Blue Ridge CUSD 18\ SECTION 5 - PERSONNEL \ General Personne! \ Expensest

Document Status: Draft Update - Rewritten
Expenses

5:60-E2 Exhibit - Employee Estimated Expense Approval Form

Submit to the Superintendent. Use of this form is required (1) by 2:125-E3, Resolution to Regulate Expense
Reimbursements and (2) for pre-approval of expenses to be charged to a federal grant or State grant governed by the

Grant Accountability and Transparency Act. Please print.ﬂpﬁw
Name: Title/Office:

Travel Destination: Purpose:

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

Travel is grant-related* {specify grant):

Purchase Order Requested Purchase Crder #:

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

Voucher Amount;
Estimated Expense Report
Departure date: Return date:
Auto Travel Allowance: per mile

"Grant-related travel only: Except for mileage and other transportation expenses, expense reimbursementiper diem is only
@alloved if on official travel status for 12 hours or more. If lodging at or belowthe applicable rate cannot be identified, please
indicate belowand altach at least three quotes for review

AuoMieage | oo Meals or Per Diem Other Daily
Date ; Lodging
Miles  Cost| EXpenses Bifst _ Lunch tem Cost| Total
Dinner
Total , 3
Superintendent or Designee; [ Approved I~ Denied
(befowmaxirmum allowable amount) [ Approved in Part
[ZGrant Funding Source {if applicable):
Superintendent or Designee Signature Date
Comments:
School Board Action (exceeds maximum allowable amount): [ Approved [“Denied

[~ Approved in Part
53:60-E2

1 nf?



1 Grant Funding Source (if applicable):

Employee Signature Date

PRESSPIus Comments

PRESSPIus 1. Rewritten to include requirements for the regulation of trave! expenses under gra nts. Grant Accountability and
Transparency Act (GATA), 30 ILCS 708/130. See policy 5:60 and the PRESS Update Memo for more information. Issue 103,

March 2020

5:60-E2
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Blue Ridge CLSD 18\ SECTION 5 - PERSONNEL \ General Parsannal | Expenses\ é

Document Status: Draft Update - Rewritten
Expenses

5:60-E1 Exhibit - Employee Expense Reimbursement Form

Submit to the Superintendent. Use of this form is required by 2:125-E3, Resolution to Regulate Expense
Reimbursements. Please print and altach receipts for all expenditures PRESSPlus1

Name: Title/Cffice:
Destination; Purpose:
Departure Date: Return Date:
["'Receipts attached Request Date:

I”- Estimated expenses attached {Completed 5:60-E2, Employee Estimated Expense Approval Form)(pre-approval is
required for federal and state grants),

I”:Approved expense advancement {voucher) attached, if applicable* (Completed 5:60-E2, Employee Estimated
Expense Approval Form.)

Actual Expense Report
“Employees will be reimbursed for actual and necessary expenses that exceed the amount advanced, but must refund any
expense advancement that exceeds the actual and hecessary expenses incurred. 105 ILCS 5/10-22.32. For federal and State
grants, employees will be reimbursed for actual and necessary expenses that exceed estimated expenses as permitted by
Board policy 5:60, Expenses,
Auto Travel Allowance: per mile
Auto Mileage Transp. Meals or Per Diem Other Daily
Date Lodging
Miles Cost Expenses Bifst | . Lunch | itermn Cost Total
Dinner
Subtotal
Advances L
[TOTAL (A negative amount indicates refund due from employee,) b
Superintendent or Designee: I":Approved {"'Denied
(belowmaximum allowable amount) " Approved in Part
I>Grant Funding Source (if applicable);
Superintendent or Designee Sighature Date
Comments:
School Board Action (exceeds maximum allovable amount): [ Approved “iDenied
5:60-El
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I Approved in Part

r~Grant Funding Source (if applicable):

Employee Signature Date

PRESSPIus Comments

PRESSPIUs 1. Rewritten to include requirements for the regulation of travel expenses under grants. Grant Accountability and
Transparency Act (GATA), 30 ILCS 708/130. See policy 5:60 and the PRESS Update Memo for more information. Issue 103,
March 2020 .

5:60-El
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Blue Ridge CUSD 18\ SECTION 2 - SCHOCL BOARD\ Board Attomay \

Document Status: Draft Update - Rewritten 7

Board Attorney

2:160-E Exhibit - Checklist for Selecting a Board Attorney

The School Board selects and retains the Boarg Attorney(s). The Board may use this checklist for guidance when it selects and
retains attorney(s) and/or law firms for legal services. This checklist Is designed for the Board to use a request for proposal
(RFP) process to seek outside attorneys/law firms. The Board may also select an attorney without using an RFP process and
adapt this checklist. The Board may also adapt this checklist and use it for an application process, If the Board seeks an inl
house attorney. For mere information, call the IASB Office of General Counsel; see its currant phone numbers at

www.iasb com/about-usistafiftoffice-genera -Qounggl.EBﬁSﬂL@l

" Determine what type of legal services the District needs.

1. Review Board policy 2:160, Board Attorney. Note: Critically analyze whether the District's fegal needs are best served by
in-house attorney(s) or outside attorney(s)law firms. Many districts use a combination of these services. Many districts
also use multiple attorney(sylaw firms for their specialties, e.g.. different law firms for bond counsel, special education, or
labor law. Some boards also approve a panel of attorneys and allow the administration to choose which attorney to use.

2. Consider the following factors to analyze the type(s) of legal services needed for the District including, but are not limited

fo:

District's size;

Any past and current experiences with legal matters;

Complexity of the District's legal needs;

Availability of expertise; and

Cost of outside fees compared to intermal staff expenses for an in-house arrangemsnt.

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

1. Review policy 4:60, Purchases and Contracts. Note: While State law exempts hiring an attorey from bidding
requirements (105 I.CS 10-20.21(a)), the Board may want lo review its procurement processes and align procurement for
legal services to its non-bidding-related standards for purchases, £.9., avoiding favoritism, staying within the District's
budget, etc.

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

Licensed to practice law in llinois and in good standing with the Il Attorney Registration and Disciplinary
Commission (ARDC) (see checklist item Conduct a reforence check and other background investigations, below)

Member of the District's assigned United States district court and the Seventh Circuit Court of Appeals

Substantive knowledge and experience in the legal areas matching District's needs, e.g., bidding, civil rights,
collective bargaining, education reform, employment law, Freedom of Information Act, Open Meetings Act, ofher
records laws, special education, student rights, etc. Note: This list of knowledge and experience must be created by
the District's identified needs and may change from time to time.

Experience in all aspects of contract, employment, and sehool law
Experience that meets the District's needs, including litigation experience in State and federal courts

Membership In professional associations, such as, the II. Council of School Attorneys {ICSA) and education law
sections of bar associations, efe.

Demenstrated knowledge of and ability to apply professional responsibility rules
Accessibility for the District’s identified needs, e.g., evening Board meetings, phone calls, etc.

Ability to declare that representation of the District will be to the exclusion of all other clients having potential conflicts
with the District's interests

When additional qualifications apply, list those qualifications for providing legal services. This may include
speclalties such as bond counsel, etc.

[ Develop the RFP,

1. Insert the list of qualifications that the Board developed.
2. Include the following information:

2:160-E
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» The deadline for responses to be submitted
s The location (address or email) where responses should be sent

o A statement that the Board is soliciting proposals from qualified lawyers and law firms to provide legal semvices to
the School District

« Significant information about the District (see policy 1 30, School District Philosophy, for the District's mission
statement that is specific to the community's goals)

& The scope of work, e.g., "The Board Attorney wilk provide legal advice concerning [typical duties, specific duties,
exciuded duties]”

e Qualifications

s Details about Interviews and presentations

3. Specify what responders must include in their responses, such as the following:
e Cover letter, complete name, address, and legal structure (if the responder is a law firm)
e The individuals who prepared the response, including their titles
e I different from above, the identity of and directory information for the individuals who have authority to answer
questions regarding the submitted proposal
« A proposed fee schedule, e.g., “Respondents may combine set fees and hourly fees. If hourly fees are proposed,
please provide the minimum time increment for bifling purposes. I a retainer agreement is proposed, please
specifically describe options.”
¢ A summary of the responder’s relevant experience representing public schools
= A writing sample
« Anassurance that the responder meets the RFP's qualifications
o References including current or past clients
r:Announce the RFP.
1. Title the announcement, Note: How and where the RFP is announced are at the Board's sole discretion, The Board may

want to announce the RFP during an open meeling, post it on the District's website, mail or email it to local law firms,
and/or place it in the local newspaper{s} or other legal publications. A directory of those lawyers belonging to the ICSAis
on the IASE website, www.iasb.com. A printed copy is available upon request. Inclusion in the directory does not represent
an IASB endorsement. Some attorneys who practice school law do not belong to ICSA. Other online sources, such as the
. State Bar Association, also maintain directories of information about attorneys. The Board may want to title the
announcement "The [Insert District’s name] School Board Requests Proposals to Provide Legal Services.”

