November 2020 4:10

Operational Services

Fiscal and Business Management 1

The Superintendent is responsible for the School District’s fiscal and business management.2 This
responsibility includes annually preparing and presenting the District’s statement of affairs to the
School Board and publishing it before December 1 as required by State law. 3

The Superintendent shall ensure the efficient and cost-effective operation of the District’s business
management using computers, computer software, data management, communication systems, and
electronic networks, including electronic mail, the Internet, and security systems. Each person using
the District’s electronic network shall complete an Authorization for Access to the District’s
Electronic Network. 4

Budget Planning

The District’s fiscal year is from July 1 until June 30.5 The Superintendent shall present to the Board,
no later than the first regular meeting in August, a tentative budget with appropriate explanation.6
This budget shall represent the culmination of an ongoing process of planning for the fiscal support
needed for the District’s educational program. The District’s budget shall be entered upon the Illinois
State Board of Education’s School District Budget Form.” To the extent possible, the tentative budget
shall be balanced as defined by the State Board of Education guidelines. The Superintendent shall
complete a tentative deficit reduction plan if one is required by the State Board of Education
guidelines. 8

Preliminary Adoption Procedures
After receiving the Superintendent’s proposed budget, the Board sets the date, place, and time for:
1. A public hearing on the proposed budget,? and

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

1 State or federal law controls this policy’s content. Article 17 of the School Code controls budgeting, tax levys, and
fax warrants.

2 Boards are authorized to hire a chief school business official. 105 ILCS 5/10-22.23a. Districts having a chief school
business official may want to replace “Superintendent” with “Chief School Business Official” throughout this policy.

3 105 ILCS 5/10-17.

4 See exhibits 6:235-AP1, E1, Student Authorization for Access to the District’s Electronic Networks, and 6:235-AP1,
E2, Authorization for Access to the District’s Electronic Networks. Use of electronic networks in the curriculum is covered
in policy 6:235, Access to Electronic Networks.

5 The board sets the fiscal year (105 ILCS 5/17-1) and this sentence should reflect that local decision.

6 The board must designate a person(s) to prepare a tentative budget. 105 ILCS 5/17-1. The purpose of this policy’s
directive for the superintendent to present a tentative budget “no later than the first regular meeting in August” is to ensure
that the budget can be adopted by September 30 (see f/n 13). A board may amend this directive to give the superintendent
additional flexibility by requiring him or her to present a tentative budget “during a regular Board meeting in August.”

G Required by 105 ILCS 5/17-1. The budget instructions from ISBE detail when a deficit reduction plan must be
completed.

8 State law requires the budget to be balanced and, if not, a three-year deficit reduction plan must be developed. 105
ILCS 5/17-1.

9 At least one public hearing must be held before final action on the budget. 105 ILCS 5/17-1.
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2. The proposed budget to be available to the public for inspection. 10

The Board Secretary shall arrange to publish a notice in a local newspaper stating the date, place, and
time of the proposed budget’s availability for public inspection and the public hearing.!l The
proposed budget shall be available for public inspection at least 30 days before the time of the budget
hearing.

At the public hearing, the proposed budget shall be reviewed, and the public shall be invited to
comment, question, or advise the Board. 12

Final Adoption Procedures

The Board adopts a budget before the end of the first quarter of each fiscal year, September 30, or by
such alternative procedure as State law may define.!3 To the extent possible, the budget shall be
balanced as defined by the State Board of Education; if not balanced, the Board will adopt a deficit
reduction plan to balance the District’s budget within three years according to State Board of
Education requirements. 14

The Board adopts the budget by roll call vote. The budget resolution shall be incorporated into the
meeting’s official minutes. Board members’ names voting yea and nay shall be recorded in the
minutes, 15

The Superintendent or designee shall perform each of the following:

1. Post the District’s final annual budget, itemized by receipts and expenditures, on the
District’s Internet website; notify parents/guardians that it is posted and provide the website’s
address. 16

2. File a certified copy of the budget resolution and an estimate of revenues by source
anticipated to be received in the following fiscal year, certified by the District’s Chief Fiscal
Officer, with the County Clerk within 30 days of the budget’s adoption. 17

3. Make all preparations necessary for the Board to timely file its Certificate of Tax Levy,
including preparations to comply with the Truth in Taxation Act; file the Certificate of Tax
Levy with the County Clerk on or before the last Tuesday in December. The Certificate lists
the amount of property tax money to be provided for the various funds in the budget.

4. Submit the annual budget, a deficit reduction plan if one is required by State Board of
Education guidelines, and other financial information to the State Board of Education
according to its requirements. 18

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

10 The tentative budget must be conveniently available for public inspection for at least 30 days before final action on
the budget. 105 ILCS 5/17-1.

11 105 ILCS 5/17-1 makes the board secretary responsible for this public notice at least 30 days before the hearing. If
there is no newspaper published in the district, notice must be given by posting notices in five public places. 105 ILCS
5/17-1.

12 Siate law does not address what transpires during the budget hearing.
13 Required by 105 ILCS 5/17-1 and 5/17-3.2.

14 Required by 105 ILCS 5/17-1. See f/n 8.

15 Required by 105 ILCS 5/10-7.

16 Required by 105 ILCS 5/17-1.2, only if the district has a website. Do not add this sentence unless the district has a
website.

17 Required by 35 ILCS 200/18-50, which refers to “appropriation and budget ordinances or resolutions.” School
districts adopt budgets by board resolution. The budget serves as the district’s appropriation.
18 Required by 105 ILCS 5/17-1.
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Any amendments to the budget or Certificate of Tax Levy shall be made as provided in the School
Code and Truth in Taxation Act. 19

Budget Amendments

The Board may amend the budget by the same procedure as provided for in the original adoption. 20

Implementation

The Superintendent or designee shall implement the District’s budget and provide the Board with a
monthly financial report that includes all deficit fund balances. The amount budgeted as the
expenditure in each fund is the maximum amount that may be expended for that category, except
when a transfer of funds is authorized by the Board.

The Board shall act on all interfund loans?!, interfund transfers?2, transfers within funds23, and
transfers from the working cash fund or abatements of it, if one exists. 24

LEGAL REF.: 35 ILCS 200/18-55 et seq.
105 ILCS 5/10-17, 5/10-22.33, 5/17-1, 5/17-1.2, 5/17-2A, 5/17-3.2, 5/17-11, 5/20-
5, 5/20-8, and 5/20-10.
23 Ill.Admin.Code Part 100.

CROSS REF.: 4:40 (Incurring Debt), 6:235 (Access to Electronic Networks)
ADMIN. PROC.: 6:235-AP1, E1 (Student Authorization for Access to the District’s Electronic

Networks), 6:235-AP1, E2 (Staff Authorization for Access to the District’s
Electronic Network Access)

The footnotes are not intended to be part of the adopted policy; they should be removed before the policy is adopted.
19 105 1LCS 5/17-11 and 35 ILCS 200/18-55 et seq.
20 105 1L.CS 5/17-1; 23 Tl Admin.Code Part 100.

21 105 ILCS 5/10-22.33, 5/20-4, 5/20-5, 5/20-8, and 5/20-10 and 23 Ill.Admin.Code §100.50, If the district loans
money from the working cash fund to another fund, Section 5/20-10 requires the district to maintain a credit to the working
cash fund (meaning that borrowing fund must repay the working cash fund).

22 105 ILCS 5/17-2A contains the requirements for a permanent transfer. P.A.101-643 extended the time period during
which a district may transfer money from specified funds for any purpose through June 30, 2021.

23 Transfers between the various items in any fund may not exceed in the aggregate ten percent of the total of such
fund as set forth in the budget. If the aggregate exceeds 10%, the board must amend the budget. 105 ILCS 5/17-1.

24 The purpose of the working cash fund is to enable the school district “to have in its treasury at all times sufficient
money to meet demands for expenses.” 105 ILCS 5/20-1. School officials, including board members, are liable “for any sum
that may be unlawfully diverted from the working cash fund ... .” 105 ILCS 5/20-6.

105 ILCS 5/20-10 codified a long-held practice and understanding of Ill. school districts. A district may abate (reduce
the funds) money from the working cash fund at any time and transfer it to any district fund or funds most in need of the
money, provided that the district maintains an amount to the credit of the working cash fund. This was a legislative overturn
of a case concluding that any permanent transfer, including abatements, of the working cash fund should be transferred only
to the education fund. See G.L.S. Venture v. Novak, 388 Tll.App.3d 184 (2nd Dist. 2009); G.L.S. Venture v. Novak, 385
Ill.Dec. 430 (2nd Dist. 2014). Abolishments (deplete all funds) of the working cash fund must still be transferred to the
education fund only.
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November 2020 4:55

Operational Services

Use of Credit and Procurement Cards !

The Superintendent and employees designated by the Superintendent are authorized to use District
credit and procurement cards to simplify the acquisition, receipt, and payment of purchases and travel
expenses incurred on the District’s behalf.2 Credit and procurement cards shall only be used for those
expenses that are for the District’s benefit and serve a valid and proper public purpose; they shall not
be used for personal purchases. Cardholders are responsible for exercising due care and judgment and
for acting in the District’s best interests.

The Superintendent or designee shall manage the use of District credit and procurement cards by
employees. It is the Board’s responsibility, through the audit and approval process, to determine
whether District credit and procurement card use by the Superintendent is appropriate.

In addition to the other limitations contained in this and other Board policies, District credit and
procurement cards are governed by the following restrictions: 3

1. Credit and/or procurement cards may only be used to pay certain job-related expenses or to
make purchases on behalf of the Board or District or any student activity fund, or for
purposes that would otherwise be addressed through a conventional revolving fund. 4

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

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

L1f district employees or board members are issued credit and/or procurement cards, an ISBE rule requires this subject
matter to be covered in policy and specifies its content. 23 Ill.Admin.Code §100.70(d). Add the following optional new
paragraph if the district issues credit cards to board members:

The District may from time-to-time issue and/or authorize Board members to use District credit cards to simplify
the payment of actual and necessary expenses as authorized in Board policy 2:125, Board Member Compensation;
Expenses. The Board will determine whether a Board member’s use of a District credit card is appropriate through
the expense approval process and the annual audit. All other components of this policy apply to a Board Member’s
use of a District credit card.
See f/n 19 in policy 2:125, Board Member Compensation; Expenses and ensure both policies are consistent in their
treatment of this issue.

