEWS RELEASES 
The Superintendent of Schools is designated by the Board of Education as having 
responsibility for the dissemination of information regarding the school district to the 
news media.  Staff members are strongly encouraged to submit items to the Principal 
for approval prior to placement in media.  If you are contacted by the news media, 
please let the Principal know.Parent permission must be obtained annually for a 
student’s name, picture, work, or information about the students to appear in media.  
Members of the news media entering the school building should be referred to the 
office of the Superintendent of Schools. 

NURSE 
Nurses are assigned to cover all attendance centers in the school district.  The nurses’ 
schedule will be available to all staff members. 
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When the nurse is in an attendance center, students who are ill should be sent to her 
as per building procedure.  Otherwise, students must be sent to the principal's office.  
In the junior/senior high school all students should report to the office before 
reporting to the nurse, unless emergency conditions exist. 

Any student leaving is to report to the office.  If the student is ill, he/she should also 
report to the nurse.  Any student, who does not follow the above procedures and 
leaves without notification to the office, is unexcused. 

All school accidents must be reported by the teacher to the nurse’s office by the end 
of the school day.  An incident form must be included.  Document everything.  
School accidents include any accident happening on the way to and from school, on 
the school grounds, in the school building or during school-sponsored activities. 

PAYROLL  
Certified staff members may choose between twenty (20) or twenty-four (24) semi-
monthly pay installments.  Employees will be paid in accordance with the Agreement. 

POLITICAL ACTIVITIES 

• Board of Education policy prohibits staff members from engaging in partisan political 
activity during the hours the staff member is employed by the school district.  Nor shall 
students be used in any manner to promote partisan political activity.  This policy does 
not prohibit those activities of a political nature that constitute legitimate subject matter 
in the appropriate classrooms. When teaching, be informative and present a balanced 
view.  Be respectful of the rights and opinions of everyone. Emotional criticisms and 
hurtful sarcasm should be avoided. 

 

PROFESSIONAL DRESS AND APPEARANCE 
The personal dress and appearance of teachers has an influence on the attitude and 
conduct of students as well as having a decided effect on how people in the 
community view our school and the teaching profession.  It is important, therefore, 
that the entire staff maintain a professional appearance and demeanor.  Jeans are 
acceptable for “Casual Friday,” as long as, they are paired with other dress-casual 
attire.  Yoga pants, leggings worn as pants, hoodies/sweatshirts and casual T-shirts, 
aside from spirit wear, are not appropriate. Athletic wear would be considered 
appropriate for individuals teaching PE.  Footwear should mirror your professional 
dress and be safe and appropriate for your position 

SALES/DONATIONS IN A SCHOOL BUILDING 
Board of Education policy prohibits staff members and students from requesting 
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donations, or participating in sales projects, unless permission is given by the 
appropriate principal and approved by the Superintendent of Schools. 

SCHOOL SUPPORT ORGANIZATIONS 
A way to enlist parent support for the school is through the organization of parent 
groups.  Staff members should support these organizations through membership, as 
well as participating in scheduled activities. 

1. Parent Teacher Organization - The PTO is for parents of students enrolled in K-5. 
2. Music Booster Club - This club includes parents of all students enrolled in music 

groups. 
3. Athletic Booster Club - This athletic program in the junior and senior high 

schools receive support from this group. 

These organizations raise funds to help purchase equipment and pay for other 
activities.  They also assist in other ways to promote their respective programs. 

SEXUAL HARASSMENT (EMPLOYEES) 
The practice of sexual harassment is contrary to law and the policy of the school 
district.  Unwelcome sexual advances, requests for sexual favors, and other verbal or 
physical conduct of a sexual nature constitute sexual harassment when (1) submission 
to such conduct is made either explicitly or implicitly a term or condition of an 
individual's employment, (2) submission to or rejection of such conduct by an 
individual is used as the basis of employment decisions affecting such individual, or 
(3) such conduct has the purpose or effect of unreasonably interfering with an 
individual's work performance or creating an intimidating, hostile, or offensive 
working environment. 

Employees who engage in conduct which constitutes sexual harassment shall be subject to 
disciplinary action including termination for cause. 

Any person who believes himself or herself to be subject to sexual harassment may 
file a written complaint with the Superintendent who shall promptly conduct an 
investigation.  The investigation may include interviews and hearings at which 
testimony is taken under oath.  At the conclusion of the investigation, and in no case 
later than 30 days from the filing of the complaint, the Superintendent shall make a 
written report of his conclusions and recommendations, which he may have drawn.  
In the event the person presenting the complaint is dissatisfied with the 
recommendation and the conclusion of the Superintendent, an appeal may be taken to 
the Board of Education.  An appeal shall be filed with the Board of Education by 
service at the Board office. The Board of Education shall uphold or reject the 
Superintendent's recommendations and conclusions within 30 days of the presentation 
of the appeal. 
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Nothing herein shall operate to affect any rights granted any person by other statues.   

The hearing shall commence by the district presenting through direct testimony and 
evidence those facts upon which the proposed action is based.  In addition, the district 
shall present any portions of the employee's record, which shall have bearing upon 
the proposed action.  All testimony shall be under oath and shall be subject to cross-
examination. 

Following the presentation of the testimony and evidence in support of the proposed 
action, the employee shall have an opportunity to present testimony, evidence, and 
argument bearing upon the charge and the proposed action. 

At the close of the evidence, or as promptly thereafter as may be practicable, the 
person conducting the hearing shall make a written decision, which shall include 
findings of fact upon which the decision is based. 

STAFF RELATIONS 
The school system provides an organizational structure commonly called a chain of 
command.  Matters requiring administrative action should always be referred to the 
person with immediate responsibility for that action. 

SUPPLIES FOR TEACHERS 
At the Elementary level and JH level, common supplies such as paper, paper clips, 
staples, pencils, ink pens, chalk, tape, etc. can be obtained from the individual school 
secretaries.  Teachers at the High school level should order these supplies yearly 
during the spring, budgetary process. 

TOBACCO, DRUGS AND ALCOHOL 
All District workplaces are drug- and alcohol-free workplaces.  All employees are prohibited 
from engaging in any of the following activities while on District premises or while performing 
work for the District: 

Unlawful manufacture, dispensing, distribution, possession, or use of an illegal or 
controlled substance, or being under the influence of any illegal substance or any 
detectible use of any illegal substance regardless of when or where the use occurred. 

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

Possession or use of medical cannabis.  
 

An employee who violates this policy may be subject to disciplinary action, including 
termination.  Alternatively, the School Board may require an employee to successfully 
complete an appropriate drug- or alcohol-abuse rehabilitation program. 
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The Board shall take disciplinary action with respect to an employee convicted of a drug 
offense in the workplace within 30 days after receiving notice of the conviction.  

TUTORING 
Tutoring shall be defined as teaching; privately for pay and shall be reported as 
outside employment. 

1. There shall be no private tutoring in the school building. 
2. No student shall be excused from school for tutoring. 
3. No teacher shall tutor a student for pay from his or her class during the school 

year.   
4. In discussing tutoring with parents, each case shall be considered on its merits. 
5. Building principals and teachers shall avoid recommendation regarding the tutor 

to be secured. 
6. Parents shall be urged to keep the principal or teacher informed of tutoring that is 

done. 

EMPLOYEE USE OF SCHOOL EQUIPMENT AND SUPPLIES 
Board of Education policy prohibits the use of school facilities, equipment or 
materials for outside job interest without the approval of the Superintendent of 
Schools.   

Please do not ask the secretaries to do your copying for you except in cases of 
emergencies.   

LUNCH PROGRAM 
School breakfast and lunch will be served daily and is available to all staff members.  Meals 
should be paid for in advance either by check made payable to CUSD #16 or by credit card in 
the school office.  Each staff member will be given a lunch card/ID which can be scanned by 
the computer.  All accounts must have a positive balance at all times.   

WEBSITE – TEACHER PAGES 
Teachers are expected to create and maintain individual up-to-date web pages on the 
District website and/or assist with providing content to the district application as a 
measure to keep the community connected with the schools.   These pages should 
include, at a minimum, the following:  Teacher schedule, contact information, general 
class expectations/guidelines, course and homework information.  Pages should 
contain current information at all times. For teachers of 6-12 students, all homework 
and pertinent information should be made available on Planbook and updated by 
Monday morning to reflect the new week. 
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PART III - STUDENTS-RULES AND REGULATIONS 
 

ABUSED AND NEGLECTED CHILDREN 
Illinois law requires that all suspected cases of child abuse and neglect is reported to 
the Illinois Department of Children and Family Services.  All school employees are 
mandated reporters.  You will need to call 1-800-25-ABUSE or 1-800-252-2873.  
Print out the CANT5 Written Confirmation of Suspected Child Abuse/Neglect Report 
:Mandated Reporters form which is on the IL DCFS website.  You will need to fill 
out this form as you make the oral report.  The written form does not replace the oral 
report. This is a requirement in addition to the oral report.  This report is to be mailed 
at the address on the second page.  If you need assistance with the procedures, please 
see your building principal.  The appropriate principal must be advised immediately if 
a report is to be prepared and filed. 