2 Announce that the Board seeks an attorney or law firm to serve as its Board Attorney.

(%4

. Inform the reader that the attorney or law firm selected will serve either at wilf or from the date of appointment to [dafe]. The

length of the appointment is at the Board’s discretion.

_ State the School District's philosophy or mission statement.
_ nsert the RFP location and contact information with the beginning date and time.
. Tell prospective responders that completed RFPs must be returned by [certain fime and date] to [name and title of person

receiving applications),

~Receive and manage responses to the RFP.

1.

2.

Review policy 2:110, Qualifications, Term, and Dufies of Board Officers. The Board President is a logical officer to
accept the applications, but this task may be delegated to the Secretary or Superintendent's secretary if the Board
determines that it is more convenient, Who accepts applications is at the Board’s sole discretion and should be decided
by the Board prior to posting the RFP announcement.

The Board will discuss, at an open meeting, its process to review the applications and who will contact RFP responders
for an interview,

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

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

1.

Interview questions are at the Board's discretion.

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

to cover during an interview.

3. The following non-exhaustive list of interview questions may help the Board tailor its questions toward finding an attorney or

law firm with an approach to the role of the Board Attorney that the Board desires:

2:160-E
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What do you see as your role as Board Attormey?
How many other school districts do you currently represent?

What kind of legal services do you provide to your school clients? Please explain how your other experience is
relevant te this position,
How many years of experience does your firm (or, the attorney) have? How long have you been practicing law? How
long have you been representing school districts?
What methods will you use to ensure all members of the Board, which is your client, remain informed? See the
discussion about the #ll. Professional Rules of Condiuctin fin 2 of policy 2:160, Board Atiorme V.
How would you manage a situation in which the Board feels strongly about its position but you believe that position is
not legally supportable? The Jil. Rules of Professional Conduct, at

Hlinoiscourts. upremecourt/rules/art_viii/default_ new.asp, require attorneys to represent the Board in its
capagcity as the governing body for the District. The responders should be discussing these rules, specifically Rule
1.7 {Conflict of Interest: Current Clients) and Rule 1.13 (Organization as Client), among others, in their answars to
this question. See also, PRESS policy 2:160, Board Attorney.
How would you manage a situation in which the Board's interest may be or become adverse to one or more of its
members? See the discussion about the i/, Professional Rules of Conduct in fin 2 of policy 2:160, Board Attormnay.
How would you manage a situation In which the Board and Superintendert are in conflict? How about a divided
Board? See the discussion about the fll. Professional Rules of Conductinfin 2 of policy 2:160, Board Attorey.
If the Board did something that you had advised against, could you still defend the Board's action? See the
discussion about the i/, Professional Rules of Conduct in fin 2 of policy 2:160, Board Atforney.
Will you try to shape Board decisions or do you have a whatever the Board dacides philosophy? See the discussion
aboutthe #ll. Professional Rules of Conduct infin 2 of policy 2:160, Board Alformey.
Do you give clients specific recommendations or do you advise them of the available options and let the client
decide? See the discussion about the #l. Professional Rules of Conductin fin 2 of policy 2:1860Q, Board Atfomey.
Do you provide your school Board clients with any updating services gratis?
How do you keep your Board clients apprised of litigation and other legal matters you are handling for them?
Will you be handling this business personally, i.e., will you delegate to your associates or partners?
Can anyone else in your firm handle our inquities when you are unavailable?
How do you keep curent on school law?
When do you tell your school clients to contact you regarding a matter with possible legal repercussions?
Have you represented a school district in a matter involving the rights of disabled students? ...involving disabled

employees? ... involing a student expulsion? ... involving a teacher dismissal? ... involving an employee's contract
or dismissal? ... involving a building contract or bidding matter? ... Can youtell us about that case?

How do you bill? How are you to be paid? Please explain your rates and/or fees. The subject of billing should cover
whether the attorney or law firm prepares a budget for representation and its method for billing in detail, including the
date and time, what work was performed, and who worked on the project, along with expenses,

Did you bring a written agreement for legal senvices, engagement letter, or a retainer agreement? If yas, please
review it for us now. If not, please explain the options for a written agreement for legal senices, engagement letter, or
a retainer agreement.

I":Develop an interview protocol. Interviews may oceur in closed session pursuantio 5 ILCS 120/2{c)(1}.

1. The Board President wili lead the Board as it interviews responders to its RFP, See 105 ILCS 5/10-13 stating that the
Board President presides at all meetings and policy 2:110, Qualifications, Term, and Dulies of Board Officers.

2, The Board may alsc want to consider allowing an equal amount of time for each interview,
3. Discuss the following items with each responder during the interview:

I":Conduct a reference check and other background investigation(s).

2:160-E

Introduce Beard members to the responder

Describe the Board's interview process, selection process, and ask the responder if he or she has questions about
the Board’s process for selecting its attorney

Describe the District's philosophy or mission statement

Describe the Board Attorney paosition by reviewing the RFP

Beginasking the interview questions (see Develop interviewquestions, abowe)
Ask the responder whether he or she has any questions for the Board

Thank the responder and inform him or her when the Board expects to make Its decision and how the responder will
be contacted regarding the Board’s decision

2 nfA




1. The Board President may perform this check or direct the Superintendent to:

o Check the ARDG's master roll of attormneys as “Authorized to Practice Law” (To do this, enter the attomey’s name
into the ARDC's registration and public disciplinary records database at; www.iardc.orgllawyersearch.asp.)

* Click on the attorney's name to review whether any disciplinary actions are pending or resolved; current and prior
actions will appear at the bottom of the screen

« [ disciplinary actions are listed, ask the aftorney or law firm for more information

2 There are other online attorney review services available. These services may be ovetly subjective and/or the attorney may
have control over the content in these services. Always check with the ARDC.

3. Callreferences provided by the responder.
r~Enter into a written agreement or engagement letter with the selected attomney or law firm.

1. All agreements for legal services should be inwriting. At minimum, the agreement should provide the fee arrangement
and the scope of services. Agreements for legaf services and individual biling statements form the Board Attorney are
subject to disclosure pursuant to a Freedom of Information Act request (PAO 14-02).

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

« Whether ta enter into a fee atrangement and/or a retainer agreement (Note: Attorneys typically bill by a pre-
determined percentage of the hour, e.g., in one-tenth of an hour increments. Many districts enter into a retainer
agreement for legal services or an engagement letter that requires them to pay the aitorney a pre-detetmined fee
every month. In return, the attorney provides a pre-determined amount of legal services whenever the district needs
him or her. Districts find this useful because (1) they can budget for legal expenses, (2) legal advice is available up to
the pre-determined amount for lower fees, and (3) this arrangemert often provides for an enhanced, long-term
relationship with the attorney.)

» The appropriate scope of services

3. Review the written contract or memorialized relationship (agreement for legal services or engagement letter) for these
provisions:

» Fee arrangement

s Scope of services

» Which attorneys will be providing legal services

« A staternent that the Board controls all fegal decisions

e A statement that the attorney and his or her law firm have no conflicts of interest or, if a conflict exists, that the Board
understands the conflict and waives it

« Board's right to terminate the services of the attorney and law firm at any time for any reason
4. Approve the agreement for fegal services or engagement lefter during an open Board meeting.
1~ Announce the appointment to District staff and community.

1. The contents of the announcement and length of ime it is displayed are at the Board's sole discretion.
2. The Board may want to consider announcing during ancpen meeting. See policy 8:10, Connection with the Communily.
3. The Board may want to include the following information inits announcement:

s The Board appointed [attorney's hame or law firm name] as the Board Attorney

« The appointment will begin on [date] for [fengtft of time]

« The Board previously established qualifications for the Board Aftorneyin a careful and thoughtful manner, e.g.,
“[Afforney or lawfirm’s name] meets these qualifications and has demonstrated the willingness to acceptits duties

and responsibilities. [Attorney or fawfirm’s name] brings a clear understanding of the demands and expectations of
the Board Attorney position along with a constructive attitude toward the challenge.”