2 The Local Government Travel Expense Control Act (50 ILCS 150/) requires districts to regulate the reimbursement
of all travel, meal and lodging expenses of board members and employees. 50 ILCS 150/10. Consult the board attorney
about how the Act affects the use of credit and procurement cards.

3The policy’s restrictions, numbered 1-10, correspond to the items that ISBE requires to be covered. Each item may be
customized as long as the following items are covered as per 23 Ill. Admin.Code §100.70(d):
Identifies the allowable types of purchases;
Provides for the issuing bank to block the cards’ use at unapproved merchants;
Limits the amount a cardholder can charge in a single purchase or within a given month;
Provides specific guidelines on purchases via telephone, fax, and the Internet;
Indicates the consequences for unauthorized purchases;
Requires cardholders to sign a statement affirming that they are familiar with the board’s credit card policy;
Requires review and approval of purchases by someone other than the cardholder or user;
Requires submission of original receipts to document purchases; and
Forbids the use of a card to make purchases in a manner contrary to the requirements of 105 ILCS 5/10-
20.21.
Indicates how financial or material rewards or rebates are to be accounted for and treated.

4 This limitation is from the introductory sentence in 23 Ill. Admin.Code §100.70(d).
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3. Each cardholder, other than the Superintendent, may charge no more than $500 in a single
purchase and no more than $1000 within a given month without prior authorization from the
Superintendent. 5

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

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

6. All cardholders must sign a statement affirming that they are familiar with this policy. ©

7. The Superintendent shall implement a process whereby all purchases using a District credit or
procurement card are reviewed and approved by someone other than the cardholder or
someone under the cardholder’s supervision.

8. Cardholders must submit the original, itemized receipt to document all purchases.

9. No individual may use a District credit or procurement card to make purchases in a manner
contrary to State law, including, but not limited to, the bidding and other purchasing
requirements in 105 ILCS 5/10-20.21, or any Board policy.

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

LEGAL REF.: 105 TLCS 5/10-20.21.
23 Tl Admin.Code §100.70(d).

CROSS REF.: 4:50 (Payment Procedures), 4:60 (Purchases and Contracts), 4:80 (Accounting
and Audits), 4:90 (Student Activity and Fiduciary Funds), 5:60 (Expenses)

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

5 The dollar caps are at the local board’s discretion, An alternative follows: “The Superintendent shall limit the amount
each cardholder may charge in a single purchase or within a given month and inform the issuing bank of these limitations.”

6 See exhibit 4:55-E, Cardholder’s Statement Affirming Familiarity with Requirements for Using District Credit and/or
Procurement Cards.
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November 2020 4:60-AP1

Operational Services

Administrative Procedure - Purchases

The Board Attorney should be consulted, as needed, regarding the legal requirements presented by
this administrative procedure as well as before a contract is presented to the Board. 1

Requirements for Purchases and Contracts

A. Each of the following requirements describes the type of purchase and/or contract to which it
applies; requirements in Sections B and C may also apply to a specific purchase or contract.

1.

All purchases of goods or services must be made through the use of contracts or purchase
orders, except for those purchases made from petty cash funds or the Imprest Fund, or as
otherwise specifically authorized by the Superintendent.

[1l. Use Tax Act compliance (105 ILCS 5/10-20.21(b) and 35 ILCS 105/):

a. Persons bidding for and awarded a contract, and all affiliates of the person, must collect
and remit Ill. Use Tax on all sales of tangible personal property into the State of Illinois
in accordance with the provision of the Ill. Use Tax Act.

b. All bids and contracts must include: (1) a certification that the bidder or contractor is not
barred from bidding for or entering into a contract, and (2) an acknowledgment that the
Board may declare the contract void if the certification is false.

All entities seeking to enter into a contract with the District must provide written certification
to the District that it will provide a drug free workplace by complying with the Ill. Drug Free
Workplace Act, 30 ILCS 580/. All contractors must comply with the notification mandates
and other requirements in the Ill. Drug Free Workplace Act. “Contractor” is defined in the TII.
Drug Free Workplace Act as “a corporation, partnership, or other entity with 25 or more
employees at the time of letting the contract, or a department, division, or unit thereof,
directly responsible for the specific performance under a contract of $5,000 or more.”

Before soliciting bids or awarding a contract for supplies, materials, equipment, or services, a
certified education purchasing contract that is already available through a State education
purchasing entity (as defined in the Education Purchasing Program, 105 ILCS 5/28A), may
be considered as a bid. 105 ILCS 5/10-20.21(d).

All contracts must include provisions required by State or federal law, as applicable. Topics
commonly requiring a provision include equal opportunity employment, prevailing wage,
minimum wage, and performance bond.

The procurement of architectural, engineering, and land surveying services is governed by the

Local Government Professional Services Selection Act, 50 ILCS 510/, implemented by
2:170-AP, Qualified Based Selection.

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

! Many legal problems will be avoided by carly and frequent consultation with the board attorney. A board cannot use
its failure to follow proper bidding or contracting procedures to later avoid payment to contractors or vendors that perform a
contract in good faith. Restore Construction Co.. Inc. v. Bd. of Educ. of Proviso Township High Sch. Dist. 209, 2020 WL
1880809 (I11. 2020).
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7

10.

A list must be posted on the District’s website, if any, of all contracts in excess of $25,000
and any contract with an exclusive bargaining representative. 105 ILCS 5/10-20.44(b).

Each contractor with the District must comply with 105 TLCS 5/10-21.9(f) and agree to: (a)
not allow any of its employees to have direct, daily contact with one or more students if the
employee was found guilty of any offense listed in 105 ILCS 5/10-21.9(c) or 5/21B-80(c)?;
(b) prohibit any of its employees from having direct, daily contact with one or more students
if the employee was found guilty of any offense in 5/21B-80(b) (certain drug offenses) until
seven years following the end of the employee’s sentence for the criminal offense; (c) require
each of its employees who will have direct, daily contact with one or more student(s) to
cooperate during the District’s fingerprint-based criminal history records check on him or
her; and (d) reimburse the District for the cost of the fingerprint-based criminal history
records check that the District obtains on each employee of a contractor who will have direct,
daily contact with a student(s). See 4:60-AP3, Criminal History Records Check of Contractor
Employees.

BEach contractor with the District must comply with 105 ILCS 5/24-5 and agree: (a)
concerning each new employee who will have direct, daily contact with one or more
student(s), to provide the District with evidence of physical fitness to perform the duties
assigned and freedom from communicable disease; and (b) to require any new or existing
employee who has and will have direct, daily contact with one or more student(s) to complete
additional health examinations as required by the District and be subject to additional health
examinations, including tuberculosis screening, as required by the Ill. Dept. of Public Health
rules or order of a local health official. 3

Any contract to purchase food with a bidder or offeror must comply with 105 ILCS 5/10-
20.21(b-10) (food donations). 4

B. To the extent feasible, the following govern all purchases and/or the award of contracts for
supplies, materials, or work, and/or contracts with private carriers for transporting students,
involving: (a) an expenditure of $25,000 or less, or (b) in an emergency, an expenditure in excess
of $25,000, provided such expenditure is approved by three-quarters of the Board. See 105 ILCS
5/10-20.21(a)(xiv) (3/4s of the members of the Board must approve an emergency expenditure in
excess of $25,000 when the bidding process is not used) and 5/29-6.1 (time limitations for
transportation contracts).

1.

Telephone quotations, verbal quotations, or catalog prices are used to purchase materials that
are needed urgently, or small quantity orders.

Written quotations are used to purchase materials or services when time requirements allow.
Whenever possible, quotations should be received from at least two competitors. The
Superintendent or designee may negotiate with vendors at any time, including after receiving
quotations.

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

2 105 ILCS 5/10-21.9(c), amended by P.A. 101-531; 105 ILCS 5/21B-80(c), amended by P.A. 101-531.

3105 1LCS 5/24-5, amended by P.A. 101-81. Since 2014, the Ill. Dept. of Public Health has only required school
employees in daycare and preschool settings to be screened for tuberculosis, 77 111, Admin.Code §696.140(a)(3). Consult the

board attorney before requesting a contractor’s employee to complete a health examination, to ensure it is legal under other
personnel laws, including the Americans with Disabilities Act of 1990 (42 U.S.C. §12101 et seq.).

4 105 ILCS 5/10-20.21(b-10),
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C. The following govern all purchases and/or the award of contracts involving an expenditure in
excess of $25,000 for supplies and materials or work. 105 ILCS 5/10-20.21(a). 5

Ly

Contracts are awarded to the lowest responsible bidder, considering conformity with
specifications, terms of delivery, quality and serviceability, except contracts or purchases for:

a.

Services of individuals possessing a high degree of professional skill where the ability or
fitness of the individual plays an important part;

Printing of finance committee reports and departmental reports;
Printing or engraving of bonds, tax warrants, and other evidences of indebtedness;
Perishable foods and perishable beverages;

Materials and work that have been awarded to the lowest responsible bidder after due
advertisement, but due to unforeseen revisions, not the fault of the contractor for
materials and work, must be revised causing expenditures not in excess of 10% of the
contract price;

Maintenance or servicing of, or provision of repair parts for, equipment which are made
with the manufacturer or authorized service agent of that equipment where the provision
of parts, maintenance, or servicing can best be performed by the manufacturer or
authorized service agent;

Use, purchase, delivery, movement, or installation of data processing equipment,
software, or services and telecommunications and interconnect equipment, software, and
services;

Duplicating machines and supplies;

Fuel, including diesel, gasoline, oil, aviation, natural gas, or propane, lubricants, or other
petroleum products;

Equipment previously owned by some entity other than the District itself;

Repair, maintenance, remodeling, renovation, or construction, or a single project
involving an expenditure not to exceed $50,000 and not involving a change or increase in
the size, type, or extent of an existing facility;

Goods or services procured from another governmental agency;

Goods or services that are economically procurable from only one source, such as for the

purchase of magazines, books, periodicals, pamphlets and reports, and for utility services
such as water, light, heat, telephone, or telegraph; ©

The footnotes are not intended to be part of the adopted policy; they should be removed before the policy is adopted.
5105 1L.CS 5/10-20.21(a), amended by P.A.s 101-570 and 101-632.

6 See Tarsitano v. Tsp. H.S. Dist. No. 21 1, 385 1L App.3d 868 (1st Dist. 2008)(holding that school districts may enter
into contracts for utility services, such as “water, light, heat, telephone or telegraph,” without using the competitive bidding

process).
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n.

