
PROSPECT HEIGHTS SCHOOL DISTRICT 23
DISTRICT 23 WORKING COMMITTEE MEETING

MONDAY, JULY 8, 2024
MACARTHUR MIDDLE SCHOOL 

710 N SCHOENBECK
PROSPECT HEIGHTS, IL 60070 at 10:00 AM

Engage ALL students in experiences that inspire EACH to grow as learners, individuals, and community 
members.

AGENDA

I. Call to Order
II. Working Items

A. Policy 2:70 Vacancies on the School Board - Filling Vacancies
Clarifies title of ISC Executive Director.
Adopt as presented.
B. Policy 2:125 Board Member Compensation; Expenses
Clarifies title of ISC Executive Director.
Adopt as presented.
C. Policy 2:160 Board Attorney
5 Year review
D. Policy 4:15 Identify Protection
5 Year review
E. Policy 4:40 Incurring Debt
Footnotes only
F. Policy 4:70 Resource Conservation
Updated. Adopt as presented.
G. Policy 4:80 Accounting and Audits
Clarifies title of ISC Executive Director. Adopt as presented.
H. Policy 4:140 Waiver of Student Fees
Footnotes only
I. Policy 5:130 Responsibilities Concerning Internal Information
Legal references. Adopt as presented.
J. Policy 5:180 Temporary Illness or Temporary Incapacity
5 Year review.
K. Policy 5:200 Terms and Conditions of Employment and Dismissal
Legal updates require prioritizing hiring of PE, Music. Art teachers who hold those endorsements. Adopt 
as presented.
L. Policy 5:285 Drug and Alcohol Testing for School Bus and Commercial Vehicle Drivers
Footnotes only
M. Policy 5:310 Compensatory Time-Off
5 Year review.
N. Policy 6:110  Programs for Students At Risk of Academic Failure and/or Dropping Out of 
School and Graduation Incentives Program
5 Year review
O. Policy 6:140 Education of Homeless Children
Legal references. Adopt as presented.
P. Policy 6:150 Home and Hospital Instruction
5 Year review
Q. Policy 6:230 Library Media Program
Footnotes only
R. Policy 7:170 Vandalism
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PROSPECT HEIGHTS SCHOOL DISTRICT 23
DISTRICT 23 WORKING COMMITTEE MEETING

MONDAY, JULY 8, 2024
MACARTHUR MIDDLE SCHOOL 

710 N SCHOENBECK
PROSPECT HEIGHTS, IL 60070 at 10:00 AM

Engage ALL students in experiences that inspire EACH to grow as learners, individuals, and community 
members.

AGENDA

5 Year review
III. Adjournment

DISTRICT ORGANIZATIONAL GOALS

• Student Success: Ensure ALL students are well rounded and emotionally and 
academically prepared for success in high school.

• Teaching, Learning, and Innovation: Encourage a learning environment that 
emphasizes excellence and retains high quality staff.

• Family and Community Partnership: Actively engage and communicate with all 
families to foster collaborative relationships that benefit student learning and 
understanding of district priorities.

• Facilities & Financial Planning: Advance effective use of resources to support 
safe, learner ready facilities and to maximize student learning.
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PROSPECT HEIGHTS SCHOOL DISTRICT 23 \ SECTION 2 - BOARD OF EDUCATION \

Document Status: Draft Update
BOARD OF EDUCATION

2:70 Vacancies on the Board of Education - Filling Vacancies
Vacancy

Elective office of a Board of Education member becomes vacant before the term's expiration when
any of the following occurs:

1. Death of the incumbent,
2. Resignation in writing filed with the Secretary of the Board,
3. Legal disability,
4. Conviction of a felony, bribery, perjury, or other infamous crime or of any offense involving a

violation of official oath or of a violent crime against a child,
5. Removal from office,
6. The decision of a competent tribunal declaring his or her election void,
7. Ceasing to be an inhabitant of the District or a particular area from which he or she was elected,

if the residential requirements contained in the School Code are violated,
8. An illegal conflict of interest, or
9. Acceptance of a second public office that is incompatible with Board membership.

Filling Vacancies

Whenever a vacancy occurs, the remaining members shall notify the appropriate Intermediate Service
Center Executive DirectorPRESSPlus1 of that vacancy within five days after its occurrence and shall fill
the vacancy until the next regular board election, at which election a successor shall be elected to
serve the remainder of the unexpired term. However, if the vacancy occurs with less than 868 days
remaining in the term or less than 88 days before the next regularly scheduled election, the person so
appointed shall serve the remainder of the unexpired term, and no election to fill the vacancy shall be
held. Members appointed by the remaining members of the Board to fill vacancies shall meet any
residential requirements as specified in the School Code. The Board shall fill the vacancy within 60
days after it occurred by a public vote at a meeting of the Board.

