
AGENDA FOR BOARD OF EDUCATION MEETING
COMMUNITY HIGH SCHOOL DISTRICT #154

HELD AT THE COMMUNITY HIGH SCHOOL DISTRICT #154 AT 7:00 PM
MONDAY, NOVEMBER 24, 2025

A. Call to Order    
B. Introduction of Guests
C. Public Comments (3-5) minutes.
D. Consent Agenda

1. Read and approve the minutes of the regular and executive session of October 27, 
2025.

2. Read and approve the financial obligations of the District and Treasurers report of 
October 31, 2025.

3. Recommend acceptance of the John Swanson Trust, Kooi and Pingel Educational 
Loan Trust Summary Report, Union American Legion Scholarship and Franks 
Family Fine Arts Fund of October 31, 2025.

4. Recommend approval of the Application for Approval of Ten-Year Safety Survey 
Report.

5. Recommend appointing Jennifer Kasch Marengo Community High School District 
#154 Treasurer for the remainder of the 2025-2026 fiscal year.

6. Recommend acceptance of a $3,000 donation from Katherine & Jerry Hanson to the 
girls basketball program.

7. Recommend acceptance of a $1,000.00 donation to Cross Country from Jeffery & 
Danielle Bown.

E. New Business
1. Presentation by Schneider Electric.
2. Athletics and Activities Presentation by Athletic Director Dwain Nance: Fall Recap 

and Winter Preview
3. Recommend approval of the personnel report as presented.

• Resignations 
o Perlina Fortinberry, Science Teacher, resigning at the end of the 

2025-26 school year
• Hires 

o Jasmine Kreuger, Math Teacher @ B/1
o Colleen Davidson, Paraprofessional @ $20.00/hr
o Megan Costa, Volunteer Cheerleading Coach

• Leaves 
o Employee # 972 is requesting leave on or around March 20, 2026, 

through the end of the school year with the intent to resign thereafter. 



4. Recommend entering into an Intergovernmental Cooperation Agreement for Mutual 
Assistance in Response to Crises in the Public Schools of McHenry County, Illinois.

5. Recommend adoption of CSTAG Threat Assessment Model
6. Recommend approval of MCHS and Marengo Park District Fuel Agreement.
7. Recommend approval of changes to the ESP Handbook
8. Recommend approval of revisions to the Athletic Secretary and Payroll 

Administrator job descriptions. 
F. Executive Session to discuss Litigation. 5 ILCS 120/2(c)(11), Student disciplinary 

cases.  5 ILCS 120/2(c)(9), Personnel 5 ILCS 120/2(c)(1). The purchase or lease of real 
property. 5 ILCS 120/2(c)(5)The setting of price for sale or lease of property owned by a 
public body. 5 ILCS 120/2(c)(6). Safety and Security 5 ILCS 120/2(c)(8).

G. Returned from Executive Session at 
H. Recommend possible action as a result of executive session.
I. Superintendent Report

Upcoming dates:
November 26-28 Thanksgiving Break
December 10 Early Dismissal 11:25 am
December 17 Semester 1 Test Day 1
December 18 Semester 1 Test Day 2
December 19 Semester 1 Test Day 3
December 19 End of Semester
December 19-January 2 Holiday Break
December 20, 22, 23, & 27 E.C. Nichols Holiday Tournament

 
J. Adjournment



BOARD OF EDUCATION 

MEETING 

Monday, October 27, 2025 7:00 PM 

 Marengo Community High School District #154 

110 Franks Road 

Marengo, IL 60152  

   

Jodie Kanaly: Present, Anthony Martin: Present, Farrah Ranzino: Absent, Candice Samuelson: 

Present, David Schultz: Present, Shane Spring: Absent, Todd Volkening: Present. Present: 5, 

Absent: 2 

 

Staff attendance: David Englebrecht, Superintendent; Danielle Rudsinski, Business Manager 

 

 

A. Call to Order at 7:04 pm 

B. Introduction of Guests 

C. Public Comments (3-5) minutes. 

D. Consent Agenda 

Motion to approve the consent agenda items as presented. This motion, made by David Schultz 

and seconded by Candice Samuelson, Carried. 

Farrah Ranzino: Absent, Shane Spring: Absent, Anthony Martin: Nay, Jodie Kanaly: Yea, 

Candice Samuelson: Yea, David Schultz: Yea, Todd Volkening: Yea  

Yea: 4, Nay: 1, Absent: 2  

Anthony Martin: Nay 

D.1. Read and approve the minutes of the regular and executive session of September 29, 

2025. 

D.2. Read and approve the financial obligations of the District and Treasurers report of 

September 30, 2025. 

D.3. Recommend acceptance of the John Swanson Trust, Kooi and Pingel Educational Loan 

Trust Summary Report, Union American Legion Scholarship and Franks Family Fine Arts 

Fund of September 30, 2025. 

D.4. Recommend approval of the Quarterly Report of Pupils No Longer Enrolled in School. 

D.5. Recommend approval for overnight varsity baseball and softball field trips.  

• Baseball will travel to Chattanooga, Tennessee from March 25th-28th 

• Softball will travel to the Champaign, Illinois area on April 17th (one night) 

D.6. Recommend approval for the wrestling team to attend the Lincoln Wrestling Tournament 

on December 28-29, 2025 in Lincoln, Illinois. 

 

Shane Spring enters the meeting at 7:06 pm. 

 



E. New Business 

E.1. Presentation of the tentative 2025 Tax Levy for collection in 2026.   

E.2. Recommend approval to hold a Truth in Taxation Public Hearing for the proposed 2025 

tax levy, during which time cash balances and annual average expenditures of operational 

funds for the prior three fiscal years will be disclosed.  The Hearing will be held on December 

15, 2025, at 7:15 p.m. in the Board Conference Room located at 110 Franks Road, Marengo, 

IL 60152.  

Motion to hold a Truth in Taxation Public Hearing for the proposed 2025 tax levy, during 

which time cash balances and annual average expenditures of operational funds for the prior 

three fiscal years will be disclosed.  The Hearing will be held on December 15, 2025, at 7:15 

p.m. in the Board Conference Room located at 110 Franks Road, Marengo, IL 60152. This 

motion, made by Anthony Martin and seconded by Shane Spring, Carried. 

Farrah Ranzino: Absent, Jodie Kanaly: Yea, Anthony Martin: Yea, Candice Samuelson: Yea, 

David Schultz: Yea, Shane Spring: Yea, Todd Volkening: Yea  

Yea: 6, Nay: 0, Absent: 1 

E.3. Recommend approval of the 2026-2027 Curriculum Guide. 

Motion to approve the 2026-2027 Curriculum Guide. This motion, made by David Schultz and 

seconded by Jodie Kanaly, Carried. 

Farrah Ranzino: Absent, Jodie Kanaly: Yea, Anthony Martin: Yea, Candice Samuelson: Yea, 

David Schultz: Yea, Shane Spring: Yea, Todd Volkening: Yea  

Yea: 6, Nay: 0, Absent: 1 

E.4. Recommend approval of revisions to the Athletic Coaches Handbook. 

Motion to approve revisions to the Athletic Coaches Handbook. This motion, made by Shane 

Spring and seconded by Jodie Kanaly, Carried. 

Farrah Ranzino: Absent, Jodie Kanaly: Yea, Anthony Martin: Yea, Candice Samuelson: Yea, 

David Schultz: Yea, Shane Spring: Yea, Todd Volkening: Yea  

Yea: 6, Nay: 0, Absent: 1 

E.5. Recommend entering into an agreement with Spindle for telehealth services. 

Motion to enter into an agreement with Spindle for telehealth services. This motion, made by 

Anthony Martin and seconded by David Schultz, Carried. 

Farrah Ranzino: Absent, Jodie Kanaly: Yea, Anthony Martin: Yea, Candice Samuelson: Yea, 

David Schultz: Yea, Shane Spring: Yea, Todd Volkening: Yea  

Yea: 6, Nay: 0, Absent: 1 

E.6. Recommend approval to use John Swanson funds to offset the cost of weight room 

equipment. 

Motion to approve using John Swanson funds to offset the cost of weight room equipment. 

This motion, made by Shane Spring and seconded by David Schultz, Carried. 

Farrah Ranzino: Absent, Jodie Kanaly: Yea, Anthony Martin: Yea, Candice Samuelson: Yea, 

David Schultz: Yea, Shane Spring: Yea, Todd Volkening: Yea  

Yea: 6, Nay: 0, Absent: 1 

E.7. Recommend approval of the personnel report as presented. 

Motion to approve the Personnel Report as presented. This motion, made by David Schultz 

and seconded by Shane Spring, Carried. 



Farrah Ranzino: Absent, Jodie Kanaly: Yea, Anthony Martin: Yea, Candice Samuelson: Yea, 

David Schultz: Yea, Shane Spring: Yea, Todd Volkening: Yea  

Yea: 6, Nay: 0, Absent: 1 

E.8. Recommend appointing the district's representatives to the PERA Joint Committee. 

Motion to appoint Farrah Ranzino, David Engelbrecht, and Jay Mullens as the District's 

Representatives to the PERA Joint Committee. This motion, made by David Schultz and 

seconded by Jodie Kanaly, Carried. 

Farrah Ranzino: Absent, Jodie Kanaly: Yea, Anthony Martin: Yea, Candice Samuelson: Yea, 

David Schultz: Yea, Shane Spring: Yea, Todd Volkening: Yea  

Yea: 6, Nay: 0, Absent: 1 

F. Executive Session to discuss Litigation. 5 ILCS 120/2(c)(11), Student disciplinary cases.  5 

ILCS 120/2(c)(9), Personnel 5 ILCS 120/2(c)(1). The purchase or lease of real property. 5 ILCS 

120/2(c)(5)The setting of price for sale or lease of property owned by a public body. 5 ILCS 

120/2(c)(6). Safety and Security 5 ILCS 120/2(c)(8). 

Motion to go into Executive Session at 9:10 pm. This motion, made by Shane Spring and 

seconded by Jodie Kanaly, Carried. 

Farrah Ranzino: Absent, Jodie Kanaly: Yea, Anthony Martin: Yea, Candice Samuelson: Yea, 

David Schultz: Yea, Shane Spring: Yea, Todd Volkening: Yea  

Yea: 6, Nay: 0, Absent: 1 

G. Returned from Executive Session at 9:41 pm 

H. Recommend possible action as a result of executive session. 

I. Superintendent Report 

  

J. Adjournment at 9:42 pm 

 

 

 

Signed: 

 

 

______________________________                        ______________________________ 

Todd Volkening, President                                          Jodie Kanaly, Secretary 

























































































3765 11/19/2025

MARENGO COMMUNITY HIGH SCHOOL DISTRICT 154 is hereby authorized to draw warrants
against MARENGO COMMUNITY HIGH SCHOOL DISTRICT 154 funds for the sum of xxx,xxx.xx on
account of obligations incurred for value received in services and for materials as shown below for the
period of November 2025 to be paid on November 24, 2025, not including the second payroll for November

Todd Volkening President

Jodie Kanaly Board Secretary

MARENGO COMMUNITY HIGH SCHOOL - District 154

Nov-25

District Bills Payroll 1 Payroll 2 * P-Cards EFT/ ACH Totals
Education Fund 268,726.81$     347,460.73$  -$                  18,101.31$    6,042.41$        640,331.26$      
Building Fund 31,635.08$       18,337.81$    -$                  5,696.58$      18,250.40$      73,919.87          
Transportation Fund 18,547.63$       7,765.52$      -$                  1,262.93$      -$                 27,576.08          
Retirement Fund -$                  8,585.41$      -$                  -$               -$                 8,585.41           
  Sub Total $318,909.52 $382,149.47 $ 0.00 $25,060.82 $24,292.81 $750,412.62
Tort Fund -                    
Bond Fund -                    
Capital Projects -                 -                   -                    
Totals 318,909.52       382,149.47    -                    25,060.82      24,292.81        750,412.62        

MARENGO COMMUNITY HIGH SCHOOL DISTRICT 154
24-Nov-25

































November 24, 2025

Marengo Community High School

154

Jennifer Kasch

21115 Peggy Court

Marengo

1

November 24

25

June 30

26

4,000,000.00

154

Ohio Casualty Insurance

Upon Cancellation

Jennifer Kasch

110 Franks Road

Marengo, IL  60152



General

Capital Recovery & Reinvestment Program

November 24th, 2025 – School Board Meeting

Property of Schneider Electric | Page 1

Marengo CHSD #154



General

Page 2Confidential Property of Schneider Electric |

$3.1B
In guaranteed 

savings

NAESCO
Accredited by national 

ESCO association

99.6%
of our guaranteed 

savings have been 

met or exceeded

2025
Carbon Neutrality 

Goal – we practice 

what we preach

32
Years in 

ESCO Industry

1,000+
Successful

ESPC projects

#1 ESCO 
Top ranked energy 

services company by 

Guidehouse Insights

100
Years in the 

energy business



General

• Reinvest energy and maintenance expenses 
from outdated technologies into needed facility 
modernizations and upgrades 

• One partner to manage entire program around 
achieving specific outcomes, including energy 
audit, design, approvals, implementation, fund 
sourcing, savings guarantee, support services & 
performance guarantee 

• Guarantee: savings are guaranteed over a term 
of up to 20 years

Operations

Energy bill
Guaranteed savings 

repurposed to cover 

initial project 

investment over 20-

year partnership

Operations

Energy bill

Payments

CURRENTLY AFTER

Enabling Legislation
50 ILCS 515: Guaranteed Savings Contracts

Property of Schneider Electric | Page 3

Our Comprehensive Approach
Accomplishing more with less



General

Property of Schneider Electric | Page 4

Business Case

Determine project alignment & 

viability

Explore scope opportunities, 

quantify savings potential & 

identify potential funding 

sources

Design Phase 

(Investment Grade 

Audit)

Design & develop 

comprehensive scope, 

turnkey price, annual 

savings & funding strategy. 

Program Roadmap



Utility Analysis

$280,200
Annual Electric

Property of Schneider Electric | Page 5
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Baseline - Utility Costs

Electric

Potential to assess more savings and solutions throughout an IGA



General

• Many interior spaces are yet to be 

converted to LED  

• Mixture of fixtures in many cases

Current Condition 

LED Retrofits

• Standardize on LED approach for each 

type of area throughout multiple buildings

• Provide lighting control in targeted areas 

that make sense

Recommendations

Benefits

Property of Schneider Electric | Page 6



General

$280,200

$248,200

Baseline Utility

Expenditure

Post-Project Utility

Expenditure

Annual Utility Impact

Utility Spend Utility Savings

11-14%
Reduction in 

costs

$27K - 32K
Potential Annual Utility Savings

$880K – 1.1M
In guaranteed savings across 20 

years

Property of Schneider Electric | Page 7

Economic Impact Summary
Lighting only

Estimated Economic Impact: $450K - $650K

$5K - 10K
Potential Annual O+M Savings

Projected ComEd Rebates: $50K - $75K



General

Looking Ahead

Next Steps & Action Items

✓Nov 5th     Presentation to Administration

✓Nov 24th   Present analysis to School Board

o Dec 15th Select Schneider as Marengo CHSD 

  #154’s partner

o December Enter Investment Grade Audit to start design   

 of project (4-6 Months)

o March/April Contract Approval

o 2026 Construction

Property of Schneider Electric | Page 8

IGA Fee if Marengo 

CHSD #154 does 

not move forward 

with any project: 

$11,216.80



 
Marengo Community High School 
Athletic Director 
110 Franks Road 
Marengo, Illinois 60152 
(815) 568 - 6511 (phone) 
(815) 568 - 6510 (fax)  

Dwain Nance                                                                                                
(815) 568 - 6511 ext. 1612 (school) 

(217) 778 - 9603 (cell) 
nanced@mchs154.org 

 
 

 
Athletic Department Presentation to BOE (11/24/25) 
 
1. Thank you for the opportunity to be the AD 
 A. Open Door Policy 
 B. Feedback (Positive, Negative, and Constructive) 
 
2. Athletic Department Goals 

A. Have a positive experience 
B. Make that part of the student athlete’s day the best 
C. Increase participation across all Activities and Sports 
D. Compete (KRC Cup Standings)  

 
3. Winter Sports Roster Sizes 

Sport Average 2025-26 2024-25 2023-24 2022-23 2021-22 2020-21 2019-20 2018-19 

G. Bowling 11 8 12 10 13 10 8 10 16 

B. Bowling 19 21 23 17 15 14 18 14 28 

Cheer Winter 19 15 23 16 20 20 24 17 15 

G. Wrestling 6 14 4 1      

B. Wrestling 26 36 41 30 21 16 17 24 22 

G. Basketball  28 25 28 43 26 25 20 27 27 

B. Basketball 41 45 39 42 39 43 36 38 44 

Average 145 164 170 159 134 128 123 130 152 
 
4. KRC updates  
 A. G. Wrestling as a KRC Sport 
 B. Bass Fishing as a KRC Sport 
 
5. Hall of Fame update (2026 Inductees) 
 A. Becky Weinhandl 
 B. Roger Volkening 
 C. Roger Cannon 
 D. Cora Pingel 
 E. Jerry Trickett 
 F. Kathy (Denison) Carlson 
 G. January 10th @ Joe’s Place 
 
6. IHSA Postseason Hosts 
 A. Girls Golf Regionals 
 B. Volleyball Super-Sectional 

C. Boys Basketball Regionals 

mailto:nanced@mchs154.org


 
7. Fall Sports Recap 
 A. Football... Playoffs 
 B. Volleyball… +3 Spots in KRC 
 C. Golf… Sectional Qualifiers 
 D. Tennis… Cary Grove Sectional 
 E. Soccer… Improvement 
 F. Cross Country… 2A Sectional Qualifier 
 
8. 2 HUGE THINGS Happened 
 A. Hole in One → Kiley Brady 
 B. 300 Game → Hunter Muench 
 
9. Upcoming Winter Dates 
 A. Dec. 6th & 8th: Freshman Boys Basketball Tournament 
 B. Dec. 20th, 22nd, 23rd & 27th: 75th EC Nichols Tournament 
 C. Jan. 16th: FNBO Challenge @ Harvard 
 D. Feb. 23rd, 25th & 27th: IHSA Boys Basketball Regionals 
 
 
 
 





 
 
 
 
 
November 17, 2025 
 
 
I would like to recommend to the Marengo Community High School District #154 
Board of Education and Superintendent Engelbrecht the hiring of Miss Jasmine 
Krueger for our math vacancy.  She has been working for MCHS as a long term 
substitute in this capacity since the middle of September. Miss Krueger has done an 
exceptional job with our students. 
 