ACCIDENTS AND INJURIES 
Staff members are to be alert to those conditions and situations where accidents are 
most likely to occur.  Rules and procedures are to be adopted by staff members to 
minimize the chance of injury. 

There is a school nurse, but that person is not always in the building. 

If an injury does occur, please observe the following procedures: 

1. If there is any question concerning the seriousness of the injury, do not move the 
student. 

2. Immediately notify the school nurse and the building principal.  They will decide 
on the course of action to be taken. 

3. Parents should be notified as soon as possible of all serious injuries by the school 
nurse or the building principal. 

4. Assist with the injured student until your help is no longer needed. 
5. Complete an accident form and return it to the school nurse and district office and 

provide a copy of the completed form, (front & back), to the parent.  If the nature 
of the injury appears to occur under questionable circumstances, only the district 
office shall determine whether or not to send the student accident insurance form 
to the parents. 

ASSEMBLIES 
All assemblies must be approved by the building principal and must be consistent 
with the educational objectives of the school district.  Teachers are to instruct students 
as to the nature of the assembly program and as to what you expect of them in regard 
to courtesy and behavior.  All teachers are to attend the assemblies to supervise their 
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class.  Students are to use the restroom before the assembly and are not allowed to 
leave the assembly unless it is an emergency. 

Students may be required to be seated by classes.  If so, class sponsors are to sit with 
their classes.  Other teachers are to scatter throughout the assembly area. 

ATTENDANCE - STUDENT 
Staff members are to encourage students to maintain good attendance records.  The 
relationship between success in the classroom and regular attendance should be 
emphasized.  Elementary teachers are to take attendance at the beginning of the 
school day.  Junior/Senior high teachers shall make an electronic attendance report 
within the first ten minutes of each class.  Class attendance records are to be 
maintained by the teacher for the school year and turned in at the end of the year.  

The following applies to the Junior/Senior High:  In the junior and senior high school 
a student absentee bulletin will be distributed electronically each morning following 
the collection of first period attendance reports. 

The school office will determine whether or not a student has make-up privileges for 
time missed. Generally, excused absences are given for personal illness, quarantine, 
bereavement, family emergencies and observance of religious holidays.  Other 
absences which are planned for in advance by the students (explained absences) may 
be approved by the appropriate administrator in advance of the absence.  These may 
include medical appointment, family vacation, workdays and college days.  Students 
are always responsible for signing out at the office.  If a student leaves school for any 
reason without notifying office personnel, the absence will be unexcused. 

I.H.S.A. and I.E.S.A. regulations state that a student must be in school for the last 
one-half day before participating in any practice or activity.  This means that a 
student must be in attendance third and fourth periods in order to participate in an 
athletic contest.  If a student is not in school for the entire afternoon, he/she cannot 
participate in practice or participate in a game that night unless one of the following 
conditions has been met: 

1. doctor's note for appointment 
2. funerals 
3. court appointment verified 
4. other emergencies at the discretion of the principal 

Teachers may not excuse students from school without approval of the building 
principal. Any Junior/Senior High School student leaving school must report to the 
office and sign out. 
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BUS TRANSPORTATION – SCHOOL ACTIVITY 
Any student who rides on a bus to a school activity must return on the bus.  Only 
sponsors and/or coaches may release students to a parent. 

CANDY, DRINKS AND PARTIES IN CLASS 
Candy, food, gum and drinks are not allowed in hallways and lockers or class.  Parties 
in class are discouraged and must be approved by principal.  On special occasions 
parties may be allowed if approval is received ahead of time.  If students have class 
luncheons the office and cafeteria must be notified at least 1day prior. 

CLOSED CAMPUS 
Students are not permitted to leave the school campus from the beginning to the close 
of the school day.   

Once a student has parked his/her vehicle they are not to go to the vehicle or leave 
without permission. 

DISCIPLINE 
Staff members are responsible for maintaining discipline in all situations involving 
students in the school building or at school activities.  Supervision duty will be 
assigned by the Building Principal and the Superintendent of Schools. 

Discipline is the responsibility of all staff members at all times.  Good school 
discipline cannot be achieved or maintained without the help and coordination of all 
staff members and the administration working together. Good discipline is essential to 
the success of the educational program.  Positive Behavior Interventions and Supports 
(PBIS) will be utilized in all New Berlin Schools.  All classroom management plans 
should fall under these expectations and procedures.   

When student behavior is positive, motivated, and appropriate, learning is successful 
and teaching is rewarding.  Our schools must provide a positive and safe place in 
which children can grow emotionally and academically.  It is about building good 
relationships first and foremost.  Teaching and modeling expectations to students in 
the classroom, hallways, cafeteria, offices, gym, bus, etc. is key.  Expectations should 
be stated and enforced consistently and fairly.   

Classroom management is vital to student learning.  Teachers are to design 
classrooms rules that will facilitate learning.  Students must be instructed in these 
expectations and reminded of them frequently.  Students are required to sign off on 
receiving the classroom management plan.  These sign offs are to be kept in a secure 
location by the teacher in the event that it may be necessary for administration to 
request them.  All teachers are to submit a copy of their Classroom Management Plan 
to their building principal/assistant principal.  Administration has the authority to 
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amend or change a classroom management plan.   

When a discipline problem develops in the classroom, it is usually best to do only 
what has to be done at the moment to quiet the disturbance.  At the earliest possible 
time, meet with these students to clarify and correct the problem.  Discipline 
problems sometimes intensify when a student is severely reprimanded in front of the 
class and feels the need to "save face." 

Teachers are expected to handle their own discipline problems whenever possible.  
However, there are those occasions when student behavior becomes so chronically 
disruptive, or is so severe in nature, that the student must be removed from the 
classroom immediately.  In these instances, students are to be referred to the Principal 
and/or Assistant Principal.   

All procedures for processing referrals will be reviewed at the beginning of the school 
year.   

The schools use a wide variety of disciplinary measures including denial of 
privileges, removal from the classroom, before or after school detention (including 
Saturday detention), DSR, suspension (out of school) and expulsion. 

Detailed explanation of the school district discipline program can be found in the 
Student Handbook.  In addition, the School Safety Officers are not responsible for 
getting the classroom under control for teachers.   

ELIGIBILITY FOR ATHLETES 
A student must meet scholastic eligibility rules established by the Illinois High 
School Association and New Berlin High School District #16 to participate in 
interscholastic athletic program.  Teachers will be required to report grades for 
athletes on a weekly basis. 

High school students must have passed seven of eight academic classes in the 
previous semester; in addition, participants must be passing in all subject areas in the 
current semester to be eligible to participate in interscholastic athletics. 

Junior high school students must be passing in all classes to be eligible to participate 
in athletic programs.  Address all questions on eligibility with principal and/or 
athletic director. 

EXTRA-CURRICULAR ACTIVITIES 
The school system offers a large range of student activities including clubs, athletics, 
drama, etc.  These activities are an important part of the school program.  Staff 
members are expected to attend all activities, practices or meetings of teams, groups, 
or clubs, which they sponsor or supervise.  Staff members are expected to encourage 
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students to participate in these activities and to be supportive of their participation. 

FIELD TRIPS-Curriculum Related 
Board of Education policy recognizes the value of field trips and requires the 
Superintendent of Schools to develop guidelines and regulations for field trips.  These 
guidelines and regulations are necessary because of the many potential consequences 
involved in taking students out of school for a period of time. 

1. All field trips shall be supervised by staff members and other adults. 
2. A field trip form must be completed and returned to the principal at least two 

weeks before the date of the field trip. 
3. The field trip must be related to the educational program, include all pupils 

assigned in the class and be part of the school day. 
4. Teachers in grades Pre-K thru 12 may request a field trip each year.  The trip must 

be during the school day. 
5. Students taking part in field trips must pay all costs of the trip, unless otherwise 

provided for by the Board  
6. of Education. 
7. Parents must give permission in writing for field trips. 
8. Volunteer supervisors must be approved by principal with the appropriate safety 

checks completed. 
9. Participating students and staff members must show proof of accident and health 

insurance coverage. 
10. No students shall be excluded from any field trip because of a lack of funds. 
11. Any trip taken out of state must be approved by the Board of Education. 
12. Any field trips curriculum related or non-curriculum related that include overnight 

stay must be Board approved at least one month prior to the trip. 

GRADES 
Teachers shall establish reasonable standards for grades that accurately measures the 
students’ mastery of the learning objectives.  These standards shall be explained to 
students at the beginning of the school term.  Students should be kept informed as to 
the status of their grades.  All teachers will be responsible for inputting their grades 
using the online grade book system.  Teachers should update grades weekly.   