Emergency expenditures when such an emergency expenditure is approved by three-
quarters of the members of the Board;

Goods procured through an education master contract, as defined in the Education
Purchasing Program, 105 ILCS 5/28A; and

Providing for the transportation of students, which contracts must be advertised in the
same manner as competitive bids and awarded by first considering the bidder(s) most
able to provide safety and comfort for the students, stability of service, and any other
factors set forth in the request for proposal regarding quality of service, and then price.

2. Competitive bidding process:

a.

4:60-AP1

An invitation for bids is advertised, where possible, by public notice at least 10 days
before the bid date in a newspaper published in the District, or if no newspaper is
published in the District, in a newspaper of general circulation in the area of the District.
105 ILCS 5/10-20.21(a).

The following information should be included in the advertisement for bids:

1) A description of the materials, supplies, or work involved,

2) Completion or delivery date requirements;

3} Requirements for bids, bonds, and/or deposits;

4) Requirements for performance, labor, and material payment bonds;

5) Date, time, and place of the bid opening;

6) The approximate time period between the opening of bids and the award of the
contract; and

7) Any other useful information.

If specifications are available, the advertisement for bids describes where they may be
obtained and/or inspected.

All bids must be sealed by the bidder. 105 ILCS 5/10-20.21(a).

A Board member or District employee opens the bids at a public bid opening at which
time the contents are announced. 105 ILCS 5/10-20.21(a). Bids may be communicated,
accepted, and opened electronically. The following safeguards apply to an electronic bid
opening (105 ILCS 5/10-20.21(a)):

[) On the date and time of a bid opening, the primary person conducting the electronic
bid process shall log onto a specified database using a unique username and password
previously assigned to the bidder to allow access to the bidder’s specific bid project
number.

2) The specified electronic database must be on a network that: (i) is in a secure
environment behind a firewall; (ii) has specific encryption tools; (iii) maintains
specific intrusion detection systems; (iv) has redundant systems architecture with
data storage back-up, whether by compact disc or tape; and (v} maintains a disaster
recovery plan.

Each bidder is given at least three days’ notice of the time and place of the bid opening.
105 ILCS 5/10-20.21(a).
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g. Conduct that promotes deception and collusion during the bidding process is prohibited
and may violate the IlIl. Criminal Code, 720 ILCS 5/33E-1 et seq. Examples include
interference with public contracting, bid-rigging, and acquisition or disclosure of bidding
information by a public official.

3. Following the opening of bids, the Superintendent (and Board Attorney, if needed)
determines the lowest responsible bidder and verifies the bidders’ qualifications. Contracts
are awarded at a properly called open meeting of the Board. If the Superintendent
recommends a bidder other than the lowest bidder, the Superintendent must provide the
Board with the factual basis for the recommendation in writing, The Board, if it accepts a bid
from a bidder other than the lowest, records the factual basis for its decision in its minutes. A
contract arises only when the Board votes to accept a bid, although written notice of the
award will later be given to the successful bidder.

4. Notwithstanding the foregoing, the District is relieved from bidding when making joint
purchases with other public entities in compliance with the Governmental Joint Purchasing
Act. 30 ILCS 525/,

LEGAL REF.: 105 ILCS 5/10-20.21, 5/10-20.44, 5/10-21.9, 5/218-80, and 5/24-5.
30 ILCS 580/, 111, Drug Free Workplace Act.
35 ILCS 105/, TIl. Use Tax Act.
50 ILCS 510/, Local Government Professional Services Selection Act.
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November 2020 4:80

Operational Services

Accounting and Audits 1

The School District’s accounting and audit services shall comply with the Reguirements for
Accounting, Budgeting, Financial Reporting, and Auditing, as adopted by the Ill. State Board of
Education (ISBE), State and federal laws and regulations, and generally accepted accounting
principles. Determination of liabilities and assets, prioritization of expenditures of governmental
funds, and provisions for accounting disclosures shall be made in accordance with government
accounting standards as directed by the auditor designated by the Board. The Superintendent, in
addition to other assigned financial responsibilities, shall report monthly on the District’s financial
performance, both income and expense, in relation to the financial plan represented in the budget.

Annual Audit 2

At the close of each fiscal year, the Superintendent shall arrange an audit of the District funds,
accounts, statements, and other financial matters. The audit shall be performed by an independent
certified public accountant designated by the Board and be conducted in conformance with prescribed
standards and legal requirements. A complete and detailed written audit report shall be provided to
each Board member and to the Superintendent. The Superintendent shall annually, on or before
October 15, submit an original and one copy of the audit to the Regional Superintendent of Schools.

Annual Financial Report 3

The Superintendent or designee shall annually prepare and submit the Annual Financial Report on a
timely basis using the form adopted by the ISBE. The Superintendent shall review and discuss the
Annual Financial Report with the Board before it is submitted.

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

L State or federal law controls this policy’s content. A board policy or resolution is required concerning revolving funds
and petty cash. 23 Ill. Admin.Code §100.70. This policy is intended to facilitate the board’s fiscal oversight role. The last
sentence of the first paragraph should be modified to align with local conditions. The Requirements for Accounting,
Budgeting, Financial Reporting, and Auditing at 23 11l.Admin.Code Part 100 replaced 23 Ill.Admin.Code Part 110, Program
Accounting Manual and 23 1ll.Admin.Code Part 125, Student Activity Funds and Convenience Accounts.

2 Audit requirements are found in 105 ILCS 5/3-7 and 5/3-15.1, and 23 Ill. Admin.Code §100.110. The federal Single
Audit Act adds audit requirements for federal programs. 31 U.S.C. §7501 et seq.

Use this alternative for districts in suburban Cook County: replace “Regional Superintendent of Schools” with
“appropriate Intermediate Service Center.”

The following optional sentence establishes an audit committee: “The Board will annually establish an audit committee
to help the Board select an external auditor, confer with the auditor regarding the audit’s scope, and oversee the audit
process.” Note: All board committees are subject to the Open Meetings Act (5 ILCS 120/).

The following optional sentence establishes a competitive process for selecting the external auditor; it prevents a long-
term relationship with an auditor and reduces the possibility of audits being too routine or friendly: “The Board will
annually advertise a request for proposals to perform the external audit.” Substitute “periodically” for “annually” if desired.

3 Requirements for the annual financial report are found in 105 ILCS 5/2-3.27 and 5/3-15.1; 23 Il Admin.Code
§100.100. The last sentence of this section should be modified to align with local conditions.
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Inventories 4

The Superintendent or designee is responsible for establishing and maintaining accurate inventory
records. The inventory record of supplies and equipment shall include a description of each item,
quantity, location, purchase date, and cost or estimated replacement cost, unless the supplies and
equipment are acquired by the District pursuant to a federal or State grant award, in which case the
inventory record shall also include the information required by 2 C.F.R. §200.313, if applicable.3 The
Superintendent shall establish procedures for the management of property acquired by the District
under grant awards that comply with federal and State law. 6

Capitalization Threshold 7

To be considered a capital asset for financial reporting purposes, a capital item must be at or above a
capitalization threshold of $5,000 and have an estimated useful life greater than one year.

Disposition of District Property 8

The Superintendent or designee shall notify the Board, as necessary, of the following so that the
Board may consider its disposition: (1) District personal property (property other than buildings and

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

4 The 111, Program Accounting Manual (IPAM) was repealed and replaced with the Requirements for Accounting,
Budgeting, Financial Reporting, and Auditing. While these rules contain much of the IPAM information, the information
about inventories was not included. That information is still useful and may be found at www.isbe.net/Documents/ipam.pdf.
The last sentence of this section should be modified to align with local conditions.

52 CFR §200.313. The uniform federal rules that govern federal grant awards in 2 C.I.R. Part 200 apply to State
grant awards through the Grant Accountability Transparency Act (GATA) (30 ILCS 708/), unless exempted in whole or in
part by the Governor’s Office of Management of Budget. 30 ILCS 708/55. See www.isbe.net/gata for further information
about the scope of GATA’s application to federal awards and State-funded grant programs administered by the Ill. State
Board of Education (ISBE). See 4:80-AP3, Inventory Management for Federal and State Awards. ISBE guidance is
available at: www.isbe.net/Documents/fiscal_procedure_handbk.pdf and www.isbe.net/Pages/Audit-and-Monitoring-
Review-Requirements-and-Tools.aspx.

6 Id. In connection with ISBE’s grant monitoring function, ISBE published a Checklist for Equipment and Inventory
Review which requires an approved policy (or procedure) related to the management of equipment at
www.isbe.net/Pages/Audit-and-Monitoring-Review-Requirements-and-Tools.aspx.

7 Optional. 23 Tll.Admin.Code §100.60 requires school boards to adopt a capitalization threshold, which can be done
through policy. The capitalization threshold is a dollar figure above which the cost of an item will be included on financial
statements and depreciated. A minimum threshold of $5,000 and useful life greater than one year complies with the
definition of equipment under federal grant rules, but may be adjusted, and/or multiple thresholds can be established, for
different categories of capital assets. 2 C.F.R. §§200.33 and 200.313(e). The Government Accounting Standards Board
(GASB) Statement No. 34 at para. 115(e) states that a government should disclose its policy “for capitalizing assets and for
estimating the useful lives of those assets.” See GASB Statement 34 and Guide to Implementation of GASB Statement 34 on
Basic Financial Statements (p.28), both available at www.gasb.org. There are no specific requirements for such policies;
however, district auditors may require or recommend a district have a more comprehensive capitalization policy and/or
procedure. Such an accounting policy or procedure should be developed in consultation with the district’s accounting
professional(s) and tailored to reflect local conditions.

8 The requirements in this section are specified in 105 ILCS 5/5-22 (allowing property constructed or renovated by
students as part of a curricular program to be sold through the services of a licensed real estate broker subject to certain
requirements), 5/10-22.8; and 2 C.F.R. §200.313(e) for federal awards and State awards governed by GATA. See f/n 5,
above, regarding grant award requirements. A board that desires to act on the disposition of property having any value
should use the following alternative to this section’s last sentence: “Notwithstanding the above, the Superintendent or
designee may unilaterally dispose of worthless personal property.”