PRESSPlus Comments

PRESSPlus 1. Rewritten to incorporate numerous style updates and corrections in response to is five-year review
and PRESS Advisory Board feedback. Issue 103, March 2020

2:160-E
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Blue Ridge CUSD 18\ SECTICN 2 - SCHOOL BOARD Board Member Compensation; Expenses)

Document Status: Draft Update - Rewritten
Board Member Compensation; Expenses

2:125-E2 Exhibit - Board Member Estimated Expense Approval Form

Submit fo the Superintendent, who will include this request in the monthly list of bills presented to the Schoo! Board, Use of
this form is required (1) by 2:125-E3, Resolution to Regulate Expense Reimbursements and (2} for pre-approval of
expenses to be charged to a federal grant or State grant governed by the Grant Accoun tability and Transparency Act.
Please print ERESSPlus1

Name; Title/Office:
Travel Destination: Purpose:
Departure Date: Return Date:

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

I; Travel is grant-related* (specify grant):

["Purchase Order Requestad

Purchase Crder #:

I":Expense Advancement Voucher Requested (105 ILCS 5/1 0-22.32)

Voucher Amount;
Estimated Expense Report

Auto Travel Allowance: per mile
“Grant-related travel only: Except for mileage and other transportation expenses, expense reimbursement/per diem is
only alfoved if on official trave! status for 12 hours or more. If lodging at or belowthe appiicable rate cannot be identified,
please indicate belowand attach at least three quotes for review

Auto Mileage Meals or Per Diem Other :

Date ETra“Sp' Lodging ?at' 'Vl

Miles  Cost xpenses Bkfst Lunch Dinner ltem Cost ota

Tntal L]
2:125-F2
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I N

Submitting Board Member's Signature

Pate

Superintendent Signature Date

School Board Action:
i~ Approved i Denied
1~ Approved in Part I'7 Exceeds Maximum Allowable Amount

i~ Grant Funding Source (if applicable):

Comments:

PRESSPlus Comments

PRESSPIus 1. Rewritten to include requirements for the regulation of travel expenses under grants. Grant Acco
Transparency Act (GATA), 30 ILCS 708/130. See policy 2:126 and the PRESS Update Memo for more information.

March 2020

2:125-E2

untability and
Issue 103,
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Blue Ridgs CUUSD 18\ SECTION 2 - SCHOOL BOARD\ Board Member Compensation; Expenses)

Document Status: Draft Update - Rewritten ;ﬁ,
Board Member Compensation; Expenses

2:125-E1 Exhibit - Board Member Expense Reimbursement Form

Submit to the Superintendent, who will include this request in the monthly list of bills presented to the School Board, Please
print and attach receipis for all expenditures. Use of this form Is required by 2:125-E3, Resolution to Regulate Expense
Reimbursements. Please printERESSPlust

Name: Tifle/Office:
Travel Destination: Purpose:
Departure Date: Return Date:

I Receipts attached Request Date:

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

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

Actual Expense Report
* Beard members will be reimbursed for actual and hecessary expenses that exceed the amount advanced, but must refund
ary expense advancement that exceeds the actual and necessary expenses incurred. 105 ILCS 5/10-22.32. For federal and
State grants, board members will be reimbursed for actual and necessary expenses that exceed estimated expenses as
permitted by Board policy 2:125, Board Member Compensation; Expenses.
Auto Travel Allowance: per mile
Auto Mileage Transp. ‘ Meals or Per Diem Other Daily
Date E Lodging Total
Miles Cost xpenses Bkfst | Lunch | Dinner tem Cost ola
Subtotal
Advances -
TOTAL (a negative amount indicates refund due from Board member) $
Submitting Board Member's Signature Dafe
Superintendent Signature Date

School Board Action:
i Approved " Denied
[~ Approved in Part [~ Exceeds Maximum Allowable Amount

I Grant Funding Source (if applicable);
2:125-El
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Comments:

PRESSPIus Comments

PRESSPIus 1. Rewritten to include requirements for the regulation of travel expenses under grants. Grant Accountability and
Transparency Act (GATA), 30 ILCS 708/130. See policy 2:125 and the PRESS Update Memo for more information. lssue 103,

March 2020

2:125-E1
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Alue Ridge CUSD 18 4 SECTION 8 - COMMUNITY RELATIONS A

Document Status: Draft Update il
| COMMUNITY RELATIONS

8:110 Public Suggestions and Concerns

The School Board is interested in receiving valid suggestions and concerns from members of the community. Any individual may
male a suggestion or express a concern athy contacting any District or School office. Carm munity members who e-maj the

istri oard member are bide by th icy 6:2 38 f
' nt possible, limit their communications to relevant individuals PRESSPus1 o
suggestions and/or concerns will be referred to the appropriate level staff member or District administrator who is most able to
respori in a timely manner, Each concern or suggestion shall be considered on its merit,

Anindividual who is not satisfied may file a grievance under Board policy 2:260, Uniform Grievance Procedure. The Board
ancourages, but doas not require, individuals to follow the channels of authority prior to filing a grievance. Neither this policy nor
the Uniform Grievance Procedure create an Independent right to a hearing before the Board.

LE REF .
11 S5 -5), ll. Educational Labor Relations Act

CROSS REF.: 2:140 {Communications To and From the Board), 2:230 (Public Participation at School Board Meetings and
Petitions to the Board), 2:260 (Uniform Grievance Procedure}, 3:30 (Chain of Command), 6:235 (Access to E ni
Networks), 6:260 (Compiaints About Curriculum, Instructional Materials and Programs)

PRESSPIlus Comments

PRESSPlus 1. The II. Educational Labor Relations Act requires employers to establish email policies in an effort to prohibit the
use of its email system by outside sources. 115 ILCS 5/14(c-5), added by P.A. 101-620. Policy 6:235, Access o Electronic
Netaorks, states that the district's network, which includes its email system, is not a public forum for general use. Further,
acceplable uses of the network by any party are limited to uses in support of education and/or research or for legitimate school
business purposes. However, see policy 6:235 at footnote 6, available at PRESS Online by legging in at www.iasb.corm, for a
discussion of potential liability under the First Amendment of the U.S. Constitution if the district wanhts to "block” specific third
parties based on message content, Including this statement also discourages school community members from engaging in the
disruptive practice of mass ccing district staff who have no involvement in a particular issue. Issue 103, March 2020

8:110
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Blue Ridge CUSD 18 \ SECTION 8 - COMMUNITY RELATIONS \

Document Status: Draft Update
COMMUNITY RELATIONS A

8:10 Connection with the Community
Public Relations

The Board President is the official spokesperson for the School Board. The Superintendent is the District's chief spokesperson,
The Superintendent ar designee shall plan ard implement a District public relations program that will:

* Develop community understanding of school oparation.

¢ Gather cornmunity attitudes and desires for the District,

* Secure adequate financial support for a sound educational program. .

¢ Help the community feel a more direct responsibility for the quality of education provided by their schools.
¢ Earn the community's good will, respect, and confidence.

* Promote a genuine spirit of cooperation between the school and the community,

¢ Keep the news media accurately informed.

* Coordinate with the District Safety Coordinalor to provide accurate and timely information to the appropriate individuals
during an emergency,

The public relations program should include:

1. Regular news releases conceming District programs, policies, activities, and special event management for distribution

by, for example, posting on the District website, using social media platiorms, PRESSPIUST ¢ ¢ Facebook. Twitler. ofc. or
sending fo the news media.

2. News conferences and interviews, as requested or needed, The Board President and Superintendent will coordinate their
respective media relations efforts. Individuals may speak for the District only with prior approval from the Superintendent,

3. Publications having a high quality of editorial content and effective format, All publications shall identify the District, school,
department, or classroom and shall include the name of the Superintendent, the Building Principal, and/or the author and
the publication date, and

4. Other efforts that highlight the District's programs and activities,

ommunity Engagem

Community engagement is a process that the Board uses to actively involve diverse citizens in dialogue, deliberation, and
collaborative thinking around commen interests for the District's schools.