Our school district is on four nine-week grading periods.  If a student is performing 
poorly or there is a significant change in academic progress at any time outside 
progress report dates, the teacher is to make a parent contact.  If a student receives a 
D or F, they should include teacher comment(s) on the quarterly report.  Incomplete 
grades should be given only to students who have a circumstance and have not yet 
had the opportunity to make up missed work.  The teacher is responsible for updating 
incomplete grades.  The principal and/or Director of Student Services will make the 
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communicate students that fall into this category. 

The following grade scale has been established by the Board of Education and is the   
only acceptable scale to be used by teachers at all times: 

JH/HS GRADING SCALE 
A   100-92 

A- 91-90 

B+ 89-88 

B  87-82 

B- 81-80 

C+ 79-78 

C 77-72 

C- 77-72 

D 67-62 

D- 61-60 

F 59-0 

 

Mid-term reports shall be sent to parents of students who are failing or in danger of failing (D).  .  
Progress report dates will be shared at the beginning of the year. 

K-3 Grading System 
Grading System- A Standards Based Grading and Reporting System will be used for 
all subjects at the Elementary. Student progress will be reported using the following 
performance levels:  

 
4 – Exceeds Expectations 

Student is consistently performing above academic expectations 
3 – Meets Expectations 

Student is consistently performing/attaining all academic expectations 
2 – Approaching Expectations 

Student is progressing but not consistently performing/attaining academic expectations 
1 – Significantly Below Expectations 

Student is not progressing and/or is not attaining academic expectations 
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HOMEWORK 
Homework assignments are important.  When making homework assignments, there 
are a number of factors that should be considered: 

1. The ability level of the student. 
2. The amount of time available to students to do homework. 
3. Homework should be a positive experience.  It should not be busy work, nor 

should it be used as a disciplinary measure.  It should be additional practice on 
exercises, reading and/or writing of material on a specific subject, in-depth 
follow-up classroom activities, independent reading, or project work related to a 
subject.   

4. Starting the homework assignment in class allows the teacher the opportunity to 
correct misunderstanding about the assignment.  It also ensures that each student 
does begin the assignment.  Students should be academically engaged for the 
entire class period. 

LEAVING SCHOOL DURING THE DAY 
No teacher is to leave school during the school day unless permission is received 
from administration prior to leaving.  For school safety purposes, teachers will be 
required to sign out in office utilizing the checkout binder in the main offices.  Upon 
return, they are to sign back in.  

SCHOOL EQUIPMENT & UNIFORMS ISSUED TO STUDENT 
Teachers should keep complete records on all school equipment issued to students.  
Items, which are lost by students, or damaged through negligent use, must be paid for 
by the students.  Coaches and sponsors are responsible for issuing and collecting 
school equipment.  Inventories of all equipment and uniforms are required. 

SEMESTER EXAMS 
All high school students are required to take semester tests, which count 1/5 of the 
final semester grade.  Failure to take a semester exam (unexcused) will result in a 
zero grade for that exam.  Exam exemptions are listed in Junior High/High School 
Student Handbook. 

TEXTBOOKS 
Teachers should keep accurate records on the condition and number of textbooks 
issued to each student.  At the end of the school term, textbooks will be collected.  In 
accordance with instructions from the principal, fines may be levied for undue 
damage to text materials. 
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INVENTORIES 

End of Year 
Thorough inventories of equipment, textbooks and supplies should be kept by each 
teacher.  On an annual basis, teachers will be required to update their inventory lists 
for insurance purposes.  All donated items by parents, items purchased by PTO grants 
or other community grants are the property of the district.  

Turn in grade books and lesson plans in to principal 

EMERGENCY PROCEDURES 
1. Procedure for reporting to the Principal’s office in the event school officials, 

teachers, guidance counselors, and support staff observe any person in 
possession of firearm on school grounds 
Staff members will be instructed on the first day of teacher in-service to report 
incidents of any person in possession of firearm on school grounds immediately to 
the Principal’s office. 

Upon Notification of an incident, the Principal will: 
● ensure that the building is secure, and students are safe applying 

procedures as described in the crisis management plan 
● report the incident to the local law enforcement authorities immediately 
● investigate and evaluate the situation applying discipline measures as per 

the student handbook.  In addition, he or she will contact the 
parent/guardian.  The principal will notify the district office. 

● report the incident to the Illinois State Board of Education through the 
Student Incident Reporting System  

2. Procedure for reporting all incidents of battery committed against teachers, 
teacher personnel, administrative personnel or education support personnel 
to the local law enforcement authorities: 
Staff members will be instructed on the first day of teacher in-service to report 
incidents of battery committed against teachers, teacher personnel, administrative 
personnel or education support personnel to a supervisor immediately.  If 
necessary, staff will complete an accident report and submit it to the supervisor. 

Upon Notification of an incident, the supervisor will: 
● investigate and evaluate the situation applying discipline measures as per 

the student handbook and contact the parent/guardian 
● ensure that the accident report is completed 
● ensure that the staff member involved is seen by the school nurse or if 

necessary seeks medical treatment 
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● report the incident to the local law enforcement authorities immediately 
and to the Department of State Police’s Illinois Uniform Crime Reporting 
Act no later than 3 days after the occurrence of the attack 

● report the incident to the Illinois State Board of Education through the 
Student Incident Reporting System (SIRS) 

3. Procedure for reporting all drug related incidents occurring in a school or on 
school property to the local law enforcement authorities immediately and to 
the Department of State Police in a form, manner, and frequency as 
prescribed by the Department of State Police. 
Staff members will be instructed on the first day of teacher in-service to report 
incidents of any drug related incidents occurring in a school or on school grounds 
immediately to the Principal’s office.   

Upon Notification of an incident, the Principal will: 
● ensure that the building is secure, and students are safe applying 

procedures as described in the crisis management plan if necessary 
● report the incident to the local law enforcement authorities immediately  
● investigate and evaluate the situation applying discipline measures as per 

the student handbook.  In addition, he or she will contact the 
parent/guardian.  The principal will notify the district office. 

● report the incident to the Illinois State Board of Education through the 
Student Incident Reporting System (SIRS) 
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Acknowledgement Form  
 I hereby acknowledge I have been made aware that the District Policy Handbook is available on 

the district's website and I have been instructed on how to access this site.  Furthermore, I know 
how to access my school's staff handbook.  I understand that I am responsible for reviewing 
these policies and will become familiar with all of the policies and will become familiar with all 
of the policies, which relate to my employment and will refer to these policies as needed. 

 I hereby acknowledge I have made aware that the Parent/Student Handbook (grades K-5) or 
the Student Handbook (grades 6 -8) and (9-12) is available on the school website and I 
understand how to access the handbook.  I understand that I am responsible for reviewing these 
policies and will become familiar with all of the policies, which relate to my employment and 
will refer to these policies as needed. 

Instructional Resources - Telecommunications/Acceptable Use Policy 

 I understand and will abide by the above Acceptable Use Policy.  I understand that the District 
and/or its agents may access and monitor my use of the Internet, including my e-mail and 
downloaded material, without prior notice to me.  I further understand that should I commit any 
violation, my access privileges may be revoked, and school disciplinary action and/or appropriate 
legal action may be taken.  In consideration for using the District's electronic network connection 
and having access to public networks, I hereby release the School District and its Board members, 
employees, and agents from any claims and damages arising from my use of, or inability to use 
the Internet. 

Special Education 

I understand that an individualized education plan is a legal document.   It is my responsibility to follow 
the IEP that is developed and written by the team.  All questions pertaining to the IEP should be 
addressed to the special education case manager, special education administrator, Principal and/or 
Assistant Principal, and Superintendent. 

504 

I understand that a 504 plan is a legal document.  It is my responsibility to follow the 504 plan that is 
established by the team.  All questions pertaining to the 504 plan should be addressed to the Principal 
and/or Assistant Principal, and Superintendent.   

_______________________________________ 
Employee Name (please print) 
 
_______________________________________  __________________ 
Employee Signature      Date 
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 INTRODUCTION  

The purpose of this handbook is to provide a source of information that can be quickly 
consulted regarding policies, procedures, rules and regulations that relate to working 
conditions for non-certified employees of New Berlin Community Unit School District #16. 

This handbook is not intended to be the final document regarding matters of concern for 
non-certified employees.  It does contain selected information in the forms of direct quotes 
and summaries from the Board Policy Manual, legislative enactments, and other sources, to 
make the information more readily available.  Persons seeking more detailed information 
should refer to the above. 

If you cannot find answers to your questions in this handbook, or in the Board Policy Manual, 
please consult with your supervisor to obtain the desired information. 

AT-WILL EMPLOYEES 

These policies and procedures establish employment guidelines only; they do not establish 
an employment contract.  Management reserves the right to unilaterally modify and change 
both policies and guidelines.  This school district recognizes and supports that the terms, 
conditions and duration of employment is all at will. 