The recipient (through either sale or donation) of any discarded school bus must immediately: (1) remove, cover, or
conceal the “SCHOOL BUS” signs and any other insignia or words indicating the vehicle is a school bus; (2) render
inoperable or remove entirely the stop signal arm and flashing signal system; and (3) paint the school bus a different color
from those under Sec. 12-801 of the I1l. Vehicle Code. 625 ILCS 5/12-806(b), added by P.A. 100-277.
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land) that is no longer needed for school purposes, and (2) school site, building, or other real estate
that is unnecessary, unsuitable, or inconvenient. Notwithstanding the above, the Superintendent or
designee may unilaterally dispose of personal property of a diminutive value. The Superintendent
shall establish procedures for the disposition of property acquired by the District under grant awards
that comply with federal and State law.

Taxable Fringe Benefits ?

The Superintendent or designee shall: (1) require that all use of District property or equipment by
employees is for the District’s convenience and best interests unless it is a Board-approved fringe
benefit, and (2) ensure compliance with the Internal Revenue Service regulations regarding when to
report an employee’s personal use of District property or equipment as taxable compensation.

Controls for Revolving Funds and Petty Cash 10

Revolving funds and the petty cash system are established in Board policy 4:50, Payment Procedures.
The Superintendent shall: (1) designate a custodian for each revolving fund and petty cash fund, (2)
obtain a bond for each fund custodian, and (3) maintain the funds in compliance with this policy,
State law, and ISBE rules. A check for the petty cash fund may be drawn payable to the designated
petty cash custodian. Bank accounts for revolving funds are limited to a maximum balance of
$500.00. All expenditures from these bank accounts must be directly related to the purpose for which
the account was established and supported with documentation, including signed invoices or receipts.
All deposits into these bank accounts must be accompanied with a clear description of their intended
purpose. The Superintendent or designee shall include checks written to reimburse revolving funds on
the Board’s monthly listing of bills indicating the recipient and including an explanation.

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

9 The intent of this optional section is twofold: (1) to control personal use of district property and equipment; and (2) to
ensure compliance with IRS rules. As to the first point, allowing personal use of district property or equipment is arguably
prohibited by the Ill. Constitution, Art. VIII, Sec. 1 which states: “Public funds, property or credit shall be used only for
public purposes.” As to the second point, any fringe benefit an employer provides is taxable and must be included in the
recipient’s pay unless the law specifically excludes it. See Publication 15-B (2019), Employer's Tax Guide to Fringe
Benefits, www.irs.gov/pub/irs-pdf/p15b.pdf.

10 105 ILCS 5/10-20.19(2); 23 Ill.Admin.Code §100.70. This paragraph’s contents are mandatory, except for the $500
cap on the maximum balance of revolving funds. The cap amount may be changed or the following alternative used: “Each
revolving fund shall be maintained in a bank that has been approved by the Board and established in an amount approved by
the Superintendent consistent with the annual budget.”

The School Code defines petty cash as a type of revolving fund. Id. Tt and other revolving funds carry a standard
balance and are regularly reimbursed to maintain the standard balance amount (generally referred to as an imprest system of
financial accounting). In practice, petty cash is paid out of a de minimis cash amount maintained by a fund custodian.
Disbursement from a revolving fund other than petty cash is typically made against an imprest checking account, by an
authorized signor who is readily available in the district, e.g., a superintendent or building principal. The authorized signor
manages the revolving fund and requests the board to reimburse the fund for expenses incurred to bring the imprest account
back to its standard balance.
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Control Requirements for Checks !

The Board must approve all bank accounts opened or established in the District’s or a District
school’s name or with the District’s Federal Employer Identification Number. All checks issued by
the School District must be signed by either the Treasurer or Board President, except that checks from
accounts containing student activity funds or fiduciary funds and checks from revolving accounts may
be signed by their respective account custodians.

Internal Controls 12

The Superintendent is primarily responsible for establishing and implementing a system of internal
controls for safeguarding the District’s financial condition; the Board, however, will oversee these
safeguards. The control objectives are to ensure efficient business and financial practices, reliable
financial reporting, and compliance with State law and Board policies, and to prevent losses from

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

1 This section is largely up to the local board’s discretion; additional controls may be added. The following alternative
to the second sentence will mandate two signatories for checks:
Two of the following individuals: the Treasurer, Board President, and/or Board Vice-President, shall sign all
checks issued by the School District, except that checks from accounts containing student activity funds or
fiduciary funds and checks from revolving accounts may be signed by their respective account custodians.

See policy 4:90, Student Activity and Fiduciary Funds, for more information about a board’s responsibilities for student
activity funds and fiduciary funds. A board must comply with State law requirements concerning the use of facsimile or
electronic signatures on checks. The Secretary of State, Index Department, maintains certified manual signatures of officers
authorized to sign checks. Uniform Facsimile Signature of Public Officials Act, 30 ILCS 320/. Electronic records and
signatures are governed by the Electronic Commerce Security Act. 5 ILCS 175/5. Attorneys disagree about the applicability
of these laws to school districts.

12 This section is largely up to the local board’s discretion. The annual audit must include a “review and testing of the
internal control structure.” 23 Il Admin.Code §100.110. This review’s limited scope means that boards should not rely on it
to reveal uncontrolled financial risks. The board’s responsibility is to establish policy to safeguard the district’s financial
condition. Indeed, the oath of office includes this promise: “I shall respect taxpayer interests by serving as a faithful
protector of the school district’s assets.” In this sample policy, the board sets the control objectives and the superintendent is
responsible for developing an internal controls system. In addition, ISBE has issued guidance on internal controls pursuant
to its administration of the Grant Accountability and Transparency Act (GATA), 30 ILCS 708/. See the Fiscal Procedures
Handbook, at: www.isbe.net/Documents/fiscal_procedure_handbk.pdf, which states that “to establish a strong control
environment, grantees must...[d]esign internal controls that are in compliance with guidance in Standards for Internal
Control in the Federal Government issued by the Comptroller General of the United States” (a fiee resource, available at:
www.gao.gov/assets/670/665712.pdf) or the Infernal Control Integrated Framework issued by the Committee of Sponsoring
Organizations of the Treadway Commission (a fee-based resource, available at: https:/www.coso.org/Pages/ic.aspx).
Boards that wish to take a larger oversight role regarding internal controls may list the numbered sentences in the IASB
sample administrative procedure 4:80-AP1, Checklist for Internal Controls, as required inclusions in the superintendent’s
program for internal controls. This alternative, for insertion at the end of this section’s first paragraph, follows:

The District’s system of internal controls shall include the following:
All financial transactions must be properly authorized and documented.
Financial records and data must be accurate and complete.
Accounts payable must be accurate and punctual.
District assets must be protected from loss or misuse.
Incompatible duties should be segregated, if possible.
Accounting records must be periodically reconciled.
Equipment and supplies must be safeguarded.
Staff members with financial or business responsibilities must be properly trained and supervised, and
must perform their responsibilities with utmost care and competence.
9. Any unnecessary weaknesses or financial risks must be promptly corrected.

SO0 iR Bl
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fraud, waste, and abuse,!3 as well as employee error, misrepresentation by third parties, or other
imprudent employee action.

The Superintendent or designee shall annually audit the District’s financial and business operations
for compliance with established internal controls and provide the results to the Board. The Board may
from time-to-time engage a third party to audit internal controls in addition to the annual audit.

LEGAL REF.: 2 C.F.R. §200 et seq.
30 ILCS 708/, Grant Accountability and Transparency Act, implemented by 44
[I.LAdm.Code 7000 et seq.
105 ILCS 5/2-3.27, 5/2-3.28, 5/3-7, 5/3-15.1, 5/5-22, 5/10-21.4, 5/10-20.19, 5/10-
22.8, and 5/17-1 et seq.
23 TlLAdmin.Code Part 100.

CROSS REF.: 4:10 (Fiscal and Business Management), 4:50 (Payment Procedures), 4:55 (Use
of Credit and Procurement Cards), 4:90 (Student Activity and Fiduciary Funds)

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

13 Unless specifically exempted, grantees receiving funds from any State agency, including ISBE, must comply with
GATA and annually complete a Fiscal and Administrative Internal Controls Questionnaire (ICQ). The ICQ covers a
number of different topics related to internal controls, Districts that are identified as having one or more arcas of elevated
risk based on their answers to the ICQ are required fo develop and implement corrective action to address the area(s).
Districts that fail to take necessary corrective action to address weak areas of internal control put their grant funding at risk.
One of the sections of the ICQ addresses a grantee’s internal controls for fraud, waste, and abuse, including whether the
grantee has a firaud awareness program. See 4:80-AP1, Checklist for Internal Controls, and 4:80-AP2, Fraud, Waste, and
Abuse Awareness Program, which incorporate ISBE-recommended practices related to fraud, waste, and abuse.
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November 2020 4:90

Operational Services

Student Activity and Fiduciary Funds 1

The School Board, upon the Superintendent or designee’s recommendation, establishes student
activity funds to be managed by student organizations under the guidance and direction of a staff
member for educational, recreational, or cultural purposes.2 The Board, upon the Superintendent or
designee’s recommendation, also establishes fiduciary funds to be supervised by the Superintendent
or designee. The District has custodial responsibilities for fiduciary funds but no direct involvement
in the management of such funds. 3

Student Activity Funds

The Superintendent or designee shall be responsible for supervising student activity funds in
accordance with Board policy, 4:80, Accounting and Audits; State law; and the Ill. State Board of
Education (ISBE) rules for student activity funds. The Board will appoint a treasurer for each fund to
serve as the fund’s sole custodian and be bonded in accordance with the School Code.# The treasurer
shall have all of the responsibilities specific to the treasurer listed in ISBE rules for school activity
funds, including the authority to make loans between activity funds. 3

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

I State law controls this policy’s content. See 105 ILCS 5/10-20.19 and 23 Ill.Admin.Code §§100.80, 100.85. Due to
their decentralized nature, student activity funds have historically been an area ripe for fraud, waste, and abuse. This policy
supports a board member’s fulfillment of his or her fiduciary duty and oath to protect the assets of the district by directing
the proper maintenance and control of student activity and fiduciary funds. 105 ILCS 5/10-16.5; see policy 2:80, Board
Member Qath and Conduct. Adoption of this policy also aligns with mandatory board member training on fiduciary and
financial oversight responsibilities. 105 ILCS 5/10-16a(b).