The Board, in consultation with the Superintendent, determines the purpose(s) and objective(s) of any community engagement
Initiative.
For each community engagement initiative’

1. {The Board will:

a. eCommit to the determined purpose(s) and objeclive(s), and
b. gProvide information about the expected nature of the pubiic’s involvement:

2. {The Superintendent erdesigraa-will:

a. Kentify the effective tools and tactics that will advance the Board's purpose(s) and objective(s),

b. M?WWPM%HQAf least annually, prepare a report for theeteash community engagement initiative,
and/or {2}

c. pPrepare a final report of theeach community engagement initiative.
The Board will periodically: (1) review whether its community engagement initiativeds) are achieving the identified purpose(s)
and objective(s);; (2) consider what, if any, modifications would improve effectiveness;; and (3) determine whether to continue
individual initiatives,
The Board will periodically: (1) review whether its community engagement initiatives are achieving the identified purposa(s) and
810
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objective(s), (2) consider what, if any, modifications would improve effectiveness, and (3) determine whether to continue
individual initiatives.

CROSS REF.: 2:110 (Qualifications, Term, and Duties of Board Officers), 8:110 (Public Suggestions and Complaints)

PRESSPIlus Comments

PRESSPIus 1. Updated inresponse fo a five-year review. Minor changes are made to align with present-day social medial
platform usage patterns along with other changes for continuous improvement.

District social media accounts are likely either fimited public forms or public forums. See the footnotes, available
at PRESS Online by logging in at www.iasb.com, for Information regarding Knight First Amendment Inst, at Columbia Univ. v,
Trump, 302 F.Supp.3d 541 (S.D.N.Y. 201 8). Issue 103, March 2020

810
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Blue Ridge CUSD 18\ SECTION 7 - STUDENTS \
5 Lot s
Document Status: Draft Update o Wi e B e
STUDENTS 205t ?W
IRV
7:90 Release During School Hours {b

-3

For safety and security reasons, a prior written or oral consent of a student's custodial parent/guardian is required before a
student is released during school hours: (1) at any time before the regular dismissal time or at any time before school is
otherwise officially closed, and/or (2) to any person other than a custodial parent/guardian,

Early Dismissal Ahnouncement

The Superintendent or designee shall make reasonable efforts to issue an announcement whenever it is hecessary io close
school early due to inclement weather or other reason.

LEGAL REF.:
10 LCS 5/7-42 d 5/17-15(b), Election Co
CROSS REF.: 4:170 (Safety)

Questions and Answers:

“*Required Question1. 10 ILCS 5/7-42 and 10 ILCS 5/17-15, amended by P.A. 101-624, eff. 6-1-20, provide that beginning on
the 15th day before a primary, general, or special election or on the day of any such election, any student who is eligible to vote
is entitted to be absent for two hours during the school day to vote. Districts may specify the hours during which eligible students
may be absent from their schools. See the footnotes of sample policy 7:90, available at PRESS Online by logging in at
www.iasb.com, for more information,

Inctuding this subhead aligns with best practice and serves several policy functions and purposes: ensuring legal compliance,
directing or authorizing the superintendent or staff members, and/or providing information. However, including this information in
palicy is not required.

. Has the Board adopted the Voting subhead?
 Yes (default)

¢ No (JASB will remove the Voting subhead and the Legal Reference to it from this policy, and the references fo it from policy
7:70)
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STUDENTS

7:70 Attendance and Truancy
Compulsory School Attendance

This palicy applies to individuals who have custody or control of a child; (a) between the ages of six (on or before September 1)
and 17 years {unless the child has graduated from high schoal), or (b) who is enrolled in any of grades kindergarten through 12 in
the public school regardless of age. Subject to specific requirements in State law, the following children are not required to
attend public school: {1) any child attending a private school (including a home school) or parochial school, (2) any child who is
physically or mentally unable to attend school (including a pregnant student suffering medical complications as certified by her
physician), (3) any child lawfully and necessarily employed, (4} any child over 12 and under 14 years of age while in confirmation
classes, {5) any child absent because his or her religion forbids secular activity on a particular day, and {6) any child 16 years of
age or older who is employed and is enrolled in a graduation incentives program,

The parent/guardian of a student who is enrolled must authorize all absences from school and notify the school in advance or at
the time of the student's absence. A valid cause for absence includes illness, observarcs of a religious holiday, death in the
immediate family, family emergency, other situations beyend the control of the student as datermined by the Board, voting
pursuant to policy 7:90. Release During School Hoyrs (10.IL.CS 5/7-42 and 5/17-1 5).PRESSEIST other circumstances that

cause reasonable concern to the parent/guardian for the student's menta), emotional. or physicalsafely-af health or
safety"RESSPS2 or oiher reason as approved by the Superintendent or designee.

Absenteeism and Truancy Program

The Superintendent or designes shall manage an absentesism and truancy program In accordance with the School Code and
Board policy. The program shall include but not be limited to:

1. A protocol for excusing a student from attendance who Is necessari ly and lawfully employed. The Supetintsndent or
designee is authorized to determine when the student's absence is justified.

2. A protocol for excusing a student in grades 6 through 12 from attendance to sound Taps at a military honors funeral heid in
lincis for a deceased veteran.

3. A protocol for excusing a student from attendance on a particutar day(s} or at a particular time of day when his/her
parent/guardian is an active duty member of the uniformed services and has been called to duty for, is on leave from, or
has immediately returned from depioyment to a combat zone or combat-support postings.

4. A process to telephone, within two hours after the first class, the parents/guardians of students ingrade 8 or below who are
absent without prior parent/guardian notification.

5. A process to identify and track students who are truants, chronic or habitual fruants, or fruart minors as defined in thier
HehoolGoderBestion-105 LCS 5/26-2a.

6. A description of diagnostic procedures for identifying the cause(s) of a student’s unexcused absentesism, including
interviews with the student, his or her parent(syguardian(s), and staff members or other people who may have information
about the reasons for the student's attendance problem.

7. The identification of supportive services that may be offered to truant, chronically truant, or chronically absent students,
including parent-teacher conferences, student and/or family counseling, or information about community agency services.
See Board policy 8:110, Programs for Studerits At Risk of Academic Eailure andior Dropping Qut of Schoof and
Graduation Incentives Program.

8. A process for a 17 year old resident to participate in the District's various programs and resources for truants. The student
must provide documentation of his/her dropout status for the previous 6 months. A request from an individual 19 years of
age or older to re-enroll after having dropped out of schoof is handled accordi ng to provisions in 7:50, School Admissions
and Student Transfers To and From Non-District Schools.

9. Reasonable efforts to provide ongoing professional development to teachers, administrators, Board members, school
resource officers, and staff on the appropriate and available supportive services for the promotion of student attendance
and engagement.

10. A process to request the assistance and resources of outside agencies, such as, the juvenile officer of the local police
department or the truant office of the appropriate Regional Office of Education, if truancy continues after supportive
services have been offered.

11. A protocol for cooperating with non-District agencies including County or municipal authorities, the Regional
Superintendent, truant officers, the Community Truancy Review Board, and a comprehensive commurity based youth
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service agency. Any disclosure of schoo! student records must be consistent with Board policy 7:340, Student Records,
as well as State and federal law concerning school student records.

12. An acknowledgement that no punitive action, including out-of-school suspensions, expulsions, or court action, shali be
taken against a truant minor for for his or her fruancy unless available supportive services and other school resources have
been provided to the student.

13. The criteria fo determine whether a student's non-atfendance is dus to extraordinary circumstances shall include economic
or medical necessity or family hardship and such other criteria that the Superintendent believes qualifies.

14. A process for the termporary exclusion of a student 17 years of age or older for failing to meet minimum attendance
standards according to provisions In State law. A parent/guardian has the right to appeal a decision to exclude a student.

