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Online Instructions

Please follow these three easy
steps to log in to PRESS:

1. Go to www.iasb.com and click on
the yellow Member Login button.

(@) Wetrmioer Lughy

2. Log in using your email address and
password.,

« |f you do not know your password,
do not create a new account; reset
your password using your district
email address.

« If you are still having difficulty
logging in, please contact your
District's Superintendent or
Administrative Assistant to make
sure you are listed as an authorized
user on the District Roster.

* If you continue to have difficulty
logging in to www.iasb.com,
please contact James Wagner
at jwagner@iasb.com.

¢ Click the yellow “Hi [Your Name],”
button.

(1 i ot tiema)

3. Under My Account Links, click on
PRESS Login.

ILLINOIS ASSOCIATION
OF SCHOOL BOARDS

PRESS

Policy Reference Education Subscription Service

This publication is designed to provide information only and is not a substitute for legal advice
from the Board Attorney. If you have any questions, please contact Kimberly Small, 1ASB General
Counsel and PRESS Editor, 630/629-3776, ext. 1226; Maryam Brotine, Assistant General Counsel and
Assistant PRESS Editor, 630/629-3776, ext. 1219; or Debra Jacobson, Assistant General Counsel and
Assistant PRESS Editor, 630/629-3776, ext. 1211.

Please share this PRESS Update Memo with all board members and appropriate
staff.

Two other important components of PRESS may be viewed and downloaded from
PRESS Online: Committee Worksheets and the updated Policy Reference Manual
(PRM) pages.

The Committee Worksheets, found by selecting a PRESS Issue at the top of the
PRESS Online Table of Contents, show suggested changes to PRESS materials by
striking out deleted words and underscoring new words.

Updated PRM pages can be found in the IASB POLICY REFERENCE MANUAL
Table of Contents. For visual instruction about how to download PRM pages and
use them to update your policy manual, please go to www.iasb.com/policy/ to
view the PRESS video tutorial located under the header entitled: PRESS — Policy
Reference Education Subscription Service,

Special Acknowledgement to IASB Assistant PRESS Editors

IASB thanks Maryam Brotine and Debra Jacobson for leading the completion of
PRESS Issue 107 together in the role of PRESS Editor. IASB also thanks them
and appreciates their dedication to maintain the quality of this service.

PRESS Bundles

Each bundle summarizes the global reasons for changes to all materials that are listed.

Specific details about how each piece of material changed, e.g,, legislation,
administrative rules, PRESS Advisory Board feedback, quality assurance, five-
year review items, etc,, are explained in numerical order in the Revisions to
Policies, Administrative Procedures, and Exhibits table beginning on p. 5.

Please spend time reviewing the PRESS online Committee Worksheets for these
materials, which will provide further, more on-the-spot detailed explanations in the
footnotes, along with added comment boxes by the PRESS Editors when necessary.

Have feedback on PRESS materials?
Click on the PRESS Feedback Button, located on the header
bar of PRESS Online. For answers to more immediate questions
about PRESS content, please contact a PRESS editor directly.

A policy service from the lllinois Association of School Boards
Copyright © 2021 lllinois Association of School Boards. All Rights Reserved



Conviction Records in
Employment Decisions

Public Act 101-656, eff. 3-23-21, imposes new obligations

on Illinois employers, including school districts, who want
to rely on criminal conviction records to disqualify an ap-
plicant or take adverse action against an employee. School
districts must now consider specific mitigating factors and
provide written notices to applicants/femployees, informing
them of their right to challenge the accuracy of the convic-
tion record and submit evidence of mitigation.

The following PRESS materials are updated or created in
response to this important legislation:

4:60-AP3, Criminal History Records Check of Contractor
Employees

5:10, Equal Employment Opportunity and Minority
Recruitment

5:30, Hiring Process and Criteria

5:30-AP2, Investigations

5:30-AP2, E1, Notice of Preliminary Hiring Decision
Based on Conviction Record - NEW

5:30-AP2, E2, Notice of Final Hiring Decision Based on
Conviction Record - NEW

Educational Technology

The Student Online Personal Protection Act (SOPPA), a
State law that is intended to protect the privacy and secu-
rity of students’ online data at school, goes into effect July
1, 2021. A new 7:345 suite of PRESS materials was released
in Issue 104 (June 2020) to assist districts with implementa-
tion of this expansive law. Additional materials have been
created or updated to align with SOPPA requirements and/
or to reflect the expanded use of educational technologies
in schools.

The following PRESS materials are updated or created:

6:235, Access to Electronic Networks

6:235-AP1, Acceptable Use of the District’s Electronic
Networks

6:235-AP1, E1, Student Authorization for Access to the
District’s Electronic Networks

6:235-AP1, E2, Staff Authorization for Access to the Dis-
trict’s Electronic Networks

7:345-AD, E4, Notice of Parent Rights Regarding Student
Covered Information - NEW

PRESS Terminology

What are the meanings of the “AP” and “E” after
certain policy numbers?

The PRESS Policy Reference Manual (PRM) is an
encyclopedia of sample board policies, administrative
procedures, and exhibits. They are all in numerical
order for easy reference. PRESS recommends that local
school districts maintain separate board policy and
administrative procedure manuals to help distinguish
for the board, staff, students, parents, and community
members, the distinction between board documents
and staff documents, board work, and staff work.

Policy. The board develops policies with input

from various sources like district administrators, the
board attorney, and PRESS materials. The board then
formally adopts the policies, often after more than one
consideration.

After adoption by the board, each policy should
have an adoption date.

Administrative Procedures, Administrative procedures
are developed by the superintendent, administrators,
and/or other district staff members. The staff develops
the procedures that guide implementation of the
policies. Administrative procedures are not adopted
by the board, which allows the superintendent and
staff the flexibility they need to keep the procedures
current, PRESS sample procedures are numbered to
correspond with the policies that they implement for
easy reference. For example, policy 6:190's related
administrative procedure is 6:190-AP.

It is important to remember that administrative
procedures do not require formal board adoption
and are not included in a board policy manual.

Exhibits. Both board policies and administrative
procedures may have related exhibits. Exhibits provide
information and forms intended to be helpful to the
understanding or implementation of either a board
policy or administrative procedure, and they do not
require formal board adoption. PRESS sample exhibits
are numbered to correspond to the related board
policy or administrative procedure. For example, board
policy 2:70 has a related exhibit numbered 2:70-E.
Administrative procedure 7:340-AP1 has a related
exhibit numbered 7:340-AP1, E.

Exhibits labeled with an “E” may provide
guidance for board work or staff work. Those
providing guidance for board work should be
dated for implementation by the board. Those
providing guidance for the staff should be dated
for implementation by the administrative staff.

Administrative procedures exhibits, always la-
beled with the “AP, E” format should be dated for
implementation by the administrative staff.




Miscellaneous

The following PRESS materials are updated due to legisla-
tion, administrative rule and/or continuous review changes.
These are also detailed in the Revisions to Policies, Ad-
ministrative Procedures, and Exhibits table in numerical
order beginning on p. 5.

The following PRESS materials are updated:

2:10, School District Governance

Five-Year Review Updates

PRESS Editors have a quality assurance goal to ensure that
each piece of the 1000+ page TASB PRESS PRM is reviewed
at least every five years. The PRM contains approximately
175 policies and procedures. These are also detailed in the
Revisions to Policies, Administrative Procedures, and
Exhibits table in numerical order beginning on p. 5.

The following PRESS materials are updated in response to
five-year reviews:

1:10, School District Legal Status

1:20, District Organization, Operations, and Cooperative
Agreements

1:20-AP, Checklist for Handling Intergovernmental
Agreement Requests

1:30, School District Philosophy

2:30, School District Elections

2:120-E1, Guidelines for Serving as a Mentor to a New
School Board Member

2:120-E2, Website Listing of Development and Training
Completed by Board Members

2:125-E3, Resolution to Regulate Expense Reimbursements

2:130, Board-Superintendent Relationship

2:200-AP, Types of School Board Meetings

2:220-E4, Open Meeting Minutes

2:220-E7, Access to Closed Meeting Minutes and Verbatim
Recordings

2:240-E1, PRESS Issue Updates

2:240-E2, Developing Local Policy

2:250-E3, Recurrent Requester Notification

3:30, Chain of Command

3:30-E, Organizational Chart for Administration

3:70-AP, Succession PPlan

4:15-E1, Letter to Employees Regarding Protecting the
Privacy of Social Security Numbers

4:15-E2, Statement of Purpose for Collecting Social Security
Numbers

4:15-E3, Statement for Employee Manual or District Web-
site Describing the District’s Purpose for Collecting
Social Security Numbers

4:140-AP, Fines, Fees, and Charges — Waiver of Student
Fees

4:140-E1, Application for Fee Waiver

4:140-E2, Response to Application for Fee Waiver, Appeal,
and Response to Appeal

4:140-E3, Resolution to Increase Driver Education Fees

2:20, Powers and Duties of the School Board; Indemnification

2:150-AP, Superintendent Committees

2:240, Board Policy Development

2:250-E2, Immediately Available District Public Records
and Web-Posted Reports and Records

4:40-AL, Preparing and Updating Disclosures

7:340-AP2, Storage and Destruction of School Student
Records

4:170-AP5, Unsafe School Choice Option

5:40-AP, Communicable and Chronic Infectious Disease

5:125-E, Employee Receipt of Board Policy on Personal
Technology and Social Media

5:170-AP1, Copyright Compliance

5:170-AP2, Seeking Permission to Copy or Use Copyrighted
Works

5:170-AP3, Instructional Materials and Computer Pro-
grams Developed Within the Scope of Employment

5:170-E1, Request to Reprint or Adapt Material

5:190-E1, Notice to Parents of Their Right to Request
Their Child’s Classroom Teachers’ Qualifications

5:190-E2, Notice to Parents When Their Child Is As-
signed To or Has Been Taught for at Least Four
Straight Weeks By a Teacher Who Does Not Meet Ap-
plicable State Certification/Licensure Requirements

5:190-E3, Letter to Teacher Who Does Not Meet Appli-
cable State Certification/Licensure Requirements for
the Grade Level and Subject Area of Assignment

5:240-AF, Suspensions

6:100, Using Animals in the Educational Program

6:100-AP, Dissection of Animals

6:100-E1, Guidelines and Application for Using Animals
in School Facilities for Educational Purposes

6:100-E2, Student Permission for Exposure to Animalsésy
-RENAMED

6:120-AP4, Care of Students with Diabetes

6:145, Migrant Students

6:160, English Learners

6:170, Title I Programs

6:170-AP1, Checklist for Development, Implementation,
and Maintenance of Parent and Family Engagement
Compacts for Title I Programs

6:170-AP1, El, District-Level Parent and Family Engagement
Compact

6:170-AP1, E2, School-Level Parent and Family Engagement
Compact

6:170-AP2, Notice to Parents Required by Elementary
and Secondary Education-et, McKinney-Vento
Homeless Assistance—et, and Protection of Pupil
Rights Laws-#A<t - RENAMED

6:190-AT, Academic Eligibility for Participation in Extra-
curricular Activities

6:235-AP1, Acceptable Use of the District’s Electronic
Networks




6:235-AP1, E2, Staff Authorization for Access to the Dis-
trict’s Electronic Networks

6:235-AP2, Web Publishing Guidelines

6:235-E3, Online Privacy Statement

6:235-E4, Keeping Yourself and Your Kids Safe On Social
Networks

6:250-AF, Seeuring-and-Sereening-Resource Persons and/
or School Volunteers; Screening - RENAMED

6:255, Assemblies and Ceremonies

6:260, Complaints About Curriculum, Instructional Ma-
terials, and Programs

6:260-E, Curriculum Objection

7:220, Bus Conduct

7:230, Misconduct by Students with Disabilities

7:240-AP2, E1, Consent to Participate in Extracurricular
Drug and Alcohol Testing Program

Editors when necessary.

7:280, Communicable and Chronic Infectious Disease

7:340-AP1, E3, Letter to Parents and Eligible Students
Concerning Military Recruiters and Postsecondary
Institutions Receiving Student Directory Information

7:340-AP1, E4, Frequently Asked Questions Regarding
Military Recruiter Access to Student Information

8:90, Parent Organizations and Booster Clubs

8:95-E2, Verification of School Visitation

Please also spend time reviewing the PRESS Online Com-
mittee Worksheets for these materials, which will provide
further, more on-the-spot detailed explanations in the
footnotes, along with added comment boxes by the PRESS

Progress Report — The contents of this table frequently change.

Topics

Our Response

ISBE Special Education Rules & ICSA Sample Procedures

The Ill. State Board of Education (ISBE) updated its special education rules, effective March
2, 2021, to incorporate various statutory changes made over the past few years. Thanks to
the many Ill. Council of School Attorneys (ICSA) members serving on ICSA’s Special Educa-
tion Committee, these statutory changes and I1SBE’s updated rules have been incorporated
into updated Special Education Procedures Assuring the Implementation of Comprehensive
Programming for Children with Disabilities.

No PRESS materials are affected.
Special Education Procedures and
Sample Policies may be download-
ed from the Guidance and Resourc-
es section on Special Education of
the Policy Services & School Law
page on www.iash.com.

Student Press Law Center (SPLC) Letters to School Boards
Some boards have reported receiving letters stating:

1. Policy 7:315, Restrictions on Publications; High Schools, is not fully in alignment
with Illinois law; and
2. That boards should amend their policies by a certain date.

Note that SPLC is not a regulatory or quasi-regulatory agency over lllinois school boards.

It has no authority to require school boards to update their policies. Many attorneys agree
that the PRESS sample that most boards have adopted is in alignment with lllinois law. Other
attorneys see areas in the PRESS sample policy for continued improvement.

PRESS Editors have reached out
to SPLC attorneys and Ill. Council
of School Attorneys Executive
Committee members to collab-
orate. Policy 7:315, Restrictions
on Publications; High Schools,
will be updated in response to
both legislation and continuous
improvement related to SPLC
suggestions in PRESS Issue 108.

ISBE 2020-2023 Strategic Plan

Early this year ISBE released its 2020-2023 Strategic Plan (Plan), a roadmap for lllinois
schools designed in partnership with education stakeholders and built around three overar-
ching goals all underpinned by equity: student learning, learning conditions, and elevating
educators. The Plan involves the development of an equity impact analysis tool by the end
of the 2020-21 school year. Districts will pilot this tool during the 2021-22 school year, and
the intent is for an Equity Journey Continuum to be included in each school district’s 2022
Report Card. The Plan and status reports on its progress are at www.ishe.net/strategicplan.

No PRESS materials are affected.

ISBE SOPPA Rules

ISBE rules to implement parents’ access to their children’s covered information under the
Student Online Personal Protection Act are pending. The rules will address how often par-
ents can request access and the manner in which they must make the request,

The 7:345 suite of PRESS materi-
als will be updated as needed in
Issue 108.




Progress Report — continued

Topics Our Response

Voluntary Families First Coronavirus Response Act (FFCRA) Extension Under the American

Rescue Plan Act

The Internal Revenue Service recently issued guidance confirming that government employ-
ers, including public school districts, are eligible to claim employer tax credits to be reim-
bursed for paid leave taken by employees under the Families First Coronavirus Response
Act (FFCRA). Under the federal American Rescue Plan Act, eligible employers may choose
to extend FFCRA leave benefits beginning April 1, 2021, through September 30, 2021. For
more information about the FFCRA employer tax credits, see https:/www.irs.gov/news-
room/employer-tax-credits-for-employee-paid-leave-due-to-covid-19 i

No PRESS materials are affected.

Emergency Connectivity Fund Program Rules

On May 11, 2021, the Federal Communications Commission (FCC) issued an order to imple-
ment how eligible schools and libraries may spend the $7.17 billion Emergency Connectivity
Fund Program that was recently authorized under the American Rescue Plan Act. The FCC
order allows eligible schools to use the funds to cover expenses related to device purchases
and home broadband connectivity for students and staff who otherwise lack service suffi-
cient for remote learning. For more information, see https://www.fcc.gov/fcc-launch-connec-

tivity-fund-program.

No PRESS materials are affected.

Revisions to Policies, Administrative Procedures, and Exhibits

Number and Title

Revision Descriptions

1:10, School District Legal The policy is unchanged. D
Status
1:20, District Organization, The Legal References are updated in response to a five-year review with minor style D

Operations, and Cooperative
Agreements

changes that do not require board action. The footnotes are also updated in response to
a five-year review.

1:20-AP, Checklist for The procedure is updated in response to a five-year review. D
Handling Intergovernmental

Agreement Requests

1:30, School District Philosophy | The policy is updated in response to a five-year review. Districts that use this policy’s D

text in posters and other printed district publications should note that adopting these
changes would require them to reprint those items.

2:10, School District
Governance

The policy, Legal References and footnotes are updated in response to a five-year D
review. The policy and footnote 4 are updated to reflect changes to 5 ILCS 120/7(e),
amended by P.A. 101-640, permitting public bodies to meet without a quorum physi-
cally present during a public health emergency.

2:20, Powers and Duties of the The policy is unchanged. The footnotes are updated for continuous improvement. D
School Board; Indemnification
2:30, School District Elections The Legal References and footnotes are updated in response to a five-year review. D




Revisions to Policies, Administrative Procedures, and Exhibits — continued

2:120-E1, Guidelines for
Serving as a Mentor to a New
School Board Member

The exhibit is updated in response to a five-year review.

O

2:120-E2, Website Listing of
Development and Training
Completed by Board Members

The exhibit is updated in response to a five-year review.

]

2:125-E3, Resolution to Regu-
late Expense Reimbursements

The exhibit is updated in response to a five-year review.

2:130, Board-Superintendent
Relationship

The policy and footnotes are updated in response to a five-year review. Statutory text
from the footnotes was placed into the policy.

O

2:150-AP, Superintendent
Committees

The procedure is updated in response to continuous improvement to reflect 105 ILCS
5/14C-10. A subhead entitled Transitional Bilingual Education (TBE) Programs Parent
Advisory Committee has been added. Other continuous improvement changes are
also made.

2:200-AP, Types of School
Board Meetings

The procedure is updated in response to a five-year review.

2:220-E4, Open Meeting
Minutes

The exhibit is updated in response to a five-year review.

O

2:220-E7, Access to Closed
Meeting Minutes and Verba-
tim Recordings

The exhibit is updated in response to a five-year review.

2:240, Board Policy
Development

The policy and footnotes are updated with an optional subhead entitled Words Im-
porting Gender. These updates are in response to subscriber feedback and evolving
diversity, equity, and inclusion work at the IASB.

2:240-E1, PRESS lssue Updates

The exhibit is updated in response to a five-year review.

2:240-E2, Developing Local
Policy

The exhibit is updated in response to a five-year review.

OO

2:250-E2, Immediately Avail-
able District Public Records
and Web-Posted Reports and
Records

The exhibit is updated in response to:

1. 40 ILCS 5/7-135.5, added by P.A. 101-504, requiring districts to post on their
websites a link to information on the Ill. Municipal Retirement Fund website about
participating employers;

2. 23 Ill.LAdmin.Code §255.200, requiring districts that allow for registered apprentice-
ship programs to post certain information on their websites; and

3. Continuous improvement updates.

O

2:250-E3, Recurrent Request-
or Notification

The exhibit is unchanged.

3:30, Chain of Command

The policy is unchanged. Footnote 1 is added in response to a five-year review.

3:30-E, Organizational Chart
for Administration

The exhibit is unchanged.

3:70-AP, Succession Plan

The procedure is unchanged.

O OO0 O




Revisions to Policies, Administrative Procedures, and Exhibits — continued

4:15-E1, Letter to Employees
Regarding Protecting the
Privacy of Social Security
Numbers

The exhibit is unchanged.

O

4:15-E2, Statement of Purpose
for Collecting Social Security
Numbers

The exhibit is updated in response to a five-year review.

O

4:15-F3, Statement for Em-
ployee Manual or District
Website Describing the Dis-
trict's Purpose for Collecting
Social Security Numbers

The exhibit is updated in response to a five-year review.

4:40-AP, Preparing and Up-
dating Disclosures

The exhibit is updated in response to continuous improvement updates provided by the
law firm of Chapman and Cutler LLP.

4:60-AP3, Criminal History
Records Check of Contractor
Employees

The procedure and footnotes are updated. A new footnote is added in response to 775
ILCS 5/2-103.1, added by P.A. 101-656, prohibiting an employer from disqualifying or
taking other adverse action against applicants/femployees based on conviction records
unless certain conditions and notification requirements are met.

4:140-AP, Fines, Fees, and
Charges - Waiver of Student
Fees

The procedure and its footnotes are updated in response to a five-year review.

4:140-E1, Application for Fee
Waiver

The exhibit is updated in response to a five-year review,

4:140-E2, Response to
Application for Fee Waiver,
Appeal, and Response to
Appeal

The exhibit is unchanged.

4:140-E3, Resolution to In-
crease Driver Education Fees

The exhibit is unchanged.

4:170-AP5, Unsafe School
Choice Option

The procedure is updated in response to a five-year review.

5:10, Equal Employment
Opportunity and Minority
Recruitment

The policy, Legal References, and footnotes are updated for the same reason stated
above in 4:60-AP3, Criminal History Records Check of Contractor Employees. Continu-
ous improvement updates are also made to the Legal References and footnotes.

5530, Hiring Process and
Criteria

The policy is unchanged. The footnotes are updated for the same reason stated above
in 4:60-AP3, Criminal History Records Check of Contractor Employees, and for continu-
ous improvement. The Cross References are updated to incorporate a style change.

5:30-AP2, Investigations

The procedure is updated for the same reason stated above in 4:60-AP3, Criminal
History Records Check of Contractor Employees. Continuous improvement updates are
also made.

5:30-AP2, E1, Notice of
Preliminary Hiring Decision
Based on Conviction Record

NEW. The exhibit is created to assist districts with implementation of 775 ILCS 5/2-
103.1, added by P.A. 101-656, requiring employers to provide an applicant with a pre-
liminary written notice before disqualifying the applicant based on a conviction record.




Revisions to Policies, Administrative Procedures, and Exhibits — continued

5:30-AP2, E2, Notice of Final
Hiring Decision Based on
Conviction Record

NEW. The exhibit is created to assist districts with implementation of 775 ILCS 5/2-
103.1, added by P.A. 101-656, requiring employers to provide an applicant with a final
written notice before disqualifying the applicant based on a conviction record.

O

5:40-AP, Communicable and
Chronic Infectious Disease

The procedure is updated in response to a five-year review.

5:125-E, Employee Receipt
of Board Palicy on Personal
Technology and Social Media

The exhibit is updated in response to a five-year review.

O
O

5:170-AP1, Copyright
Compliance

The procedure is updated in response to a five-year review.

O

5:170-AP2, Seeking Permission
to Copy or Use Copyrighted
Works

The procedure is updated in response to a five-year review.

O

5:170-AP3, Instructional
Materials and Computer Pro-
grams Developed Within the
Scope of Employment

The procedure and footnotes are updated in response to a five-year review.

5:170-E1, Request to Reprint
or Adapt Material

The exhibit is updated in response to a five-year review.

5:190-E1, Notice to Parents of
Their Right to Request Their
Child’s Classroom Teachers’
Qualifications

The exhibit is updated in response to a five-year review.

5:190-E2, Notice to Parents
When Their Child Is Assigned
To or Has Been Taught for at
Least Four Straight Weeks By a
Teacher Who Does Not Meet
Applicable State Certification/
Licensure Requirements

The exhibit is updated in response to a five-year review.

5:190-E3, Letter to Teacher
Who Does Not meet Appli-
cable State Certification/Li-
censure Requirements for the
Grade Level and Subject Area
of Assignment

The exhibit is updated in response to a five-year review.

5:240-AP, Suspensions

The procedure and footnotes are updated in response to a five-year review.

6:100, Using Animals in the
Educational Program

The policy is unchanged. The footnotes are updated to delete an administrative proce-
dure reference and in response to a five-year review.

0|0

6:100-AP, Dissection of
Animals

The procedure is unchanged.




Revisions to Policies, Administrative Procedures, and Exhibits — continued

6:100-E1, Guidelines and Ap-
plication for Using Animals in
School Facilities for Educational
Purposes

The exhibit is updated in response to a five-year review.

O

6:100-E2, Student Permission
for Exposure to Animalsts)

RENAMED. The exhibit is updated in response to a five-year review.

6:120-AP4, Care of Students
with Diabetes

The procedure is updated in response to a five-year review.

6:145, Migrant Students

The policy, Legal References, and footnotes are updated in response to a five-year
review.

6:160, English Learners

The policy and footnotes are updated for the same reasons stated above in 2:150-AP,
Superintendent Committees, and in response to a five-year review. Text was added
to the Parent Involvement subhead restating the law requiring a district to establish
a Transitional Bilingual Education Programs Parent Advisory Committee. Footnotes
explain 105 ILCS 5/14C-10.

O O O 0

6:170, Title | Programs

The policy is unchanged. The footnotes are updated in response to a five-year review.

6:170-AP1, Checklist for De-
velopment, Implementation,
and Maintenance of Parent
and Family Engagement Com-
pacts for Title | Programs

The procedure and footnotes are updated in response to a five-year review.

0|0

6:170-AP1, E1, District-Level
Parent and Family Engagement
Compact

The exhibit is updated in response to a five-year review.

6:170-AP1, E2, School-Level
Parent and Family Engagement
Compact

The exhibit and footnotes are updated in response to a five-year review.

6:170-AP2, Notice To Parents
Required by Elementary and
Secondary Education—et,
McKinney-Vento Homeless
Assistance-Aet, and Protec-
tion of Pupil Rights LawsAet

RENAMED. The exhibit and footnotes are updated in response to a five-year review.

6:190-AP, Academic Eligibility
for Participation in Extracur-
ricular Activities

The procedure is unchanged.

6:235, Access to Electronic
Networks

The policy, Legal References, Cross References, Administrative Procedure references,
and footnotes are updated in response to the expanded use of educational technologies
in schools and for other continuous improvements. The Legal References are also up-
dated in response to 20 U.5.C. §7131 and 115 ILCS 5/14(c-5), added by 101-620. 7:315,
Restrictions on Publications; High Schools, and 7:345, Use of Educational Technologies,
are added to the Cross References.




Revisions to Policies, Administrative Procedures, and Exhibits — continued

6:235-AP1, Acceptable Use
of the District’s Electronic
Networks

The procedure is updated in response to the expanded use of educational technologies
in schools and to a five-year review.

O

6:235-AP1, E1, Student Au-
thorization for Access to the
District’s Electronic Networks

This exhibit is updated in response to the expanded use of educational technologies in
schoals.

O

6:235-AP1, E2, Staff Autho-
rization for Access to the
District’s Electronic Networks

This exhibit is updated in response to the expanded use of educational technologies in
schools and in response to a five-year review.

6:235-AP2, Web Publishing
Guidelines

The procedure is updated in response to a five-year review.

O

6:235-E3, Online Privacy
Statement

The exhibit is updated in response to a five-year review.

O

6:235-E4, Keeping Yourself
and Your Kids Safe On Social
Networks

The exhibit is updated in response to a five-year review.

6:250-AP, Seeuring-and-
SereeningResource Persons

and/or School Volunteers;
Screening

RENAMED. The procedure and footnotes are updated in response to a five-year review.

6:255, Assemblies and
Ceremonies

The Legal References are updated in response to a five-year review. The footnotes are
also updated in response to a five-year review.

6:260, Complaints About
Curriculum, Instructional
Materials, and Programs

The policy, Legal References, Cross References, and footnotes are updated in response
to a five-year review.

6:260-E, Curriculum Objection

The exhibit is updated in response to a five-year review.

7:220, Bus Conduct

The policy is updated in response to a five-year review with a minor style change that
does not require board action. The footnotes are also updated in response to a five-year
review.

7:230, Misconduct by Stu-
dents with Disabilities

The policy is unchanged. The footnotes are updated in response to a five-year review.

7:240-AP2, E1, Consent to
Participate in Extracurricular
Drug and Alcohol Testing
Program

The exhibit is updated in response to a five-year review.

7:280, Communicable and
Chronic Infectious Disease

The Legal References and footnotes are updated in response to a five-year review. A
repealed statute was deleted from the Legal References.

7:340-AP1, E3, Letter to
Parents and Eligible Students
Concerning Military Re-
cruiters and Postsecondary
Institutions Receiving Student
Directory Information

The exhibit is updated in response to a five-year review.
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Revisions to Policies, Administrative Procedures, and Exhibits — continued

7:340-AP1, E4, Frequently
Asked Questions Regarding
Military Recruiter Access to Stu-
dents and Student Information

The exhibit is updated in response to a five-year review.

O

7:340-AP2, Storage and De-
struction of School Student
Records

The procedure is updated in response to an expedited correction made to 23 Ill. Admin.
Code §375.40, clarifying the method of destruction for school student records, and for
continuous improvement.

B

7:345-AP, E4, Notice of Par-
ent Rights Regarding Student
Covered Information

NEW. The exhibit is created in response to 105 ILCS 85/, added by P.A. 101-516, eff.
7-1-21, requiring districts to web post procedures describing parents’ rights to access
their children’s covered information under the Student Online Personal Protection Act.

8:90, Parent Organizations
and Booster Clubs

The policy and footnotes are updated in response to a five-year review,

8:95-F2, Verification of
School Visitation

The exhibit is unchanged.

PRESS lIssue 107 Trivia

208 PRM pages ¢ 251 footnotes ® 53,305 words e 85 PRM materials
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June 2021 1:10

School District Organization

School District Legal Status

The Illinois Constitution requires the State to provide for an efficient system of high-quality public
educational institutions and services in order to achieve the educational development of all persens to
the limits of their capabilities.

The General Assembly has implemented this mandate through the creation of school districts. The
District is governed by the laws for school districts serving a resident population of not fewer than
1,000 and not more than 500,000,

The School Board constitutes a body corporate that possesses all the usual powers of a corporation for
public purposes, and in that name may sue and be sued, purchase, hold and sell personal property and
real estate, and enter info such obligations as are authorized by law,

LEGAL REF. I1l. Constitution, Art. X, Sec. 1.
105 ILCS 5/10-1 et seq.

CROSS REF.; 2:10 {School District Governance), 2:20 (Powers and Duties of the School Board;
Indemnification)

1:10 Page I of 1

©2021 Policy Reference Lducation Subscription Service
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June 2021 1:20

School District Organization

District Organization, Operations, and Cooperative Agreements

The District is organized and operates as follows:
[INSERT DISTRICT’S ORGANIZATION and OPERATIONS]

The District enters into and participates in joint programs and intergovernmental agreements with
units of local government and other school districts in order to jointly provide services and activities
in a manner that will increase flexibility, scope of service opportunities, cost reductions, and/or
otherwise benefit the District and the community. The Superintendent shall manage these activities to
the extent the program or agreement requires the District’s participation, and shall provide periodic
implementation or operational data and/or reports to the School Board concerning these programs and
agreements. The District participates in the following joint programs and intergovernmental
agreements:

HNSERT APPLICABLE JOINT PROGRAMS]

LEGAL REF.: 11I. Constitution, Art. V11, Sec. 10,
S ILCS 220/, Intergovernmental Cooperation Act.

1:20 Page 1 of 1
©2021 Policy Reference Education Subscription Service
Illinois Association of School Boards. Alf Rights Reserved.
Please review this material with your school board attorney before use.




June 2021 1:20-AP

School District Organization

Administrative Procedure - Checklist for Handling Intergovernmental Agreement

Requests

The Superintendent completes this checldist whenever the District receives a request to enter into
an intergovernmental agreement.

L OO 0O oo

1:20-AP

Acknowledge the receipt of the request to the sender,

Confer with the School Board President as to when to put the request on an open meeting
agenda as a discussion and/for action item.

Inform the request’s sender of approximately when the request will be presented to the
Board.

Investigate the factual context and the impact of granting or not granting the request.

Determine if the request is for procurement purposes and evaluate whether an
intergovernmental agreement would be exempt under 105 ILCS 5/10-20.21.

Prepare an evaluation of the request and a recommendation that takes into account the
Board’s pricrities in the allocation of resources, including funds, time, personnel, facilities,
and the transmission of knowledge and culture through which students learn in areas
necessary to their continuing development and entry into the world of work.

Consult the Board attorney for a legal review of the proposed intergovernmental
agreement.

include the evaluation and recommendation in the appropriate Board meeting packet.

Page 1 of 1
©2021 Policy Reference Education Subscription Service
lllinois Association of School Boards. All Rights Reserved.

Please review this material with your school board attorney before use,



June 2021 1:30

School District Organization

School District Philosophy

The School District, in an active partnership with parents and community, will promote excellence in
a caring environment in which all students learn and grow. This partnership aims to empower all
students to develop strong self-respect and to become responsible learners and decision-makers. The
School District is committed to developing and using a visionary and innovative curriculum, a
knowledgeable and dedicated staff, and sound fiscal and management practices.

CROSS REF: 2:10 (School District Governance), 3:10 (Goals and Objectives), 6:10
(Educational Philosophy and Objectives)

1:30 Page 1 of 1
©2021 Policy Reference Education Subseription Service
Iflinois Association of School Boards, All Rights Reserved.
Please review this material with your school board attorney before use.



June 2021 2:10

School Board

School District Governance

The District is governed by a School Board congisting of seven members. The Board’s powers and
duties include the authority to adopt, enforce, and monitor all policies for the management and
governance of the District’s schools.

Official action by the Board may only occur at a duly calied and legally conducted meeting. Except as
otherwise provided by the Open Meetings Act, a quorum must be physically present at the meeting.

As stated in the Board member cath of office prescribed by the School Code, a Board member has no
fegal authority as an individual.

LEGAL REF.: 5 ILCS 120/, Open Meetings Act.
105 ILCS 5/10-1, 5/10-10, 5/10-12, 5/10-16.5, 5/10-16.7, and 5/10-20.5.

CROSS REF.: 1:10 (School District Legal Status), 2:20 (Powers and Duties of the School
Board; Indemnification), 2:80 (Board Member Oath and Conduct), 2:120 (Board
Member Development), 2:200 (Types of School Board Meetings), 2:220 (School
Board Meeting Procedure)

2:10 Page 1 of |
©2021 Policy Reference Education Subscription Service
ilfinois Association of Schooi Boards. All Rights Reserved.
Please review this material with your school board attorney before use.




June 2021 2:20

School Board

Powers and Duties of the School Board; Indemnification

The major powers and duties of the School Board include, but are not limited to:

1.

il

12.

13.

14.
15.

l6.
17.

2:20

Organizing the Board after each consolidated election by electing officers and establishing its
regular meeting schedule and, thereafter, taking action during lawfully called meetings to
faithfully fulfill the Board’s responsibilities in accordance with State and federal law.

Formulating, adopting, and modifying Board policies, at its sole discretion, subject only to
mandatory collective bargaining agreements and State and federal law.

Employing a Superintendent and other personnel, making employment decisions, dismissing
personnel, including determining whether an employee has willfully or negligently failed to
report an instance of suspected child abuse or neglect as required by 325 ILCS 5/, and
establishing an equal employment opportunity policy that prohibits unlawful discrimination.

Directing, through policy, the Superintendent, in his or her charge of the District’s
administration.

Approving the annual budget, tax levies, major expenditures, payment of obligations, annual
audit, and other aspects of the District’s financial operation; and making available a statement
of financial affairs as provided in State law,

Entering contracts using the public bidding procedure when required.

Providing, constructing, controlling, and maintaining adequate physical facilities; making
school buildings available for use as civil defense shelters; and establishing a resource
conservation policy.

Establishing an equal educational opportunities policy that prohibits unlawful discrimination.
Approving the curriculum, textbooks, and educational services.

Evaluating the educational program and approving School Improvement and District
Improvement Plans.

Presenting the District report card and School report card(s) to parents/guardians and the
community; these documents report District, School, and student performance.

Establishing and supporting student behavior policies designed to maintain an environment
conducive to learning, including deciding individual student suspension or expulsion cases
brought before it.

Establishing attendance units within the District and assigning students to the schools.
Establishing the school year.

Requiring a moment of silence to recognize veterans during any type of school event held at a
District school on November 1.

Providing student transportation services pursuant to State law,

Entering into joint agreements with other boards to establish cooperative educational
programs or provide educational facilities.

Page 1 of 2
©2021 Policy Reference Education Subscription Service
Tilinois Association of School Boards. All Rights Reserved.
Please review this material with your school board attorney before use.




18. Complying with requirements in the Abused and Neglected Child Reporting Act (ANCRA).
Specifically, each individual Board member must, if an allegation is raised to the member
during an open or closed Board meeting that a student is an abused child as defined in
ANCRA, direct or cause the Board to direct the Superintendent or other equivalent school
administrator to comply with ANCRA’s requirements concerning the reporting of child

abuse,

19. Communicating the schools” activities and operations to the community and representing the
needs and desires of the community in educational matters.

Indemnification

To the extent allowed by law, the Board shall defend, indemnify, and hold harmless School Board
members, employees, volunteer personnel (pursuant to 105 ILCS 5/10-22.34, 10-2234a and 10-
22.34b), mentors of certified staff (pursuant to 105 ILCS 5/2-3.53a, 2-3.53b, and 105 ILCS 5/21A-5
et seq.), and student teachers who, in the course of discharging their official duties imposed or
authorized by law, are sued as parties in a legal proceeding. Nothing herein, however, shall be
construed as obligating the Board to defend, indemnify, or hold harmless any person who engages in
criminal activity, official misconduct, fraud, intentional or willful and wanton misconduct, or acts
beyond the authority properly vested in the individual.

LEGAL REF.

CROSS REF.:

2:20

105 1LCS 5/10, 5/17-1, and 5/27-1.
115 ILCS 5/, 1li. Educational Labor Relations Act.
325 ILCS 5/, Abused and Neglected Child Reporting Act.