ISBE’s rules in Part 125 (Student Activity Funds and Convenience Accounts) were in effect only through 6-30-08 after
which they were replaced by Part 100. The rules in Part 100 do not provide for convenience accounts. The rules in Part 100
were subsequently amended to recognize fiduciary funds separately from student activity finds in response to Governmental
Accounting Standards Board Statement No. 84, available at: www.gasb.org. Policy, 7:325, Student Fundraising Activities,
contains the elements required by State law for a policy on student fundraising activities.

2 Student activity funds are established to account for money used to support the activities of student organizations and
clubs, e.g., homeroom, yearbook, class year, choral or band group, class projects, student clubs, student council, and student-
sponsored bookstore. 23 Ill.Admin.Code §100.20. Student activity funds are under the school board’s control, giving it a
fiduciary responsibility to safeguard them along with district assets. In contrast to fiduciary funds (see fin 7, below), the
board, superintendent, or other district employees have direct involvement in how student activity funds are spent or
attained. And, unlike fiduciary funds, student activity funds must be reported as part of a district’s Educational Fund for its
annual financial reporting and budget, in accordance with Governmental Accounting Standards Board Statement No. 84. 23
I1. Admin.Code §§100.80(c), 100.85.

3 See fin 7, below.
4105 ILCS 5/8-2. A board’s insurance carrier can assist the board with obtaining bonds for these individuals.

5 See 23 T11. Admin.Code §100.80(c) for the treasurer’s duties. ISBE’s rule permits the activity fund treasurer to make
loans between funds “if and as authorized by the board’s policy.” 23 I1l. Admin.Code §100.80. A board that does not want to
allow loans between activity funds should choose one of these alternatives:

Alternative 1:  The treasurer shall have all of the authority and responsibilities specific to the treasurer listed in
the Illinois State Board of Education rules for school activity funds, except that the treasurer is
not authorized to make loans between activity funds.

Alternative 2:  The treasurer shall have all of the authority and responsibilities specific to the treasurer listed in
the Illinois State Board of Education rules for school activity funds, except that the treasurer
must have the Board’s approval before making a loan between activity funds.
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Unless otherwise instructed by the Board, a student activity fund’s balance will carry over to the next
fiscal year. An account containing student activity funds that is inactive for 12 consecutive months
shall be closed and its funds transferred to another student activity fund or authorized fund with a
similar purpose.

Fiduciary Funds 7

The Superintendent or designee shall be responsible for supervising fiduciary funds in accordance
with Board policy 4:80, Accounting and Audits; State law; and ISBE rules for fiduciary funds. The
Board will appoint a treasurer for each fund to serve as the fund’s sole custodian and be bonded in
accordance with the School Code.® The treasurer shall have all of the responsibilities specific to the
treasurer listed in the ISBE rules for fiduciary funds. ?

LEGAL REF.: 105 ILCS 5/8-2 and 5/10-20.19.
23 lll.Admin.Code §§100.20, 100.80, and 100.85.

CROSS REF.: 4:80 (Accounting and Audits), 7:325 (Student Fundraising Activities)

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

6 The authority for this paragraph’s first sentence is 23 Ill.Admin.Code §100.80(c)(7); the second sentence is up to the
local board’s discretion. The following option may be inserted after the first sentence: “However, money remaining in any
Senior Class fund after graduation will automatically transfer to the next year’s class.”

7 Fiduciary funds are funds “received from an independent, outside source in which the school board is acting in an
administrative capacity.” 23 [l Admin.Code §100.20, e.g., outside, independent scholarship funds in which the district has
no authority to decide how the funds are attained or awarded. Id. Unlike student activity funds, where “[t]he school board,
superintendent, or district employees have direct involvement with the decisions of how the funds are spent or attained,” a
district has no control over how fiduciary funds are spent or raised. 23 Il Admin.Code §§100.20, 100.80, and 100.85. See 23
II1.Admin.Code §100.85 for the specific characteristics and permitted activities of a fiduciary fund. Boards must take a
number of specific actions for fiduciary funds that are delegated to the superintendent or designee in this policy and align
with IASB’s Foundational Principles of Effective Governance, at www.iasb.com/principles_popup.cfim. 23 IlIl.Admin.Code
§100.85(b). Boards should consult their local auditors for guidance on whether a particular fund should be classified as a
student activity fund or fiduciary fund.

8 See f/n 4, above,
9 See 23 11l Admin.Code §100.85(d) for the treasurer’s duties.
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November 2020 4:120-AP

Operational Services

Administrative Procedure - Food Services; Competitive Foods; Exemptions

This procedure applies only to schools that participate in federal meal reimbursement programs. 7
C.F.R. Part 210; 23 [l Admin.Code Part 305. They are participating schools.

All food and beverages sold to students on the school campuses of participating schools during the
school day must comply with the “general nutrition standards for competitive foods” specified in 7
C.F.R. §210.11, unless they are exempted by 23 Ill. Admin.Code §305.15(a).

Definitions

Competitive foods are all food and beverages that are offered by any person, organization or entity for
sale to students on the school campus during the school day that are not reimbursed under programs
authorized by federal law. 7 CF.R. §210.1{a)(2); 23 Ull. Admin.Code §305.5. Competitive foods do
not include foods offered during after-school athletics or extracurricular events, or weekend events.
School campus means all areas of the property under the jurisdiction of the participating school that
are accessible to students during the school day. 23 Il Admin.Code §305.5. School day means the
period of time from midnight before the start of the official school day until 30 minutes after the end
of the official school day. 23 Ill. Admin.Code §305.5.

Exempied fundraising day (EFD) means a school day on which foods and/or beverage items not
meeting the “general nutrition standards for competitive foods” may be sold to students on the school
campus. 7 C.F.R. §210.11 (b)(4); 23 IIl.Admin.Code §305.5.

Competitive Foods

Competitive foods and beverage items sold during the school day must meet the requirements listed at
TCFR. §210.11 (¢)-{m).

All revenue from the sale of competitive foods sold to students in the food service areas during meal
periods shall accrue to the nonprofit school lunch program account. 23 Tl Admin.Code §305.15(d).

Exempted Fundraising Days

EFD foods and/or beverages may not be sold in competition with school meals in the food service
area during meal periods. 7 C.F.R. §210.11 (b)(4). In schools with grades 9-12, only 9 or fewer EFDs
are allowed. In schools with grades 8 and below, EFDs are prohibited. 23 IIl.Admin.Code
§305.15(bY(1-(3).

To request an EFD, the Superintendent or designee for the participating school must be contacted, He
or she will (1) explain the District’s process and criteria for reviewing and approving or denying an
EFD request, and (2) provide any written documents to assist with the EFD request. The
Superintendent or designee must maintain a list of all EFDs held and retain them for at least three
years. 7 C.F.R. §210.9(b)(17) and 23 IH. Admin.Code §305.15(c)}3).

LEGAL REF.: 42 1J.8.C. §1779, 7 C.F.R. §210.11.
23 1. Admin.Code Part 305, School Food Service.
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November 2020 4:150

Operational Services

Facility Management and Building Programs 1

The Superintendent shall manage the District’s facilities and grounds as well as facility construction
and building programs in accordance with the law, the standards set forth in this policy, and other
applicable School Board policies. The Superintendent or designee shall facilitate: (1) inspections of
schools by the Regional Superintendent and State Fire Marshal or designee, (2) review of plans and
specifications for future construction or alterations of a school if requested by the relevant
municipality, county (if applicable), or fire protection district, and (3) compliance with the 10-year
safety survey process required by the School Code. 2

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

1 Each district with a school having 50 or more students must have a green school cleaning policy. Green Cleaning
School Act, 105 ILCS 140/10. See policy 4:160, Environmental Quality of Buildings and Grounds, which fulfills the
requirement to have a procedure on compliance with the Chemical Safety Acts. 105 ILCS 5/10-20.49. Many other State and
federal laws control facility management and building programs. Good subjects for administrative procedures include
management of custodial services, security, and green cleaning, among others.

The federal rules implementing the Americans with Disabilities Act of 1990 (ADA) (42 U.S.C. §12101 et seq.) prohibit
discrimination on the basis of disability in services and facilities. 28 C.F.R. Parts 35 and 36. The 2010 ADA Standards for
Accessible Design (28 C.F.R. Part 36, Appendix) are available from a link on the ADA home page, www.ada.gov/. Consult
the board attorney about how these standards apply to alterations and new construction,

The Prevailing Wage Act (PWA) is generally applicable to all construction projects. 820 ILCS 130/, amended by P.A.
100-1177. Tt requires, among other things, that: (1) all workers on a public works project be paid no less than the prevailing
hourly rate (820 ILCS 130/1); (2) the district specify in all public works contracts that the prevailing rate must be paid (820
ILCS 130/4(e), amended by P.A. 100-1177); and (3) all contractors must submit certain employment records, including
certified payrolls, to the IIl. Dept. of Labor (IDOL) through its online portal (www2.illinois.gov/idol/Laws-
Rules/y CONMED/Pages/Prevailing-Wage-Portal.aspx). Since the activation of the IDOL database in April 2020, the PWA
no longer requires districts to keep these records for past or future public works projects. 820 ILCS 130/5, amended by P.A.
100-1177. However, districts may still need to maintain employment records received from public works contractors prior to
the IDOL database activation to comply with the Local Records Act (50 ILCS 205/). Consult the board attorney for
guidance in this area.

105 ILCS 5/10-20.63, added by P.A. 100-163, requires school districts to make feminine hygiene products (defined as
tampons and sanitary napkins for use in connection with the menstrual cycle) available, at no cost to students, in the
bathrooms of school buildings serving students in grades 6 through 12. Note: The statute does not delineate between types
of bathrooms (student, staff, girls, boys, unisex, etc.). Consult with the board attorney about implementing this law.

410 ILCS 35/25, added by P.A. 101-165, requires schools to identify all single-occupancy restrooms as all-gender and
designated for use by no more than one person at a time or for family or assisted use. All single-occupancy restrooms must
have an exterior sign that marks it as a restroom and does not indicate any specific gender, e.g., signage which reads al
genders. 1d. at 35/20 and 35/25. It is unclear if this law will apply only to those restrooms made available to members of the
public in schools, or if it will also include facilities designated as employee-only. The I1l. Dept. of Public Health enforces
this requirement and may issue regulations to address this issue.

2 105 ILCS 5/2-3.12, 105 ILCS 5/3-14.20, and 5/3-14.21, amended by P.A. 100-465.

Use this alternative for districts in suburban Cook County: replace “Regional Superintendent” with “appropriate
Intermediate Service Center.”