LEGAL REF.:

105 LCS 5/26-1 through 16.

705 I.CS 405/3-33.5, Juvenile Court Act of 1987.
23 . Admin.Code §§1.242 and 1.280.

CROSS REF.: 5:400 (Staff Development Program), 6:110 (Programs for Students At Risk of Academic Failure andfor
Dropping Out of School and Graduation Incentives Program, 6:150 (Home and Hospital Instruction), 7:10 (Equal Educational
Opportunities), 7:50 (School Admissions and Student Transfers To and From Mon-District Schools), 7:60 (Residence), 7:80
(Release Time for Refigious hstruction/Observance), 7:90 (Release During School Hours), 7:190 (Student Behavior), 7:340
{Student Records)

Adopted: May 15, 2019

PRESSPIlus Comments

PRESSPlus 1. 10 ILCS 5/7-42 and 10 ILCS 5/17-15, amended by P A. 101-624, eff, 6-1-20, provide that beginning on the 15th
day before a primary, general, or special slection or on the day of any such election, any student who is eligible to vote is entitled
to be absent for two hours during the school day to vote. See policy 7:90 for more information. i the Board does not adopt

the Voting subheading in policy 7:90 (see the Questions Window in the Draft Update for policy 7:90), IASB will remove this
phrase and the Cross Reference to policy 7:90. Issue 103, March 2020

PRESSPIus 2. 105 LGS 5//26-2a, amended by P.A. 100-810, amended valid causes for absences to include a student’s
mental,_emotional, or physical health or safety. Issue 103, March 2020
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6:280 Grading and Promotion

The administration and professional staff shall establish a system of grading and reporting academic achievement to students
and their parents and guardians. The system shall also determine when premotion and graduation requirements are met, The
decision to promote a student to the next grade level shall be based on sticcessful completion of the curriculum, attendance, and

performance on the standardized tests re d by the llLireis State Board of Education (ISBE)FadnershipforAssessmentof
Readinessfor Coflege é@w@eﬁ{%ﬁm—l and/or other assessments. A student shall not be promoted based
upon age or any other social reason not related to academic performance. The administration shall determine remedial
assistance for a student who is not promoted,

Every teacher shall maintain an evaluation record for each student in the teacher's classroom. The final grade assigned by the
teacher cannot be changed by a District administrator without notifying the teacher. Reasons for changing a student's final grade
include:

* A miscalculation of test scores;

* A technical error in assigning a particular grade or score;

¢ The teacher agrees to allow the student to do extra work that may impact the grade;
* Aninappropriate grading system used to determine the grade; or

* Aninappropriate grade based on an appropriate grading system.

Should a grade change be made, the administrator making the change must sign the changed record.
LEGAL REF.:
105 ILCS 5/2-3.64a-5, 5/10-20 9a, 5/10-21.8, and 5/27-27.

CROSS REF.: 6:110 (Programs for Students At Risk of Academic Failure and/or Dropping Out of School and Graduation
Incentives Prograrny}, 6:300 {Graduation Requirements), 6:340 (Student Testing and Assessment Program), 7:50 (School
Admissions and Student Transfers To and From Non-District Schools)

PRESSPlus Comments

PRESSPIus 1. Starting in 2019, PARCG was no longer used by the Ill. State Beard of Education as the State assessment and
accountability measure. Issue 103, March 2020

6:280
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6:135 Accelerated Placement Program

The District provides an Accelerated Placement Program (APP). The APP advances the District's goal of providing educational
programs with opportunities for each student to develop to his or her maximum potential. The APP provides an educational
setting with curriculum options usually reserved for students who are older or in higher grades than the student participating in the
APP. APP options include, but may not be limited fo: (a) accelerating a student in a single subject; (b) other grade-level
acceleration; and {c) early entrance to kindergarten or first grade. Participation in the APP is open to all students who
demonstrate high ability and who may benefit from accelerated placement. Itis not limited to students who have been identified
as gifted and talented. Eligibility to participate in the Districts APP shall not be conditioned upon the protected classifications
identified in Board policy 7:10, Equal Educational Ooportunities, or any factor other than the student’s identification as an
acceierated learner.

The Superintendent or desighee shall implement an APP that includes:

1. Degcision-making processes that are fair, equitable, and involve multiple individuals, e.g. District administrators, teachers,
and school suppert personnel, and a student's parent(s)iguardian(s);

2. Nofification processes that notify a student's parent{s)iguardian(s) of a decision affecting a student’s participation in the
APP: and

3. Assessment processes that include multiple valid, reliable indicators.
4. Parent/Guardian consent will be required for assessment for APP, and to implement an APP,

The Superintendent or designee shall annually notify the community, parent(s)/guardian(s), students, and school persennel about
the APP, the process for referring a student for possible evaluation for accelerated placement, and the methods used to
determine whether a student is eligible for accelerated placement. Notification may: (a} include varied communication methods,
such as student handbooks and District or school websites: and (b} be provided in multiple languages, as appropriate.

LEGAL REF.:
105ILCS 5/M4A.

23 ll.Admin.Code Part 227, Gifted Education ERESSPius1

CROSS REF.: 6:10 (Educational Philosophy and Objectives), 6:130 (Program for the Glfted), 7:10 (Equal Educational
Opportunities), 7:50 {School Admissions and Student Transfers To and From Non-District Schools}

Adopted: August 15, 2018

PRESSPlus Comments

PRESSPIus 1, IIl. State Board of Education (ISBE) rules require this policy to be posted on the district wébsfte, if available. 23
. Admin.Code §227.60(a). ISBE rules also require districts to annually report, by July 31, demographic information regarding
students participating in accelerated placement, 23 ILAdmin.Code §227 60(c). Issue 103, March 2020

0:135
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5:60 Expenses

The Board regulates the reimbursement of all travel, meal, and lodging expenses by resoiution. Money shall not be advanced or
reimbursed, or purchase orders lssued for: (1) the expenses of any person except the employee, (2) anyone's personal
expensas, or {3) entertainment expenses. Entertainment includes, but is not limited to, shows, amusements, theaters, circuses,
sporting events, or any other place of public or private entertainment or amusement, unless the entertainment is ancillary to the
purpose of the program or event. The District is not responsible for losses due to an employee’s own negligence, losses due to
normal wear, or losses due fo theft, unless the theft was a result of the District's negligence. Employees must submit the
appropriate itemized, signed, standardized form(s} to support any requests for expense advancements, reimbursements, or
purchase orders that show the following:

1. The amount of the estimated or actual expense, with attached receipts for actual incurred expenses,

2. The name and title of the employee who is requesting the expense advancement or reimbursement. Receipts from group
functions must include the names, offices, and job titles of all participants.

3. The date(s) of the official business on which the expense advancement, reimbursement, or purchase order will be or was
expended.

4. The nature of the oificial business conducted when the expense advancement, reimbursement, or purchase order will be or
was expended,

Advancements

The Superintendent may advance expenses {o teachers and other licensed employees for the anticipated actual and necessary
expenses to be incurred while attending meetings that are related to their duties and will contribute to their professional
development, provided they fall below the maximum allowed in the Board's expense regulations.

Expense advancement requests must be submitted to the Superintendent or designee on the District's standardized estimated
expense approval form for employees. After spending expense advancements, employees must use the Districts standardized
expense reimbursement form and submit to the Superintendent: (a) the itemized, signed advancement voucher that was issued,
and {b) the amount of actual expenses by attaching receipts. Any portion of an expense advancement not used must be returned
to the District. Expense advancements and vouchers shall be presented to the Board in its regular bill process.

Reimbursements and Purchase Orders

Expense reimbursements and purchase orders may be issued by the Superintendent or designae to employees, along with
other expenses necessary for the performance of their duties, provided the expenses fall below the maximum allowed in the
Board's expense regulations.

Expense reimbursements and purchase order approvals are not guaranteed and, when possible, employees shouid seek pre-
approval of expenses by providing an estimation of expenses on the District's standardized estimated expense approval form
for employees, except in situations when the expense fs diminutive. When pre-approval is not sought, employees must seek
reimbursement on the District's standardized expense reimbursement form for employees. Expense reimbursements and
purchase orders shall be presented to the Board in its regular bill process.

Use of Gredit and Procurement Cards

Creditand procurement card usage is governed by policy 4:55, Use of Credit and Procurement Cards.

Exceeding the Maximum Allowable Expense Amount(s)

All requests for expense advarcements, reimbursements, and purchase orders exceeding the maximum allowed in the Board's
expense regulations may only be approved when:

1. The Board's resolution to regulate expenses allows for such approval;
2. Anemergency or other extraordinary circumstance exists: and
3. The request is approved by a roll call vote at an open Board meeting.

Regisfration
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When possible, registration fees will be paid by the District in advance.

Travel

The least expensive method of travel will be used, provided that no hardship will be caused to the employee. Employees will be
reimbursed for:

1. Air travel at the coach or economy class commercial airline rate, First class or business class air travel will be reimbursed
only if emergency circumstances warrant. The emergency circumstances must be explained on the expense form and
Board approval of the additional expense is required. Fees for the first checked bag will be reimbursed. Copies of airline
tickets and baggage receipts musi be attached to the expense form. &1

2 Rail or bus travel at actual cost. Rail or bus lrave! costs may not exceed the cost of coach airfare. Copies of tickets must
be attached to the expense form to substantiate amounts.

