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School Board 

Exhibit - Checklist for Filling Board Vacancies by Appointment 

The School Board fills a vacancy by either appointment or election. The Board uses this checklist for 

guidance when it must fill a vacancy by appointment. Some items contain guidelines along with 

explanations. For more information, see Answers to FAQs: Vacancies on the Board of Education, 

published by a committee of the Ill. Council of School Attorneys (ICSA), and available at: 

www.iasb.com/law/vacancies.cfm. 

Confirm that the Board must fill the vacancy by appointment. 

Guidelines Explanation 

Review Board policy 2:70, Vacancies 

on the School Board - Filling 

Vacancies, to determine if a vacancy 

on the Board occurred and, if so, 

whether the successor will be selected 

by election or Board appointment. 

Consult the Board Attorney as 

needed. 

Filling a vacancy by Board appointment or election 

depends upon when the vacancy occurred. If a 

vacancy occurs with less than: (1) 868 days remaining 

in the term of office, or (2) 88 days before the next 

regularly scheduled election for the vacant office, no 

election to fill the vacancy is held and the appointee 

serves the remainder of the term. At all other times, an 

appointee serves until the next regular school election, 

at which election a successor is elected to serve the 

remainder of the unexpired term. See 105 ILCS 5/10-

10. 

In the event a seat on the board goes 

unfilled at an election, consult the 

Board Attorney to determine (1) how 

long the seat can be held over by the 

incumbent member, and (2) the 

process by which the Board will fill 

the seat. 

The School Code partially addresses the concept of a 

holdover seat; it states “no elective office…becomes 

vacant until the successor of the incumbent of such 

office has been appointed or elected, as the case may 

be, and qualified.” 105 ILCS 5/10-11. 

Notify the Regional Superintendent of the vacancy within five days of its occurrence (105 

ILCS 5/10-10). 

Develop a list of qualifications for appointment of a person to fill the vacancy. 

Guidelines Explanation 

At a minimum, a candidate must 

meet the following qualifications: 

• Be a United States citizen

• Be at least 18 years of age

• Be a resident of Illinois and

District for at least one year

immediately preceding the

appointment

While the School Code does not expressly set forth 

eligibility requirements for appointment to a Board 

vacancy, the Board may want to use the qualifications 

for elected Board members listed in 105 ILCS 5/10-3 

and 5/10-10. 

For guidance discussing other qualifications that the 

Board may want to consider, see IASB’s Recruiting 
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Guidelines Explanation 

• Be a registered voter 

• Not be a child sex offender 

• Not hold another 

incompatible public office 

• Not have a prohibited 

interest in any contract with 

the District 

• Not be a school trustee 

• Not hold certain types of 

prohibited State or federal 

employment 

School Board Candidates, available at: 

www.iasb.com/training/recruiting.cfm 

For guidance regarding conflict of interest and 

incompatible offices, see Conflict of Interest and 

Incompatible Offices FAQAnswers to FAQs Regarding 

Conflict of Interest and Incompatible Offices (ICSA), 

available at: 

www.iasb.com/IASB/media/Documents/COI_FAQ.pdf. 

When additional qualifications 

apply, the following items may be 

included in the Board’s list of 

qualifications: 

• Meet all qualifications 

based upon the distribution 

of population among 

congressional townships in 

the district. 

• Meet all qualifications 

based upon the distribution 

of population among 

incorporated and 

unincorporated areas. 

Board members of some community unit school 

districts may be subject to historical residential 

qualifications based on the distribution of population 

among congressional townships in the district or 

between the district’s incorporated and unincorporated 

areas. 105 ILCS 5/10-11. 

Note: If a vacancy for an area of residence remains 

unfilled, a board must submit a proposition at the next 

general election for the election of a board member at 

large. 105 ILCS 5/10-10.5(c), added by P.A. 100-800. 

 Decide who will receive completed vacancy applications. 

Guidelines Explanation 

The Board President will accept 

applications. 

The Board will discuss, at an open 

meeting, its process to review the 

applications and who will contact 

applicants for an interview. 

Who accepts vacancy applications is at the Board’s 

sole discretion. According to Board policy 2:110, 

Qualifications, Term, and Duties of Board Officers, 

the Board President is a logical officer to accept the 

applications, but this task may be delegated to the 

Secretary or Superintendent’s secretary if the Board 

determines that it is more convenient. Who accepts the 

applications must be decided prior to posting the 

vacancy announcement. 

 Create the Board member vacancy announcement. 

Announcement Explanation 

School District ______ Board 

Member Vacancy 

The contents of a vacancy announcement, how it is 

announced, and where it is posted are at the Board’s 

sole discretion. 
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Announcement Explanation 

The School District is accepting 

applications to fill the vacancy 

resulting from [reason for vacancy] 

of [former Board member’s name]. 

The Board may want to announce the vacancy and its 

intent to fill it by appointment during an open 

meeting. The announcement may be posted on the 

District’s website and in the local newspaper(s). 

The individual selected will serve on 

the School Board from the date of 

appointment to [date]. 

The length of the appointment depends upon when 

during the term of office the vacancy occurred. See 

105 ILCS 5/10-10 and Board policy 2:70, Vacancies 

on the School Board - Filling Vacancies, to 

determine the length of the appointment. 

The School District [School District’s 

philosophy or mission statement]. 

See Board policy 1:30, School District Philosophy, 

for the District’s mission statement that is specific to 

the community’s goals. 

Applicants for the Board vacancy 

must be: [Board’s list of 

qualifications]. 

See checklist item titled Develop a list of 

qualifications for appointment of a person to fill the 

vacancy above. 

Applicants should show familiarity 

with the Board’s policies regarding 

general duties and responsibilities of 

a Board and a Board member, 

including fiduciary responsibilities, 

conflict of interest, ethics and gift 

ban. The Board’s policies are 

available at [locations]. 

Listing this along with the Board’s list of 

qualifications assists candidates in understanding a 

Board member’s duties and responsibilities and may 

facilitate a better conversation during the interview 

process. See Board policies: 2:20, Powers and Duties 

of the School Board; Indemnification; 2:80, Board 

Member Oath and Conduct; 2:100, Board Member 

Conflict of Interest; 2:105 Ethics and Gift Ban; and 

2:120, Board Member Development. 

Applications may be obtained at 

[location and address and/or website] 

beginning on [date and time]. 

Completed applications may be 

turned in by [time and date] to [name 

and title of person receiving 

applications]. 

See action item titled Decide who will receive 

completed vacancy applications above. 

 Publicize the vacancy announcement by placing it on the District’s website, announcing 

it at a meeting, and/or advertising it in the local newspaper(s). 

 Accept and review applications from prospective candidates (see Decide who will receive 

completed vacancy applications above). 

 Contact appropriate applicants for interviews (see Decide who will receive completed 

vacancy applications above). 

 Develop interview questions. 
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Interview Questions Explanation 

Why do you want to be a Board 

member? 

What specific skills would you bring 

to the Board? 

Please give specific examples of your 

ability in interpersonal relationships 

and teamwork. 

What do you see as the role of a 

Board member? 

What have you done to prepare 

yourself for the challenges of being a 

Board member? 

Please describe your previous 

community or non-profit experiences. 

What areas in the district would you 

like to see the Board strengthen? 

What is your availability to meet the 

time, training commitments, and 

other responsibilities required for 

Board membership? 

Describe what legacy you would like 

to leave behind. 

Interview questions are at the Board’s sole 

discretion. This list is not exhaustive, but it may help 

the Board tailor its questions toward finding a 

candidate who will approach Board membership with 

a clear understanding of its demands and 

expectations along with a constructive attitude 

toward the challenge. The Board may also want to 

consider allowing an equal amount of time for each 

interview. 

See IASB’s Recruiting School Board Candidates, 

available at: www.iasb.com/training/recruiting.cfm 

A prospective candidate to fill a vacancy may raise 

other specific issues that the Board will want to cover 

during an interview. 

 Conduct interviews with candidates (interviews may occur in closed session pursuant to 

5 ILCS 120/2(c)(3)). 

Interview Plan Explanation 

In each interview, the Board President 

will: 

Introduce Board members to the 

candidate at the beginning of the 

interview. 

Describe the Board’s interview 

process, selection process, and ask the 

candidate if he or she has questions 

about the Board’s process for filling a 

vacancy by appointment. 

Describe the District’s philosophy or 

mission statement. 

Describe the vacancy for the 

candidate by reviewing the: (1) 

The Board President will lead the Board as it 

interviews prospective candidates. See Board policy 

2:110, Qualifications, Term, and Duties of Board 

Officers. The president presides at all meetings. 105 

ILCS 5/10-13. 

The Board may also want to consider allowing an 

equal amount of time for each interview. 
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Interview Plan Explanation 

qualifications, and (2) general duties 

and responsibilities of the Board and 

the Board members, including 

fiduciary responsibilities, conflict of 

interest, ethics and gift ban, and 

general Board member development. 

Begin asking the interview questions 

that the Board developed. 

Ask the candidate whether he or she 

has any questions for the Board. 

Thank the candidate and inform the 

candidate when the Board expects to 

make a decision and how the 

candidate will be contacted regarding 

the Board’s decision. 

 Fill vacancy by a vote during an open meeting of the Board before the 60th day (105 ILCS 

5/10-10, amended by P.A. 101-67, eff. 1-1-20). 

