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Professional Personnel

Administrative Procedure - School Visitation Leave

Eligible emplovees

These administrative procedures apply to both professional staff and educational service personnel.
An employee is eligible for a school visitation leave if he or she has worked for the District at least
six consecutive months immediately before the request and works at least one-half of the full-time
equivalent position. 820 ILCS 147/40. Periods when school is not in session will not count as a break

in consecutive service.

School Conference and Activity Leave 820 ILCS 147/15.

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

Request 820 ILCS 147/15.

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

Compensation

A school visitation leave is unpaid. The District will attempt, however, to give the employee the
opportunity to make-up the time taken for such a leave, subject to the requirements relating to
reduction of pay of exempt employees in the federal Fair Labor Standards Act. 820 TLCS 147/20. The
employee taking a visitation leave will not lose any benefits. 820 ILCS 147/35.

Verification 820 ILCS 147/30.

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

LEGAL REF.: 820 ILCS 147/,
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Student Teachers

The Superintendent is authorized to accept students from university-approved teacher-training
programs to do student teaching in the District. No individual who has been convicted of a criminal
offense that would subject him or her to license suspension or revocation pursuant to Section 5/21B-
80 of the School Code or who has been found to be the perpetrator of sexual or physical abuse of a
minor under 18 years of age pursuant to proceedings under Article I1 of the Juvenile Court Act of
1987 is permitted to student teach.

Before permitting an individual to student teach or begin a required internship in the District, the
Superintendent or designee shall ensure that:

1. The District performed a 105 ILCS 5/10-21.9(g) Check as described below; and

2. The individual furnished evidence of physical fitness to perform assigned duties and freedom
from communicable disease pursuant to 105 ILCS 5/24-5.

A 105 ILCS 5/21.9(g) Check shall include:

1. Fingerprint-based checks through (a) the 1llinois State Police (ISP) for criminal history
records information (CHRI) pursuant to the Uniform Conviction Information Act (20 ILCS
2635/1), and (b) the FBI national crime information databases pursuant to the Adam Walsh
Child Protection and Safety Act (P.L. 109-248); '

2. A check of the Illinois Sex Offender Registry (see the Sex Offender Community Notification
Law (730 ILCS 152/101 et seq.); and

3. A check of the Illinois Murderer and Violent Offender Against Youth Registry (Murderer and
Violent Offender Against Youth Community Notification Law (730 ILCS 154/75-105).

The Schoo! Code requires each individual student teaching or beginning a required internship to
provide the District with written authorization for, and pay the costs of, his or her 105 ILCS 5/21.9(g}
check (including any applicable vendor’s fees). Upon receipt of this authorization and payment, the
Superintendent or designee will submit the student teacher’s name, sex, race, datc of birth, social
security number, fingerprint images, and other identifiers, as prescribed by the Department of State
Police, to the Department of State Police. The Superintendent or designee will provide each student
teacher with a copy of his or her report.

Assignment

The Superintendent or designee shall be responsible for coordinating placements of all student
teachers within the District. Student teachers should be assigned to supervising teachers whose
qualifications arc acceptable to the District and the students’ respective colleges or universities.
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LEGAL REF.. Adam Walsh Child Protection and Safety Act, P.L. 109-248.
Uniform Conviction Information Act, 20 I1.CS 2635/1.

105 ILCS 5/10-21.9, 5/10-22.34, and 5/24-5.

5:190 (Teacher Qualifications), 4:175 (Convicted Child Sex Offender; Screening;
Notifications)

CROSS REF.:
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