3. Use of personal automobiles at the standard mileage rate approved by the Internal Revenue Service for income tax
purposes. The reimbursement may not exceed the cost of coach airfare. Mileage for use of personal automobiles in trips
to and from transportation terminals will also be reimbursed. Toll charges and parking costs will be reimbursed.

4. Automobile rental costs when the vehicle's use is warranted. The circumstances for such use must be explaired on the
expense form.

5. Taxis, airport imousines, ride sharing senvices. or other local transportation costs.

Meals

Meals charged to the District should represent mid-fare selections for the hotelmeeting facility or general area. Tips are
included with meal charges. Expense forms must explain the meal charges incurred. Alcoholic beverages will not be reimbursed.

Lodging

Employees should request conference rate or mid-fare room accommodations. A single room rate will be reimbursed.
Employees should pay personal expenses at checkout. ff that is impossible, deductions for the charges should be made on the
expense form.

Miscellaneous Expenses

Employees may seek reimbursement for other expenses incurred while attending a meeting sponsored by organizations
described hereln by fully describing the expenses on the expense form, attaching receipts.

\dditio Lirements for Travel Expenses Charged to Federa d State GrantsPRESSPlus

et the following reguirements.

b S

7. Per diem rates and actyal relmb ement amounts for milea als. and lodging ma |
by the Governor's Travel Control Board or faderal trave] regulations, whichever {s less. These limits do not appiy when: (1)
avai : SEN) ted

employee sta the lowest-priced room able at or near g hotel where a conie
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hichever is [e

8. Empl s must use the least e ive compact car available when rental car for travel, unless an exception |
rove Bo oes reimburse empigyees for collision dam wali theft insuranc
9. The Board will reimburse trave| expenses not chargeable to an award from other District funds consistent with thig policy.
LEGAL REF.:
2C 200

30 JL.CS 708/130. Grant Accountability and Transparency Act.

50 ILCS 150/, Local Government Travel Expense Control Act.
105 IL.CS 5/10-22.32.
820 I.CS 115/9.5, Il. Wage Payment and Collection Act,

CROSS REF.: 2:125 (Board Member Compensation; Expenses), 2:240 (Board Policy Development), 4:50 (Payment
Proceduras), 4:55 (Use of Credit and Procurement Cards)

Adopted: May 15, 2019

Questions and Answers;

**Required Question 1. This optional language reflects the standard for expenses permitted for federal and State grants. 41
C.F.R. 8301122,

Does the Board reimburse baggage fees?

£ Yes (default)
¢ No {IASB will remove the sentence regarding checked bag reimbursement and the text "and baggage receipts.”)

PRESSPlus Comments

PRESSPIus 1. Required by the Grant Accountability and Transparency Act, 30 ILCS 708/130. Boards are required to follow this
subhead and 5:60-AP {(available at PRESS Online by logging in at www.iasb,.com) when they use grant money fo reimburse
employee travel expenses charged to federal pass-through grants and State grants covered by GATA.

Federal fravel regulations state that requests for authorization for actual axpense reimbursement should be made in advance of
travel. 2 C.F.R, §301-11.302. 5:60-E2, Board Member Estimated Expense Approval Form, can be used as a form for pre-
approval. See the footnotes of policy 5:60, available at PRESS Online by logging in at www.iasb.com, and the PRESS Update
Memo for more infermation,

Issue 103, March 2020

5:60
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5:280 Duties and Qualifications

All support staff: (1) must meet qualifications specified in job descriptions, (2) must be able to perform the essential tasks listad
and/or assigned, and (3) are subject to Board policies as they may be changed from time-to-time at the Board’s sole discretion,

raprofessionals

Paraprofessionals provide supenised instructional support. Service as a paraprofessional requires an educator license with
stipulations endorsed for a paraprofessional educator unless a specific exemption is authorized by the MNinois State Board of
Education (ISBE).

Individuals with only non-instructional duties (e.g., providing technical support for computers, providing personal care senices, or
performing clerical duties) are not paraprofessionals, and the requirements in this section do not apply. In addition, individuals
completing their clinical experiences and/or student teaching do not need to comply with this section, provided their service
otherwise complies with ISBE rules.

oncertificated and Unlicensed Personnel Working with Students and Perfo ming Nor-nstructional Dutes
Noncertificated and unlicensed persannel performing non-instructional duties may be used:

1. For supervising study halls, long distance teaching reception areas used incident to instructional programs transmitted by
electronic media {e.g., computers, video, and audio), detention and discipline areas, and school-sponsored extracurricular
activities;

2. As supervisors, chaperones, or sponsors for non-academic school activities; or

3. For non-teaching duties not requiring instructional judgment or student evaiuation.

Nathing in this policy prevents a noncertificated person from serving as a guest lecturer or resource person under a certificated
teacher’s direction and with the administration’s approval,

Coaches and Athletic Trainers

Athletic coaches and trainers shall have the qualifications required by any association in which the School District maintains a
membership. Regardless of whether the athlstic activity is governed by an association, the Superintendent or designee shall
ensure that each athletic coach: (1) is knowledgeable regarding coaching principles, (2) has first aid training, and (3isa
trained Automatic External Defibrillator user according to rules adopted by the llinois Department of Public Healih, Anyone
performing athletic training services shall be licensed under the lincis Athletic Trainers Practice Act.

Bus Drivers

All school bus drivers must have a valid school bus driver permit. The Superintendent or designee shall inform the llincis
Secretary of State, within 30 days of being informed by a school bus driver, that the bus driver permit holder has been called to
active duty. New bus drivers and bus drivers who are returning from a lapse in their employment are subject to the requirements
contained in Board policy 5:30, Hiring Process and Criteria and Board policy 5:285, Drug and Alechol Testing for School Bus
and Commercial Vehicle Drivers.

LEGAL REF..

34 C.FR. §§200.58-and-200.5¢ PRESSPIus1

105 LCS 5/10-22.34, 5110-22.34a, and 5/10-22.34b.

625 ILCS 5/6-104 and 5/6-106.1.

23 ll.Admin.Code §§1.280, 1,630, and 25.510.

CROSS REF. 4:11Q (Transportation), 4:170 (Safety), 5:30 (Hiring Process and Criteria), 5:35 (Compliance with the Fair

Labor Standards Act), 5:285 (Drug and Alcohol Testing for School Bus and Commercial Vehicle Drivers}, 6:250 (Community
Resource Persons and Volunteers)

5280
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PRESSPIus Comments

PRESSPIus 1. The Legal References are updated in response to amended il. State Board of Education rules governing
educator licensure. Issue 103, March 2020

5280
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5:150 Personnel Records

The Superintendent or designee shall manage a process for responding to inquitles by a prospective employer concerning a
current or former employee's job performance. The Superintendent shall execute the requirements in the Abused and Neglected
Child Reporting Act whenever another schoal district asks for a reference concerning an applicant who is or was a District
amployee and was the subject of a report made by a District employee to DCFS.

When requested for information about an employee by an entity other than a prospective employer, the District will only confirm
position and employment dates unless the employes has submitted a written request to the Superintendent or designes.

Please refer to the applicable collective bargaining agreement(s).
For those employees not covered by an applicable collective bargaining agresment(s):

The Superintendent or designee shall manage the maintenance of personnel records in accordance with State and federal law
and School Board policy. Records, as determined by the Superintendent, are retained for all employment applicants,
employees, and former employees given the need for the District to document employment-refated decisions, evaluate program
and staff effectiveness, and comply with government recordkeeping and reporting requirements, Personnel records shall be
maintained in the District's administrative office, under the Supetintendent's direct supervision.

Access to personnel records is available as follows:

1. Anemployee will be given access to his or her personnel records according to State law and guidelines developed by the
Superintendent.

2. An employee's supanvisor or other management employee wha has an employment or business-related reason to inspect
the record is autharized to have access,

3. Anyone having the respective employee's written consent may have access.
4. Access will be granted to anyone authorized by State or federal law to have access.

5. All other requests for access to personnel information are geverned by Board policy 2:250, Access fo District Public
Records.

LEGAL REF.;

325 ILCS 5/4, Abused and Neglected Child Reporfing Act PRESSPlust
745 ILCS 46/10, Employment Regord Disclasure Act.
820 ILCS 40/, Personal Record Review Act.