 Assist the appointed Board member in filing his or her statement of economic interest (5 

ILCS 420/4A-105(c)). 

 Announce the appointment to District staff and community. 

Announcement Explanation 

The Board appointed [appointee’s 

name] to fill the vacancy on the 

Board. 

The appointment will be from [date] 

to [date]. 

The Board previously established 

qualifications for the appointee in a 

careful and thoughtful manner. 

[Appointee’s name] meets these 

qualifications and has demonstrated 

the willingness to accept the duties 

and responsibilities of a Board 

member. [Appointee’s name] brings a 

clear understanding of the demands 

and expectations of being a Board 

member along with a constructive 

attitude toward the challenge. 

The contents of the appointment announcement and 

length of time it is displayed are at the Board’s sole 

discretion. The Board may want to consider 

announcing the appointment during its meeting and 

also by posting it in the same places that it posted the 

vacancy announcement. 

See Board policy 8:10, Connection with the 

Community. 

 Administer the Oath of Office and begin orientation. 
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Guidelines Explanation 

See Board policy 2:80, Board 

Member Oath and Conduct. 

Each individual, before taking his or her seat on the 

Board, must take an oath in substantially the form 

given in 105 ILCS 5/10-16.5. 

See Board policy 2:120, Board 

Member Development, and exhibit 

2:120-E1, Guidelines for Serving as a 

Mentor to a New School Board 

Member. 

Orientation assists new Board members to learn, 

understand, and practice effective governance 

principles. See the IASB Foundational Principles of 

Effective Governance, available at: 

www.iasb.com/principles_popup.cfm. 

 Inform IASB of the newly appointed Board member’s name and directory information. 
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March 2020June 2024 2:125-E1 

 

School Board 

Exhibit - Board Member Expense Reimbursement Form 

Submit to the Superintendent, who will include this request in the monthly list of bills presented to the 
School Board. Please print and attach receipts for all expenditures. Use of this form is required by 

2:125-E3, Resolution to Regulate Expense Reimbursements. Please print. 

Name:         Title/Office:     

Travel Destination:       Purpose:     

Departure Date:       Return Date:     

 Receipts attached      Request Date:    

 Estimated expenses attached (Completed 2:125-E2, Board Member Estimated Expense 
Approval Form) (pre-approval is required for federal and State grants). 

 Approved expense advancement (voucher) attached, if applicable*  (Completed 2:125-E2, 
Board Member Estimated Expense Approval Form.) 

Actual Expense Report 
*Board members will be reimbursed for actual and necessary expenses that exceed the amount advanced, but must refund any 

expense advancement that exceeds the actual and necessary expenses incurred. 105 ILCS 5/10-22.32. For federal and State 

grants, board members will be reimbursed for actual and necessary expenses that exceed estimated expenses as permitted by 

Board policy 2:125, Board Member Compensation; Expenses. 

Auto Travel Allowance:    per mile 

Date Auto 
Mileage 
Miles    Cost 

Transp. 
Expenses 

Lodging Meals or Per Diem 
 
Bkfst    | Lunch  | Dinner 

Other 
 
Item Cost  

Daily 
Total 

           

           

           

           

           

Subtotal   

Advances - 

TOTAL (a negative amount indicates refund due from Board member) $ 

 

             

Submitting Board Member’s Signature    Date 
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Superintendent Signature     Date 

 

School Board Action:  Approved    Denied 

    Approved in Part   Exceeds Maximum Allowable Amount 

    Grant Funding Source (if applicable):     

Comments:            
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School Board 

Exhibit - Board Member Estimated Expense Approval Form 

Submit to the Superintendent, who will include this request in the monthly list of bills presented to the 

School Board. Use of this form is required: (1) by 2:125-E3, Resolution to Regulate Expense 

Reimbursements, and (2) for pre-approval of expenses to be charged to a federal grant or State grant 

governed by the Grant Accountability and Transparency Act. Please print. 

Name:        Title/Office:      

Travel Destination:      Purpose:      

Departure Date:      Return Date:      

 Estimated Expenses Approval Requested (50 ILCS 150/20 or grant expenditure) 

 Travel is grant-related* (specify grant):       

 Purchase Order Requested   Purchase Order #:     

 Expense Advancement Voucher Requested (105 ILCS 5/10-22.32) 

        Voucher Amount:    

Estimated Expense Report 

Auto Travel Allowance:    per mile 

*Grant-related travel only: Except for mileage and other transportation expenses, expense reimbursement/per diem is only 

allowed if on official travel status for 12 hours or more. If lodging at or below the applicable rate cannot be identified, please 

indicate below and attach at least three quotes for review.  

Date Auto 

Mileage 

Miles    Cost 

Transp. 

Expenses 

Lodging Meals or Per Diem 

 

Bkfst  Lunch  Dinner 

Other 

 

Item Cost  

Daily 

Total 

           

           

           

           

           

           

Total          $ 

 

 

             

Submitting Board Member’s Signature     Date 
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Superintendent Signature      Date 

 

School Board Action:  Approved    Denied 

     Approved in Part   Exceeds Maximum Allowable Amount 

    Grant Funding Source (if applicable):    

Comments:            
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March 2020June 2024 2:160-E 

 

School Board 

Exhibit - Checklist for Selecting a Board Attorney 

The School Board selects and retains the Board Attorney(s). The Board may use this checklist for 

guidance when it selects and retains attorney(s) and/or law firms for legal services. This checklist is 

designed for the Board to use a request for proposal (RFP) process to seek outside attorneys/law firms. 

The Board may also select an attorney without using an RFP process and adapt this checklist.  The 

Board may also adapt this checklist and use it for an application process, if the Board seeks an in­house 

attorney. For more information, call the Ill. Association of School Board's (IASB) Office of General 

Counsel; see its current phone numbers at www.iasb.com/about-us/staff/#office-general-counsel. 

 Determine what type of legal services the District needs. 

1. Review Board policy 2:160, Board Attorney. Note: Critically analyze whether the District’s 

legal needs are best served by in-house attorney(s) or outside attorney(s)/law firms. Many 

districts use a combination of these services. Many districts also use multiple attorney(s)/law 

firms for their specialties, e.g., different law firms for bond counsel, special education, or labor 

law. Some boards also approve a panel of attorneys and allow the administration to choose 

which attorney to use. 

2. Consider the following factors to analyze the type(s) of legal services needed for the District 

including, but are not limited to: 

• District’s size; 

• Any past and current experiences with legal matters; 

• Complexity of the District’s legal needs; 

• Availability of expertise; and 

• Cost of outside fees compared to internal staff expenses for an in-house arrangement. 

 Develop a list of qualifications necessary for providing quality legal services to the 

District. 

1. Review Board policy 4:60, Purchases and Contracts. Note: While State law exempts hiring an 

attorney from bidding requirements (105 ILCS 10-20.21(a)), the Board may want to review its 

procurement processes and align procurement for legal services to its non-bidding-related 

standards for purchases, e.g., avoiding favoritism, staying within the District’s budget, etc. 

2. Develop the list of qualifications. The major qualifications include, but are not limited to: 

• Licensed to practice law in Illinois and in good standing with the Ill. Attorney Registration 

and Disciplinary Commission (ARDC) (see checklist item Conduct a reference check and 

other background investigations, below) 

• Member of the District’s assigned United States district court and the Seventh Circuit Court 

of Appeals 

• Substantive knowledge and experience in the legal areas matching District’s needs, e.g., 

bidding, civil rights, collective bargaining, education reform, employment law, Freedom 

of Information Act, Open Meetings Act, other records laws, special education, student 

rights, etc. Note: This list of knowledge and experience must be created by the District’s 

identified needs and may change from time to time. 

• Experience in all aspects of contract, employment, and school law 
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• Experience that meets the District’s needs, including litigation experience in State and 

federal courts 

• Membership in professional associations, such as, the Ill. Council of School Attorneys 

(ICSA) and education law sections of bar associations, etc. 

• Demonstrated knowledge of and ability to apply professional responsibility rules 

• Accessibility for the District’s identified needs, e.g., evening Board meetings, phone calls, 

etc. 

• Ability to declare that representation of the District will be to the exclusion of all other 

clients having potential conflicts with the District’s interests 

• When additional qualifications apply, list those qualifications for providing legal services. 

This may include specialties such as bond counsel, etc. 

 Develop the RFP. 

1. Insert the list of qualifications that the Board developed. 

2. Include the following information: 

• The deadline for responses to be submitted 

• The location (address or email) where responses should be sent 

• A statement that the Board is soliciting proposals from qualified lawyers and law firms to 

provide legal services to the School District 

• Significant information about the District (see Board policy 1:30, School District 

Philosophy, for the District’s mission statement that is specific to the community’s goals) 

• The scope of work, e.g., “The Board Attorney will provide legal advice concerning [typical 

duties, specific duties, excluded duties].” 

• Qualifications 

• Details about interviews and presentations 

3. Specify what responders must include in their responses, such as the following: 

• Cover letter, complete name, address, and legal structure (if the responder is a law firm) 

• The individuals who prepared the response, including their titles 

• If different from above, the identity of and directory information for the individuals who 

have authority to answer questions regarding the submitted proposal 

• A proposed fee schedule, e.g., “Respondents may combine set fees and hourly fees. If 

hourly fees are proposed, please provide the minimum time increment for billing purposes. 