New Berlin CUSD #16 is an Equal Opportunity Employer and Educator who fully and actively 
supports equal access for all people regardless of race, color, gender, sexual orientation, age, 
national origin or disability. 
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PART I – ORGANIZATION  
 

BOARD OF EDUCATION 
 

Stephanie Neuman – President 

Holly Kotner – Vice-President 

Jenny Mann – Secretary 

Josh Beard 

Bridget Williams 

Chris Gordon 

Bill Marr 
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ORGANIZATIONAL CHART 
1
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COMPLAINTS AND CHAIN OF COMMAND 
 

Parents are often discouraged when they attempt to communicate with the superintendent and school 
board members and are sent back to building-based officials in order to resolve a problem their child 
may be experiencing in school. To prevent that frustration, parents can become informed about the 
“chain of command”, or where to begin the communication sequence regarding their problem or 
concern.  

Many parent and community questions are easily and completely answered by communicating 
directly with the educator in charge of the class or program. Each situation should first be addressed 
at whatever level the initial action was taken before taking it to the next level. This document does 
not supersede any employee’s or citizen’s right to contact Board members directly. However, 
whenever a complaint is made directly to the Board as a whole or to a Board member as an individual, 
it will be referred to the administration for study and possible solution.  

1. On Matters Involving Instruction/Curriculum  
a. Classroom Teacher  
b. Principal  
c. Superintendent  
d. Board of Education  

2. On Matters Involving Student Discipline  
a. Classroom Teacher  
b. Assistant Principal  
c. Superintendent  
d. Board of Education  

3. On Matters Involving Athletics or Extra-Curricular Activity  
a. Coach or Club Sponsor  
b. Athletic Director  
c. Principal (eligibility/student discipline)  
d. Superintendent  
e. Board of Education  

4. On Matters Involving Facilities/Grounds/Building  
a. Facilities Directors  
b. Superintendent  
c. Board of Education  

5. On Matters Involving Transportation  
a. Transportation Director  
b. Assistant Principal (for student discipline)  
c. Chief Financial Officer  
d. Superintendent  
e. Board of Education  
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6. On Matters Involving Cafeteria and Food Service  
a. Food Service Director  
b. Assistant Principal (for student discipline)  
c. Chief Financial Officer  
d. Superintendent  
e. Board of Education  

7. On Matters Involving Student Health & Wellness  
a. School Nurse  
b. Principal  
c. Superintendent  
d. Board of Education  

8. On Matters Involving Administration and All Other District Directors  
a. Superintendent  
b. Board of Education  

9. On Matters Involving Superintendent  
a. Board of Education  
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PART II - EMPLOYMENT 
 

A. Criminal Background Investigation 
This is required prior to employment.  Each applicant for employment in the school system 
shall authorize in writing a background investigation to determine if he or she has been convicted of 
certain criminal or drug offenses. 

B. Employee Rights 
Employees have certain rights guaranteed by the state and federal constitutions, state and federal 
statutes, or School Board Policy.  Included are: 

1) Title II of the Americans with Disabilities Act; 
2) Title IV of the Education Amendments of 1972; 
3) Section 504 of the Rehabilitation Act of 1973; 
4) Claims of sexual harassment under the Illinois Human Rights Act, Title VII of the Civil Rights 

Act of 1964, and Title IX of the Education Amendments of 1972; and 
5) Family and Medical Leave Act. 
6) Review Asbestos Report 
7) National Origin/Immigration status 

Copies of the above are on file in the Superintendent’s Office. 

Complaints should be filed in accordance with School Board Policy. 

C. Employment At-Will –Initial Employment 
Employment with the District is at-will, meaning that employment may be terminated by the District 
or the employee at any time, without restriction. 

D. Immigration Investigation 
All newly hired employees must complete an Immigration and Naturalization Service Form I-9 no 
later than three business days following their first working day. 

E. Line and Staff Relations 
Each employee is responsible to only one immediate supervisor.  If this is not possible, the employee 
shall understand to whom he is responsible for which functions. 

All matters of concern are to be communicated to the immediate supervisor, except in the most 
unusual situations. 

F. Outside Employment – Conflict of Interest 
Employees shall not engage in any other employment or in any private business during required work 
hours and additional times necessary to fulfill appropriate assigned duties.  Work for the district must 
take precedence over other employment opportunities. 
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G. Overtime Compensation 
Overtime compensation is consistent with the Fair Labor Standards Act, Board Policy and District 
Administrative Procedures. 

H. Performance Evaluation 
The supervisor of each full-time employee will complete each year a performance report for the 
employee in his/her area of responsibility.  A copy shall be given to the employee and discussed with 
him/her.  The original shall be signed by the employee and filed with the Superintendent. The 
supervisor of each part-time employee will complete, when appropriate, a performance report for 
the employee’s record. 

I. Seniority List 
Each year a seniority list, by categories, shall be established for full-time educational support 
personnel.  If the decision is made to reduce or eliminate educational support service, the seniority 
list shall determine the progression of dismissals. 

J. Sexual Harassment (Employees) 
The practice of sexual harassment is contrary to law and the policy of the school district.  Unwelcome 
sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature 
constitute sexual harassment when (1) submission to such conduct is made either explicitly or 
implicitly a term or condition of an individual’s employment, (2) submission to or rejection of such 
conduct by an individual is used as the basis of employment decisions affecting such individual, or (3) 
such conduct has the purpose or effect of unreasonably interfering with an individual’s work 
performance or creating an intimidating, hostile, or offensive working environment. 

Employees who engage in conduct, which constitutes sexual harassment, shall be subject to 
disciplinary action including termination for cause. 

Any person who believes himself or her to be subject to sexual harassment may file a written 
complaint with the Superintendent who shall promptly conduct an investigation.  The investigation 
may include interviews and hearings at which testimony is taken under oath.  At the conclusion of 
the investigation and in no case later than 30 days from the filing of the complaint, the Superintendent 
shall make a written report of his conclusions and recommendations, which he may have drawn.  In 
the event the person presenting the complaint is dissatisfied with the recommendation and conclusion 
of the Superintendent, an appeal may be taken to the Board of Education.  An appeal shall be filed 
with the Board of Education by service at the Board office.  The Board of Education shall uphold or 
reject the Superintendent’s recommendations and conclusions within 30 days of the presentation of 
the appeal. 

Nothing herein shall operate to affect any rights granted any person by other statutes. 

The hearing shall commence by the district presenting through direct testimony and evidence those 
facts upon which the proposed action is based.  In addition, the district shall present any portions of 
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the employee’s record, which shall have bearing upon the proposed action.  All testimony shall be 
under oath and shall be subject to cross-examination. 

Following the presentation of the testimony and evidence in support of the proposed action, the 
employee shall have an opportunity to present testimony, evidence, and argument bearing upon the 
charge and the proposed action. 

At the close of the evidence, or as promptly thereafter as may be practicable, the person conducting 
the hearing shall make a written decision, which shall include findings of fact upon which the decision 
is based. 

K. Termination of Employment 
1) Resignation - Employees shall provide two weeks notice of termination. 
2) Involuntary termination - The School Board may terminate an at-will employee at any time, with 

or without cause. 
3) Retirement - An employee planning to retire should notify his or her supervisor at least two 

months before the retirement date. 

L. Recognition for Service 
Upon retirement or death, employees who began IMRF participation prior to January 1, 2012, shall 
receive a single payment in the amount of one hundred (l00) dollars for each year of service.   In the 
event any recognition of service payment in conjunction with any retirement bonus (if applicable) 
would trigger a penalty or accelerated payment to IMRF, the recognition of service and/or the 
retirement bonus shall be reduced so that no penalty or accelerated payment is owed by the District.  
This recognition of service payment is not available to employees beginning IMRF participation 
January 1, 2012 or after. This payment shall be paid after 75 days from the last paycheck received by 
the employee for services rendered. 

M. Time Schedules - Employment Year 
1) TWELVE MONTH EMPLOYEES 

These employees work daily (Monday through Friday) except holidays and earned vacation time. 

On days when school is canceled due to emergency situations and certified personnel are not 
required to work; hourly employees will not be required to work. Emergency situations that 
would cause severe damage to the buildings, if certain personnel are not on duty, may require 
non-certified employees to work on holidays or when certified personnel are not required to 
work due to conditions. 

Custodians and maintenance personnel work a forty (40) hour week. 

Administrative office personnel work from 8:00 a.m. until 4:00 p.m.  Summer hours may be 
adjusted at the discretion of the Superintendent. 
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2) NINE AND ONE-HALF MONTH EMPLOYEES 
These employees begin five (5) working days prior to the beginning of the school calendar year; 
work the school calendar year, and five (5) working days after the close of the school year.  The 
school calendar is defined by teacher work days which are equal to 180 days.  Therefore, nine 
and one-half month employees work 190 days per year.  A calendar to demonstrate the work 
schedule will be created annually by the Business Office.   

On days when school is canceled due to emergency situations and certified personnel are not 
required to work; these employees will not be required to work. 