105 TLCS 5/2-3.12 and 23 Tll. Admin.Code Part 180 contain the school building code and Health/Life and Safety Code
for Public Schools (HLS Code), respectively. The board must hire a licensed architect or engineer to conduct a decennial
inspection of its school buildings and produce a ten-year safety survey report, which is submitted to the Regional
Superintendent (ROE) or Intermediate Service Center (ISC) and the State Superintendent for approval. The board must also
report to the ROE or ISC annually on its completion of the report recommendations to comply with the HLS Code. See the
Health Life Safety Handbook at www.isbe.net/Pages/Health-and-Life-Safety.aspx for more information about the safety
Survey process.
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Standards for Managing Buildings and Grounds

All District buildings and grounds shall be adequately maintained in order to provide an appropriate,
safe, and energy efficient physical environment for learning and teaching. The Superintendent or
designee shall provide the Board with periodic reports on maintenance data and projected
maintenance needs that include cost analysis. Prior Board approval is needed for all renovations or
permanent alterations to buildings or grounds when the total cost will exceed $12,500, including the
cost equivalent of staff time.3 This policy is not intended to discourage efforts to improve the
appearance of buildings or grounds that are consistent with the designated use of those buildings and
grounds.

Standards for Green Cleaning 4

For each District school with 50 or more students, the Superintendent or designee shall establish and
supervise a green cleaning program that complies with the guidelines established by the Illinois Green
Government Coordinating Council.

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

3 This provision is optional and the amount may be changed. The $12,500 spending limit is one-half of the bidding
threshold for purchases or contracts. 105 ILCS 5/10-20.21. This provision’s intent is to ensure that the board is kept
informed about significant renovations and permanent alterations. A board should discuss this provision with its
superintendent before including it in the policy.

4 Required by the Green Cleaning School Act (105 ILCS 140/) and Green Cleaning for Elementary and Secondary
Schools (23 Ill.Admin.Code Part 2800). The Ill. Green Government Coordinating Council established Guidelines and
Specifications for the Green Cleaning Schools Act which state: “While not mandatory, schools should implement the
practices set forth in the Recommendations section of these guidelines where applicable and appropriate.” See Guidelines
and Specifications for the Green Cleaning Schools Act at: www.newsystemonline.com/wp-content/uploads/2014/05/11linois-
GreenCleanFinalGuidelines.pdf,
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Standards for Facility Construction and Building Programs 5

As appropriate, the Board will authorize a comprehensive study to determine the need for facility
construction and expansion. On an annual basis, the Superintendent or designee shall provide the
Board with projected facility needs, enrollment trends, and other data impacting facility use. Board
approval is needed for all new facility construction and expansion.

When making decisions pertaining to design and construction of school facilities, the Board will
confer with members of the staff and community, the Tll. State Board of Education, and educational
and architectural consultants, as it deems appropriate. The Board’s facility goals are to:

1. Integrate facilities planning with other aspects of planning and goal-setting.

Base educational specifications for school buildings on identifiable student needs.
Design buildings for sufficient flexibility to permit new or modified programs.
Design buildings for maximum potential for community use.

Meet or exceed all safety requirements,

& o e B

Meet requirements on the accessibility of school facilities to disabled persons as specified in
State and federal law.

7. Provide for low maintenance costs, energy efficiency, and minimal environmental impact.

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

5 The inclusion and identification of the facility goals listed in the second paragraph are at the board’s discretion.

After 1-1-15, all “new school building construction” must include a storm shelter that meets or exceeds the ICC/NSSA
Standard for the Design and Construction of Storm Shelters (ICC-500) published jointly by the International Code Council
and the National Storm Shelter Association. 105 ILCS 5/2-3.12(e-5); 23 Ill.Admin.Code §180.60(b)(3). Any facility project
for which the design contract is executed after 7-1-16 must meet standards of the 2015 International Building Code and its
subcodes. 23 Ill.Admin.Code §180.60(a).

The Ill. Environmental Barriers Act (IEBA) (410 ILCS 25/) and the I1l. Accessibility Code (IAC) (71 II.Admin.Code
Part 400) ensure that “the built environment in the State of Illinois is designed, constructed, and altered to be accessible to
and usable by all, including individuals with disabilities.” 71 Il Admin.Code §400.110(a). Note: Press boxes constructed on
school property do not have to comply with the IAC if the press boxes are in bleachers that have points of entry at only one
level, and the aggregate area of the press box is no more than 500 square feet. 105 ILCS 5/10-20.51; 23 Ill. Admin.Code
180.60(b)(4).

A building intended for classroom or instructional use may be constructed only after voter approval at a referendum
unless the building is: (1) leased by the district, or (2) purchased with funds from the sale or disposition of other buildings or
structures, or with funds received as a grant under the School Construction Law or as a gift, provided that no funds (other
than lease payments) are derived from the district’s bonded indebtedness or its tax levy. 105 ILCS 5/10-22.36, amended by
P.A. 101-455.

A district may levy a tax for “fire prevention, safety, energy conservation, disabled accessibility, school security, and
specified repair purposes.” 105 ILCS 5/17-2.11. An expedited process may be available in emergency situations, 105 ILCS
5/17-2.11(a). A district may levy a tax or issue bonds if it determines: (1) it is necessary for school security purposes and the
protection and safety of students and staff to hire a school resource officer, or that personnel costs for school counselors,
mental health experts, or school resources officers are necessary; and (2) it does not need funds for any other purpose set
forth in 105 ILCS 5/17-2.11(d), amended by P.A. 101-455. A board may, subject to certain notice requirements, transfer
surplus life safety taxes and interest earnings on them to the Operations and Maintenance Fund for building repair work until
June 30, 2021. 105 ILCS 5/17-2.11(j), amended by P.A.s 100-465 and 101-643.

The Green Buildings Act requires all new State-funded building construction and major renovation projects to meet
specified environmental requirements. 20 ILCS 3130/. Waivers may be granted by the Capital Development Board in certain
situations. 20 ILCS 3130/15(e). For environmental impact laws, see policy 4:160, Environmental Quality of Buildings and
Grounds.
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Naming Buildings and Facilities ©

Recognizing that the name for a school building, facility, or ground or field reflects on its public
image, the Board’s primary consideration will be to select a name that enhances the credibility and
stature of the school or facility. Any request to name or rename an existing facility should be
submitted to the Board. When a facility is to be named or renamed, the Board President will appoint a
special committee to consider nominations and make a recommendation, along with supporting
rationale, to the Board.” The Board will make the final selection. The Superintendent or designee may
name a room or designate some area on a school’s property in honor of an individual or group that
has performed outstanding service to the school without using the process in this policy.

LEGAL REF.:

CROSS REF.:

42 U.S.C. §12101 et seq., Americans with Disabilities Act of 1990, implemented
by 28 C.F.R. Parts 35 and 36.

20 ILCS 3130/, Green Buildings Act.

105 ILCS 5/2-3.12, 5/10-20.49, 5/10-22.36, 5/10-20.63, and 5/17-2.11.

105 ILCS 140/, Green Cleaning Schools Act.

105 ILCS 230/, School Construction Law.

410 ILCS 25/, Environmental Barriers Act.

410 ILCS 35/25, Equitable Restrooms Act.

820 ILCS 130/, Prevailing Wage Act.

23 TllLAdmin.Code Part 151, School Construction Program; Part 180, Health/Life
Safety Code for Public Schools; and Part 2800, Green Cleaning for Elementary
and Secondary Schools.

71 1ll.Admin.Code Part 400, 11l. Accessibility Code.

2:150 (Committees), 2:170 (Procurement of Architectural, Engineering, and
Land Surveying Services), 4:60 (Purchases and Contracts), 8:70
(Accommodating Individuals with Disabilities)

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

6 This section is optional and its contents are at the board’s discretion.

7 If the board wants to include criteria for the committee, insert the following: “The committee will:
1. Encourage input from the community, staff members, and students.
2. Give consideration to names of local communities, neighborhoods, streets, landmarks, history of the area, and
individuals who have made a contribution to the District, community, State, or nation.
3. Ensure that the name will not duplicate or cause confusion with the names of existing facilities in the

District.”
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November 2020 4:175

Operational Services

Convicted Child Sex Offender: Screening; Notifications 1

Persons Prohibited on School Property without Prior Permission

State law prohibits a child sex offender from being present on school property or loitering within 500
feet of school property when persons under the age of 18 are present, unless the offender meets either
of the following two exceptions: 2

I. The offender is a parent/guardian of a student attending the school and has notified the
Building Principal of his or her presence at the school for the purpose of: (i) attending a
conference with school personnel to discuss the progress of his or her child academically or
socially, (ii) participating in child review conferences in which evaluation and placement
decisions may be made with respect to his or her child regarding special education services,
or (iii) attending conferences to discuss other student issues concerning his or her child such
as retention and promotion; or

2. The offender received permission to be present from the School Board, Superintendent, or
Superintendent’s designee. If permission is granted, the Superintendent or Board President
shall provide the details of the offender’s upcoming visit to the Building Principal.

In all cases, the Superintendent or designee shall supervise a child sex offender whenever the offender
is in a child’s vicinity.3 If a student is a sex offender, the Superintendent or designee shall develop
guidelines for managing his or her presence in school. 4

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

L The topic covered by this policy was previously a part of 4:170, Safety.

2 720 ILCS 5/11-9.3 contains these requirements concerning a child sex offender’s presence on school property. An
Mlinois federal court denied a father’s request to enjoin a school’s policy that prohibited him, as a child sex offender, from

attending his children’s school activities in Doe v. Paris Union School Dist., 2006 WL 44304 (C.D.Ill. 2006). See also 8:30,
Visitors to and Conduct on School Property.

3720 ILCS 5/1 1-9.3(a). The statute assigns the child sex offender the “duty to remain under the direct supervision of a
school official.” In order to ensure this happens and to protect students, the sample policy requires the superintendent or
designee to supervise a child sex offender whenever the offender is in a child’s vicinity. See also 8:30, Visitors to and
Conduct on School Property.