If a retainer agreement is proposed, please specifically describe options.” 

• A summary of the responder’s relevant experience representing public schools 

• A writing sample 

• An assurance that the responder meets the RFP’s qualifications 

• References including current or past clients 

 Announce the RFP. 

1. Title the announcement. Note: How and where the RFP is announced are at the Board’s sole 

discretion. The Board may want to announce the RFP during an open meeting, post it on the 

District’s website, mail or email it to local law firms, and/or place it in the local newspaper(s) 

or other legal publications. A directory of those lawyers belonging to the ICSA is on the IASB 

website, www.iasb.com. A printed copy is available upon request. Inclusion in the directory 

does not represent an IASB endorsement. Some attorneys who practice school law do not 

belong to ICSA. Other online sources, such as the Ill. State Bar Association, also maintain 

directories of information about attorneys. The Board may want to title the announcement “The 

[Insert District’s name] School Board Requests Proposals to Provide Legal Services.”  
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2. Announce that the Board seeks an attorney or law firm to serve as its Board Attorney.  

3. Inform the reader that the attorney or law firm selected will serve either at will or from the date 

of appointment to [date]. The length of the appointment is at the Board’s discretion. 

4. State the School District’s philosophy or mission statement. 

5. Insert the RFP location and contact information with the beginning date and time. 

6. Tell prospective responders that completed RFPs must be returned by [certain time and date] 

to [name and title of person receiving applications]. 

 Receive and manage responses to the RFP. 

1. Review Board policy 2:110, Qualifications, Term, and Duties of Board Officers. The Board 

President is a logical officer to accept the applications, but this task may be delegated to the 

Secretary or Superintendent’s secretary if the Board determines that it is more convenient. Who 

accepts applications is at the Board’s sole discretion and should be decided by the Board prior 

to posting the RFP announcement. 

2. The Board will discuss, at an open meeting, its process to review the applications and who will 

contact RFP responders for an interview. 

3. The designated person will contact RFP responders for interviews. 

 Develop interview questions if the Board interviews attorneys or law firms. 

1. Interview questions are at the Board’s discretion. 

2. A prospective attorney or law firm to fill the Board Attorney position may raise other specific 

issues that the Board will want to cover during an interview. 

3. The following non-exhaustive list of interview questions may help the Board tailor its questions 

toward finding an attorney or law firm with an approach to the role of the Board Attorney that 

the Board desires: 

• What do you see as your role as Board Attorney? 

• How many other school districts do you currently represent?  

• What kind of legal services do you provide to your school clients? Please explain how your 

other experience is relevant to this position.  

• How many years of experience does your firm (or, the attorney) have? How long have you 

been practicing law? How long have you been representing school districts?  

• What methods will you use to ensure all members of the Board, which is your client, remain 

informed? See the discussion about the Ill. Professional Rules of Conduct in f/n 2 of sample 

policy 2:160, Board Attorney. 

• How would you manage a situation in which the Board feels strongly about its position but 

you believe that position is not legally supportable? The Ill. Rules of Professional Conduct, 

at www.illinoiscourts.gov/supremecourt/rules/art_viii/default_new.asp, require attorneys 

to represent the Board in its capacity as the governing body for the District. The responders 

should be discussing these rules, specifically Rule 1.7 (Conflict of Interest: Current Clients) 

and Rule 1.13 (Organization as Client), among others, in their answers to this question.  

See also, PRESS sample policy 2:160, Board Attorney. 

• How would you manage a situation in which the Board’s interest may be or become adverse 

to one or more of its members? See the discussion about the Ill. Professional Rules of 

Conduct in f/n 2 of sample policy 2:160, Board Attorney. 

• How would you manage a situation in which the Board and Superintendent are in conflict? 

How about a divided Board? See the discussion about the Ill. Professional Rules of Conduct 

in f/n 2 of sample policy 2:160, Board Attorney. 
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• If the Board did something that you had advised against, could you still defend the Board’s 

action? See the discussion about the Ill. Professional Rules of Conduct in f/n 2 of sample 

policy 2:160, Board Attorney. 

• Will you try to shape Board decisions or do you have a whatever the Board decides 

philosophy? See the discussion about the Ill. Professional Rules of Conduct in f/n 2 of 

sample policy 2:160, Board Attorney. 

• Do you give clients specific recommendations or do you advise them of the available 

options and let the client decide? See the discussion about the Ill. Professional Rules of 

Conduct in f/n 2 of sample policy 2:160, Board Attorney. 

• Do you provide your school Board clients with any updating services gratis? 

• How do you keep your Board clients apprised of litigation and other legal matters you are 

handling for them?  

• Will you be handling this business personally, i.e., will you delegate to your associates or 

partners? 

• Can anyone else in your firm handle our inquiries when you are unavailable? 

• How do you keep current on school law? 

• When do you tell your school clients to contact you regarding a matter with possible legal 

repercussions? 

• Have you represented a school district in a matter involving the rights of disabled students? 

…involving disabled employees? ... involving a student expulsion? … involving a teacher 

dismissal? … involving an employee's contract or dismissal? … involving a building 

contract or bidding matter? … Can you tell us about that case? 

• How do you bill? How are you to be paid? Please explain your rates and/or fees. The subject 

of billing should cover whether the attorney or law firm prepares a budget for 

representation and its method for billing in detail, including the date and time, what work 

was performed, and who worked on the project, along with expenses. 

• Did you bring a written agreement for legal services, engagement letter, or a retainer 

agreement? If yes, please review it for us now. If not, please explain the options for a 

written agreement for legal services, engagement letter, or a retainer agreement. 

 Develop an interview protocol. Interviews may occur in closed session pursuant to 5 ILCS 

120/2(c)(1). 

1. The Board President will lead the Board as it interviews responders to its RFP. See 105 ILCS 

5/10-13 stating that the Board President presides at all meetings and Board policy 2:110, 

Qualifications, Term, and Duties of Board Officers. 

2. The Board may also want to consider allowing an equal amount of time for each interview. 

3. Discuss the following items with each responder during the interview: 

• Introduce Board members to the responder 

• Describe the Board’s interview process, selection process, and ask the responder if he or 

she has questions about the Board’s process for selecting its attorney 

• Describe the District’s philosophy or mission statement 

• Describe the Board Attorney position by reviewing the RFP 

• Begin asking the interview questions (see Develop interview questions, above) 

• Ask the responder whether he or she has any questions for the Board 

• Thank the responder and inform him or her when the Board expects to make its decision 

and how the responder will be contacted regarding the Board’s decision 

 Conduct a reference check and other background investigation(s). 
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1. The Board President may perform this check or direct the Superintendent to: 

• Check the ARDC’s master roll of attorneys as “Authorized to Practice Law” (To do this, 

enter the attorney’s name into the ARDC’s registration and public disciplinary records 

database at: www.iardc.org/Lawyer/Searchwww.iardc.org/lawyersearch.asp.) 

• Click on the attorney’s name to review whether any disciplinary actions are pending or 

resolved; current and prior actions will appear at the bottom of the screen 

• If disciplinary actions are listed, ask the attorney or law firm for more information 

2. There are other online attorney review services available. These services may be overly 

subjective and/or the attorney may have control over the content in these services. Always 

check with the ARDC. 

3. Call references provided by the responder. 

 Enter into a written agreement or engagement letter with the selected attorney or law 

firm. 

1. All agreements for legal services should be in writing. At minimum, the agreement should 

provide the fee arrangement and the scope of services. Agreements for legal services and 

individual billing statements form the Board Attorney are subject to disclosure pursuant to a 

Freedom of Information Act request (PAO 14-02). 

2. Discuss the fee arrangements with the responder and decide: 

• Whether to enter into a fee arrangement and/or a retainer agreement (Note: Attorneys 

typically bill by a pre-determined percentage of the hour, e.g., in one-tenth of an hour 

increments. Many districts enter into a retainer agreement for legal services or an 

engagement letter that requires them to pay the attorney a pre-determined fee every month. 

In return, the attorney provides a pre-determined amount of legal services whenever the 

district needs him or her. Districts find this useful because (1) they can budget for legal 

expenses, (2) legal advice is available up to the pre-determined amount for lower fees, and 

(3) this arrangement often provides for an enhanced, long-term relationship with the 

attorney.) 

• The appropriate scope of services 

3. Review the written contract or memorialized relationship (agreement for legal services or 

engagement letter) for these provisions: 

• Fee arrangement 

• Scope of services 

• Which attorneys will be providing legal services 

• A statement that the Board controls all legal decisions 

• A statement that the attorney and his or her law firm have no conflicts of interest or, if a 

conflict exists, that the Board understands the conflict and waives it 

• Board’s right to terminate the services of the attorney and law firm at any time for any 

reason 

4. Approve the agreement for legal services or engagement letter during an open Board meeting. 

 Announce the appointment to District staff and community. 

1. The contents of the announcement and length of time it is displayed are at the Board’s sole 

discretion. 

2. The Board may want to consider announcing during an open meeting. See Board policy 8:10, 

Connection with the Community. 