Sincerely,  
 

 
 
Jay Mullens 
Principal  
 
 

“Where learning is valued and excellence is the standard” 
 



 

Marengo Community High School 
Athletic Director 
110 Franks Road 
Marengo, Illinois 60152 
(815) 568 - 6511 (phone) 
(815) 568 - 6510 (fax)  

Dwain Nance 
(815) 568 - 6511 ext. 1612 (school) 

(217) 778 - 9603 (cell) 
nanced@mchs154.org 

fisherman0916@yahoo.com 
 

 
 
 
TO:​ DAVID ENGELBRECHT 
FROM:​ DWAIN NANCE​ ​  
RE:​ EXTRA-DUTY HIRE RECOMMENDATIONS 
DATE:​ NOVEMBER 24, 2025 

 
I would like to recommend the following for hire for the 2025-26 SY: 
 
​ Megan Costa, Volunteer Cheerleading 

mailto:nanced@mchs154.org
mailto:fisherman0916@yahoo.com
























Marengo Community High School District 154 - Updated November 2025 
 
Comprehensive School Threat Assessment Guidelines (CSTAG) 
 
1. What is a Threat Assessment? 
 

Purpose: A structured process to evaluate the context of a student's communication of 
intent to harm someone and to guide intervention and support to prevent violence. 

●​ What is a Threat? A communication (spoken, written, gestured, digital) of intent to harm 
someone. This includes implied threats and planning/preparing for a violent act. 

●​ When to Assess: Conduct a threat assessment if there is some reason to be concerned 
about the behavior. When in doubt, conduct an assessment. 

●​ When Not to Assess: Not necessary for clearly insignificant behavior (e.g., playful 
joking). 

●​ Team Approach: Threat assessment is a team process, with a leader responsible for 
reviewing documentation. 

 
2. The 5-Step Threat Assessment Protocol 
 
 
Step Action Outcome 
Step 1: Evaluate the threat. Obtain a 

detailed account from the 
person who made the threat, 
the intended victim, and 
witnesses. Is there 
communication/behavior 
suggesting intent to harm? 

Yes → Go to Step 2 
No → No Threat 

Step 2: Attempt to resolve the threat 
as transient. Is the threat an 
expression of humor, anger, or 
frustration that can be easily 
resolved? Does the person 
retract or apologize, indicating 
no future intent to harm? 

Yes → Transient Threat (Case 
resolved; add services as 
needed).  
No → Go to Step 3. 

Step 3: Respond to a substantive 
threat. Intent to harm is present 
or unclear, requiring protective 
action. 

Serious Substantive: Threat 
to hit, fight, or beat up.  
Very Serious Substantive: 
Threat to kill, rape, or cause 
very serious injury with a 
weapon. → Go to Step 4 

Step 4: Conduct a safety evaluation 
(for Very Serious Substantive 
Threats only). Screen for 
mental health services, involve 
law enforcement for 
planning/criminal activity, and 

Case resolved as 
serious/very serious 
substantive threat; add 
services as needed. 



Step Action Outcome 
develop a safety plan. 

Step 5: Implement and monitor the 
safety plan. Document the 
plan, maintain contact with the 
student, and revise as needed. 

Ongoing monitoring 

 
 
3. Threat Classifications 
 
Classification Definition 
Not a Threat Communication or behavior is 

easily recognized as harmless 
or anger/frustration that doesn't 
meet the threshold. 

Transient Threat No sustained intent to harm. 
Easily resolved (e.g., retraction, 
apology). 

Serious Substantive Threat Intent to harm is present or not 
clear, requiring protective 
action. Threat to hit, fight, or 
beat up. 

Very Serious Substantive Threat to kill, rape, or cause 
very serious injury with a 
weapon. Requires a formal 
safety evaluation (Step 4). 

 
 
4. Key Assessment Tools (Forms) 
 

●​ Threat Report: Documents the incident (who, what, where, when) and reviews records 
(prior threats, discipline, academic, etc.). 

●​ Interviews: Structured questions for the Subject (person making the threat), the Target 
(victim), and Witnesses to get exact statements and context. 

●​ Key Observations: A checklist to help determine if the threat is less serious (e.g., 
subject apologizes, retracts) or more serious (e.g., specific plan, preparation, access to 
weapons, prior conflict). 

●​ Observations Suggesting Need for Intervention: Factors to consider for planning 
intervention (e.g., history of violence, preoccupation with violence, depression, lack of 
family support). 

●​ Safety Planning Interview (for Very Serious Substantive Threats): In-depth interviews 
to assess Treatment and referral needs (suicide risk, mental state) and Threat 
reduction (motive, intentions, risk factors). Includes questions for the subject, 
parent/guardian, and staff. 

●​ Threat Response/Safety Plan: A checklist of common actions (e.g., parent conference, 
counseling, suspension, law enforcement consultation) and the case resolution plan. 

 



5. Safety Evaluation and Safety Planning 
 
For Very Serious Substantive Threats, a safety evaluation is conducted to develop a formal 
Safety Plan. 
Goal Actions 
Protect Potential Victims Take precautions, warn the intended victim and 

parents (Step 3 in The 5-Step Threat 
Assessment Protocol). 

Address Student Needs Screen for mental health services/counseling, 
refer as needed (Step 4 in The 5-Step Threat 
Assessment Protocol). 

Develop Safety Plan A plan that reduces risk and addresses student 
needs. May include: 

 - Law enforcement investigation. 
 - Reviewing an existing Individualized 

Education Plan (IEP). 
 - Behavior Support Plan (BIP) or 504 plan 

modification. 
 - School-based and community-based services. 
 
 
 
1_Complete_Document_CSTAG forms PDF fillable 5-4-25 (DOWNLOAD FIRST).pdf 
 
Training and certification completed by Peter Byrne 2025-26 school year. 

https://drive.google.com/open?id=1rx6TC-i5Friz0FkcIm9i-FOe0IzrZsym


 
 

INTERGOVERNMENTAL AGREEMENT BETWEEN 
THE MARENGO PARK DISTRICT AND 

THE MARENGO COMMUNITY HIGH SCHOOL DISTRICT NO. 154 
FOR THE PURCHASE OF FUEL 

 
This Intergovernmental Agreement (“Agreement”) is made and entered into this ___ day of 
__________, 2025, by and between the Marengo Park District (“Park District”), an Illinois 
park district organized and operating under the Illinois Park District Code (70 ILCS 1205/1-1 et 
seq.), and the Marengo Community High School District No. 154 (“School District”), a public 
school district organized and operating under the Illinois School Code (105 ILCS 5/1-1 et seq.). 
The Park District and School District are hereinafter collectively referred to as the “Parties.” 
 
RECITALS 
WHEREAS, Article VII, Section 10 of the Illinois Constitution of 1970 and the 
Intergovernmental Cooperation Act (5 ILCS 220/1 et seq.) authorize units of local 
government to cooperate in the performance of their respective duties; and 
 
WHEREAS, the School District maintains fuel storage and dispensing facilities for its vehicles 
and equipment; and 
 
WHEREAS, the Park District operates vehicles and equipment requiring gasoline and diesel fuel 
and seeks to purchase such fuel through the School District to achieve cost savings and 
operational efficiency; and 
 
WHEREAS, the School District is willing to allow the Park District to obtain fuel from its 
facilities and to bill the Park District monthly for actual usage; 
 
NOW, THEREFORE, in consideration of the mutual covenants and promises set forth herein, the 
Parties agree as follows: 
 
1. Purpose 
The purpose of this Agreement is to permit the Park District to purchase gasoline and diesel fuel 
through the School District’s existing fuel purchasing program and utilize the School District’s 
fuel storage and dispensing facilities. 
 
2. Term 
This Agreement shall commence on ____________, 2025, and shall continue in effect until 
terminated by either Party pursuant to Section 9 of this Agreement. 
 
 
 



3. Fuel Access and Use 
a. The Park District may access the School District’s fueling station(s) for the purpose of fueling 
Park District vehicles and equipment, at mutually agreed-upon times. 
b. Only authorized Park District personnel may dispense fuel, and all usage shall comply with 
School District procedures and safety regulations. 
c. The Park District shall ensure that fuel is used exclusively for official Park District purposes. 
 
4. Tracking and Billing 
a. The School District shall track the Park District’s fuel usage, including the number of 
gallons of gasoline and diesel dispensed. 
b. The School District shall bill the Park District monthly for the actual gallons used, at the 
same per-gallon rate the School District pays its fuel supplier, including any applicable taxes or 
fees. 
c. The Park District shall remit payment within 30 days of receipt of the monthly invoice. 
 
5. Maintenance and Compliance 
a. The School District shall maintain its fuel storage and dispensing equipment in compliance 
with all applicable local, state, and federal regulations.  
b. Expenses to maintain and or repair fuel storage and dispensing equipment shall be shared at a 
percentage rate based on fuel usage by each of the Parties.  The School District shall bill the Park 
District for maintenance and repairs if incurred. At the time of the initial agreement the 
electronic fuel management system is new (Less than 12 months old) and in good working 
condition. 
 
6. Incident Reporting and Liability for Fuel Spills 
a. The Park District is required to notify the School District immediately upon the discovery of 
any spills, leaks, or malfunctions related to the fuel storage and dispensing equipment. 
b. The party operating or causing the incident with the fuel storage and dispensing equipment 
(whether deliberate or accidental) shall be responsible for all costs. This includes the full expense 
of immediate and long-term cleanup of fuel and property, as well as any associated fees, 
penalties, or fines. 
c. The School District will bill the Park District for any expenses, fees, or fines the School 
District incurs as a result of the Park District's use of the equipment. 
 
7. Insurance and Liability 
a. Each Party shall maintain insurance coverage customary for Illinois public entities, including 
general liability, property, and automobile insurance. 
b. Each Party shall be responsible for the acts and omissions of its own officers, employees, and 
agents. 
c. The Park District agrees to indemnify, defend, and hold harmless the School District and its 
officers, employees, and agents from any and all claims, damages, or liabilities arising out of the 
Park District’s use of the fuel or fuel facilities. 
 
8. Records and Audit 
The School District shall maintain accurate records of fuel usage and billing. The Park District 
shall have the right to review such records upon reasonable notice for audit or verification 
purposes. 



 
9. Termination 
Either Party may terminate this Agreement at any time upon thirty (30) days’ written notice to 
the other Party. Upon termination, the Park District shall promptly pay all outstanding invoices. 
 
10. Entire Agreement 
This Agreement constitutes the entire agreement between the Parties regarding the subject matter 
herein and supersedes all prior discussions or understandings, whether written or oral. 
 
11. Governing Law 
This Agreement shall be governed by and construed in accordance with the laws of the State of 
Illinois. 
 
12. Execution 
This Agreement may be executed in counterparts, each of which shall be deemed an original, and 
all of which shall constitute one and the same instrument. 
 
IN WITNESS WHEREOF, the Parties have executed this Agreement as of the date first written 
above. 
 
 
MARENGO PARK DISTRICT 
 
By: ____________________________________ 
 
Name: Marty Mohr 
 
Title: President, Park Board of Commissioners 
 
Date: ___________, 2025 
 
 
MARENGO COMMUNITY HIGH SCHOOL DISTRICT NO. 154 
 
By: ____________________________________ 
 
Name: __________________________________ 
 
Title: ___________________________________ 
 
Date: ___________________________________ 
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INTRODUCTION 
 
This Extra Support Personnel (ESP) Handbook is provided to help familiarize you with the District’s 
policies, programs and services, so that you can make the most of your career while employed in 
our district. The handbook summarizes what you need to know and is designed for quick reference. 
 
In this handbook, the terms “District #154” or “District” refers to Marengo Community High School 
District #154. 
 
This handbook will answer many of your questions about District policies. It also highlights certain 
characteristics of employment at District #154 and summarizes some of the guidelines and rules of 
the District. No employee handbook can answer every question you might have regarding your 
employment. Note that the full facts and details about the policies, procedures and benefits 
summarized in this handbook are contained in formal written documents on file in the District Office. 
 
Please keep in mind that this handbook is provided for general information only, and nothing in it is 
intended or should be interpreted, as a binding contract or promise of any kind. Other handbooks, 
manuals or other guidelines may be provided by the administration, which may apply to your 
position. District #154 has the right to modify or eliminate the benefits and guidelines described in 
this handbook or any other handbook, manual or any other guidelines at any time, without prior 
notice. District Board Policy Manuals are available in the District Office.  
 
To this end, please read the employee handbook carefully. Feel free to discuss with your 
Principal/Supervisor any questions you may have regarding the information contained in this 
handbook or your employment in general. If you need additional information, you should call the 
Superintendent and or his/her designee. 
 
As a member of District #154, you are an integral and valued part of our continued success. The 
following values are crucial to both our business and work environments therefore we want to stress 
the importance of every employee striving for these values. 
 

• Integrity:  Above all we are committed to integrity in all that we do, always, everywhere. 
 

• Respect:  We respect every individual. We draw strength from equal opportunity and 
diversity, at the same time supporting personal growth and development. We value and we 
all benefit from the inclusive spirit of each individual. 

 

• Teamwork:  Teamwork is the essence of our ability to succeed as a school district. Our 
overriding loyalty is to the good of the whole organization, requiring us to learn from each 
other and to share our skills and resources for the education of the children we serve. 

 

• Professionalism:  In service to the parents, community and children we are committed to 
the highest standards of professionalism, pursuing innovation, deploying imagination, open 
to new ideas and acting decisively and consistently. We are determined to deliver 
outstanding service so that our relationships with our students and parents remain close and 
enduring. 

 
Ultimately the children’s education is the reason we are here and all our efforts need to be centered 
to the goal of what’s best for educating our children. 
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EMPLOYEE CLASSIFICATIONS 
For purposes of clarity, district employees shall be defined as follows: 
 
1.  Regular Full-Time, Twelve (12) Months: Employed at least eight (8) hours per day and forty 

(40) hours per week for a twelve (12) month work year.  
 
2. Regular Full-Time, 180, 200, 220 Day Employee:  Employed for an average of thirty (30) 

hours or more per week for the year (365 days).   
 
3.  Regular Part-Time:  Employed 180 days; employed for an average of less than thirty (30) 

hours per week for the year (365 days). 
 
4.  Part-Time:  Individuals temporarily employed. 
 
Regular Full-Time 
Generally, employees who are scheduled to work 30 hours per week or more are considered by the 
District to be regular full-time employees; anything less is part-time. Regular full-time employees are 
paid on an hourly basis.  Regular full-time employees are eligible to participate in all District benefit 
programs, subject to the terms, conditions and limitations of each program. 
 
Non-exempt employees (as defined by the Fair Labor Standards Act): are required to receive 
overtime pay (1-1/2 times their regular rate of pay) for hours worked in excess of 40 hours in any 
workweek.  
 
Overtime beyond the 40 hour workweek should receive prior approval from the Superintendent 
following a recommendation from the employee’s supervisor. Full-time support staff will receive 
additional compensation/compensatory time for prescheduled overtime work or for work performed 
on a day other than a normal workday, beyond their 40 hours worked that week.  The district 
prefers to use compensatory time (trade time) of 1 ½ hours for each hour that is worked overtime. 
Pay for work will be at the employee’s regular rate until the total number of hours worked reaches 
forty hours (40) for the week. Beyond forty (40) hours will be calculated at a rate of one and one-
half time the individual’s regular hourly rate of pay (daily rate divided by the number of hours per 
day (8) = hourly rate).  Support staff employed by the District for more than one position (example – 
custodian/bus driver) on a permanent basis shall not be approved for a workweek in excess of forty 
hours, and therefore shall not be eligible for the overtime rate of pay.  The official workweek for all 
employees begins at 12:01 a.m. on Sunday and ends at 12:00 midnight the following Saturday. 
 
In emergency cases, if an employee works on a day when they had a prescheduled day off 
(example – vacation, personal day, etc.), the prescheduled day will be cancelled, the employee will 
be paid their normal rate of pay and the day may be rescheduled for a later date.  The District Office 
will need to be informed when this happens.   
 
Exempt employees: (as defined by the Fair Labor Standards Act): are not required to be paid 
overtime under the Fair Labor Standards Act. 
 