1:10 (School District Legal Status), 1:20 (District Organization, Operations, and
Cooperative Agreements), 2:10 (School District Governance), 2:80 (Board
Member Qath and Conduct), 2:140 {(Communications To and From the Board),
2:210 (Organizational School Board Meeting), 2:240 (Board Policy
Development), 4:60 (Purchases and Contracts), 4:70 (Resource Conservation),
4:100 (Insurance Management), 4:110 (Transportation), 4:150 (Facility
Management and Building Programs), 5:10 (Equal Employment Opportunity and
Minority Recruitment), 5:90 (Abused and Neglected Child Reporting), 6:10
(Educational Philosophy and Objectives), 6:15 {School Accountability), 6:20
(School Year Calendar and Day), 7:10 (Equal Educational Opportunities), 7:30
(Student Assignment and Intra-District Transfer), 7:190 (Student Behavior),
7:200 (Suspension Procedures), 7:210 (Expulsion Procedures), 8:10 (Connection
with the Community), 8:30 (Visitors to and Conduct on School Property)

Page 2 of 2
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June 2021 2:30

School Board

Schooi District Elections

School District elections are non-partisan, governed by the general election laws of the State, and
include the election of School Board members, various public policy propositions, and advisory
questions. Board members are elected at the consolidated election held on the first Tuesday in April
in odd-numbered years. If, however, that date conflicts with the celebration of Passover, the
consolidated election is postponed to the first Tuesday following the last day of Passover. The
canvass of votes is conducted by the election authority within 21 days after the election.

The Board, by proper resolution, may cause to be placed on the ballot: {a) public policy referendum
according to Article 28 of the Election Code, or (b) advisory questions of public policy according to
Section 9-1.5 of the School Code.

The Board Secretary serves as the local election official. He or she receives petitions for the
submission of a public question to referenda and forwards them to the proper election officer and
otherwise provides information to the community concerning District elections.

LEGAL REF.: 10 ILCS 5/1-3, 5/2A, 5/9, 5/10-9, 5/22-17, 5/22-18, and 5/28.
105 ILCS 5/9.
CROSS REF.: 2:40 (Board Member Qualifications), 2:50 (Board Member Term of Office),

2:210 (Organizational School Board Meeting)

2:30 Page 1 of 1
©2021 Policy Reference Education Subscription Service
Illinois Association of School Boards. Afl Rights Reserved,
Please review this material with your school board attorney before use.




June 2021 2:120-El

School Board

Exhibit - Guidelines for Serving as a Mentor to a New School Board Member

On District letterhead

Date

Dear School Board Member:

Thank you for agreeing to serve as a mentor to a new Board member. The goal of the mentoring
program is to orient a new Board member to the Board and District and help the new Board member
be comfortable, develop self-confidence, and become an effective leader. Follow these guidelines to
maximize your mentoring effectiveness.

1.

Be a good mentor by sharing your knowledge and experiences with others. Take a personal
interest in helping others succeed.

Try to develop an informal, collegial relationship with the new Board member — explain that
you are there to help. Listen respectfully to all concerns and answer questions honestly.

During your first contact with the new Board member, introduce yourself and explain that
you will serve as the new Board member’s mentor and are looking forward to sharing
information about the Board and District. If possible, meet with the individual to become
acquainted. Be available as needed to provide assistance, advice, and support. The
Superintendent’s office will have already provided the new Board member with a web link or
paper copy of the Board’s policies as well as other helpful material.

Be prepared to introduce the new Board member at upcoming Board events until the new
Board member becomes a familiar face.

Be available and maintain a helpful attitude. You will assist the new Board member in
becoming an effective member of the Board and ensuring skilled and knowledgeable future
leadership for the District.

Being a mentor can bring rewards to you, the new Board member, and the District. Thank vou for
your assistance and comumitment,

Sincerely,

School Board President

2:120-E1 Page 1 of 1
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June 2021 2:120-E2

School Board

Exhibit - Website Listing of Development and Training Completed by Board Members

District webmaster: Post this template (including the explanatory paragraphs) on the District’s
website and update the table as information is provided.

Each Iilinois school board member who is elected or appointed to fill a vacancy of at least one year’s
duration must complete State-mandated professional development leadership training (PDLT) and
Open Meetings Act (OMA) training. State-mandated training is also required for board members who
want to vote upon a dismissal based upon the Performance Evaluation Reform Act. For additional
information, see Board policy 2:120, Board Member Development.

The following table contains State-mandated training requirements and other professional
development activities that were completed by each Board member. When the Illinois Association of
School Boards (IASB) provided the training, the acronym “IASB” follows the listed activity.

Name Development and Training Activity | Date Completed
and Provider

IASB is a voluntary organization of local boards of education dedicated to strengthening the Illinois
public schools through local citizen control. Although not a part of State government, IASB is
organized by member school boards as a private not-for-profit corporation under authority granted by
Article 23 of the School Code. The vision of IASB is excellence in local school board governance
supporting quality public education.

For more information regarding IASB and its programs, visit www.iasb.com.

2:120-E2 Page 1 of 1
©2021 Policy Reference Education Subscription Service
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June 2021 2:125-E3

School Board

Exhibit - Resolution to Requlate Expense Reimbursements

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

WHEREAS, Section 10 of the Local Government Travel Expense Control Act (50 TLCS 150/)
provides that the School Board shall by resolution regulate the reimbursement of all travel, meal, and
lodging expenses of officers and employees, including, but not limited to: (1) the types of official
business for which travel, meal, and lodging expenses are allowed; (2) maximum allowable
reimbursement for travel, meal, and lodging expenses; and (3) a standardized form for submission of
travel, meal, and lodging expenses supported with minimum documentation;

WHEREAS, the Board regulates the types of expenses that are allowed in Board Policies 2:125,
Board Member Compensation; Expenses and 5:60, Expenses;

WHEREAS, based upon the School District’s budget and other financial considerations, the
Superintendent has recommended to the Board a maximum allowable reimbursement amount of
$famount] for Board members and District staff;

WHEREAS, the Board requires submission of appropriate standardized expense forms supported
with required written minimum documentation (50 ILCS 150/10 and 20),

WHEREAS, submitted expenses that exceed the Board’s maximum allowable reimbursement amount
may be approved by a roll call vote at an open meeting of the Board when an emergency or other
extraordinary circumstance exists (50 ILCS 150/10 and 15);

WHEREAS, all Board member expenses must be approved by a roll call vote at an open meeting of
the Board (50 ILCS 150/15);

THEREFORE, BE IT RESOLVED, that the Board hereby:
1. Defines and sets the types of allowable expenses through Board policies 2:125, Board Member
Compensation; Expenses and 5:60, Expenses.

2. Sets the maximum allowable reimbursement for travel, meal, and lodging expenses to an amount
not to exceed $famount] ___, effective on [date] unti} the Resolution is rescinded or replaced
by the Board.

3. Supersedes its previously adopted Resolution to Regulate Expense Reimbursements as of the
effective date in paragraph two above.

4. Requires use of Board exhibits 2:125-E1, Board Member Expense Reimbursement Form; 2:125-
E2, Board Member Istimated Ixpense Approval Form; 5:60-El, Employee Expense
Reimbursement Form;, and 5:60-E2, Employee Estimated Expense Approval Form.

5. May approve expenses that exceed the Board’s maximum allowable reimbursement amount by a
roll call vote at an open meeting when an emergency or other extraordinary circumstance exists.

6. Must approve its members’ expenses by a roll call vote at an open meeting.

Attested by: , Board President
Attested by: Board Secretary
2:125-E3 Page | of |
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June 2021 2:130

School Board

Board-Superintendent Relationship

The School Board directs, through policy, the Superintendent in his or her charge of the
administration of the District by delegating its authority to operate the District and provide leadership
to staff. The Board employs and evaluates the Superintendent and holds him or her responsible for the
operation of the District in accordance with Board policies and State and federal law.

The Board-Superintendent relationship is based on mutual respect for their complementary roles. The
relationship requires clear communication of expectations regarding the duties and responsibilities of
both the Board and Superintendent.

The Board considers the recommendations of the Superintendent as the District’s Chief Executive
Officer, The Board adopts policies necessary to provide general direction for the District and to
encourage achievement of District goals. The Superintendent develops plans, programs, and
procedures needed to implement the policies and directs the District’s operations.

LEGAL REF.: 105 ILCS 5/10-16.7 and 5/10-21.4.
CROSS REF.. 3:40 (Superintendent)
2:130 Page 1 of
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June 2021 2:150-AP

School Board

Administrative Procedure - Superintendent Commitfees

The Superintendent or designee creates Superintendent or administrative committees as deemed
necessary, makes all appointments, and directs all activities. A Superintendent or administrative
committee reports directly to the Superintendent or designated administrator who directs its
activities. The Superintendent or designee should consult the Board Attorney (a} concerning
whether any of these committees must comply with the Open Meetings Act (OMA), and/or (b} to
receive guidance for ensuring that the meetings either comply with OMA requirements or do not
trigger OMA. Unless otherwise indicated, the listed Superintendent or administrative committees
are optionak

Communicable and Chronic Infectious Disease Program Task Force

This task force assists in the development and review of a chronic and infectious disease program
consistent with the District’s policies and State and federal laws and regulations, and reports directly
to the Superintendent or designee. Appointments are made to the task force only if the
Superintendent or designee determines that its input is desirable. See Board policies 5:40,
Communicable and Chronic Infectious Disease; and 7:280, Communicable and Chronic infectious
Disease.

Task force members include the Superintendent or designee, school medical advisor, a school nurse,
and representatives from the School Board, local health department, PTA or PTO, the professional
staff, and other employee groups.

Communicable and Chronic Infectious Disease Review Team

This review team monitors those employees and students who have a communicable and chronic
infectious disease, and:

1. Reviews individual medical case histories.

2. Recommends the most appropriate educational setting for a student, which may include
temporary removal from and return to the regular educational setting.

2:150-AP Page 1of 8
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3. Recommends the most appropriate work setting for an employee; this may include
retention in his/her present position, transfer to another position, or temporarily excused
from or returned to his/her work assignment.

Team members may include the District’s medical advisor, a school nurse, the Building Principal, and
the Superintendent or designee.

The review team is guided by the Board’s policies, Hll. Dept. of Public Health {(IDPH} rules and
regulations, and all other applicable State and federal laws. It reports directly to the Superintendent
or designee. See also policies 5:40, Communicable and Chronic Infectious Disease; and 7:280,
Communicable and Chronic Infectious Disease. The review team consults the employee’s or the
student’s personal physician and local health department officials before making any
recommendations.

The Communicable and Chronic Infectious Disease Review Team respects the privacy rights of each
employee and student and takes such precautions as may be necessary to secure confidentiality.

Food Aliergy Management Committee

This committee develops and implements the District’s Food Allergy Management Program and
reports directly to the Superintendent or designee. It monitors the program for effectiveness and
establishes a schedule for the Superintendent to report this information to the Board. See policy
7:285, Food Allergy Management Program, based upon the ISBE/IDPH Guidelines at:
www.ishe.net/Documents/food allergy guidelines.pdf. See also the modifiable Microsoft® Word
version of the ISBE/IDPH Guidelines at: www.isbe.net/Pages/Food-Allergy-Guidelines.aspx.

Committee members may include District-level administrators, Building Principals, the District Safety
Coordinator {see 4:170-AP1, Comprehensive Safety and Security Plan, Part C, District Safety
Coordinator and Safety Team; Responsibilities}, District 504 Coordinator (see policy 6:120,
Education of Children with Disabilities), staff members, parents/guardians, community members,
and students,

Employee Substance Abuse Prevention Committes

This committee makes recommendations directly to the Superintendent or designee regarding the
issues of employee substance abuse and resulting employee conduct standards, and:

1. Cooperates with community and State agencies on substance abuse programes.

2. Gathers information about substance abuse and suggests methods to disseminate it to
employees.

2:150-AP Page 2 of 8
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3. Develops a support network that encourages employees to self-refer for treatment and

suggests procedures for early identification and treatment.

4. Recommends procedures that would protect the privacy of employees while taking into
consideration any directives from the Board to the Superintendent regarding the District’s
obligation to provide a safe environment and to ensure high quality performance, which

may include but not be limited to:

2:150-AP

Securing training for designated district employees to educate them to identify
symptoms of being impaired by or under the influence of substances prohibited by
policy. For guidance about what impaired by or under the influence of means, see:

Footnote discussions in numbers five and six in policy 5:50, Drug- and Alcohol-Free
Workplace; E-Cigarette, Tobacco, and Cannabis Prohibition;

625 ILCS 5/11-501.2 and 5/11-501.9, amended by P.A. 101-27 (chemical and other
tests, validity, etc., a/k/a field sobriety tests);

410 ILCS 705/10-50(d), added by P.A. 101-27 {an employer may consider an
employee to be impaired or under the influence of cannabis if the employer has a
good faith belief that an employee manifests specific articulable symptoms while
working that decrease or lessen the employee’s performance of the duties or tasks
of the employee’s job position, including symptoms of the employee’s speech,
physical dexterity, agility, coordination, demeanor, irrational or unusual behavior, or
negligence or carelessness in operating equipment or machinery; disregard for the
safety of the employee or others, or involvement in any accident that results in
serious damage to equipment or property; disruption of a production or
manufacturing process; or carelessness that results in any injury to the employee or
others) (Note: Consult the Board Attorney about identifying cannabis use}); and

Professional development opportunities in the area, e.g., local law enforcement
agencies may be a place to begin.

Implementing a reasonable suspicion and/or drug testing program(s) to enhance the
District’s ability to identify and discipline employees suspected of being impaired by
and/or under the influence of prohibited substances. Note: Consult the Board Attorney
before implementing any drug-testing program(s} or disciplining employees based upon
the results of these programs. Drug testing will likely assist the District with the
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challenges of identifying cannabis-related issues, but the science behind impairment
identification and behavioral testing for cannabis impairment is new and emerging.

c. Addressing expectations for employees in positions of leadership who are perpetually
on call due to the nature of their positions and responsibilities.

d. Holding licensed educators to a higher standard than non-licensed employees due to
their professional code of conduct expectations.

e. Holding employees working directly with students to a higher standard than employees
not working directly with students.

5. Recommends a method to explicitly inform employees of the consequences of violating the
District’s policy.

6. Recommends best practices for discipline of employees who are suspected of or violating
the District’s policy.

Committee members may include the Superintendent or designee, the District’'s medical
advisor/medical review officer, and employee representatives from both professional and
educational support personnel. The committee is guided by Board policies, administrative
procedures, and relevant State and federal statutes. See policies 5:50, Drug- and Alcohol-Free
Workplace; E-Cigarette, Tobacco, and Cannabis Prohibition; 5:120, Employee Ethics; Conduct, and
Conflict of Interest; and administrative procedure 5:120-AP2, Employee Conduct Standards.

Pandemic Planning Team

This team builds a strong relationship with the local health department and emergency medical
agencies and uses their assistance to develop and implement a comprehensive pandemic influenza
school action plan and build awareness of the final plan among staff, students, and community. See
policy 4:180, Pandemic Preparedness; Management; and Recovery, and its procedures.

Team members may include one or two Board members, administrators, and staff members. it
reports directly to the Superintendent or designee.

Sex Equity Committee

This committee supports the District’s efforts to eliminate sexual harassment by advising the
Superintendent or designee on prevention, intervention, and education. Committee members may
include community representatives, District administrators, teachers, and students. See policies
2:260, Uniform Grievance Procedure; 2:265, Title IX Sexual Harassment Grievance Procedure; 5:10,
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Equal Employment Opportunity and Minority Recruitment; 5:20, Workplace Harassment Prohibited;
5:90, Abused and Neglected Child Reporting;, 7.10, Equal FEducational Opportunities;, 7:20,
Harassment of Students Prohibited:; 7:180, Prevention of and Response to Bullying, Intimidation, and
Harassment; and 7:185, Teen Dating Violence Prohibited.

School Violence Prevention Team

This team builds awareness about and supports the development and implementation of the

District’s:

1. Targeted School Violence Prevention Program. See policy 4:190, Targeted School Violence
Prevention Program, and procedure 4:190-AP1, Targeted School Violence Prevention
Program.

2. Anti-bullying program, when and as appropriate. See policy 7:180, Prevention of and Response
to Bullying, Intimidation, and Harassment; and procedure 7:180-AP1, Prevention,
Identification, investigation, and Response to Bullying.

All Building Principals or their designees must be on this team. Other team members may include
the District Safety Coordinator (see procedure 4:170-AP1, Comprehensive Safety and Security Plan,
Part C, District Safety Coordinator and Safety Team; Responsibilities), law enforcement
representatives, Board Attorney, District psychologist(s}, mental health workers and/or social
service agencies, faith leaders, community members, and students. It reports directly to the
Superintendent or designee.

Transitional Bilingual Education {TBE) Programs Parent Advisory Committee

This committee is required. The committee maximizes the practical involvement of
parents/guardians of students in the District’s TBE program(s). Its purpose is to:

1. Afford parents/guardians the opportunity to effectively express their views; and

2. Ensure that the District’s program(s) are planned, operated, and evaluated with the
involverment of, and in consultation with, parents/guardians of students served by the
program({s).

All Building Principals or their designees serve on this team. Other committee members must
include parents/guardians of students enrolled in the District’s TBE program(s), transitional bilingual
education teachers, counselors, and representatives from community groups. A majority of the
committee members {or if the District has multiple committees, each committee) must be
parents/guardians of students enrolled in the District’s TBE program(s).
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This committee must elect officers, establish internal rules, guidelines, and procedures. It reports
directly to the Superintendent or designee.

Title | Parent Advisory Committee

This committee is required if the District receives or desires to receive Title [ funds. See policy 6:170,
Title | Programs; procedure 6:170-AP1, E1, District-Level Parent and Family Engagement Compact;
20 US.C. §8§6312(a)(1)(A), 6318(a)(2{F). The committee supports the development and
implementation of the District’s Title [ plan. Its activities may include, at the Superintendent or
designee’s directive:

1. Facilitating the active involvement of parents/guardians in their children’s academic success
by such activities as coordinating Title | parent-teacher conferences, providing information
to help parents/guardians assist their children, coordinating volunteer or paid participation
by parents/guardians in school activities, and establishing a process to respond to
parents/guardians’ inquiries and recommendations.

2. Distributing Title | informational materials.
3. Consulting regarding the District’s Title | Plan.

4. Supporting the implementation of Board policy 6:170, Title f Programs.

Committee members include parents/guardians and family members of Title | children. It reports
directly to the Superintendent or designee.

PERA (Performance Educational Reform Act) Joint Committee and the RIF {(Reduction in Force) Joint
Committee

Fach committee listed below is required until its function has been fulfilled.

1. PERA joint committee. This mandatory committee develops a plan for incorporating data
and indicators of student growth into the evaluation plan. The joint committee is
“composed of equal representation selected by the district and its teachers, or where
applicable, the exclusive bargaining representative of its teachers.” 105 ILCS 5/24A-4(b). If,
within 180 calendar days of the committee’s first meeting, the committee does not reach an
agreement on the plan, the District must implement 1SBE’s model evaluation plan with
respect to the use of data and indicators on student growth. The amendment of an
evaluation plan continues to be a mandatory subject of bargaining. This committee also
agrees to the panel of qualified evaluators that reviews appeals of unsatisfactory
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performance ratings and determines the criteria for successful appeals. 105 ILCS 5/24A-5.5,
added by P.A. 101-591.

2. RIF joint committee. This mandatory committee convenes annually to consider issues
identified in the statute concerning the selection of teachers for layoff. 105 ILCS 5/24-12(c).
On or before December 1 each year, the RIF joint committee must be established and must
hold its first meeting. It is composed of individuals appointed by the Board and the teachers
{or the exclusive bargaining representative of its teachers).

Concussion Oversight Team

The Concussion Oversight Team is required until its function has been fulfilled. State law requires
the team to establish protocols for return-to-play and return-to-learn for students who have
suffered a concussion or head injury during interscholastic athletic activities. See policy 7:305,
Student Athlete Concussions and Head Injuries. 105 ILCS 5/22-80{(d}, amended by P.A. 100-309, The
Board must appoint or approve a Concussion Oversight Team. Section 22-80(d) identifies who must
be on each Concussion Oversight Team. A physician, to the extent possible, must be on the Team. If
the school employs an athletic trainer and/or nurse, they must be on the Team to the extent
practicable. The Team must include, at a minimum, one person who is responsible for implementing
and complying with the return-to-play and return-to-learn protocols adopted by the Team. Other
licensed health care professionals may be appointed to serve on the Team, If it is not practicable for
a physician, athletic trainer and/or nurse to be on the Team and other licensed health care
professionals are not appointed to serve on the Team, the Team may be composed of only one
person who need not be a licensed healthcare professional; however, that individual may not be a
coach.

Wellness Commitiee

The Wellness Committee includes at least one representative from each of the following groups:
parents, students, representatives of the school food authority, teachers of physical education,
school health professionals, a member of the Board, school administrators, and members of the
community. Individuals of this committee will participate in the development, implementation,
periodic reviews, and updates of policy 6:50, Schoof Wellness. 7 C.F.R. §210.31(d){1).

Children’s Advocacy Center Communication Committee

This committee supports the implementation of the Alleged Incidents of Sexual Abuse;
investigations subhead of policy 5:90, Abused and Neglected Child Reporting. 1t includes the District
Nondiscrimination Coordinator, District Safety Coordinator, and at least one representative from
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each of the following groups: District-level administrators, Building Principals, school personnel, and
employees from the accredited Children’s Advocacy Center (CAC) that serves the District. The CAC
Communication Committee reports directly to the Superintendent or designhee. See policy 5:90,
Abused and Neglected Child Reporting, and administrative procedure 5:90-AP, Coordination with
Children’s Advocacy Center.

Educational Technology Committee

This committee supports the implementation of policy 7:345, Use of Educational Technologies;
Student Data Privacy and Security. Committee members may include the Head of Information
Technology, District-level administrators, Building Principals, and teachers. See administrative
procedure 7:345-AP, Use of Educational Technologies; Student Data Privacy and Security.

Remote Learning Committee

This committee develops a plan for instruction in grades pre-kindergarten through 12 and presents
it the Superintendent for approval who then presents it to the Board for adoption when the:

1. Governor declares a disaster due to a public health emergency (20 ILCS 3305/7); and

2. State Superintendent of Education declares a requirement for the District to implement and use
Remote Learning Days (RLDs) or Blended Remote Learning Days {BRLDs).

After adoption of the plan by the Board, this committee supervises the implementation of 6:20-AP,
Remote and/or Blended Remote Learning Day Plan(s) and exists until its function has been fulfilled.
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June 2021

2:200-AP

School Board

Administrative Procedure - Types of School Board Meetings

Meeting Type Notice Agenda Notice to News District’s
Media Wehsite
Regular Given once a year when the Board Post at the Give 10 any news Post the annual
adopts its regular meeting schedule, District’s main maedia that filed an schedule of
office and at the | annual request for regular meetings
105 ILCS 5/10-6, 5/10-16. meeting site, at | such notices, and post a public
The notice and agenda must be feast 48 hours notice of each
continuously available for public review before the 3 ILCS 120/2.02. meeting along
during the entire 48-hour period hefore | Meeting. with the meeting
the meeting. Posting on the District's | 5 |.c5 120/2.02. agenda.
website satisfies the requirement for 51LCS 120/2.02.
continuous posting. However, to
comply with the legislative intent, Post regular
pasting on the District’s wehsite does Board meeting
not replace the posting described in the minutes within
Agenda column. 10 days after
approval; the
5ILCS 120/2.02. minutes remain
there for at least
60 days.
5HLCS 120/2.08,
Special Post a notice at the District’s main Include with the | Give to any news Post a pubiic
office or, if no main office exists, at the | public notice. media that files an notice of each
meeting site, at least 48 hours before annuai request. Must | meeting along
the meeting. 50C5120/2.02. | 4150 give the same with the meeting
notice as that given | agenda, at least
5 ILCS 120/2.02. Board members if | 48 hours before
The notice and agenda must be the news media the meeting. The
continuously available and/or posted provides an address | notice and
on the District’s website as provided in or telephone agenda must
the Regular meeting row. number within the | remain posted on
District’s jurisdiction. | the website until
Notice to Board members must be the meeting is
served by mail 48 hours before the
2:200-AP Page 1 of 3
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Meeting Type Notice Agenda Notice to News District’s
Media Website
meeting or by personal service 24 51LCS 120/2.02. concluded.
hours before the meeting.
5ILCS 120/2.02,
105 [LCS 5/10-16.
Emergency Post the notice at the District’s main No State law Same as for special | Post a public
office or, if no main office exists, at the | requirements. meeatings. notice.
meeting site, as soon as practicable
before the meeting. 5ILCS 120/2.02.
51LCS 120/2.02.
The notice and agenda must be
continuously available and/or posted
on the District’s website as provided in
the Regular meeting row.
No specific notice to Board members is
specified, but it is advisable to provide
the notice as soon as possible.
Closed May hold a closed meeting, or close a None required, No additional notice | Post a public
portion of an open meeting, upon a but only topics required. notice.

majority vote of a quorum present,
taken at a properly noticed open
meeting.

5I1LCS 120/2a.

specified in the
vote to hold the
closed meeting
may be
considered,

51L.CS 120/2a.

51LCS 120/2.02,

Rescheduled
or Reconvened

Post a notice at the District’s main
office or, if no main office exists, at the
meeting site at least 48 hours before
the meeting.

51LCS 120/2.02.

The notice and agenda must be
continuously avaitable and/or posted
an the District’s website as provided in
the Regular meeting row.

No notice is needed when an open
meeting is reconvenad within 24 hours,
or when the time and place of a

Included with
any pubtic notice.

Same as for a special
meeting.

Post a public
natice,

51LCS 120/2.02.
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Meeting Type Notice Agenda Notice to News District’s
Media Website
reconvenad meeting was announced at
the original meeting and the agenda is
not changed.
5LCS 120/2.02.
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June 2021 2:220-E4

School Board

Exhibit - Open Meeting Minutes

Vleeting Minutes Protocol

1.

9.

Meeting minutes are the permanent record of the proceedings during a Scheol Board meeting.
All Board action must be recorded in the minutes; thus, the minutes focus on Board action.

The minutes only include information provided at the meeting. Information may not be corrected
or updated in the minutes uniess it was discussed at the meeting.

Minutes include a summary of the Board’s discussion on an agenda topic; the minutes do not
state what is said verbatim. The minutes do not repeat the same point made by different
individuals. If appropriate, the minutes include a brief background and an explanation of the
circumstances surrounding an issue discussed. The minutes do not include the names of members
making specific points during discussion. Requests from individual Board members to include
their vote or an opinion are handled according to Board policy 2:220, School Board Meeting
Procedure.

The minutes include the topic of reports that are made to the Board including reports from the
Superintendent or a Board committee. Written reports are filed with the minutes but do not
beconie part of the minutes.

The minutes note when a member is not present for the entire meeting due to late arrival and/or
early departure.

Although items may be considered by the Board in a different order than appeared on the agenda,
items in the minutes are generally recorded in the same order as they appeared on the agenda.
When a meeting is reconvened on a different date, the minutes must describe what happened on
each meeting date.

The minutes should be recorded in an objective but positive/constructive tone. Answers and
explanations, rather than guestions, are recorded. Writing style, including choice of words and
sentence structure, is at the discretion of the individual recording the minutes.

The minutes include individuals’ names who speak during the meeting’s public participation
segment as well as the topics they address. All written documents presented at a Board meeting
are filed with the minutes but do not become part of the minutes.

The following template generally governs meeting minutes.

Open Meeting Minutes

Location:

Date: Time:

Type of meeting: [ | Regular  [] Special  [] Reconvened or rescheduled [ ] Emergency

Name of person taking the minutes:

Name of person presiding:
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Members in attendance: Members absent:

1. 1.
2. 2.
3. 3.
4, Members in attendance remotely:
5. 1.
6. 2.
7. 3.
Approval of Agenda

List any items removed from the consent agenda;

Motion made by:

Motion: [] To approve

[] To add items as follows: (No action may be taken on new agenda items.)

Motion seconded by:
Action: [ ] Passed [ ] Failed
Approval of Previous Meeting Minutes (Needed only if this item is not on the consent agenda.)

Minutes from the Board meeting held on:

Motion made by;

Motion: [] To approve

[] To approve subject to incorporation of the following amendment(s):

Motion seconded by:
Action: (] Passed [] Failed

Approval of Items on Consent Agenda (Delete if the Board does not use a consent agenda. This
may include expense advancements, reimbursements, and/or purchase orders regulated by the Local
Government Travel Expense Control Act (see Board policies 2:125, Board Member Compensation,
Expenses, and 5:60, Expenses))

Summary of discussion:

Motion to approve the consent agenda made by:

Motion seconded by:

Roll Call: (Needed when consent agenda contains an item involving the expenditure of money.)

C‘YeaSD’ ECNayS"’
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Action: [ ] Passed [ ] Failed

Public Comments (Reproduce this section for each individual making a comment.)

The folowing individual appeared and commented on the topic noted below: (Include the title of any
documents presented to the Board)

Name:

Topic:
Remaining Agenda Items (Reproduce this section for each agenda item.)

Agenda item:

Summary of discussion:

Motion made by:

Motion to:

Motion seconded by:

Action: [ ] Passed [] Failed
(If a roll call vote occurred, record the vote of individual Board members.)
CGYeaS7) ﬁ(NaySES

If Applicable, Approval of Motion to Adjourn to Closed Meeting (fnsert 2:220-E2, Motion fo
Adjourn to Closed Meeting.)

Approval of Motion to Adjourn
Motion to adjourn made by:

Motion seconded by:
Action: ["] Passed [ ] Failed

Time of adjournment;

Post-IVleeting Action

Date minutes approved:

Date minutes were available for public inspection:

Date minutes were posted on District website:

2:220-E4 Page 3 of 3
©202! Policy Reference Education Subscription Service
Illinois Association of School Boards. All Rights Reserved.
Please review this material with your school board atiorney before use.




June 2021 2:220-E7

School Board

Exhibit - Access to Closed Meeting Minutes and Verbatim Recordings

The Board must allow its duly elected officials or appointed officials filling a vacancy of an elected
office access to closed session minutes and verbatim recordings. 5 ILCS 120/2.06(e). The following
subheads implement the logistics of granting this access.

Note: If the board wishes to mirror the statutory language, replace checkboxes below with: “]
Records Secretary; [ | Administrative official of the public body; and [_] Any elected official of the
public body. ”

Access to Closed Meeting Minutes

Duplicate this section for each gramt of access to closed meeting minutes.

Date: Time: Storage Location:

Name of person(s) responsible for storing the closed meeting minutes:

[] Access granted

Date access occurred: Start time: End time:

Requesting Board member’s name (Please print)

In the presence of: (Check appropriate box and insert name on line.)
[_]Recording Secretary

(] Superintendent or designated administrator
[ ] Elected Board member

For requesting Board member: (Read the following and sign below.)

While the Open Meetings Act does not provide a cause of action against me or the Board for
disclosing closed session discussions (Swanson v. Bd. of Police Commissioners, 197 Il App.3d 592
(2nd Dist. 1990)), T acknowledge and understand that any disclosures by me of information in the
closed session minutes not yet released to the public could subject me to a possible civil action
alleging that I created harm to another, i.e., an intentional tort(s).

Requesting Board Member Signature Date

Verbatim Recording Access

Duplicate this section for each grant of access to verbatim recordings.

Date: Time: Storage Location:

Name of person(s) responsible for storing the verbatim recording:

[ ] Access granted

Daie access occurred: Start time: End time:

Requesting Board member’s name (Please print)
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In the presence of: (Check appropriate box and insert name on line.)
[ Recording Secretary
[ ] Superintendent or designated administrator
[ ] Elected Board member

[] Access denied [] Access unavailable. Verbatim recording requested is older than 18
months and was destroyed pursuant to 5 1LCS 120/2.06{c).

For requesting Board member: (Read the following and sign below.)

While the Open Meetings Act does not provide a cause of action against me or the Board for
disclosing closed session discussions (Swanson v. Bd. of Police Commissioners, 197 HLApp.3d 592
(2nd Dist. 1990)), 1 acknowledge and understand that any disclosures by me of information in the
closed session verbatim recordings could subject me to a possible civil action alleging that 1 created
harm to another, L.e., an intentional tort(s).

Requesting Board Member Signature Date
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June 2021 2:240

School Board

Board Policy Development

The School Board governs using written policies. Written policies ensure {egal compliance, establish
Board processes, articulate District ends, delegate authority, and define operating limits. Board
policies also provide the basis for monitoring progress toward District ends.

Policy Development

Anyone may propose new policies, changes to existing policies, or deletion of existing policies. Staff
suggestions should be processed through the Superintendent. Suggestions from all others should be
made to the Board President or the Superintendent.

A Board Policy Committee will consider all policy suggestions and provide information and
recommendations to the Board.

The Superintendent is responsible for: (1) providing relevant policy information and data to the
Board, (2) notifying those who will implement or be affected by or required to implement a proposed
policy and obtaining their advice and suggestions, and (3) having policy recommendations drafted
into written form for Board deliberation. The Superintendent shall seek the counsel of the Board
Attorney when appropriate.

Policy Adoption and Dissemination

Policies or policy revisions will not be adopted at the Board meeting at which they are first
introduced, except when: (1) appropriate for a consent agenda because no Board discussion is
required, or (2) necessary or prudent in order to meet emergency or special conditions or to be legally
compliant. Further Board consideration may be given at a subsequent meeting(s) and after
opportunity for community input. The adoption of a policy will serve to supersede all previously
adopted policies on the same topic.

The Board policies are available for public inspection in the District’s main office during regular
office hours. Copy requests should be made pursuant to Board policy 2:250, Access to District Public
Records.

Board Policy Review and Monitoring

The Board will periodically review its policies for relevancy, monitor its policies for effectiveness,
and consider whether any modifications are required. The Board may use an annual policy review and
monitoring calendar,

Words Importing Gender

Throughout this policy manual, words importing the masculine and/or feminine gender include all
gender neutral/inclusive pronouns.
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Superintendent Implementation

The Board will support any reasonable interpretation of Board policy made by the Superintendent. If
reasonable minds differ, the Board will review the applicable policy and consider the need for further
clarification.

In the absence of Board policy, the Superintendent is authorized to take appropriate action.

Suspension of Policies

The Board, by a majority vote of members present at any meeting, may temporarily suspend a Board
policy except those provisions that are controlled by law or contract. The failure to suspend with a
specific motion does not invalidate the Board action.

LEGAL REF.: 105 ILCS 5/10-20.5.

CROSS REF.: 2:150 {Committees), 2:25( (Access to District Public Records), 3:40
(Superintendent)
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June 2021

2:240-E1

School Board

Exhibit - PRESS Issue Updates

This procedure is for PRESS subscribers. For subseribers to PRESS Plus, IASB’s full-maintenance
policy update service, the PRESS Plus Online User Guide, available at www.iasb.com/policy,

provides further guidance.

Actor

Action

Superintendent

Manages the process for the Board to receive PRESS updates to
policies.

Manages the Board’s compliance with the Open Meetings Act.
Ensures that, as appropriate, the agendas for the Board Policy
Committee and School Board include discussion and ist action to
consider, adopt, or revise Board policies and Board exhibits,

Manages the process for approving new or revised administrative
procedures, administrative procedure exhibits, and changes to
employee and student handbooks.

Communicates all policy and administrative procedure revisions or
adoptions, as appropriate, to staff members, parents, students, and
community members.

Superintendent or
Superintendent’s
Secretary

Updates the District’s Roster as follows:

1. Goto www.iasb.com and click on the Member Login button.
2. Log in using your email address and password. If you do not
know your password, use the “forgot your password?" link.

3. At the bottom of your Profile page, click on Districts You

Manage and then the District name.

4. Review and verify or change the District’s existing records.
Ensure that all current board members, administrators, and
anyone else on staff who accesses PRESS are listed with their
current email addresses.

Designated support staff

Logs in to PRESS Online as follows:

1. Go to www.iash.com and click on the Member Login button.
2. Log in using your email address and password. If you do not
know your password, use the “forgot your password?" link.

3. Under “My Account Links,” click “PRESS Login.”
To each member of the Policy Commitiee, full Board, or other
interested school official, emails or otherwise distributes the
following:

1. PRESS Update Memo;

2. PRESS video tutorial link at: www.iasb.com/policy;

3. Committee worksheets; and

4. Current District policy in relevant areas.
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Actor

Action

As appropriate, includes new and revised policies in the Board
meeting packets.

After a policy is adopted or revised, updates the District’s policy
manual master electronic file and adds or updates adoption dates.

Archives previous version of revised policy.
Follows district process for updating paper and online manuals.

Considers distributing PRESS Update Memo to Building Principals.

Policy Committee {or
Full Board)

Considers each PRESS update. Reviews all footnote changes.

Decides which changes require School Board discussion and which are
appropriate as consent agenda items.

The following are appropriate for the consent agenda: changes to
the Legal References and Cross References, and minor policy edits
that do not require Board discussion.

Requests review of recommended revisions by the Board Attorney, as
appropriate.

Presents recommendations regarding PRESS updates to the Board ata
regularly scheduled meeting.

Full Board

Conducts a first reading of the policies that are recommended for
adoption or revision.

During the next regular meeting, conducts a second reading,.

A second reading allows the Board to hear feedback from interested
parties, including staff, parents, students, and community members;
however, State law does not require two readings.

After the second reading, consider and take action to approve the
policies at a duly convened open meeting.

Assistant
Superintendents,
Directors, Building
Principals, and
supervisory employees

Reads PRESS Update Memo (if applicable) and adopted policies,
follows the Superintendent’s process for updating administrative
procedures, and makes necessary changes to employee and student
handbooks within their assigned building(s}).

Anyone

For further clarification, view the online tutorial for PRESS, available
at www.lash.com/policy.
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June 2021

2:240-E2

School Board

Exhibit - Developing Local Policy

Actor

Action

Anyone (Superintendent,
School Board member,
staff, parent, student,
community member, or
Board Attorney)

Brings a concern that may necessitate a new policy or a current
policy’s revision to the attention of the School Board.