3. The Board may want to include the following information in its announcement: 

• The Board appointed [attorney’s name or law firm name] as the Board Attorney 

• The appointment will begin on [date] for [length of time] 
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• The Board previously established qualifications for the Board Attorney in a careful and 

thoughtful manner, e.g., “[Attorney or law firm’s name] meets these qualifications and has 

demonstrated the willingness to accept its duties and responsibilities. [Attorney or law 

firm’s name] brings a clear understanding of the demands and expectations of the Board 

Attorney position along with a constructive attitude toward the challenge.” 
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October June 20192024 5:20-E 

 

General Personnel 

Exhibit - Resolution to Prohibit Sexual Harassment 

WHEREAS, Section 10-20 of the School Code (105 ILCS 5/10-20) grants school boards other powers 
that are not inconsistent with their duties; 

WHEREAS, Section 1-5 of the State Officials and Employees Ethics Act (5 ILCS 430/1-5) includes 
school districts within the definition of a governmental entity; 

WHEREAS, Section 5-65 of the State Officials and Employees Ethics Act (5 ILCS 430/5-65, added by 
P.A. 100-554) provides that all persons have a right to work in an environment free from sexual 
harassment; 

WHEREAS, Section 70-5 of the State Officials and Employees Ethics Act (5 ILCS 430/70-5, amended 
by P.A.s 100-554 and 101-221) requires governmental entities to adopt an ordinance or resolution 
establishing a policy to prohibit sexual harassment which, at a minimum, includes: (1) a prohibition on 
sexual harassment; (2) details on how an individual can report an allegation of sex ual harassment, 
including options for making a confidential report to a supervisor, ethics officer, Inspector General, or 
the Ill. Dept. of Human Rights; (3) a prohibition on retaliation for reporting sexual harassment 
allegations, including availability of whistleblower protections under the Act, the Whistleblower Act 
(740 ILCS 174/), and the Ill. Human Rights Act (775 ILCS 5/); (4) the consequences: (a) of a violation 
of the prohibition on sexual harassment; and (b) for knowingly making a false report; and (5) a 
mechanism for reporting and independent review of allegations of sexual harassment made against a 
Board member by a fellow Board member or other elected official; 

THEREFORE, BE IT RESOLVED, by the Board of Education of [insert name], [insert county] 
County, Illinois, as follows: 

Section 1: The Board adopts Board policies 2:105, Ethics and Gift Ban, and 5:20, Workplace 
Harassment Prohibited, attached as Exhibit A, which collectively contain the following: (1) a 
prohibition on sexual harassment; (2) detail regarding how an individual can report an allegation 
of sexual harassment, including options for making a confidential report to an immediate 
supervisor, the Building Principal, an administrator, the Nondiscrimination Coordinator, a 
Complaint Manager, or the Ill. Dept. of Human Rights; (3) a prohibition on retaliation for reporting 
sexual harassment allegations and a statement regarding the availability of whistleblower 
protections under the State Officials and Employees Ethics Act, the Whistleblower Act, and the Ill. 
Human Rights Act; and (4) the consequences: (a) of a violation of the prohibition on sexual 
harassment; and (b) for knowingly making a false report, and (5) a mechanism for reporting and 
independent review of allegations of sexual harassment made against a Board member by a fellow 
Board member or other elected official. 

Section 2: Any prior versions of Board policies 2:105, Ethics and Gift Ban, and 5:20, Workplace 
Harassment Prohibited, adopted by the Board are superseded by this Resolution. 

Adopted this ____ day of __________, 20___. 

Attested by:       , Board President 

Attested by:       , Board Secretary 
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June 20192024 5:35-E 

 

General Personnel 

Exhibit - Volunteer Agreement Executed by a Non-Exempt Employee 

I would like to serve as a volunteer for the School District. I understand that: 

1. I may not volunteer to perform a job that is the same or similar job for which I am employed. 
2. My time and service as a volunteer are given without promise, expectation, or receipt of any 

form of compensation. 
3. My volunteer services are not being performed in the course and scope of my regular 

employment and are not in any way required by the School District.  
4. Either the District or I may terminate my volunteer services at any time for any reason. My 

withdrawal will not affect my continued employment with the School District.  

This agreement will continue in force until terminated by either the employee or School District.  

 

            

Volunteer Signature      Date 

            

Supervisor       Date 
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June 2019June 2024 5:120-E 

 

General Personnel 

Exhibit - Code of Ethics for Illinois Educators 

Code of Ethics for Illinois Educators, Illinois State Board of Education (ISBE) (23 Ill.Admin.Code 
§22.20) 

a)  Responsibility to Students 

The Illinois educator is committed to creating, promoting, and implementing a learning 
environment that is accessible to each student, enables students to achieve the highest academic 
potential, and maximizes their ability to succeed in academic and employment settings as a 
responsible member of society. Illinois educators: 

1. Embody the Standards for the School Support Personnel Endorsements (23 Ill.Admin.Code 
Part 23), the Illinois Professional Teaching Standards (23 Ill.Admin.Code Parts 24 and 130), 
and Standards for Administrative Endorsements (23 Ill.Admin.Code Part 29), as applicable to 
the educator, in the learning environment; 

2. Respect the inherent dignity and worth of each student by assuring that the learning 
environment is characterized by respect and equal opportunity for each student, regardless of 
race, color, national origin, sex, sexual orientation, disability, religion, language or socio-
economic status; 

3. Maintain a professional relationship with students at all times; 
4. Provide a curriculum based on high expectations for each student that addresses individual 

differences through the design, implementation, and adaptation of effective instruction; and  
5. Foster in each student the development of attributes that will enhance skills and knowledge 

necessary to be a contributing member of society. 

b) Responsibility to Self 

Illinois educators are committed to establishing high professional standards for their practice and 
striving to meet these standards through their performance. Illinois educators: 

1. Assume responsibility and accountability for their performance and continually strive to 
demonstrate proficiency and understanding of current trends in both content knowledge and 
professional practice; 

2. Develop and implement personal and professional goals with attention to professional 
standards through a process of self -assessment and professional development; 

3. Represent their professional credentials and qualifications accurately; and  
4. Demonstrate a high level of professional judgment. 

c) Responsibility to Colleagues and the Profession 

The Illinois educator is committed to collaborating with school and district colleagues and other 
professionals in the interest of student learning. Illinois educators: 

1. Collaborate with colleagues in their respective schools and districts to meet local and State 
educational standards; 

2. Work together to create a respectful, professional, and supportive school climate that allows all 
educators to maintain their individual professional integrity; 

3. Seek out and engage in activities that contribute to the ongoing development of the profession; 
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4. Promote participation in educational decision-making processes; 
5. Encourage promising candidates to enter the education profession; and  
6. Support the preparation, induction, mentoring, and professional development of educators.  

d) Responsibility to Parents, Families and Communities 

The Illinois educator will collaborate, build trust, and respect confidentiality with parents, families, 
and communities to create effective instruction and learning environments for each student.  Illinois 
educators: 

1. Aspire to understand and respect the values and traditions of the diversity represented in the 
community and in their learning environments; 

2. Encourage and advocate for fair and equal educational opportunities for each student;  
3. Develop and maintain professional relationships with parents, families, and communities; 
4. Promote collaboration and support student learning through regular and meaningful 

communication with parents, families, and communities; and 
5. Cooperate with community agencies that provide resources and services to enhance the 

learning environment. 

e) Responsibility to ISBE 

Illinois educators are committed to compliance with the School Code (105 ILCS 5/) and its 
implementing regulations, and to State and federal laws and regulations relevant to their profession. 
Illinois educators: 

1. Provide accurate communication to ISBE concerning all educator licensure matters; 
2. Maintain appropriate educator licensure for employment; and 
3. Comply with State and federal laws and regulations. 
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June 20192024 5:310-E 

 

Educational Support Personnel 

Exhibit - Agreement to Receive Compensatory Time-Off 

The School Board has a policy of granting compensatory time-off to non-exempt employees in lieu of 
overtime pay for time worked in excess of 40 hours in any workweek. I have either received a copy of 
the policy or been told where it may be found or downloaded. I understand that:  

1. I must obtain my supervisor’s express authorization to work overtime before working in excess 
of 40 hours in any workweek. 

2. I will earn compensatory time-off at a rate of not less than one and one-half (1.5) hours for each 
one hour of overtime worked. 

3. I will be allowed to use accrued compensatory time-off within a reasonable period after making 
a request to use it, provided that my absence would not unduly disrupt operations considering 
factors like emergency requirements for staff and the availability of qualified substitute staff. 

4. My supervisor may require that I use my accrued compensatory time-off within a certain time 
period, may prohibit my use of accrued compensatory time-off on certain days, may require 
that I cash out my compensatory time-off after a particular time period, and may otherwise 
limit my use of compensatory time-off. 

I agree to receive compensatory time-off in lieu of overtime pay for time worked in excess of 40 hours 
in any workweek, and I accept this as a condition of my employment.  

 

            
Employee Signature     Date 
 
 
 
            
Supervisor Signature (or designee)    Date Draf
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October 2019June 2024 6:300-E1 

 

Instruction 

Exhibit - Application for a Diploma for a Service Member Killed in Action or for Veterans 
of WWII, the Korean Conflict, or the Vietnam Conflict 

Complete and submit to the Superintendent. 