3) TEN-MONTH EMPLOYEES 
These employees begin ten (10) working days prior to the beginning of the school calendar year; 
work the school calendar year and ten (10) working days after the close of the school year.  The 
school calendar is defined by teacher work days which are equal to 180 days.  Therefore, ten 
month employees work 200 days per year.  A calendar to demonstrate the work schedule will 
be created annually by the Business Office.   

On days when school is canceled due to emergency situations and certified personnel are not 
required to work; these employees will not be required to work. 

4) SCHOOL YEAR EMPLOYEES 

These employees work the school calendar year unless otherwise specified. A calendar to 
demonstrate the work schedule for each discipline will be created annually by the Business 
Office.   

5) SUMMER EMPLOYMENT 
Employees who accept summer positions do not qualify for 12-month benefits.  Summer 
employment does not extend a contract for 12 months since it is out of the regular school year 
category. 

6) HOURLY EMPLOYEES 
Hourly employees work as needed with the approval of the Supervisor or Superintendent. 

7) EMERGENCY DAYS 
Supervisors shall inform each employee whether he/she is needed during an emergency day. 

8) SUPERVISORY STAFF 
The work day and work year shall be similar to other personnel except that it is understood that 
supervisors are employed for specific tasks, and they are expected to work beyond the regular 
workday in order to accomplish such tasks when necessary.    

  



P a g e  | 12 

N. Unemployment Benefits 
Employees shall be ineligible for unemployment benefits during an established and customary 
vacation period or holiday recess, if the employee works in the period immediately before such times, 
and there is a reasonable assurance that the employee will work immediately after such time. 

O. Workers’ Compensation 
Employees are protected against financial loss in case of injury, certain types of disease, or death 
incurred in an employment related situation under the provisions of the Illinois Workers’ 
Compensation Act. 

P. Full/ Part-time Employees 
A full-time employee is an employee that works (12 months with 30 hours of work per week) or 
works 35/40 hours per week for nine months in same department. 

Part-time employees work less than 35 hours per week. 

To qualify for Illinois Municipal Retirement Fund (IMRF) an employee must work 600 hours per 
year. 

To qualify for school hospitalization insurance, an employee must work 30 hours per week.   
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PART III – GENERAL INFORMATION 
 

A. Retirement Bonus   
The Board will provide a retirement bonus to Educational Support Staff who began IMRF 
participation prior to January 1, 2012, and retire into IMRF according to the following schedule: 

With Early Retirement Option Costs: Without Early Retirement Option Cost: 
 15 years within District-$1,000  15 years within District - $6,000 
 20 years within District-$1,500  20 years within District - $7,000 
 25 years within District-$2,000  25 years within District - $8,000 
 30 years within District-$3,000  30 years within District - $9,000 

In the event any retirement bonus in conjunction with any recognition of service bonus would trigger 
a penalty or accelerated payment to IMRF, the retirement bonus and/or the recognition of service 
bonus shall be reduced so that no penalty or accelerated payment is owed by the District.  This 
retirement bonus payment is not available to employees beginning IMRF participation January 1, 
2012 or after. This payment shall be paid after 75 days from the last paycheck received by the employee 
for services rendered. 

B. Asbestos Report 
PUBLIC NOTIFICATION 

This notice is to inform building occupants of the potential hazard and locations of asbestos containing 
materials.  It has been determined by the Illinois Department of Public Health and the US 
Environmental Protection Agency that asbestos is a potential health hazard, and precautions should 
be taken to avoid disturbing any asbestos containing materials.  Materials containing asbestos have 
been found in the New Berlin Jr./Sr. High School.  Any evidence of disturbance or change in 
condition will be documented in the Management Plan as required by law.  Cleaning and maintenance 
personnel who recognize the danger of asbestos are taking special precautions during their work to 
properly guard against disturbance of the asbestos containing materials.  All asbestos containing 
materials are inspected and evaluated periodically and additional measures will be taken when needed 
to protect the health of building occupants.  This information was distributed to all building occupants 
by: 

Reliable Environmental Solutions, Inc. 
4211 Westgate Dr. 
Springfield, IL. 62711 
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C. Pesticide Notification Registration 
District #16 has an Integrated Pest Management (IPM) Policy which incorporates building 
maintenance, sanitation, physical barriers and as a last resort, the mostsafe, effective means of 
pesticide.  Although we have no intention of spraying or fogging with pesticides, in the unlikely event 
this is found to be necessary, we are creating a voluntary registration.  By putting your name on this 
list, you are asking to be notified two days before an airborne pesticide application.  In the event of 
an extreme emergency and pesticides must be used immediately, we will notify you as soon as 
possible.  Contact the superintendent’s office if you wish to be added to the registry. 

D. Communicable and Chronic Infectious Disease 
Employment in the District is contingent upon satisfactory results of a physical examination and 
freedom from communicable and chronic infectious disease in accordance with the law. 

E. Conferences and Visitations 
After application to, and with the approval of the Superintendent or his/her designee and the 
immediate supervisor, support staff members may be released with full pay to attend conventions, 
workshops, conferences, visit exemplary programs and participate in other work-related growth 
activities. 

F.  Credit Information 
When credit information is requested by telephone, the only information that may be provided is 
verification of employment.  If the request is by mail, information may be released with the written 
permission of the employee about whom the information is requested.  An administrator must also 
sign the released material. 

G. Gifts 
Only those gifts, grants or donations deemed acceptable by the Board of Education shall be accepted 
and shall become the property of the school district. 

Individual employees may not accept gifts or donations, which are related to their employment in 
the school district. 

H. News Media Relations 
Employees of the District should channel outgoing information to the media through the 
Superintendent’s Office. 

Employees of the District should not discuss District related topics with the Press without approval 
of the immediate supervisor. 

I. Athletic Passes 
Staff members shall use their staff ID as a pass to all school activities, with the exception of student 
money-making activities and tournament events.  This will entitle employee and one guest 
admittance. 
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J. Political Activities 
Employees have the right to engage in partisan political activities of their choice, but no employee 
shall engage in such activities during the hours of employment in the District. 

K. Public Complaints 
The complainant shall be encouraged to first bring the complaint to the employee concerned, and to 
the attention of the immediate supervisor. If the issue is not resolved, the complainant can refer the 
issue to the Superintendent.  If the issue is still not resolved, the complainant may request a closed 
meeting of the School Board for the purpose of reviewing the Superintendent's decision. 

L. Purchase of Goods, Services and Equipment 
All such purchases must be made in accordance with school district procedures, which detail the 
purchasing, receiving, and disbursements of supplies, equipment and services. 

M. School Equipment, Use of 
School equipment must not be used for any purpose other than school use. 

N. Solicitations 
Solicitations for donations and sales in a school building are prohibited unless recommended by the 
Building Principal and approved by the Superintendent. 

O. Tobacco, Drugs, Alcohol 
All District workplaces are drug- and alcohol-free workplaces.  All employees are prohibited from 
engaging in any of the following activities while on District premises or while performing work for 
the District: 

1. Unlawful manufacture, dispensing, distribution, possession, or use of an illegal or 
controlled substance, or being under the influence of any illegal substance or any detectible 
use of any illegal substance regardless of when or where the use occurred. 

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

3. Possession or use of medical cannabis.  
 

An employee who violates this policy may be subject to disciplinary action, including 
termination.  Alternatively, the School Board may require an employee to successfully complete 
an appropriate drug- or alcohol-abuse rehabilitation program. 
 
The Board shall take disciplinary action with respect to an employee convicted of a drug offense 
in the workplace within 30 days after receiving notice of the conviction.  
 

P. Vendor Relations 
Employees shall have no pecuniary interest in the sale, proceeds, or benefits of any books, apparatus 
or furniture used or to be used in any school in the District. 
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Q. Lunch Program 
School breakfast and lunch will be served daily and is available to all staff members.  Meals should be paid for 
in advance either by check made payable to CUSD #16 or by credit card in the school office.  Each staff 
member will be given a lunch card/ID which can be scanned by the computer.  All accounts must have a 
positive balance at all times.   
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PART IV – HOLIDAYS, LEAVES, VACATIONS 
 

A. Court Duty 
The District shall pay full salary during the time an employee is on jury duty.  An employee shall give 
the District a five day notice of impending jury duty, if possible.  The District shall pay full salary 
during the time an employee serves as a witness upon trial or has his or her deposition taken in any 
school related matter pending in court. 

Court duty remuneration, less mileage and meal expenses, shall be reimbursed to the District for 
those working days when the employee is on court duty. 