Regular Part-Time 
Generally, employees who consistently average less than 30 hours per week for the year (365 
days) are considered by the District to be regular part-time employees. The Superintendent will 
make recommendations to the Board to determine hours based on District needs and budget 
consideration. Part-time employees are paid on an hourly basis.    
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JOB CLASSIFICATIONS 
 
BUSINESS OFFICE 
Administrative Assistant/Treasurer 
Bookkeeper 
Business Manager 
Payroll Administrator 
 
CAFETERIA 
Assistant Cook 
Head Cook 
Kitchen Assistant 
 
FACILITIES 
Custodian 
Facility Operations Supervisor 
Head Groundskeeper 
Assistant Groundskeeper 
Lead Custodian 
Maintenance 
Summer Cleaning Supervisor 
 
PARAPROFESSIONAL 
Assisted Study Hall Coordinator 
Copy Room 
Health Aide 
Job Coach 
Media Assistant 

Pre-School Teacher 
Program Assistant 
Special Program DRS Coordinator 
Translator/Program Assistant 
 
SECRETARIAL 
Administrative Secretary 
Athletic Secretary 
Attendance Secretary 
Special Education Secretary 
Dean’s Assistant 
Registrar/Secretary 
Main Office Secretary 
 
TECHNOLOGY 
Chief Technology Officer 
Network Administrator 
Technology Assistant 
IT Help Desk Supervisor 
 
TRANSPORTATION 
Bus Aide 
Bus Driver 
Bus Mechanic 
Transportation Supervisor 
Transportation Director 

 
REST AND MEAL BREAKS 
Full Time Employees 
Typically, luncheon breaks are 30 minutes. In some cases, employees may be asked to take a 
shorter lunch period because of the nature of the work or heavy work volume. 
 
Additionally, employees may take a 15-minute break, in the morning and in the afternoon. Fifteen 
minute breaks may be combined into one 30-minute break per day.  Breaks should not interrupt the 
smooth operation of your department or division and may not be taken during the first or last 
scheduled hour of the work day, nor be combined with lunch.  Employees may on occasion, be 
asked to take their break at a different time because of unusually heavy workloads. 
 
Your supervisor will determine all rest and meal breaks. 
 
Part Time Employees 
Typically, luncheon breaks are 30 minutes.  You must clock out during lunch breaks. 
15-minute breaks must be onsite and are paid (you do not need to punch out). 
 

• If you are working 4 to 5 hours 59 minutes you may receive a 15 minute paid break. 

• If you are working 6 to 7 hours 29 minutes you may receive a 15 minute paid break and an 
optional 30 minute unpaid lunch (Supervisor Approved). 
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• If working 7 ½ hours or more you will receive two 15 minute paid breaks and a required 30 
minute unpaid lunch. 

 
Lactation Policy 
We will accommodate employees who desire to express breast milk during working hours by 
providing a reasonable amount of break time to be used for this purpose.  In the event that an 
employee requires additional time other than the scheduled rest or meal periods, additional unpaid 
time off will be provided for this purpose. 
 
Smoking Policy 
The Smoke-free Illinois Act prohibits smoking in virtually all public places and workplaces.   
Employees may not smoke or use tobacco products on school property or at school events. No 
additional breaks beyond those indicated above may be taken for the purpose of using tobacco. 
Please dispose of any litter appropriately. 

 
ATTENDANCE AND TARDINESS 
You are a critical part of our educational system and we cannot function unless you are here to 
serve our students. Therefore, we must be able to count on you to be at work when you are 
scheduled to be, and to be at work on time, and to stay until the end of your shift. If you must be 
absent or late, you are required to call your Supervisor or the Payroll Administrator as soon as 
possible before your starting time. Please do not deviate from your scheduled hours unless you 
have prior approval from your supervisor. Timecard employees must have their supervisor’s 
signature on timecards.  
 
Please note that a permanent record of your attendance is maintained and may be reviewed by 
your Supervisor or any Administrator. Excessive absences, tardiness, and/or leaving early could 
result in disciplinary actions including termination of your employment.  
 
Absenteeism 
Generally, the District may request for a signed doctor’s note after three consecutive days or five 
incidents of absences. Employees unable to produce a medical reason for excessive absenteeism 
may be subject to progressive discipline. Excessive absences will also be addressed in the 
employee’s performance evaluation. 
 
Late Arrival/Early Departure 
If an employee is going to be late for work he or she should call their Supervisor or the Payroll 
Administrator to advise on the expected arrival time. If the employee needs to leave before the end 
of the shift, he or she must receive approval from their Supervisor in advance. 
 
Emergency Days 
On emergency days your supervisor may require your attendance at work to facilitate the continued 
operation and maintenance of facilities and property, or to meet scheduling needs.  Time and a half 
will be paid for hours worked on emergency days and “additionally granted days off” only if the 
employee’s regularly scheduled hours are worked for the remainder of the week. Should your 
presence be required by your supervisor on a holiday (except Casimir Pulaski Day floating holidays) 
double time will be paid. 
 
eLearning Days 
Upon the request of your supervisor, you may be required to work on eLearning days (plowing, 
payroll, bills, board packet, etc.). If this occurs, then you will be granted proportional flex hours that 
must be used during the same week.  
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Sick Leave 
All first year full-time employees who work six hours a day, five days per week, shall be entitled to 
one day of sick leave after completing one calendar month of employment.  An additional day of 
sick leave shall be added for each full calendar month of employment until the completion of the 
tenth full calendar month of employment. Three (3) sick days per year may be used as personal 
days; personal days are non-accumulative.  The decision to grant a personal leave shall rest with 
the Superintendent.  All personal leaves must be requested as soon as possible and at least 
twenty-four hours before the absence is to begin, except in extreme emergencies.  Sick days are to 
be used for purposes of illnesses or for medical reasons pertaining to the immediate family as well 
as birth, adoption or placement for adoption. Immediate family shall be inclusive of the following:  
self, spouse, domestic partner, siblings, spouse’s or domestic partner’s siblings, children, 
stepchildren, parents, grandparents and parental in-laws.  Sick days may be used for loss of 
immediate family members to attend or to make arrangements for appropriate services.  In the 
event of an extended illness, the district may require proof of a current physical exam by a 
physician of their choice.  Domestic Partner shall be defined as in Exhibit F – Blue Cross Blue 
Shield definition. 
 
All ESP full-time employees shall be entitled to: 
  
A. Ten (10) sick days per year for the first 5 years. 
 
B. Starting the sixth year a full time employee will be eligible for fifteen (15) sick days per year. 
 
C.  After twenty-five years of continuous service a full time employee will receive twenty (20) 

sick days per year. 
 
D. Sick days shall accumulate to a maximum of two hundred and forty (240) days or the 

number of days worked in their contract year.  Three (3) sick days per year may be used as 
personal days; personal days are non-accumulative. 

 
E. Employees who use more sick days than accumulated prior to termination within a school 

year shall have the wages for the unearned sick days deducted from remaining salary or 
reimburse the District for overpayment of wages. 

 
Eligible employees may use unpaid family and medical leave, guaranteed by the Federal Family 
and Medical Leave Act, for up to a combined total of 12 workweeks in a 12-month period measured 
backward from the date an eligible employee uses any FMLA lease.  Employees are required to 
use any accrued paid time off towards their FMLA leave.  District #154 will follow all FMLA laws. 
 
When you return to work following an absence of three or more consecutive days related to an 
illness, the District may require a doctor’s release or other confirmation of treatment from your 
health care provider. 
 
If you fail to report to work for two consecutive working days without notifying your Supervisor, this 
will be considered job abandonment, and may lead to suspension and/or recommendation to the 
Board of Education for termination.  
 
Part-time employees who work less than 600 hours are not entitled to sick leave with pay.  Part-
time employees who work more than 600 hours per year will receive a prorated number of sick days 
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based on number of days worked (i.e. if employee works three days per week then employee 
receives 60% of sick days granted per length of service).  
 
Catastrophic Sick Bank 
The Marengo Education Association (MEA) shall manage the sick bank and report all action to the 
Superintendent to be recorded in each employee’s personnel file.  The MEA shall be solely 
responsible for determining which employees may receive sick bank benefits. 
 
At the beginning of each year each bargaining unit member may designate one (1) sick day to be 
used in a sick bank.  The sick bank will be audited annually (more often if necessary) by a 
representative of the MEA and the results will be reported to the Board of Education for verification 
of the number of days available.  The MEA will defend and indemnify the Board of Education 
members of the administration in any action brought as a result of the administration of the sick 
bank. 
 
The sick bank will follow these procedures: 
 
(a) A member may not use the sick bank during his/her first year of contribution. 
 
(b) New members must contribute for three (3) years. 
 
(c) A member may use days from the sick bank only after all of his/her accumulated sick days 
have been used. 
 
(d) A member may use two (2) days from the bank for every year of participation in the sick 
bank with a maximum of twenty-five (25) work days per year. 
 
(e) A member may then use up to fifteen (15) additional sick bank days with a catastrophic 
illness or injury, but never to exceed twenty-five (25) in total per year. An individual may never use 
more than 100 days in total. Any day used under section (e), days will be repaid to the sick bank at 
a minimum rate of two sick per year. 
 
(f) Once a member contributes to the sick bank he/she must contribute as required in letter “h” 
below in order to use the bank.  If a member fails to contribute, all personally donated days will be 
counted as days used by the member and therefore lost, and may not rejoin the sick bank. 
 
(g) A member leaving the district may not add or withdraw sick bank days or count any of the 
donated days for retirement credit. 
 
(h) When the number of days drop below two times the current membership of the sick bank 
each member will contribute (1) sick day at the beginning of the next school year. 
 
(i) Part time employees sick bank member days will be prorated equal to employment status. 
 
Vacation Policy 
Twelve-month full-time employees shall be eligible for paid vacation days according to the following 
schedule: 

Length of Employment 
Monthly 

Accumulation 

Maximum Vacation 
Leave Earned Per 

Year 
From: To:   
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Beginning of year 2 End of year 8 0.83 Days 10 Days per year 
Beginning of year 9 End of year 20 1.25 Days 15 Days per year 
Beginning of year 21 Subsequent 

years  
1 day per year, 

maximum 5 days 
20 Days per year 

 
The Superintendent will determine the procedure for requesting vacation.  The final decision to 
grant vacation days shall rest with the Superintendent.  All vacation days must be requested as 
soon as possible and at least twenty-four hours before the vacation is to begin, except in extreme 
emergencies.   
  
Vacation days earned in one fiscal year must be used by the end of the following fiscal year; they 
do not accumulate. Employees resigning or whose employment is terminated are entitled to the 
monetary equivalent of all earned vacation.  
 
Holidays  
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, twelve-month District employees will 
be paid for, but will not be required to work on: 
    New Year’s Day Independence Day 

Martin Luther King Jr.’s Birthday Labor Day 
President’s Day Columbus Day 
Casimir Pulaski’s Birthday (floating) Veteran’s Day (when it falls on Mon-Fri - floating) 

     Non Student Attendance Day on Good Friday Thanksgiving Day 
Memorial Day Christmas Day 
Juneteenth National Freedom Day (when 

it falls on Mon-Fri - floating) 
 

If an above holiday falls on a day a regular part-time employee is scheduled to work but will not be 
required to work, they will paid equivalent to their regular hours. 
 
Jury Duty 
District #154 considers jury duty a privilege and obligation of every good citizen. You will be 
excused from work for the hours required for jury duty service. You will also receive your full salary 
in addition to jury pay provided to you. The following are the necessary steps to be taken:  
 

• Notify your Principal/Supervisor of the jury summons on the first working day after you 
receive it; and 

• Give your Principal/Supervisor your release form once jury duty is over. Also, remember to 
indicate jury service time on your absence request form. 

 
Victims’ Economic Security and Safety Act (VESSA) 
VESSA provides up to twelve (12) weeks of unpaid leave in any 12-month period to a qualified 
employee who is the victim of domestic or sexual violence or who has a family or household 
member who is the victim of domestic or sexual violence, providing the employee is not the 
perpetrator. 
 
The leave may be taken for the following purposes: 
 

• Seeking medical attention for or recovery from physical or psychological injuries 

• Obtaining service from a victim services organization 

• Obtaining psychological or other counseling 
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• Participating in safety planning, temporarily or permanently relocating, or taking other 
actions to address safety issues including economic security issues 

 
VESSA leave may run concurrently with sick leave and/or FMLA leave; however an employee who 
exhausts FMLA for non-VESSA reasons is still eligible for VESSA leave. 
 
The employee must provide 48 hours notice for the leave if practical.  VESSA leave may be 
requested on the Staff Absentee Form.  The District may require certification stating why the leave 
is needed.  Health insurance is maintained during VESSA in the same manner as before the leave.   
 
Family and Medical Leave Act (FMLA) 
The District will comply with all federal regulation governing Family Medical Leave (FMLA). 
Employees who have completed at least one year of service with the District and have worked at 
least 1,000 1,250 hours during the previous 12-month period are eligible for up to 12 weeks of 
unpaid leave per 12 month period under the Family and Medical Leave Act for any one or more of 
the following reasons:  
 

• To care for a child born to the employee or placed with the employee for adoption or foster 
care within 12 months after the birth or placement. 
 

• Because of a serious health condition that makes the employee unable to perform the 
essential functions of the employee’s position; or 
 

• To care for the employee’s spouse, son/daughter (minor or incapable of self-care), or parent 
who has a serious health condition which requires attendance by the employee. 

 
An eligible employee may take FMLA leave for up to a combined total of 12 weeks each 
12-month period, beginning September 1 and ending August 31 of the next year.  
 
Military Reserve or National Guard 
If you belong to a Military Reserve or National Guard unit of a branch of the United States Armed 
Forces, your obligation may include a 10-day paid training period.   As soon as you know the date 
of this training, notify your Supervisor and District Administrators. If you need to be away for longer 
than the 10 days that the District provides, you may use your available vacation time.  
 
Military Active Duty 
Should you be called to active military duty in a branch of the United Stated Armed Forces, please 
notify your Supervisor and the Personnel Administrator immediately. Before your leave begins, you 
will be paid for any vacation you have earned but not taken. Employees who are on active military 
duty in a branch of the United States Armed Services will continue accruing retirement benefits. 
 
Any certified or non-certified employee who is a member of any reserve component of the United 
States armed services who is mobilized to active military duty on or after August 1, 1990, will 
receive the same regular compensation and health insurance or other benefits the employee was 
receiving at the time of the call minus the amount of the employee’s base pay for military service for 
the duration of the active military service. 
 
There is no statutory obligation to pay employees who are called to active service under other 
circumstances. Such employees may avail themselves of paid or unpaid leave provisions in a 
relevant Professional Negotiation Agreement or policy. Wages and leave provisions applicable to 
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persons called to active service are mandatory subjects of bargaining and if the provisions of a 
relevant Professional Negotiation Agreement are more generous, the Professional Negotiation 
Agreement controls.  
 
 38 U.S.C. 4321 
 20 F.F.R. 1002.181 et. seq. 
 105 ILCS 5/10-20.7b  
 
Family Military Leave 
The Illinois Family Military Leave Act entitles eligible employees, who are the spouses or parents of 
a person called to state or federal military service lasting longer than 30 days, to take up to 30 days 
of unpaid, job protected leave during any twelve (12) month period when the federal or state 
deployment orders are in effect.   
 
To be eligible for Family Military Leave, you 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.  You are not entitled to Family Military Leave unless you have exhausted all accrued 
vacation leave, personal leave and any other leave to which you are entitled, except sick leave.  In 
addition, if you request Family Military Leave, the District will require you to provide certification by 
the proper military authority that verifies your eligibility for Family Military Leave. 
 
You must give 14 days’ notice of the need for Family Military Leave if the leave will consist of 5 or 
more consecutive days’ duration.  If you request Family Military Leave for less than 5 consecutive 
days, you must provide as much advance notice as is practicable.  During any Family Military 
Leave, you shall be eligible to continue your benefits at your own expense.  
 
Upon your return to work at the District, you will be restored to your prior position or to an equivalent 
position with equivalent employment benefits and pay.  
  
Leaves of Absence   
See IL School Code 105 ILCS 5/24-6.1 
 
In special situation leaves of absence may be granted to full-time or part-time employees at the 
discretion of Superintendent of Schools, as approved by the Board of Education. 
 
All personal leaves of absence will be without pay, and are available only to those employees with a 
minimum of one year of service. An employee must use any earned vacation or other time off prior 
to beginning a personal leave. Further, benefits, including accrual of paid time off, will not remain in 
force during a personal leave. If an employee desires to continue insurance coverage during a 
personal leave, they will be required to convert to COBRA coverage. 
 
School Visitation Leave 
Employees are eligible for up to eight (8) hours of unpaid leave per school year to attend school 
conferences or special classroom activities that cannot be scheduled during non-work hours. 
School activities do not include extracurricular activities, such as school sporting events, fund-
raisers, etc. No more than four of the eight hours of leave may be taken on any one day. 
 
Eligible employees must: 
 

• Have worked an average of at least 20 hours per week during the six month period 
immediately preceding the leave request; and 
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• Have exhausted all accrued vacation days, personal and compensatory time prior to 
requesting a leave. 

 
An employee requesting a leave must provide a written request to his/her Supervisor at least seven 
days in advance. In an emergency situation such as school disciplinary matters, only 24 hours 
notice is required. Employee are required to submit written documentation within two working days 
of the leave, the leave will be treated as an unexcused absence.  
 
Request for leaves can be denied if it would result in more than 5% of the staff in the area being 
absent due to school leave.  
 