Superintendent

Confers with the Board Attorney as appropriate.

Manages the Board’s compliance with the Open Meetings Act.
Ensures that, as appropriate, the agendas for the Board Policy
Committee and School Board include discussion and list action to
consider, adopt, or revise Board policies and Board exhibits.

Manages the process for approving new or revised administrative
procedures, administrative procedure exhibits, and changes to
employee and student handbooks.

Communicates all policy and administrative procedure revisions or
adoptions as appropriate to staff members, parents, students, and
community members.

Policy Committee (or

First, answers these questions to decide whether new policy language

Full Board) is needed;

1. Does the IASB Policy Reference Manual provide guidance?

2. Is the request something that should be covered in policy (i.e.,
Board work), or is it something that should be handled by the staff
(i.e., staff work)?

3. Isitalready covered in policy? Checks for policies that cover
similar or connected topics using tools such as search engines,
Tables of Contents, cross references, and indexes.

Second, uses a 3-step process to draft new policy language:

1. Frames the question and discusses the topic.

2. Requests the Superintendent to provide research, including
appropriate data, and input trom others, such as, those who may be
affected by the policy and those who will implement the policy.

3. Drafts or requests the Superintendent or Board Attorney to draft
language addressing the concern that aligns with the Board’s
mission, vision, goals, and objectives.

Third, decides whether the new language should be included in an

existing policy or added as a new policy. Assigns any new policy an

appropriate location and number.
The PRESS coding system reserves policy numbers ending in a ‘0’
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Actor

Action

and ‘5° for PRESS material. Locally developed District policies
should use policy numbers ending in 2, 4, 6, or 8.

Full Board

Conducts a first reading of the policy that is recommended for
adoption or revision.

During the next regular meeting, conducts a second reading.

A second reading allows the Board to hear feedback from interested
parties, including staff, parents, students, and community members;
however, State law does not require two readings.

After the second reading, consider and take action to approve the
policies at a duly convened open meeting.

Designated support staff

After a policy is adopted or revised, updates the District’s policy
manual master electronic file and adds or updates adoption dates.

Archives previous version of revised policy.

Follows district process for updating paper and online manuals.

Assistant
Superintendents,
Directors, Building
Principals, and
supervisory employees

Reads PRESS Update Memo (if applicable) and adopted policies,
follows the Superintendent’s process for updating administrative
procedures, and makes necessary changes to employee and student
handbooks within their assigned building(s).
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June 2021

2:250-E2

School Board

Exhibit - Immediately Available District Public Records and Web-Posted Reports and

Records

[For use by only those Districts that have websites.]

The District’s Freedom of Information Officer designates the public records that are listed in this
table as being immediately available to the public. The records that are asterisked (*) are posted on
the District’s website and may be immediately inspected, downloaded, printed, and/or copied. Any
asterisked public record is alse immediately available for inspection or copying upon request at the
District’s administrative office during its regular business hours, provided any applicable fees are
paid. Records not asterisked (*) will be provided within five business days as allowed by the Freedom

of Information Act, provided any applicable fees are paid.

Web-posted records and information (use of an * is
explained in the paragraph above this table)

Web-posting statutory reference and
special instructions

*Annual schedule of regular meetings for the current
school year that are posted at the beginning of each
calendar or fiscal year

*Public notice of each Board meeting that is posted at
least 48 hours before the meeting and remains posted
unitil the meeting is concluded

*Agenda of each regular meeting that is posted at least
48 hours before a meeting and remains posted until the
meeting is concluded

Note: For school districts that do not post board meeting
notices and/or agendas on a website (because they do not
have a website maintained by a full-time staff member),
the notice and agenda must be continuously available for
public review during the entire 48-hour period preceding
the meeting

5 ILCS 120/2.02.

*Official open meeting minutes that are posted within 10
days of the Board’s approval and remain posted for at
least 60 days (required if the District has a website
maintained by a full-time staff member)

5ILCS 120/2.06(b).

*Description of the District and ifs records including;:

5 1LCS 140/4.

1. Summary of the District’s purpose The District must prominently post the list
2. Functional subdivisions at each administrative office and make it
3. Total amount of operating budget available for inspection and copying.
4. Number and location of all of its separate offices
5. Approximate number of full- and part-time
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Web-posted records and information (use of an * is
explained in the paragraph above this table)

Web-posting statutory reference and
special instructions

employees (see also, salary and benefits

information report for the Superintendent,

administrators, and teachers, District’s Statement

of Affairs)

Identification and membership of the Board

7. Brief description of the methods whereby the
public may request information and public
records

8. Directory information for the Freedom of]
Information Officer

9. Address where requests for public records should
be directed

10. Fees

=

*A hyperlink to an email address(es) for members of the
public to communicate with members of the Board

50 1L.CS 205/20.

The hyperlink must be easily accessible
from the District’s home page.

Annual budget for current fiscal year, itemized by
receipts and expenditures

105 ILCS 5/17-1.2.

This may be accomplished using [1l, State
Board of IEducation (ISBE) School
District Budget Form (50-36) or the
summary pages from it.

The District must notify its students’
parents/guardians when the budget is web-
posted along with its website address.

*District Report Card and a Report Card for each School
{(the Report Cards will be provided by ISBE by Oct. 31
of each year)

105 ILCS 5/10-17a, amended by P.As
100-364, 100-448, 100-807, 100-1121,
101-68, and 101-654.

Annually, no more than 30 calendar days
after receiving the Report Cards from the
State Superintendent, the District must:
(1) present them at a regular Board
meeting, (2) post them on the Disfrict’s
website, (3) make them available to a
newspaper of general circulation serving
the District, and (4) upon request, send
them home to parents/guardians. 105
ILCS 5/10-17a(5).

The District also must send a written
notice home to parents/guardians stating:
(1) that the Report Cards are available on
the website, (2) the website’s address, (3)

2:250-E2

Page 2 of 8

©2021 Policy Reference Education Subscription Service
lilinois Association of Schoof Boards. All Rights Reserved.
Please review this material with your school board atiorney before use.




Web-posted records and information (use of an * is
explained in the paragraph above this table)

Web-posting statutory reference and
special instructions

that a printed copy will be sent upon
request, and (4) the telephone number to
request a printed copy. Id.

*A list of all contracts in excess of $25,000 and any
contracts with an exclusive bargaining representative

105 ILCS 5/10-20.44.

There is no statutory timeline for web-
posting.

Each year, in conjunction with the
submission of the Statement of Affairs to
ISBE, before Dec. 1, the District must
submit to ISBE an annual report on all
contracts over $25,000 awarded during
the previous fiscal year.

*#Contract(s) with any commercial driver training

school(s) for driver education

FQS TLCS 5/27-24.2, amended by P.A.
100-465.

The District is required to web-post this
document if it has a website. If the District
has no website, it must make the contract
available upon request.

Annual Statement of Affairs

105 ILCS 5/10-17.

The District is not required to web-post
this document. It must, annually by Dec.
I, submit the Statement to ISBE for
posting on ISBE’s website, have copies of
the Statement available in the main
administrative office, and publish a
summary of the Statement in a newspaper
of general circulation published in the
District.

*Explanation of the data elements of covered)
information that the District collects, maintains, or
discloses to any person, entity, third party, or
governmental agency.

*A description of the procedures that parents/guardians

may use to carry out their rights under 105 ILCS

85/33(c)(1), (2), & (3) added by P.A. 101-516, eff. 7-1-

21, including the right to:

[. Inspect and review their child’s covered
information

2. Request a paper or electronic copy of their

105 ILCS 85/27(a)(1), added by P.A. 101-
516, eff. 7-1-21.

The explanation of data elements of
covered information must be clear and
understandable by a layperson and cover
the following: (1) how the District uses
the covered information; (2) to whom or
what entities the District discloses the
covered Information; and (3) for what
purpose the District discloses the covered
information,

The explanation of data elements and
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Web-posted records and information (use of an * is
explained in the paragraph above this table)}

Web-posting statutory reference and
special instructions

child’s covered information
3. Request corrections for factual inaccuracies
contained in their child’s covered information.

description of parent rights procedures
must be updated by Jan. 31 and July 31
each year, as needed.

*A list of operators with whom the District has written
agreements and the following for each operator:

1. Copy of the agreement

2. Business address

3. List of any subcontractors to whom covered
information may be disclosed or a link to a page
on the operator’s website that clearly lists the
subcontractors

105 ILCS 85/27(a)(2) & (3), added by
P.A. 101-516, eff. 7-1-21.

The District must post new operator
contracts and an explanation of the data
elements of covered information disclosed
to the operator (see immediate row above)
within 10 business days after entering into
the contract. 105 ILCS 85/27(c), added by
P.A. 101-516, eff. 7-1-21.

This list must also be updated by Jan. 31
and July 31 each year, as needed.

*A list of breaches of covered information maintained by
the school or an operator involving 10% or more of the
District’s student enrollment. The list must include:

1. Number of students whose covered information
was involved in the breach, unless the breach
involved personal information as defined in the
Personal Information Protection Act, 815 ILCS
530/5, in which case the number of students
involved may not be disclosed.

2. Date, estimated date, or estimated date range of]
the breach

3. Name of the operator, if applicable

105 ILCS 85/27(a)(S), added by P.A. 101-
516, eff. 7-1-21.

The District must update breach
mformation by Jan. 31 and July 31 each
year, and it must remain on the District’s
website for at least five years after the
District adds it to the list. Breaches that
occurred (or were estimated to have
occurred) prior to 7-1-21 or breaches that
were posted more than five years prior to
updating the current list do not need to be
posted.

*Board policy 7:180, Prevention of and Response fo
Bullying, Intimidation, and Harassment

*Information developed as a result of the evaluation and
assessment of the bullying policy’s outcomes and
effectiveness

105 ILCS 5/27-23.7(b)(10) and (11).

*Contact information for the District’s Title [X
Coordinator(s) and Board policies 2:260, Unriform
Grievance FProcedure, and 2:205, Title IX Sexual
Harassment Grievance Procedure

34 CFR.§106.8.

*Training materials for any individuals designated as
Title IX Coordinator(s), investigators, decision-makers,
and informal resolution facilitators

34 C.F.R. §106.45(b)(10)(I)}D).

Naming only the training provider and
course does not meet this requirement.
The U.S. Dept. of Education (DOE)

2:250-E2
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Web-posted records and information (use of an * is
explained in the paragraph above this table)

Web-posting statutory reference and
special instructions

requires training materials be publicly
available “so that a district’s approach to
training Title [X personnel may be
transparently viewed by the [district’s]
educational community and the public,
including for the purpose of holding a
[district] accountable for using training
materials that comply with [Title IX]
regulations.” 85 Fed. Reg. 30254, Consult
the board aftorney regarding this
requirement; making training materials of
third-party consultants publicly available
may violate their intellectual property
rights. The DOE acknowledged the
potential  for  intellectual  property
violations, suggesting that districts either
“secure permission from the consultant to
publish the training materials” or create
their own training materials, 85 Fed. Reg,
30412.

*Board policy 7:20, Harassment of Students Prohibited,
and age-appropriate explanations of its contents in
student handbook(s)

105 ILCS 5/10-20.69 (final citation
pending), added by P.A. 101-418.
The District must have an age-

appropriate policy on sexual harassment
(1) in the student handbook(s), (2) posted
on the District’s website, and (3) posted in
any other area where policies, rules and
standards of conduct are posted in each
school.

*Board policy 7:290, Suicide and Depression Awareness
and Prevention

105 ILCS 5/2-3.166.

* Administrator and Teacher Salary and Benefits Report
(itemized salary report for the Superintendent and all
administrators and teachers); benefits includes without
limitation vacation days, sick days, bonuses, annuities,
and retirement enhancements

105 ILCS 5/10-20.47.

Annually on or before Oct. 1: (1) the
information must be presented at a regular
Board meeting and posted on the
District’s website, and (2) after the Board
meeting at which the information was
presented, the Report must be provided to
ISBE.

*Information regarding a Severance Agreement entered
into because an employee or contractor was found to

have engaged in sexual harassment or sexual

50 ILCS 205/3¢, added by P.A. 100-1040.
Within 72 hours of Board approval, the

2:250-E2
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Web-posted records and information (use of an * is
explained in the paragraph above this table)

Web-posting statutory reference and
special instructions

discrimination

District must post: (1) the name/title of
person receiving payment under the
severance agreement, (2) the amount of
payment, (3) that the employee or
contractor was found to have engaged in
sexual harassment or sexual
discrimination, as applicable, and (4) the
date, time, and location of the meeting at
which the agreement was approved.

Note: The Government Severance Pay
Act (GSPA), 5 ILCS 415/10(a)(2), added
by P.A. 100-895, prohibits an employee of
a school district with contract provisions
for severance pay from receiving any
severance if he or she is fired for
misconduct by the board, which includes
sexnal harassment and/or discrimination.
Id. at 415/5. For more discussion about
the reconciling these laws, see f/n 6 in
policy  2:260,  Uniform  Grievance
Procedure.

*As an employer that participates in the [ll. Municipal
Retirement Fund (IMRF), a compensation report for
employees who have a total compensation package that
exceeds $75,000 per year; fotal compensation package
means salary, health insurance, a housing allowance, a
vehicle allowance, a clothing allowance, bonuses, loans,
vacation days granted, and sick days granted

The Iil. Aftorney General’s office has not provided
guidance concerning whether this requirement applies to
employees who do not participate in IMRF, e.g., TRS
participants.

5 1LCS 120/7.3.

The report must be posted within six
business days after the District approves a
budget. The District may choose to post a
physical copy of this information at ifs
principal office in lieu of posting the
information directly on the website in
which case it must post directions on the
website for accessing that information.

*As an employer that participates in the IMRF, a
compensation report for employees who have a total
compensation package that is equal to or in excess of]
$150,000 per year; fotal compensation package means
payment by the employer to the employee for salary,
health insurance, a housing allowance, a vehicle
allowance, a clothing allowance, bonuses, loans, vacation
days granted, and sick days granted

The Il Attorney General’s office has not provided
guidance concerning whether this requirement applies to
employees who do not participate in IMRF, e.g., TRS

51LCS 120/7.3.

The report must be posted at least six days
before the District approves an
employee’s total compensation package
that is equal to or in excess of $150,000.
The District may choose to post a physical
copy of this information at its principal
office in lieu of posting the information
directly on the website in which case it
must post directions on the website for
accessing that information.

2:250-E2
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Web-posted records and information (use of an * is
explained in the paragraph above this table)

Web-posting statutory reference and
special instructions

patticipants.

*As an employer that participates in IMRF, a link to
information posted on the IMRF website at:
www.imrf.org/en/about-imrf/transparency/employer-cost-
and-participation-information.

40 ILCS 5/7-135.5, added by P.A. 101-
504.

A description of activities to address intergroup conflict
(an optional program authorized by Sec. 27-23.6)

105 ILCS 5/27-23.6(c).

*Names of Board members who have completed
professional development leadership training

105 ILCS 5/10-16a requires the District to
post on its website the names of all Board

members who have completed
professional  development  leadership
training. The web-posting may be

expanded to log all Board members’
training and development activities.

5 ILCS 120/1.05(b) and (c) require each
Board member to complete training on the
Open Meetings Act, After completing the
training, each Board member must file a
copy of their certificate of completion
with the Board.

105 ILCS 5/24-16.5 requires each Board
member to complete a training program
on performance evaluations before voting
on a dismissal based on a performance
evaluation pursuant to the Performance
Evaluation Reform Act.

Immunization data reported to ISBE by each Nov. 15

105 ILCS 5/27-8.1(6).

By Dec. 1, the District must annually
make the immunization data that it must
report to ISBE each year publicly
available. The data, not its format, must
be identical to the data reported to ISBE.
Boards have control over the method(s)
used to make this data publicly available.
One method is to instruct the reader to ask
for the data directly from ISBE.

Information on mental health issues and local treatment
resources

The II. House of Representatives
encouraged this in HR 478 (5-31-15).

All reliable assessments, scored by entities other than the

District that are administered in each of the District’s

105 ILCS 5/22-82(b).

2:250-52
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Web-posted records and information (use of an * is
explained in the paragraph above this table)

Web-posting statutory reference and
special instructions

schools

These must be made available to parents
and/or guardians through the District’s
website or paper handouts.

*The District’s Remote and/or Blended Remote Learning
Day Plan

105 ILCS 5/10-30(6), added by P.A. 101-643.

* When the Board allows for student participation in
registered apprenticeship programs:
1. Notification to students and parents of the
opportunities for registered apprenticeships,
which includes the following statements:

a. Students may participate in any registered
apprenticeship program listed by the District,
and

b. Students may find a registered, but not listed,
apprenticeship program with a business or
organization, if a registered apprenticeship
program is not offered in the District.

2. Board policy 6:310, High School Credit for Non-
District Experiences; Course Substitutions, Re-
Entering Students (specifically, the section titled
Registered Apprenticeship Program).

3. A form for a parent/guardian to request that
when their child successfully completes a
registered apprenticeship program, it be
substituted for a course.

23 Tll.Admin.Code §255.200(b)4) and (c).

2:250-E2
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June 2021 2:250-E3

School Board

Exhibit - Recurrent Requester Notification

The District Freedom of Information Officer completes this form on District letterhead.

Name of record(s) requester Date of receipt of request

Contact information

You are notified that your request for a District record(s) is being treated as a request from a recurrent
requester, as defined in Section 2(g) of the Freedom of Information Act.

Your request is being treated as a request from a recurrent requester because, in the 12 months
immediately preceding this request, you have submitted to the District one or more of the following:

(] 1. A minimum of 50 requests for records
(1 2. A minimum of 15 requests for records within a 30-day period
[l 3. A minimum of seven requests for records within a 7-day period

You will be provided an initial response to your request for documents within 21 business days
following the date the District received your request.

In that response, you will receive one of the following responses, whichever is appropriate:

I. An estimate of the time required by the District to provide the records requested and an
estimate of the fees to be charged, which you must pay in full before the District copies the
requested documents; or

2. A denial of the request pursuant to one or more of the exemptions set out in the Freedom of
Information Act; or

3. A notification that the request is unduly burdensome and an extension of an opportunity for
you to reduce the request to manageable proportions; or

4. Provision of the records requested.

Name of Freedom of Information Officer (Printed) Telephone or email contact information
Freedom of Information Officer (Signature) Date of Recurrent Requestor Notification
2:250-E3 Page 1 of |
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June 2021 3:30

General School Administration

Chain of Command

The Superintendent shall develop an organizational chart indicating the channels of authority and
reporting relationships for school personnel. These channels should be followed, and no level should
be bypassed except in unusual situations.

All personnel should refer matters requiring administrative action to the responsible administrator,
and may appeal a decision to a higher administrative officer. Whenever possible, each employee
should be responsible to only one immediate supervisor. When this is not possible, the division of
responsibility must be clear.

CROSS REF.: 1:20 (District Organization, Operations, and Cooperative Agreements), 2:140
(Communications To and From the Board), 3:70 (Succession of Authority),
8:110 (Public Suggestions and Concerns)

3:30 Page 1 of 1
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June 2021 3:30-E

General School Administration

Exhibit - Organizational Chart for Administration

Superintendent

3:30-E Page I of 1
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June 2021 3.70-AP

General School Administration

Administrative Procedure - Succession Plan

tf the Superintendent, Building Principal, or other administrator is temporarily unavailable, the
succession of authority and responsibility of the respective office shall be as stated below. If the first
person on the succession list is unavailable, the second person shall be the responsible person, and
so on, in order through the list. The designated individual shall communicate with the School Board
President in cases of importance and/or emergency.

Superintendent

Building Principal

3:70-AP Page lof2
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June 2021 4:15-El

Operational Services

Exhibit - Letter to Employees Regarding Protecting the Privacy of Social Security
Numbers

On District Letterhead
Date

Re: Protecting the Privacy of Social Security Numbers (SSNs)

The Illinois Identity Protection Act, 5 ILCS 179/, contains requirements applicable to school districts
and their employees. This letter’s purpose is to help you understand the protections and requirements
of this law.

In implementing this law and the Board’s policy, I am seeking to:

1. Increase the awareness of the confidential nature of the SSN and the risk of identity theft
related to unauthorized disclosure;

2. Have every employee understand that he or she is prohibited from collecting, displaying, or
using another individual’s SSN unless authorized by a member of the District administrative
staff; and

3. Ensure the use of consistent protocol regarding SSNs throughout the District.

I have copied below sections of the Identity Protection Act that must be followed by every school
employee. I have also attached the School Board’s policy 4:15, Identity Protection. Please carefully
read these documents. You will be contacted if you are scheduled to receive training on the protocol
for collecting, using, maintaining, and disclosing SSNs.

An employee who has substantially breached the confidentiality of social security numbers may be
subject to disciplinary action or sanctions up to and including dismissal, in accordance with District
policy and procedures.

Sincerely,

Superintendent

sk ok ok s ok ok ok ok ok ok st ok sk ok sl b ok sk sk ok e ok sl sk ke ok ok skt ko st ke st ok sbok sk sk ek e sk stk e e sk sk e b ik ek ok ok Ok ok oReiolok ok dok ok ok

Attachment #1: Relevant Sections from the TIdentity Protection Act, 5 ILCS 179/
Section 10. Prohibited Activities.

() Beginning July 1, 2010, no person or State or local government agency may do any of the
following:

(1) Publicly post or publicly display in any manner an individual's social security number.

(2) Print an individual's social security number on any card required for the individual to
access products or services provided by the person or entity.

(3) Require an individual to transmit his or her social security number over the Internet, unless
the connection is secure or the social security number is encrypted.

4:15-E1 Page 1 of 3
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(b)

©

(4) Print an individual's social security number on any materials that are mailed to the
individual, through the U.S. Postal Service, any private mail service, electronic mail, or any
similar method of delivery, unless State or federal law requires the social security number
to be on the document to be mailed. Notwithstanding any provision in this Section to the
contrary, social security numbers may be included in applications and forms sent by mail,
including, but not limited to, any material mailed in connection with the administration of
the Unemployment Insurance Act, any material mailed in connection with any tax
administered by the Department of Revenue, and documents sent as part of an application
or enrollment process or to establish, amend, or terminate an account, contract, or policy or
to confirm the accuracy of the social security number. A social security number that may
permissibly be mailed under this Section may not be printed, in whole or in part, on a
postcard or other mailer that does not require an envelope or be visible on an envelope
without the envelope having been opened.

Except as otherwise provided in this Act, beginning July 1, 2010, no person or State or local
government agency may do any of the following:

(1) Collect, use, or disclose a social security number from an individual, unless (i) required to
do so under State or federal law, rules, or regulations, or the collection, use, or disclosure of
the social security number is otherwise necessary for the performance of that agency's
duties and responsibilities; (ii) the need and purpose for the social security number is
documented before collection of the social security number; and (iii) the social security
number collected is relevant to the documented need and purpose.

(2) Require an individual to use his or her social security number to access an Internet website.

(3) Use the social security number for any purpose other than the purpose for which it was
collected.

The prohibitions in subsection (b) do not apply in the following circumstances:

(1) The disclosure of social security numbers to agents, employees, contractors, or
subcontractors of a governmental entity or disclosure by a governmental entity to another
governmental entity or its agents, employees, contractors, or subcontractors if disclosure is
necessary in order for the entity to perform its duties and responsibilities; and, if disclosing
to a contractor or subcontractor, prior to such disclosure, the governmental entity must first
receive from the contractor or subcontractor a copy of the contractor’s or subcontractor’s
policy that sets forth how the requirements imposed under this Act on a governmental
entity to protect an individual's social security number will be achieved.

(2) The disclosure of social security numbers pursuant to a court order, warrant, or subpoena.

(3) The collection, use, or disclosure of social security numbers in order to ensure the safety ofd
State and local government employees; persons committed to correctional facilities, local
jails, and other law-enforcement facilities or retention centers; wards of the State; and all
persons working in or visiting a State or local government agency facility.

(4) The collection, use, or disclosure of social security numbers for internal verification or
administrative purposes.

(5) The disclosure of social security numbers by a State agency to any entity for the collection
of delinquent child support or of any State debt or to a governmental agency to assist with
an investigation or the prevention of fraud.
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(6) The collection or use of social security numbers to investigate or prevent fraud, to conduct
background checks, to collect a debt, to obtain a credit report from a consumer reporting
agency under the federal Fair Credit Reporting Act, to undertake any permissible purpose
that is enumerated under the federal Gramm-Leach-Bliley Act, or to locate a missing
person, a lost relative, or a person who is due a benefit, such as a pension benefit or an
unclaimed property benefit.

(d) If any State or local government agency has adopted standards for the collection, use, or
disclosure of social security numbers that are stricter than the standards under this Act with
respect to the protection of those social security numbers, then, in the event of any conflict with
the provisions of this Act, the stricter standards adopted by the State or local government
agency shall control.

Section 15, Public inspection and copying of documents.

Notwithstanding any other provision of this Act to the contrary, a person or State or local government
agency must comply with the provisions of any other State law with respect to allowing the public
inspection and copying of information or documents containing all or any portion of an individual’s
social security number. A person or State or local government agency must redact social security
numbers from the information or documents before allowing the public inspection or copying of the
information or documents.

Section 20. Applicability.

(a) This Act does not apply to the collection, use, or disclosure of a social security number as
required by State or federal law, rule, or regulation.

(b) This Act does not apply to documents that are recorded with a county recorder or required to be
open to the public under any State or federal law, rule, or regulation, applicable case law,
Supreme Court Rule, or the Constitution of the State of Illinois. Notwithstanding this Section,
county recorders must comply with Section 35 of this Act.

Section 25, Compliance with federal law.
If a federal law takes effect requiring any federal agency to establish a national unique patient health

identifier program, any State or local government agency that complies with the federal law shall be
deemed to be in compliance with this Act.

Section 30. Embedded social security numbers,

Beginning December 31, 2009, no person or State or local government agency may encode or embed
a social security number in or on a card or document, including, but not limited to, using a bar code,
chip, magnetic strip, RFID technology, or other technology, in place of removing the social security
number as required by this Act,

Section 45, Violation.

Any person who intentionally violates the prohibitions in Section 10 of this Act is guilty of a Class B
misdemeanor.
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June 2021

4:15-E2

Operational Services

Exhibit - Statement of Purpose for Collecting Social Security Numbers

This Statement of Purpose is being given to you because you have been asked by the School District
to provide your social security number {SSN) or because you requested a copy of this Statement.

You are being asked for your SSN for one or more of the following reasons:

[T
[]

[
]
[

Employment matters, e.g., income reporting to IRS and the IL. Department of
Revenue, tax withholding, FICA, or Medicare.

Verifying enrollment in various benefit programs, e.g., medical benefits, health
insurance claims, or veterans’ programs.

Filing insurance claims.
Internal verification or administrative purposes.

Other:

In addition, State law authorizes and/or requires the District to use or disclose your SSN in specified
circumstances including, without limitation, in the following circumstances: '

1. Disclosing SSNs to another governmental entity if the disclosure is necessary for the entity to
perform its duties and responsibilities;

2. Disclosing SSNs pursuant to a court order, wartant, or subpoena; and

Collecting or using SSNs to investigate or prevent fraud, to conduct background checks, to
collect a debt, or to obtain a credit report from a consumer reporting agency under the federal
Fair Credit Reporting Act.

If you have questions or concerns, please contact [insert contact information].
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June 2021 4:15-E3

Operational Services

Exhibit - Statement for Employee Manual or District Website Describing the District’s

Purpose for Collecting Social Security Numbers

The School District treats social security numbers (SSNs) confidentially. It uses SSNs for one o1
ntore of the following reasons:

I

3.
4,

Employment matters, e.g., income repotting to IRS and the IL Department of Revenue, tax
withholding, FICA, or Medicare.

Verifying enrollment in various benefit programs, e.g., medical benefits, health insurance
claims, or veterans’ programs,

Filing insurance claims.

Internal verification or administrative purposes.

In addition, State law authorizes and/or requires the District to use or disclose SSNs in specified
circumstances including, without limitation, in the following circumstances:

4,

Disclosing SSNs to another governmental entity if the disclosure is necessary for the entity to
perform its duties and responsibilities;

Disclosing SSNs pursuant to a court order, warrant, or subpoena; and

Collecting or using SSNs to investigate or prevent fraud, to conduct background checks, to
collect a debt, or to obtain a credit report from a consumer reporting agency under the federal
Fair Credit Reporting Act.

If you have questions or concerns, please contact [insert contact information].
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June 2021 4:40-AP

Operational Services

Administrative Procedure - Preparing and Updating Disclosures

This sample adminisirative procedure has been adapted and printed with the express permission of Chapman and Cutler
LLP. Chapman and Cutler LLP is pleased to provide this sample procedure as an example of factors issuers should consider
under current faw in preparing policies and procedures for post-issuance compliance with federal securities laws and
regulations. It s intended to provide general guidance with the understanding that the provision of the sample procedure
does not constitute the rendering of legal advice by Chapman and Cutler LLP or the establishment of an attorney-client
relationship with any user of the sample procedure. Reference to this sample procedure should not be considered a
substitute for consultation with your legal advisors. Readers should understand that the application of relevant statutory
and regulatory provisions can vary based on specific facts and that changes in law or facts may impact the applicability of
the sample procedure. Chapman and Cutler LLP assumes no obligation to update the sample procedure to reflect changes
in law or practice.

Pursuant to the District’s responsibilities under the securities laws, including its continuing
disclosure undertakings {Undertakings) under Rule 15¢2-12 of the Securities Exchange Act of 1934,
as amended, and the Securities and Exchange Commission’s statements in enforcement actions, it is
necessary and in the District’s hest interest that the District comply in all material respects with
federal securities laws regarding its (i) preliminary and final official statements or offering circulars
and any supplements or amendments thereto (collectively, the Official Statements), disseminated
by the District in connection with any bonds, notes, certificates or other obligations, (ii) Financial
information or Annual Financial information, as required by and defined in the Undertakings {the
Annual Financial Information) to be filed with the Municipal Securities Rulemaking Board’s (MSRB)
Electronic Municipal Market Access {EMMA) system, and {iii) notices of Material Events or
Reportable Events, each as defined in the Undertakings, and any other required or voluntary
disclosures to EMMA (each, an EMMA Notice). These procedures are designed to enable the District
to create accurate disclosures with respect to its {i) Official Statements, ({ii) Annual Financial
information, and (iii) EMMA Notices, which are collectively referred to herein as Disclosures.

In response to these interests, the District hereby adopts the following procedures:

A. Disclosure Officer. Consistent with Board Policy 4:40, Incurring Debt, the Superintendent
(Disclosure Officer) is hereby designated as the officer responsible for the procedures related to
Disclosures as hereinafter set forth {collectively, Disclosure Procedures).
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B. Disclosure Procedures: Official Statements. Whenever an Official Statement will be disseminated
in connection with the issuance of obligations by the District, the Disclosure Officer will oversee
the process of preparing the Official Statement pursuant to the following procedures:

1. The District shall select {a) the working group for the transaction, which group may include
outside professionals such as disclosure counsel, a municipal advisor, and an underwriter
(the Working Group), and (b} the member of the Working Group responsible for preparing
the first draft of the Official Statement.

2. The Disclosure Officer shall review and make comments on the first draft of the Official
Statement, Such review shall be done to determine that the Official Statement does not
include any untrue statement of a material fact or omit to state a material fact necessary to
make the statements made in the Official Statement not misleading. Particular attention
shall be paid to the accuracy of all descriptions, significant information, and financial data
regarding the District. Examples include confirming that information relating to the District,
including but not limited to demographic changes, the addition or loss of major employers,
the addition or loss of major taxpayers or any other material information within the
knowledge of the Disclosure Officer, is included and properly disclosed. The Disclosure
Officer shall aiso be responsible for ensuring that the financial data presented with regard to
the District is accurate and corresponds with the financial information in the District’s
possession, including but not limited to information regarding bonded indebtedness, notes,
certificates, outstanding leases, tax rates or any other financial information of the District
presented in the Official Statement.

3. After completion of the review set forth in 2, above, the Disclosure Officer shall (a} discuss
the first draft of the Official Statement with the members of the Working Group and such
staff and officials of the District as the Disclosure Officer deems necessary and appropriate,
and (b) provide comments, as appropriate, to the members of the Working Group. The
Disclosure Officer shall also consider comments from members of the Working Group and
whether any additional changes to the Official Statement are necessary or desirable to make
the document compliant with the requirements set forth in 2, above.

4. The Disclosure Officer shall continue to review subsequent drafts of the Official Statement
in the manner set forth in 2 and 3, above.

5. if, in the Disclosure Officer’s reasonable judgment, the Official Statement does not include
any untrue statement of a material fact or omit to state a material fact necessary to make
the statements made in the Official Statement not misleading, the Official Statement may,
in the reasonable discretion of the Disclosure Officer, be released for dissemination to the
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public; provided, however, that the use of the Official Statement must be ratified, approved,
and authorized by the Board.

C. Disclosure Procedures: Annual Financigl Information. The Disclosure Officer will oversee the
process of preparing the Annual Financial Information pursuant to these procedures:

1. By December 20th of each year (the same being at least 30 days prior to the last date on
which the Annual Financial Information is required to be disseminated pursuant to the
related Undertaking) the Disclosure Officer shall begin to prepare {or hire an agent to
prepare) the Annual Financial Information. The Disclosure Officer shall also review the
audited or unaudited financial statements, as applicable, to be filed as part of the Annual
Financial Information (Financial Statements). In addition to the required updating of the
Annual Financial Information, the Disclosure Officer should consider whether additional
information needs to be added to the Annual Financial information to make the Annual
Financial Information, including the Financial Statements, taken as a whole, correct and
complete in all material respects. For example, if disclosure of events that occurred
subsequent to the date of the Financial Statements would be necessary to clarify, enhance
or correct information presented in the Financial Statements, in order to make the Annual
Financial Information, taken as a whole, correct and complete in all material respects,
disclosure of such subseguent events should be made.

2. If, in the Disclosure Officer’'s reasonable judgment, the Annual Financial Information,
including the Financial Statements, is correct and complete in all material respects, the
Disclosure Officer shall file the Annual Financial information with EMMA {or confirm that
such filing is completed by any agent hired by the District for such purpose) within the
timeframe allowed for such filing.

D, Disclosure Procedures: Reportable Events. The Disclosure Officer will prepare {or hire an agent to
prepare) Reportable Event Disclosure and file the same with EMMA {or confirm that such filing
is completed by an agent hired by the District for such purpose) in a timely manner {not in
excess of 10 business days after the occurrence of the Reportable Event}. Incurrence of a
Financial Obligation, if material, or agreement to covenants, events of default, remedies, priority
rights, or other simitar terms of a Financial Obligation, any of which affect security holders, if
material, is a Reportable Event. Upon the incurrence of any Financial Obligation, as such term is
defined in the Undertaking, the Disclosure Officer shall review such Financial Obligation and
assess whether such Financial Obligation is material. If, in connection with such Financial
Obligation, the District has agreed to any covenant, event of default, remedy, priority right or
other similar term which affects security holders, the Disclosure Officer shall further review such
term and assess whether the same is material. The Disclosure Officer shall prepare a summary
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of such review, If, in the Disclosure Officer’'s reasonable judgment, following consultation with
financial or legal professionals as necessary, such Financial Obligation and/or term of such
Financial Obligation is deemed material, the Disclosure Officer shall file a summary of such
Financial Obligation (or the entire financing document, provided that confidential or sensitive
information may be redacted to the extent such redaction does not prevent all material terms
from being disclosed} with EMMA not in excess of ten business days after the incurrence of such
Financial Obligation. (This paragraph (d) shall only apply if the District has entered into an
Undertaking on or after February 27, 2019.)

E. Disclosure Procedures: EMMA Notices. Whenever the District determines to file an EMMA
Notice, or whenever the District decides to make a voluntary filing to EMMA, the Disclosure
Officer will oversee the process of preparing the EMMA Notice pursuant to these procedures:

1. The Disclosure Officer shall prepare (or hire an agent to prepare) the EMMA Notice. The
EMMA Notice shall be prepared in the form required by the MSRB.

2. In the case of a disclosure required by an Undertaking, the Disclosure Officer shall
determine whether any changes to the EMMA Notice are necessary to make the document
compliant with the Undertaking.

3. If, in the Disclosure Officer’s reasonable judgment, the EMMA Notice is correct and
complete and, in the case of a disclosure required by an Undertaking, complies with the
Undertaking, the Disclosure Officer shall file the EMIMA Notice with EMMA {or confirm that
such filing is completed by any agent hired by the District for such purpose) within the
timeframe allowed for such fifing.

F. Additional Responsibilities of the Disclosure Officer. The Disclosure Officer, in addition to the
specific responsibilities outlined above, shall have general oversight of the entire disclosure
process, which shall include:

1. Maintaining appropriate records of compliance with these Disclosure Procedures {including
proofs of EMMA filings) and decisions made with respect to issues that have been raised;

2. Evaluating the effectiveness of the procedures contained in these Disclosure Procedures;
and

3. Informing the Board when substantive revisions or modifications are made to these
Disclosure Procedures.

G. General Principles,

1. All participants in the disclosure process should be encouraged to raise potential disclosure
items at all times in the process.
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The process of revising and updating the Disclosures should not be viewed as a mechanical
insertion of current numbers. While it is not anticipated that there will be major changes in
the form and content of the Disclosures at the time of each update, the Disclosure Officer
should consider whether such changes are necessary or desirable to make sure the
Disclosure does not make any untrue statement of a material fact or omit to state a material
fact necessary or desirable, in order to make the statements made, in light of the
circumstances in which they were made, not misleading at the time of each update.