23 ll.Admin.Code §1.680.
CROSS REF.: 2:250 (Access to District Public Records), 7:340 (Student Records)

PRESSPlus Comments

PRESSPlus 1. The Legal References are updated. lssue 103, March 2020

5:150
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2:160 Board Attorney

The School Board may exterinte-agreements-forretain legal services with one or more attorneys or law firms to be the Board
Attorney(s). The Board Attorney represents the School Board inits capacity as the geverning body for the School District-he
Board-Altermey-shallne sent-arethe MWWWW%WM%&WRWM&%

: 3% 5 froptec-bi-he-th-Suprerma-Gourt- The Board Attorney serves on a retainer or other fee
arrangement as determined in advance. The Board Attorney will provide services as described in the agreement for legal
services or emorialized b engagement letter. The District will only pay for legal services that are provided in

accordance with the agreement for legal services, as memorialized by an engagement letter, or that are otherwise authorized by

this policy or a majority of the Board PRESSPlus

£ T

The Superintendent, his or her designee, and the Board President, each are authorized to confer with and/or seek the legal
advice of the Board Attorney. TThe Board may alsg authorize a specific Board member to confer with the Board Atorneylegat
gavnzel onits behalf

The Superintendent may authorize the Board Attorney to represent the Disfrict in any legal matter until the Board has an
opportunity to be informed of and/or consider the matter.

The School Board retains the right to consult with or employ other attormeys and to terminate the service of any aftorney,
The attorney will:

. Serve as counselor to the Board and attend Board meetings when requested by the Superintendent or Board President;
- Represent the District in any legal matter as requested by the School Board:
. Provide written opinions on legal questions as requested by the Superintendent or Board Prasident;

. Approve, prepare, or supervise the preparation of legal documents and Instruments and perform such other legal duties as
the School Board may request; and

5. Be available for telephone consultation,

B W =

LEGAL REF.;

Rule 1.7 (Conflict of Interest: Current Clients) and Rule 1.13 {Organization as Client) of the lll. Rules of Professional Conduct
adopted by the lll. Supreme Court.

CROSS REF.: 4:60 (Purchases and Contracts)

; BERRTAT g

PRESSPlus Comments

PRESSPIus 1. Updated inresponse to a five-year review and PRESS Advisory Board feedback. lssue 103, March 2020

2:160
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2:125 Board Member Compensation: Expenses

Board Member Compensation Prohibited

School Board members provide volunteer service to the community and may not receive compensation for services, except that
a Board member serving as the Board Secretary may be paid an amount up to the statutory limit if the Board so provides.

Roll Call Vote

All Board member expense requests for travel, meals, and/or lodging must be approved by roll cail vote at an open meeting of
the Board.

Reguiation of School District Expenses

The Board regulates the reimbursement of all travel, meal, and lodging expenses In the District by resoiution, At the start of each
fiscal year and when necessary, the Superintendent will recommend a maximum allowable relmbursement amount for expenses
to be included in the resolution, The recommendad amount should be based upon the District's budget and other financial
considerations.

Money shall not be advanced or reimbursed, or purchase orders issued for: (1) the expenses of any person except the Board
member, (2) anyone's personal expenses, or (3) entertainment expenses. Entertainment includes, but is not limited to, shows,
amusements, theaters, circuses, sporfing events, or any other place of public or private entertainment or amusement, unless the
entertainment is ancillary to the purpose of the program or event,

Exceeding the Maximum Allowable Reimbursement Amount(s)

All requests for expense advancements, reimbursements, and/or purchase orders that exceed the maximum allowable
reimbursement amount set by the Board may only be approved by it when:

1. The Board's resolution te regulate expanses allows for such approval;
2. Anemergercy or other extraordinary circumstance exists; and
3. The request is approved by a roll call vote at an open Board meeting.

Advancements

The Board may advance to its members actual and necessary expenses to be incurred while attending:

1. Meetings sponsored by the llinois State Board of Education or by the Regional Superintendent of Schools:

2. County or regional meetings and the annual meeting sponsored by any school beard association complying with Article 23
of the School Code; and

3. Meetings sponsored by a national organization in the field of public school education.

Expense advancement requests must be submitted to the Superintendent or designee on the Board's standardized estimated
expense approval form. After spending expense advancements, Board members must use the Board's standardized expense
reimbursement form and submit to the Superintendent: (a) the itemized, signed advancement voucher that was issued, and (b)
the amount of actual expenses by attaching receipts. A Board member must return to the District any portion of an expense
advancement not used. If an expense advancement is not requested, expense reimbursements may be issued by the Board to
its members for the activities listed in numbers one through three, above, along with registration fees or tuition for a course(s)
that allowed compliance with the mandatory trainings described in policy 2:120, Board Member Development and other
professional development opportunities that are encouraged by the School Code (see the Reimbursements and Purchase
Orders subhead, below). Expense advancements and vouchers shall be presented to the Board inits regular bill process.

Reimbursements and Purchase Orders

Expense reimbursement is not guaranteed and, when possible, Board members should seek pre-approval of expenses by
providing an estimation of expenses on the Board's standardized estimated expense approval form, except in situations when
the expense is diminutive. When pre-approval is not sought, Board membars must seek reimbursement on the Board's
standardized expense reimbursement form. Expense reimbursements and purchase orders shall be presented to the Board in
its reguiar bifl process.

2125
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Credit and Procurement Cards
Credit and procurement cards shall not be issued to Board members.

Standardized Expense Formis) Required

All requests for expense advancement, reimbursement, and/or purchase orders in the District must be submitted on the
appropriate ifemized, signed standardized form(s). The form(s) must show the following information:

1. The amount of the estimated or actual expense, with attached receipts for actual incurred expenses.

2 The name and office of the Board member who is requesting the expense advancement or reimbursement. Receipts from
group functions must include the names, offices, and job titles of all participants.

3. The date(s) of the official business on which the expense advancement or reimbursement will be or was expended.
4. The nature of the official business conducted when the expense advancement or reimbursement will be or was expended.

Types of Official Business for Expense Advancements, Reimbursements, and Purchase Orders

1. Registration. When possible, registration fees willbe pald by the Disfrict in advance.

2 Travel. The least expensive method of travel will be used, providing that no hardship will be caused to the Board member.
Board members will be reimbursed for:

a. Alrtravel at the coach or economy class commercial aidine rate. First class or business class air travel will be
reimbursed only if emergency circumstances warrant. The emergency circumstances must be explained onthe

expense form and Board approval of the additional expense is required. Fees for the first checked bag will bg
reimbursed. Copies of airline tickets and baggage receipts must be attached to the expense form &1

b. Rail or bus travel at actual cost. Raif or bus travel costs may not exceed the cost of coach airfare, Copies of tickets
must be attached to the expense form to substantiate amounts.

c. Use of personal automobiles at the standard mileage rate approved by the Internal Revenue Senvice for income tax
purposes. The reimbursement may not exceed the cost of coach airfare. Mileage for use of personal automobiles in
trips to and from transportation terminals will also be reimbursed. Toll charges and parking costs will be reimbursed.

d. Automobile rental costs when the vehicle's use is warranted. The circumstances for such use must be explained on
the expense form.

6. Taxs, airport limousines, ride sharing or other local transportation costs.

3. Meals. Meals charged to the School District should represent mid-fare selections for the hotelimeeting facility or general
area, conslstent with the maximum allowable reimbursement amount set by the Board. Tips are included with meal
charges. Expense forms must explain the meal charges incurred. Alcoholic beverages will not be reimbursed.

4. Lodging. Board members should request conference rate or mid-fare room accommodations. A single room rate will be
reimbursed. Board members should pay personal expenses at checkout. If that is impossible, deductions for the charges
should be made on the expense form.

5 Miscellanesus Expenses. Board members may seek reimbursement for other expenses incurred while attending a
meeting sponsored by organizations described herein by fully describing the expenses on the expense form, attaching
receipts.

dditjo virements for Trave ses Charged to Federal and State GrantgPRESSPIust

Transparenc t 0 ) ) ard pe :60) f
enses inchide for ortation, lod e ted iftems

LEGAL REF .
105 ILCS 5/10-20 and 5/10-22.32.

[ 8/. Goyemment Accountability and Tr ncy A
Loca-Government Travel Expense-ConlrobAct-50 ILCS 150/, Local Govemnment Trave} Expense Controf Ack.