EDUCATIONAL REIMBURSEMENT PROGRAM 
District #154 offers full-time employees a valuable benefit and opportunity to continue their 
education and receive reimbursement. The following guidelines outline the parameters: 
 

• To provide employees with the education and training needed to offer efficient and 
professional service to students 

• Enables District #154 to attract and retain talented and motivated full-time employees 

• Fulfill the District’s need for specially educated or trained employees in certain positions  

• Develop employees for promotion 
 
Employees receiving course approval should be advised that the District does not guarantee 
promotions, transfers or salary increases as a result of participation in this program. Job 
performance and demonstrated potential for positions of increased responsibility, as well as the 
availability of such positions, will continue to be a major determinant in these decisions.  
 
Covered Expenses 
Educational reimbursement is provided for tuition and the cost of one book at an accredited Illinois 
educational institution. The cost of miscellaneous fees/charges (i.e. registration fees, lab fees) paid 
in connection with the course are not covered under the program. Fees for educational entrance 
exams are not covered under the program. 
  

• Employees will be reimbursed for up to three credits in any one term or semester at the per 
credit rate negotiated in the teacher’s negotiated contract. 

 
Eligibility Criteria 
Participation in the Employee Educational Reimbursement Program requires that the employee: 
 

• Must be a full-time, non-temporary employee on active status 

• Must have one (1) full year of continuous service prior to submission of the reimbursement 
request 

• Must have satisfactory performance in current position 

• Must receive a grade of “C” or better, an equivalent numerical grade or “Pass” in a Pass/Fail 
system 

• Is employed by the District from the first to the last day of the course(s). 

 
HEALTH BENEFITS 
Medical 
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Marengo Community High School District #154 offers a high deductable HSA medical plan. The 
district will contribute to each employee’s HSA per the teacher’s negotiated contract.  You must 
open a Health Savings Account at a bank of your choice so the contributions from the district may 
be deposited into your account. You may waive this coverage. 
 
Eligibility 
In general, full-time employees are eligible for coverage on the first day of the month after the first 
day of employment. You may choose to cover your eligible dependents through the same medical 
option under which you are covered. Eligible dependents are your spouse and your unmarried 
children to the age of 26. 
  
HSA 
The deductibles for the HSA are as follows: 
            Single                                      $2500 
            Employee with spouse            $5000 
            Employee with children           $5000 
            Family                                     $5000 
  
***THESE DEDUCTIBLES ARE SUBJECT TO CHANGE*** 
 
You will receive COBRA information by mail within 60 days of your termination date. 
  
 Dental Plan 

Dental coverage is offered to full-time employees and their dependants.  Refer to Dental Plan 
document for benefit provisions. 
 
Life and Accidental Death & Dismemberment Plans 
District #154 also offers full-time employees, at no cost, Life and Accidental Death and 
Dismemberment coverage to help protect your family’s financial future if you die or become 
dismembered. Coverage provided includes Basic Term Life and Accidental Death and 
Dismemberment. Optional Supplemental Life Insurance is also available to employees, including 
coverage for spouse and/or child, at the employee’s expense. 
 
 
CONSOLIDATED OMNIBUS BUDGET RECONCILIATION ACT (COBRA) 
In the event that your employment terminates, whether voluntary or involuntary, you will be offered, 
in accordance with COBRA, the opportunity to continue on the District provided health insurance 
coverage at your own expense, depending on the qualified beneficiaries and the qualifying events 
(circumstances under which you left the District). This coverage may be offered for 18 months (and 
in some cases, up to 36 months) if you retire, resign or are discharged for any reason other than 
gross misconduct. 
 
ILLINOIS MUNICIPAL RETIREMENT FUND – IMRF 
The District’s defined benefit pension plan, Illinois Municipal Retirement Plan (IMRF), provides 
retirement benefits to employees who are in an IMRF-covered position that is expected to exceed 
600 work hours per year.  
 
Employees participating in IMRF are required to contribute 4.50 percent of their annual covered 
salary. The employee rate is established by State Statute. The District is required to contribute at an 
actuarially determined rate. The Illinois Pension Code outlines the benefit provisions of IMRF. 
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Optional retirement savings opportunities are available through 403B tax-deferred annuity plans. 
The District allows investments through their Third Party Administrator (at their expense). A list of 
approved vendors may be obtained in the District Office.   

 
RETIREMENT ENHANCEMENT OPTION 
This enhancement is available only for eligible ESP who submit their irrevocable retirement notice 
in writing as follows: 1) by June 1st of the year prior to the last year of employment to be eligible for 
the one-year salary enhancement, 2) by June 1st prior to the first year of the last two years of 
employment preceding retirement to receive a two-year salary enhancement, 3) by June 1st prior to 
the first year of the last three years of employment preceding retirement to receive a three-year 
salary enhancement, and 4) by June 1st prior to the first year of the last four years of employment 
preceding retirement to receive a four-year salary enhancement. 

 
Eligible employees are those ESP who will be at least FIFTY-FIVE (55) years of age and have at 
least 15 years of full-time consecutive service in IMRF with Marengo Community High School on 
their retirement date.  If an eligible employee provides the required notice as stated above, the 
employee will receive a 6% pay increase each year for a maximum of 4 years. The employee’s 
notice of retirement must state the employee will retire on June 30 of the retirement year. The 
employee shall receive the annual board approved increase on July 1 and shall receive the 
remaining balance of the 6% increase as an addition to their final paycheck at the end of each fiscal 
year.  The notice must be in writing and is irrevocable. 
 
ESP staff may revoke his/her election to retire only in the case of death or total disability of a 
member of the immediate family or at the discretion of the Superintendent. 
 
*A cap of 6% on any employee who is in the retirement pipeline (an employee who has put in notice 
of intent to retire). Any increase they would have received that was greater than 6% will be paid in 
one lump sum in the October following retirement. 
 
STAFF DRESS GUIDELINES 
All staff of District 154 serve as role models for the students with whom they work.  Consistent with 
these roles, staff will dress in a manner that is appropriate, professional, and non-disruptive in light 
of their job duties and the impressionable youth they serve.  In general, clothing must be neat, well 
fitting and casual-professional attire.   Your attire helps to portray a level of professionalism 
necessary to maintain the respect of staff, students, and parents.  It is recognized that under certain 
circumstances (physical education, career or technical education classes) specific types of attire 
are necessary.   
 

• Safe footwear shall be worn at all times. 

• Coats intended as outdoor articles of clothing shall not be worn. 

• Hats, bandanas, other headgear, and sunglasses are not to be worn in the building. 

• Undergarments are not to be seen. 

• Intentionally altered clothing, unbuttoned or unzipped attire, and ill-fitted garments are not 
acceptable.  Shirts/tops and all dresses may not expose the midriff, back, or cleavage when 
sitting or standing. 

• Dresses, skirts and similar clothing must be of appropriate length. 

• Items considered sleepwear or lounging pants shall not be worn.   

• Clothing shall be free of distracting embellishments. 

• No tank tops or tube tops are permitted.   

• All clothing should be clean and in good condition. 
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Exceptions may be made for special days such as “school spirit days” designated by an 
administrator.   All final decisions regarding the appropriateness of dress by staff will be at the 
discretion of the principal or his/her designee.   
 
The district will purchase and provide custodial staff with jackets and shirts.  In addition, the district will 
reimburse custodial staff up to $125 per year for the purchase of pants.  Employee must turn in itemized 
receipts prior to reimbursement.  An employee who completes less than six (6) months of service after the 
district renders payment for clothing, training, and/or training materials will reimburse the district 100% of 
the total cost. 
 
YOUR PERSONNEL FILE 
District #154 maintains a personnel file for each employee. Your personnel file includes information 
relating to your hiring, training, performance, salary increases and other changes in your status. 
 
Your personnel file is the property of District #154. The information contained in your personnel file 
is generally treated by the District as “confidential” and as such, access to your personnel file is 
restricted. Generally, only administrators and other personnel who have legitimate business 
reasons to review information contained in your personnel file will be granted access. Of course, 
personnel files are also subject to review by federal, state and local regulatory agencies. 
 
You may review your own personnel file by making a written request to the Superintendent or 
his/her designee. The Superintendent or his/her designee will then contact you to arrange a 
mutually convenient time to review your personnel file. 
 
Errors found in personnel documents should be brought to the attention of the Superintendent or 
his/her designee. If you disagree with information contained in the personnel record, a written 
statement explaining your position may be submitted to the Superintendent or his/her designee, and 
will become a part of your personnel file. All employees are permitted to have copies when a 
request is made in writing. 
 
It is important that the information contained in your personnel file is current and accurate. As such, 
you must provide your Supervisor with up-to-date information regarding the following: 
 

• Name, current home address and telephone number 

• Emergency contact information 

• Military status (if applicable) 
 
Changing Address/Phone Number 
Employees should contact the District Office directly regarding all changes that might affect their 
benefits, payroll withholding or personnel record, including change in beneficiary, birth of a 
dependent, and educational degrees. 
 
It is your responsibility to inform the administrators of any changes in the above information. To 
change your home address, please complete a change of address form and send to the District 
Office. 
 
References 
It is the District’s hiring procedure to check the employment references and other qualifications of 
applicants when a job offer is made. When unusual circumstances make these impossible, offers of 
employment may be made contingent upon satisfactory reference checks. Documentation relating 
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to all reference checks is maintained in your personnel file. Falsification of any information 
constitutes grounds for immediate termination. Under no circumstances should an employee 
release any information about any past or present employee without administrative approval. 
 
Background Checks and Other Security Measures 
For security purposes and as required by the School Code, all employees of the District must 
undergo a background check. Information obtained from background checks are forwarded directly 
to the Office of the Superintendent. The District uses a third party vendor to conduct background 
checks on all new employees. 
 
Medical Physical Examinations 
The district may require some employees to have a medical physical examination during their 
employment.  The exam is to determine if you are able to perform your job duties.  If a medical 
physical examination is required, you can choose your own Certified Doctor and be reimbursed up 
to $100 (proof of medical exam visit and paid invoice must be submitted to receive reimbursement) 
or use the district’s recommended health care professional (the district will be billed directly in this 
case). it will be performed at the district’s provider and billed directly to the district. Any job offer 
would be contingent upon successful completion of the medical physical exam.  
 
ID/SWIPE CARDS 
To ensure maximum security on District premises, employees are issued an employee identification 
card with their photograph.  Employees are also issued a swipe card to gain access to the building. 
 
If your ID or swipe card is lost or stolen, you must report it immediately to your supervisor and the 
District Office. You should also request a replacement card if your card is damaged or if your name 
changes.  
 
Employees who leave the District must return their ID/access swipe cards at the time of their exit 
interview or on their last day worked. 
 
WAGE ASSIGNMENTS AND DEDUCTIONS 
The District will comply with wage assignments and legally ordered deductions (e.g. child support 
payments), as required by law. The District will withhold deductions from paychecks as it is legally 
obligated. 
 
PAYROLL DEPOSIT 
Employees must have their check directly deposited into a checking or savings account. Having 
your salary directly deposited into your account eliminates the possibility of your check being lost or 
stolen. Instead of receiving a check each payday, you will receive a pay statement identifying your 
earnings for the pay period, deductions made from your gross earnings, benefits received from the 
district, and your net pay for the pay period.  Pay dates are the 15th and 30th of each month. 
Should a pay date fall on a weekend or holiday pay checks will be issued on the workday prior to 
the pay date.   
 
USE OF CREDIT AND PROCUREMENT CARDS (P-CARD) 
(Policy 4:55) 
The Superintendent and employees designated by the Superintendent are authorized to use District 
credit and procurement cards to simplify the acquisition, receipt, and payment of purchases and 
travel expenses incurred on the District’s behalf.  Credit and procurement cards shall only be used 
for those expenses that are for the District’s benefit and serve a valid and proper public purpose; 
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they shall not be used for personal purchases.  Cardholders are responsible for exercising due care 
and judgment and for acting in the District’s best interests. 
 
The Superintendent or designee shall manage the use of District credit and procurement cards by 
employees.  It is the Board’s responsibility, through the audit and approval process, to determine 
whether District credit and procurement card use by the Superintendent is appropriate. 
 
In addition to the other limitations contained in this and other Board policies, District credit and 
procurement cards are governed by the following restrictions:  
 
1. Credit and/or procurement cards may only be used to pay certain job-related expenses or to 

make purchases on behalf of the Board or District or any student activity fund, or for 
purposes that would otherwise be addressed through a conventional revolving fund.  

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

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

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

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

6. All cardholders must sign a statement affirming that they are familiar with this policy.  
7. The Superintendent shall implement a process whereby all purchases using a District credit 

or procurement card are reviewed and approved by someone other than the cardholder or 
someone under the cardholder’s supervision. 

8. Cardholders must submit the original, itemized receipt to document all purchases. 
9. No individual may use a District credit or procurement card to make purchases in a manner 

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

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

 
PERFORMANCE EVALUATION PROCESS 
(Policy 5.320) 
 
The Superintendent is responsible for designing and implementing a program for evaluating the job 
performance of each educational support staff member according to standards contained in Board 
policies as well as in compliance with State law and any applicable collective bargaining agreement. 
The standards for the evaluation program shall include, but not be limited to: 

1. Each employee shall be evaluated annually, preferably before the annual salary review. 
2. The direct supervisor shall provide input. 
3. The employee’s work quality, promptness, attendance, reliability, conduct, judgment, and 

cooperation shall be considered. 
4. The employee shall receive a copy of the annual evaluation. 
5. All evaluations shall comply with State and federal law and any applicable collective 

bargaining agreement. 
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Progressive Discipline 
Any act or failure to act that violates the policies in this handbook along with other handbooks, 
manuals or guidelines which may apply to your position or is otherwise improper, illegal, dangerous 
or inappropriate may be grounds for disciplinary action. Additionally, other handbooks, manuals or 
other guidelines may be provided by your Supervisor, which may apply to your position. 
 
Your employment with the District is “at will.” This means that you and District #154 both have the 
right to end your employment for any reason, at any time, with or without notice. That said, the 
District has initiated progressive disciplinary guidelines, and reserves the sole right to determine 
what behavior violates the District policies. Further, disciplinary action, up to and including 
termination of employment, is at the sole discretion of the District. 
 
Generally, when it is determined that disciplinary action is necessary, the District will apply a policy 
of progressive discipline, but the District is not restricted from following a different course of action, 
if necessary. Progressive discipline generally requires that, when disciplinary action is necessary, 
you may first receive an initial written warning, signed by you and your supervisor, which outlines 
the nature and severity of the policy violation or performance issue. Should a similar violation occur, 
or should performance issues persist, you may be given further written warnings, which again 
details the nature and severity of the policy violation, and indicates that any further violation may 
result in the termination of your employment. 
 
Progressive discipline does not apply, and may not be used, in all situations involving the violation 
of District policies and guidelines. Certain situations may warrant more severe action, up to and 
including immediate termination. Should you have any questions regarding progressive discipline, 

please contact either your building principal or Supervisor. 
 
Misconduct that can result in immediate termination without warning includes, but is not limited to: 
  

• Working while impaired or dysfunctional because of the use of alcohol (level of 0.04 - 
highest driving standard used by the State of Illinois or above), drugs or controlled 
substances. This includes after-hours events on or off District premises. 

• Selling, purchasing, using or possessing illegal drugs on District premises or while on 
District business 

• Misappropriation of District property, including but not limited to cash, negotiable assets, 
credit cards, business expense accounts, pagers, cell phones, computers (including 
hardware, software and licenses that apply) or other District property. 

• Inappropriate use of the District’s intranet/internet site(s). 

• Insubordination. 

• Release of confidential District, student or employee information, public discussion of 
student relationships or District activities, or communication of material, non-public inside 
information. 

• Dishonesty, including but not limited to the falsification of any records. 

• Abusive conduct toward others, including but not limited to fighting, threatening or blatantly 
disrespectful behavior. 

• Willful violation of Equal Employment Opportunity policies, including but not limited to 
sexual, racial ethnic harassment. 

• Willful damage to District, or employee property. 

• Gambling on District premises or through District equipment. 

• Willful violation of District or departmental policies or rules. 
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• Breach of trust. 

• Inappropriate contact with students. 

• Conviction for a crime of dishonesty. 

• Failure to report to work without notifying your supervisor. 

• An additional incident of misconduct or recurrence of unsatisfactory performance of the 
same nature, which occurs after the employee has already completed the disciplinary 
process (initial and final warning). 

• Violation of the standards of conduct. 

• Unsatisfactory criminal background or reference checks. 

• Gross negligence or gross misconduct. 

• Violation of school code and regulations 

• As indicated, this list in not all-inclusive.  
 
JOB POSTING SYSTEM 
Employees are encouraged to apply for internal positions through the Job Posting System.  To be 
considered for a posted position, you must: 
 

• Meet the minimum qualification for the posted job; 

• Have satisfactory performance in your current position 
 
The District personnel administrator will review credentials of applicants who meet these minimum 
requirements and will recommend candidates for an interview with the hiring Principal/Supervisor. 
 
If you decide to apply for a position through the internal Job Posting System (and assuming you are 
fully eligible), please observe the following process: 
 

• Notify your Principal/Supervisor that you are interested. 

• Submit a letter of interest and include a copy of your most recent resume if available to the 
Personnel Administrator 

 
If selected, you may be called to interview with the hiring administrator. It is important to inform your 
current Principal/Supervisor of any hiring decisions as soon as possible. 
 