Whenever the District releases information, whether in written or spoken form, that may
reasonably be expected to reach investors, it is said to be “speaking to the market.” When
speaking to the market, District officials must be sure that the released information does
not make any untrue statement of a material fact or omit to state a material fact necessary
or desirable, in order to make the statements made, in light of the circumstances in which
they were made, not misleading.

While care should be taken not to shortcut or eliminate any steps outlined in these
Disclosure Procedures on an ad hoc basis, the review and maintenance of the Disclosures is
a fluid process and recommendations for improvement of these Disclosure Procedures
should be solicited and regularly considered.

The Disclosure Officer is authorized to request and pay for attendance at relevant
conferences or presentations or annual training sessions conducted by outside counsel,
consultants or experts in order to ensure a sufficient level of knowledge for the effective
administration of these Disclosure Procedures.

LEGAL REF.: 15 U.S5.C. §77a et seq., Securities Act of 1933,

4:40-AP

15 U.5.C. §78a et seq., Securities Exchange Act of 1934

17 C.F.R. §240.15¢2-12.
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June 2021 4:60-AP3

Operational Services

Administrative Procedure - Criminal History Records Check of Contractor Employees

Actor Action

Firm contracting with the Prohibits any of the contractor’s employees from having direct, daily
District, referred to herein as contact with one or more students if the employee was found guilty
“contractor” of any offense in 105 ILCS 5/10-21.9(c) or 5/21B-80(c), both
amended by P.A. 101-531.

Prohibits any of the contractor’'s employees from having direct,
daily contact with one or more students if the employee was
found guilty of any offense in 5/218-80(b) (certain drug
offenses) until seven years following the end of the employee’s
sentence for the criminal offense.

Requires each employee who will have direct, daily contact with
student(s) to cooperate during the District’s fingerprint-based
criminal history records check on him or her. 105 ILCS 5/10-21.9(f).

Reimburses 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
student(s).

Superintendent or designee Requires that the following paragraph be included in each
contract with any firm whenever any employee of the firm will
have direct, daily contact with one or more students.

The contractor shall not send to any school building or
school property any employee or agent who has been
convicted of a crime listed in 105 {LCS 5/10-21.9(c} and/or
5/21B-80(c), as amended from time to time, or who is listed
in the Ill. Sex Offender Registry or the ill. Murderer and
Violent Offender Against Youth Registry. The contractor shall
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Actor

Action

cont’d

Superintendent or designee,

not send to any school building or school property any
employee or agent who has been convicted of a crime listed
in 105 ILCS 5/21B-80{b} (certain drug offenses) until seven
years following the end of the employee’s sentence for the
criminal offense. The contractor shall make every employee
who will have direct, daily contact with one or more
students available to the District for the purpose of
submitting to a fingerprint-based criminal history records
check. The check shall occur before any employee or agent is
sent to any school building or school property. The
contractor will reimburse the District for the cost of each
check. The District must also provide a copy of the report to
the individual employee of the contractor, but is not
authorized to release it to the contractor. Additionally, at
least quarterly, the contractor shall check if any of its
employees or agents having direct, daily contact with one or
more students is listed on the lll. Sex Offender Registry or
the fll. Murderer and Violent Cffender Against Youth
Registry.

Completes the required forms to request a fingerprint-based
criminal history record check on each contractor’'s employee
who will have direct, daily contact with one or more students.
105 ILCS 5/10-21.9(f}. See 5:30-AP2, Investigations. Screens the
individual’s name and address against the: {1) Hi. Sex Offender
Registry, www.isp.illinois.gov/Sor/Disclaimer, and {2) the Violent
Offender Against Youth Registry maintained by the Il Dept. of
State Police {ISP), www.isp.illinois.zov/MVOAY/Disclaimer.

Whenever a contracter sends an employee who will have direct,
daily contact with a student{s) to the District for the first time,
ASKS the contractor:

1. Will this employee be assigned to more than one school
district? IF YES, may request the applicable Regional
Superintendent to be responsible for obtaining a fingerprint-

based criminal history records check and checking the
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Actor Action

Statewide Sex Offender Database for each such employee.
The Regional Superintendent is required to promptly report
to the District any information concerning the employee’s
record of conviction and identification as a sex offender. 105
[LCS 5/10-21.5(f).

2. Has another lllinois school district already conducted a
fingerprint-based criminal history records check on the
employee within the last year? IF YES, may request a copy of
it for that contractor’s employee from the school district
where the contractor’s employee worked cor works. The
District may rely on a check done by another district within
the last year. 105 ILCS 5/10-21.9{h).

Note: State law does not define “within the last year.”

Upon a request from any school, school district, community
college district, or private school for a copy of a fingerprint-
hased criminal history records check for an employee of a
contractor, FIRST determines if the District conducted the check
within the last year. IF YES, provides a copy of it to the
requesting entity. 105 ILCS 5/10-21.9(f-5).

Note: An immunity provision, contained in 20 ILCS 2635/7(A){(3),
makes the District not liable to an individual for its reasonable
actions taken in reliance on the individual’s Criminal History
Records Information (CHRI} report. The District will lose the
immunity if it was notified by the individual or by the ISP that
the CHRI report is inaccurate or incomplete.

Cross Reference and Resource

1. ISBE's non-regulatory guidance document, Criminal History Records information (CHRI) Checks
for Certified and Non-certified School Personnel, at:

www.ishe.net/Documents/guidance chr.pdf.

2. Fingerprint-based Criminal History Records Information Check subhead in 5:30-AP2,
Investigations.,
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June 2021 4:140-AP

Operational Services

Administrative Procedure - Fines, Fees, and Charges - Waiver of Student Fees

Actor Action
Superintendent or Prepares and recommends to the School Board a list of school fees
designee to be charged to students for the use of texthooks, consumable

materials, field trips, extracurricular activities, graduation fees, and
similar items. See 23 llLAdmin.Code §1.245(a) for a definition of
school fees.

Initial notice: For all students enrolling in the District for the first
time, notifies their parents/guardians that the District will waive
school fees for persons unable to afford them in accordance with
policy 4:140, Waiver of Student Fees.

The initial notice must at least describe: {1} the Board’s policy,
including the criteria and other circumstances under which the
District will waive school fees; (2} the school fees subject to a
waiver; {3) the procedure to apply for a fee waiver, including
the availability of a fee waiver request form and the documents
required by the District in verifying income; and (4} the dispute
resolution procedure. 23 lILAdmin.Code §1.245(c)(2}(A).

Annual notice: Includes a notice with the first statement sent to
parents/guardians who owe school fees that the District will waive
school fees for persons unable to afford them in accordance with
policy 4:140, Waiver of Student Fees.

The annual notice must include a description of the fee waiver
application process or the name, address, and telephone
number of the person to contact for information concerning a
fee waiver. 23 llLAdmin.Code §1.245{c}{2)}{B).

Determines whether the required inclusions in these notices will be

satisfied by providing parents/guardians with a written copy of
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Board poticy 4:140, Waiver of Student Fees, and form 4:140-E1,
Application for Fee Waiver,

Parents/Guardians seeking
a school fee waiver

Complete 4:140-£1, Application for Fee Waiver, and return it to the
Building Principal along with documents that will verify the family’s
income, such as, payroll stubs, tax returns, or evidence of receipt of
food stamps or Temporary Assistance for Needy Families. 23
llLAdmin.Code §1.245(d).

May apply for a waiver of school fees by completing 4:140-E1,
Application for Fee Waiver, at any time.

Building Principal or
designee

Determines the student’s eligibility for fee waiver based on policy
4:140, Waiver of Student Fees.

Notifies parents/guardians within 30 calendar days if their
Application for Fee Waiver is denied. 23 llL.Admin.Code
§1.245(c}(3).

A rejection notice must include: {1) the reason for the denial; {2)
a notification of their right to appeal as well as the appeal
process and timelines {4:140-E2, Response to Application for Fee
Waiver, Appeal, and Response to Appeal); and (3) a statement
that they may reapply at any time if circumstances change. 23
lL.Admin.Code §1.245(c)(3)(A).

Ensures that any completed 4:140-E1, Application for Fee Waiver,
and 4:140-E2, Response to Application for Fee Waiver, Appeal, and
Response to Appeal, are confidentially treated and maintained. 23
L. Admin.Code §1.245(f).

Parents/Guardians seeking
a school fee waiver

May appeal the denial of a fee waiver request.

If requested, meets with the person who will decide the appealin
order to explain why the fee waiver shoulid be granted. 23
Hl.Admin.Code §1.245(c}(3}{B).

Superintendent or

If the parents/guardians request to meet with the person who will

designee decide the appeal to explain why the fee waiver should be granted,
contacts the parents/guardians and schedules the meeting. 23
l.Admin.Code §1.245(c}{3)(B).
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Ensures that the person who decides the appeal is not the person
who initially denied the fee waiver or a subordinate of this person.
23 Hl.Admin.Code §1.245(c)(3){B}.

Responds in writing to parents/guardians” appeal within 30
calendar days of receipt of the appeal. 23 HL.Admin.Code
§1.245(c){3)(B).

Ensures that no discrimination or punishment of any kind, including
the lowering of grades ar exclusion from classes, is exercised
against a student whose parents/guardians are unable to purchase
required textbooks or instructional materials or to pay required
fees. 105 ILCS 5/28-19.2(a); 23 Hll.Admin.Code §1.245(g).

4:140-AP
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June 2021 4:140-E1

Operational Services

Exhibit - Application for Fee Waiver

This application for a school fee waiver is completely independent from the District process for
determining eligibility for free meals. The information must be provided for your application to be
considered. Submit completed application and income verification documents fo the Building
Principal. No fee may be collected from a parent/guardian requesting a waiver until the District has
acted on the initial request or appeal and the parent/guardian has been notified of its decision.

Student’s Name (please print) School

Parent/Guardian Name (please print)

Address (please print)
1. The student named above lives in my household? [_Yes [ _[No
2. Total number of people living in my home
Number of adults:

Number of minors:

3. Total gross annual household income (before deductions) from all people living in my home

$

The above number must include all:

Compensation for services, wages, salary, commissions or fees;

Net income from self-employment;

Social Security;

Dividends or interest on savings or bonds or income from estates or trusts;

Net rental income;

Public assistance or welfare payments;

Unemployment compensation;

Government civilian employee or military retirement, or pensions or veterans payments;

Private pensions or annuities;

Alimony or child support payments;

Regular contributions from persons not living in the household;

Net royalties; and

Other cash income (including cash amounts received or withdrawn from any source including
savings, investments, trust accounts and other resources).

4, My household meets the federal income guidelines for free meals (attached)?

[ Jyes [[JNo [ IN/A

See hitps://www.isbe.net/Pages/School-Nuirition-Programs.aspx.

If you answered “No” to any of the previous questions, please indicate the reason(s) you are applying
for a waiver of school fees.
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Income Verification for Fee Waiver

Y ou must present documents to verify income. Such documents may include, but are not limited to:

Two pay stubs for each working member of household Disability benefit statement
Unemployment statement showing benefits Current tax returns
Medicaid Card showing case number Foster placement papers
Direct Certification letter from the State of Illincis Food Stamp Evidence

Temporary Food assistance for needy families

You may be requested to provide updated income verification at any time, but no more often than
once every 60 calendar days.

Supplying false information to obtain a fee waiver is a Class 4 felony (720 ILCS 5/17-6).

I attest that the statements made herein are true and correct.

Parent/Guardian (signature) Date

4:140-E1 Page 2 of 2
©2021 Policy Reference Education: Subscription Service
Tilincis Assoctation of School Boards. All Rights Reserved.
Please review this material with your school board attorney before use,




June 2021 4:140-E2

Operational Services

Exhibit - Response to Application for Fee Waiver, Appeal, and Response to Appeal

Response to Application for Fee Waiver (7o parents/guardians)

Student’s Name (please prini) School

[ ] Request granted [ | Request denied for the following reason(s):

If your request was denied, you may appeal in writing by completing the following portion of this
form and submitting it to the Superintendent. If you appeal this decision, you have the right to meet
with the Superintendent or designee to explain why the fee waiver should be granted. You may
reapply at any time if circumstances change.

Building Principal or Office Staff Member Date

Appeal of the Denial of a Fee Waiver (To be submitted to the Superiniendent)

[ ]I am exercising my right to appeal the Building Principal’s denial of my request to waive the
school student fee described above.

(] 1 would like to explain why the fee waiver should be granted during a phone/video conference
or an in-person meeting with the person who will decide my appeal. (If you check this box,
someone firom the Superintendent’s office will contact you to make arrangements.)

Parent/Guardian (please print) Telephone Number

Signature " Date

The Superintendent’s office will notify you in writing of the results of your appeal within 30
calendar days of receipt of your appeal.

Response to Appeal of the Denial of a Fee Waiver (Yo parent(s)/guardian(s))

[] Appeal received on: (insert date)

[ 11 have reviewed your appeal.

[ ] Request granted [ ] Request denied for the following reason(s):

Superintendent Date
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June 2021 4:140-E3

Operational Services

Exhibit - Resolution to Increase Driver Education Fees

WHEREAS, Section 27-24.2 of the School Code provides that the School District may charge a
reasonable fee, not to exceed $50, to students who participate in a driver education course;

WHEREAS, the Iilinois General Assembly amended that same section of the School Code in P.A. 97-
145 to allow a school board to increase the fee to an amount not to exceed $250 by school board
resolution following a public hearing on the increase, provided that the fee is waived for students who
are unable to pay for the course;

WHEREAS, the School Board held a public hearing to increase the driver education course fee to an
amount not to exceed $250 on {date] ;

WHEREAS, the Board already waives the driver education course fees for students who are unable to
pay (Board policy 4:140, Waiver of Student Fees),

WHERIEAS, the Administration provided evidence at the hearing that a fee of $250 for each student
taking the driver education course when added to the reimbursement from the State for driver
education will not exceed the total cost of the driver education program in any year;

THEREFORE, BE IT RESOLVED, that the School Board hereby increases the driver education fee
to an amount not to exceed $250, effective on __ [date] , and waives this fee for any student
who is unable to pay for the course according to the provisions in Board policy 4:140, Waiver of
Student Fees.

Attested by:
Board President
Attested by:
Board Secretary
4:140-E3 Page1of1
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June 2021 4:170-AP5

Operational Services

Administrative Procedure - Unsafe School Choice Option

Hiinois public school districts must comply with the following two statutes: (1) 105 ILCS 5/2-3.134
requires ISBE to maintain data and annually publish a list of persistently dangerous schools, and (2}
105 ILCS 5/10-21.3a, amended by P.A. 100-1046, requires each school board to adopt a policy
governing the transfer of students within the district from a persistently dangerous school to
another public school in the district. Board policy 4:170, Safety, fulfills this requirement with its
section on Unsafe School Choice Option. :

This procedure implements the policy. It incorporates guidance issued by the U.S. Dept. of Education
{DOE), Unsafe School Choice Option, Non-Regulatory Guidance (February 2004), available under the
Policy Guidance section at www?2.ed.gov/programs/dvpgovgrants/legistation.html, when No Child
Left Behind {NCLB) was in effect. NCLB was repealed. The law that took its place is called the Every
Student Succeeds Act (ESSA), which amended ESEA on December 10, 2015. ESEA, as amended by
ESSA, still requires states to implement an unsafe school choice option; however, the DOE has not
updated its guidance to be consistent with this new law. This procedure incorporates DOE guidance
to the extent that it is consistent with the new law. ESSA implementation guidance is expected as
states implement the law.

Unsafe School Choice Option for Students in Persistently Dangerous Schools

Actor Action

ISBE Identifies each lllinois school that is a persistently dangerous school as
defined in 105 ILCS 5/10-21.3a(b) (attached).

As of May 2014, ISBE has not identified a persistently dangerous school.

Building Principal or Within 10 calendar days of identification, or longer time if necessary,

designee notifies by U.S. mail, the parents/guardians of students attending a
persistently dangerous school, of that school's status as persistently
dangerous.

Superintendent Keeps the Board informed as appropriate.

Determines which, if any, schools will receive students assigned to a
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Actor

Action

persistently dangerous school.
The recipient school may be a public charter school.

if a recipient school is not available in the District, the
Superintendent will explore other appropriate options, e.g.,
intergovernmental agreements with another district to accept
transfer students.

The needs and preferences of affected students and
parents/guardians will be considered.

Develops and implements a corrective action plan.

Building Principal or
designee

Within 20 calendar days of identification, or longer time if necessary,
informs parents/guardians of the following:
1. The status of the corrective action plan; and

2. The identities of any available school or public charter school into
which students may transfer.

Parents/guardians

As soon as possible after being informed of the unsafe school choice
option, confers with the Building Principal concerning whether to
exercise the transfer option.

Building Principal or
designee

Executes any requested transfers as soon as possible. Transfers will be in
effect at least while the original school is identified as persistently
dangerous. When determining the transfer length, the Principal
considers the student’s educational needs as well as other factors
affecting the student’s ability to succeed if returned to the transferring
school.

Superintendent or
designee

Upon corrective action plan’s completion, requests that ISBE remove the

school from the list of persistently dangerous schools.

Unsafe School Choice Option for Any Student Who is a Victim of a Violent Criminal Offense

Occurring on School Grounds During Regular School Hours or During a School-Sponsored Event

Actor

Action

Building Principal or
designee

Notifies the Superintendent that a student was a victim of a viclent
crime, as defined by 725 ILCS 120/3 (attached}, occurring on school

4:170-AP5
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Actor Action

grounds during regular school hours or during a schoaol-sponsored event.

Superintendent As soon as passible, determines which, if any, schools are available
recipients for a student who was a victim of a violent crime while in
school or on school grounds.
The recipient school may be a public charter school.
If a recipient school is not available in the District, the
Superintendent will explore other appropriate options, e.g., an
agreement with a neighboring district to accept the student.

The needs and preferences of the affected student and his or her
parents/guardians shall be considered.

Keeps the Board informed as appropriate.

Building Principal or As soon as possible, notifies the student’s parents/guardians that the

designee student may transfer to another school, provided another school is
available.

Parents/guardians As soon as possible after being informed of the unsafe school choice

option, confers with the Building Principal concerning whether to
exercise the transfer option.

Building Principal or Executes any requested transfer as soon as possible. When determining
desighee the transfer length, considers the student’s educational needs as weli as
other factors affecting the student’s ability to succeed if returned to the
transferring school.
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Definitions for “Persistently Dangerous School”

105 H.CS 5/10-21.3a, amended by P.A. 100-1046 {current as of June 2021)

§10-21.3a(b). In order to be considered a persistently dangerous schoa!, the school must meet all
of the following criteria for 2 consecutive years:

1. Have greater than 3% of the students enrolled in the school expelled for violence-
related conduct.
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2. Have one or more students expelled for bringing a firearm to school as defined in 18
U.Ss.C 921,

3. Have at least 3% of students enrolled in the school exercise the individual option to
transfer schools pursuant to subsection {c) of this section. [105 ILCS 5/10-21.3a(c}, see
the second section of this procedure]

Definitions for “Crime Victim” and “Violent Crime”

725 ILCS 120/3, amended by P.A. 100-961 (current as of June 2021)

§3.  The terms used in this Act shall have the following meanings:

{3) "Crime victim" or “victim” means (1} any natural person determined by the prosecutor
or the court to have suffered direct physical or psychological harm as a result of a violent
crime perpetrated or attempted against that person or direct physical or psychological
harm as a result of (i) a violation of Section 11-501 of the lilinois Vehicle Code or similar
provision of a local ordinance or (if} a violation of Section 9-3 of the Criminal Code of 1961
or the Criminal Code of 2012; (2) in the case of a crime victim who is under 18 years of age
or an adult victim who is incompetent or incapacitated, both parents, legal guardians,
foster parents, or a single adult representative; (3} in the case of an adult deceased victim,
2 representatives who may be the spouse, parent, child or sibling of the victim, or the
representative of the victim’s estate; and {4) an immediate family member of a victim
under clause (1) of this paragraph (a) chosen by the victim. In no event shall the defendant
or any person who aided and abetted in the commission of the ¢rime be considered a
victim, a crime victim, or a representative of the victim.

(c} "Violent Crime" means: {1} any felony in which force or threat of force was used
against the victim; {2) any offense involving sexual exploitation, sexual conduct, or sexual
penetration; {3) a viofation of Section 11-20.1, 11-20.1B, 11-20.3, 11-23, or 11-23.5 of the
Criminal Code of 1961 or the Criminal Code of 2012; {4) domestic battery or stalking; {5)
violation of an order of protection, a civil no contact order, or a stalking no contact order;
{6} any misdemeanor which results in death or great bodily harm to the victim; (7) any
violation of Section 9-3 of the Criminal Code of 1961 or the Criminal Code of 2012, or
Section 11-501 of the lilinois Vehicle Code, or a similar provision of a local ordinance, if the
violation resulted in personal injury or death. “Violent crime” includes any action
committed by a juvenile that would be a violent crime if committed by an adult. For the
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purposes of this paragraph, "personal injury” shall include any Type A injury as indicated
on the traffic accident report completed by a law enforcement officer that requires
immediate professional attention in either a doctor's office or medical facility. A Type A
injury shall include severely bleeding wounds, distorted extremities, and injuries that
require the injured party to be carried from the scene.
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June 2021 5:10

General Personnel

Equal Empioyment Opportunity and Minority Recruitment

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

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

Administrative Implementation

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

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

Name

Address

Email

Telephone

Complaint Managers:

Name Name
Address Address
Email Email
Telephone Telephone

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

Minority Recruitment

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

LEGAL REF.:

5:10

8 U.S.C. §13244a et seq., Immigration Reform and Control Act.

20 U.5.C. §1681 et seq., Title IX of the Iiducation Amendments of 1972; 34 C.F.R.
Part 106.

29 U.S.C. §206(d), Equal Pay Act.

29 US.C. §621 et seq., Age Discrimination in Employment Act.

29 U.S.C. §701 et seq., Rehabilitation Act of 1973,

38 U.S.C. §4301 et seq., Uniformed Services Employment and Reemployment
Rights Act (1994).

42 U.8.C. §1981 et seq., Civil Rights Act of 1991.

42 U.8.C. §2000e et seq., Title VII of the Civil Rights Act of 1964; 29 C.F.R. Part
1601.

42 U.S.C. §20001f et seq., Genetic Information Nondiscrimination Act of 2008.

42 1.8.C. §2000d et seq., Title VI of the Civil Rights Act of 1964.

42 U.S.C. §2000¢(k), Pregnancy Discrimination Act.

42 U.S.C. §12111 et seq., Americans with Disabilities Act, Title 1.

HI. Constitution, Art. 1, §§17, 18, and 19.

105 TL.CS 5/10-20.7, 5/10-20.7a, 5/10-21.1, 5/10-22.4, 5/10-23.5, 5/22-19, 5/24-4,
5/24-4.1, and 5/24-7.
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CROSS REF.

5:10

410 ILCS 130/40, Compassionate Use of Medical Cannabis Program Act.
410 ILCS 513/25, Genetic Information Privacy Act.

740 ILCS 174/, Il Whistleblower Act.

775 ILCS 5/1-103, 5/2-102, 103, 103.1, and 5/6-101, 11l. Human Rights Act.
775 ILCS 35/, Religious Freedom Restoration Act.

820 TL.CS 55/10, Right to Privacy in the Workplace Act.

820 IL.CS 70/, Employee Credit Privacy Act.

820 ILCS 75/, Job Opportunities for Qualified Applicants Act.

820 1L.CS 112/, 111, Equal Pay Act of 2003,

820 1LCS 180/30, Victims® Economic Security and Safety Act.

820 ILCS 260/, Nursing Mothers in the Workplace Act.

2:260 (Uniform Grievance Procedure), 2:265 (Title IX Sexual Harassment
Grievance Procedure), 5:20 (Workplace Harassment Prohibited), 5:30 (Hiring
Process and Criteria), 5:40 (Communicable and Chronic Infeciious Disease),
5:50 (Drug- and Alcohol-Free Workplace; E-Cigarette, Tobacco, and Cannabis
Prohibition), 5:70 (Religious Holidays), 5:180 (Temporary Hness or Temporary
Incapacity), 5:200 (Terms and Conditions of Employment and Dismissal), 5:250
(Leaves of Absence}, 5:270 (Employment, At-Will, Compensation, and
Assignment), 5:300 (Schedules and Employment Year), 5:330 (Sick Days,
Vacation, Holidays, and Leaves), 7:10 (Equal Educational Opportunities), 7:180
(Prevention of and Response to Builying, Intimidation, and Harassment), 8:70
(Accommodating Individuals with Disabilities)
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June 2021 5:30

General Personnel

Hiring Process and Criteria

The District hires the most qualified personnel consistent with budget and staffing requirements and
in compliance with School Board policy on equal employment opportunity and minority recruitment.
The Superintendent is responsible for recruiting personnel and making hiring recommendations to the
Board. If the Superintendent’s recommendation is rejected, the Superintendent must submit another.
No individual will be employved who has been convicted of a criminal offense listed in 105 ILCS
5/21B-80(c).

All applicants must complete a District application in order to be considered for employment.

Job Descriptions

The Board maintains the Superintendent’s job description and directs, through policy, the
Superintendent, in his or her charge of the District’s administration.

The Superintendent shall develop and maintain a current comprehensive job description for each
position or job category, however, a provision in a collective bargaining agreement or individual
contract will control in the event of a conflict.

Investigations

The Superintendent or designee shall ensure that a fingerprint-based criminal history records check
and a check of the Statewide Sex Offender Database and Viclent Offender Against Youth Database is
performed on each applicant as required by State law. When the applicant is a successful
superintendent candidate who has been offered employment by the Board, the Board President shall
ensure that these checks are completed. The Superintendent or designee, or if the applicant is a
successful superintendent candidate, then the Board President shall notify an applicant if the applicant
is identified in either database. The School Code requires the Board President to keep a conviction
record confidential and share it only with the Superintendent, Regional Superintendent, State
Superintendent, State Educator Preparation and Licensure Board, any other person necessary to the
hiring decision, or for purposes of clarifying the information, the Iil. Dept. of State Police and/or
Statewide Sex Offender Database. The Board reserves its right to authorize additional background
inquiries beyond a fingerprint-based criminal history records check when it deems it appropriate to do
so, in accordance with applicable laws.

Each newly hired employee must complete a U.S. Citizenship and Immigration Services Form as
required by federal law.

The District retains the right to discharge any employee whose criminal background investigation
reveals a conviction for committing or attempting to commit any of the offenses outlined in 105 ILCS
5/21B-80 or who falsifies, or omits facts from, his or her employment application or other
employment documents. If an indicated finding of abuse or neglect of a child has been issued by the
1§, Department of Children and Family Services or by a child welfare agency of another jurisdiction
for any applicant for student teaching, applicant for employment, or any District employee, then the
Board must consider that person’s status as a condition of employment.

The Superintendent shall ensure that the District does not engage in any investigation or inquiry
prohibited by law and complies with each of the following:
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1. The District uses an applicant’s credit history or report from a consumer reporting agency
only when a satisfactory credit history is an established bona fide occupational requirement of
a particular position.

2. The District does not screen applicants based on their current or prior wages or salary
histories, including benefits or other compensation, by requiring that the wage or salary
history satisfy minimum or maximum criteria.

3. The District does not request or require a wage or salary history as a condition of being
considered for employment, being interviewed, continuing to be considered for an offer of
employment, an offer of employment, or an offer of compensation.

4. The District does not request or require an applicant to disclose wage or salary history as a
condition of employment,

5. The District does not ask an applicant or applicant’s current or previous employers about
wage or salary history, including benefits or other compensation.

6. The District does not ask an applicant or applicant’s previous employers about claim(s) made
or benefit(s) received under the Workers’ Compensation Act.

7. The District does not request of an applicant or employee access in any manner to his or her
personal online account, such as social networking websites, including a request for
passwords to such accounts.

8. The District provides equal employment opportunities to all persons. See policy 5:10, Egual
Employment Opportunity and Minority Recruitment.

Physical Examinations

Each new employee must furnish evidence of physical fitness to perform assigned duties and freedom
from communicable disease. The physical fitness examination must be performed by a physician
licensed in Illinois, or any other state, to practice medicine and surgery in any of its branches, a
licensed advanced practice registered nurse, or a licensed physician assistant who has been delegated
the authority by his or her supervising physician to perform health examinations. The employee must
have the physical examination performed no more than 90 days before submitting evidence of it to
the District.

Any employee may be required to have an additional examination by a physician who is licensed in
Illinois to practice medicine and surgery in all its branches, a licensed advanced practice registered
nurse, or a licensed physician assistant who has been delegated the authority by his or her supervising
physician to perform health examinations, if the examination is job-related and consistent with
business necessity. The Board will pay the expenses of any such examination.

Orientation Program

The District’s staff will provide an orientation program for new employees to acquaint them with the
District’s policies and procedures, the school’s rules and regulations, and the responsibilities of their
position, Before beginning employment, each employee must sign the Acknowledgement of Mandated
Reporter Status form as provided in policy 5:90, dbused and Neglected Child Reporting.
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LEGAL REF.: 105 ILCS 5/10-16.7, 5/10-20.7, 5/10-21.4, 5/10-21.9, 5/21B-10, 5/21B-80, 5/10-

22.34, §/10-22.34b, 5/22-6.5, and 5/24-5.

20 ILCS 2630/3.3, Criminal Identification Act,

820 ILCS 55/, Right to Privacy in the Workplace Act.

820 TLCS 70/, Employee Credit Privacy Act.

Americans with Disabilities Act, 42 U.S.C. §12112, and 29 C.F.R. Part 1630.

Fair Credit Reporting Act, 15 U.S.C. § 1681 et seq.

Immigration Reform and Control Act, § U.S.C. §1324a et seq.

Duldulao v. St. Mary of Nazareth Hospital, 136 Iil. App. 3d 763 (1st Dist. 1985),
aff’d in part and remanded 115 11.2d 482(1H. 1987).

Kaiser v. Dixon, 127 Ill. App. 3d 251 (2nd Dist. 1984).

Molitor v. Chicago Title & Trust Co., 325 111 App. 124 (1st Dist. 1945).

CROSS REF.: 2:260 (Uniform Grievance Procedure), 3:50 (Administrative Personnel Other
Than the Superintendent), 4:60 (Purchases and Contracts), 4:175 (Convicted
Child Sex Offender; Screening; Notifications), 5:10 {Equal Employment
Opportunity and Minority Recruitment), 5:40 (Communicable and Chronic
Infectious Disease), 5:90 (Abused and Neglected Child Reporting), 5:125
(Personal Technology and Social Media; Usage and Conduct), 5:220 (Substitute
Teachers), 5:280 (Duties and Qualifications)
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June 2021 5:30-AP2

General Personnel

Administrative Procedure - Investigations

Immigration Investigation

Al newly hired employees must complete section one of the U.S. Citizenship and Immigration
Services Form 1-8 (Form [-9) no later than three business days following their first working day
{immigration Reform and Control Act, 8 U.S.C. §13243, 8 C.F.R. §274a.2). www.uscis.gov/i-9. If an
individual is unable to provide the required documents to complete it, the individual may present a

receipt for the application of the required documents within three days of the hire. The individual
must then present the required documents within 90 days of the hire. The Superintendent or
designee completes section two of the Form 1-9 and confirms the employee’s information.

if the Employment Eligibility Verification System {E-Verify) is used to complete Form (-9, the
Superintendent or designee will review the [ll. Dept. of Labor's website and its E-Verify factsheet,
available at: www2.illinois.gov/idol/Laws-Rules/legal/Pages/privacy-workplace.aspx. See the Il
Dept. of Labor Right to Privacy in the Workplace Act, 820 ILCS 55/12.

The completed Form [-9 shall be maintained in a file separate from other personnel records in order
to prevent unauthorized review of personnel files. The Form -9 shall be retained for a period of
three years after the date of hire or one year after individual employment is terminated, whichever
is later.

Fingerprint-based Criminal History Records Information Check {105 ILCS 5/10-21.9, amended by
P.A.s 101-72, 101-531, and 101-643)

A fingerprint-based criminal history records information check must be initiated prior to
employment, but the District may permit the individual to be hired and begin employment pending
its outcome. See Criminal History Records Information (CHRI) Checks for Certified and Non-certified
School Personnel, at: www.ishe.net/Documents/guidance chr.pdf.

A complete criminal history records check pursuant to 105 I1LCS 5/10-21.9 consists of:

1. Fingerprint-based checks through {a) the Ili. State Dept. of Police {ISP) for criminal history
records information (CHRI) pursuant to the Uniform Conviction Information Act (20 iLCS
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2635/), and (b) the Federal Bureau of investigation (FBI) national crime information
databases pursuant to the Adam Walsh Child Protection and Safety Act (Pub. L. 109-248),

2. *Acheck of the ill. Sex Offender Registry {see the Sex Offender Community Notification Law,
730 ILCS 152/ et seq.}, and

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

*These checks must be conducted by the District or the Regional Superintendent once every five
years that an individual remains employed by the District. 105 ILCS 5/10-21.9(a-5}, {a-6}, amended
by P.A. 101-531,

See also policy 4:175, Convicted Child Sex Offender; Screening; Notifications, and administrative
procedure 4:175-AP1, Criminal Offender Notification Laws,; Screening. Important: 20 ILCS 2630/5.2
outlines how an individual may petition to have an arrest record expunged by the arresting
authority and the records of the arrest sealed by the circuit court clerk. it also details offenses for
which an individual cannot have his or her conviction sealed.

Note: The following criminal history records check guides are also available:

1. Guide to Understanding Criminal History Record Check Information is available at:
www.isp.state.il.us/docs/5-727.pdf.

2. ISBE’s non-regulatory guidance document, Criminal History Records Information {CHRI} Checks
for Certified and Non-certified Schoo!l Personnel, at:
www.isbe.net/Documents/guidance chr.pdf.

The following individuals are responsible for the actions listed:

Applicant - Each applicant for employment in any position (except bus drivers employed by a private
student transportation contractor) must provide a written authorization for a complete criminal
history records check at the time he or she submits the application.

individual Student Teaching or beginning a required internship - Each individual student teaching
or beginning a required internship must provide written authorization for, and pay the costs of, his
or her criminal history records check (including any applicable vendor’s fees) prior to participating in
any field experiences in the District. See 105 ILCS 5/10-21.9(g), amended by P.A. 101-531.

Applicant for Bus Driver - Each applicant for a bus driver position must complete the application
required by the Secretary of State for a school bus driver permit {obtained from the District) and
submit it to the District along with the necessary fingerprint submission as required by the ISP to
conduct a fingerprint-based criminal history records check. The Superintendent or designee will
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conduct a pre-employment interview with prospective school bus driver candidates, distribute
school bus driver applications and medical forms, and submit the applicant’s fingerprint cards to the
ISP. The Superintendent or designee will certify in writing to the Secretary of State that all pre-
employment conditions have been successfully completed, including the successful completion of a
criminal history records check as required by State law. The applicant must present the certification
to the Secretary of State at the time of submitting the school bus driver permit application. See 625
ILCS 5/6-106.1, amended by P.A. 101-458; 92 ll.Admin.Code §1035.25.

Superintendent or designee - Note: Add any additional steps to efficiently receive a complete
criminal history records check.

1. Fingerprint-Based Criminal History Records Check:

a.

5:30-AP2

For all applicants, the Superintendent or designee completes the required forms to
request the criminal history records checks from an appropriate ISP or LiveScan vendor.
When the applicant is a successful superintendent candidate who has been offered
employment by the Board, the School Board President shall ensure that these checks
are completed. This may include submitting the applicant’s name, sex, race, date of
birth, social security number, fingerprint images, and other identifiers to the ISP and FBI
on the forms prescribed by each agency.

The Superintendent or designee, or when the applicant is a successful superintendent
candidate who has been offered emplfoyment by the Board, the Board President, will
provide the applicant with a copy of the ISP and FBI reports. Required by 105 ILCS 5/10-
21.9(b) amended by P.A. 101-531.

The Superintendent or designee, or the Regional Superintendent, notifies the State
Superintendent of Education in writing within 15 business days when a CHRI returns a
conviction of a crime set forth in 105 ILCS 5/21B-80. 105 ILCS 5/21.9(e), amended by P.A,
101-531, and:

i.  Makes a preliminary determination that the applicant will be disqualified based
on a conviction record when: (1) the District is prohibited by 105 ILCS 5/10-21.9
from employing the individual because the conviction is an offense listed in 105
ILCS 5/21B-80; (2) there is a substantial relationship between one or more of the
previous criminal offenses and the employment sought or held; or {3} the
employment would involve an unreasonable risk to property or to the safety or
welfare of specific individuals or the general public.
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5:30-AP2

Conviction record means information indicating that a person has been
convicted of a felony, misdemeanor or other criminal offense, placed on
probation, fined, imprisoned, or parcled pursuant to any law enforcement
or military authority. 775 ILCS 5/1-103{G-5), added by P.A. 101-656. It
includes the results of a complete criminal history records check conducted
pursuant to 105 ILCS 5/10-21.9.

Substantial relationship means a consideration of whether a job position
offers the opportunity for the same or a similar offense to occur and
whether the circumstances leading to the conduct for which the person was
convicted will recur in the position. 775 ILCS 5/2-103.1(A), added by P.A.
101-656.

To determine whether an applicant is disqualified based on a substantial
relationship or unreasonable risk, considers the following factors: (1) length
of time since the conviction; (2) number of convictions that appear on the
conviction record; {3) nature and severity of the conviction and its
relationship to the safety and security of others; {4) the facts or
circumstances surrounding the conviction; (5) the age of the employee at
the time of the conviction; and (6) evidence of rehabilitation efforts. 775
ILCS 5/2-103.1(B), added by P.A. 101-656. See also {ll. Dept. of Human Rights
{IDHR} Conviction Record Protection — Frequently Asked Questions (March
2021), at
www2.illinois.gov/dhr/Pages/Conviction Record Protection Frequently As

ked Questions.aspx.