B. Holidays 
Full time, 12-month employees will be paid for but will not be required to work on the holidays 
listed below unless the holiday is waived in the official school calendar and considered a day of student 
attendance.  In the event that the holiday is waived and used for student attendance, the full time, 
12-month employee will be expected to work on that holiday and will be given an extra vacation day 
to use at another time, with approval of his/her supervisor, during the fiscal year. That extra vacation 
day will be allocated immediately following the waived holiday. Unless the District receives a waiver 
or modification of The School Code pursuant to Section 2-3.25g, allowing it to schedule school on a 
holiday listed below, District employees will not be required to work on the following holidays: 

Day before New Year’s 
New Year’s Day 
Martin Luther King Jr. Birthday 
Abraham Lincoln’s or President’s Day 
Casimir Pulaski’s Birthday 
Good Friday 
Memorial Day 
Juneteenth National Freedom Day 
Independence Day     

Labor Day 
Columbus Day 
Veteran’s Day 
Thanksgiving Day 
Day after Thanksgiving 
Day before Christmas 
Christmas Day 

 
If the Fourth of July falls on Saturday, the employee will take Friday as the holiday.  If it falls on a 
Sunday, the employee will take Monday as the holiday. 

In the case of an emergency or for the continued operation and maintenance of school facilities or 
property, the District may require non-certified school district employees to work on a legal school 
holiday. 

Full time employees will be eligible for full day pay at their straight time rate, provided they meet 
the following requirements: 

1) The employee must work within the payroll period during which the holiday occurs,  
2) The employee must work the last scheduled working day before the holiday and the first 
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scheduled work day after the holiday, unless on approved vacation or approved personal 
leave.  If a sick day is used, the employee must have a doctor’s office notice. 

 

C. Personal/Special Leave 
First year employees will receive (1) personal day immediately upon employment.  Employee will 
then be on a nine (9) month probation and receive a second personal day after four (4) months of 
employment accumulating two (2) personal days a year. 

Employees shall be given two (2) personal leave days per year by the School Board subject to the 
following conditions: 

1) Employees can accumulate to up to 4 days of personal leave.  Any days not used in excess of 
4 will be transferred to sick leave. 

2) No reason need be given if five working days prior notice is given. 
3) With less than five working days notice, written reason must be given to the immediate 

supervisor. 
4) No days may be used immediately before or immediately after a holiday unless prior approval 

is granted by the immediate supervisor. 
5) There are times during the year when personal days may be denied by the 

supervisor/superintendent due to the amount of workload.  Employees should 
have alternate dates for personal days planned.  No more than two (2) 
employees may be gone at the same time in their department unless approved 
by the supervisor. 

6) Teachers' Aides must follow the guidelines listed above.   In addition to the above, aides will 
also go by the guidelines listed below: 
a) Personal Day requests must be made to appropriate principal forty-eight (48) hours in 

advance of the day for which the leave is requested. 
b) No personal leave will be granted for an absence occurring the day before or after the 

following holidays:  Thanksgiving, Christmas, Easter or during the first 5 student 
attendance days or last 5 student attendance days of the school year or a day on which 
semester tests are scheduled.    

c) No more than 2 aides, district wide, may be granted personal leave on the same day. 
7) All non-certifed employees will be allowed to use Personal Time in hours instead of ½ or 

full day increments.   

D. Religious Holidays 
An employee may request time off to observe a religious holiday. The supervisor will make every 
effort to grant the request if the employee makes the request at least five (5) working days before 
the absence.  The employee may use earned vacation time, holiday time or personal leave.  The 
employee may elect deferred work consistent with the school district's operational needs. 
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E. Sick Leave 
All non-certified employees will receive one (1) sick day per month, accumulating ten (10) 
days per year.  Twelve-month employees will receive 13 days per year. 

Employees (full or part-time) who are eligible to participate in IMRF under the 600 hour standard 
or other such IMRF standards shall be entitled to no less than ten (10) days sick leave at full pay each 
year.  Part-time employees will receive sick day pay equivalent to their regular work day. 

The following scale describes the “years of service” increases which are available to employees 
working 600 hours or 9 months as follows: (Employees with contracts exceeding 9 months will 
receive an additional day of sick leave for each additional month worked) 

After 5 years of services………………………………………….. 11 days 
After 10 years of service ......................................................... 13 days 
If 80 days are accumulated after 15 years of service ........................ 15 days 
If 110 days are accumulated after 20 years of service ....................... 17 days 
If 140 days are accumulated after 25 years of service ....................... 20 days 

Sick leave benefits represent time accrued and available for absence from work due to personal 
illness, injury, or medical appointment.  Pursuant to the Employee Sick Leave Act, a portion of the 
sick leave may be used for absences due to an illness, injury, or medical appointment of the 
employee’s child, spouse, domestic partner, sibling, parent, mother-in-law, father-in-law, 
grandchild, or step-parent.  The Superintendent and/or designee shall monitor the use of employee’s 
sick leave.  

All non-certified employees will be allowed to use their Sick, Personal, and Vacation time in hours 
instead of ½ or full day increments.  

After three (3) consecutive days absent for personal illness, or as may be deemed necessary in other 
cases, the employee may be required to furnish a note from the employee’s healthcare provider 
confirming the need for absence from work and providing information on an expected return date.   

F. Leave of Absence 
The District offers several different categories of leaves, including, but not necessarily 
limited to: 

• Personal Leave of Absence 

• Military Leave 

• Family and Medical Leave 

Because of the uniqueness of each type of leave, employees are directed to the Human Resources 
Director for any questions or for additional information.   

There are some general guidelines that apply to all types of leave.  All leaves of absence must be 
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requested and/or designated and approved in writing.  Subject to any applicable legal standards, 
requests for some leaves of absence will be evaluated based on the employee’s work record, length 
of service, and the District’s operating needs.  Misrepresenting reasons for applying for or receiving 
a leave of absence may result in disciplinary action up to and including termination of employment.  

All leaves of absence are unpaid unless otherwise indicated or unless the employee qualifies for some 
other benefit.  The District requires employees to first use accrued and applicable paid time off 
(including vacation time) during a period for which leave is requested.  Paid time off shall be used in 
the order of sick leave, personal leave, and then vacation.   

If required by federal or state law, the District will continue to provide health or other insurance that 
was provided the employee before the leave of absence and which is provided to other employees.  
During any leave of absence, employees remain responsible for the employee’s share of the premiums 
and any dependent premiums for those insurance benefits.  If the employee fails to pay his/her 
portion of the insurance premiums for three (3) consecutive months, the District will terminate 
coverage.  

If the period of approved leave exceeds the available paid time off (sick, personal, and vacation), any 
length of service accrual and any benefits accrual will be suspended and will resume upon the 
employee’s return to active employment with the District.  Employees will not lose any length of 
service or accrued benefits because of time off work for an approved leave of absence in accordance 
with applicable law.   

Employees on leave are required to keep the District’s Human Resource Officer updated as to their 
status and intent to return to work.  Employees are required to provide reasonable advance notice of 
the intended return to work date.  If the leave of absence is for the employee’s own serious medical 
condition, the District reserves the right to require a fitness for duty certification from the 
employee’s treating healthcare provider before the employee returns to work.  

Employees returning from an approved family and medical leave (granted pursuant to the FMLA) or 
other statutory leave, will be granted reinstatement according to the law’s requirements.  As to non-
FMLA or other statutorily mandated leaves, an attempt will be made to return the employee to their 
same position or one of comparable pay and status unless business or other circumstances make it 
unreasonable or difficult to do so.  

Leave of absence are subject to change at any time, either to meet operating needs of the District or 
to comply with any changes in law.   

Failure to follow any requirements of the leave or to return to work following the expiration of the 
approved leave of absence will be considered voluntary resignation.  All rights to reinstatement cease 
if the employee does not return to work at the end of the approved leave.  

Employees may not use a leave of absence to work at another job without the express written consent 
of the Superintendent.  Should this occur without permission, the employee will be subject to 
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discipline, up to and including termination.  

Exceptions to any leave policy may be available to those qualified employees subject to the provisions 
of the Americans with Disabilities Act and the provisions of the Illinois Human Rights Act relating to 
pregnancy.  Individuals with a disability or pregnancy related issue who wish to request an exception 
to this policy in order to accommodate a disability or pregnancy should contact the Human Resources 
Director for the District.  

a. Personal Leave of Absence 
Employees may request a personal leave of absence for a variety of personal reasons.  Whether 
an employee is granted a personal leave will depend upon a variety of factors, including: job 
requirements, availability of a temporary replacement, projected ability of the District to return 
the employee to his/her position at the expiration of leave, and any other considerations that are 
relevant at the time.  
 
Unless otherwise required by law, reinstatement following a personal leave of absence is not 
guaranteed.  The District will attempt to place the returning employee in the former position or 
to one with comparable status and pay, however this is not guaranteed.   
 
Unless other required by law, personal leaves of absences are limited to a one (1) month duration.  
Additional one (1) month time increments may be granted, but in no case may personal leave of 
absence extend beyond a total of six (6) months.  
 
Whether to grant a personal leave of absence and whether to reinstate a returning employee to 
the same or similar position are matters left to the sole and sound discretion of the District.  
 

b. Military Leave 
Employees who are inducted into the U.S. Armed Forces or who are reserve members of the 
U.S. Armed Forces, will be granted leaves of absence for military service, training, or other 
obligations in compliance with state and federal laws.  These employees may use accrued vacation 
time but are not required to do so.   
 