4 Aside from rumor and notoriety, there are three ways that school officials may learn that an enrolled student is a sex

offender or a violent offender against youth:

1. By being informed by the student or the student’s parent/guardian.

2. Through the Ill. Dept. of State Police (ISP) Sex Offender Registry, www.isp.state.il.us/sor. A juvenile sex offender
is listed there after the juvenile becomes 17 years old and will be listed for the remaining registration period. 730
ILCS 150/2. The database is updated daily and allows searching by name, city, county, zip code, compliance
status, or any combination thereof,

3. By receiving notification from a law enforcement agency that a juvenile sex offender or juvenile violent offender
against youth is enrolled in a school. The law enforcement agency having jurisdiction to register the juvenile must
provide a copy of the offender registration form to the building principal and guidance counselor designated by the
principal; the school must keep the registration form separately from the student’s school records. 730 ILCS
152/121(b).
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Screening 5

The Superintendent or designee shall perform fingerprint-based criminal history records information
checks and/or screenings required by State law or Board policy for employees; student teachers;
students doing field or clinical experience other than student teaching; contractors’ employees who
have direct, daily contact with one or more children; and resource persons and volunteers. He or she
shall take appropriate action based on the result of any criminal background check and/or screen.

Notification to Parents/Guardians

The Superintendent shall develop procedures for the distribution and use of information from law
enforcement officials under the Sex Offender Community Notification Law and the Murderer and

Violent Offender Against Youth Community Notification Law.” The Superintendent or designee shall

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

If a sex offender is enrolled in a school, guidelines for managing the sex offender’s presence in school should be
prepared. The components will depend on the situation but generally should include asking the parent/guardian of a sex
offender below the age of 17 years for permission to share the information with certain staff for the protection of both the
student and other students. In addition, the guidelines should include a supervision plan providing supervision for the
student during all aspects of his or her school day. Finally, the guidelines must respect the privacy of juvenile records and
comply with the Il School Student Records Act (105 ILCS 10/). The board attorney should be consulted.

5 The law is silent with regard to screening volunteers and individuals in the proximity of a school. Screening and
fingerprint-based criminal history records checks are different. See procedure 4:175-AP1, Criminal Offender Notification
Laws; Screening, for further distinctions.

The School Code requires school districts to perform a fingerprini-based criminal history records check through (a) the
ISP for an individual’s Criminal History Records Information (CHRI) and (b) the Federal Bureau of Investigation’s national
crime information databases. 105 ILCS 5/10-21.9(a), (a-5) and (a-6), amended by P.A, 101-531.

Screening only involves checking an individual’s name and address against publicly-available databases and
information provided for local law enforcement like the: (1) Illinois Sex Offender Registry, www.isp.state.il.us/sor/, and (2)
the Violent Offender Against Youth Registry maintained by the ISP, www.isp.state.il.us/cmvo/. Screening must be done for
employment applicants and repeatedly at least once every five years that an individual remains employed by the district. 105
ILCS 5/10-21.9(a-5) and (a-6), amended by P.A. 101-531. See policy 5:30, Hiring Process and Criteria; procedure 5:30-
AP2, Investigations; policy 6:250, Community Resource Person and Volunteers; and procedure 6:250-AP, Securing and
Screening Resource Persons and Volunteers.

61f permitted by federal or State law, when a fingerprint-based criminal history records check returns a conviction of a
crime set forth in 105 ILCS 5/21B-80 or when a screening finds a registration for an individual licensed by the Ill. State
Board of Education (ISBE), the superintendent or regional superintendent must notify the ISBE Superintendent in writing
within 15 business days. 105 ILCS 5/10-21.9(¢), amended by P.A.s 101-531 and 101-643, Contact the board attorney for
guidance regarding disclosures permitted by federal or State law.

By comparison, when a fingerprint-based criminal history records check returns a pending criminal charge for an
offense set forth in 105 ILCS 5/21B-80, the superintendent, regional office of education, or entity that provides background
checks, must notify the ISBE Superintendent within 10 days. Id. 105 ILCS 5/10-21.9(¢), amended by P.A. 101-643, does not
state whether the notice requirement is calendar days or business days. Support for it being business days is found later in
105 ILCS 5/10-21.9(e), which requires that notice for convictions be provided within 15 business days. Additionally, while
notice for pending criminal charges is not required to be “in writing,” for ease of use, consistency in administration,
alignment with the requirement to provide written notice for convictions, and best practices this sample text states the State
Superintendent will also be notified of pending criminal charges in writing, Consult the board attorney for further guidance.

If an indicated report by the Ill. Dept. of Children and Family Services or by a child welfare agency of another
Jurisdiction is found, the board must consider the individual’s status as a condition of student teaching or employment. 105
ILCS 5/10-21.9(c) and (g), amended by P.A. 101-531. The statute does bar an individual with an indicated finding from
student teaching; however, that is the most logical interpretation.

7 Sex Offender Community Notification Law, 730 ILCS 152/; Murderer and Violent Offender Against Youth
Community Notification Law, 730 ILCS 154/75-154/105. Law enforcement officials must notify school districts of the
names, addresses, and offenses of registered offenders residing in their respective jurisdictions who have committed sex
offenses and violent offenses against youth. 730 ILCS 152/120 and 154/95. These laws are silent with regard to what, if
anything, districts do with the information. The Sex Offender Community Notification Law, however, provides immunity
for “any person who provides or fails to provide information relevant to the procedures set forth in this Law.” 730 ILCS
152/130.

4:175 Page 2 of 3
©2020 Policy Reference Education Subscription Service
Illinois Association of School Boards. All Rights Reserved.
Please review this material with your school board attorney before use.



serve as the District contact person for purposes of these laws. The Superintendent and Building
Principal shall manage a process for schools to notify the parents/guardians during school registration
that information about sex offenders is available to the public as provided in the Sex Offender
Community Notification Law.8 This notification must occur during school registration and at other
times as the Superintendent or Building Principal determines advisable.

LEGAL REF.: 20 ILCS 2635/, Uniform Conviction Information Act.
720 ILCS 5/11-9.3.
730 ILCS 152/, Sex Offender Community Notification Law.
730 ILCS 154/75-105, Murderer and Violent Offender Against Youth Community
Notification Law.

CROSS REF.: 5:30 (Hiring Process and Criteria), 5:260 (Student Teachers), 6:250 (Community
Resource Persons and Volunteers), 8:30 (Visitors to and Conduct on School
Property), 8:100 (Relations with Other Organizations and Agencies)

The footnotes are not intended to be part of the adopted policy; they should be removed before the policy is adopted.
Naming a contact person will facilitate communication and cooperation with local law enforcement agencies. Any
school official may be used as the contact person, and boards may wish to have a contact person from each building. See
administrative procedure 4:175-AP1, Criminal Offender Notification Laws; Screening, for implementing procedures,
Upon arrest after commencement of a prosecution for a sex offense against an individual known to be a school
employee, the State’s Attorney must provide the superintendent or school administrator of the employing school with a copy
of the complaint, information, or indictment. 725 ILCS 5/111-1(e), added by P.A. 101-521,

8 730 1LCS 152/ 120(g) requires a principal or teacher to notify the parents/guardians during school registration or
parent-teacher conferences that information about sex offenders is available to the public as provided in the Sex Offender
Community Notification Law. In an effort to keep this policy aligned with good governance practices, the responsibility is
given to the superintendent and building principal to manage. While State law allows the notification to be made during
registration or parent-teacher conferences, the sample policy makes a notification mandatory just during registration to be
sure that all parents/guardians are informed.
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November 2020 4:175-AP1

Operational Services

Administrative Procedure - Criminal Offender Notification Laws; Screening

Laws Protecting Students on School Grounds

The following list describes laws protecting students on school grounds from individuals convicted of
serious crimes:

1.

A child sex offender is prohibited from being present on school property or loitering within
500 feet of school property when persons under the age of 18 are present unless specifically
permitted by statute. 720 ILCS 5/11-9.3. See School Board policies 4:175, Convicted Child
Sex Offender; Screening; Notifications, 8:30, Visitors to and Conduct on School Property,
and administrative procedure 8:30-AP, Definition of Child Sex Offender.

Law enforcement must notify schools of offenders who reside or are employed in the county.
See: (a) Sex Offender Community Notification Law, 730 ILCS 152/, and (b) Murderer and
Violent Offender Against Youth Community Notification Law, 730 ILCS 154/75-154/105.
These laws are hereafter referred to as “offender notification laws.” See also policy 4:175,
Convicted Child Sex Offender,; Screening; Notifications.

The School Code (105 ILCS 5/10-21.9, 5/21B-5 and 5/21B-80) lists criminal offenses that
disqualify an individual from District employment if the individual was convicted. 105 ILCS
5/20-21.9 requires any person hired by the District to submit to a fingerprint-based criminal
history records check through (a) the Ill. Dept. of State Police (ISP) for an individual’s
Criminal History Records Information (CHRI), and (b) the Federal Bureau of Investigation
(FBI) national crime information databases. The law also requires a school district to initially
check two publicly-available Illinois offender databases for each applicant being considered
for hire and, if hired, repeatedly at least once every five years that an individual remains
employed by the District!, which are (a) the Statewide Sex Offender Registry,
www.isp.state.il.us/sor/, and (b) the Statewide Murderer and Violent Offender Against Youth
Registry, www.isp.state.il.us/cmvo/. Obtaining the results of the fingerprint-based criminal
history records check and review of the database registries is a complete criminal history
records check as required by the School Code. See policy 5:30, Hiring Process and Criteria,
administrative procedure 5:30-AP2, Investigations; and ISBE’s non-regulatory guidance
document, Criminal History Records Information (CHRI) Checks for Certified and Non-
certified School Personnel, at: www.isbe.net/Documents/guidance_chr.pdf

Note: A District may also check the National Sex Offender Public Website,
www.nsopw.gov/; however, the same information will likely appear in the information
furnished by the FBI.

The provisions in the School Code described above also apply to employees of persons or
firms holding contracts with a school district who have direct, daily contact with students.
105 ILCS 5/10-21.9(f). See administrative procedures 4:60-AP3, Criminal History Records
Check of Contractor Employees; 5:30-AP2, Investigations.

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

1105 1LCS 5/ 10-21.9(a-5) and (a-6), amended by P.A. 101-531. Note: the statute uses the term applicant even though
a person who “remains employed by the school district” is commonly referred to as an employee.
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5. Being charged with attempting to commit, conspiring to commit, soliciting, or committing
any offense listed in 105 ILCS 5/21B-80(b-5) results in the automatic suspension or
revocation of the individual’s license until the individual’s criminal charges are adjudicated
through a court of competent jurisdiction. If the individual is acquitted, his or her license or
application shall be immediately reinstated. 2

6. Conviction of an offense listed in 105 ILCS 5/21B-80(c) results in the automatic suspension
or revocation of the individual’s license. Conviction of an offense listed in 105 ILCS 5/21B-
80(b), depending upon whether the individual’s sentence has been satisfactorily completed
and seven years have passed since that date, may result in automatic suspension or revocation
of the individual’s license.