Please print: 

             

Name to Appear on Diploma      Phone 

             

Address        Birth Date 

         

City      State Zip  

For Veterans of WWII, the Korean Conflict, or the Vietnam Conflict 

The applicant is requesting a high school diploma and attests that he or she meets the following criteria 
as established by School Board policy: 

1. Served in the U.S. Armed Forces during World War II, the Korean Conflict, or the Vietnam 
Conflict. 

Please check one or more of the following: 1 
 World War II: December 7, 1941 – December 31, 1946, including the induction period of 
September 16, 1940 – December 6, 1941 

 Korean Conflict: June 27, 1950 – January 31, 1955, including the induction period of 
January 1, 1947 – June 26, 1950 

 Vietnam Conflict: January 1, 1961 – May 7, 1975 
2. Left high school in order to serve in the U.S. Armed Forces. 
3. Resided within an area currently within the School District at the time he or she withdrew from 

high school. 
4. Has not received a high school diploma or a GED (high school equivalency).  

 

             

Applicant’s Name (printed) Signature     Date  

 

 

The footnotes are not intended to be part of the adopted policy; they should be removed before the policy is adopted. 

1 This exhibit uses dates of eligible service listed in Ill. Dept. of Veterans Affairs administrative rules at 95 

Ill.Admin.Code §101.10. 
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For Service Members Killed in Action 

The applicant is requesting a high school diploma on behalf of a service member who was killed in 
action and attests that the deceased service member meets each of the following criteria as established 
by Board policy: 

1. Was killed in action while performing active military duty with the U.S. Armed Forces.  
2. Left high school in order to serve in the U.S. Armed Forces. 
3. Resided within an area currently within the School District at the time he or she withdrew from 

high school. 
4. Has not received a high school diploma or a GED (high school equivalency).  

 

             

Applicant’s Name (printed) Signature     Date 
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October June 20192024 7:270-E2 

 

Students 

Exhibit - School Medication Authorization Form - Medical Cannabis 

To be completed by the child’s parent(s)/guardian(s). A new form must be completed every school year. 
Keep in the school nurse’s office or, in the absence of a school nurse, the Building Principal’s office. 

Student’s Name:       Birth Date:   

Address:            

Home Phone:   Cell Phone:   Emergency Phone:   

School:     Grade:  Teacher:     

To be completed by the student’s physician, physician assistant with prescriptive authority, or advanced 
practice RN with prescriptive authority. 

Prescriber’s Printed Name:          

Office Address:           

Office Phone:     Emergency Phone:     

Medication name:           

Purpose:            

Dosage:     Frequency:      

IDPH registry ID card for student is valid [insert dates]:       

IDPH registry ID card for designated caregiver is valid [insert dates]:     

Attach copies of both registry identification cards 

Time medication is to be administered or under what circumstances:     

             

             

             

Prescription date:  Order date:   Discontinuation date:   

Diagnosis requiring medication:         

Is it necessary for this medication to be administered during the school day?  Yes     No 

Expected side effects, if any:          

Time interval for re-evaluation:         

Other medications student is receiving:        

                         

Prescriber’s Signature      Date    
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For only parents/guardians of students who want to grant their child permission to self-administer 

a medical cannabis infused product under direct supervision by a school nurse or administrator: 

I grant permission for my child to self-administer his or her medical cannabis infused product required 
under an asthma action plan, an Individual Health Care Action Plan, an Illinois Food Aallergy 
Eemergency Aaction planand Treatment Authorization Form, a plan pursuant to Section 504 of the 
federal Rehabilitation Act of 1973, or a plan pursuant to the federal Individuals with Disabilities 
Education Act. 105 ILCS 5/10-22.21b, amended by P.A. 103-175101-205, eff. 1-1-20. I understand 
that my child’s self-administration will only occur under direct supervision by a school nurse or school 
administrator. 105 ILCS 5/22-33(b-5), amended by P.A. 101-370, eff. 1-1-20. 

Medical cannabis infused product child is permitted to self -administer: 

_________________________________________________________________________________ 

Please initial to indicate (1) receipt of this information, and (2) authorization for your child to self-

administer a medical cannabis infused product. 

    

Parent/Guardian Initials 

By signing below, I acknowledge, understand and agree as follows: 

1. The only individual(s) who may possess and administer medical cannabis to my child at school 
or on the school bus is: a) his/her registered designated caregiver as identified by the Ill. Dept. 
of Public Health (IDPH); or b) a school nurse or school administrator. 

2. Both my child and his/her registered designated caregiver possess valid registry identification 
cards issued by the IDPH, copies of which I have provided/will provide to the District.  

3. After administering the medical cannabis to my child, the designated caregiver shall 
immediately remove the product from school premises or the school bus.  

4. The designated caregiver may not administer a medical cannabis infused product in a manner 
that, in the opinion of the District or school, would create a disruption to the school’s 
educational environment or would cause exposure of the product to other students.  

5. Children under age 18 cannot smoke or vape medical cannabis. Medical cannabis-infused 
products include oils, ointments, foods, and other products that contain usable cannabis but are 
not smoked or vaped. 

6. The District reserves the right to restrict or otherwise stop allowing the administration of 
medical cannabis to my child if the District or school would lose federal funding as a result.  

7. I agree to indemnify and hold harmless the School District and its employees and agents against 
any claims, except a claim based on willful and wanton conduct, arising out of the 
administration of medical cannabis that I authorize by my signature below.  

 

Parent/Guardian Printed Name:         

Address (if different from Student’s above):        

     

Home Phone:   Cell Phone:   Emergency Phone:   

             

Parent/Guardian Signature      Date 
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November 2021March 2024 7:280-E2 

 

Students 

Exhibit - Reporting and Exclusion Requirements for Common Communicable Diseases 

The following chart contains requirements from rules adopted by the Ill. Dept. of Public Health (IDPH). 
They provide routine measures for the control of communicable diseases by establishing progressive 
initiatives for implementing disease-reporting and exclusions measures. School personnel must notify 
the local health authority if they have knowledge of a known or suspected case or carrier of 
communicable disease, and such reports must be kept confidential. 77 Ill.Admin.Code §690.200.  

Diseases and Conditions, 77 Ill.Admin.Code §690.100 

The following are declared to be contagious, infectious, or communicable and may be dangerous to the 
public health. The Section number associated with the listed diseases or conditions indicates the Section 
of the rules explaining the reportable notifiable disease or condition. Diseases and conditions are listed 
alphabetically by class. Every class has a different timeframe for mandatory reporting to IDPH.  

Standard precautions refers to infection prevention and control measures for healthcare settings that 
apply to all patients regardless of diagnosis or presumed infection status. 77 Ill.Admin.Code §690.10.  

Contact precautions refers to infection control measures for healthcare settings designed to reduce the 
risk of transmission of infectious agents that can be spread through direct contact with the suspected or 
known case patient or indirect contact with potentially infectious items or surfaces. 77 Ill.Admin.Code 
§690.10. 

Droplet precautions refers to infection prevention and control measures for healthcare settings designed 
to reduce the risk of transmission of infectious agents via large particle droplets that do not remain 
suspended in the air and are usually generated by coughing, sneezing, or talking. 77 Ill.Admin.Code 
§690.10. 

Case refers to any living or deceased person having a recent illness due to a communicable 
diseasenotifiable condition. 77 Ill.Admin.Code §690.10. 

Class I(a) Diseases or Conditions 

The following notifiable diseases or conditions shall be reported by telephone immediately (within 
three hours) upon initial clinical suspicion of the disease or condition to the local health authority, who 
shall then report to IDPH immediately (within three hours). 

Disease or Condition Precaution and Exclusion Rules 

Any unusual case of a disease or 
condition caused by an infectious 
agentnot listed in IDPH regulations that 
is of urgent public health significance 
(including, but not limited to, cowpox, 
Reye’s syndrome, glanders, amoebic 
meningoencephalitis, orf, monkeypox, 
hemorrhagic fever viruses, infection 
from a laboratory-acquired 

Contacts shall be evaluated to determine the need for 
quarantine and/or for symptoms monitoring follow-up for 
a period of time following exposure. The local health 
authority shall implement appropriate control measures. 
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recombinant organism, or any disease 
or condition non-indigenous to the 
United States), §690.295 

Anthrax, §690.320 Standard precautions shall be followed. Contact 
precautions shall be followed for care of persons with 
cutaneous anthrax when dressing does not adequately 
contain drainage. 

No restrictions if exposure is from infected animals or 
animal products.A search shall be made for history of 
exposure to infected animals or animal products and 
traced to the place of origin. All anthrax cases shall be 
reviewed carefully for consideration of a bioterrorist 
event. No restrictions on contacts. 

If there is a suspected bioterrorist threat or event, contacts 
will be evaluated to determine need for quarantine. 

Botulism, Foodborne, Intestinal, 
§690.327 

Standard precautions shall be followed. No restrictions. 

Brucellosis (if suspected to be a 
bioterrorist event or part of an 
outbreak), §690.330 

Standard precautions shall be followed. Contact 
precautions shall be followed when dressing does not 
adequately contain drainage.No restrictions. 