At the conclusion of the leave, employees generally have a right to be reinstated to the same 
position held prior to the leave or to one with equivalent seniority, pay and benefits, so long as 
the employee has followed the legal requirements to qualify.  
 
Employees should notify their immediate supervisors and the Human Resources Director as soon 
as they become aware of the military obligation. 
 

c. Family and Medical Leave 
FMLA allows eligible employees to take up to 12 work weeks unpaid, job protected leave in a 
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12-month period for the following reasons:  the birth of a child; the placement with an employee 
of a child for adoption or foster care, first year care of a child following birth or placement for 
adoption or foster care, the need to care for a spouse, child, parent, or parent-in-law who has a 
serious health condition, an employee’s own serious health condition, or a qualifying exigency 
arising as a result of a spouse, child, parent, or parent-in-law on active military duty  or being 
notified of impending call or order to active duty in the Armed Forces.  
 
FMLA allows eligible employees to take up to 26 work weeks of unpaid job projected leave in a 
12-month period to care for a spouse, child, parent, parent-in-law, or next of kin who is a 
member of the Armed Forces who has a seriously injury or illness incurred by the service member 
in the line of active duty (military caregiver leave).   
 
There may be times when the District becomes aware that an employee is or may be eligible for 
leave for an FMLA-qualifying reason and the employee has not requested FMLA leave.  When 
this occurs, the District will notify the employee, detail the employee’s responsibilities and 
explain any consequences for failing to meet those responsibilities.  When the District has 
sufficient information to determine whether leave qualifies for FMLA coverage, it will notify the 
employee within five (5) business days (unless extenuating circumstances exist) of making that 
determination whether the leave is or is not designated as FMLA leave and the amount of leave 
that will be counted against the employee’s entitlement.   

Under the Military Exigency Leave, the District will grant a qualifying employee 
leave up to 12 weeks in a 12-month period because of “any qualifying exigency” 
arising out of the fact that the employee’s spouse, son, daughter, or parent is on 
active duty, or has been notified of an impending call to active duty status, in support 
of a contingency operation.  

 
A qualifying exigency is defined as follows: 

• Short notice deployment of seven (7) or less calendar days prior to the date of 
deployment;  

• Military events and related activities (in advance of and deployment, including 
family support assistance programs information briefings); 

• Childcare and school activities (e.g., to arrange for alternative childcare, provide 
childcare on an urgent, immediate need basis or to attend meetings at a school or 
daycare facility); 

• Financial and legal arrangements (e.g., to prepare and powers of attorney, enroll 
for military health care, or to prepare a will or living trust); 

• Counseling (non-medical, for oneself, the service member, or a child of the service 
member); 

• Rest and recuperation (up to five (5) days for each); 
• Post-deployment activities (to attend ceremonies and briefings a period of 90 days 

or to address issues arising from the service member’s death); and 
• Additional activities agreed to by the District and employee. 
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Under the Military Caregiver provisions, the District will grant military caregiver leave to 
eligible employees for up to 26 weeks in a 12-month period to an eligible employee who is a 
spouse, son, daughter, parent, parent-in-law, or next of kin of a covered service member, who 
is recovering from a serious illness or injury sustained in the line of duty on active duty, in 
order to care for the service member.  Next of kin is defined as the nearest blood relative of a 
service member.  Serious illness or injury is defined as one that renders the service 
member medically unfit to perform the duties of a member’s military position.  This covered 
service member is one who is undergoing medical treatment, recuperation, or therapy; is 
otherwise in outpatient status; or is otherwise on the temporary disability retired list due to the 
injury or illness.  An eligible employee is entitled to this Military Caregiver Leave 
intermittently or continuously, but only during a single 12-month period.  If you take this 
Military Caregiver Leave, any leave you have used of your 12-week allotment or other FMLA 
leave will be deducted from the 26-week period.  
 
The 12-week or 26-week period is measured beginning on the first date the employee 
commences FMLA leave.  The District recognizes the 12-month period as January 1 through 
December 31.  
 
The District’s policy requires the employee taking FMLA leave use accrued sick, personal, and 
vacation leave, depending on the circumstance, concurrently with the FMLA leave.  This 
means that, under certain circumstances, an employee may receive pay for all or part of an 
approved FMLA leave.  For example, if the employee required FMLA leave for a medical-
related condition, the employee will be required to use all sick leave, then personal leave, and 
then vacation leave during the duration of the FMLA leave.  If FMLA leave continues after 
exhausted of paid leave, then the FMLA leave will be unpaid.  
 
To be eligible under this policy, the law requires that an employee must have been employed 
by the District for at least 12 months and have worked at least 1,250 hours during the 12-
month period immediately preceding the leave.  Under certain circumstances, leave may be 
taken all at once, intermittently, or on a reduced schedule basis.  Arrangements should be 
discussed with the employee’s supervisor and Human Resources Manager and additional 
documentation indicating the medical necessity may be required.  
 
If both spouses are employed by the District, the total combined leave time may be limited to 
12 weeks in a single 12-month period for the birth of a child or the placement of a child for 
adoption or foster care, to care for the employee’s parent with a serious health condition, or 
because of a qualifying exigency related to military leave.  However, each employee may use 
up to 12 weeks of FMLA leave during the 12-month period if the leave is to care for the 
employee’s spouse or child with a serious health condition or for the employee’s own serious 
health condition.  If both spouses are employed by the District, they are limited to a combined 
total of 26 work weeks during the single 12-month period if leave is military caregiver leave or 
a combination of military caregiver leave and other family leave.  
 
If the employee takes any leave covered by this FMLA policy, coverage under the District’s 
group health insurance plan will be continued.  During the FMLA leave, the employee will be 
responsible for his or her portion of the insurance premium just as if he or she were continuing 
on active employment.  Vacation, sick, and personal time does not accrue during an unpaid 
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leave under this policy. 
 
An employee who foresees the need for leave under the FMLA must notify his or her 
supervisor and the Human Resources Director in writing as early as possible.  Such notice must 
be at least thirty (30) days in advance of the start of the planned leave, unless impracticable 
under the circumstances, in which case, the employee must provide written notice as early as 
the circumstances permit, generally within no more than two (2) days of learning of the need 
for leave.  
 
If the requested leave is to care for a spouse, child, parent, or parent-in-law who has a serious 
health condition or to care for a covered service member, the employee may be required to file 
with the Human Resources Director, in a timely manner, a healthcare provider’s certification 
providing information as to the condition, probable duration of the condition, and the medical 
facts regarding the condition.  The District may request subsequent certifications during the 
course of the leave if circumstances warrant.  
 
The District will ordinarily return an employee to the same position or to a position equivalent 
to the one held before the employee went on leave unless the employee is a “key employee.”  
Although the job an employee returns to may not be identical, it will offer equivalent working 
conditions, pay, and benefits.  
 

G. Unused Sick Leave 
Employees who retire into the IMRF System will be paid an amount equal to $5.00 per unused 
accumulated sick day up to a maximum of (240) days. Days used to purchase retirement years will 
not be reimbursed. Sick days accumulated past the (240) cannot be used for purchase of retirement 
years or reimbursement from the district.  Only days granted in this school district will be 
reimbursed. This payment shall be paid after 75 days from the last paycheck received by the employee 
for services rendered. 

H. Bereavement 
Three (3) paid days will be granted for reason of bereavement for death of each immediate family 
member.  These days will not be charged against the employee’s sick leave or personal leave.  
“Immediate family” shall include parents (biological, step or adopted), spouse, domestic partners, 
brothers, sisters, children (biological, step, adopted, or foster), grandparents, grandchildren, 
parents-in-law, brothers and sisters-in-law, daughters-in-law, sons-in-law, grandparents-in-law, 
nieces, nephews, aunts, uncles, first cousins, legal guardians, and any legal dependent. 
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I. Vacation 
After one (1) year of continuous employment, year-round employees shall be eligible for paid 
vacation days.  Since the fiscal year runs from July 1 to June 30, vacation days are generally awarded 
on July 1 of each year according to the following schedule: 

After one (1) year continuous employment ....................... 10 working days   
After ten (10) years continuous employment ………...…….15 working days 
After fifteen (15) years continuous employment ……………17.5 working days 
After twenty (20) years continuous employment ………….. 20 working days 

For those employees who begin employment on any day other than July 1, upon attaining their one-
year anniversary, those employees will earn a pro-rated number of vacation days based on the number 
of months between their anniversary date and the start of the next fiscal year (July 1).  The pro-ration 
will be based on a 10-day total number of vacation days.  The above-schedule will commence 
therefore on the July 1 following the employee’s first full year of employment.   

If someone starts working mid-year, they must work a full year before they receive any vacation days. 

For instance, the employee starts working on February 1st.  When February 1st of the next year comes 
around, he/she will receive 10 days of vacation. 

When July 1 of that year comes around, he/she will receive pro-rated vacation days - .83 per month 
(10/12) for 5 months = 5 x .83 = 4.15 = 4 days. 