EMPLOYEE TRANSFERS 
Employees who transfer to a new position should have access to the appropriate training and 
resources needed to learn the functions of the new position. Supervisors should communicate 
performance objectives and expectations clearly to the transferring employee.  However, unlike new 
hires into the District, the transferred employee is not subject to a probationary period. 
 
VOLUNTARY TERMINATION 
If, for any reason, you consider resigning your employment at District #154, we suggest you discuss 
this matter with your Supervisor or the Superintendent.  If after your meeting you decide to resign, 
we request that you give your Supervisor two-weeks advance, written notice. 
 
INVOLUNTARY TERMINATION 
Involuntary termination of your employment may occur, within the discretion of the administration, 
based on work performance, misconduct, failure to adhere to District policy, procedures or 
guidelines, or other circumstances where the administration believes termination is appropriate. 
 
REDUCTION IN FORCE (RIF) 



MCHS DISTRICT 154    June, 2022 
 

21 

 

The District reserves the right to reduce staff when in its judgment the best interests of the District 
are served by such action.  Dismissals will be determined by seniority within an assigned category 
and are based on, but not limited to, lack of work, position elimination, work volume decrease, 
reorganization or downsize of the workforce or the unavailability of a position upon return from an 
extended leave of absence.  Dismissal for reduction in force requires 30 days. 
 
EXIT INTERVIEW 
On or before your last day of work, you may have an exit interview with your administrator. At that 
time, you must turn in any District #154 property in your possession such as your ID/access card. 
You will also be informed of your right to continue medical and dental coverage through the 
Consolidated Omnibus Budget Reconciliation Act (COBRA). 
 
All other District equipment (computers, cell phones, etc.) must be returned to the supervisor or 
District Office on or before the last day of work. 
 
UNUSED ACCRUED VACATION 
Pay for accrued but unused vacation days will be included in your final pay. If you leave the District 
prior to the end of the payroll cycle and receive pay for the entire payroll period those extra days will 
be applied to accrued but unused vacation time. This may not be indicated as vacation time on your 
pay check. 
 

FEDERAL COMPLIANCE POLICIES 
Equal Employment Opportunity and Affirmative Action  
It has been, and will continue to be the policy of District #154 to comply with the concepts and 
practices of Equal Employment Opportunity (EEO) and Affirmative Action. As such, it is the policy of 
District #154 not to discriminate against any person on the basis of race, color, sex, disability, age, 
national origin, creed veteran status, political affiliation or any other characteristic protected by law 
with respect to recruitment, hiring, training, promotion and other terms and conditions of 
employment. Similarly, the District will continue to administer all other personnel matters (such as 
compensation, benefits, transfers, layoffs, District sponsored training, tuition reimbursement, and 
social and recreation programs) in accordance with this policy. 
 
GENERAL PERSONNEL – Equal Employment 
(Policy 5.10) 
 
It is the policy of this District to provide, through a positive Affirmative Action Program, equal 
opportunities for employment, retention, and advancement of all people regardless of race, color, 
creed, national origin, alien age, political affiliation, sex, age, disability, or veteran status.  
Furthermore, it is the goal of this Affirmative Action Program to achieve a racial and ethnic balance 
among district employees that reflects the composition of the total student population of the District. 
 
The purpose of this policy is to accomplish the following: 
 

• To provide all students with an opportunity to relate to and learn with members of various 
racial and ethnic backgrounds and to increase knowledge and enhance intercultural 
understanding. 

• To have adult success models representative of the student body in terms of race, sex, and 
ethnic background. 

• To insure equal opportunities for the employment, promotion, and transfer of all persons. 
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The Board of Education encourages all personnel in the District to assist in the accomplishment of 
this goal through their personal commitment to the concept of equal opportunity for all people 
regardless of race, creed, color, national origin, gender, age, ancestry, marital status, mental or 
physical disability unrelated to ability. 
 
Therefore, the Board of Education establishes a program of Affirmative Action in order to insure that 
all personnel policies relevant to recruitment, employment, and promotions of employees of the 
District will provide equal opportunities for all persons in order to achieve these goals. 
 
The District’s Affirmative Action Program (AAP) is designed to provide guidance with respect to the 
District’s commitment to fully implementing its EEO and affirmative action policy. 
 
Further, it is the policy of the District to comply voluntarily with the concepts and practices of 
affirmative action. 
 
Diversity Vision Statement 
The Board and Administration of District #154 believe in the value of a diverse workforce. 
Embedded in each of our values is recognition of and appreciation for the diverse ethnic, cultural 
and varied perspectives that each employee contributes to the overall success of the district. 
We are committed to ensuring an atmosphere of fair and equitable treatment of every person. We 
know that we can achieve success only when we maintain a workplace atmosphere where all staff 
and students are comfortable and are given the opportunity to do their very best. 
 
We encourage diverse points of view that lead to consensus and contribute to the achievement of 
our goals. The success of our district depends on the success of each employee. We value and 
celebrate our differences. 
 
New Employee Orientation Period 
All new ESP employees of District #154 are subject to a Probation Period of 25 30 calendar days. 
The probation period is an opportunity for new employees to prove their ability to perform the duties 
of the position for which they were hired. During this period, the employee’s work performance is 
carefully evaluated by their Supervisor to determine their suitability for continued employment.  New 
employees will have the opportunity to evaluate the District as well.  If at any time during the 
probation period the employee’s work habits, behavior, attendance or performance is deemed by 
the administration to be unsatisfactory, the Board, upon recommendation from the Superintendent, 
shall have the authority to discharge the employee without cause during that period.   
 
Successful completion of the probation period does not guarantee continued employment for any 
specified period of time, nor does it require that an employee be discharged only “for cause.”  
Nothing in the School Board Policy is intended or should be construed as altering the employment 
at-will relationship. 
 
STANDARDS OF CONDUCT POLICY 
As an employee of the District, you must exercise good judgment in your dealings with the District 
and its constituents (students, parents and community members) consistent with the high degree of 
trust and confidence that is placed in you by the District. The need for the stringent application of 
this principle is heightened by the necessity that the District, in turn, exercises the highest degree of 
ethical conduct in its dealings with its students, parents and community members. This can be 
accomplished only through your individual commitment to the District’s Values: Integrity, Respect, 
Teamwork and Professionalism. 
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The District’s standards of conduct are necessarily strict because they are intended for the benefit 
and protection of the District and its employees. No attempt to delineate guidelines for proper 
conduct can hope to cover every potential situation which may arise during your service with the 
District. Any questions concerning the standards of conduct should be referred to the Board of 
Education, Superintendent or his/her designee. Violations of the standards of conduct policy are 
grounds for disciplinary action, including dismissal. The standards of conduct set forth herein must 
be applied fully and fairly.   
 
Conflicts of Interest 
Employees shall not at any time engage in any non-District employment that would affect their 
usefulness as an employee with the District or would make time and/or energy demands upon them 
which would:  interfere or conflict with the performance of their regular assigned duties; compromise 
or embarrass the District; or adversely affect their employment status or professional standing. 
 
Employees shall not engage in any other employment or in any private business during the hours 
necessary to fulfill appropriate assigned duties. 
 
Ethics and Conflicts of Interest 
No employee of the Board of Education shall engage in, or have direct or indirect financial interest 
in any activity that conflicts, or raises a reasonable question of conflict with their duties and 
responsibilities.  If you discover that you will derive personal gain or benefit from any transaction 
between the District and any individual or firm, you must immediately refer the matter and disclose 
all pertinent facts to the Superintendent or his/her designee. 
 
Employees shall not use any information originating directly from the District concerning students or 
employees, in any type of work in which they may be involved in addition to their school 
employment. 
 
You may not engage in personal activities that conflict with the best interests of the District.  
Persons found to be engaged in activities in conflict with the best interests of the District could be 
subject to disciplinary action.  
 
Disclosure or Use of Confidential Information 
In the normal course of business, employees may be given or may acquire information about the 
District, and its students, which is not available to the general public. This information is confidential 
and may include disciplinary, medical, psychological or other information.  All employees are 
responsible for respecting and maintaining the confidential nature of such information. 
 
The duty to protect the confidential information of the District, its students, and employees includes 
exercising extreme care in how and where District employees discuss, document, and store 
information.  
 
Whether orally or in writing, confidential information may only be disclosed within the District to 
those who need to know the information to perform their job functions. Confidential information may 
not be disclosed outside of the District except for legitimate and legal business purposes.  
 
Solicitation and Distribution 
 (Policy 5.140) 
District employees shall not solicit donations or sales, nor shall they be solicited for donations or 
sales, on school grounds without prior approval from the Superintendent. 
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Solicitation from Outside 
Generally, solicitation by outside organizations and/or individuals for donations from district staff 
and students is not permitted.  Not-for-profit organizations desiring to solicit donations will make an 
annual written request to the Superintendent of Schools for consideration by the Board of 
Education. 
 
Any type of merchandise sale not related to a district function by an outside organization or 
individual is not allowed in the District. 
 
In order to maintain a businesslike work environment, solicitation and distribution by employees 
(other than of the Districts products and services) are not allowed on work time (does not include 
break periods and/or meals times). This applies to any solicitation of employees by other 
employees during any work time. Solicitation may include, but is not limited to, requesting 
contribution (except for District–sponsored charitable efforts), signatures, promoting membership in 
any organization, and purchasing or selling products.  
 
Your Duty to Report Abuses Of The Standard Of Conduct Policy or Other Illegal Or Unethical 
Conduct. 
All employees have a special obligation to advise the District of any suspected abuses of District 
policy and guidelines, including suspected criminal or unethical conduct. If you believe there has 
been any violation of health and safety, environmental, government compliance or any other laws or 
District policies, it is your obligation and duty to make a report to an appropriate individual in the 
District. You may also make reports by contacting the Personnel Administrator, Superintendent, 
Board and/or Regional Superintendent of Schools and you will not be subjected to any form of 
retaliation for reporting suspected abuses. 
 
Investigations of Reported or Suspected Misconduct 
We have a special duty to safeguard the District’s proprietary and confidential information, assets 
and property. In the event of an investigation regarding possible wrongdoing, you must cooperate 
fully.  
 
Information relating to any investigation, including information provided by the employee and their 
participation in the investigation, is considered confidential, and will only be revealed to individuals 
not associated with the investigation on a need to know basis. 
 
POLICY AGAINST DISCRIMINATION AND WORKPLACE HARASSMENT: NON-
DISCRIMINATION 
(Policy 5.10) 

 
The School District shall provide equal employment opportunities to all persons regardless of their 
race; color; creed; religion; national origin; sex; sexual orientation; age; ancestry; marital status; 
arrest record; military status; order of protection status; unfavorable military discharge; citizenship 
status provided the individual is authorized to work in the United States; work authorization status; 
use of lawful products while not at work; being a victim of domestic violence, sexual violence, 
gender violence, or any other crime of violence; genetic information; physical or mental handicap or 
disability, if otherwise able to perform the essential functions of the job with reasonable 
accommodation; pregnancy, childbirth, or related medical conditions; credit history, unless a 
satisfactory credit history is an established bona fide occupational requirement of a particular 
position; conviction record, unless authorized by law; or other legally protected categories. No one 
will be penalized solely for his or her status as a registered qualifying patient or a registered 
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designated caregiver for purposes of the Compassionate Use of Medical Cannabis Program Act, 
410 ILCS 130/.  

Persons who believe they have not received equal employment opportunities should report their 
claims to the Nondiscrimination Coordinator and/or a Complaint Manager for the Uniform Grievance 
Procedure. These individuals are listed below. No employee or applicant will be discriminated or 
retaliated against because he or she: (1) requested, attempted to request, used, or attempted to 
use a reasonable accommodation as allowed by the Illinois Human Rights Act, or (2) initiated a 
complaint, was a witness, supplied information, or otherwise participated in an investigation or 
proceeding involving an alleged violation of this policy or State or federal laws, rules or regulations, 
provided the employee or applicant did not make a knowingly false accusation nor provide 
knowingly false information.  

Administrative Implementation 

The Superintendent shall appoint a Nondiscrimination Coordinator for personnel who shall be 
responsible for coordinating the District’s nondiscrimination efforts. The Nondiscrimination 
Coordinator may be the Superintendent or a Complaint Manager for the Uniform Grievance 
Procedure. The Nondiscrimination Coordinator also serves as the District’s Title IX Coordinator. 

The Superintendent shall insert into this policy the names, office addresses, email addresses, and 
telephone numbers of the District’s current Nondiscrimination Coordinator and Complaint Managers.  

Nondiscrimination Coordinator: 

Julie Amendt  

Name 
110 Franks Road 

 

Address 
Marengo, IL  60152 

 

815-568-6511  

Telephone  
Complaint Managers: 

Julie Amendt  David Engelbrecht 

Name 
110 Franks Road 

 Name 
110 Franks Road 

Address 
Marengo, IL  60152 

 Address 
Marengo, IL  60152 

815-568-6511  815-568-6511 

Telephone  Telephone 

The Superintendent shall also use reasonable measures to inform staff members and applicants 
that the District is an equal opportunity employer, such as, by posting required notices and including 
this policy in the appropriate handbooks.  

Minority Recruitment  

The District will attempt to recruit and hire minority employees. The implementation of this policy 
may include advertising openings in minority publications, participating in minority job fairs, and 
recruiting at colleges and universities with significant minority enrollments. This policy, however, 
does not require or permit the District to give preferential treatment or special rights based on a 
protected status without evidence of past discrimination. 
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SEXUAL HARASSMENT 
(Policy 5.20) 

Workplace Harassment Prohibited  

The School District expects the workplace environment to be productive, respectful, and free of 
unlawful discrimination, including harassment. District employees shall not engage in harassment or 
abusive conduct on the basis of an individual’s actual or perceived race, color, religion, national 
origin, ancestry, sex, sexual orientation, age, citizenship status, work authorization status, disability, 
pregnancy, marital status, order of protection status, military status, or unfavorable discharge from 
military service, nor shall they engage in harassment or abusive conduct on the basis of an 
individual’s other protected status identified in Board policy 5:10, Equal Employment Opportunity 
and Minority Recruitment. Harassment of students, including, but not limited to, sexual harassment, 
is prohibited by Board policies 2:260, Uniform Grievance Procedure; 2:265, Title IX Sexual 
Harassment Grievance Procedure; 7:20, Harassment of Students Prohibited; 7:180, Prevention of 
and Response to Bullying, Intimidation, and Harassment; and 7:185, Teen Dating Violence 
Prohibited. 
 

The District will take remedial and corrective action to address unlawful workplace harassment, 
including sexual harassment. 

 

Sexual Harassment Prohibited  

The District shall provide a workplace environment free of verbal, physical, or other conduct or 
communications constituting harassment on the basis of sex as defined and otherwise prohibited by 
State and federal law. The District provides annual sexual harassment prevention training in 
accordance with State law.  

District employees shall not make unwelcome sexual advances or request sexual favors or engage 
in any unwelcome conduct of a sexual nature 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 for employment decisions affecting 
such individual; or (3) such conduct has the purpose or effect of substantially interfering with an 
individual’s work performance or creating an intimidating, hostile, or offensive working environment. 
Sexual harassment prohibited by this policy includes, but is not limited to, verbal, physical, or other 
conduct.  The terms intimidating, hostile, or offensive include, but are not limited to, conduct that 
has the effect of humiliation, embarrassment, or discomfort. Sexual harassment will be evaluated in 
light of all the circumstances. 

 

Making a Report or Complaint 

Employees and nonemployees (persons who are not otherwise employees and are directly 
performing services for the District pursuant to a contract with the District, including contractors, and 
consultants) are encouraged to promptly report information regarding violations of this policy. 
Individuals may choose to report to a person of the individual’s same gender. Every effort should be 
made to file such reports or complaints as soon as possible, while facts are known and potential 
witnesses are available. 
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Aggrieved individuals, if they feel comfortable doing so, should directly inform the person engaging 
in the harassing conduct or communication that such conduct or communication is offensive and 
must stop. 
 
Whom to Contact with a Report or Complaint  
An employee should report claims of harassment, including making a confidential report, to any of 
the following: his/her immediate supervisor, the Building Principal, an administrator, the 
Nondiscrimination Coordinator, and/or a Complaint Manager.  
 
Employee may also report claims using Board policy 2:260, Uniform Grievance Procedure. If a 
claim is reported using Board policy 2:260, then the Complaint Manager shall process and review 
the claim according to that policy, in addition to any response required by this policy. 
The Superintendent shall insert into this policy the names, office addresses, email addresses, and 
telephone numbers of the District’s current Nondiscrimination Coordinator and Complaint 
Managers. The Nondiscrimination Coordinator also serves as the District’s Title IX Coordinator.  
 
Nondiscrimination Coordinator: 

Julie Amendt  

Name 
110 Franks Road 

 

Address 
Marengo, IL  60152 

 

815-568-6511  

Telephone  
 
Complaint Managers: 

David Engelbrecht  Julie Amendt 

Name 
110 Franks Road 

 Name 
110 Franks Road 

Address 
Marengo, IL  60152 

 Address 
Marengo, IL  60152 

815-568-6511  815-568-6511 

Telephone  Telephone 
 
Investigation Process 
Any District employee who receives a report or complaint of harassment must promptly forward the 
report or complaint to the Nondiscrimination Coordinator or a Complaint Manager. Any employee 
who fails to promptly forward a report or complaint may be disciplined, up to and including 
discharge. 
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Reports and complaints of harassment will be confidential to the greatest extent practicable, subject 
to the District’s duty to investigate and maintain a workplace environment that is productive, 
respectful, and free of unlawful discrimination, including harassment. 
 