Coronavirus, Novel, including 
Coronavirus Disease 19 (COVID-19), 
Severe Acute Respiratory Syndrome 
(SARS), and Middle Eastern 
Respiratory Syndrome (MERS), 
§690.361 

IDPH will make recommendations as information 
becomes known about the transmissibility of the novel 
coronavirus. IPDH will make recommendations for 
control of contacts based on transmissibility and severity 
of illness caused by the novel strain. Standard Precautions, 
Contact Precautions, Droplet Precautions including eye 
protection, and Airborne Infection Isolation Precautions 
shall be followed for cases or suspect cases in a health 
care facility (includes any public or private building or 
portion of a building used, operated, or designed to 
provide health services, medical treatment or nursing, 
rehabilitative or preventative care. 77 Ill. Admin. Code 
§690.10). 

All cases, including suspect cases, should be isolated at 
home or in an alternative setting for housing. 

Contacts shall be placed under surveillance and may be 
quarantined, with close observation for fever and COVID-
like respiratory symptoms in consultation with IDPH or 
the local health department. 

IDPH has frequently updated its school exclusion 

guidance and rules for COVID-19 during the COVID-

19 pandemic; school personnel should monitor them 

regularly:  
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Guidance - www.dph.illinois.gov/covid19/community-
guidance/school-guidance 

Rules - www.dph.illinois.gov/covid19/governor-pritzkers-
executive-orders-and-rules  

Diphtheria, §690.380 Standard precautions shall be followedThe case shall be 
isolated until two successive cultures from both throat and 
nose (and skin lesions in cutaneous diphtheria) are 
negative for diphtheria bacilli or when a virulence test 
proves the bacilli to be avirulent. The first culture shall be 
taken not less than 24 hours after completion of antibiotic 
therapy and the second culture shall be taken not less than 
24 hours after the first. If culturing is unavailable or 
impractical, isolation may be ended af ter 14 days of 
effective appropriate antimicrobial therapy. 

Influenza A, Novel or Variant Virus, 
§690.469 

Standard precautions, including routine use of eye 
protection, and droplet precautions shall be followed for 
patients in health care settings, e.g., hospitals, long-term 
care facilities, outpatient offices, emergency transport 
vehicles.  

Control of contacts is based on transmissibility and 
severity of the illness that caused the influenza 
strain.IDPH will make recommendations as information 
becomes known about the transmissibility of the novel or 
variant influenza virus. IDPH will make recommendations 
for control of contacts based on transmissibility and 
severity of the illness caused by the novel or variant 
influenza A strain. 

(See the f/ns of sample policy 4:180, Pandemic 
Preparedness; Management; and Recovery , for 
information and resources regarding influenza epidemics 
in schools; administrative procedure 4:180-AP1, School 
Action Steps for Pandemic Influenza or Other 
Virus/Disease; and administrative procedure 4:180-AP2, 
Pandemic Influenza Surveillance and Reporting .) 

Measles, suspect, probable or 
confirmed, §690.520 

All cases, including suspect cases, with measles shall 
isolate themselves at home and shall be excluded from 
school, work, and childcare facilities for at least four days 
after appearance of the rash. 

Plague, §690.570 Standard precautions shall be followed. For all patients, 
droplet precautions shall be followed until pneumonia has 
been determined not to be present. 

For patients with pneumonic plague, droplet precautions 
shall be followed until 48 hours after initiation of effective 
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antimicrobial therapy and the patient has a favorable 
clinical response. Antimicrobial susceptibility testing is 
recommended. 

A strict, seven day quarantine is required for contacts to 
pneumonic plague who refuse chemoprophylaxis.Cases, 
their clothing, their living quarters and any pets shall be 
treated to eliminate fleas. Contacts to pneumonic plague 
and bubonic plague shall be monitored daily for seven 
days by the local health authority or other designated 
individual. 

Poliomyelitis, §690.580 Occurrence of a single case of poliomyelitis due to wild 
polio virus shall be recognized as a public health 
emergency, prompting immediate investigation and 
response.  

Standard precautions shall be followed. Contact 
precautions shall be followed for diapered or incontinent 
persons or during institutional outbreaks for the duration 
of hospitalization.Cases or suspected cases with polio who 
are not in the hospital shall isolate themselves at home, 
and shall be excluded from school, work, or any child care 
facility until IDPH determines the person is no longer 
infectious and isolation is no longer needed. 

Q-fever (if suspected to be a 
bioterrorist event or part of an 
outbreak), §690.595 

Standard precautions shall be followed.The local health 
authority should investigate. No specific restrictions on 
contacts. 

Smallpox, §690.650 Post-exposure immunization, within three to four days 
after exposure, provides some protection against disease 
and significant protection against a fatal outcome. Any 
person with significant exposure to a person with probable 
or confirmed smallpox during the infectious stage of 
illness requires immunization as soon after exposure as 
possible, but within the first four days after 
exposure.Cases shall be admitted to a health care setting. 

Tularemia (if suspected to be a 
bioterrorist event or part of an 
outbreak), §690.725 

Standard precautions shall be followed.No specific 
restrictions. 

Any suspected bioterrorist threat or 
event, §690.800 

Cases and contacts shall be evaluated to determine need 
for isolation.  

Class I(b) Diseases or Conditions 

The following notifiable diseases or conditions shall be reported as soon as possible during normal 
business hours by telephone (some rules state that facsimile or electronic reporting are also acceptable, 
the Disease column indicates “F” for facsimile or “E” for electronic in those instances), but within 24 
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hours, i.e., within eight regularly scheduled business hours after identifying the case, to the local health 
authority, who shall then report to IDPH as soon as possible, but within 24 hours.  

Disease Precaution and Exclusion Rules 

Acute Flaccid Myelitis (AFM), 
§690.290 

No general restrictions. 

Botulism (intestinal, wound and other), 
§690.327 (F or E) 

Standard precautions shall be followed. No restrictions. 

Brucellosis (not part of suspected 
bioterrorist event or part of an 
outbreak), §690.330 

Standard precautions shall be followed. Contact 
precautions shall be followed when dressing does not 
adequately contain drainage. No restrictions on contacts. 

Chickenpox (Varicella), §690.350 (F or 
E) 

Children shall be excluded from school or child care 
facilities for a minimum of five days after the appearance 
of eruption (with day zero being the first day of rash 
appearance) or until vesicles become dry/crusted, 
whichever is longer. 
Standard precautions, contact precautions and airborne 
infection isolation precautions shall be followed for 
patients in a health care facility until all lesions are dry and 
crusted.  

Cholera, §690.360 (F) Standard precautions shall be followed. Contact 
precautions shall be followed for diapered or incontinent 
persons or during institutional outbreaks until absence of 
diarrhea for 24 hours.Contacts should be asked about 
symptoms during the period of household exposure and for 
five days after last exposure. 

Cronobacter, including C. sakazakii and 
C. malonaticus, infants younger than 12 
months of age, §690.362 

No specific restrictions. 

Escherichia coli infections (E. coli 
O157:H7 and other Shiga toxin-
producing E. coli), §690.400 (F) 

Cases shall avoid public swimming pools while 
symptomatic and for two weeks after the date diarrhea has 
ceased. Specific precautions for food handlers must be 
followed. 

Haemophilus influenzae, meningitis 
and other invasive disease, §690.441 (F) 

Standard precautions and droplet precautions shall be 
followedNo specific restrictions. Droplet precautions shall 
be followed until 24 hours after initiation of effective 
antimicrobial therapy. 

Hantavirus pulmonary syndrome, 
§690.442 (F) 

Standard precautions shall be followed. No specific 
restrictions on contacts. 

Hemolytic uremic syndrome, post-
diarrheal, §690.444 (F) 

See requirements for the applicable disease that preceded 
the HUS (when preceding cases are either E.Coli (Section 
§690.400) or Shigellosis (Section §690.640) standard 
precautions shall be followed and contact precautions shall 
be followed for diapered or incontinent persons or during 
institutional outbreaks until absence of diarrhea for 24 
hours). 
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Hepatitis A, §690.450 (F or E) Standard precautions shall be followed. In diapered or 
incontinent persons, the following contact precautions shall 
be followed: 

• Infants and children less than three years of age for 
duration of hospitalization; 

• Children 3 to 14 years of age, until two weeks after 
onset of symptoms; and 
Those greater than 14 years of age, for one week 
after onset of symptoms.See §690.450 

Influenza, (Laboratory Confirmed 
Deaths in persons younger than 18 years 
of age), §690.465 

The death of a child younger than 18 years of age with 
laboratory-confirmed influenza shall be reported. 

Influenza, (Laboratory Confirmed 
Testing via Electronic Laboratory 
Reporting (ELR) only and Intensive 
Care Unit Admissions) admissions into 
intensive care unit, §690.468 (F or E) 

Standard and droplet precautions shall be followed. IDPH 
may distribute additional recommendations in conjunction 
with CDC guidance. No specific restrictions. IDPH will 
recommend control of contacts based on transmissibility 
and severity of the illness caused by the influenza strain. 

Melioidosis due to Burkholderia 
pseudomallei, §690.530 

No specific restrictions. 

Measles, §690.520 Children with measles shall be kept out of school or child 
care facilities for at least four days after appearance of the 
rash. 

Mumps, §690.550 (F or E) Cases shall be excluded from school, child care facilities or 
workplace until five days after onset of symptoms 
(parotitis). 
Susceptible contacts should be excluded from school or the 
workplace from days 12 through 25 after exposure.Suspect, 
probable, and confirmed cases as defined in Section 690.10 
shall be excluded from school, child care facilities or the 
workplace until five days after onset of symptoms 
(parotitis). Susceptible close contacts to confirmed and 
probable cases shall be excluded from school, child care 
facilities or the workplace from days 12 through 25 after 
exposure.  