CROSS REF.: 2:100 (Board Member Conflict of Interest), 2:120 (Board Member Development), 2:240 (Board Policy
Development), 4:50 (Payment Procedures), 4:55 (Use of Credit and Procurement Cards), 5:60 (Expenses)

Questions and Answers:

2:125
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**Required Question 1. This optional language reflects the standard for expenses permitted for federal and State grants. 41
C.F.R.§301-12.2.

Does the Board reimburse baggage fees?

JrYes (default)

€2 No (IASB will remove the sentence regarding checked bag reimbursement and the text "and baggage recelpts.”)

PRESSPlus Comments

PRESSPlus 1. Required by the Grant Accountability and Transparency Act (GATA), 30 ILCS 708/130. Boards are required to
follow this subhead, policy 5:60's subhead Additional Requirements for Travel Expenses Charged to Federal and State Grants,
and 5:60-AF (available at PRESS Online by loggirg in at www.iash.com) when they use grant money fo reimburse Board
member travel expenses charged to federal pass-through grarnts and State grants covered by GATA.

Federal travef regulations state that requests for authorization for actual expense reimbursemsant should be made in advance of
travel. 2 C.F.R. §301-11.302. 2:125-E2, Board Member Estimated Expense Approval Form, can be used as a form for pre-
approval. See policy 5:60 and the PRESS Update Memo for more information.

Issue 103, March 2020
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Blue Ridge CLISD 18\ SECTION 8 - COMMUNITY RELATIONS \ a

Document Status: 5-Year-Review - Needs Review
COMMUNITY RELATIONS

8:80 Gifts to the District

The Scheol Board appreciates gifts from any education foundation, other entities, or individuals. All gifts must adhere to each of
the following: ' ’

1. Be accepted by the Board or the Superintendent or designee. Individuals should obtain a pre-acceptance commitment
before identifying the District, any school, or school program or activity as a beneficiary in any fundraising attempt,
includirg without limitation, any Internet fundraising attempt.

2, Be given without a stated purpose or with a purpose deemed by the party with authority to accept the gift to be compatible
with the Board's educational objectives and pelicies.

3. Be consistent with the District's mandate to provide equal educational and extracurricular opperiunities to all students in
the District as provided in Board policy 7:10, Equal Educational Opportunities. State and federal laws require the District
to provide equal treatment for members of both sexes to educational programing, extracurricular activities, and athletics,
This includes the distribution of athletic benefits and opportunities.

4. Permit the District to maintain resource equity among its learning centers.

3. Be viewpoint neutral. The Superintendent or designee shall manage a process for the review and approval of donations
involving the incorporation of messages into or piacing messages upon school property.

6. Comply with all laws applicable fo the District including, without limitation, the Americans with Disabilitles Act, the
Prevailing Wage Act, the HealtihvLife Safety Code for Public Schools, and all applicable procurement and bidding
raquirements.

The District will provide equal treatment to all individuals and ertities seeking to donate money or a gift. Upon acceptance, all
gifts become the District's property. The acceptance of a gift is not an endorsement by the Board, District, or school of any
product, service, activity, or program. The method of recognition is determined by the party accepting the gift.

LEGAL REF.:

20 U1.8.C. §1681 et seq., Title [X of the Education Amendments implemented by 34 C.F.R. Part 106.
105 ILCS 5/16-1,

23 lLAdmin.Code §200.40.

CROSS REF.: 4:60 (Purchases and Contracts), 4:150 {Facility Management and Building Programs), 6:10 (Educational
Philosophy and Objectives), 6:210 (Instructional Materials), 7:10 (Equal Educational Opportunities)

b o oy
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Blue Ridge CUSD 18\ SECTION 7 - STUDENTS \

Document Status: 5-Year-Review - Needs Re view
STUDENTS

7:325 Student Fundraising Activities

No individual or organization is allowed to ask students to participate in fundraising acivities while the students are on school
grounds during school hours or during any school activity. Exceptions are: '

1. School-sponsored student arganizations: and

2. Parent organizations and booster clubs that are recognized pursuant to policy 8:90, Parent Organizations and Booster
Clubs.

The Superintendent or designee shall manage student fundraising activities in alignment with the following directives:

1. Fundraising efforts shalt not conflict with instructional activities or programs.

2. Forany school that participates in the School Breakfast Program or the National Schoo! Lunch Program, fundraising
activities involving the sale of food and beverage items to students during the school day while on the school campus must
compty with the Ill. State Board of Education rules concerni ng the sale of competitive food and beverage items.

3. Participation in fundraising efforts must be voluntary.
. Student safety must be paramount.

5. For school-sponsored student organizations, a school staff member must supervise the fundraising activities and the
student activity funds treasurer must safeguard the financial accounts.

6. The fundraising efforts must be to support the organization's purposes and/or activities, the general welfare, a charitable
cause, or the educational experiences of students generally,

7. The funds shall be used to the maximum extent possible for the designated purpose.

8. Any furdraising efforts that solicit donor messages for Incorporation into school property (e.g., files or bricks) or placement
upon school property (e.g., posters or placards) must:

S

a. Develop viewpoint neutral guidelines for the creation of messages;

b. Inform potential donors that all messages are subject to review and approval, and that messages that do not meet
the established guidelines must be resubmitted or the donation will be returned; and

¢. Place a disclaimer on ali fundraising information and near the completed donor messages that all messages are
"solely the expression of the individual donors and not an endorsement by the District of any message's content.

LEGAL REF .
105 I.CS 5/10-20.19(3).
23 ll.Admin.Code Part 305, School Food Service,

CROSS REF.: 4:90 (Activity Funds), 4:120 (Food Services), 8:80 (Gifts to the District), 8:90 (Parert Organizations and Booster
Clubs)

7325
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Blue Ridge CLISD 18\ SECTION 7 - STUDENTS \

Document Status: 5-Year-Review - Needs Review
STUDENTS

7:130 Student Rights and Responsibilities

All students are entitled to enjoy the rights protected by the U.S. and lliincis Constitutions and {aws for persons of their age and
maturity in a school setting. Students should exercise these rights reasonably and avoid violating the rights of others. Students
who vialate the rights of others or violate District policies or rules will be subject to disciplinary measures.

Students may, during the school day, during noninstructional time, voluntarily engage in individually or collectively initiated, non-
disruptive prayer or religious-based meetings that, consistent with the Free Exercise and Establishment Clauses of the U.S. and
llinois Constituticns, are not sponsored, promoted, or endorsed in any manner by the school or any school employee.
Naninstructional time means time set aside by a school before actual classroom instruction begins or after actual classroom
instruction ends.

LEGAL REF.:
20 U.8.C. §7904.
105 ILCS 20/5.

inker v, Des Moines Independent School District, 89 S.Ct. 733 {1969).

CROSS REF.: 7:140 (Search and Seizure), 7:150 (Agency and Police Interviews), 7:160 (Student Appearance), 7:190 (Student
Behavior), 7:330 (Student Use of Buildings - Equal Access)

7:130
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Document Status: 5-Year-Review - Needs Review
OPERATIONAL SERVICES

4:50 Payment Procedures

The Treasurer, with the assistance of the bookkeeper, shall prepare a list of all due and payable bills, indicating vendor name
and amount, and shall present it to the School Board in advance of the Board's first regular monthly meeting or, if necessary, a
special meeting. These bills shall be reviewed by the School Board, after which they may be approved for payment by School
Board order. Approval of all bills shall be given by a roll call vote and the votes shall be recorded in the minutes. The Treasurer
shall pay the bills after receiving a School Board order or pertinent portions of the Board minutes, even if the minutes are
unapproved, provided the order or minutes are sighed by the Board President and Secretary, or a majority of the Board.

The Treasurer, with the assistance of the bookkeeper, is authorized, without further Board approval, to pay Social Security taxes,
wages, pension contributions, utifity bills, and other recurring bills. These disbursements shall be included in the listing of bills
presented to the School Board.

Revolving funds for school cafeterias, athletics, petty cash, or similar purposes may be used, provided such funds are
maintained in accordance with Board policy 4:80, Accounting and Audits, and remain in the custody of an employee who is
properly bonded according to State law.

LEGAL REF.:

106 ILCS 5/8-16, 5/10-7, and 5/10-20.19.

23 l.Admin.Code §100.70.

CROSS REF.: 4:55 (Use of Credit and Procurement Cards), 4:60 {Purchases and Contracts), 4:80 (Accounting and Audits)

4:50
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