For any report or complaint alleging sexual harassment that, if true, would implicate Title IX of the 
Education Amendments of 1972 (20 U.S.C. §1681 et seq.), the Nondiscrimination Coordinator or 
designee shall consider whether action under policy 2:265, Title IX Sexual Harassment Grievance 
Procedure, should be initiated. 
 
For any other alleged workplace harassment that does not require action under policy 2:265, Title 
IX Sexual Harassment Grievance Procedure, the Nondiscrimination Coordinator or a Complaint 
Manager or designee shall consider whether an investigation under policy 2:260, Uniform 
Grievance Procedure, and/or 5:120, Employee Ethics; Conduct, and Conflict of Interest, should be 
initiated, regardless of whether a written report or complaint is filed. 
 
Reports That Involve Alleged Incidents of Sexual Abuse of a Child by School Personnel  
An alleged incident of sexual abuse is an incident of sexual abuse of a child, as defined in 720 ILCS 
5/11-9.1A(b), that is alleged to have been perpetrated by school personnel, including a school 
vendor or volunteer, that occurred: on school grounds during a school activity; or outside of school 
grounds or not during a school activity. 
 
Any complaint alleging an incident of sexual abuse shall be processed and reviewed according to 
policy 5:90, Abused and Neglected Child Reporting. In addition to reporting the suspected abuse, 
the complaint shall also be processed under policy 2:265, Title IX Sexual Harassment Grievance 
Procedure, or policy 2:260, Uniform Grievance Procedure. 
 
Enforcement  
A violation of this policy by an employee may result in discipline, up to and including discharge. A 
violation of this policy by a third party will be addressed in accordance with the authority of the 
Board in the context of the relationship of the third party to the District, e.g., vendor, parent, invitee, 
etc. Any person making a knowingly false accusation regarding harassment will likewise be subject 
to disciplinary action, which for an employee that may be up to and including discharge.  
Retaliation Prohibited 
An employee’s employment, compensation, or work assignment shall not be adversely affected by 
complaining or providing information about harassment. Retaliation against employees for bringing 
complaints or providing information about harassment is prohibited (see Board policy 2:260, 
Uniform Grievance Procedure), and depending upon the law governing the complaint, whistleblower 
protection may be available under the State Officials and Employees Ethics Act (5 ILCS 430/), the 
Whistleblower Act (740 ILCS 174/), and the Ill. Human Rights Act (775 ILCS 5/).  
 
An employee should report allegations of retaliation to his/her immediate supervisor, the Building 
Principal, an administrator, the Nondiscrimination Coordinator, and/or a Complaint Manager. 
Employees who retaliate against others for reporting or complaining of violations of this policy or for 
participating in the reporting or complaint process will be subject to disciplinary action, up to and 
including discharge. 
 
Recourse to State and Federal Fair Employment Practice Agencies  
The District encourages all employees who have information regarding violations of this policy to 
report the information pursuant to this policy. The following government agencies are available to 
assist employees: The Ill. Dept. of Human Rights and the U.S. Equal Employment Opportunity 
Commission. 
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The Superintendent shall also use reasonable measures to inform staff members, applicants, and 
nonemployees of this policy, which shall include posting on the District website and/or making this 
policy available in the District’s administrative office, and including this policy in the appropriate 
handbooks.  

 
SUBSTANCE ABUSE 
Drug- and Alcohol-Free Workplace; E-Cigarette, Tobacco, and Cannabis Prohibition  
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 or being on call for the District:  

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

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

3. Distribution, consumption, possession, use, or being impaired by or under the influence of 
cannabis; being present on District premises or while performing work for the District when 
impaired by or under the influence of cannabis, regardless of when and/or where the use 
occurred, unless distribution, possession, and/or use is by a school nurse or school 
administrator pursuant to Ashley’s Law, 105 ILCS 5/22-33. The District considers employees 
impaired by or under the influence of cannabis when there is a good faith belief that an 
employee manifests specific articulable symptoms while working that decrease or lessen the 
employee’s performance of the duties or tasks of the employee’s job position. 
 

Upon the Superintendent or designee’s reasonable suspicion of an employee’s violation of any of 
the prohibited activities stated above, the Superintendent or designee may direct the employee to 
undergo a drug and/or alcohol test to corroborate or refute the alleged violation. State law protects 
the District from liability when it takes actions pursuant to a reasonable workplace drug policy, 
including but not limited to subjecting an employee or applicant to reasonable drug and alcohol 
testing, reasonable and nondiscriminatory random drug testing, discipline, termination of 
employment, or withdrawal of a job offer due to a failure of a drug test.  
 
For purposes of this policy, a controlled substance means a substance that is: 

1. Not legally obtainable, 
2. Being used in a manner different than prescribed, 
3. Legally obtainable, but has not been legally obtained, or 
4. Referenced in federal or State controlled substance acts. 

 
For purposes of this policy, District premises means workplace as defined in the Cannabis 
Regulation and Tax Act (CRTA) in addition to District and school buildings, grounds, and parking 
areas; vehicles used for school purposes; and any location used for a School Board meeting, 
school athletic event, or other school-sponsored or school-sanctioned events or activities. School 
grounds means the real property comprising any school, any conveyance used to transport 
students to school or a school-related activity, and any public way within 1,000 feet of any school 
ground, designated school bus stops where students are waiting for the school bus, and school-
sponsored or school-sanctioned events or activities. “Vehicles used for school purposes” means 
school buses or other school vehicles. 
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As a condition of employment, each employee shall: 
1. Abide by the terms of this Board policy respecting a drug- and alcohol-free workplace; and 
2. Notify his or her supervisor of his or her conviction under any criminal drug statute for a 

violation occurring on the District premises or while performing work for the District, no later 
than five calendar days after such a conviction. 
 

Unless otherwise prohibited by this policy, prescription and over-the-counter medications are not 
prohibited when taken in standard dosages and/or according to prescriptions from the employee’s 
licensed health care provider, provided that an employee’s work performance is not impaired. 
To make employees aware of the dangers of drug and alcohol abuse, the Superintendent or 
designee shall perform each of the following:  

1. Provide each employee with a copy of this policy. 
2. Post notice of this policy in a place where other information for employees is posted.  
3. Make available materials from local, State, and national anti-drug and alcohol-abuse 

organizations. 
4. Enlist the aid of community and State agencies with drug and alcohol informational and 

rehabilitation programs to provide information to District employees. 
5. Establish a drug-free awareness program to inform employees about: 

a. The dangers of drug abuse in the workplace, 
b. Available drug and alcohol counseling, rehabilitation, re-entry, and any employee 

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

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

E-Cigarette, Tobacco, and Cannabis Prohibition  
All employees are covered by the conduct prohibitions contained in policy 8:30, Visitors to and 
Conduct on School Property. The prohibition on the use of e-cigarettes, tobacco, and cannabis 
products applies both (1) when an employee is on school property, and (2) while an employee is 
performing work for the District at a school event regardless of the event’s location. 
 
Tobacco has the meaning provided in 105 ILCS 5/10-20.5b. 
 
Cannabis has the meaning provided in the CRTA, 410 ILCS 705/1-10. 
 
E-Cigarette is short for electronic cigarette and includes, but is not limited to, any electronic nicotine 
delivery system (ENDS), electronic cigar, electronic cigarillo, electronic pipe, electronic hookah, 
vape pen, or similar product or device, and any components or parts that can be used to build the 
product or device.  
 
District Action Upon Violation of Policy 
An employee who violates this policy may be subject to disciplinary action, including termination. In 
addition, or alternatively, the Board may require an employee to successfully complete an 
appropriate drug- or alcohol-abuse rehabilitation program. 
 
The Board shall take disciplinary action with respect to an employee convicted of a drug offense in 
the workplace within 30 days after receiving notice of the conviction.  
 
Should District employees be engaged in the performance of work under a federal contract or grant, 
or under a State contract or grant of $5,000 or more, the Superintendent shall notify the appropriate 
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State or federal agency from which the District receives contract or grant monies of the employee’s 
conviction within 10 days after receiving notice of the conviction.  
 
Disclaimer  
The Board reserves the right to interpret, revise or discontinue any provision of this policy pursuant 
to the Suspension of Policies subhead in policy 2:240, Board Policy Development. 

 

CHILD ABUSE AND NEGLECT “MANDATED REPORTING” 
Any school employee who knows or suspects that a child’s health or welfare has been or appears 
to have been harmed as a result of child abuse or neglect, has a legal responsibility and duty to 
report the case in accordance with these procedures.  If you have any questions regarding your 
responsibilities or role, you must contact your immediate supervisor for assistance. 
 
CHILD ABUSE – A WORKING DEFINITION 

1. Child abuse is the actual injury to a child (person under 18) by any adult.  
2. Physical abuse involves the use of force, and includes inappropriate or too forceful 

discipline.  Indicators to watch for include: 
a. Bruises or cuts that are unusual in shape or size and located in sensitive areas like the 

face or the posterior body areas. 
b. Swollen or stiff joints. 
c. Burns that look like they may have come from cigarettes, scalding, or a specific 

instrument.  
d. Absence of hair and/or swelling under the scalp. 
e. Rope burns. 
f. Belt, buckle, or electrical cord markings. 

 
Note: Children should be examined in a private setting, by two adults with whom the child is 
comfortable. A child with very dark skin may need to be examined in a strong light with the skin 
stretched by bending or twisting.  A child’s expressed desire not to be examined should always be 
respected, and a report filed with DCS. 

 
3. Sexual abuse is the use of a child for the purpose of sexual gratification by an adult. Sexual 

abuse may include but is not limited to: 
a. Intercourse or penetration of a bodily orifice. 
b. Fondling or disrobing a child 
c. Voyeurism and exhibitionism. 
d. Photographing a child in ways or circumstances the child finds uncomfortable. 
e. Speaking or behaving in such a way as to attempt to sexually stimulate the child or the 

adult. 

 
Behavioral indicators are rare and subtle, but may include refusal to change clothing, poor hygiene, 
developmentally inappropriate sexual behavior and marked change in behaviors, attitudes, etc. 

 
4. Emotional abuse in the extreme belittlement and verbal abuse of a child or the extreme 

failure to provide the warm, loving environment that allows a child to mature and develop 
normally. 

5. Neglect is the continuing failure to provide for the basic needs of the child.  This includes: 

• Medical neglect is the failure to provide medical care for any condition which can 
cause damage if left untreated.  This includes failure to treat or continue to treat 
common contagious conditions such as ringworm, impetigo, and conjunctivitis. 
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• “Fire law neglect” occurs when a young child is left to himself, or to supervise other 
young children for more than a short time. 

 
NOTE: Any doubt about reporting suspected abuse or neglect shall be resolved in favor of the child.  
The report shall be made immediately and prior to the child’s leaving school.  A school employee is 
immune by statue from any civil and/or criminal liability when reporting in good faith suspected child 
abuse or neglect.  Failure to report by any school employee may result in disciplinary action against 
the employee by the school system and civil and criminal action under the law. 
 
OCCUPATIONAL SAFETY AND HEALTH ACT (OSHA) COMPLIANCE 
The District complies with the regulations outlined in OSHA. The Act requires that an employer:  
provide a place of employment free from hazards; correct any known violations of safety standards; 
and maintain records and make periodic reports on work-related injuries or illnesses. 
 
Employees who are aware of any defective equipment or furniture should report such findings to 
their building administrator. 
 
ACCIDENT REPORTING & INVESTIGATION POLICY 
Beginning July 1, 2014 our Workers Comp Insurance Company, Sedgewick, is requiring that all 
work place injuries must be reported through the Company Nurse Hotline and Sedgwick will no 
longer accept initial Injury Reports directly from the District or its employees. 
   
Reporting workplace injuries to Company Nurse is simple and streamlines information collection for 
the claims process.  The Nurse Hotline also ensures that you will receive timely, professional 
medical triage and referrals to the appropriate level of care for their injury.  
  
When a workplace injury occurs the following procedures must be followed: 

• The injured employee should notify their Supervisor and then call Company Nurse prior to 
seeking treatment. (If injury is life or limb threatening, call 911 and only report to Company 
Nurse once the employee has been stabilized)  

• A Company Nurse Report of Injury is emailed to the District Contact and to Sedgwick.  
• The District will need to provide Sedgwick any other requested information to facilitate their 

completion and submission of the Illinois Form 45. Please note that reporting an injury to 
Company Nurse does not have any impact on compensability. Sedgwick will determine 
whether or not the incident is a covered loss under the Illinois Workers' Compensation 
Statute.  

• All additional information, i.e. Employee's Report of Injury, can be faxed to 866-883-4469 or 
emailed to 8605CLIC@sedgwickcms.com. Upon Sedgwick's receipt of reports from 
Company Nurse and the District, the Employee:  

o Will receive written acknowledgement of the claim from Sedgwick which includes 
claim information along with information pertaining to the handling examiner.  

o May be contacted by a Sedgwick examiner who is investigating the circumstances of 
the loss. The Sedgwick examiner is responsible for securing a high level of detail 
surrounding the event and any treatment in order to determine compensability.  

o May be asked to participate in a recorded statement regarding the facts of the 
incident as a portion of the investigation.  

o Depending on the circumstances of the loss, may be asked to complete a HIPPA 
compliant Medical Authorization Form as well as a list of treating providers.  

o Should direct inquiries related to authorization of current or future treatment, benefit 
payments, or payment of lost time to the Sedgwick handling examiner.  
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TEMPORARY MODIFIED DUTY POLICY 
Marengo Community High School District #154 has adopted a Temporary Modified Duty (TMD) 
program allowing employees who have sustained work related injuries to temporarily return to 
alternative positions when they are unable to return to their regular duties.  Marengo Community 
High School believes that returning employees to modified duties will help reduce problems or 
barriers that may result from being off work for a prolonged period of time. 
 
I.   Eligibility 

 
Employees with work related injuries whose physicians have released them to return to duty 
with temporary restrictions will be considered for a TMD position. 

 
II.   Wages and Hours while on TMD 

 
While performing in a TMD position, employees will receive the wages for the TMD position in 
accordance with normal wage and salary policy.  In the instance a TMD employee works a 
P.M., night shift or weekend, the appropriate wage differential will be applied.  Measures will be 
taken to assure the employee does not work more hours than they were scheduled for in their 
regular position. 

 
III.  Return to Duty 

 
A.  Restrictions Not Conflicting With Regular Work Duties: 

 
Employees with restrictions that do not conflict with their regular work duties will be 
returned to their regularly assigned job duties and shift. 

 
B.  Restrictions Limiting Regular Work Duties: 

 
Every effort will be made to reasonably accommodate employees with restrictions that limit 
their regular work assignment on a temporary, short-term basis.  For example, 
accommodations may include reduced hours and/or temporary assignment in another job 
for which the employee qualifies.  Each individual situation will be evaluated and 
arrangements will be made that recognizes both the employee’s and employer’s needs 
and adhere to all applicable laws and regulations.  In some situations, accommodations 
may not be possible.   

 
IV.  Refusal of TMD Position: 
 

In the instance an employee refuses a TMD position that is within his or her job knowledge, the 
employee’s temporary total disability (TTD) compensation will cease. 

 
PHYSICAL SAFETY AND SECURITY 

• If you observe an unauthorized individual in an office or work area, immediately call your 
supervisor/manager.  

• Any losses or thefts of personal belongings or District property should be reported to your 
immediate supervisor/manager. 

• For your protection and the protection of our students, some offices and work areas are 
monitored by surveillance cameras. 
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USE OF DISTRICT TECHNOLOGY EQUIPMENT AND PROPERTY (POLICY 6.235) 
Access to Electronic Networks  
Electronic networks, including the Internet, are a part of the District’s instructional program and 
serve to promote educational excellence by facilitating resource sharing, innovation, and 
communication.  The Superintendent shall develop an implementation plan for this policy and 
appoint system administrator(s).  
 
The School District is not responsible for any information that may be lost or damaged, or become 
unavailable when using the network, or for any information that is retrieved or transmitted via the 
Internet.  Furthermore, the District will not be responsible for any unauthorized charges or fees 
resulting from access to the Internet. 
 
Curriculum and Appropriate Online Behavior 
The use of the District’s electronic networks shall: (1) be consistent with the curriculum adopted by 
the District as well as the varied instructional needs, learning styles, abilities, and developmental 
levels of the students, and (2) comply with the selection criteria for instructional materials and library 
resource center materials. As required by federal law and Board policy 6:60, Curriculum Content, 
students will be educated about appropriate online behavior, including but not limited to: (1) 
interacting with other individuals on social networking websites and in chat rooms, and (2) cyber-
bullying awareness and response. Staff members may, consistent with the Superintendent’s 
implementation plan, use the Internet throughout the curriculum.  The District’s electronic network is 
part of the curriculum and is not a public forum for general use.  
 
Acceptable Use  
All use of the District’s electronic networks must be: (1) in support of education and/or research, 
and be in furtherance of the goals stated herein, or (2) for a legitimate school business purpose. 
Use is a privilege, not a right. Students and staff members have no expectation of privacy in any 
material that is stored, transmitted, or received via the District’s electronic networks or District 
computers. General rules for behavior and communications apply when using electronic networks. 
The District’s Authorization for Electronic Network Access contains the appropriate uses, ethics, 
and protocol.  Electronic communications and downloaded material, including files deleted from a 
user’s account but not erased, may be monitored or read by school officials.  
 