Neisseria meningitidis, meningitis and 
invasive disease and purpura fulminans, 
§690.555 (F or E) 

Standard precautions shall be followed. Droplet 
precautions shall be followed until 24 hours after initiation 
of effective antimicrobial therapy.No specific restrictions. 

Any suspected or Confirmed Outbreak 
of a Disease of Known or Unknown 
Etiology that may be a Danger to the 
Public Health, Whether the Disease, 
Infection, Microorganism, or Condition 
is specified in the Rule Outbreaks for 
public health significance (including but 
not limited to, foodborne, healthcare-

Make a report to local health authority within 24 hours for 
investigation. If outbreak has occurred, the local health 
authority makes a final report to IDPH. Cases are evaluated 
to determine need for isolation. 
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associated, zoonotic disease, and 
waterborne outbreaks), §690.565 (E) 
Pertussis (whooping cough), §690.750 Standard precautions shall be followed. Droplet 

precautions shall be followed for known cases until the 
patient has received at least five days of a course of 
appropriate antibiotics. 
Case shall be excluded from school until five days of 
appropriate antibiotic therapy is complete. Suspected cases 
who do not receive antibiotics should be isolated for three 
weeks after onset of paroxysmal cough or until the end of 
the cough, whichever comes first.Cases shall be excluded 
from school, child care facilities, or the workplace until five 
days of appropriate antibiotic therapy has been completed. 
All household contacts and community-based contacts 
determined by the local health authority to be at risk should 
receive at least five days of a course of appropriate 
antibiotics. 

Q-fever (not suspected in bioterrorist 
attack or part of an outbreak), §690.595 

Standard precautions shall be followed. No restrictions for 
contacts. 

Rabies, human, §690.600 (F or E) Standard precautions shall be followed.Cases of suspect 
human rabies should be admitted to a health care facility. 

Rabies, potential human exposure and 
animal rabies, §690.601 (F or E) 
Definition of exposed person to be 
reported is lengthy and available in 
§690.601. 

The local health authority determines whether rabies post-
exposure prophylaxis for the exposed person is needed. 

Respiratory Syncytial Virus (RSV) 
Infection (Laboratory Confirmed 
Testing via ELR only, Pediatric Deaths, 
and Intensive Care Unit Admissions), 
§690.605 (F or E) 

No specific restrictions. 

Rubella, §690.620 (F or E) Cases shall isolate themselves and be excluded from 
school, child care facilities or the workplace for seven days 
after rash onset. Susceptible contacts shallould be excluded 
from school or the workplace from days seven through 23 
following rash onset after last exposure. 

SARS-CoV2 Infection (COVID-19) 
(Laboratory Confirmed Testing via 
ELR Only, Pediatric Deaths, and 
Intensive Care Unit Admissions), 
§690.635 

All cases shall isolate themselves at home per CDC 
recommendations or as directed by the local health 
authority. 

Smallpox vaccination, complications of 
§690.655 (E) 

Precautions for individuals with vaccination complications 
vary depending upon the type of complication. See 
Smallpox, §690.650 above. 

Staphylococcus aureus infections with 
intermediate or high level resistance to 
Vancomycin, §690.661 (F) 

No specific restrictions. IDPHThe Department will issue 
specific recommendations for the control of contacts on a 
case-by-case basis. 
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Streptococcal infections, Group A, 
invasive and sequelae to Group A 
streptococcal infections In Persons 
Admitted to the Hospital or Residing in 
a Residential Facility, including 
antibiotic susceptibility test results, 
§690.670 (F) 

Standard Precautions shall be followed. Droplet 
Precautions shall be followed for persons with necrotizing 
fasciitis or toxic shock syndrome until 24 hours after 
initiation of effective antimicrobial therapy. In cases of 
necrotizing fasciitis, when dressing does not adequately 
contain drainage, contact precautions shall be followed 
until 24 hours after initiation of effective antimicrobial 
therapy.No specific restrictions. 

Tularemia (not suspected to be 
bioterrorist event or part of an 
outbreak), §690.725 

Standard precautions shall be followed. No restrictions on 
contacts. 

Typhoid fever and Paratyphoid fever 
(including S. Typhi, S. Paratyphi A, S. 
Paratyphi B (tartrate negative), and S. 
Paratyphi C cases), §690.730 (F) 

Cases with typhoid fever in non-sensitive occupations shall 
not return to their occupation until the following are 
completed: i) termination of the acute illness (absence of 
fever); and ii) receipt of education on transmission of the 
bacterium that causes typhoid fever from the local health 
authority. All persons living in the household of a newly 
identified chronic carrier and other contacts living outside 
the home must submit two consecutive negative specimens 
of feces. 
If persons required to be tested refuse to comply within one 
week after notification, they shall be restricted from their 
occupations, school attendance or day care (adult or child) 
attendance until compliance is achieved. 

Typhus, §690.740 (F or E) Standard precautions shall be followed. Proper delousing 
for louse-borne typhus is required.Proper delousing for 
louse-borne typhus is required. The local health authority 
shall monitor all immediate contacts for clinical signs for 
two weeks. 

Class II Diseases or Conditions 

The following diseases shall be reported as soon as possible by mail, telephone, facsimile or 
electronically during normal business hours, but within seven days, to the local health authority which 
shall then report to the IDPH within threeseven days. 

Arboviral Infections (including, but not 
limited to, California encephalitis, St. 
Louis encephalitis and West Nile 
virus), §690.322 

Standard precautions shall be followed. No restrictions on 
contacts.No general restrictions. 

Campylobacteriosis, §690.335 Standard precautions shall be followed.  Contact 
precautions shall be followed for diapered or incontinent 
persons or during institutional outbreaks until diarrhea is 
absent for 24 hours.No specific restrictions. 

Cryptosporidiosis, §690.365 Standard precautions shall be followed. Cases shall avoid 
swimming in public recreational water venues (e.g., 
swimming pools, whirlpool spas, wading pools, water 
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parks, interactive fountains, lakes) while symptomatic and 
for 2 weeks after cessation of diarrhea. 

Cyclosporiasis, §690.368 Standard precautions shall be followed.No specific 
restrictions for contacts. 

Hepatitis B and Hepatitis D, §690.451 Standard precautions shall be followedNo specific 
restrictions. No restrictions on contacts.Contacts to cases 
or carriers of hepatitis B should be tested for susceptibility 
to hepatitis B virus. 

Hepatitis C Acute Infection, Perinatal 
and Non-Acute Confirmed Infection, 
§690.452 

Standard precautions shall be followed. No restrictions on 
contacts.No specific restrictions. 

Histoplasmosis, §690.460 Standard precautions shall be followed. No restrictions on 
contacts.No specific restrictions. 

Influenza, Deaths in persons less than 
18 years of age (lab confirmed and no 
recovery between illness and death), 
§690.465 

N/A 

Legionellosis, §690.475 Standard precautions shall be followed. No restrictions on 
contacts. No specific restrictions. 

Leptospirosis, §690.490 Standard precautions shall be followed. No restrictions on 
contacts.No specific restrictions. 

Listeriosis (when both mother and 
newborn are positive, report mother 
only), §690.495 

No specific restrictionsStandard precautions shall be 
followed. No restrictions on contacts. 

Malaria, §690.510 Standard precautions shall be followed. No restrictions on 
contacts.No specific restrictions. 

Multi-drug resistant organisms 
considered to be of epidemiologic 
importance due to either severity of 
clinical disease, potential for 
transmission of genetic elements, or 
opportunities for effective control 
effects, §690.445 

Patients in health care facilities, including, but not limited 
to, long-term acute care hospitals and skilled nursing 
facilities, should comply with the local health authority's 
recommendations for control measures as supported by 
IDPH or CDC procedures and best practices for control of 
transmission. 

Psittacosis due to chlamydia psittaci, 
§690.590 

Standard precautions shall be followed. No restrictions on 
contacts.No specific restrictions. 

Salmonellosis including Paratyphi V 
var. L(+) tartrate+ (other than S. 
typhioid A., S Paratyphi B (tartrate 
negative), and S. Paratyphi C cases 
fever), §690.630 

Cases shall avoid swimming in public recreational water 
venues (e.g., swimming pools, whirlpool spas, wading 
pools, water parks, interactive fountains, lakes) while 
symptomatic and for two weeks after cessation of 
diarrhea.Standard precautions shall be followed. Contact 
precautions shall be followed for diapered or incontinent 
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persons or during institutional outbreaks until absence of 
diarrhea for 24 hours. 

Shigellosis, §690.640 Cases shall avoid swimming in public recreational water 
venues (e.g., swimming pools, whirlpool spas, wading 
pools, water parks, interactive fountains, lakes) while 
symptomatic, and for two weeks after cessation of 
diarrhea.Standard precautions shall be followed. Contact 
precautions shall be followed for diapered or incontinent 
persons or during institutional outbreaks until diarrhea is 
absent for 24 hours. 

Toxic shock syndrome due to 
Staphylococcus aureus infection, 
§690.695 

Standard precautions shall be followed. No restrictions on 
contacts.No specific restrictions. 