7. The offender notification laws require law enforcement to ascertain whether a juvenile sex
offender or violent offender against youth is enrolled in a school and, if so, to provide a copy
of the registration form to the Building Principal and any guidance counselor designated by
him or her. This registration form must be kept separately from any and all school records
maintained on behalf of the juvenile sex offender. See Board policy 4:175, Convicted Child
Sex Offender; Screening, Notifications.

Receipt of Information from Law Enforcement 3

Offender Notification Laws: The Superintendent or designee shall notify the local law enforcement
official or county sheriff that he or she is the District’s official contact person for purposes of the
offender notification laws.# The Superintendent and/or Building Principal may at any time request
information from law enforcement officials regarding sex offenders or violent offenders against
youth.

The Superintendent will provide Building Principals and other supervisors with a copy of all lists
received from law enforcement officials containing the names and addresses of sex offenders and
violent offenders against youth.

The Building Principal or designee shall provide the lists to staff members in his or her building on a
need-to-know basis, but in any event:

e A teacher will be told if one of his or her students, or a student’s parent/guardian, is on a
list.

e The school counselor, nurse, social worker, or other school service personnel will be told
if a student or the parent/guardian of a student for whom he or she provides services is on
a list.

The footnotes are not intended to be part of the adopted policy; they should be removed before the policy is adopted.
2 105 ILCS 5/21B-80(b-5), added by P.A. 101-531.

3 The law is silent with regard to what, if anything, districts do with the information (except for records provided to a
school district by a state’s attorney’s office under the Juvenile Court Act at 705 ILCS 405/5-901(8)). It does, however,
provide that *any person who provides or fails to provide information relevant to the procedures set forth in this [Sex
Offender Community Notification] Law shall not be liable in any civil or criminal action.” 730 ILCS 152/130.

4 Naming a contact person will facilitate communication and cooperation with local law enforcement agencies. Any
school official may be used as the contact person and the superintendent may wish to have a contact person from each
building.
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No person receiving a list shall provide it to any other person, except as provided in these procedures,
State law,3 or as authorized by the Superintendent. Requests for information should be referred to the
local law enforcement officials or State Police.

Juvenile Delinquency Adjudication Notifications: The Superintendent or designee shall contact the
Juvenile Division of the County State’s Attorney Office(s) having jurisdiction over the District’s
school(s) to discuss how the State’s Attorney shall inform the Superintendent or designee of any
students adjudicated as delinquent minors for offenses that would be felonies and/or certain weapons
offenses under the Criminal Code of 2012. 705 ILCS 405/5-901(8). The Superintendent and/or
designee(s) shall ensure the dissemination of such information is limited to the Building Principal and
any guidance counselor designated by the Building Principal. Id.

Informing Staff Members and Parents/Guardians About the Law ¢

Building Principals or their designees shall inform parents/guardians about the availability of
information concerning sex offenders during school registration and, if feasible, during parent-teacher
conferences. Information should be distributed about the Statewide Sex Offender Registry,
www.isp.state.il.us/sor/, and the Statewide Murderer and Violent Offender Against Youth Registry,
www.isp.state.il.us/cmvo/. Information may also be included in the Student Handbook. See the Sex
Offender Community Notification Law, 730 ILCS 152/, and exhibit 4:175-AP1, El, Informing
Parents/Guardians About Offender Community Notification Laws.

Requests for additional information shall be referred to local law enforcement officials.

Screening Individuals Who Are Likely to Have Contact with Students at School or School Events 7

The law is silent with regard to screening volunteers and individuals in the proximity of a school,
Screening is not the same as the School Code’s requirement to perform a fingerprint-based criminal
history records check through (a) the ISP for an individval’s Criminal History Records Information
(CHRI), and (b) the FBI’s national crime information databases. 105 ILCS 5/10-21.9.

Screening involves checking an individual’s name and address against the: (1) Ill. Sex Offender
Registry, www.isp.state.il.us/sor/, and (2) the Violent Offender Against Youth Registry maintained
by the State Police, www.isp.state.il.us/cmvo/. 105 ILCS 5/10-21.9(a-5), (a-6).

There are five categories listed below of individuals with the potential to have contact with students at
school or at school events.

1. For employees and student teachers, the Superintendent or Building Principal(s) perform the
following tasks:

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

5 The list of child sex offenders may be a public record subject to disclosure under the Ill. Freedom of Information Act.
5 ILCS 140/. Consult the board attorney when a request is made using this Act.

6 State law requires a principal or teacher to notify the parents/guardians during school registration or parent-teacher
conferences that information about sex offenders is available to the public as provided in the Sex Offender Community
Notification Law (730 ILCS 152/ et seq.). 730 ILCS 152/120(g). While State law allows the notification to be made during
registration or parent-teacher conferences, the sample procedure makes a notification mandatory just during registration to
be sure that all parents/guardians are informed.

7 The law is silent with regard to screening volunteers and individuals in the proximity of a school. Sereening is not the
same as the School Code’s requirement to perform a fingerprint-based criminal history records check through (a) the ISP
for an individual’s Criminal History Records Information (CHRI), and (b) the FBI’s national crime information databases.
105 ILCS 5/10-21.9.
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a. Complete the required forms to request the fingerprint-based criminal history records
check; see 5:30-AP2, Investigations. 105 ILCS 5/10-21.9(a).

b. Screen the individual’s name and address against the: (1) Ill. Sex Offender Registry,
www.isp.state.il.us/sor/, and (2) the Violent Offender Against Youth Registry maintained
by the State Police, www.isp.state.il.us/cmvo/. 105 ILCS 5/10-21.9(a-5), (a-6). This
screening must be done for applicants being considered for hire and, if hired, repeatedly
at least once every five years that an individual remains employed by the District. 8

c. Review the lists of sex offenders and violent offenders against youth as the lists are
received from law enforcement. If a match is found, the Superintendent immediately
contacts the local police officials to confirm or disprove the match. The Superintendent
immediately notifies the Board if a match is confirmed. The Board President will contact
the Board Attorney and the Board will take the appropriate action to comply with State
law that may include terminating the individual’s employment.

d. May request the individual to authorize a clearance of his or her name through the IIl.
Dept. Of Children and Family Services (DCFS) CANTS system. This check documents
that the person does not have an indicated report or record on DCFS’ registry of child
abuse and/or neglect. 325 ILCS 5/11.1(a)(11) and (c). Clearances must be requested
using the DCFS form at www.dhs.state.il.us/page.aspx?item=48125.

If an indicated report by DCFS or by a child welfare agency of another jurisdiction is
found, the Board must consider the individual’s status as a condition of employment.?
Contact the Board Attorney for guidance.

e. Notify the State Superintendent of Education in writing!® within 10 business!! days
when a fingerprint-based criminal history records check returns a pending criminal
charge against a license holder for an offense set forth in 105 ILCS 5/21B-80.

f. Notify the State Superintendent of Education in writing within 15 business days when a
fingerprint-based criminal history records check returns a conviction of a crime set forth
in 105 ILCS 5/21B-80 or when publicly-available Illinois offender databases checks find

a registration. 12

2. For students doing field or clinical experience other than student teaching, the Superintendent
or Building Principal(s):

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

8 See f/n 1.

9 105 ILCS 5/10-21.9(c) and (g), amended by P.A. 101-531,

10 105 1LCS 5/10-21 .9(e), amended by P.A. 101-643, requires written notice for convictions. While notice for pending
criminal charges is not required to be “in writing,” for ease of use, consistency in administration, alignment with the
requirement to provide written notice for convictions, and best practices this sample text states the State Superintendent will
also be notified of pending criminal charges in writing. Consult the board attorney for further guidance.

11 105 1LCS 5/10-21.9(e), amended by P.A.s 101-531 and 101-643. The statute does not state whether the notice
requirement is calendar days or business days. Support for it being business days is found later in 105 ILCS 5/10-21.9(e),
which requires that notice for convictions be provided within 15 business days.
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a. May require the same fingerprint-based criminal history records check required of
student teachers. The cost of this check will be reimbursed by the student seeking the
experience. 13

b. Performs the responsibilities listed in 1. b. & c., above.

3. For volunteers, see 6:250-AP, Securing and Screening Resource Persons and Volunteers. The
Superintendent or Building Principal(s):

a. May require the same fingerprint-based criminal history records check required of
student teachers.

b. Performs the responsibilities listed in 1. b. & c., above.

4. For contractors” employees, see 4:60-AP3, Criminal History Records Check of Contractor
Employees; 5:30-AP2, Investigations.

5. For individuals in the proximity of a school or bus stop, the Building Principal(s) review(s)
the lists of sex offenders and violent offenders against youth as they are received from law
enforcement. The Building Principal or designee shall: (a) notify staff members according to
the section of this procedure on Receipt of the Information from Law Enforcement, and
(b) attempt to alter school bus stops and the route students travel to and from school in order
to avoid contact with an individual on such a list.

CROSS REF.: 4:175 (Convicted Child Sex Offender; Screening; Notifications), 5:30 (Hiring
Process and Criteria), 6:250 (Community Resource Persons and Volunteers),
8:30 (Visitors to and Conduct on School Property)

ADMIN. PROC.:  4:60-AP3 (Criminal History Records Check of Contractor Employees), 4:175-
AP1, El (Informing Parents/Guardians About Offender Community Notification
Laws), 5:30-AP2 (Investigations), 6:250-AP (Securing and Screening Resource
Persons and Volunteers), 6:250-E (Resource Person and Volunteer Information
Form and Waiver of Liability), 8:30-AP (Definition of Child Sex Offender),
8:30-E1 (Letter to Parent Regarding Visits to School by Child Sex Offenders),
8:30-E2 (Child Sex Offender’s Request for Permission to Visit School Property)

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

13 For districts with boards that require students participating in any field or clinical experience to undergo the same
patng
fingerprint-based criminal history records check required of student teachers in 105 ILCS 5/10-21.9(g), delete “May
require” and replace with “Performs™, See f/n 3 in policy 5:260, Student Teachers.
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