Internet Safety  
Technology protection measures shall be used on each District computer with Internet access. 
They shall include a filtering device that protects against Internet access by both adults and minors 
to visual depictions that are: (1) obscene, (2) pornographic, or (3) harmful or inappropriate for 
students, as defined by federal law and as determined by the Superintendent or designee. The 
Superintendent or designee shall enforce the use of such filtering devices. An administrator, 
supervisor, or other authorized person may disable the filtering device for bona fide research or 
other lawful purpose, provided the person receives prior permission from the Superintendent or 
system administrator. The Superintendent or designee shall include measures in this policy’s 
implementation plan to address the following:  
 

1. Ensure staff supervision of student access to online electronic networks,  
2. Restrict student access to inappropriate matter as well as restricting access to harmful 

materials,  
3. Ensure student and staff privacy, safety, and security when using electronic 

communications, 
4. Restrict unauthorized access, including “hacking” and other unlawful activities, and 
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5. Restrict unauthorized disclosure, use, and dissemination of personal identification 
information, such as, names and addresses. 
 

Authorization for Electronic Network Access  
Each staff member must sign the District’s Authorization for Electronic Network Access as a 
condition for using the District’s electronic network. Each student and his or her 
parent(s)/guardian(s) must sign the Authorization before being granted unsupervised use.  
All users of the District’s computers to access the Internet shall maintain the confidentiality of 
student records. Reasonable measures to protect against unreasonable access shall be taken 
before confidential student information is loaded onto the network. 
The failure of any student or staff member to follow the terms of the Authorization for Electronic 
Network Access, or this policy, will result in the loss of privileges, disciplinary action, and/or 
appropriate legal action. 
 
INTERNET ACCEPTABLE USE POLICY 
Acceptable Use of the Marengo Community High School Dist. 154 Network 
 
The following policy is intended for MCHS administration, faculty, students and staff. 
 
I. PURPOSE 
 
This policy, also referred to as the "Acceptable Use for Electronic Network Related 
Technologies and Access Policy" ("AUP") sets forth the standards governing Marengo 
Community High School District 154 use of the Marengo Community High School District 154 
Electronic Network Related Technologies and Access system. This policy also sets forth the 
rules under which authorized users may continue their access to and use of these resources. 
This policy promotes the ethical, legal, and school-related use of the Marengo Community High 
School District 154 Network and ensures Marengo Community High School District 154 
compliance with the Children's Internet Protection Act. Personal electronic devices will be 
governed under this policy when such devices are attached to the Marengo Community High 
School District 154 network, when used at school facilities, when used during instructional time, 
or when any District resources are used. 
 
Authorized use of information resources must be consistent with the educational purposes for 
which these resources have been provided. Use of the Marengo Community High School 
District 154 Network is a privilege that is provided to help authorized users complete and deliver 
educational obligations. The Marengo Community High School District 154 Network provides 
authorized users with the means for communicating effectively with schools, teachers, 
administrators, the public, other government entities, and educational experts. These resources 
should be used in a manner that both enhances students' educational experiences and 
complies with this policy and regulations established from time to time by the Marengo 
Community High School District 154 Board of Education ("Board"). Marengo Community High 
School District 154 students, through their use of the Marengo Community High School District 
154 Network, will gain skills and expertise that prepare them for an increasingly technology-
oriented society. 
 
II. DEFINITIONS 
 

A. Marengo Community High School District 154 Public Schools’ Electronic Network 
Related Technologies and Access ("Marengo Community High School District 154 
Network") is the system of computers, peripherals, terminals, servers, databases, 
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routers, hubs, switches and distance learning equipment connected to the Marengo 
Community High School District 154 Network. These components may function in 
conjunction with established hardwire or wireless LAN running over outside lines, 
including, but not limited to T -1, BRI, PRI, VPN, Dialup, Distance Learning Equipment, 
owned or leased by Marengo Community High School District 154. 
 

B. Cyber-bullying involves the use of information and communication technologies to 
support deliberate, repeated, and hostile behavior by an individual or group, that is 
intended to harm others. 

 
C. Cyber-stalking is knowingly harassing another person or persons through the use of 

electronic communication.  
 

D. Damage means any impairment to the integrity or availability of data, a program, a 
system, or information. 
 

E. Distance Learning Equipment is a means for providing meetings, educational or 
professional coursework and workshops utilizing video and/or audio conferencing 
equipment, and/or media management systems to distribute video to individual 
classrooms and offices in schools. 
 

F. Electronic Mail (e -mail) consists of all electronically transmitted information including 
any combinations of text, graphics, audio, pictorial, or other information created on or 
received by a computer application system and includes the transmission data, message 
text, and all attachments. 

 
G. Electronic Social Networking includes the use of any electronic form of communication 

including but not limited to chat rooms, email, forums, article forwarding, instant 
messaging, text messaging, twittering, blogs, wikis, message boards, document 
forwarding from home, libraries, or other outside sources and other uses of electronic 
communication for non-educational purposes. 

 
H. Hacking is any illegal or unlawful entry into an electronic system to gain unauthorized 

information or to damage or impair equipment or the functioning of the Network. 
 

I. Harass means to engage in a knowing and willful course of conduct directed at a specific 
person or persons that alarms, torments, or terrorizes that person or persons. 

 
J. Loss means any reasonable cost to any victim, including the cost of responding to an 

offense, conducting a damage assessment, and restoring the data, program, system, or 
information to its condition prior to the offense, and any revenue lost, cost incurred, or 
other consequential damages incurred because of interruption of service. 
 

K. Internet a collection of worldwide networks and organizations that contain millions of 
pages of information. 
 

L. Network is any hardware, infrastructure or interconnected device used to transfer voice, 
data of any type of electronic communication. 
 

M. Other Electronic Devices include, but are not limited to, cellular telecommunication 
devices such as cellular phones, pagers, text communication pagers, two-way text 
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pagers, and personal digital assistants that may or may not be physically connected to 
the network infrastructure. 
 

N. Password is a secret word or series of letters, numbers and/or other characters that 
must be used to gain access to a network, a service or the Internet, and/or to modify 
certain software (such as parental controls). 

 
O. Authorized User is anyone who has signed the current network acceptable use policy 

and has had it accepted by the Marengo Community High School District 154 school 
district superintendent or his/her designee. 

 
P. Unauthorized access entails approaching, trespassing within, communicating with, 

storing data in, retrieving data from, or otherwise intercepting and/or changing computer 
resources or data of any type without authorization.  
 

Q. Website is a page and/or a collection of “pages” or files on a network that are linked 
together 

 
R.  Storage device is any electronic item capable of containing electronic data including but 

not limited to USB drives, flash media devices, compact discs (CDs), digital video disc 
(DVD), magnetic media drives or solid state drives. 
 

III. GENERAL PROVISIONS 
 
A. AUTHORIZED USERS 

All authorized users shall adhere to the provisions of this policy as a condition for 
continued use of the Marengo Community High School District 154 Network. It is a 
general policy of Marengo Community High School District 154 to promote the use of 
technology in a manner that is responsible, ethical, legal and appropriate.  
 

B. DISCLAIMER 
Pursuant to the Children's Internet Protection Act, Marengo Community High School 
District 154 uses filtering software to screen Internet sites for offensive material. Users 
are cautioned that many internet sites contain offensive, sexually explicit, and 
inappropriate material, including, but not limited to the following categories: Adult 
Content; Nudity; Sex; Gambling; Violence; Weapons; Hacking; Personals /Dating; 
Lingerie/Swimsuit; Racism/Hate; Tasteless; and Illegal/Questionable. In general, it is 
difficult to avoid at least some contact with this material while using the Internet.  Even 
innocuous search requests may lead to sites with highly offensive content. Additionally, 
having an e-mail address on the Internet may lead to receipt of unsolicited e-mail 
containing offensive content. Authorized users accessing the Internet do so at their own 
risk. No filtering software is one hundred percent effective and it is possible that the 
software could fail. In the event that the filtering software is unsuccessful and children 
and staff gain access to inappropriate and/or harmful material, the Board will not be 
liable. To minimize these risks, use of the Marengo Community High School District 154 
Network is governed by this policy. 

 
IV.  TERMS AND CONDITIONS FOR STUDENT USE OF THE MARENGO COMMUNITY 
HIGH SCHOOL DISTRICT 154 NETWORK 
 

A.   ACCEPTABLE USES 
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Marengo Community High School District 154 authorized users may use the various 
resources provided by the Marengo Community High School District 154 Network to 
pursue educationally-related activities. Teachers and other staff are to help guide 
students in their use of the Marengo Community High School District 154 Network, 
equipment and resources so that students will learn how network resources can provide 
valuable educational information.  

 
In addition to using the Marengo Community High School District 154 Network strictly for 
educational pursuits, authorized users will be expected to follow generally accepted 
Rules of Network Etiquette. These include, but are not limited to, the following: 

 
1. Be polite. Do not become abusive in your messages to others. 
2. Use appropriate language. Do not swear or use vulgarities or any other inappropriate 

language. 
3. Keep personal information, including the logins, passwords, addresses, and 

telephone numbers of students or colleagues confidential. 
4. Use these resources so as not to disrupt service to other authorized users. 
5. Do not upload post, e-mail, transmit, or otherwise make available any content that is 

unlawful, dangerous or may cause a security risk. 
6. Respect limited network resources by removing unused files and keeping files 

organized. 
7. Do not forward or receive messages or materials that are not educationally related. 
8. Do not use the District resources for personal advantage or gain. 
9. Storage devices may be used for the transfer of data for class related activities. 

 
B.  UNACCEPTABLE USES 

Improper use of the Marengo Community High School District 154 Network is prohibited. 
Actions that constitute unacceptable uses of the Marengo Community High School 
District 154 Network and are not specifically addressed elsewhere in this policy or in the 
student handbook include, but are not limited to: 
 
1. Use of the Marengo Community High School District 154 Network for, or in support 

of, any illegal, unethical, or unlawful purposes. 
2. Use of the Marengo Community High School District 154 Network for, or in support 

of, any salacious, obscene or pornographic purposes including, but not limited to, the 
retrieving or viewing of any sexually explicit material. If an authorized user 
inadvertently accesses such information, he or she must immediately disclose the 
inadvertent access to a teacher or to the school principal.  If reported to the teacher, 
the teacher must immediately report to the principal. Other authorized users must 
report incidences to the network administrator. This will protect the user against 
allegations of intentionally violating this policy. 

3. Use of the Marengo Community High School District 154 Network for soliciting or 
distributing information with the intent or effect of inciting violence, cause personal 
harm or bodily injury, or to harass or "stalk" (cyberstalking) another individual. 

4. Use of the network or resources to bully any individual. 
5. Unauthorized and/or non-educational uses of the Marengo Community High School 

District 154 Network including, but not limited to games, wagering, gambling, junk 
mail, chain letters, jokes, private business activities, raffles, fundraisers, religious 
activities or political lobbying. 

6. Student use of network tools for personal rather than educational purposes. 
7. Use of profanity, obscenity or language that is generally considered offensive or 
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threatening to persons of a particular race, gender, religion, sexual orientation, or to 
persons with disabilities. 

8. Plagiarizing any information gained on or through use of the MARENGO 
COMMUNITY HIGH SCHOOL DISTRICT 154 Network or any other network access 
provider. 

9. Use of copyrighted materials, including commercial software, without permission of 
the copyright holder, and in violation of state, federal or international copyright laws.  

10. Violation of any provision of the Illinois School Student Records Act (105 ILCS 10/1et 
seq.), which governs students' rights to privacy and the confidential maintenance of 
certain information including, but not limited to, a student's grades and test scores. 

11. Use of the Marengo Community High School District 154 Network for financial gain 
or for the transaction of any business or commercial activities. 

12. Use of the Marengo Community High School District 154 Network in a way that such 
use results in damage to the network. 

13. Any form of unauthorized access, as stated above or otherwise. 
14. Unauthorized wireless transmissions. 
15. Use of personal networking devices excluding those used issued by MCHS.  
16. Storage devices may not be used to transfer data other than that which is directly 

related to classroom or school activities. 
 
 C.   SECURITY  

 All student authorized users are to report promptly any violations of this policy to their 
teacher   or school principal. Teacher or school principal will report such violations to the 
Director of Technology or designee of Marengo Community High School District 154 in 
order to ensure network security. 
 
In order to maintain the security of the Marengo Community High School District 154 
System, authorized users are prohibited from engaging in the following actions: 

 
1. Use of any unauthorized personal equipment attached, connected, and/or installed to 

district network. 
2. Use of a personal storage device that contains files other than those directly needed 

for a class. Examples of files not allowed are:  .com, .exe, .bat, .mp3 (unless needed 
for an academic project). Drives which appear to have hacker related software will be 
turned over the Marengo Community Police Department. 

3. Intentionally disrupting the use of the Marengo Community High School District 154 
Network for other users, including, but not limited to, disruptive use of any processes 
or programs, sharing logins and passwords or utilizing tools for ascertaining 
passwords, spreading computer viruses, engaging in "hacking" of any kind, use of 
proxy or filter avoidance software or devices, and/or engaging in computer tampering 
of any kind. 

4. Disclosing the contents or existence of Marengo Community High School District 154 
computer files, confidential documents, e-mail correspondence, or other information 
to anyone other than authorized recipients. Authorized users must not share logins or 
password(s) and unauthorized information regarding other users' passwords or 
security systems. 

5. Downloading and/or installing and/or using unauthorized software, games, programs, 
files, electronic media, and/or stand-alone applications. 

6. Network security is a high priority. If you can identify a security problem on the 
network, you must notify a system administrator. Do not demonstrate the problem to 
other users. Keep your account and password confidential. Do not use another 
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individual’s account. Attempts to log on to the network as a system administrator will 
result in cancellation of user privileges. Any user identified as a security risk or having 
a history of problems with other computer systems may be denied access to the 
network. 

 
V.  ONLINE ACTIVITIES 

1. Educational Purposes 
Authorized users may create webpages as a part of a class activity. Material 
presented on a class website must meet the educational objectives of the class 
activity. Marengo Community High School District 154 has the right to exercise 
control over the content and/or style of the student webpages. 
 
Students whose work, likeness (as captured by photograph, video or other media) or 
voices are presented on a student website shall be identified by first name only for 
confidentiality and safety purposes. 

 
2. Online Content 

Students creating online content for classroom related web pages should go to 
http://www.mchs154.org for the directions and procedures they need to follow in 
developing their online material.  All created online material must abide by the Multi 
Media Fair Use Guidelines. 

 
3. Electronic Social Networking 

While home-based web sites, message boards, blogs, forums, and other uses of 
home-based computers may be regarded as a benefit to a student’s computer 
literacy, the student needs to be aware of the following: 

 
Using a non district computer such that the use results in material and/or substantial 
disruption to the school or poses demonstrable threat of disruption will constitute 
grounds to investigate whether the action is the basis for discipline.   The school will 
implement appropriate consequences as defined in the acceptable use policy and 
the student discipline code.  
 

VI. MONITORING 
The Marengo Community High School District 154 Network is routinely monitored to 
maintain the efficiency of the system. Authorized users should be aware that use of the 
Marengo Community High School District 154 Network, including their use of e-mail, is 
subject to monitoring by Marengo Community High School District 154 staff that abides 
by the requirements of all applicable state and federal laws. Any activities related to or in 
support of violations of this policy and/or the Marengo Community High School District 
154 District Handbook may be reported and will subject the user to disciplinary action 
specified either in the Marengo Community High School District 154 Handbook or in this 
policy. The district reserves the right to access and disclose the contents of any account 
or electronic data stored on its system, without prior notice or permission from the user. 

 
VII. ASSUMPTION OF RISK 

Marengo Community High School District 154 will make a good faith effort to keep the 
Marengo Community High School District 154 Network system and its available 
information accurate. However, authorized users acknowledge that there is no warranty 
of any kind, either express or implied, regarding the accuracy, quality, or validity of any 
of the data or information available. For example, and without limitation, Marengo 

http://www.mchs154.org/
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Community High School District 154 does not warrant that the Marengo Community High 
School District 154 Network will be error free or free of computer viruses. In making use 
of these resources, authorized users agree to release the Board and Marengo 
Community High School District 154 from all claims of any kind, including claims for 
direct or indirect, incidental, or consequential damages of any nature, arising from any 
use or inability to use the network, and from any claim for negligence in connection with 
the operation of the Marengo Community High School District 154 Network. Authorized 
users further acknowledge that the information available through interconnecting 
networks may be inaccurate. Marengo Community High School District 154 has no 
ability to maintain such information and has no authority over these materials. Marengo 
Community High School District 154 makes no warranty of any kind, either express or 
implied, regarding the accuracy, quality, or validity of the data and/or information residing 
on or passing through the Marengo Community High School District 154 Network from 
outside networks. Use of the Marengo Community High School District 154 Network is at 
the risk of the authorized user. 
 

VIII. INDEMNIFICATION 
The authorized user indemnifies and holds the Board and District Marengo Community 
High School District 154 harmless from any claims, including attorney's fees, resulting 
from the user's activities while utilizing the Marengo Community High School District 154 
Network that cause direct or indirect damage to the user, Marengo Community High 
School District 154, or third parties. 

 

 

COMMUNICATIONS 
EXPECTATIONS AND RESPONSIBILITIES 

1. All employees are required to know and use our email system. 
2. Upon arrival at school, or as soon thereafter as work duties allow, all employees are 

required to check their voicemail, email and mailbox. 
3. Before leaving at the end of the day, all employees are required to check their voicemail, 

email, and mailbox. 
 