After that, every July 1st he/she will receive the vacation days coming to them for that year: 

    After 1 year – 10 days 
    After 10 years – 15 days 
    After 15 years – 17.5 days 
    After 20 years – 20 days 

Vacation days earned in one fiscal year must be used by the end of the following 15 months or the 
employee will lose them.  Confidential/Supervisors may carry over vacation for 1 year & 6 months 
before losing it.  Employees terminating their employment are entitled to remuneration for the 
amount of vacation earned to the date of termination, provided they have been in the employ of the 
District for at least one year.  Vacation remuneration shall be paid only when employment is 
terminated by the action of the School Board or by a two week notice in writing by the employee. 

Requests for vacation should be submitted to the employee’s supervisor for approval at least one (1) 
week in advance.  Every effort will be made to meet the desires of the employee and the needs of the 
school system. 

All non-certified employees will be allowed to use their Sick, Personal, and Vacation time in hours 
instead of ½ or full day increments. 



P a g e  | 21 

There are times during the year when vacations may be denied by the 
supervisor/superintendent due to the amount of workload.  Employees should have 
alternate dates for vacation planned. 
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PART V – SAFETY 
 

A. Building and Grounds Safety 
All personnel share in the responsibility for observing and reporting hazardous conditions in the 
buildings or on the playgrounds to their immediate supervisor. Custodians play a key role in this 
respect. 

B. School Bus Safety 
Students shall be provided with instruction in safe bus riding practices each school year.  The 
instruction shall include operation and use of the emergency door, windows (as means of escape) and 
fire extinguishers. 

C. Work Related Injury 
1. REPORTING OF ACCIDENTS 

Employees are responsible for reporting accidents that occur on-the-job to their supervisor 
immediately on the day of occurrence.  If the situation is not an emergency, the 
employee should report to the school nurse for evaluation.  The employee is 
responsible for immediately filing an accident report with the supervisor, nurse and the district 
office.  Should an employee need non-emergency medical attention under 
workman’s compensation, the employee needs to contact the Business Manager 
prior to the medical visit for the appropriate information needed prior to 
treatment. 

In case of an emergency, please go to a hospital or doctor’s office.  Contact the 
Business Office as soon as possible following the visit.    
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PART VI – CLOCKING IN & OUT ON COMPUTERS 
 

A. Procedures and policies 
1) Each employee is responsible daily for the accuracy of their clocking in and out 

on the computer.   Any changes or corrections made on your clocking in and out 
must be signed by the immediate supervisor.  

2) The supervisor in each department will supervise clocking in and out when necessary.  The 
supervisor will be allowed to adjust clocking in and out when necessary. All hourly employees 
will be required to use computers to clock in and out. 

3) Only the individual employee can clock in or out.  Clocking in or out for another 
employee is prohibited. 

4) Employees are to clock in immediately before beginning work and immediately 
following the end of the scheduled work time.  Failure to do so may result in pay 
loss as per recorded time sheets.  Overtime must be approved by the supervisor.  

5) A lunch break of at least 30 minutes must be clocked in and out. Employees are not 
allowed to skip lunch in order to leave early. 

6) If an employee leaves during the day for reasons other than school related 
business, he/she should clock out and back in when they return and report it as 
personal/sick/vacation time. 

7) School Emergency Closings-If an emergency day arises and it is a danger for the employee 
to remain at work, employees will be allowed to leave early and receive pay for the hours 
worked.  No penalty regarding vacation or personal days will be given. If a non-emergency school 
situation or closing occurs and the superintendent allows offices to close, it is at the discretion of 
the employee’s supervisor to determine whether employees are to stay or go home.  Employees 
will be paid for the amount of time worked as directed by the supervisor.  

8) EMERGENCY NEEDS PAY FOR 12 MONTH EMPLOYEES – 
9) 12 month employees will receive regular pay for an emergency day when they are 

not required to work.  If they are notified by their immediate supervisor to work, 
employees will be paid in addition for those hours.  Supervisors will develop a 
rotation list for emergency days. 

10) If a 12-month employee is notified by his/her immediate supervisor to work, 
employee will be paid overtime compensation in addition to the regular pay for 
those hours.  Supervisors will develop a rotation list for emergency days. 

11) Without prior approval from a supervisor, no overtime will be paid.   
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B. General Information 
Only the hours worked will be paid. 

Only twelve (12) month employees will receive holiday pay.   

There will be no changes made in the IMRF procedures unless the 600 hours of service is not 
received. 

Insurance premiums and other payroll deductions will be made during the months the employees 
receive a paycheck.  Deductions for employees that work and are paid less than 12 
months will be distributed evenly among the dates that they are paid.  Should 
employment terminate, adjustments will be made for any balance due or refund and 
employee will be given written notice of the adjustment(s). 

All vehicles used for transportation of students must be kept at the garage.  Drivers will be allowed 
to remain on the clock to complete all preparation for the bus routes.  This includes maintaining the 
log, pre-trip inspection, fueling, cleaning, etc. 
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Acknowledgement Form  
 I hereby acknowledge I have been made aware that the District Policy Handbook is available on the 

district's website and I have been instructed on how to access this site.  Furthermore, I know how to access 
my school's staff handbook.  I understand that I am responsible for reviewing these policies and will 
become familiar with all of the policies and will become familiar with all of the policies, which relate to my 
employment and will refer to these policies as needed. 

 I hereby acknowledge I have made aware that the Parent/Student Handbook (grades K-5) or the 
Student Handbook (grades 6 -8) and (9-12) is available on the school website and I understand how to 
access the handbook.  I understand that I am responsible for reviewing these policies and will become 
familiar with all of the policies, which relate to my employment and will refer to these policies as needed. 

Instructional Resources - Telecommunications/Acceptable Use Policy 

 I understand and will abide by the above Acceptable Use Policy.  I understand that the District and/or its 
agents may access and monitor my use of the Internet, including my e-mail and downloaded material, 
without prior notice to me.  I further understand that should I commit any violation, my access privileges 
may be revoked, and school disciplinary action and/or appropriate legal action may be taken.  In 
consideration for using the District's electronic network connection and having access to public networks, I 
hereby release the School District and its Board members, employees, and agents from any claims and 
damages arising from my use of, or inability to use the Internet. 

 
_______________________________________ 
Employee Name (please print) 
 
_______________________________________  __________________ 
Employee Signature      Date 
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	Agenda
	1. Call to Order
	2. Public Hearing concerning the intent of the Board to sell voter-approved bonds in the amount of $23,500,000 to alter, repair and equip the Junior/Senior High School Building, including creating new classrooms, gym and other instructional spaces, renovating the J.V. Kirby Pretzel Dome, improving heating, cooling and ventilation systems, installing school safety and security improvements, removing asbestos and making site improvements
	3. Public hearing concerning the intent of the Board to sell alternate revenue bonds in the amount of $9,000,000 for the purpose of altering, repairing and equipping the Junior/Senior High School Building, including creating new classrooms, gym and other instructional spaces, renovating the J.V.Kirby Pretzel Dome, improving heating, cooling and ventilation systems, installing school safety and security improvements, removing asbestos and making site improvements.
	4. Public Comment (Policy 2:230)
	5. Adjustments to Agenda
	6. Approve Business Department Curriculum Purchase
	New Berlin CUSD 16 - Learning MS Office 2016 - 07.28.22
	mcgraw hill invoice

	7. Approve the Resolution to engage Giffin, Winning, Cohen and Bodewes P.C. Attorneys at Law, as Legal Counsel for Country Mutual matter
	Resolution to Engage with Exh (1)

	8. Discuss/Approve Business Associate Agreement with Lincoln Prairie Behavioral Health Center
	BAA - New Berlin

	9. Approve Resolution to Sell/Dispose of Surplus or Outdated Equipment/Supplies
	Surplus Equipment Disposal - 08 04 2022
	RESOLUTION TO DISPOSE OF SURPLUS SUPPLIES OR EQUIPMENT - 08 04 2022

	10. Approve Board Member Reimbursement-Josh Beard
	11. Approve the Teacher Handbook for the 22-23 School Year
	teacherhandbook 2022-2023 - Revised 08 04 2022

	12. Approve the Support Staff Handbook for the 22-23 School Year
	supportstaffhandbook 2022-2023 - Revised 08 04 2022

	13. Discuss/Approve Contract with CORE Construction Services of Illinois, Inc. as Construction Manager
	0_FINAL A134 Agmt New Berlin Additions and Renovations 7.28.2022

	14. Executive Session - For the purpose of:
	14.a. The appointment, employment compensation, discipline, performance, or dismissal of specific employees of the District or legal counsel for the District, including hearing testimony on a complaint lodged against an employee or against legal counsel for the District to determine validity.  5 ILCS 10/2(c).

	15. Personnel Consent Agenda
	15.a. Alexa Thomsen as NBE Paraprofessional
	15.b. Breann Burt as Volunteer Assistant Junior High School Softball Coach

	16. Adjournment