Streptococcus pneumoniae, invasive 
disease in children  lessyounger than 
five years, §690.678 

Standard precautions shall be followed. No restrictions on 
contacts.No specific restrictions. 

Tetanus, §690.690 Standard precautions shall be followed and post-injury 
patients at risk should receive human tetanus immune 
globulin and/or toxoid.No specific restrictions. No 
restrictions on contacts. 

Tickborne Disease, including African 
Tick Bite Virusehrlichiosis, 
Aanaplasmosis, Babesiosis, Bourbon 
Virus, Ehrlichiosis, Heartland Virus, 
Lyme disease, and Rocky Mountain 
spotted fever Rickettsiosis, §690.698 

Standard precautions shall be followed. No restrictions on 
contacts.No specific restrictions. 

Trichinosis, §690.710 Standard precautions shall be followed. No restrictions on 
contacts.No specific restrictions. 

Tuberculosis, §696.170 Reporting requirement is limited to health care 
professionals (includes nurses and health coordinators or 
health care settings). Report electronically or by facsimile, 
followed up with a phone call to local TB authority, or if 
none, to IDPH.  

Exclude case if considered to be infectious according to 
IDPH’s rules and regulations for the control of TB or as 
recommended by the local health authority. 

Vibriosis (Other than Toxigenic Vibrio 
cholera O1 or O139Non-cholera Vibrio 
infections), §690.745 

Standard precautions shall be followed. Contact 
precautions shall be followed for diapered or incontinent 
persons or during institutional outbreaks until diarrhea 
ceases.No specific restrictions. 
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Reporting of Sexually Transmissible Infections, 77 Ill.Admin.Code 693.30  

The following sexually transmitted infections are reportable by health care professionals only (which 
includes advanced practice nurses, licensed nurses (including school nurses), or other persons licensed 
or certified to provide health care services of any kind to the local health department, or if none exists, 
to IDPH. Reports are strictly confidential and must be made within seven days after the diagnosis or 
treatment.  

Infection Exclusion Rules 

Acquired Immunodeficiency Syndrome 
(AIDS) 

A person may only be isolated with that person’s consent 
or upon order of a court in those cases there the public’s 
health and welfare are significantly endangered and where 
all other reasonable means have been exhausted and no 
less restrictive alternative exists. 77 Ill.Admin.Code 
§693.60(b). 

HIV Infection See above. 

Syphilis See above. 

Gonorrhea See above. 

Chlamydia See above. 

Chancroid See above. 

Exclusion Criteria for Non-Reportable Diseases and Illnesses 

There are a number of diseases and illnesses that have either never been reportable or no longer need 
to be reported under IDPH rules. However, some of these conditions may still pose a health risk and 
require exclusion from school. IDPH has published a chart which includes diseases and illnesses that 
do not require reporting of individual cases (as well as more common diseases those that do need to be 
reported), but may still require exclusion from school. Please refer to 77 Ill.Admin.Code §690.110, and 
the following link for further guidance at:  

http://dph.illinois.gov/sites/default/files/publications/commchartschool-
032817.pdf.https://dph.illinois.gov/content/dam/soi/en/web/idph/files/publications/commchartschool-
032817.pdf  
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Community Relations 

Exhibit - Letter Notifying Parents/Guardians of School Visitation Rights 

On District letterhead 

Date 

Dear Parents/Guardians: 

The School Visitation Rights Act permits employed parents/guardians, who are unable to meet with 
educators because of a work conflict, the right to time off from work to attend necessary educational or 
behavioral conferences at their child’s school. Please review the following copy of this Act to determine 
if you are entitled to a school visitation leave. 

Sincerely, 

Superintendent 

********************************************************************************  
SCHOOL VISITATION RIGHTS ACT 

820 ILCS 147/, amended by P.A. 101-486, eff. 8-1-20 

147/1. Short title 

This Act may be cited as the School Visitation Rights Act. 

147/5. Policy 

The General Assembly of the State of Illinois finds that the basis of a strong economy is an educational 
system reliant upon parental involvement. The intent of this Act is to permit employed parents and 
guardians who are unable to meet with educators because of a work conflict the right to an allotment 
of time during the school year to attend necessary educational or behavioral conferences at the school 
their children attend. 

147/10. Definitions 

As used in this Act: 

(a) “Employee” means a person who performs services for hire for an employer for:  

(1) at least 6 consecutive months immediately preceding a request for leave under this Act; and  

(2) an average number of hours per week equal to at least one-half the full-time equivalent 
position in the employer’s job classification, as defined by the employer’s personnel policies 
or practices or in accordance with a collective bargaining agreement, during those 6 months. 

“Employee” includes all individuals meeting the above criteria but does not include an independent 
contractor. 

(b) “Employer” means any of the following: a State agency, officer, or department, a unit of local 
government, a school district, an individual, a corporation, a partnership, an association, or a 
nonprofit organization. 
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(c) “Child” means a biological, adopted or foster child, a stepchild or a legal ward of an employee and 
who is enrolled in a primary or secondary public or private school in this State or a state which 
shares a common boundary with Illinois. 

(d) “School” means any public or private primary or secondary school or educational facility located 
in this State or a state which shares a common boundary with Illinois.  

(e) “School administrator” means the principal or similar administrator who is responsible for the 
operations of the school. 

147/15. School conference and activity leave 

(a) An employer must grant an employee leave of up to a total of 8 hours during any school year, and 
no more than 4 hours of which may be taken on any given day, to attend school conferences, 
behavioral meetings, or academic meetings related to the employee’s child if the conference or 
meeting cannot be scheduled during non-work hours; however, no leave may be taken by an 
employee of an employer that is subject to this Act unless the employee has exhausted all accrued 
vacation leave, personal leave, compensatory leave and any other leave that may be granted to the 
employee except sick leave and disability leave. Before arranging attendance at the conference or 
activity, the employee shall provide the employer with a written request for leave at least 7 days in 
advance of the time the employee is required to utilize the visitation right. In emergency situations, 
no more than 24 hours’ notice shall be required. The employee must consult with the employer to 
schedule the leave so as not to disrupt unduly the operations of the employer. 

(b) Nothing in this Act requires that the leave be paid. 

(c) For regularly scheduled, non-emergency visitations, schools shall make time available for visitation 
during regular school hours and evening hours. 

147/20. Compensation 

An employee who utilizes or seeks to utilize the rights afforded by this Act may choose the opportunity 
to make up the time so taken as guaranteed by this Act on a different day or shift as directed by the 
employer. An employee who exercises his rights under this Act shall not be required to make up the 
time taken, but if such employee does not make up the time taken, such employee shall not be 
compensated for the time taken. An employee who does make up the time taken shall be paid at the 
same rate as paid for normal working time. Employers shall make a good faith effort to permit an 
employee to make up the time taken for the purposes of this Act. If no reasonable opportunity exists 
for the employee to make up the time taken, the employee shall not be paid for the time. A reasonable 
opportunity to make up the time taken does not include the scheduling of make-up time in a manner 
that would require the payment of wages on an overtime basis. Notwithstanding any other provision of 
this Section, if unpaid leave under this Act conflicts with the unreduced compensation requirement for 
exempt employees under the federal Fair Labor Standards Act, an employer may require an employee 
to make up the leave hours within the same pay period. 

147/25. Notification 

The State Superintendent of Education shall notify each public and private primary and secondary 
school of this Act. Each public and private school shall notify parents or guardians of the school’s 
students of their school visitation rights. The Department of Labor shall notify employers of this Act. 

147/30. Verification 

Upon completion of school visitation rights by a parent or guardian, the school administrator shall 
provide the parent or guardian documentation of the school visitation. The parent or guardian shall 
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submit such verification to the employer. The State Superintendent and the Director of the Department 
of Labor shall suggest a standard form of documentation of school visitation to schools for use as 
required by this Section. The standard form of documentation shall include, but not be limited to, the 
exact time and date the visitation occurred and ended. Failure of a parent or guardian to submit the 
verification statement from the school to his or her employer within 2 working days of the school 
visitation subjects the employee to the standard disciplinary procedures imposed by the employer for 
unexcused absences from work. 

147/35. Employee rights 

No employee shall lose any employee benefits, except as provided for in Section 20 of this Act, for 
exercising his or her rights under this Act. Nothing in this Act shall be construed to affect an employer’s 
obligation to comply with any collective bargaining agreement or employee benefit plan. Nothing in 
this Act shall prevent an employer from providing school visitation rights in excess of the requirements 
of this Act. The rights afforded by this Act shall not be diminished by any collective bargaining act or 
by any employee benefit plan. 

An employer may not terminate an employee for an absence from work if the absence is due solely to 
the employee’s attendance at a school conference, behavioral meeting, or academic meeting, as 
provided in Section 15. 

147/40. Applicability 

This Act applies solely to public and private employers that employ at least 50 or more individuals in 
Illinois, and to their employees. 

147/45. Violation 

Any employer who violates this Act is guilty of a petty offense and may be fined not more than $100 
for each offense. 

147/49. Limits on leave 

No employer that is subject to this Act is required to grant school visitation leave to an employee if 
granting the leave would result in more than 5% of the employer’s work force or 5% of an employer’s 
work force shift taking school conference or activity leave at the same time. Draf
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