When the applicant’s conviction record disqualifies him/her/them, notifies the
applicant of the preliminary decision in writing. The written notice shall contain:
{1) the disqualifying convictions that are the basis for the preliminary decision
and the District’s reasoning for the disqualification; {2) a copy of the complete
criminal history records check conducted pursuant to 105 ILCS 5/10-21.9; and (3)
an explanation of the applicant’s right to submit evidence challenging the
accuracy of the conviction record that is the basis for the disqualification within
five (5) business days if the applicant wishes to dispute the accuracy of the
conviction record and/or submit evidence in mitigation, such as rehabilitation.
775 ILCS 5/2-103.1(C)1) and (2), added by P.A. 101-656. See 5:30-AP2, EI,
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5:30-AP2

Notice of Prefiminary Hiring Decision Based on Conviction Record, for a sample
tetter template.

Note: Evidence of rehabilitation may include education, training, stable
employment, family and community involvement, and recovery from
substance abuse. For more information, see EEOC Enforcement Guidance on
the Consideration of Arrest and Conviction Records in Employment Decision
under Title Vit of the Civil Rights Act, at
www.eeoc.gov/laws/guidance/enforcement-guidance-consideration-arrest-

and-conviction-records-employment-decisions.

iii.  When the final decision disqualifies the applicant based on the conviction
record, provides a second written notice to the applicant that contains: (1)
notice of the disqualifying conviction{s} that are the basis for the final decision
and the District’s reasoning for the disqualification; (2} any existing procedure
the employer has for the employee to challenge the decision or request
reconsideration {this is not required); and (3) the right to file a charge with the
IDHR. 775 ILCS 5/2-103.1{C}{3), added by P.A. 101-656. See 5:30-AP2, E2, Notice
of Final Hiring Decision Based on Conviction Record, for a sample letter
template,

The Superintendent or designee, or the Regional Superintendent, or as applicable the
entity that provides background checks for public schools, notifies the State
Superintendent of education in writing within 10 business days after receiving
information of a pending criminal charge for an offense set forth in 105 ILCS 5/21B-80.
Reguired by 105 [LCS 5/10-21.9(e}, amended by P.A.s 101-531 and 101-643.

Note: For substitute teachers, the Superintendent will need to ensure that the District
performs these checks. Contact the board attorney and/or ISBE regarding the validity of
a certificate of authorization, if a substitute teacher presents one. From 1-1-11 through
7-1-11, the Regional Superintendent of Schools or Suburban Cook County Intermediate
Service Center, whichever is appropriate, was allowed to issue certificates of
authorization to substitute teachers. Issuance of a certificate of authorization was proof
that the substitute teacher applicant had met all of the requirements to substitute teach
in the educational service region; i.e., a fingerprint-based criminal history records check,
a physical examination, and a negative tuberculin test. Because P.A. 97-607 deleted
certificates of authorization, substitute teachers no longer receive them hecause they
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no longer exist. For those substitute teachers who did receive them, there is not an
answer to the question of whether their certificates of authorization are still valid.
Attorneys in the field suggest looking for an expiration date on the certificate of
authorization. If the document has no expiration date, it is likely invalid because the
document no longer exists. If there is an expiration date, then the document is likely
valid until the date listed.

e. Forindividuals student teaching or beginning a required internship, the Superintendent
or designee ensures that the individual completes the required forms, authorizations,
and provides payment to the District for the costs of completing a complete criminal
history records check prior to student teaching or beginning a required internship (105
ILCS 5/10-21.9(g), amended by P.A. 101-531, and policy 5:260, Student Teachers). For
more information, see also ISBE's non-regulatory guidance document, Criminal History
Records Information (CHRI) Checks for Certified and Non-certified School Personnel,
available at: www.ishe.net/Documents/guidance chr.pdf.

2. Screen of the Statewide offender databases upon hire and every five years thereafter that
an individual remains employed by the District. 105 ILCS 5/10-21.9(a-5), (a-6), amended by
P.A. 101-531. The Superintendent or designee, or when the applicant is a successful
superintendent candidate who has been offered employment by the Board, the Board
President, performs a screen for each applicant of:

a. The Statewide Sex Offender Registry, www.isp.state.il.us/sor, as authorized by the Sex
Offender Community Notification Law (730 ILCS 152/ et seq.), and

b. The Statewide Murderer and Violent Offender Against Youth Registry
www.isp.state.il.us/cmve/, as authorized by the Murderer and Violent Offender Against
Youth Community Notification Act {730 ILCS 154/75-154/105).

The Superintendent or designee, or when the applicant is a successful superintendent
candidate who has been offered employment by the Board, the Board President, notifies
the individual if he or she is identified in the database as a sex offender. Required by 105
ILCS 5/10-21.9 (a-5), {a-6), and (b}, amended by P.A. 101-531. The Superintendent or
designee, or the Regional Superintendent, notifies the State Superintendent of Education in
writing within 15 business days, when a database screen finds a registration for an individual
licensed by ISBE. 105 ILCS 5/21.9(e}, amended by P.A. 101-531.

ISP and FBI - The ISP and FBI furnish records of convictions {until expunged), pursuant to the
District’s request, to the Board President. Note: The ISP and FBI must “furnish, pursuant to a
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fingerprint-based criminal history records check, records of convictions, until expunged, to the
president of the school board...”. See 105 ILCS 5/10-21.9(a) and (g), amended by P.A. 101-531. 20
ILCS 2630/3.3, added by P.A. 100-718, establishes authority for the ISP to collect fees from the
District if wishes to participate in a Federal Rap Back Service. Rap Back Service is a capability of the
FBI's Next Generation ldentification {(NGI) system that provides authorized agencies notification of
criminal activity and, in limited cases, of civil activity, that occurs after the initial processing and
retention of criminal or civil transactions, e.g., an initial fingerprint-based criminal history records
check. The Board may determine that it wants to participate. Participation includes ISP submitting
fingerprints that the District orders to the FBi Rap Back Service to be retained for the purpose of
being searched by future submissions to the FBI Rap Back Service. For a student teacher, the report
shall be returned to the Superintendent or designee {see 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).

Board President - The School Code requires the Board President to keep a conviction record
confidential. The information may only be shared between the Board President, the Superintendent
or designee, Regional Superintendent (if the check was requested by the District), State
Superintendent of Education, State Educator Preparation and Licensure Board, any other person
necessary to the hiring decision, or for clarification purposes, the ISP and/or Statewide Sex Offender
Registry. See 105 ILCS 5/10-21.9(b), amended by P.A, 101-531, and 105 ILCS 5/21B-10. For further
discussion about the practical implementation issues for the Board President to ensure that a
fingerprint-based criminal history records information check and other database screens are
initiated and completed prior to employment, see f/n 11 in 5:30, Investigations.

Regional Superintendent/Suburban Cook County Intermediate Service Center - The
Superintendent or designee may require the applicant to authorize the Regional Superintendent or
Suburban Cook County Intermediate Service Center, whichever is appropriate, to conduct the check
when an applicant is (1} seeking employment in more than one District simultaneously as (a) a
substitute teacher, {b) a concurrent part-time employee, and/or (¢} educational support personnel,
or {2) the employee works for a contractor holding contracts with more than one district. The
Regional Superintendent or Suburban Cook County Intermediate Service Center, whichever is
appropriate, also performs a check of the Statewide Sex Offender Registry, www.isp.state.il.us/sor,
as authorized by the Sex Offender Community Notification Law (730 ILCS 152/115), and the Violent
Offender Against Youth Registry, www.isp.state.il.usfcmvo/, as authorized by the Murderer and
Violent Offender Against Youth Community Notification Law {730 ILCS 154/75-154/105). See 105
ILCS 5/10-21.9 {(a-5), (a-6), and (b}, amended by P.A. 101-72.
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Contractors - The above requirements for a complete criminal history records check apply to all
employees and agents of contractors who have direct, daily contact with students. 105 ILCS 5/10-
21.9(f). Every contractor with the District shall: (1) make every employee or agent who will have
direct, daily contact with students submit to a complete criminal history records check, {2) agree to
a contract provision that it will make those employees available to the District for the criminal
history records check, and (3) submit payment for the costs of the check(s} to the District.

Note: The provisions in 105 iLCS 5/10-21.9{f} and {g}), amended by P.A. 101-531, apply to employees
of contractors who have “direct, daily contact” with students. To be comprehensive and to eliminate
uncertainty, this procedure and policy 4:175, Convicted Child Sex Offender; Screening; Notifications,
may require a criminal history records check on aff employees of contractors who may work in any
school building or on school praperty. Whether the District uses the comprehensive language or the
direct language from the School Code, the District, not the contractor, must perform the
background checks. Contractors are not authorized under any State or federal law to: (1) conduct
the required criminal history background checks; or {2} see the employee’s criminal history
furnished by the ISP and the FBI. All contracts should also require the contractor to purchase
insurance to cover misconduct by their employees and/or an indemnification clause. Additionally,
the Superintendent or designee should check insurance coverage to determine whether employees
of contractors are covered. See also policy 4:175, Convicted Child Sex Offender; Screening;
Notifications, and administrative procedure 4:60-AP3, Criminal History Records Check of Contractor
Employees, for the responsibilities of contractors. Last, if the District has received, within the last
year, information that concerns the record of conviction and identification as a sex offender of any
contractors’ employees, the District must provide the information to another school or school
district that requests it. 105 ILCS 5/10-21.9(f-5). For more information, see [SBE's non-regulatory
guidance document, Criminal History Records Information (CHRI) Checks for Certified and Non-
certified School Personnel, available at: www.isbe.net/Documents/guidance _chr.pdf. Unless notified
by the individual named in a criminal history records information {CHRI) request or by the ISP that
the information furnished in a CHRI report is inaccurate or incomplete, the District cannot be liable
for damages to any person to whom the CHRI pertains for actions it reasonably took in relfance on
the accuracy and completeness of CHRI report. 20 ILCS 2635/7(A){3).

District - The District complies with 105 ILCS 5/10-21.9, amended by P.A.s 101-72 and 101-531, and
5/21B-80, amended by P.A. 101-531. i will not knowingly employ a person, or allow a person to
work or student teach/complete a required internship (105 ILCS 5/10-21.9(g)} on school grounds,
who:

1. Has heen convicted of any one or more of the following offenses, until seven years following
the end of the sentence for the criminal offense:
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Those defined in the Cannabis Control Act, 720 ILCS 550/, except: 720 ILCS 550/4(a),
550/4(b), 550/4{c), 550/5(a)}, 550/5(b) (each amended by P.A. 100-27}, and any offense
for which the holder of a license is placed on probation under the provisions of 550/10
provided that if the terms and conditions of probation required by the court are not
fulfilled, the offense is not eligible for this exception.

Those defined in the IIl. Controlled Substances Act, 720 ILCS 570/100 et seq., except: any
offense for which the holder of a license is placed on probation under the provisions of
570/410 provided that if the terms and conditions of probation required by the court
are not fulfilled, the offense is not eligible for this exception.

Those defined in the Methamphetamine Control and Community Protection Act, 720
ILCS 646/, except: any offense for which the holder of a license is placed on probation
under the provisions of 646/70 provided that if the terms and conditions of probation
required by the court are not fuifilled, the offense is not eligible for this exception.

Any attempt to commit any of the offenses listed in (a)-(c} of this section.

Any offense committed or attempted in any other state or against the laws of the
United States that, if committed or attempted in lllinois, would have been punishable as
one or more of the offenses listed in (a)-(d) of this section.

2. Has been convicted of committing or attempting to commit any one or more of the
following offenses:

d.

5:30-AP2

Attempting to commit, conspiring to commit, soliciting, or committing first-degree
murder or any Class X felony.

Attempting to commit, conspiring to commit, soliciting, or committing any sex offense.
Sex offense means any offense defined in:

i.  Sections 11-6 and 11-9 through 11-9.5, inclusive, and 11-30 (if punished as a
Class 4 felony) of the Criminal Code of 1961 or the Criminal Code of 2012;

ii. Sections 11-14.1 through 11-21, inciusive, of the Criminal Code of 1961 or the
Criminal Code of 2012;

iii.  Sections 11-23 {if punished as a Class 3 felony), 11-24, 11-25, and 11-26 of the
Criminal Code of 1961 or the Criminal Code of 2012; and
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iv.  Sections 11-1.20, 11-1.30, 11-1.40, 11-1.50, 11-1.60, 12-4.9, 12-13, 12-14, 12-
14.1, 12-15, 12-16, 12-32, 12-33, 12C-45, and 26-4 (if punished pursuant to 26-
4{d){4} or (5)) of the Criminal Code of 1961 or the Criminal Code of 2012.

c. Any offense committed or attempted in any other state or against the laws of the
United States, which if committed or attempted in Hiinois, would have been punishable
as one or more of the foregoing offenses.

3. Has been found to be the perpetrator of sexual or physical abuse of any minor less than 18
years of age pursuant to proceedings under Article |l of the Juvenile Court Act of 1987.

Reporting New Hires

The Superintendent or designee shall timely file an IRS Form W-4 or IDES New Hire Reporting Form
for each newly hired employee with the Ill. Dept. of Employment Security. See 820 ILCS 405/1801.1.
When the applicant is a successful superintendent candidate who has been offered employment by
the Board, the Board President shall ensure either the retiring Superintendent or designee performs
this task.
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lune 2021 5:30-AP2, E1

General Personnel

Exhibit — Notice of Preliminary Hiring Decision Based on Conviction Record

Use this letter when the District must notify an applicant that it made a preliminary determination
that the applicant is disqualified from employment based on a conviction record. 775 ILCS
5/103.1(C}, added by P.A. 101-656.

On District Letterhead

Re: Your Employment Application — Preliminary Decision Notice

Dear [insert name of applicant]:

The District has reviewed the results of your complete criminal history records check conducted
pursuant to 105 ILCS 5/10-21.9 in connection with your application for the position of [insert job
title]. A copy of those results is enclosed with this letter.

After review, the District is not considering you further for employment in the District based at least
in part on [insert date and description of disqualifying offense relied upon].

Use the following paragraph if the disqualification is based on conviction of o prohibited offense
included in 105 ILCS 5/21B-80 (see 5:30-AP2, Investigations, at p. 7-8 for a listing of prohibited
offenses}):

5:30-AP2, E1 Page 1 of 3
©2021 Policy Reference Education Subscription Service
lllinois Association of Schaol Boards. All Rights Reserved.

Please review this material with your school board attorney before use.




105 ILCS 5/10-21.9 prohibits the District from employing anyone convicted of [insert disqualifying
offense], and therefore, the District is prohibited by law from offering you employment.

Use the applicable paragraph(s) below if the disqualification is not based on a prohibited offense
included in 105 ILCS 5/218-80:

Given the [include o description of all factors that apply: length of time since the conviction, the
number of convictions that appear on the conviction record, the nature and severity of the
conviction and its relationship to the safety and security of others, the facts and circumstances
surrounding the conviction, the age of the employee at the time of the conviction, and the evidence
of rehabifitation efforts), the District finds that employing you would involve an unreasonable risk
to the property or to the safety or welfare of others.

Given the [include a description of all factors that apply: length of time since the conviction, the
number of convictions that appear on the conviction record, the nature and severity of the
conviction and its relationship to the safety and security of others, the facts and circumstances
surrounding the conviction, the age of the employee at the time of the conviction, and the evidence
of rehabilitation efforts], the District finds a substantial relationship between your conviction
record(s} and the employment position for which you have applied, and that your hiring would
provide an opportunity for you to engage in the same or a similar offense.

Pursuant to the Ilfinois Human Rights Act, you have the right to respond to this Decision, after
which time the District will make a final determination. Your response may include, but need not
be limited to, evidence challenging the accuracy of the conviction record that the District relied
upon to disqualify you [and/or evidence in mitigation, such as rehabilitation efforts]. You have
five business days to respond to this letter. Please send your response to: {insert contact

information)

Sincerely,
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tinsert title, such as Superintendent or Director of Human Resources)

Enclosure: results of complete criminal history records check
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June 2021 5:30-AP2, E2

General Personnel

Exhibit — Notice of Final Hiring Decision Based on Conviction Record

Use this fetter when the District must notify an applicant that it made o final determination that the
applicant is disqualified based on a conviction record. 775 ILCS 5/103.1(C), added by P.A. 101-656.

On District Letterhead

Re: Your Employment Application — Final Decision Notice

Dear [insert name of applicant}:

| am writing to inform you that the District has made the final decision not to consider you further
for employment. This decision is based in whole or in part on the information in your conviction
record that was enclosed with the preliminary decision letter that | sent to you an [insert dote], as
well as any information submitted by you in response to my letter.

Use the following paragraph If the disqualification is based on conviction of a prohibited offense
included in 105 ILCS 5/21B-80 (see 5:30-AP2, Investigation at p. 7-8 for a listing of prohibited
offenses):
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105 ILCS 5/10-21.9 prohibits the District from employing anyone convicted of [insert disqualifying
offensel, and therefore, the District is prohibited by law from offering you employment.

Use the applicable paragraph(s) below if the disqualification is not based on a prohibited offense
included in 105 ILCS 5/218-80:

Given the [include a description of all factors that apply: length of time since the conviction, the
number of convictions that appear on the conviction record, the nature and severity of the
conviction and its relationship to the safety and security of others, the facts and circumstances
surrounding the conviction, the age of the employee at the time of the conviction, and the evidence
of rehabhilitation efforts], the District has determined that employing you would involve an
unreasonable risk to the property or to the safety or welfare of others.

Given the [include a description of all factors that apply: length of time since the conviction, the
number of convictions that appear on the conviction record, the nature and severity of the
conviction and its relationship to the safety and security of others, the facts and circumstances
surrounding the conviction, the age of the employee at the time of the conviction, and the evidence
of rehabilitation efforts], the District has determined that there is a substantial relationship
between your conviction record and the employment position for which you have applied, and that
your hiring would provide an opportunity for you to engage in the same or a similar offense.

Finally, please note that you have the right to file a charge with the Illinois Department of Human
Rights.

Sincerely,
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linsert title, such as Superintendent or Director of Human Resources)
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June 2021 5:40-AP

General Personnel

Administrative Procedure - Communicable and Chronic Infectious Disease

The following procedures will be implemented when a District employee has a communicable
and/or chronic infectious disease. A copy of the procedures will be given to the employee.

The District shall not discriminate against an employee disabled by a communicable or chronic
infectious disease. An employee with a communicable or chronic infectious disease will be
permitted to retain his or her position whenever, after reasonable accommodations and without
undue hardship, there is no substantiai risk of transmission of the disease to others, provided an

employee is able to continue to perform the position’s essential functions.

Evaluation of the Employee’s Condition

1.

5:40-AP

The employee who has or is suspected of having a communicable and chronic infectious
disease is encouraged to inform the Superintendent immediately.

The Superintendent will inform the Communicable and Chronic Infectious Disease Review
Team within three days.

The Communicable and Chronic Infectious Disease Review Team will meet within three days
to:
a. Meet with the employee or a member of the employee’s family to review the status of

the employee’s health, and

b. Evaluate the employee and submit a written report with recommendations to the
Superintendent.

The School Board will receive a report, both written and verbal, of the Communicable and
Chronic Infectious Disease Review Team's evaluation from the Superintendent.

The employee or a member of the employee’s family will receive a report, both written and
verbal, of the Communicable and Chronic Infectious Disease Review Team’s evaluation from
the Superintendent.
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6. The employee may be required to submit to a physical examination, given by a physician
chosen and paid for by the District.

Monitoring the Employee’s Condition

The employee’s health condition will be reviewed on a schedule determined by the Communicable
and Chronic Infectious Disease Review Team. The Team's employee status report will be given to the
Superintendent.

Fach status report will indicate an employment recommendation for the employee, such as:
1. Continued employment at the same position, with possible accommodations,
2. Continued employment but transfer to another position, with possible accommaodations,
3. Temporary exclusion from the work place, or

4. Dismissal.

Employee Dismissal

The dismissal of an employee on contractual continued service shall be in accordance with 105 ILCS
5/24-12.
The dismissal of an employee not on contractual continued service shall be in accordance with the

taw or policy applicable to his or her position.

Confidentiality

The employee’s medical condition and records shall be held in strictest confidence and shared only
with members of the Communicable and Chronic Infectious Disease Review Team, the employee’s
direct supervisor, and someone who would need to know in the event of an emergency. Medical
records will not become part of the employee’s personnel file.
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June 2021 5:125-E

General Personnel

Exhibit - Employee Receipt of Board Policy on Personal Technology and Social Media

I, the individual whose signature appears below, acknowledge receipt of Board policy 5:125,
Personal Technology and Social Media, Usage and Conduct. 1 affirm that I have read the policy and
agree to comply with its requirements.

Name (please print)

Signature Date
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June 2021 5:170-AP1

General Personnel

Administrative Procedure - Copyright Compliance

These guidelines help staff members determine if they may use non-original work freely or whether
permission is needed to use or copy it. Whenever a staff member is uncertain, has questions, or
needs permission from a copyright owner to use or copy a work, he or she should contact the
Superintendent or designated copyright compliance officer. Appendix 1 is a Fair Use Assessment
Factors Checklist. Appendix 2 contains use resources available online.

1. s the work copyright protected? A “no” means you may use the work freely; a "yes” or
uncertain answer means you should proceed with the second query.

a. No, if itis in the public domain.

h. No, if itis a U.S. Government publication.

c. No, ifitis an idea or method described in copyrighted work.
d. The presence of a copyright notice is not determinative.

e. Yes, almost all other works.

2. Do you want to exercise one of the copyright owner’s exclusive rights? A “yes” or uncertain
answer means you should proceed with the third query.

a. Yes, if you plan to copy the work.
b. Yes, if you plan to use the work as the basis for a new work.
c. Yes, if you plan to electronically distribute or publish copies.

d. Yes, if you plan to perform music or drama, recite prose or poetry, or if you plan to play
a video and/or audio digital or tape recording or a CD-ROM or DVD.

e. Yes, if you plan to publicly display the work.
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3. Does your planned use of the work require the copyright owner’s permission? A “no” means
you may use the work, provided that any copies contain the copyright notice as it appears in
the original work; a “yes” or uncertain answer means you should contact the Superintendent

or designated copyright compliance officer.

a.

5:170-AP1

No, if your planned use of printed work is within the fair use exception as defined in 17
U.5.C. §107. See Appendix 1.

Mo, if your planned use of the work is within the flibrary’s special rules exception as
defined in 17 U.5.C. §108.

» Alibrary may make a single copy containing the copyright notice for the purpose of
archiving lost, stolen, damaged, or deteriorating works.

s A library may make a single copy containing the copyright notice far a student or
staff member at no more than the actual cost of photocopying, provided that the
fibrary finds that the copyrighted work cannot be obtained elsewhere at a fair price.

No, if your planned use of the work is within the educational performances and displays
exception as defined in 17 U.S.C. §110.

Performances by teachers or students are permitted as part of a teaching activity in a
classroom or instructional setting. All other performances require permission from the
copyright owner.,

No, if you plan to use it in an overhead or opague projector for instructional purposes.
No, if you plan to copy and use music for academic purposes, other than performance.

Yes, notwithstanding the above, if you plan to create anthologies, compilations, or
collective works.

Yes, notwithstanding the above, if copies will be consumed during the course.
Consumable works include: workbooks, exercises, standardized tests, test booklets, and
answer sheets.

Yes, notwithstanding the above, if you plan to substitute copies for the purchase of the
worl; likewise, if you yearly copy the same item.

You must receive permission from the Superintendent or designated copyright
compliance officer before showing the off-air recording of television programs, video
rentais, or videos purchased for home use. You must follow any applicable license
agreements.

Page 2 of 8
©2021 Policy Reference Education Subscription Service
IWinois Association of School Boards. All Rights Reserved.

Please review this materiat with your school board attorney before use.




j. You must receive permission from the Superintendent or designated copyright
compliance officer before using any non-District owned software, CD-ROM or DVD
products, and/or downloadable files in District-owned equipment. No one may install or
download any program on District-owned equipment without the Superintendent or
designee’s permission.

k. You must follow licensing agreements applicable to District-owned software and CD-
ROM or DVD products.

s licensing agreements with the manufacturer and vendor shall be foliowed.

e Staff members shall take reasonable precautions to prevent copying or the use of
unauthorized copies on school equipment, to avoid the installation of privately
purchased software on school equipment, and to avoid the use of single copy
software or CD-ROM products across a network with multiple users uniess the
applicable license agreement permits.

e A back-up copy shall be purchased for use as a replacement when a program is lost
or damaged. If the vendor is not able to supply such, the District shall make a back-
up program in accordance with the terms of the applicable licensing agreement or
17 U.5.C. §117.

Appendix 1: Copyright Fair Use Assessment Factors Checklist

Purpose and Character of Use of Copyrighted Work

Use this checklist to analyze whether material falls under the fair use doctrine. Factors favoring fair
use will generally indicate that material may be used without seeking permission from the copyright
owner. Factors opposing fair use require permission to reprint or adapt the material from the
copyright owner. If a copyright owner is known, always request permission before using any
material.

Favoring Fair Use Opposing Fair Use

[[1 Teaching [ ] Commercial activity - gain of financial rewards
from fsic) use; e.g., sale of goods, services;
advertising; fundraising, etc.

[] Research/Scholarship/Academics [] Pprofiting from use

] Nonprofit educational institution [] Bad-faith behavior; e.g., misrepresentation of
intended use
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Favoring Fair Use

Opposing Fair Use

Criticism

Denying credit to original author or artist

Comment

Entertainment

News reporting that is fact intensive

News reporting with a new perspective or
creative flair

Used to create sotmething different and new

Ly OO0

Making a stylized version that retains the core
elements of the original work

Restricted access given

Ly O ooo

Parody

Nature of Copyrighted Work Used

Favoring Fair Use

Qpposing Fair Use

[T Ppublished work

Unpublished work

[ ] Factual or nonfiction based

Highly creative work (art, music, novel)

(] out of print work

[
[
[

Fiction

Amount and Substantiality of Copyrighted Work Used

Favoring Fair Use

Opposing Fair Use

[1 smaliamount used

Large portion or whole work used

[l Portion used not central or significant to entire
work

Portion used is the heart of the work

Impact on Market of Copyrighted Work {often viewed as the most important factor)

Favoring Fair Use

Opposing Fair Use

[] User owns lawfully acquired/purchased copy

Use could supplant original author’s sate for
copyrighted work

[] oOneorfew copies made

Significantly impairs the market/potential
market of copyrighted work or derivative work

5:170-AP1
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[] Nosignificant effect on market/potential Reasonable available licensing mechanisms

market for copyrighted work

[1 nNo similar product marketed by copyright holder Affordable permission to use copyrighted work

available

[ ] No ready licensing or permission mechanism Numerous copies made

Made accessible on the internet or elsewhere

O oo o O

Repeated or [ong-term use

in addition to the defense of fair use, a user of a work may also raise the argument that the
expression at issue is not protectable because it is composed of scénes & faire, which are elements
of work that are so rudimentary, commonplace, standard or unavoidable that they do not
distinguish one work in a class from another, and therefore receive no copyright protection.

Examples of scénes & faire might include:
e Story elements, e.g., an adventure story involving a wizened old mentor to a young upstart
s A horror story featuring an unstoppable killer
s Cliché phrases such a ruby red lips

A related concept is the merger doctrine, which provides that if an idea can be expressed in only a
few limited ways, the expression merges with the idea and cannot be protected by copyright.
Examples of merger may he:

s An order form for a certain type of product
¢ The architectural layout of a one-bedroom apartment

o Sweepstakes rules

Like questions of fair use, these issues are likely to be factually intensive and their application can be
highly subjective. Consult the board attorney for guidance.

Adapted with permission from Steven Mandell; © 2021 Mandell Menkes LLC. All Rights Reserved.

Appendix 2: Copyright Resource List

U.S. Copyright Office
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www.copyright.gov

U.S. Copyright Office Fair Use Index

www.copyright.gov/fair-use/

Copyright Act, as amended, Title 17 of the United States Code

www.copyright.gov/titie17/92chapi.html

Copyright Term and the Public Domain in the United States; updated every Jan. 1.

copyright.cornell.edu/resources/publicdomain.cfm

Cornell University Copyright Information Center

Circular 21: Reproductions of Copyrighted Works by Educators and Librarians

www.copyright.eov/circs/circ21.pdf

U.S. Copyright Office

Agreement on Guidelines for Classroom Copying in Not-For-Profit Educational Institutions with
Respect to Books and Periodicals (see Circular 21: Reproductions of Copyrighted Works by
Educators and Librarians, page 6) www.copyright.gov/circs/circ21.pdf

TEACH Act {Technology, Education and Copyright Harmonization Act of 2002)

www.copyright.gov/legistation/pl107-273.pdf

The TEACH Act: New roles, rules and responsibilities for academic institutions

www.copyright.com/wp-content/uploads/2015/04/CR-Teach-Act.pdf

Copyright: Distance Education and the TEACH Act

http://www.ala.org/advocacy/copyright/teachact/distanceeducation

Copyright Crash Course: TEACH ACT

https://euides.lib.utexas.edu/copyright/teachact

The University of Texas Libraries

WIPO (World Intellectual Property Organization)

WWW.WIPO.Org
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MPAA {Motion Picture Association of America)

WWW.mpaa.org

Permissions Group (Negotiation of rights and fees for the use of copyrighted material in and for
all media)

WWW. Dermissionsgroup.com

SHA (Software & Information Industry Association)

www.sita.net/

CCC Copyright Clearance Center {Copyright permission for publications worldwide)

www.copyright.com

ASCAP {Amaerican Society of Composers, Authors and Publishers)

WWw.ascap.com

BMIi {Broadcast Music Inc.)

www.bmi.com

SESAC, Inc. (A performing rights organization)

WWw.sesac.com

The Harry Fox Agency, Inc. (Licensing agency for U.S. music publishers)

www.harryfox.com

The Authors Registry {Maintains an extensive directory of authors)

www.authorsregistry.org

Copyright & Fair Use (Stanford University Libraries)

fairuse.stanford.edu/

Copyright Society of the USA

https://www.csusa.org (copy and paste link into browser if clicking doesn’t work)

The Copyright (Copyright Registration and Information Resource)

5:170-AP1 Page 7 of 8

©2021 Policy Reference Education Subscription Service
[Einois Association of School Boards, All Rights Reserved.

Please review this materiat with your school board attorney before use.




www.benedict.com

Crash Course in Copyright
University of Texas Libraries

copyright lib.utexas.edu/

Kohn on Music Licensing

www.kohnmusic.com

National Writers Union

WWW.NWLL.OME

Poets & Writers, inc.

WWW.DW.OIg

Project Gutenberg (Internet's oldest producer of FREE electronic books {eBooks or eTexts))

www.gutenberg.org

WATCH: Writers and Their Copyright Holders
The University of Texas at Austin

norman.hrc.utexas.edu/watch/

5:170-AP1 Page 8 of 8
©2021 Policy Reference Education Subscription Service
Hlinois Association of School Boards, Al Rights Reserved.

Please review this material with your schaol board attorney before use,




June 2021 5:170-AP2

General Personnel

Administrative Procedure - Seeking Permission to Copy or Use Copyrighted Works

The following resources are a partial list of where to begin searching for permission to copy or use
copyrighted work. Whenever it is unclear who the owner is, or if the owner is a legal entity of some
kind {a business or organization), be sure that the person granting permission is authorized to do so.
Once it is known whom to ask, initiate contact by writing a letter, calling, or emailing. Seek written
permission that clearly describes its scope. Document the receipt of an oral permission and send the
owner a confirming letter or email. A copyright protects materials regardless of whether the owner
cares about protection or not. Thus, if required permission cannot be obtained, the work may not be

used.

1.

For information regarding how to find copyright owners, contact the Writers Artists and Their
Copyright Holders (WATCH) program through the University of Texas, Austin’s Harry Ransom
Humanities Research Center at norman.hrc.utexas.edu/watch/. Phone: 512/471-8944, Email:

www.hrc.utexas.edu/contact/.

For a part of a book or a journal article, contact: Copyright Clearance Center, “CCC" Copyright
Clearance Center, inc., 222 Rosewood Drive, Danvers, MA 01923, Phone: 978/750-8400, Email:
www.copyright.com/about/contact/, www.copyright.com.

For images, contact: The Film Foundation, 7920 Sunset Boulevard, 6" Floor, Los Angeles, CA
90046, Phone: 303/436-5060, Email: www.film-foundation.org; American Society of Media
Photographers, Four Embarcadero Center, Suite 1400, San Francisco, CA 94111, Phone:
877/771-2767, Email: www.asmp.org/.

if the author owns the copyright in a contribution to a periodical, magazine, or newspaper,
permission may be obtained through The National Writers Union, 61 Broadway Ste. 1630, New
York, NY 10006, Phone: 315/545-5034, Email: nwu.org/contact-us/, www.nwu.org; and the
Society of Children’s Book Writers and lllustrators, 8271 Beverly Blvd., Los Angeles, CA 90048,

Phone: 323/782-1010, Email: averysilverberg@schwi.org, www.schwi.org, ‘

For a musical work, contact: American Society of Composers, Authors and Publishers (ASCAP},
250 West 57th Street, New York, NY 10107, Phone: 212/621-6000, Email: www.ascap.com;
Broadcast Music Incorporated (BMY), 7 World Trade Center, 250 Greenwich Street, New York,
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NY 10007, Phone: 212/220-3000, Email: www.bmi.com/licensing; or SESAC, 55 Music Square
East, Nashville, TN 37203, Phone: 615/320-0055, Email: see www.sesac.com.

6. To record and distribute a musical composition recorded by someone else, or synchronize music
with visual images, contact: The Harry Fox Agency, Inc. at www.harryfax.com; National Music
Publishers Association, 1900 N St NW, Suite 500, Washington, DC 20036, Phone: 202/393/6672,

Email: see Www.Nnmpd.org,

7. Play Rights
Concord Theatricals Anchorage Press (Plays for young people}
250 W. 57" 5t., 6" Floor c/o Dramatic Publishing
New York, NY 10107 311 Washington St.
Phone: 866/979-0447 Woodstock, IL 60058-3308

Phone: 800/448-7469

info@concordthreatricals.com
concordtheatricals.com 7 customerservice@dpcplays.com
www.dramaticpublishing.com

Dramatists Play Service, Inc.
440 Park Avenue South
New York, NY 10016

Phone: 212/683-8960

postmaster@www.dramatists.com

https://dramatists.com/

8. For news archives, check the Web. Many of the largest news organizations have placed archives
of their back issues online.

9. Movies

The Motion Picture Licensing Corporation at www.mplc.com, Phone: 800/462-8855, Email:
mplc.org/index/contactform, info@mpic.com, www.mplc.org, grants public performance rights.
if the author and the publisher are known, contact them directly. tf the publisher is unknown
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contact: The Literary Marketplace, www.literarymarketplace.com (for books) or Ulrich’s
International Periodicals, www.ulrichsweb.com (for journals), both published by the R. R.
Bowker Company, www.bowker.com.

10. Changed Owner

The apparent copyright owner may not be the real copyright owner. The U.S. Copyright Office,
www.copyright.gov, provides online searching of its registration records and performs

professional searches for a fee.

11. Software

Contact the software’s manufacturer at the address given on the licensing agreement.
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June 2021 5:170-AP3

General Personnel

Administrative Procedure -Instructional Materials and Computer Programs Developed
Within the Scope of Employment

Definitions

The definitions used in this procedure are in accordance with State and federal law. In the event of a
change, these procedures shall be deemed to be modified to the extent required by the change.

Works made for hire - Instructional materials and computer programs {including written, electronic,
digital, audio, visual materials and tapes, films, and works of art) when an employee creates them:

1. Within the employee’s scope of employment,

2. Inwhole orin part during hours of District employment {not including lunch periods or other
similar free periods),

3. Under the District’s supervision or control,
4. Asa direct result of the employee’s duties with the District, and/or

5. Using District resources or facilities.
Proceads - Profits derived from the marketing or sale of instructional materials after deducting the
expenses of developing and marketing these materials.

Computer program - A series of coded instructions or statements in a form acceptable to a
computer, which causes the computer to process data in order to achieve a certain result.

Computer - An internally programmed, general purpose digital device capable of automatically
accepting and processing data and supplying the results of the operation.

instructional Material Prepared Within the Scope of Employment

All instructional materials developed by an employee within the scope of District employment are
works made for hire and belong to the District. The District is entitled to all proceeds from the
marketing or sale of works made for hire other than computer programs.
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An employee must provide the Superintendent or designee with prior written notification of his or
her intention to publish any computer programs developed within the scope of employment. The
District has the exclusive right to register the copyrights for them. Uniess the employee specifically
states in writing to the contrary, the employee warrants that any programs developed and
submitted to the District for publication are originai.

Computer Programs Prepared Within the Scope of Employment

All computer programs developed by an employee within the scope of District employment are
works made for hire and belong to the District.

An employee who develops a computer program is entitled to a share of the proceeds from its sale
as agreed to by the District. Neither the employee nor the District may receive more than 90% of the
proceeds. An employee’s representative may conduct the negotiation; the School Board must
approve all agreements.

The employee must provide the Superintendent or designee with prior written notification of his or
her intention to publish any computer programs developed within the scope of District
employment. The District has the exclusive right to register the copyrights for them. Unless the
employee specificaily states in writing to the contrary, the employee warrants that any programs
developed and submitted to the District for publication are original.

The District shall compute proceeds. The proceeds of a computer program developed by more than
one employee shall be equitably distributed among such employees, in proportion to their
participation in the program’s development.

LEGAL REF.. 17 US.C §101.

105 [LCS 5/10-23.10.
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June 2021 5:170-E1

General Personnel

Exhibit - Request to Reprint or Adapt Material

On District letterhead
Date
To:

On behaif of the School District, I am requesting permission to reprint [fo use without change] or
adapt [to use and modify] the following material:

No reprinted or adapted material will be used in a sales promotion or advertising campaign. If
permission to reprint or adapt this material is granted, the material will be used for the following

purpose(s):
The following credit line will appear on each reprint or adaption:

Reprinted/Adapted, with permission from (publication)
Copyright year of publication Copyright owner
All rights reserved.