Note: If the nature of your responsibilities does not allow you to do items 2 and 3 above, you must 
check your voicemail, email, and mailbox once per day. 
 
TELEPHONE USE AND ETIQUETTE 
When you conduct business by telephone, you are representing the District. Your telephone 
professionalism and manner indicate the District’s ability and willingness to serve its members and 
the general public. Therefore, all calls should be handled with courtesy. You may sometimes be 
unsure of an answer to an inquiry. If you do not know who to transfer the call to, take the caller’s 
name and telephone number and have the appropriate person return the call. It is important that a 
caller not be forwarded from person to person without receiving an answer to their question.  
 
The District telephones are to be used for District business. Personal calls should be kept to a 
minimum in order to keep telephone lines available for District business, and should be made 
during your break time or other non-working hours whenever possible. During business hours, the 
use of personal cell phones, should be kept to a minimum; however, use of such devices may be 
prohibited during work hours.  
 
APPROPRIATE USE OF SCHOOL COMMUNICATIONS 
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It is important to clarify the acceptable use of school communication systems, such as voicemail, 
email, telephone, mailboxes, etc.  Here are several principles to use as a guide. 
 

1. Occasional use of school communication systems for personal reasons is acceptable.  
However, the key word is “occasional.” 

2. You cannot control what you receive, but you must control what you send.  If you receive 
something inappropriate, delete it or dispose of it, and inform the sender that you do not 
wish to receive such communications. 

3. Regardless of the communication medium, send messages to others on a “need to know” 
basis as opposed to sending messages meant for a few to all box holders. 

4. Using school communications to make a profit or to conduct business is unacceptable.  It is 
acceptable to advertise items for sale or services you may offer in a designated area in the 
staff lounge/workroom.  

5. Use of school communications to share beliefs of a personal, religious, or political nature is 
inappropriate. 

6. Use of school communications to build staff morale, advertise staff functions, etc., is 
acceptable.  However, be cautious about the type of humorous or entertaining message you 
access or share.  Obviously, anything with sexual, racist, sexist, homophobic, etc, overtones 
is unacceptable. 

 
Web Policy  
The Marengo Community High School District 154 world wide web home page 
(http://www.mchs154.org) is an official publication of the Marengo Community High School District 
154.  Unless otherwise indicated, all materials appearing on the home page or subsequent pages of 
specific departments, including text and photographs, are copyrighted and should not be 
reproduced without written permission from the Superintendent or designee.  At no time may any 
employee alter the website without permission from the Superintendent or designee. 
 
Sanctions 
Violators of this policy will be subject to the existing student or employee disciplinary procedures of 
Marengo Community High School District 154.  Sanctions may include the loss of computing 
privileges.  Illegal acts involving Marengo Community High School District 154 computing resources 
may also subject users to prosecution by state and federal authorities.  To report violations or 
request further information, please contact Superintendent or designee. 

 
EMAIL RETENTION POLICY 
 (Policy 5.130-AP) 
E-mail messages are text documents which are created, stored, and delivered in an electronic 
format. As such, e-mail messages are similar to other forms of communicated messages, such as 
correspondence, memoranda, and letters.   E-mail use within the school shall be used for official 
business only.   Users should take note that the information generated on e-mail may be a public 
record subject to public inspection.  
 
Email, including attachments that are sent or received by the District or District employees may be, 
depending on their content, subject to disclosure under the Freedom of Information Act and/or 
discovery in litigation as evidence in support of a claim. Where e-mail communication is between a 
sender and a recipient, the sender’s copy is designated as the copy of record. In other words, it is 
the sender’s copy to which any retention requirements should apply. All other copies are merely 
“duplicates” and can be disposed of at will. Cases where this principle does not apply include e-mail 
received from other agencies or from the public.  Employees must use the same standards of 

http://www.mchs154.org/
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judgment, propriety, and ethics with email as they do with other forms of school business-related 
communications.  
 
Accordingly, employees have the same responsibilities for email messages as they do for any other 
communication and must distinguish between record and non-record messages. This allows for the 
proper storage or disposal of email. However, no District record, no matter its form, may be 
destroyed if it is subject to a litigation hold. See administrative procedure 2:250-AP2, Protocols for 
Record Preservation and Development of Retention Schedules.  
 
Non-Record Messages 
Email messages are “non-record messages” if they do not evidence the District’s organization, 
function, policies, procedures, or activities; or contain informational data appropriate for 
preservation. These are generally informal or preliminary drafts, notes, recommendations, or 
memoranda that do not contain official action.  
 
Examples Of E-Mails That Generally Don’t Constitute Public Records  
• Personal e-mail messages and announcements not related to school business  
• Copies or extracts of documents e-mailed for convenience or reference  
• Internal e-mails created by employees on work-related topics which do not facilitate action (i.e., 
cover notes, etc.)  
• E-mails containing drafts, notes or inter-office memoranda that are not retained by the school in 
the ordinary course of business  
 
Official Record Messages 
Email messages are “official record messages” if they are evidence of the District’s organization, 
function, policies, procedures, or activities or contain informational data appropriate for 
preservation.  
 
Examples Of E-Mails That Generally Constitute Public Records  
• E-mail created or received by school employees in connection with school business  
• E-mail that facilitates action, such as initiating, authorizing or completing a transaction in 
connection with school business  
 
Examples Of E-Mails That May Constitute Public Records  
• E-mail that provides substantive comments on an action taken by the school (i.e., comments add 
to a proper understanding of the execution of the final school action)  
• E-mail providing documentation of significant official decisions and commitments reached orally 
and not otherwise documented in the schools files  
 
Retention  
Generally, e-mail messages are temporary communications which are non-vital and may be 
discarded routinely. However, depending on the content of the e-mail, it may be considered public 
record. Accordingly, employees have the same responsibilities for e-mail messages as they do for 
any other public record and must distinguish between records and non-public record information.  
Non-public record messages should be deleted from files as soon as they have fulfilled their 
purpose. These are records that are not required to be kept under law or whose preservation is not 
necessary or convenient to conduct school business. On the other hand, messages determined by 
users to be records should be properly preserved and disposed of as specified in the schools 
approved records retention schedule. Examples of messages considered to be records might 
include policy documents or contract related documents.  
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Messages and attachments should be reviewed at minimum every 15 days and, if they are 
determined to be records, printed fully (including time, date, sender and receiver) and retained in 
paper format. The school may delete all messages from the server thirty (30) days after they have 
been opened. Factors to consider in deciding whether a document is a record are:  
 
1) Is it in connection with the transaction of public business (this eliminates all e-mails which do not 
relate to public business, i.e., personal notes, etc.)?  
 
2) Is it official documentary material (a draft of a letter vs. the letter itself)?  
 
3) Is it FOIAable? For example, “preliminary drafts, notes, recommendations, memoranda and other 
records in which opinions are expressed, or policies or actions are formulated” need not be 
produced under FOIA, “except that a specific record or relevant portion of a record shall not be 
exempt when the record is publicly cited and identified by the head of the public body.” 
 
Therefore, unless staff wishes to keep their preliminary drafts, notes, etc., there seems to be no 
point in keeping these documents and presumably they may be destroyed if paper or deleted if e-
mail.  
 
4) Is the material “appropriate for preservation by such agency or officer, or any successor thereof, 
as evidence of the organization, function, policies, decisions, procedures, or other activities thereof, 
or because of the informational data contained therein”? These would eliminate the necessity of 
keeping documents which do not reflect the official actions of the school, but rather the comments 
or actions of individuals which reflect not the policy of the school but the thought of the individual.  
 
5) Does the document have any historical significance? Is the document evidence of the function, 
policies, decisions, procedures or other activities of the school or of just an individual?  
 
6) Even if a document is a record it need not be kept forever. There are timetables within which 
records may be destroyed. Each school should refer to its own records retention schedule to 
determine how long a particular record must be retained.  
 
7) Many e-mail documents rapidly become stale and do not reflect “function, policies, decisions, 
procedures, etc.” when a matter is finalized. Therefore, the school can simply keep the final 
document.  
 
8) Are the records duplicative? Only one copy need be retained.  
 
NOTE: A public record that is stored and accessible after this time is still a public record and must 
be produced upon request, if it does not fall within one of FOIA’s exemptions.  
 
STUDENT RECORDS/CONFIDENTIALITY 
It is important to note that student records include all records relating to an individual student, 
except those notes or records maintained for personal use by teachers or other certified personnel 
and records available only to persons involved in the psychological treatment of a student.  Please 
refer to the student records policy for more complete information but use the following as a guide for 
best practice. 
 
Confidentiality is paramount.  Given this, at no time should students enter grades for a teacher or 
grade the works of other students, other than in-class exchange of short quizzes or assignments.  



MCHS DISTRICT 154    June, 2022 
 

45 

 

This does not prohibit peer review, peer editing, tutorial review for evidence of understanding or 
other input on speeches, presentations, etc. 
 
A student’s teacher and others who may work with the student, including educational assistants 
have what is called legitimate educational purpose to have access to a student’s file and special 
education file (including IEP). 

 
Student files may be reviewed, but for security reasons, files may not be removed from the building 
main offices.  Important information regarding a student (such as a letter about a change in family 
circumstances or the child’s medical condition) should be placed in the student’s file or in a 
professional’s personal notes.  For questions contact either your principal or the Counseling 
Director. 
 
MEDIA RELATIONS 
 
PUBLIC INFORMATION PROGRAM – News Media Relations 
(Policy 8.10) 
 
The media represent the public interest in reporting information concerning the District’s schools. It 
is in the interests of both the educational community and the citizens/taxpayers that there is free 
and open communications with the media. 
 
Individuals must channel outgoing information to the media through the Superintendent of Schools. 
 
District employees should not answer, or attempt to answer, any questions posed to them by any 
media representative.  Rather, all inquiries by the media MUST be directed through the 
Superintendent of Schools. 
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MARENGO COMMUNITY HIGH SCHOOL  
DISTRICT #154 

 
 
 

I have received the MCHS Extra Support Personnel Handbook.  I 
have read the guidelines and understand the policies and 
expectations described therein. 
 
PLEASE NOTE:  This form must be signed AND RETURNED within 
five (5) business days. 
 
 
 
____________________________ ____________________ 
Employee      Date 
 
 
 
____________________________   
Signature      
 
 
 
cc: personnel file 



 

 

ATHLETIC SECRETARY 

 

Job Goals:                To effectively provide secretarial services for the Athletic Director. 

To maintain accurate records for the Athletic Department. 

To ensure the efficient operation of the Athletic Office.  

 

Reports to:              Athletic Director & Principal 

 

Responsibilities: Daily/Weekly: 

1. Answer/return phone calls. 

2. Assist in scheduling of athletic contests with other schools. 

3. Create and email contracts for sports and activities.  

4. Enter all events in the google calendar for interoffice 

5. Update and communicate event cancellations and changes  

6. Run weekly sports schedules for the Athletic Trainer, Maintenance and AD office 

7. Send email confirmation to schools of upcoming games. 

8. Check Arbiter and confirm events via email with officials to remind them of their 

Marengo dates. 

9. Add information to the shared Spreadsheet w/ the Business Manager for checks for 

officials and tournaments. 

10. Enter in shared spreadsheet with business office- all home tournaments/Invites team 

fees-send invoices of outstanding fees to schools at the end of the sports season 

11. Email rosters to schools. 

12. Monitor submission of scores by coaches 

13. Post/Send Athletic Announcements and emails on SNAP Athletics. 

14. Gather monthly newsletter information. 

15. Run ineligibility and F report from IC and send to coaches 

16. Enter IHSA weekly athletic eligibility in Infinite Campus. 

17. Provide athletic eligibility count for end of year report. 

18. Create roster programs for home events 

19. Prepare Pass-Gate list and gate boxes for home events 

20. Monitor ML Schedule request and approve as needed  

21. Enter and update the school calendar for school website(via ML Schedules) 

22. Other duties as assigned 

   Sport Season:  

1. Verify athletes have current physicals on file at the beginning of each season.  

2. Verify athletes are registered in SNAP Athletics at the beginning of each season. 

3. Enter physical dates in SNAP Athletics. 

4. Assist with picture day at the beginning of each season. 

5. Prepare cutlines and pictures for yearbook 

6. Send picture and roster information for fall, winter and tournament programs. 

7. Update coaches information on the IHSA website.  

8. Verify Coaches CPR training is current at the beginning of each season. 

9. Prepare programs and trophies for tournaments. 

10. Enter is spreadsheet athletic schedule and coordinate with Transportation for all away 

contests. 



 

 

11. Coordinate with various Officiating Organizations to ensure officials are scheduled 

for events. 

12. Work with Administration for the Scheduling of event workers for sports and 

activities 

13. Type and send letters to parents about uniforms that have not been returned. 

14. Assign student lockers and roll over locker combinations for new year. 

15. Ensure facility schedule is accurate on ML Schedules. 

16. Schedule activity bus/vehicle use for school trips/athletic events. 

17. Coordinate Senior Nights for all sports throughout the year and send invites to parents 

and order flowers. 

18. Track student athletic participation throughout high school career via spreadsheet 

19. Create and distribute to coaches- athletic award cards per athlete and sport. 

20. Inventory awards and order awards as needed at the end of school year 

21. Prepare end of season certificates 

0. Type award letters and send them to parents at the end of each season. 

0. Prepare award programs and awards at the end of each season. 

 

Senior Athletic Award Banquet:  

1. Prepare names and mail invitation to parents for the senior banquet 

2. Order awards and plaques w/ name plates 

3. Record RSVPs and athlete accolades  

4. Rent tables and linens 

5. Order flowers 

6. Print All Academic Certificates 

7. Banquet day set up and clean up 

 

 

Evaluation:  Performance of this job will be evaluated in accordance with the Board Policy 

Revised:   September 28, 2020 

 



PAYROLL ADMINISTRATOR 

 

 

Primary Duties:     To assist in the administration of the District's business affairs in 

 order to provide maximum educational services for the financial 

 resources available. 

 

Reports To:  Business Manager and Superintendent 

Responsibilities: 

 

1. Maintain individual payroll records including procedures for making deductions 

for non-sick leave absences and for payment of overtime. 

 

2. Receive and compute payrolls, making deductions for income tax, retirement, 

annuities, health and medical insurance, and the like. 

 

3. Maintain records covering payroll deductions. 

 

4. Maintain employee records for all employees including address, phone number, 

tax exemptions, etc. 

 

5. Maintains a daily employee attendance log and substitute record. 

 

6. Arrange for substitute teachers for absences as necessary. 

 

7. Process field trip request forms, workshop requests and staff absentee reports. 

 

8. Record and maintain log of teacher sign-outs. 

 

9. Maintain sick leave and personal/emergency leave for each employee along with 

the sick leave bank for teachers on the payroll software. 

 

10. Maintain files on W-4's, 10-month pays, IMRF, TRS, etc. 

 

11. Maintain Days Worked Report for all substitutes. 

 

12. Monitor employee 403B and HSA contributions to ensure they do not exceed the 

legal yearly limits. 

 

13. Complete employee verification requests. 

 

14. Prepare notice of employee separations and continued employment notifications 

for possible unemployment verification. 

 

15. Prepare forms relating to payroll matters, which include withholdings for state, 

federal, annuities, IMRF, insurance, credit union, teachers' retirement and 

miscellaneous items.  Remit such forms to appropriate offices. 



 

16. Process the enrollment and changes to employee insurance plans. 

 

17. Assist in the monthly reconciliation of fund balances to bank statements. 

 

18. Reconcile custodial and kitchen staff time cards with contract.  

 

19. Maintain the business office filing system and process incoming correspondence 

as instructed, including retiree insurance information. 

 

20. Process student calculator rental agreements and distribute calculators. 

 

21. Cover Main Office Secretary desk when absent as needed. 

 

Assistant Treasurer Duties: 

22. Counts and records money received in Main Office and verifies amounts recorded 

by Main Office Secretary. 

 

23. Counts activity money received and verifies amounts recorded by sponsors. 

 

24. Prepares activity and district deposit forms (parking, lunch, registration, etc.). 

 

25. Prepares Yearbook distribution lists. 

 

26. Balance IC reports/payments/deposits. 

 

27. Adjust student fees (free/reduced) and post payments. 

 

28. Distribute cash boxes for athletic events and balance cash boxes after events 

(Settler’s Day, E.C. Nichols, Activity sales, etc.) 

 

29. Mail IOUs periodically. 

 

30. Reconciles the activity funds monthly balance with the district business manager.  

 

31. Verify statements of pay, salary statements, and contracts and update payroll 

amounts. 

 

32. Provide EIS reporting information to treasurer. 

 

 

Assist the Business Manager with the following tasks:  

33. Complete W-2's and distribute to employees.  Prepare W-2 and appropriate forms 

to file with Internal Revenue Service, Social Security Administration, and Illinois 

State Income Tax Office. 

 

34. Complete necessary retirement documents for TRS and IMRF as needed. 

 



35. Act as liaison between TRS and teachers; IMRF and non-certified staff. 

 

36. Prepare and submit the necessary forms for qualifying employees for IMRF. 

 

37. Assist in preparing annual inventory of equipment and supplies. 

 

38. Keeps records of and is custodian of school keys.  

 

39. Perform other duties as assigned. 

 

Revised:  October 26, 2020 November 24, 2025 
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