If you agree to grant permission for the School District to reprint or adapt the above listed material,
please sign the Permission to Reprint or Adapt Material and return it to the requestor.

Please contact me at if you have any questions. Thank you for your
consideration.

School District Requestor (please print) Email/Fax

Signature Date

Permission to Reprint or Adapt Material

I hereby grant permission to the School District requestor to reprint or adapt material as requested on
the terms and conditions stated herein.

Copyright Owner’s Name (please pring)

Copyright Owner’s Signature Date
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June 2021 5:190-E1

Professional Personnel

Exhibit - Notice to Parents of Their Right to Request Their Child’s Classroom
Teachers’ Qualifications

On District letterhead

Date

Re: You May Request Your Child’s Classroom Teachers’ Qualifications
Dear Parents/Guardians:

As a parent/guardian of a student at a school receiving funds under Title I of the Elementary and
Secondary Education Act, you have the right to request the professional qualifications of the teachers
who instruct your child and the paraprofessionals, if any, who assist them. You may request the
following information about each of your child’s classroom teachers and their paraprofessional
assistants, if any:
¢  Whether the teacher has met State qualification and licensing criteria for the grade levels and
subject areas in which the teacher provides instruction;
s  Whether the teacher is teaching under an emergency or other provisional status through
which State qualification or licensing criferia have been waived;
s Whether the teacher is teaching in the field of discipline of the teacher’s licensure; and
+ Whether any instructional aides or paraprofessionals provide services to your child and, if so,
their qualifications.
This notice is required by federal law (20 U.S.C. §63 12{¢)(1)(A)). If you would like to receive any of
this information, please contact the District office.

Sincerely,

Superintendent
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June 2021 5:190-E2

Professional Personnel

Exhibit - Notice to Parents When Their Child Is Assigned To or Has Been Taught for at
Least Four Sfraight Weeks By a Teacher Who Does Not Meet Applicable State
Certification/Licensure Requirements

On District letterhead
Date

Re: Your Child Is Assigned To or Has Been Taught for at Least Four Straight Wecks By a
Teacher Who Does Not Meet Applicable State Certification or Licensure Requirements

Dear Parents/Guardians:

All teachers working in a program supported with federal funds under Title I, Part A must meet
applicable State certification and licensure requirements.

The teacher listed below has taught your child’s class for the last four consecutive weeks. While the
District is unable to verify that the teacher meets applicable State certification or licensure
requirements for the grade level and subject area to which he/she is assigned, our observations of
his/her classroom indicate that he/she is providing a satisfactory educational program and experience.

This notice is required by federal law (20 U.S.C. §6312(e)(1)B)(ii)). If you have any questions
concerning this notice, please contact the District office.

Teacher: Subject:

Sincerely,

Superintendent

5:190-E2 Page 1 of 1
©2021 Policy Reference Lducation Subscription Service
Illinois Association of School Boards. Alf Rights Reserved.
Please review this material with your school board attorney before use.



June 2021 5:190-E3

Professional Personnel

Exhibit - Letter to Teacher Who Does Not Meet Applicable State
Certification/Licensure Requirements for the Grade Level and Subject Area of

Assignment
On District lettevhead

Date

Re: Your Educator Certification/License

Dear finsert teacher’s name]:

Teachers working in a program supported with federal funds under Title I, Part A are required to meet
applicable State certification and licensure requirements.

Our records indicate you are teaching without meeting applicable State educator certification and
licensure requirements for the grade level and subject to which you are assigned. As required by
federal law, the District has notified the parents/guardians of students in your classes that you are
teaching without the above-referenced certification or licensure (20 U.S.C. §6312(e)(1)(B)(ii)).

Please contact your Building Principal as soon as possible to discuss your educator certification and
licensure requirements. If you believe this lefter was sent to you by mistake, please contact your
Building Principal as soon as possible so that we may correct our records if appropriate.

Sincerely,

Superintendent
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June 2021

5:240-AP

Professional Personnel

Administrative Procedure - Suspensions

Suspension Without Pay

Actor

Action

School Board or designee

Provide the professional employee with a written pre-suspension
notification that includes:

1. The reason{s) for the proposed suspension;
2.
3.

4.

Contact the Board Attorney for advice and assistance.

The date(s) and duration of the proposed suspension;
How the employee may request a hearing; and

The employee’s rights to be represented, present witnesses on
his/her behalf, and cross-examine any witness who testifies
against him/her.

Professional Employee

If a hearing is desired, request a hearing within five {5} calendar days
of receipt of the pre-suspension notification.

School Board or designee

If a hearing is requested:

1.

Promptly schedule a hearing and give the employee written
notification of its date, time, and place at least five (5) calendar
days before the hearing. This notification shall set forth the
procedure to be followed at the hearing as stated below.

a.

The hearing shall be in closed session.

The professional employee may be represented by a person
of the employee’s choice.

The school officials and the employee may make short

5:240-AP
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Actor

Action

opening statements.

d. The school officials shall present their evidence in oral or
written form,

e. After the school officials conclude their evidentiary
presentation, the employee may present evidence to refute
the charges orally or in writing.

f. Each party shall be afforded an opportunity to cross-
examine all witnesses who testify and to examine all written
evidence presented.

g. The Board may receive all relevant oral and written evidence
without regard to the legal rules of evidence, but shall
consider the weight of the evidence in making a
determination.

h. The school officials and the employee may make closing
statements at the conclusion of the hearing.

i. The hearing may be recorded stenographically,
electronically, or by tape at the direction of either party at
its own expense. If either party makes a recording, the
other party shall be offered an opportunity to purchase a
copy of the transcript or to reproduce the electronic/tape
recording.

2. Appoint a hearing officer, if desired.

Officer

School Board or Hearing Conduct the hearing.

The hearing officer, if one was used, shall prepare a written
summary of the evidence for the Board and, if requested, a written
recommendation.

School Board

Decide whether to suspend the professional employee as authorized
by 105 ILCS 5/24-12{d)(1). If the Board used a hearing officer and

5:240-AP
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Actor

Action

requested a written recommendation, the Board may uphold,
modify, or reverse the hearing officer's recommendation. If the
teacher is not suspended, his or her personnel record shall be
expunged of any notices or material relating to the suspension.

If the Board’s suspension is not sustained following review by a trial
court: {1) ensure that the professional employee does not suffer the
loss of any salary or benefits by reason of the suspension, and (2)
assign the professional employee to a position substantially similar
to the one that the employee held prior to the suspension. 105 ILCS
5/24-12{d)(10).

Suspension With Pay

Actor

Action

Superintendent or
designee

1. Inform the professional employee of a proposed suspension
with pay by written or oral notice, which shall specify the
reasons for the suspension. If the netice is oral, give written
notice as soon as reasonable.

2. Meet with the employee before the proposed suspension to
discuss the reasons for the suspension. If the Superintendent or
designee cannot, for reasonable cause, meet with the employee
before the suspension, the Superintendent or designee shall
attempt such a meeting after the suspension begins.

3. Give the professional employee written confirmation of the
suspension as soon as reasenably possible.

Contact the Board Attorney for advice and assistance.

5:240-AP
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June 2021 6:100

Instruction

Using Animals in the Educational Program

Animals may be brought into school facilities for educational purposes according to procedures
developed by the Superintendent assuring: (a) the animal is appropriately housed, humanely cared for,
and properly handled, and (b) students will not be exposed to a dangerous animal or an unhealthy
environment.

Animal Experiments

Experiments on living animals are prohibited, however, behavior studies that do not impair an
animal’s health or safety are permissible.

Animal Dissection

The dissection of dead animals or parts of dead animals shall be allowed in the classroom only when
the dissection exercise contributes to or is a part of an illustration of pertinent study materials. All
dissection of animals shall be confined to the classroom and must comply with the School Code.

Students who object to performing, participating in, or observing the dissection of animals are
excused from classroom attendance without penalty during times when such activities are taking
place. No student will be penalized or disciplined for refusing to perform, participate in, or observe a
dissection. The Superintendent or designee shall inform students oft (1) their right to refrain from
performing, participating in, or observing dissection, and (2} which courses contain a dissection unit
and which of those courses offers an alternative project.

LEGAL REF. 105 ILCS 5/2-3.122, 5/27-14, and 112/,
CROSS REF 6:40 (Curriculum Development)
6:100 Page 1 of 1
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June 2021 6:100-AP
Instruction
Administrative Procedure - Dissection of Animals
Actor Action Time
Curriculum Director |ldentifies: (1) which, if any, courses contain a Throughout the

dissection project, and (2) the available alternative
projects. Reports this information to the Building
Principal.

“Dissection” includes cutting, killing, preserving,
or mounting of living or dead animals or animal
parts for scientific study; it does not include the
cutting, preserving, or mounting of; {1) meat or
other animal products that have been processed
for use as food or in the preparation of food, or
(2) wool, silk, glue, or other commaercial or artistic
products derived from animals. 105 ILCS 112/10.

Students who object to performing, participating
in, or observing a dissection must be excused
from classroom attendance without penalty. 105
ILCS 112/25.

curriculum
development process

Building Principal

Ensures that course descriptions indicate which
courses contain a dissection unit. For such courses,
indicates that objecting students have the right to

refrain, and the availability, if any, of an alternative.

ISBE guidelines for notifying students, parents,
administrators, and teachers are available at:
www.isbe.net/Documents/alternatives dissectio
n_2000.pdf#search=dissection.

Annually when course
offerings and
descriptions are
distributed to students

Guidance Counselors

Reminds objecting students to check the

Whenever a student

6:100-AP1
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and Teachers expectations and requirements of the post- may choose between

secondary schools that they may be interested in dissection and an
attending. 105 ILCS 112/20{b). alternative program
Students if dissection is objectionable, asks the teacher to be |Within the first 10

excused from the dissection project and requests an |days of the course, if
alternative project. possible

All Staff Members Do not penalize or discriminate against a studentin  |Continuously
any way for refusing to perform, participate in, or
ohserve dissection. 105 L.CS 11.2/25.

6:100-AP1 Page 2 of 2
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June 2021 6:100-E1

Instruction

Exhibit - Guidelines and Application for Using Animals in School Facilities for
Educational Purposes

To be submitted to the Building Principal

This application must be approved before an animal may be brought into any school facility.
Animals may be brought into the classroom or learning center for educational purposes, provided: 1)
prior permission is received from both the supervising teacher and the Building Principal or designee;
and 2) the following Guidelines for Using Animals in School Facilities are agreed to by the applicant,
supervising teacher, and/or the animal owner.

Please print
Name and type of animal School facility
Materials (i.e., cages, carriers, food, etc.) Date(s) requested

Educational purpose
Guidelines for Using Animals in School Facilities

Prohibited Animals

The following animals are prohibited in school facilities:

1. Inherently dangerous animals (e.g., lions, tigers, cougars, and bears)

2. Nonhuman primates (e.g., monkeys and apes)

3. Mammals at high-risk for transmitting rabies (e.g., bats, raccoons, skunks, foxes, and
coyotes)

4. Aggressive or unpredictable animals, wild or domestic

5. Stray animals with unknown health and vaccination history

6. Venomous or toxin-producing animals (e.g., certain spiders, insects, reptiles, and amphibians)

Vaccination Requirements

Prior to bringing certain animals into school facilities, current health records and/or proof of current
vaccination is required as follows:

1. Cats — A health certificate signed by a licensed veterinarian showing proof of current
vaccination against feline distemiper/upper respiratory vaccine (FVRCP), feline leukemia,
feline chlamydiosis, and rabies; and proof of a negative fecal exam or successful treatment
for internal parasites within the past six months.

2. Dogs — A health certificate signed by a licensed veterinarian showing proof of current
vaccination against canine distemper, hepatitis, leptospirosis, canine parainfluenza (CPIV),
parovirus, Bordatella, and rabies; and proof of a negative fecal exam or successful treatment
for internal parasites within the past six months.

3. Ferrets — A health certificate signed by a licensed veterinarian showing proof of current
vaccination against rabies; and proof of a negative fecal exam or successful treatment for

6:100-E1 Page 1 of 4
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4.

internal parasites within the past six months.
Psittacine Birds — Proof of treatment or negative test results for psittacosis (avian
chlamydiosis).

General Guidelines

To protect students and staff from zoonotic diseases, the following guidelines apply to animals
brought into school facilities for educational purposes:

1.

e o

10.
11.

12.

The Building Principal or designee must approve all animals brought into school facilities.
Animals must be clean and free of intestinal parasites, fleas, ticks, and mites.

Students must be supervised by District staff during all human-animal contact.

Animals should be handled humanely.

Animals should be displayed in enclosed cages or under appropriate restraint (e.g., leash).
Animals may not roam free, fly free or have contact with wild animals.

No animals are allowed in areas where food or drink is prepared or consumed.

Food for animals must be stored in air-tight, closed contains (preferably hard plastic) to
prevent spills and attracting nuisance animals and/or insects.

Anyone handling animals must wash his/her hands thoroughly with warm water and soap
afterwards. Hand sanitizer may not be used as a substitute for soap and water.

Areas where animals have been present must be cleaned and disinfected by District staff.

Animal waste must be appropriately disposed of by a District staff member (e.g., using
disposable plastic gloves and plastic bags). Under no circumstances are students allowed
to clean cages/aquariums or handle animal waste.

The supervising teacher must:

A. Consult with parent(s)/guardian(s) to determine any special considerations needed for
students who are immunocompromised or have allergies, asthma, or other health
concerns; and

B. Complete and issue the Student Permission for Exposure to Animal(s) form to the
parent(s)/guardian(s) of all students who will be exposed to the animal(s).

13. A responsibie adult must accompany all animal visits into school facilities.

Procedures for the Housing, Care and Handling of Specific Animals

1. Dogs — All dogs must be housebroken.

2. Farm animals — Due to the risk of E. coli O157:H7, Salmonella, Campylobacter, and
Cryptosporidium, these animals are not appropriate unless meticulous attention to personal
hygiene can be assured.

3. Ferrets — Ferrets bite when startled, therefore students should not handle ferrets in the
classroom. Students under the age of five are prohibited from having contact with these
animals.

4. Fish — Use disposable gloves when cleaning aquariums. Do not dispose of aquarium water in
sinks used for food preparation or for obtaining drinking water.

5. Hamsters, Guinea pigs, and Gerbils — Due to the risk of Salmonella bacteria and
Lymphocytic choriomeningitis virus, special care must be taken when students handle these

6:100-E1 Page 2 of 4

©2021 Policy Reference Education Subscription Service
lllinois Association of School Boards, All Rights Reserved.
Please review this material with your school board attorney before use.




animals. Students under the age of five are prohibited from having contact with these
animals.

6. Psittacine Birds — Because these birds (e.g., parrots, parakeets, budgies, and cockatiels) can
carry disease, students are prohibited from handling them. Staff members should clean cages
when students are not present.

7. Reptiles and Amphibians — Due to the risk of Salmonella bacteria, special precautions must
be taken when students handie these animals. Students under the age of five are prohibited
from having contact with these animals.

Animal-Related Injuries

If an animal bites, scratches, or otherwise injures someone at school and the skin is pierced, the
Building Principal or designee will ensure:

1. The teacher immediately reports the incident to the Building Principal or designee and school
nurse;

2. If necessary, the school nurse notifies public health authorities;
3. The school nurse notifies the student’s parent(s)/guardian(s); and

4. An incident/accident report is completed by the staff member responsible at the time of the
injury and forwarded to the school nurse.

Additional Applicant, Supervising Teacher, and Animal Owner Responsibilities

1. Applicant responsibilities:

A. The applicant must have a plan that assures the animal is appropriately housed, humanely
cared for, and properly handled.

B. The applicant must submit health records and/or proof of current vaccination as set forth
in these Guidelines for Using Animals in School Facilities.

C. Animals are not to be transported on school buses.
2. Supervising teacher and/or facility staff responsibilities:

A. The supervising teacher signing the application must assume primary responsibility for
the animal.

B. Only the teacher or students designated by the teacher are to handle the animals.

C. If animals are to be kept in the classroom on days when classes are not in session, the
teacher must make arrangements for their care and safety.

3. Animal owner’s responsibilities:

A. The animal’s owner agrees to hold the District, its employees, agents, and assigns
harmless for any injury to, including death of, the animal.

B. The animal’s owner, if different from the person making the application, must sign below
demonstrating that he or she granted permission for the animal to come into the
classroom and agrees to the conditions set forth in this application.

6:100-E1 Page 3 of 4
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I agree to abide by the Guidelines for Using Animals in School Facifities ontlined above in this
application.

Applicant (please print) Telephone number
Address
Applicant’s signature Date

Supervising teacher (please prini)

Supervising teacher’s signature Date

Animal owner’s name if different from applicant (please print)

Animal owner’s signature Date

The Building Principal will base his or her decision on the information being provided in this
application as well as other criteria deemed important. Note to Building Principal or designee. after
approving or denying this application, return a copy of it to the applicant and keep the original in the
school office.

(] Approved [] Denied
Building Principal or designee’s signature Date
6:100-E1 Page 4 of 4
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June 2021 6:100-E2

Instruction

Exhibhit - Student Permission for Exposure to Animals

To be used when animal(s) are brought into the classroom or learning center fov educational
purposes.

Student: Grade/Teacher:
Dear Parent(s)/Guardian(s):

As allergies, asthma, immune challenges, and/or other health needs may make animal contact
inappropriate for some students, District guidelines require prior parent/gnardian permission for
student contact with animal(s) in school.

On {insert date) , the following animal(s) will visit my classroom for educational purposes:
[]Cat []Bird [ 1 Ferret [ ] Guinea Pig
(1 Pog [ ] Rabbit [} Hamster  [] Reptile or amphibian
[ I Rat [ ] Mouse [7] Gerbil [ ] Other

The following animals are prohibited in schools: venomous or toxin-producing animals {e.g., certain
spiders, insects, reptiles, and amphibians), wild or exotic animals, mammals at high-risk for
transmifting rabies (e.g., bats, raccoons, skunks, foxes, and coyotes), non-human primates, stray
animals, or aggressive/unpredictable animals.

The Building Principal or designee will ensure that the District’s Guidelines for Using Animals in
School Facilities are followed. You may find these Guidelines in the school office. T will also
supervise the entire student-animal contact session, have a clean and disinfected area for showing the
animal(s), not allow food or drink in the animal showing area, and appropriately dispose of animal
waste. Under no circumstances are students allowed to ciean cages or handle animal waste.

Please complete and return this form to me by (insert date) . If you have any questions
or concerns, please feel free to contact me at (insert contact information)

To Be Completed by Parent/Guardian:

[] 1 do permit my child identified above to be exposed to the animal(s) listed above. I further agree
to indemnify and hold harmless the School District and its employees and agents against any
claims, except a claim based on willful and wanton conduct, arising out of my child’s exposure to
the antmal(s) listed above.

(] 1 do not permit my child identified above to be exposed to the animal(s) listed above. I
understand that when the animal(s) listed above are present, my child will be excused from
classroom attendance without penalty and given an alternative educational activity.

Parent/Guardian Name (please print)

Parent/Guardian Signature Date

6:100-E2 Page 1 of 1
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June 2021 6:120-AP4

Instruction

Administrative Procedure - Care of Students with Diabetes

The . Council of School Attorneys prepared material for implementing the Care of Students with
Diabetes Act {105 ILCS 145/). This material includes:

1. Sample procedures for the care of students with diabetes

2. Answers to FAQs on: Process for selecting a Delegated Care Aide; Training; Developing a
diabetes care plan; Classroom management; and Sample Authorization, Release, and
Acknowledgement

The material is posted on the IASB website at: fash.com/law/diabmats.cfim.

school officials should periodically check the IASB website for updates to the material that are made
in response to legislation or other developments.
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June 2021 6:145

Instruction

Migrant Students

The Superintendent will develop and implement a program to address the needs of migrant children in
the District in accordance with federal law.

This program will:
1. Identify migrant students and assess their educational and related health and social needs.

2. Provide a full range of services to migrant students through appropriate local, State, and
federal educational programs, including applicable Title I programs, special education, gifted
education, vocational education, language programs, counseling programs, and elective
classes.

3. Provide migrant children with {full and appropriate opportunities to meet the same challenging
State academic standards that all children are expected to meet.

4, Provide, to the extent feasible:

a. Advocacy and outreach programs to migrant children and their families, including
helping such children and families gain access to other education, health, nutrition, and
social services,

b. Professional development programs, including mentoring, for District staff,
c. Family literacy programs,
d. The integration of information technology into educational and related programs, and

e. Programs to facilitate the transition of secondary school students to postsecondary
education or employment.

5. Provide programs, activities, and procedures for the engagement of parents/guardians and
family members of migrant students in an understandable format and language.

Migrant Education Program for Parent/Guardian and Family Member Engagement

Parents/guardians and family members of migrant students will be invelved in and regularly
consulted about the development, implementation, operation, and evaluation of the migrant program.

Parents/guardians and family members of migrant students will receive instruction regarding their
role in improving the academic achievement of their children.

LEGAL REF.: 20U.5.C. §6318.
20 U.S.C. §6391] et seq., Education of Migratory Children.
34 C.F.R. §200.81 et seq.

CROSS REF.: 6:170 (Title I Programs)
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June 2021 6:160

Instruction

English Learners

The District offers opportunities for resident English Learners to achieve at high levels in academic
subjects and to meet the same challenging State academic standards that all children are expected to
meet. The Superintendent or designee shall develop and maintain a program for English Learners that
will:

1. Assist all English Learners to achieve English proficiency, facilitate effective communication
in English, and encourage their full participation in school activities and programs as well as
promote participation by the parents/guardians of English Learners.

2. Appropriately identify students with limited English language proficiency.

3. Comply with State law regarding the Transitional Bilingual Educational Program (TBE) or
Transitional Program of Instruction (TPI), whichever is applicable.

4. Comply with any applicable State and federal requirements for the receipt of grant money for
English Learners and programs to serve them,

5. Determine the appropriate instructional program and environment for English Learners.

6. Annually assess the English proficiency of English Learners and monitor their progress in
order to determine their readiness for a mainstream classroom environment.

7. Include English Learners, to the extent required by State and federal law, in the District’s
student assessment program to measure their achievement in reading/language arts and
mathematics.

8. Provide information to the parents/guardians of English Learners about: (a) the reasons for
their child’s identification, (b) their child’s level of English proficiency, (c) the method of
instruction to be used, (d) how the program will meet their child’s needs, () how the program
will specifically help their child learn English and meet age-appropriate academic
achievement standards for grade promotion and graduation, (f) specific exit requirements of
the program, (g) how the program will meet their child’s individualized education program, if
applicable, and (h) information on parent/guardian rights, Parents/guardians will be regularly
apprised of their child’s progress and involvement will be encouraged.

Parent Involvement

Parents/guardians of English Learners will be informed how they can: (1) be involved in the
education of their children; (2) be active participants in assisting their children to attain English
proficiency, achicve at high levels within a well-rounded education, and meet the challenging State
academic standards expected of all students; and (3) participate and serve on the District’s
Transitional Bilingual Education Programs Parent Advisory Committee.
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LEGAL REF. 20 U.58.C. §§6312, 6314, 6315, and 6318,
20 U.S.C. §6801 et seq.
34 C.F.R. Part 200.
105 ILCS 5/14C-1 et seq.
23 llL. Admin.Code Part 228,

CROSS REF.: 6:15 (School Accountability), 6:170 (Title I Programs), 6:340 (Student Testing
and Assessment Program) ’
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June 2021 6:170

Instruction

Title | Programs

The Superintendent or designee shall pursue funding under Title I, Improving the Academic
Achievement of the Disadvantaged, of the Elementary and Secondary Education Act, to supplement
instructional services and activities in order to improve the educational opportunities of educationally
disadvantaged or deprived children.

All District schools, regardless of whether they receive Title I funds, shall provide services that, taken
as a whole, are substantially comparable. Teachers, administrators, and other staff shall be assigned to
schools in a manner that ensures equivalency among the District’s schools. Curriculum materials and
instructional supplies shall be provided in a manner that ensures equivalency among the District’s
schools.

Title I Parent and Family Engagement

The District maintains programs, activities, and procedures for the engagement of parents/guardians
and families of students receiving services, or enrolled in programs, under Title 1. These programs,
activities, and procedures are described in District-level and Schooi-level compacts.

District-Level Parent and Family Engacement Compact

The Superintendent or designee shall develop a District-Level Parent and Family Engagement
Compact according to Title 1 requirements. The District-Level Parent and Family Engagement
Compact shall contain: (1) the District’s expectations for parent and family engagement, (2)
specific strategies for effective parent and family engagement activities to improve student
academic achievement and school performance, and (3) other provisions as required by federal
law. The Superintendent or designee shall ensure that the Compact is distributed to
parents/guardians of students receiving services, or enrolled in programs, under Title 1.

School-Level Parent and Family Engagement Compact

Each Building Principal or designee shall develop a School-Level Paremt and Family
Engagement Compact according to Title I requirements. This School-Level Parent and Family
Engagement Compact shall contain: (1) a process for continually involving parents/guardians in
its development and implementation, (2) how parents/guardians, the entire school staff, and
students share the responsibility for improved student academic achievement, (3) the means by
which the school and parents/guardians build and develop a partnership to help children achieve
the State’s high standards, and (4) other provisions as required by federal law. Each Building
Principal or designee shall ensure that the Compact is distributed to parents/guardians of students
receiving services, or enrolled in programs, under Title L.
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Incorporated
by Reference: 6:170-AP1, E1 (District-Level Parent and Family Engagement Compact) and

6:170-AP1, E2 (School-Level Parent and Family Engagement Compact)

LEGAL REF.: Title I of the Elementary and Secondary Education Act, 20 U.S.C. §6301-6514,

CROSS REF.: 2:260 (Uniform Grievance Procedure), 4:110 (Transportation), 5:190 (Teacher
Qualifications), 5:280 (Duties and Qualifications), 6:15 {School Accountability),
6:140 (Education of Homeless Children), 6:145 (Migrant Students), 6:160
(English Learners), 7:10 (Equal Educational Opportunities), 7:30 (Student
Assignment), 7:60 (Residence), 7:100 (Health, Eye, and Dental Examinations;
Immunizations; and Exclusion of Students), 8:95 (Parental Involvement)
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June 2021 6:170-AP1

Instruction

Administrative Procedure - Checklist for Development, Implementation, and

Maintenance of Parent and Family Engagement Compacts for Title | Programs

The development, implementation, and maintenance of parent/guardian and family engagement
compacts must be accomplished with meaningful consultation with parents/guardians of children
participating in Title | programs. The Superintendent designhates a person to be responsible for the

process of obtaining meaningful consultation. This checklist includes some measures designed to

encourage meaningful consultation.

This is an annual checklist. Check steps as completed.

[1 Plan regular meetings throughout the school year with parents/guardians to discuss the District
and/or school compacts; identify dates and convenient times, places, and persons whose

attendance is desired. Offer meetings in the morning or evening, and, if funds are available
under Title | for this purpose, provide transportation, childcare, or home visits, as such services

relate to parent/guardian involvement.

L] Plan an agenda for meetings to be held to discuss District and/or school compacts.

Always begin with “introducing where we are now” and end with “next steps.”

Agendas should provide for two-way communication between District and
parents/guardians of children participating in Title | programs.

Agendas can be built around the federal compliance requirements as stated in the IASB
samptle district- and school-level compacts.

Agendas should also include a section to inform parents/guardians of their school’s
participation under Title | and to explain Title I's requirements regarding parent/guardian
involvement, including the right of the parents/guardians to be involved.

Agendas should also include a section to describe and explain the curriculum in use at the
school, the forms of academic assessment used to measure student progress, and the
achievement levels of challenging State academic standards.

6:170-AP1 ‘ Page 1 of 3
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s |If requested by a parent/guardian, agendas should also include a section for
parents/guardians to formulate suggestions and to participate, as appropriate, in decisions
relating to their children’s education.

+ Agendas should also include a section to involve parents/guardians in the planning, review,
and improvement of Title 1 programs, including the joint development of the schoolwide
program plan under 20 U.S.C. §6314{b)(2).

e Another agenda topic is how funds are allotted for parent/guardian involvement in
activities; parents/guardians of children receiving services must be involved in these
decisions.

Notify interested persons of meeting dates to discuss the District and/or school compacts,
including:
L1 Parents/guardians of students’ participating in Title | programs
Staff members
Students participating in Title | programs
School Board members

Media

N I O R N

Coordinators for other school programs, e.g., Head Start and preschool programs

] Other

Publicize the meeting dates, times, and locations to discuss District and/or school compacts.

Make all Open Meetings Act notifications and postings for meetings to be held to discuss District
and/or school compacts. Note: it is wise to assume these meetings will be in open session if
Board members are expected to attend or if the meetings are conducted by a Board-appointed
committee.

Appoint a recording secretary to keep meeting minutes.

Provide copies of working drafts to parents/guardians in an understandable and uniform format
and, to the extent practicable, in a language the parents/guardians can understand.

Determine success indicators ta measure the effectiveness of the parent and family engagement
compacts in improving the academic achievement.

Review the success indicators in order to evaluate the effectiveness of the parent and family
engagement compacts in improving the academic achievement. '
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Ll Identify:

[1 Barriers to greater participation by parents/guardians, with particular attention to
parents/guardians who are economically disadvantaged, are disabled, have limited English
proficiency, have limited literacy, or are of any racial or ethnic minority background;

[ The needs of parents/guardians and family members to assist with the learning of their
children, including engaging with school personnel and teachers; and

[1 Strategies to support successful school and family interactions.

Use the findings of such evaluation to design evidence-based strategies for more effective
parent/guardian involvement.

(1 If the schoolwide program plan under 20 US.C. §6314(b){2) is not satisfactory to the
parents/guardians of participating children, submit any parents/guardians comments on the
plan when the school makes the plan available to the Board.

[1 Provide status reports to the Board and, periodically, submit updated parent and family
engagement compacts to the Board.

{1 Revise the applicable parent and family engagement compacts as necessary.

6:170-AP1 Page 3 0of 3
©2021 Policy Reference Education Subscription Service
Hinois Association of School Boards. All Rights Reserved.

Please review this material with your school board attoraey before use.



June 2021 6:170-AP1, E1

Instruction

Exhibit - District-Level Parent and Family Engagement Compact

This District-level Compact provides an understanding of the joint responsibility of the District and
parents/guardians and family members to improve students’ academic achievement and school
performance. To that end, the District provides opportunities for parent/guardian and family
engagement at the District level as follows:

1. The District involves parents/guardians and family members in the joint development of the
District’s plan to help low-achieving children meet challenging achievement and academic
standards (20 U.S.C. §6312}, and the development of comprehensive and targeted support
and improvement plans {20 U.5.C. §§6311(d){(1), (2)} by:

e Establishing a District-level committee with parent/guardian liaisons from each building
as well as representatives from other relevant federal, State, and local programs.

+ Establishing meaningful, ongoing two-way communication between the District, staff
and parents/guardians.

s Developing a District newsletter to communicate to parents/guardians about the plan
and seek their input and participation.

o Training personnel on how to collaborate effectively with families with diverse
backgrounds that may impede parent/guardian participation, e.g., illiteracy or language
difficulty.

2. The District provides the coordination, technical assistance, and other support necessary to
assist and build the capacity of all participating scheols in planning and implementing
effective parent/guardian and family involvement activities to improve student academic
achievement and school performance by:

+ Providing ongoing District-level workshops to assist buildings in planning and
implementing improvement strategies.

» Establishing training programs for building liaisons to bring the communication and
facilitation skills to the buildings they represent.
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Providing information to parents/guardians about the various assessment tools and
instruments that will be developed to monitor progress.

» Seeking input from parents/guardians in developing workshops.

* Providing ongoing communication about the District-wide committee through District
newsletters or other written or electronically communicated means.

s Engaging the building parent organizations to actively seek out and invoive
parents/guardians through regular communication updates and information sessions.

+ Utilizing parent organizations to assist in identifying effective communication strategies
based on their members’ needs.

+ Providing a master calendar of District meetings to discuss pertinent topics.

s Allowing meaningful consultation with employers, business leaders, and philanthropic
organizations, or individuals with expertise in effectively engaging parents/guardians
and family members in education.

3. The District coordinates and integrates parent/guardian and family engagement strategies
under this Compact, to the extent feasible and appropriate, with engagement strategies
under other relevant federal, State and local programs by:

« Involving District and program representatives to assist in identifying specific population
needs.

¢ Sharing data from other programs to assist in developing new initiatives to improve
academic achievement and school improvement.

4. The District conducts, with the meaningful involvement of parents/guardians and family
members, an annual evaluation of the content and effectiveness of the parent/guardian and
family engagement policy in improving the academic quality of the schools served under
Title 1, including identifying: (a) barriers to greater participation by parents/guardians in
activities authorized by 20 U.S.C. §6318 {with particular attention to parents/guardians who
are economically disadvantaged, are disabled, have limited English proficiency, have limited
literacy, or are of any racial or ethnic minority background); (b) the needs of
parents/guardians and family members to assist with the learning of their children, including
engaging with school personnel and teachers; and {c) strategies to support successful school
and family interactions. The District then uses the findings of such evaluation to design
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evidence-based strategies for more effective parent/guardian involvement, and to revise, if

necessary, its District-level parents/guardians and family engagement policies. The District

does these activities by:

e Evaluating the effectiveness of the content and communication methads through a
variety of means, including: focus groups, surveys, workshops, and informal coffees with
District and building administrative staff, parents/guardians, and teachers.

» |dentifying barriers to effective evaluation by language support or other assistance as
needed.

* |dentifying potential policy and compact changes to revise and improve program(s).

5. The District involves parents/guardians in the activities of the schools served under Title |
by:
* Providing communication and calendar information to parents/guardians of upcoming
meetings, discussions or events and encouraging their participation.

¢ Providing Building Principal and parent organizations coordination of events.

* Establishing a parent advisory committee comprised of a sufficient number and
representative group of parents/guardians or family membhers to adequately represent
the needs of the District’s population for the purposes of developing, revising, and
reviewing the parent and family engagement policy. Note: 20 U.S.C. §6318{a}{(2){F) uses
the phrase parent-advisory board but this exhibit uses the phrase parent advisory
committee to align with 2:150-AP, Superintendent Committees, which contains a
subhead entitled Title | Parent Advisory Committee.
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June 2021 6:170-AP1, E2

Instruction

Exhibit - School-l.evel Parent and Family Engagement Compact

This school-level parent and family engagement compact provides an understanding of the joint
responsibility of the District and parents/guardians for improving student academic achievement
and school performance. The District provides opportunities for parent/guardian involvement at the

school level hy:

Parent/Guardian Involvement

L

Convening an annual meeting, at a convenient time, to which all parents/guardians of
participating children are invited and encouraged to attend, to inform parents/guardians of their
school’s participation under Title | and to explain the requirements of Title [, and the right of the
parents/guardians to be involved. The Building Principal or designee shall:

s Invite all parents/guardians of participating children to the annual meeting at school.
e Explain the rights of parents/guardians to be involved in establishing this compact.
* Introduce and involve the building representatives on the District-level committee.

¢ Provide an overview of Title | and give parents/guardians an opportunity to express
guestions and concerns.

s . Indicate the mechanisms by which the committee work will be communicated.
¢ Seek the involvement and input of parents/guardians.

s Provide child care so that all parents/guardians who would otherwise be unable to attend
may attend.

Offering a flexible number of meetings, such as meetings in the morning or evening, and may
provide, with funds provided by the relevant provision in Title |, transportation, child care, or
home visits, as such services relate to parental involvement. The Building Principal or designee
shall:
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* Provide parents/guardians with opportunities to ask guestions and dialogue informalily
about student academic achievement and school performance.

s Engage building-based parent organizations to assist with communication and
implementation needs.

* Develop and use outreach programs to involve community groups and organizations.

3. Involving parents/guardians in an organized, ongoing, and timely way, in the planning, review,
and improvement of programs under Title I, including the planning, review, and improvement of
the school parent and family engagement policy and the joint development of the school-wide
program plan {under 20 U.5.C. §6314({b}{2}, except that if a school has in place a process for
involving parents/guardians in the joint planning and design of the school’s programs, the school
may use that process, if such process includes an adequate representation of parents/guardians
of participating children. The Building Principal or designee shall:

s ldentify and establish a process by which an adequate representation of parents/guardians
of participating children can occur.

e Establish a schedule for the building-based committee to plan, review, and recommend
improvements to the District parent involvement policy.

4. The Building Principal or designee shall;
s  Provide parents/guardians of participating children timely information about programs.

¢ Communicate updates through use of school newsletters, the District website, email and
telephone contact, and home visits if needed.

5. The Building Principal or designee will provide a description and explanation of the curricuium in
use ai the school, the forms of academic assessment used to measure student progress, and the
achievement levels of challenging State academic standards.

6. The Building Principal or designee shall:

* Provide parents/guardians, upon request, opportunities for regular meetings to formulate
suggestions and to participate, as appropriate, in decisions relating to the education of their
children, and respond to any suggestions as soon as practicably possible.

» [Develop a feedback loop for parents/guardians to ask questions and receive follow-up.
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7. If the school-wide plan under 20 U.S.C. §6314{b} is not satisfactory to the parents/guardians of
participating children, the Building Principal or designee shalk:

e Submit any parent/guardian comments on the plan when the school makes the plan
available to the School Board.

¢ Provide a process for parents/guardians to express concerns and complaints.

Shared Responsibilities for High Student Academic Achievement

1. The School is responsible for providing a high-quality curriculum and instruction in a supportive
and effective learning environment that enables the children served under Title | to meet the
State’s challenging academic standards. Each parent/guardian s responsible for supporting their
children’s learning by:

o Volunteering in their child's classroom.

e Participating, as appropriate, in decisions relating to their children’s education and positive
use of extracurricular time.

2. Communication between teachers and parents/guardians occurs on an ongoing basis through:

s Parent-teacher conferences in elementary schools, at least annually, during which the
compact shall be discussed as the compact relates to the individual child’s achievements.

e Frequent reports to parents/guardians on their child’s progress.

s Reasonable access to staff, opportunities to volunteer and participate in their child’s class,
and observation of classroom activities.

s Ensuring regular two-way, meaningful communication between family members and school
staff, and, to the extent practicable, in a language that family members can understand.

Building Capacity for Involvement

To ensure effective involvement of parents/guardians and to support a partnership among the
school’s involved, each school shall:

¢ Provide assistance to parents/guardians in understanding the challenging State academic
standards, State and local academic assessments, and how to monitor a child’s progress and
work with educators to improve the achievement of their children.
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e Provide materials and training, such as, literacy and technology {including education about
the harms of copyright piracy), to help parents/guardians work with their children to
improve their children’s achievement.

¢ Educate teachers, instructional support personnel, principals, other school leaders, and
other staff, with the assistance of parents/guardians, in: a) the value and utility of
contributions of parents/guardians; and b) how to effectively communicate and work with
parents/guardians as equal partners, implement and coordinate parent/guardian programs,
and build ties between parents/guardians and the school.

s To the extent feasible and appropriate, coordinate and integrate parent/guardian
involvement programs and activities with other federal, State and local programs, including
public preschool programs, and conduct other activities, such as parent/guardian resource
centers, that encourage and support parents/guardians in more fully participating in their
children’s education,

s Ensure that information is sent to the parents/guardians of participating children in a format
and, to the extent practicable, in a language that parents/guardians can understand.

¢ Provide such other reasonable support for parental involvement activities under this section
as parents/guardians may request.

In addition, each school may:

¢ [nvolve parents/guardians in the development of training for teachers, Building Principals,
and other educators to improve the effectiveness of such training.

e Provide necessary literacy training from funds provided by the relevant provision in Title | if
the District has exhausted all other reasonably available sources of funding for such training.

e Pay reasonable and necessary expenses associated with local parental involvement
activities, including transportation and child care costs to enable parents/guardians to
participate in school-related meetings and training sessions.

e Train parents/guardians to encourage and enhance the involvement of other

parents/guardians.

e Arrange school meetings at a variety of times, or conduct in-home conferences between
teachers and other educators, in order to maximize parental involvement and participation.
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¢ Adopt and implement model approaches to improving parental involvement.

» Establish a District-wide parent advisory committee to provide advice on all matters related
to parental involvement in supported programs. Note: 20 U.S.C. §6318(e}{12) uses the
phrase parent advisory council but this exhibit uses the phrase parent advisory committee to
align with 2:150-AP, Superintendent Committees, which contains a subhead entitled Title |
Parent Advisory Committee.

* Develop appropriate roles for community-based organizations and businesses in
parent/guardian involvement activities.

Accessibility

n carrying out the parental involvement requirements of this compact, the school, to the extent
practicable, will provide opportunities for the informed participation of parents/guardians and
family members {including those with limited English proficiency, with disabilities, and migratory
children),
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including providing information and school reports in a format and, to the extent practicable, in a
language such parents/guardians understand.
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June 2021 6:170-AP2

Instruction

Administrative Procedure - Notice to Parents Required by Elementary and Secondary
Education, McKinney-Vento Homeless Assistance, and Protection of Pupil Rights
Laws

The Elementary and Secondary Education Act (ESEA), McKinney-Vento Homeless Assistance Act
{McKinney-Vento), and Protection of Pupil Rights Amendment (PPRA) mandate that schools
receiving federal funds provide parents/guardians with information and notices in an
understandable and uniform format and, to the extent practicable, in a language that the parents
can understand. This procedure contains the key notifications that districts and schools must
provide to the parents/guardians of students. The legal references are provided at the end of the
procedure. The only notices applying to districts that do not receive Title | funds are those regarding
student privacy. In addition, see:

e ISBE's Frequently Asked Questions regarding the Every Student Succeeds Act (ESSA),
published 8-12-16, at: www.ishe.net/Documents/ESSA-fag.pdf.

* US. Department of Education’s Frequently Asked Questions regarding Transitioning to
the Every Student Succeeds Act (ESSA), updated 1-18-17, at:

https://oese.ed.gov/files/2020/02 fessatransitionfaqs11817.pdf.

I.  Improving Basic Programs Operated by Local Educational Agencies

The following information must be provided to parents in an understandable and uniform
format and, to the extent practicable, in a language the parents can understand.

1. Annual report cards. Districts must disseminate an annual report card that includes
information on the District as a whole and each school served by the District, with aggregate
and disaggregated information for each required subgroup of students including: (a) student
achievement on academic assessments (designated by category), (b} graduation rates,
district performance, teacher gualifications, and {c) other information required by 20 U.S.C.
§6311(h)(2}{C). See 6:170-AP2, E1 District Annual Report Card Required by Every Student
Succeeds Act (ESSA}.

The District’s annual report card shall be: (a) concise, {b) presented in an understandable
and uniform format, and to the extent practicable, in a language that parents can
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understand, and (¢} accessible to the public, which includes placing it on the District’s
website or, if the District does not operate a website, providing it in another manner
determined by the District.

2. Teacher and paraprofessional qualifications. At the beginning of each school year, a school
district that receives funds under this part shall notify the parents of each student attending
any school receiving funds under this part that the parents may request, and the district will
provide the parents on request in a timely manner, information regarding the professional
gualifications of the student’s classrocom teachers, including, at a minimum, whether:

a. The teacher has met the State qualifications and licensing criteria for the grade levels
and subject areas in which the teacher provides instruction.

b. The teacher is teaching under emergency or other provisional status.
c. The teacher is teaching in the field of discipline of the certification of the teacher.

d. Paraprofessionals provide services to the student and, if so, their qualifications.

3. Student achievement. Districts must provide to parents information on the level of
academic achievement and growth of the parent’s child in each of the State academic
assessments.

4. Non-certificated/licensed teachers. Districts must provide parents timely notice that the
parent’s child has been assigned, or has been taught for four or more consecutive weeks by,
a teacher who does not meet applicable State certification or licensure requirements at the
grade level and subject area in which the teacher has been assigned.

5. Testing transparency. At the beginning of each school year, a school that receives funds
under this part shall notify the parents of each student attending any school receiving funds
under this part that the parents may request, and the district will provide the parents on
request in a timely manner, information regarding any State or Bistrict agency policy
regarding student participation in any assessments mandated by 20 U.S.C. §6311{b}(2} and
by the State or District, which shall include a policy, procedure, or parental right to opt the
child out of such assessment, where applicable.

in addition, the District shall make widely available through public means {including by
posting in a clear and easily accessible manner on the District’'s website and, where
practicable, on each school's website), information on each assessment required by the
State to comply with 20 U.S.C. §6311, other assessments required by the State, and (where
available and feasible to report} assessments required districtwide, including:
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The subject matter assessed;

The purpose for which the assessment is designed and used;
The source of the reguirement for the assessment; and
Where such information is available:

I. The amount of time students will spend taking the assessment, and the schedule for
the assessment; and

ii. The time and format for disseminating results.

II. English Learners

1. Language instruction educational programs. Districts must inform a parent of an English

learner identified for participation, or participating in, such a program of:

da.

b.

6:170-AP2

The reasons for their child being identified as an English learner;

Their child’s level of English proficiency, how such level was assessed, and the status of
the child’s academic achievement;

The instructional methods used in their child’s program and the instructional methods
used in other available programs;

How their child’s program will meet their child’s educational strengths and needs

How the program will help their child to learn English and meet age-appropriate
academic achievement standards for grade promotion and graduation;

Exit requirements for the program, including the expected rate of transition from such
program into classrooms not tailored for English learners and the expected rate of high
school graduation;

In the case of a child with a disability, how the program meets the objects of their child’s
individualized education program; and

Information regarding parental rights that includes written guidance:

i. Detailing parents’ right to immediately remove their child from the program upon
their request;

fi. Detailing parents’ options to decline enrollment in the program or to choose
another program or instructional method, if available; and

fil. Assisting parents in selecting among various programs and instruction methods, if
more than one program/method is offered.
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Parents shall be provided this information no later than 30 days after the beginning of the
school year or, for students identified as English learners during the school year, within the
first two weeks of the child’s placement in a language instruction educational program.

QOutreach. Each district shall implement an effective means of outreach to parents of English
learners to inform the parents regarding how they can be involved in their children’s
education, and be active participants in assisting their children to attain English proficiency,
achieve at high levels within a well-rounded education, and meet challenging State
academic standards expected of all students. In addition, the outreach shall include holding,
and sending notice of opportunities for, regular meetings for formulating and responding to
parent recommendations.

ifl. Parent and Family Engagement

1. Parent and family engagement policies. Parents and family members shall be notified of
the parent and family engagement policy in an understandable and uniform format and, to
the extent practicable, provided in a language the parents can understand. Such policy shall
be made available to the local community and updated periodically to meet the changing
needs of parents and the school.

2. Meeting and information. Each school shall:

a. Convene an annual meeting, at a convenient time, to which all parents of participating
children shall be invited and encouraged to attend, to inform parents of their school’s
participation, and to explain the requirements of this part, and the right of the parents
to he involved;

b. Offer a flexible number of meetings;

¢. Involve parents, in an organized, ongoing, and timely way, in the planning, review, and
improvement of programs including the planning, review, and improvements of the
school parent and family engagement policy and the joint development of the
schoolwide program plan under 20 U.S.C. §6314(b);

d. Provide parents of participating children:

» Timely information about programs under this part;

* A description and explanation of the curriculum in use at the school, the forms of
academic assessment used to measure student progress, and the achievement
levels of the challenging State academic standards; and
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e [frequested by parents, opportunities for regular meetings to formulate suggestions
and to participate, as appropriate, in decisions relating to the education of their
children, and respond to any such suggestions as soon as practicably possible.

e. If the schoolwide program plan under 20 U.S.C. §6314(b) is not satisfactory to the
- parents of participating children, submit any parent comments on the plan when the
school makes the plan available to the Board.

V. Education of Homeless Children and Youths

1. Notice of rights. The district shall provide written notice, at the time any homeless child or
youth seeks enrollment in such school, and at least twice annually while the child or youth is
enrolied in such school, to the parent/guardian of the child or youth {or, in the case of an
unaccompanied youth, the youth) that:

a. Shall be signed by the parent/guardian {or, in the case of an unaccompanied youth, the
youth);

h. Sets the general rights provided under this subtitle;

c. Specifically states;

s The choice of schools homeless children and youths are eligible to attend,

* That no homeless child or youth is required to attend a separate school for
homeless children or youths,

e That homeless children and youths shall be provided comparable services including
transportation services, educational services, and meals through school meals
programs;

e That homeless children and youths shouid not be stigmatized by school personnel;
and

» Includes contact information for the local liaison for hameless children and youths.

2. Assistance to unaccompanied youth. In the case of an unaccompanied homeless youth, the
district shall ensure that the homeless liaison assists in placement or enroilment decisions
under this subparagraph, considers the views of such unaccompanied youth, and provides
notice to such youth of the right to appeal.
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3. Public notice of rights. Each district shall ensure that public notice of the educational rights
of homeless children and youths is disseminated where such children and youths receive
services under this Act, such as schools, family sheiters, and soup kitchens.

V.  Student Privacy

1. Notice of privacy policy. The student privacy policies developed by a district shall provide
for reasonable notice of the adoption or continued use of such policies directly to the
parents of students enrolled in schools served by that district. At a minimum, the district
shali:

a. Provide such notice at least annually, at the beginning of the school year, and within a
reasonable period of time after any substantive change in such policies; and

b. Offer an opportunity for the parent to opt the student out of the activity.

2. Notification of specific events. Each district shall directly notify parents/guardians, at least
annually at the beginning of the school year, of the specific or approximate dates when
activities described in 20 U.S.C. §1232h{c){2)(C} are scheduled.

3. Notice of existing policy. All districts shall provide reasonable notice of such existing policies
to parents and guardians of students, e.g., “The School Board has adopted and continues to
use policies regarding student privacy, parental access to information, and administration of
certain physical examinations to minors. Copies of those policies are available on request.”
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LEGAL REF.:

6:170-AP2

I

L Elementary and Secondary Education Act
§6311(h)(2).

2. ESEA, 20 U.S.C. §6312(e)(1HA).

3. ESEA, 20 U.S.C. §6312{e}(1){BXi).

4, ESEA, 20 U.S.C. §6312(e){1){B){ii).

5. ESEA, 20 U.S.C. §6312{e}(2).

1. ESEA, 20 U.S.C. §6312(e){3)(A)}, (B).
2. ESEA, 20 U.5.C §6312({e}{3)(C).

1. ESEA, 20 U.S.C. §6318(b).

2. ESEA, 20 U.5.C. §6318(c).

1.

2. McKinney-Vento, 42 U.5.C. §11432(g)(3}(B){iii}.
3. McKinney-Vento, 42 U.5.C. §11432(g)(6}(A){vi).
1. Protection of Pupil Rights Amendment
§1232h(c}(2)(A).

2. PPRA, 20 U.S.C. §1232h(c)(2)(B).

3. PPRA, 20 U.S.C. §1232h(c)(3).

Please review this material with your school board attorney before use,

(ESEA),

20 U.S.C

McKinney-Vento Homeless Assistance Act (McKinney-Vento), 42
U.S.C. §11432{e)(3){C).
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June 2021

6:190-AP

Instruction

Administrative Procedure - Academic Eligibility for Participation in Extracurricular

Activities

Actor

Action

Building Principal

Include the minimum academic criteria for participation in the student
handbook.

Coach or Sponsor

Explain the minimum academic criteria for participation to student-
participants.

Student

In order to be eligible to participate, maintain an overall
grade point average,

Coach or Sponsor

Before allowing a student to join an extracurricular activity, ensure that the
student meets the academic criteria.

Building Principal
or designee

At the end of each grade-reporting period, arrange for all coaches and
sponsors to have access to their student-participants’ grades and grade
point averages.

Coach or Sponsor

At the end of each grade-reporting period, determine whether any
student(s) failed to meet the academic criteria.
For any student who fails to meet the academic criteria:

Determine how long the student will be suspended from the activity; explain
to the student the reason for the suspension; send a notice of the
suspension to the student’s parent(s)/guardian{s}.

For any student suspended for not meeting the academic criteria:

At the end of the suspension, determine whether the student now meets
the District’s academic criteria. If so, notify the student and the student’s
parent(s)/guardian(s} that the student is now eligible to participate. If the
student does not meet these criteria, notify the student’s
parent(s}/guardian(s) that the student will remain ineligible to participate
until the student meets the academic criteria.

6:190-AP
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June 2021 6:235

Instruction

Access to Electronic Nefworks

Electronic networks are a part of the District’s instructional program and serve fo promote
educational excellence by facilitating resource sharing, innovation, and communication.

The term electronic nerworks includes all of the District’s technology resources, including, but not
limited to:

1. The District’s local-area and wide-area networks, including wireless networks (Wi-F1),
District-issued Wi-Fi hotspots, and any District servers or other networking infrastructure;

2. Access to the Internet or other online resources via the District’s networks or to any District-
issued online account from any computer or device, regardless of location;

3. District-owned or District-issued computers, laptops, tablets, phones, or similar devices.

The Superintendent shall develop an implementation plan for this policy and appoint system
administrator(s).

The School District is not responsible for any information that may be lost or damaged, or become
unavailable when using the network, or for any information that is retrieved or transmitted via the
Internet. Furthermore, the District will not be responsible for any unauthorized charges or fees
resulting from access to the Internet.

Curriculum and Appropriate Online Behavior

The use of the District’s electronic networks shall: (1) be consistent with the curriculum adopted by
the District as well as the varied instructional needs, learning styles, abilities, and developmental
levels of the students, and (2) comply with the selection criteria for instructional materials and library
resource center materials. As required by federal law and Board policy 6:60, Curriculum Content,
students will be educated about appropriate online behavior, including but not limited to: (1)
interacting with other individuals on social networking websites and in chat rooms, and (2)
cyberbullying awareness and response. Staff members may, consistent with the Superintendent’s
implementation plan, use the Internet throughout the curriculum.

The District’s electronic network is part of the curriculum and is not a public forum for general use.

Acceptable Use

All use of the District’s electronic networks must be: (1) in support of education and/or research, and
be in furtherance of the goals stated herein, or (2) for a legitimate school business purpose. Use is a
privilege, not a right. Users of the District’s electronic networks have no expectation of privacy in any
material that is stored on, transmitted, or received via the District’s electronic networks. General rules
for behavior and communications apply when using electronic networks. The District’s administrative
procedure, Acceptable Use of the District’s Electronic Networks, contains the appropriate uses, ethics,
and protocol. Electronic communications and downloaded material, including files deleted from a
user’s account but not erased, may be monitored or read by school officials.
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Internet Safety

Technology protection measures shall be used on each District computer with Internet access. They
shall include a filtering device that protects against Internet access by both adults and minors to visual
depictions that are: (1) obscene, (2) pornographic, or (3) harmful or inappropriate for students, as
defined by federal law and as determined by the Superintendent or designee. The Superintendent or
designee shall enforce the use of such filtering devices. An administrator, supervisor, or other
authorized person may disable the filtering device for bona fide research or other lawful purpose,
provided the person receives prior permission from the Superintendent or system administrator. The
Superintendent or designee shall include measures in this policy’s implementation plan to address the
following:

1. Ensure staff supervision of student access to online electronic networks,

2. Restrict student access to inappropriate matter as well as restricting access to harmful
materials,

3. Ensure student and staff privacy, safety, and security when using electronic communications,
4. Restrict unauthorized access, including “hacking” and other unlawful activities, and

5. Restrict unauthorized disclosure, use, and dissemination of personal identification
information, such as, names and addresses.

Authorization for Electronic Network Access

Each staff member must sign the Authorization for Access to the District’s Electronic Networks as a
condition for using the District’s electronic network. Fach student and his or her parent(s)/guardian(s)
must sign the Authorization before being granted unsupervised use.

Confidentiality

All users of the District’s computers to access the Internet shall maintain the confidentiality of student
records. Reasonable measures to protect against unreasonable access shall be taken before
confidential student information is loaded onto the network.

Violations

The failure of any user to follow the terms of the District’s administrative procedure, Acceptable Use
of the District’s Elecironic Networks, or this policy, will result in the loss of privileges, disciplinary
action, and/or appropriate legal action.
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LEGAL REF.:

CROSS REF.:

ADMIN. PROC.:

6:235

20 U.8.C. §7131, Elementary and Secondary Education Act.

47 U.S.C. §254(h) and (1), Children’s Internet Protection Act.

47 C.F.R. Part 54, Subpart F, Universal Service Support for Schools and Libraries.
P15 TILCS 5/14{c-5}, Il. Educational Labor Relations Act.

720 ILCS 5/26.5.

5:100 (Staff Development Program), 5:170 (Copyright), 6:40 {Curriculum
Development), 6:60 (Curriculum Content), 6:210 (Instructional Materials), 6:220
(Bring Your Own Technology (BYOT) Program; Responsible Use and Conduct),
6:230 (Library Media Program), 6:260 {Complaints About Curriculum,
Instructional Materials, and Programs), 7:130 (Student Rights and
Responsibilities), 7:190 (Student Behavior), 7:310 (Restrictions on Publications;
Elementary Schools), 7:315 (Restrictions on Publications; High Schools), 7:345
{Use of Educational Technologies; Student Data Privacy and Security)

6:235-AP1 (Acceptable Use of the District’s Electronic Networks), 6:235-AP1,
E1 (Student Authorization for Access to the District’s Electronic Networks),
6:235-AP1, E2 (Stafl Authorization for Access to the District’s Electronic
Networks)
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June 2021 6:235-AP1

Instruction

Administrative Procedure - Acceptable Use of the District’s Electronic Networks

Alt use of the District’s electronic networks shall be consistent with the District’s goal of promoting
educational excellence by facilitating resource sharing, innovation, and communication. These
procedures do not attempt to state all required or prohibited behavior by users. However, some
specific examples are provided. The failure of any user to follow these procedures will result in the
loss of privileges, disciplinary action, and/or legal action.

Terms and Conditions

The term electronic networks includes all of the District's technology resources, including, but not
{imited to:

1. The District’s local-area and wide-area networks, including wireless networks {Wi-Fi}, District-
provided Wi-Fi hotspots, and any District servers or other networking infrastructure;

2. Access to the Internet or other online resources via the District’s networking infrastructure or to
any District-issued online account from any computer or device, regardless of location;

3. District-owned and District-issued computers, laptops, tablets, phones, or similar devices.

Acceptahle Use - Access to the District’s electronic networks must be: (a) for the purpose of
education or research, and be consistent with the District’s educational objectives, or {b} for
legitimate business use.

Privileges - Use of the District’s electronic networks is a privilege, not a right, and inappropriate use
may result in a cancellation of those privileges, disciplinary action, and/or appropriate legal action.
The system administrator or Building Principal will make all decisions regarding whether or not a
user has violated these procedures and may deny, revoke, or suspend access at any time. His or her
decision is final.

Unacceptable Use - The user is responsible for his or her actions and activities involving the
electronic networks. Some examples of unacceptable uses are:
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Using the electronic networks for any illegal activity, including violation of copyright or other
intellectual property rights or contracts, or transmitting any material in violation of any

jo1]

State or federal law;
b. Using the electronic networks to engage in conduct prohibited by board policy;

¢. WUnauthorized downloading of software or other files, regardless of whether it is copyrighted
or scanned for malware;

d. Unauthorized use of personal removable media devices (such as flash or thumb drives);
e. Downloading of copyrighted material for other than personal use;

f.  Using the electronic networks for private financial or commercial gain;

g. Wastefully using resources, such as file space;

h. Hacking or attempting to hack or gain unauthorized access to files, accounts, resources, or
entities by any means;

i. Invading the privacy of individuals, including the unauthorized disclosure, dissemination,
and use of information about anyone that is of a personal nature, such as a photograph or
video;

j. Using another user’s account or password;

k. Disclosing any network or account password (including your own) to any other person,
unless requested by the system administrator;

I Posting or sending material authored or created by another without his/her consent;
m. Posting or sending anonymous messages;

n. Creating or forwarding chain letters, spam, or other unsolicited messages;

0. Using the electronic networks for commercial or private advertising;

p.  Accessing, sending, posting, publishing, or displaying any abusive, obscene, profane, sexual,
threatening, harassing, illegal, or knowingly false material;
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g. Misrepresenting the user’s identity or the identity of others; and

r.  Using the electronic networks while access privileges are suspended or revoked.

Network Etiquette - The user is expected to abide by the generally accepted rules of network
etiquette. These include, but are not limited to, the following:

a. Be polite. Do not become abusive in messages to others.

b. Use appropriate language. Do not swear, or use vulgarities or any other inappropriate
language.

¢. Do not reveal personal information, including the addresses or telephone numbers, of
students or colleagues.

d. Recognize that the District’s electronic networks are not private. People who operate
District technology have access to all email and other data. Messages or other evidence
relating to or in support of illegal activities may be reported to the authorities.

e. Do not use the networks in any way that would disrupt its use by other users.

f.  Consider all communications and information accessible via the electronic networks to be
private property.

No Warranties - The District makes no warranties of any kind, whether expressed or implied, for the
service it is providing. The District will not be responsible for any damages the user suffers. This
includes loss of data resulting from delays, non-deliveries, missed-deliveries, or service interruptions
caused by its negligence or the user’s errors or omissions. Use of any information obtained via the
Internet is at the user’s own risk. The District specifically denies any responsibility for the accuracy
or quality of information obtained through its services.

Indemnification - By using the District’s electronic networks, the user agrees to indemnify the
District for any losses, costs, or damages, including reasonable attorney fees, incurred by the District
relating to, or arising out of, any violation of these procedures.

Security - Network security is a high priority. If the user can identify or suspects a security problem
on the network, the user must promptly notify the system administrator or Building Principal. Do
not demonstrate the problem to other users. Keep user account{s) and passward{s) confidential. Do
not use another individual’s account without written permission from that individual. Attempts to
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log-on to the network as a system administrator will result in cancellation of user privileges. Any
user identified as a security risk may be denied access to the networks.

Vandalism - Vandalism will result in cancellation of privileges and other disciplinary action.
Vandalism is defined as any malicious attempt to harm or destroy data of another user, the internet,
ar any other network. This includes, but is not limited to, the uploading or creation of malware, such
as viruses and spyware.

Telephone Charges - The District assumes no responsibility for any unauthorized charges or fees,
including telephone charges, texting or data use charges, long-distance charges, per-minute
surcharges, and/or equipment or line costs.

Copyright Web Puhlishing Rules - Copyright law and District policy prohibit the re-publishing of text
or graphics found on the Internet or on District websites or file servers/cloud storage without
explicit written permission.

a. For each re-publication {on a website or file server} of a graphic or a text file that was
produced externally, there must be a notice at the bottom of the page crediting the original
producer and noting how and when permission was granted. If possible, the notice should
also include the web address of the original source.

b. Students and staff engaged in producing web pages must provide library media specialists
with email or hard copy permissions before the web pages are published. Printed evidence
of the status of public domain documents must be provided.

¢. The absence of a copyright notice may not be interpreted as permission to copy the
materials. Only the copyright owner may provide the permission. The manager of the
website displaying the material may not be considered a source of permission.

d. The fair use rules governing student reports in classrooms are less stringent and permit
limited use of graphics and text.

e. Student work may only be published if there is written permission from both the
parent/guardian and student,

Use of Email - The District’s email system, and its constituent software, hardware, and data files, are
owned and controiled by the District. The District provides email to aid students and staff members
in fulfilling their duties and responsibilities, and as an education tool.
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a. The District reserves the right to access and disclose the contents of any account an its
system, without prior notice or permission from the account’s user. Unauthorized access by
any student or staff member to an email account is strictly prohibited.

b. Each person should use the same degree of care in drafting an email message as would be
put into a written memorandum or document. Nothing should be transmitted in an email
message that would be inappropriate in a letter or memorandum.

c. Electronic messages transmitted via the District’s Internet gateway carry with them an
identification of the user’s Internet domain. This domain is a registered name and identifies
the author as being with the District. Great care should be taken, therefore, in the
composition of such messages and how such messages might reflect on the name and
reputation of the District. Users will be held personally responsible for the content of any
and all email messages transmitted to external recipients.

d. Any message received from an unknown sender via the Internet, such as spam or potential
phishing emails, should either be immediately deleted or forwarded to the system
administrator. Downloading any file attached to any Internet-based message is prohibited
unless the user is certain of that message’s authenticity and the nature of the file so
transmitted.

e. Use of the District’s email system constitutes consent to these regulations.

Internet Safety

internet access is limited to only those acceptable uses as detailed in these procedures. Internet
safety is supported if users will not engage in unacceptable uses, as detailed in these procedures,
and otherwise follow these procedures.

Staff members shall supervise students while students are using District Internet access to ensure
that the students abide by the Terms and Conditions for Internet access contained in these
procedures.

Each District computer with Internet access has a filtering device that blocks entry to visual
depictions that are: (1) obscene, (2) pornographic, or {3) harmful or inappropriate for students, as
defined by the Children’s Internet Protection Act and as determined hy the Superintendent or
designee.

The system administrator and Building Principals shall monitor student Internet access.
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LEGAL REF.: 20 U.S.C. §7131, Elementary and Secondary Education Act.
47 U.S.C. §254{h) and {l}, Children’s Internet Protection Act.

720 ILCS 135/, Harassing and Obscene Communications Act.

6:235-AP1 Page 6 of 6
©2021 Policy Reference Education Subscription Service
lllinois Assaciation of School Boards. Alf Rights Reserved.

Please review this material with your school board attorney before use.



June 2021 , 6:235-AP1, E1

Instruction

Exhibit - Student Authorization for Access to the District’s Electronic Networks

This form accompanies Administrative Procedure 6:235-AP1, Acceptable Use of the District’s
Electronic Networks. It must be signed when students will have unsupervised Internet access or when
supervision will be minimal. Please submit this form to the Building Principal.

Dear Parents/Guardians:

Our School District has the ability to enhance your child’s education through the use of its electronic
networks, including the Internet. Our goal in providing this service is to promotie educational
excellence by facilitating resource sharing, innovation, and communication. Students and their
parents/guardians need only sign this Authorization for Access to the District’s Electronic Networks
once while the student is enrolled in the School District.

The District filters access to materials that may be defamatory, inaccurate, offensive, or otherwise
inappropriate in the school setting. If a filter has been disabled or malfunctions it is impossible to
control all material and a user may discover inappropriate material. Ultimately, parents/guardians
are responsible for setting and conveying the standards that their child should follow, and the
School District respects each family’s right to decide whether or not to authorize Internet access.

With this educational opportunity also comes responsibility. The use of inappropriate material or
language, or violation of copyright laws, may result in the loss of the privilege to use this resource.
Remember that you are legally responsible for your child’s actions. If you agree to allow your child to
have a network account, sign the Authorization form below and return it to your school.
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Authorization for Access to the District’s Electronic Networks Form

Students must have a parent/guardian read and agree to the following before being granted
unsupervised access:

All use of the electronic networks shall be consistent with the District’s goal of promoting
educational excellence by facilitating resource sharing, innovation, and communication. The failure
of any user to follow the terms of the Acceptable Use of the District’s Electronic Networks will
result in the loss of privileges, disciplinary action, and/for appropriate legal action. The signatures
al the end of this document are legally binding and indicate the parties whao signed have read the
terms and conditions carefully and understand their significance.

| have read this Authorization form. | understand that access is designed for educational
purposes and that the District has taken precautions to eliminate controversial material.
However, | also recognize it is impossible for the District to restrict access to all controversial
and inappropriate materials. t will hold harmless the District, its employees, agents, or Board
members, for any harm caused by materials or software obtained via the network. I accept full
responsibility for supervision if and when my child’s use is not in a school setting. | have
discussed the Acceptable Use of the District’s Electronic Networks with my child. | hereby
request that my child be allowed access to the District’s electrenic networks, including the
internet.

Parent/Guardian Name {please print)

Parent/Guardian Signature Date

Students must also read and agree to the following before being granted unsupervised access:

I understand and will abide by the Acceptable Use of the District’s Electronic Networks. |
understand that the District and/or its agents may access and monitor my use of the District’s
electronic networks, inctuding the Internet, my email, and downloaded material, without prior
notice to me, | further understand that should | commit any violation, my access privileges may
be revoked, and school disciplinary action and/or legal action may be taken. In consideration for
using the District’s electronic network connection and having access to public networks, | hereby
release the School District and its Board members, employees, and agents from any claims and
damages arising from my use of, or inability to use the District’s electronic networks, including
the Internet.
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Student Name (please print)

Student Signature Date
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June 2021 6:235-AP1, E2

Instruction

Exhibit - Staff Authorization for Access to the District’s Electronic Networks

This form accompanies Administrative Procedure 6:235-AP1, Acceptable Use of the District’s
Electronic Networks. Each staff member must sign this Authorization as a condition for using the
District’s Electronic Networks. Please submit this form to the Building Principal.

All use of the electronic networks shall be consistent with the District’s goal of promoting
educational excellence by facilitating resource sharing, innovation, and communication.
Administrative Procedure 6:235-AP1, Acceptable Use of the District’s Electronic Networks, does not
attempt to state all required or prohibited behavior by users. However, some specific examples are
provided. The failure of any user to follow the terms of Acceptable Use of the District’s Electronic
Networks, will resuit in the loss of privileges, disciplinary action, and/or legal action. The signature
at the end of this document is fegally binding and indicates that the individual has read the terms
and conditions carefully and understands their significance.

Staff members need only sign this Authorization for Access to the District’s Electronic Networks once
while employed by the School District.

I understand and will abide by the Acceptable Use of the District’s Electronic Networks. |
understand that the District and/or its agents may access and monitor my use of the District’s
electronic networks, including the Internet, my email, and downloaded material, without prior
notice to me. | further understand that should | commit any violation, my access privileges may
be revoked, and disciplinary action and/or {egal action may be taken. In consideration for using
the District’s electronic network connection and having access to public networks, | hereby
release the School District and its School Board members, employees, and agents from any
claims and damages arising from my use of, or inability to use the District’s electronic networks,
including the internet.

User Name (please print}

User Signature Date
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June 2021 6:235-AP2

Instruction

Administrative Procedure - Web Publishing Guidelines

General Reguirements

All material published on the District’s website must have educational value and/or support the
District guidelines, goals, and policies. Material appropriate for web publishing includes information
about the District and its School Board members, agendas, policies, appropriate administrative
procedures, Department activities or services, schools, teachers or classes, student projects, and
student extracurricular organizations. Personal information, not related to education, will not be
allowed on the District’s website.

The District webmaster shall implement a centralized process for review and uploading of material
onto the District’s website to ensure that, before material is published, it complies with District
policy and procedures. The District webmaster shall supervise the efforts of all staff members
responsible for web publishing at each level of District web publishing and, when appropriate, hold
in-service oppertunities for those staff members. The staff members responsible for web publishing
are identified in these procedures in the section Different Levels of Web Publication. The District
wehmaster shall provide regular feedback and suggestions to the Superintendent regarding these
Guidelines.

All content published on the District’s website must:

1. Comply with all State and federal law concerning copyright, intellectual property rights, and
legal uses of network computers.

2. Comply with Board policies, administrative procedures, these Guidelines, and other District
guidelines provided for specific levels of publishing. This specifically inciudes the Board’s
Access to Electronic Networks policy and the District’s procedures on Acceptable Use of the
District’s Electronic Networks.

3. Due to limited storage space and varying network speeds, file sizes may be limited by the
District webmaster.

4, Comply with the publishing expectations listed below.
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Material that fails to meet these Guidelines or is in violation of Board policy and/or procedures shall
not be published on the District’s website. The District reserves the right to remove any material in
violation of its policy or procedures. Failure to follow these Guidelines or Board policy and/or

procedures may result in loss of privileges, disciplinary action, and/for appropriate legal action.

Publishing Expectations

The following are minimum expectations for all District web pages:

1.

10.

The style and presentation of web published material should be of high quality and designed
for clarity and readability. Material shall not be published in violation of the District’s
procedures on Acceptable Use of the District’s Electronic Networks, including material that is
abusive, obscene, profane, sexual threatening, harassing, knowingly false or invades the
privacy of any individual, Anonymous messages are prohibited.

Correct grammar and spelling are expected.
All inforrnation must be verifiable.

Publications must include a statement of copyright when appropriate and indicate that
permission has been secured when including copyrighted materials.

Publications must identify affiliation with the District, school, and/or department.

Widespread use of external links to non-District websites is discouraged, but if used, the
external sites must contain appropriate educational materials and information as exclusively
determined by the District. Every effort should be made to ensure that all links are
operational. Every link to an exiernal website must open a new browser window.

Relevant dates are reguired on all publications, including the date on which the publication
was placed on the District’s website. Each site should contain the date the page was last
updated.

All publications must include the District email address of the staff member responsible for
the page. This provides a contact person for questions or comments. If a student is the
publisher, the sponsoring staff member’s email must be included as the responsible person.
Only District staff members may act as student sponsors.

Use of the District’s website for personal or financial gain is prohibited. No commercial or
private accounts should be listed on any District web pages.

All documents should be previewed on different web browsers, especially Google Chrome,
Mozilla Firefox, or Microsoft Edge, before being posted on the District’'s website.
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For more information about these expectations or other issues related to web publishing, please
contact the System Administrator.

Protecting Student and Staff Privacy

Personal information concerning students or staff members, including home addresses and
telephone numbers, shall not be published on District web pages.

A student’s last name, last name initial, and grade-level shall not be published on District web pages.
In addition, student records shall not be disclosed. In special circumstances (e.g., where accolades
are warranted), the sponsoring staff member should contact the Building Principal who may seek
permission from the student’s parents/guardians. Web pages shall not display student pictures with
a student identified by his or her name unless written parental permission was first granted (e.g., by
executing the form Using a Photograph or Videotape of a Student). Student email addresses,
whether a personal or District account, shall not be fisted on any District web page.

Submitting Material to Be Published

Everyone submitting material for publication on the District’s website shall have signed an
Authorfzation for Access to the District’s Electronic Networks. Before material is published on the
District’s website, the author must authorize the District in writing to publish the material, unless
the District owns the copyright. Al material submitted by a teacher or other staff member for
publication on the District’s website is deemed “work for hire,” and the copyright in those works
vests in the District. All material submitted for the District’s website is subject to treatment as a
Bistrict-sponsored publication. '

Different Levels of Web Publication

The following guidelines provide specific information regarding web publishing at different levels
within the District. At each level, a staff member is identified as being responsible for web publishing
at that level. This individual’s web publishing efforts are supervised by the District webmaster.

District-Level

The District webmaster conducts the District-level web publishing efforts and supervises other
levels of web publishing. District-tevel publishing includes the District’s homepage as well as any
publishing activities representing the District as a whole, e.g., information about Board
meetings, Board policy, and schedules. The District homepage shall have a fink to an Online
Privacy Statement.
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Department-Level

District departments {e.g., Transportation, Personnel, or Curriculum) may publish their own web
pages as part of the District’s website. The department supervisor or director is ultimately
responsible for his or her respective department’s web pages, but may appoint a staff member
as the department’s webmaster to fulfill the maintenance, reviewing, and uploading tasks. The
department supervisor or director shall keep the District webmaster informed of who is the
department webmaster,

The web-published material should coincide with that department’s printed material. The
District webmaster should be consulted before publishing potentially sensitive material, e.g.,
school comparisons or student data.

The department front pages should maintain the look and feel of the District homepage: ~ the

connection to the District should be obvious. Links to the main website’s homepage must be

included at the bottom of main pages, and the District’s logo must be included at the top of
" main front pages of each department.

School-Leve|

The Building Principal is ultimately responsible for his or her respective school’s webpages, hut
may appoint a staff member as the school webmaster to fulfill the maintenance, reviewing, and
uploading tasks. The Building Principal shall keep the District webmaster informed of who is the
school webmaster. All official material originating from the school will be consistent with the
District style and content guidelines. The Building Principal or school webmaster may develop
guidelines for the various sections of and contributors to the school's web pages.

Staff-Level

Any teacher or other staff member wanting to create web pages for use in class activities or to
provide a resource for other teachers or staff members shall notify the school webmaster of his
or her desired publishing activities.

Student-Level

A student wanting to create web pages on the District’s website as part of a class or school-
sponsored activity should request a teacher or staff member to sponsor the student’s publishing
effarts. The sponsoring teacher or staff member shall notify the school webmaster of the
desired publishing activities. The student’s web page must include an introduction written by
the sponsor that describes the intent of the student’s web page and contains the sponsor’s
District email address. Student web pages will be removed at the end of the school year unless
special arrangements are made.
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Personal web pages are not allowed on the School District’s web server. Likewise, student web

pages may not contain commercial or advertising links, including links to games and
advertisements for games.

CROSS REF.: 6:235 {Access to Electronic Networks), 7:315 (Restrictions on Publications; High
Schools)

ADMIN. PROC. 5:170-AP1 (Copyright Compliance), 6:235-AP1 {Acceptable Use of the District’s
Electronic Networks), 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 Networks), 6:235-E3 (Online Privacy Statement)
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June 2021 6:235-E3

Instruction

Exhibit - Online Privacy Statement

Post the content of this exhibit on the District’s website to inform website visitors of the information
the District collects through its website and how it uses that information. Modifv this exhibit_as
needed to reflect the District’s practices.

Omnline Privacy Statement

The School District respects the privacy of all website visitors to the extent permitted by law. This
Online Privacy Statement is intended to inform you of the ways in which this website collects
information, the uses to which that information will be put, and the ways in which we will protect any
information you choose to provide us.

There are four types of information that this site may collect during your visit: network traffic logs,
website visit logs, cookies, and information voluntarily provided by you.

Network Traffic Logs

In the course of ensuring network security and consistent service for all users, the District employs
software programs to do such things as monitor network traffic, identify unauthorized access or
access to nonpublic information, detect computer viruses and other software that might damage
District computers or the network, and monitor and tune the performance of the District network. In
the course of such monitoring, these programs may detect such information as email headers,
addresses from network packets, and other information. Information from these activities is used only
for the purpose of maintaining the security and performance of the District’s networks and computer
systems. Personally identifiable information from these activities is not released to external parties
without your consent unless required by law.

Website Visit Logs

District websites routinely collect and store information from online visitors to help manage those
sites and improve service. This information includes the pages visited on the site, the date and time of
the visit, the Internet address (URL or IP address) of the referring site (often called “referrers™), the
domain name and IP address from which the access occurred, the version of browser used, the
capabilities of the browser, and search terms used on our search engines. This site makes no attempt
to identify individual visitors from this information; any personally identifiable information is not
released to external parties without your consent unless required by law.

Cookies

Cookies are pieces of information stored by your web browser on behalf of a website and returned to
the website on request. This site may use cookies for two purposes: to carry data about your current
session at the site from one webpage to the next and to identify you to the site between visits. If you
prefer not to receive cookies, you may turn them off in your browser, or you may set your browser to
ask you before accepting a new cookie. Some pages may not function properly if the cookies are
turned off. Unless otherwise notified on this site, we will not store data, other than for these two
purposes, in cookies. Cookies remain on your computer, and accordingly we neither store cookies on
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our computers nor forward them to any external parties. We do not use cookies to frack your
movement among different websites and do not exchange cookies with other entities.

Information Voluntarily Provided by You

In the course of using this website, you may choose to provide us with information to help us serve
your needs. For example, you may send us an email to request information, an application or other
material, and you may sign up for a mailing list. Any personally identifiable information you send us
will be used only for the purpose indicated. Requests for information will be directed to the
appropriate staff and may be recorded to help us update our site. We will not sell, exchange, or
otherwise distribute your personally identifiable information without your consent, except to the
extent required by law. We do not retain the information longer than necessary for normal operations.

Each webpage requesting information discloses the purpose of that information. If you do not wish to
have the information used in that manner, you are not required to provide it. Please contact the person
listed on the specific page, or listed below, with questions or concerns on the use of personally
identifiable information.

While no system can provide guaranteed security, we take reasonable efforts to keep information you
provide to us secure, including encryption technology (if any), and physical security at the location of
the server where the information is stored.

Communication Preferences

You can stop the delivery of informational emails from the District by following the specific
instructions in the email you receive. Depending on the respective service, you may also have the
option of proactively making choices about the receipt of email, telephone calls, and postal mail for
particular District information and activities.

Links to Non-District Websites

District websites provide links to other websites or resources. We do not control these sites and
resources, do not endorse them, and are not responsible for their availability, content, or delivery of
services. In particular, external sites are not bound by this Online Privacy Statement; they may have
their own policies or none at ail. Often, you can tell you are leaving a District website by noting the
URL of the destination site. Links to external websites open a new browser window.

Please email your questions or concerns to the System Administrator [insert contact information].
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June 2021 6:235-E4

Instruction

Exhibit - Keeping Yourself and Your Kids Safe On Social Networks

For stedents:

Put everything behind password protected walls, where only friends can see.

Protect your password and make sure you really know who someone is before you allow them onto your
friend’s list.

Blur or morph your photos a bit so they won’t be abused by cyberbullies or predators.

Don’t post anything your parents, principal or a predator couldn’t see.

What you post online stays online - forever!!!! So ThinkB4UClick!

Don’t do or say anything online you wouldn't say offline.

Protect your privacy and your friends’ privacy too...get their okay before posting something about them
or their pics onling,

Check what your friends are posting/saying about you. Even if you are careful, they may not be and may
be putting you at risk.

That cute 14-year old boy may not be cute, may not be 14 and may not be a boy! You never know!

And, unless you’re prepared to attach your blog to your college/job/internship/scholarship or sports team
application...don’t post it publicly!

Stop, Block and Teli! {don’t respond to any cyberbullying message, block the person sending it to you
and tell a trusted adult).

R-E-§-P-E-C-T! (use good netiquette and respect the feelings and bandwidth of others).

Keep personal information private (the more information someone has about you, the more easily they
can bully you).

Google yourself! (conduct frequent searches for your own personal information online and set alerts ...
to spot cyberbullying early).

Take 5! (walk away from the computer for 5 minutes when something upsets you, so you don’t do
something you will later regret).

And for parents:

Talk to your kids - ask guestions (and then confirm to make sure they are telling you the truth!)

Ask to see their profile page (for the first time)...tomorrow! (It gives them a chance to remove
everything that isn’t appropriate or safe,..and it becomes a way to teach them what not to post instead of
being a gotcha moment! Think of it as the loud announcement before walking downstairs to a teen party
you’re hosting.)

Don’t panic...there are ways of keeping your kids safe online. It’s easier than you think!

Be involved and work with others in your community. (Think about joining WiredSafety.org and help
create a local cyber-neighborhood watch program in your community.)

Remember what you did that your parents would have killed you had they known, when you were
fifteen.

This too will pass! Most kids reaily do use social networks just to communicate with their friends. Take a
breath, gather your thoughts and get help when you need it. (You can reach out to WiredSafety.org.)

It’s not an invasion of their privacy if strangers can see it. There is a difference between reading their
paper diary that is tucked away in their sock drawer...and reading their blog. One is between them and
the paper it’s written on; the other between them and 700 million people oniine!

Don’t believe everything you read online - especially if your teen posts it on her blog!

For more information, visit www. WiredSafety.org.

Reprinted with permission from “Parry Aftab’s Guide to Keeping Yow Kids Safe Online, MySpace, Facebook
and Xanga, Oh! My!” Parry Aftab, Esq., www.aftab.com.
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Resources for Students and Parents

Resources for students:

Federal Trade Commission - www.consumer.ftc.gov/Teatures/kids-online.

Connect Safely - Tips for Safe Social Networking for Teens www.connectsafely.org/social-web-
tips-for-teens/ (2017).

NetSmartz - www.missingkids.org/mnetsmartz/resources.

Rescurces for parents:

National Crime Prevention Council — Social Networking Safety, Tips for Parents
http://archive.nepe.org/topics/internet-safety/social-networking-safety.hitml. Great
comprehensive article for parents.

Connect Safely - Social Web Tips for Parents https://www.connectsafely.org/social-web-tips-for-
parents/ (2017).

National Cyber Security Alliance - Raising Digital Citizens hitps://staysafeonline.org/get-
involved/at-home/raising-digital-citizens/,

linois Attorney General - Stay Connected Stay Informed
httos://illinoisattorneygeneral.gov/cyberbullying/.

Federal Trade Commission — COPPA: A few tips to keep your child safe online
https://www.consumer.fic.gov/blog/2019/04/coppa-few-tips-keep-vour-child-safe-online
(2019).

DHS U.S. CERT - Socializing Securely: Using Social Networking Services www.us-
cert.gov/sites/default/files/publications/safe social networking.pdf.

DHS U.S Computer Emergency Readiness Team - Staying Safe on Social Network Sites
https://us-cert.cisa.gov/ncas/tips/ST06-003 (2019).

Safe Chat Room and Social Sites for Kids hitps://www.commonsensemedia.org/lists/safe-chat-
rooms-and-social-sites-for-kids.
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June 2021 6:250-AP

Instruction

Administrative Procedure - Resource Persens and/or School Volunteers: Screening

The Building Principat or designee directs the use of resource persons and school volunteers within
the school huilding. The use of any individual as a resource person or volunteer is subject to School
Board policy 4:170, Safety; administrative procedure 4:175-AP1, Criminal Offender Notification
Laws; Screening; and Board policy 8:30, Visitors to and Conduct on School Property. Specifically, the
Principal or designee directs recruitment, screening, placement, and training within the following
parameters:

Qualifications - Resource persons and volunteers may come from all backgrounds and all age
groups. The main qualification is for the individual to have a desire to give his or her time and
talent to enrich student learning opportunities and the school community generally.

individuals Prohibited from Serving as a Volunteer or Resource Person - No individual who is a
sex offender, as defined by the Sex Offender Registration Act, or a violent offender against
youth, as defined in the Child Murderer and Violent Offender Against Youth Registration Act,
may serve as a resource person or volunteer.

Screening - Whenever a potential resource person or volunteer submits a new information
form, the Principal or designee shall screen that individual’'s name and address against the: (1)
iIl. Sex Offender Registry, www.isp.state.il.us/sor/, and (2} the Violent Offender Against Youth
Registry maintained by the lll. Dept. of State Police (ISP), www.isp.state.il.us/cmvo/. The

Principal may also request an individual to submit to a fingerprint-based criminal history records
information check in situations where it would be prudent, e.g., extended direct, daily contact
with students. In addition, the Principal or designee shall review monthly the names of
individuals who are serving as resource persons or volunteers to determine if any resource
person or volunteer appears on the . Sex Offender or Violent Offender Against Youth
Registries.

Recruitment - School personnel may recruit resource persons and volunteers through the
following resources: parents/guardians, parent organizations, retired teachers and other senior
citizen groups, community businesses, local volunteer centers, and universities. I a staff
member, other than the Principal, recruits someone, the staff member must provide the
individual’s name and address to the Principal.
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Role - Rescurce persons and volunteers serve only in an auxiliary capacity under the direction and
direct supervision of a staff member; they are not a substitute for a member of the school staff.
Resource persans and volunteers do not have access to confidential student school records.

Selection, Placement, and Supervision - Selection and placement shall be on the basis of an
individual’s qualifications and availability and the school's needs. The individual will be assigned
to a staff member only with the staff member’'s consent. The relationship between the
individual and staff member should be one of mutual respect and confidence.

Requirements - Each resource person and volunteer must register in the school’s main office at
the beginning of each visit and wear identifying information, e.g., a name tag, etc., while in the
building or serving. Unless he or she has already done so during the current academic year, the
individual must complete an information form and waiver. Absent an indication on the form that
the individual may not qualify, the individual may proceed to the assighed activity.

An individual is prohibited from being a resource person or volunteer if he or she behaves in any
manner that does not align with the District and/or school building’s vision, mission, policy
and/or procedures or is otherwise detrimental to the school environment, e.g., swearing, failing
to be dependable, failing to follow the supervisor’s instructions, committing any criminal act on
school grounds or at a school activity, touching a student in a rude or overly forceful manner,
failing to dress in an appropriate manner, or violating any school rule, etc.

Training - Each academic year, when an individual first completes the volunteer information
form, the Principal or designee will give the individual a copy of this administrative procedure
along with other pertinent information. The staff member to whom the individual is assigned is
responsible for explaining what is expected of the individual. The Principal or designee should
arrange appropriate training opportunities for those volunteer activities requiring a skiil or
knowledge base, e.g., working in the computer lab.
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June 2021 6:255

Instruction

Assemblies and Ceremonies

Assemblies must be approved by the Superintendent or designee and be consistent with the District’s
educational objectives.

The District shall not endorse or otherwise promote invocations, benedictions, and group prayers at
any school assembly, ceremony, or other school-sponsored activity.

LEGAL REF.: Lee v, Weisman, 505 U.S. 577 (1992).
Santa Fe Independent Sch. Dist. v. Doe, 530 U.S. 290 (2000).
Jones v. Clear Creek Independent Sch. Dist., 930 F.2d 416 {5th Cir. 1991), cert.
granted, judgement vacated, 505 U.S. 1215 (1992), remand, 977 F.2d 963,
reh’g denied, 983 F.2d 234 (5th Cir. 1992), and cert. denied, 508 U.S. 967
(1993).

CROSS REF.: 6:70 (Teaching About Religion), 6:80 {Teaching About Controversial Issues)
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June 2021 6:260

Instruction

Complaints About Curricuium, Instructional Materials, and Programs

Parents/guardians have the right to inspect any instructional material used as part of their child’s
educational curriculum pursuant to School Board policy 7:15, Student and Family Privacy Rights.

Persons who believe that curriculum, instructional materials, or programs violate rights guaranteed by
any law or Board policy should file a complaint using Board policy 2:260, Uniform Grievance
Procedure. Persons with all other suggestions or complaints about curriculum, instructional materials,
or programs should complete a Curriculum Objection form. A parent/gnardian may request that
his/her child be exempt from using a particular instructional material or program by completing a
Curriculum Objection form,

LEGAL REF.: 20 U.S.C. §1232h, Protection of Pupil Rights Amendment.

CROSS REF.: 2:260 (Uniform Grievance Procedure), 7:15 (Student and Family Privacy
Rights), 8:110 (Public Suggestions and Concerns)
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June 2021 0:260-E

Instruction

Exhibit - Curriculum Objection

Please complete this form and return it to the Building Principal, who will submit it to the District
Complaint Manager. Please print.

Subject area Classroom teacher

Please state, as precisely as possible, the specific curriculum area, instructional material, or program
to which you object (include name, title, author, and any other identifying information).

How did you become aware of the curriculum area, instructional material, or program?
[] by classroom observation [ ] by review

[] by word-of-mouth [ ] other

To what in the curriculum area, instructional material, or program do you object? Be specific.

Do you want your child excluded from participation? [ ] Yes [ No

In place of participation in the curriculum area, what course of study would you recommend for
your child?

Complainant name (please print) Telephone
Complainant represents: [ IStudent [ ] Parent/guardian of student
[] Other
Complainant address
Complainant signature Date
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June 2021 7:220

Students

Bus Conduct
All students must follow the District’s School Bus Safety Rules.

School Bus Suspensions

The Superintendent, or any designee as permitted in the School Code, is authorized to suspend a
student from riding the school bus for up to 10 consecutive school days for engaging in gross
disobedience or misconduct, including but not limited to, the following;

Prohibited student conduct as defined in School Board policy 7:190, Student Behavior.
Willful injury or threat of injury to a bus driver or to another rider.

Willful and/or repeated defacement of the bus.

Repeated use of profanity.

Repeated willful disobedience of a directive from a bus driver or other supervisor.

Such other behavior as the Superintendent or designee deems to threaten the safe operation of
the bus and/or its occupants.

If a student is suspended from riding the bus for gross disobedience or misconduct on a bus, the
School Board may suspend the student from riding the school bus for a period in excess of 10 days
for safety reasons. The District’s regular suspension procedures shall be used to suspend a student’s
privilege to ride a school bus.

A

Academic Credit for Missed Classes During School Bus Suspension

A student suspended from riding the bus who does not have alternate transportation to school shall
have the opportunity to complete or make up work for equivalent academic credit. It shall be the
responsibility of the student’s parent or guardian to notify the school that the student does not have
alternate transportation.

Electronic Recordings on School Buses

Electronic visual and audio recordings may be used on school buses to monitor conduct and to

promote and maintain a safe environment for students and employees when transportation is provided

for any school related activity. Notice of electronic recordings shall be displayed on the exterior of the

vehicle’s entrance door and front interior bulkhead in compliance with State law and the rules of the
" Ulinois Department of Transportation, Division of Traffic Safety.

Students are prohibited from tampering with electronic recording devices. Students who violate this
policy shall be disciplined in accordance with the Board’s discipline policy and shall reimburse the
School District for any necessary repairs or replacement.
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LEGAL REF.: Family Educational Rights and Privacy Act, 20 U.S.C. §1232g; 34 C.F.R. Part 99.
105 ILCS 5/10-20.14, 5/10-22.6, and 10/.
720 ILCS 5/14-3(m).
23 lIlLAdmin.Code Part 375, Student Records.

CROSS REF. 4:110 (Transportation), 4:170 (Safety), 7:130 (Student Rights and
Responsibilities), 7:170 (Vandalism), 7:190 (Student Behavior), 7:200
(Suspension Procedures), 7:230 (Misconduct by Students with Disabilities),
7:340 (Student Records)

ADMIN. PROC.:  4:110-AP3 (School Bus Safety Rules)
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June 2021 7:230

Students

Misconduct by Students with Disabilities

Behavioral Interventions

Behavioral interventions shall be used with students with disabilities to promote and strengthen
desirable behaviors and reduce identified inappropriate behaviors. The School Board will establish
and maintain a committee to develop, implement, and monitor procedures on the use of behavioral
interventions for children with disabilities.

Discipline of Special Education Students

The District shall comply with the Individuals With Disabilities Education Improvement Act of 2004
and the Illinois State Board of Education’s Special Education rules when disciplining special
education students, No special education student shall be expelled if the student’s particular act of
gross disobedience or misconduct is 2 manifestation of his or her disability.

LEGAL REF.: Individuals With Disabilities Education Improvement Act of 2004, 20 U.S.C.
§81412, 1413, and 1415.
Gun-Free Schools Act, 20 U.S.C. §7151 et seq.
34 C.F.R. §§300.101, 300.530 - 300.536.
105 ILCS 5/10-22.6 and 5/14-8.05.
23 THLAdmin.Code §226.400.
Honig v. Doe, 108 S.Ct. 592 (1988).

CROSS REF.: 2:150 (Committees), 6:120 (Education of Children with Disabilities), 7:130
(Student Rights and Responsibilities), 7:190 (Student Behavior), 7:200
(Suspension Procedures), 7:210 (Expulsion Procedures), 7:220 (Bus Conduct)
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June 2021 7:240-AP2, E1

Students

Exhibit - Consent to Participate in Extracurricular Drug and Alcohol Testing Program

To be returned to the Building Principal. Please print.

Student School year

To be read and signed by the student-participant and his/her parent/guardian:

We have received, and have read, and understand, the District Extracurricular Drug and Alcohol
Testing Program. We voluntarily agree that our child shall be subject to its terms for his or her entire
high school career (grades 9-12). We accept the method of obtaining breath and urine specimens,
the testing and analyses of such specimens, and all other aspects of the program. The student-
participant agrees to cooperate in furnishing urine specimens upon request.

We further agree and consent to the disclosure of the sampling, testing, and results as provided in
this program. This consent is given pursuant to all State and federal privacy statutes, and it is a
waiver of nondisclosure rights only to the extent of the disclosures required in the program.

We understand that there is more information available on the following websites:
www.ihsa.org/documents/sportsMedicine/Resource Exchange Center Flyer.pdf and
www.ihsa.org/Resources/Sports-Medicine/Performance-Enhancing-Drugs-Steroid-Education .

Parent/Guardian name (please print) Date

Parent/Guardian signature Student sighature

To be read and signed by student who is not participating:
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I have decided not to participate in any extracurricular activities sponsered by the School District for
the remainder of this school year. In order for me to participate in the extracurricular activity
program at a later date, | understand that | must submit to a urinalysis.

Student signature Date
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June 2021 7:280

Students

Communicable and Chronic Infectious Disease

A student with or carrying a communicable and/or chronic infectious disease has all rights, privileges,
and services provided by law and the School Board’s policies. The Superintendent will develop
procedures to safeguard these rights while managing health and safety concerns.

LEGAL REF.: 105 ILCS 5/10-21.11.
23 Il Admin.Code §§ 1.610 and 226.300.
77 il Admin.Code Part 690.
20 U.S.C. §1400 et seq., Individuals With Disabilities Education Improvement Act
of 2004.
29 U.S.C. §794(a), Rehabilitation Act of 1973, Section 504,
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June 2021 7:340-AP1, E3

Students

Exhibit - Letter to Parents and Eligible Students Concerning Military Recruiters and
Postsecondary Institutions Receiving Student Directory Information

On District letterhead

Date

Re: Military Recruiters and Postsecondary Institutions Receiving Student Directory Information
Dear Parents/Guardians:

From time-to-time, military recruiters and postsecondary educational institutions request the
names, telephone numbers, addresses, and electronic mail (email) addresses of our secondary
students. The school must provide this infermation unless the parent/guardian, or the student if
he/she has attained the age of 18, submits a written request that the student’s records not be
released without their prior written consent.

important: if you do not want military recruiters or institutions of higher learning to be given your
secondary schoo! student’s name, address, email address, and telephone number without your prior
written consent, please complete the form below and return it to the Building Principal.

Sincerely,

Superintendent

To be completed and submitted to the Building Principal.

For parents:

[ ] Do not release my child’s name, telephone number, address and/or email address to military
recruiters or institutions of higher learning without first obtaining my prior written consent.

Parent/Guardian Name (please print)
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Parent/Guardian Signature (if student Is under age 18) Date

For Students age 18 or older:

[] Do not release my name, telephone number, address and/or email address to military
recruiters or institutions of higher learning without first obtaining my prior written consent.

Student Name (please print) Student ID Number

Student Signature {if student is age 18 or older) Date
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©2021 Policy Reference Education Subscription Service
lllineis Assaciation of School Boards. All Rights Resesved.

Please review this material with your school board attorney before use.




lune 2021 7:340-AP1, B4

Students

Exhibit - Frequently Asked Questions Regarding Military Recruiter Access to
Students and Student Information

1. What does the Elementary and Secondary Education Act require of schools with regard to
allowing military recruiters access to students?

Schools receiving funds under the Elementary and Secondary Education Act (ESEA) must: {1) give
military recruiters the same access to secondary school students as they provide to
postsecondary educational institutions or to prospective employers or an institution of higher
education, and (2) provide students’ names, addresses, electronic mail {email) addresses {which
must be the email addresses provided by the school, if available), and telephone listings
(numbers) to military recruiters, when requested, unless parents/guardians or the student {18
years or older) have opted out (see Question 2, below). 20 U.5.C. §7908; 10 U.5.C. §503(c).

2. What information about students {and which students} must be disclosed to military
recruiters by our administration?

Secondary schools must disclose names, addresses, email addresses, and telephone numbers of
secondary students, unless parents/guardians, or the student if he/she has attained the age of
18 (an “eligible student”}, have submitted a written request that the information not be
released without their prior written consent.

3. What notification must schools provide to parents/guardians and eligible students before
disclosing students’ names, addresses, email addresses, and telephone numbers to military
recruiters and institutions of higher education?

Under federal and State laws governing student records, schools must provide notice to
parents/guardians and eligible students of the types of student information that it releases
publicly. This type of student information, commonly referred to as directory information,
includes names, addresses, email addresses, and telephone numbers. The notice must include
an explanation of a parent/guardian’s or eligible student’s right to request that the information
not be disclosed without prior written consent. Under the Elementary and Secoendary Education
Act, schools must notify parents that the school routinely discloses names, addresses, email
addresses, and telephone numbers to military recruiters and institutions of higher education

7:340-AP1, £E4 Page 1 of 3
©2021 Policy Reference Education Subscription Service
lllinois Association of School Boards. Alf Rights Reserved.

Please review this material with your school board attorney before use.



upon request, subject to a parent/guardian’s or eligible student’s written request not to disclose
such information without their prior written consent.

A notice provided through a mailing or student handhook informing parents/guardians and
eligible students of the above information is sufficient to satisfy the parental notification
requirements. The notification must advise parents/guardians and eligible students how to opt
out of the public, nonconsensual disclosure of directory information and the method and
timeline within which to do so.

If a school does not release directory information, it still must provide students’ names,
addresses, email addresses, and telephone numbers to military recruiters and institutions of
higher education upon request. The school must notify parents/guardians and eligible students:
(1) that it discloses information to military recruiters and institutions of higher education, and
(2) that parents/guardians and eligible students have the right to opt out of this disciosure.

Does recruitment take place in a private office or out in a common area?

Neither federal nor State law addresses where recruitment takes place. These laws only require
that guidelines imposed on military recruiters be the same as those imposed on postsecondary
educational institutions recruiters and/or prospective employers.

How frequently are recruiters present?

Neither federal nor State law addresses how often recruiters may have access to students.
These laws only require that guidelines imposed on military recruiters be the same as those
imposed on postsecondary educational institutions and prospective employers.

What information does a military recruiter request of students during the interview?

The type of questions military recruiters may ask students is generally not limited. Students may
refuse to cooperate or even refuse to be interviewed.

Can schools supervise recruiters to ensure they do not approach impressionable students too
strongly?

Federal law does not grant authority to schools to supervise military recruiting efforts. The
school may still require military and postsecondary recruiters to abide by the District’s policy
governing conduct on school property.

What are parents’ rights relative to military recruiters on campus?

Parents may instruct their children to forgo being interviewed by military and/or postsecondary
recruiters or prospective employers.
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9. What information do schools provide to families relative to recruiting that goes on at school?

Aside from the notice described in #3, neither federal nor State law addresses what information
schools must provide to parents regarding the recruiting that takes place at school — this is a
focal issue to be determined by the Superintendent or Building Principal.

10. Where canr | get more information on the requirements of 10 U.S.C. §503?

The Office of the Secretary of Defense may be contacted for copies of the statute, or questions
relating to it. Please contact the Accession Policy Directorate as follows:

Director, Accession Policy
4000 Defense Pentagon
Washington, DC 20301-4000
Telephone: 703/695-5529

11. Where can | get more information on the requirements of §9528 of the ESEA?

The Family Policy Compliance Office {(FPCO) in the U.S. Dept. of Education administers the Family
Educational Rights and Privacy Act (FERPA)} as well as §9528 of ESEA (20 U.S.C. §7908). School
officials with questions on this guidance, or FERPA, may contact the FPCO at FERPA@ED.Gov or

write to the FPCO as follows:

Family Policy Compliance Office
U.S. Department of Education
400 Maryiand Avenue, SW
Washington, D.C. 20202-4605
Telephone: 202/260-3887

Fax: 202/260-9001

www.ed.gov/offices/OM/fpco
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June 2021

7:340-AP2

Students

Administrative Procedure - Storage and Destruction of School Student Records

This procedure should be used with 7:340-AP1, School Student Records, which is annotated with
citations to controlling statutes.

Actor

Action

Superintendent or
Designee

Develop and implement a process to systematically digitize or microfilm
school student records.

Any public record may be reproduced in a microfilm or digitized
electronic format and the paper version destroyed, provided: {a) the
records are reproduced on “a durable medium that accurately and
legibly reproduces the original record in all details,” and “that does
not permit additions, deletions, or changes to the original document
images;” and (b) the Local Records Commission is notified when the
original record is disposed of and aiso when the reproduced record
is disposed of Local Records Act, 50 ILCS 205/7.

See the ill. Secretary of State’s publication, Guidelines for Using
Electronic Records at:
www.cyberdriveillinois.com/departments/archives/records _manage
ment/electrecs.html.

Develop and implement a uniform process for storing school student
records to ensure that:

1. Each student’s permanent record will be kept for 60 years after the
student transfers, withdraws, or graduates.

2. Each student’s temporary record will be kept for five years after the
student transfers, withdraws, or graduates.

Submit to the Local Records Commission a schedule for continuing
authority to destroy school student records after the expiration of the
applicable period.

7:340-AP2
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Actor

Action

Official Records

Custodian for each
School {usually the
Building Principal)

Send any material for a student transferring into the District that is
neither a permanent or temporary record to the parent/guardian, or
student who is 18 years of age or older, with the indication that the
District does not include that material in school student records.

Store school student records according to the uniform process
developed by the Superintendent or designee.,

Transfer school student records as follows:

1. For astudent transferring to another school within the District, send
originals of all permanent and temporary records (unless normally
housed at the District office).

2. For a student transferring to an out-of-District elementary or
secondary school, follow the section in 7:340-AP1, Schoof Student
Records, on Transmission of Records for Transfer Students. Send a
copy and retain the original of all permanent and temporary records
and notify the Special Education Department of the transfer.

Provide a destruction schedule notice to the parents/guardians of
students who transferred, graduated, or withdrew, or students who are
18 years of age or older. Notice may be provided through: (1) the
school's parent or student handbook, (2) publication in a newspaper
published in the District or, if no newspaper is published in the district, in
a newspaper of general circulation within the District, {3) U.S. mail
delivered to the last known address of the parent/guardian or student,
or {4) other means provided notice is confirmed to have been received,
e.g., hand delivery, return receipt, or read receipt email. 105 ILCS
10/4{h}, amended by P.A. 101-161; 23 [ll.Admin.Code §375.40{c). See
7:340-AP2, E1, Letter Containing Schedulfe for Destruction of School
Student Records. Retain a copy for the school’s record.

Authorize and/or order the destruction of District records after ensuring
that the following steps have been performed:

1. The Local Records Commission approved a schedule for continuing
authority to destroy school student records after the expiration of
the applicable period.

7:340-AP2
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Actor Action

2. Any record is retained and removed from the disposal list if itis or
may be evidence in litigation, or is otherwise subject to a litigation
hold.

3. A Local Records Disposal Certificate was sent to the Local Records
Commission, Hlinois State Archives, 60 days before the disposal date
and an approved copy was returned. 44 [l Admin Code §4000.40(b};
44 1l Admin Code §4500.40(h).

Web-based Record Management Resources:

Cook County Local Records Commission Meetings at:

www.cyberdriveillinois.com/departments/archives/records management/lrc_cook count
y meeting schedule.html.

Cook County local Records Commission Rules (44 1l Admin Code Part 4500) at:
www.ilga.gov/commission/jcar/admincode/044/04404500sections.htmil.

Downstate Local Records Commission Meetings at:

www.cyberdriveillinois.com/departments/archives/records management/lrc_downstate
meeting schedule.html.

Rules of the Downstate local Records Commission {44 il Admin Code Part 4000) at:
www.ilga.gov/commission/jcar/admincode/044/04404000sections.htmil.

illinois School Student Records Act {105 [LCS 10/) at: www.ilga.gov.

Local Records Act {50 ILCS 205/} at: http://www.ilga.gov/.

Local Records Disposal Certificate at:

www.cyberdriveillinois.com/departments/archives/records management/lrmdisp.htm].
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June 2021 7:345-AP, E4

Students

Exhibit — Notice of Parent Rights Regarding Student Covered Information

Post on the District’s website a description of the procedures parents/guardians may use to carry out
their rights under 105 ILCS 85/33 regarding their children’s covered information, as required by 105
ILCS 85/27(4).

The contact information for the District’s Privacy Officer or other staff member designated to
respond to parent/guardian requests for their child’s covered information follows:

Name

Address

Email

Telephohe

Under the Hiinois Student Online Personal Protection Act (SOPPA), you have the right to review your
child’s covered information. Covered information means personally identifiable information (Pif) or
information linked to Pif in any media or format that is not publicly available and is any of the
following: (1) created by or provided to an operator by a student or the student’s parent/guardian in
the course of the student’s or parent/guardian’s use of the operator’s site, service or application; (2)
created by or provided to an operator by an employee or agent of the District; or (3} gathered by an
operator through the operation of its site, service, or application. Operators are entities {such as
educational technology vendors) that operate Internet websites, online services, online applications,
or mobile applications that are designed, marketed, and primarily used for K-12 school purposes.

Under SOPPA, you have a right to:

1. Request to inspect and review your child’s covered information, whether it is maintained by
the District, the lll. State Board of Education (ISBE), or an operator,

a. The District will provide you with the opportunity to inspect and review your child’s covered
information within the timeframe prescribed by State rules.
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b,

If the covered information requested includes data on other students, your access will be
limited to the covered information relevant to your child.

If the covered information you request includes your child’s school student records, the
District will permit you to inspect and review any school student records of your child in
accordance with the District’s procedures for student records requests. See 7:340-AP1, E1,
Notice to Parents/Guardions and Students of Their Rights Concerning a Student’s School
Records.

2. Request a copy of your child’s covered information, in electronic or paper form.

a,

The District will provide the copy to you within the timeframe prescribed by State rules.

If you request an electronic copy, the District will provide you the copy in an electronic
format, unless the District does not maintain the information in electronic format and
reproducing it in an electronic format would be unduly burdensome to the District.

if you request a paper copy, the District will charge you the reasonabie cost of copying in the
amount authorized by State rules. However, you will not be denied a copy if you have an
inability to pay.

You are limited to the number and frequency of copying requests provided by State rules.

if the covered information you request includes your child’s school student records, the
District will provide a copy of vour child’s school student records to you in accordance with
the District’s procedures for student records requests. See 7:340-AP1, E1, Notice to
Parents/Guardians and Students of Their Rights Concerning a Student’s School Records.

3. Request corrections to factual inaccuracies contained in your child’s covered information.
Upon receipt of a request, the District will take the following steps:

a.

The District will review your request and determine if the factual inaccuracy exists,

If the District determines that a factual inaccuracy exists, and the District maintains or
possesses the covered information, it will correct the inaccuracy and confirm the correction
with you within 90 calendar days after receiving your request.

If the District determines that a factual inaccuracy exists and an operator or ISBE maintains
the information, the District will notify the operator or ISBE of the factual inaccuracy and the
correction to be made. The operator or ISBE is reguired to confirm the correction with the
District within 90 calendar days after it receives the District’s notice. The District will then
confirm the correction with you within 10 business days after it receives the confirmation of
the correction from the operator or ISBE.

if the covered information you are requesting be corrected includes your child’s school
student records, the District will follow its procedures for amendment of student records
with respect to those school student records. See 7:340-AP1, El, Notice to
Parents/Guardians and Students of Their Rights Concerning o Student’s School Records.
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To make a request to inspect and review, copy, and/or correct your child’s covered information,
please contact the staff member identified above and specify the nature of your request. You will
need to submit your request in writing, utilizing any form the District requires.
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June 2021 8:90

Community Relations

Parent Organizations and Booster Clibs

Parent organizations and booster clubs are invaluable resources to the District’s schools. While parent
organizations and booster clubs have no administrative authority and cannot determine District
policy, the School Board welcomes their suggestions and assistance.

Parent organizations and booster clubs may be recognized by the Board and permitted to use the
District’s name, a District school’s name, or a District school’s team name, or any logo attributable to
the District provided they first receive the Superintendent or designee’s express written consent.
Consent to use one of the above-mentioned names or logos will generally be granted if the
organization or club has by-laws containing the following:

1. The organization’s or club’s name and purpose, such as, to enhance students’ educational
experiences, to help meet educational needs of students, to provide extra athletic benefits fo
students, to assist specific sports teams or academic clubs through financial support, or to
enrich extracurricular activities.

2. The rules and procedures under which it operates.
An agreement to adhere to all Board policies and administrative procedures.

4, A statement that membership is open and unrestricted, meaning that membership is open to
all parents/guardians of students enrolled in the school, District staff, and community
members,

5. A statement that the District is not, and will not be, responsible for the organization’s or
club’s business or the conduct of its members, including on any organization or club websites
or social media accounts.

6. An agreement to maintain and protect its own finances.

7. A recognition that money given to a school cannot be earmarked for any particular expense.
Booster clubs may make recommendations, but cash or other valuable consideration must be
given to the District to use at its discretion. The Board’s legal obligation to comply with Title
IX by providing equal athletic opportunity for members of both genders will supersede an
organization or club’s recommendation.

Permission to use one of the above-mentioned names or logos may be rescinded at any time and does
not constitute permission to act as the District’s representative. At no time does the District accept
responsibility for the actions of any parent organization or booster club regardless of whether it was
recognized and/or permitted to use any of the above-mentioned names or logos. The Superintendent
shall designate an administrative staff member to serve as the recognized liaison to parent
organizations or booster clubs. The liaison will serve as a resource person and provide information
about school programs, resources, policies, problems, concerns, and emerging issues. Building staff
will be encouraged to participate in the organizations.
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CROSS REF.: 8:80 (Gifts to the District)
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June 2021 8:95-E2

Community Relations

Exhibit - Verification of School Visitation

To be completed by the parent/guardian and given to the Building Principal. Please print.

This document serves to verify that the named parent/guardian attended a school conference or
classroom activity for his or her child held on the date and time indicated below.

Student Conference/Classroom activity

Parent/Guardian name Date/time of conference/classroom activity

Parent/Guardian signature

3k 3ok skt ok e st ok ko sk ook dkok ki ok sk ok ke ook ook skockokok koo solokookok ok ekook ok kol kofoR ok kol ok ok ok e Rokekok ok ok ok

To be signed by the Building Principal and refurned to the pavent/guardian.

Building Principal signature Date
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