Immediately following a vacancy on the Board, the Board will publicize it and accept résumés from
District residents who are interested in filling the vacancy. After reviewing the applications, the Board
may invite the prospective candidates for personal interviews to be conducted during duly scheduled
closed meetings.

LEGAL REF.:

105 ILCS 5/10-10 and 5/10-11.

CROSS REF.: 2:40 (Board Member Qualifications), 2:60 (Board Member Removal from Office),
2:120 (Board Member Development)

Adopted: January 8, 2020

Drafts

Drafts
1 of 16
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PRESSPlus Comments

PRESSPlus 1.  Updated for clarity. Issue 115, June 2024

Drafts

Drafts
2 of 16
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PROSPECT HEIGHTS SCHOOL DISTRICT 23 \ SECTION 2 - BOARD OF EDUCATION \

Document Status: Draft Update
BOARD OF EDUCATION

2:125 Board Member Compensation; Expenses
Board Member Compensation Prohibited

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

Roll Call Vote

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

Regulation of School District Expenses

The Board regulates the reimbursement of all travel, meal, and lodging expenses in the District by
resolution. When presenting the proposed budget and when necessary, the Superintendent will
recommend a maximum allowable reimbursement amount for expenses to be included in the
resolution. The recommended amount should be based upon the District’s budget and other financial
considerations.

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

Exceeding the Maximum Allowable Reimbursement Amount(s)

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

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

Advancements

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

1. Meetings sponsored by the Illinois State Board of Education or by the appropriate Intermediate
Service Center Executive Director;PRESSPlus1

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

Drafts

Drafts
3 of 16
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3. Meetings sponsored by a national organization in the field of public school education.

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

Reimbursements and Purchase Orders

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

Credit and Procurement Cards

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

Standardized Expense Form(s) Required

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

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

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

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

4. The nature of the official business conducted when the expense advancement or reimbursement
will be or was expended.

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

1. Registration. When possible, registration fees will be paid by the District in advance.
2. Travel. The least expensive method of travel will be used, providing that no hardship will be

caused to the Board member. Board members will be reimbursed for:
a. Air travel at the coach or economy class commercial airline rate. First class or business

class air travel will be reimbursed only if emergency circumstances warrant. The
emergency circumstances must be explained on the expense form and Board approval of
the additional expense is required. Copies of airline tickets must be attached to the

Drafts

Drafts
4 of 16
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expense form.
b. Rail or bus travel at actual cost. Rail or bus travel costs may not exceed the cost of coach

airfare. Copies of tickets must be attached to the expense form to substantiate amounts.
c. Use of personal automobiles at the standard mileage rate approved by the Internal

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

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

e. Taxis, airport limousines, ride sharing or other local transportation costs.

3. Meals. Board members will be reimbursed for meal costs and tipsPRESSPlus2 up to $60 per day
consistent with the maximum allowable reimbursement amount(s) set by the Board for the
hotel/meeting facility or general area. Tips are included with meal charges. Expense forms must
explain the meal charges incurred. Alcoholic beverages will not be reimbursed.

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

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

Additional Requirements for Travel Expenses Charged to Federal and State Grants

All Board member expenses for travel charged to a federal grant or State grant governed by the Grant
Accountability and Transparency Act (30 ILCS 708/) must comply with Board policy 5:60, Expenses,
and its implementing procedures. Travel expenses include costs for transportation, lodging, meals,
and related items.

LEGAL REF.:        

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

30 ILCS 708/, Government Accountability and Transparency Act.

50 ILCS 150/, Local Government Travel Expense Control Act.

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

Adopted: June 10, 2020

PRESSPlus Comments

PRESSPlus 1.  Updated for clarity. Issue 115, June 2024

PRESSPlus 2.  The following sentence clarifies that tips are included with meal charges. Issue 115,
June 2024 
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PROSPECT HEIGHTS SCHOOL DISTRICT 23 \ SECTION 2 - BOARD OF EDUCATION \

Document Status: Review and Monitoring
BOARD OF EDUCATION

2:160 Board Attorney
The Board of Education retain legal services with one or more attorneys or law firms to be the Board
Attorney(s). The Board Attorney represents the School Board in its capacity as the governing body for
the School District. The Board Attorney serves on a retainer or other fee arrangement as determined
in advance. The Board Attorney will provide services as described in the agreement for legal services
or as memorialized by an engagement letter. The District will only pay for legal services that are
provided in accordance with the agreement for legal services, as memorialized by an engagement
letter, or that are otherwise authorized by this policy or a majority of the Board.PRESSPlus1

1. Serve as counselor to the Board and attend Board meetings when requested by the
Superintendent or Board President;

2. Represent the District in any matter as requested by the Board;
3. Provide written opinions on legal questions as requested by the Superintendent or Board

President;
4. Approve, prepare, or supervise the preparation of legal documents and instruments and perform

such other legal duties as the Board may request; and
5. Be available for telephone consultation.

The District will only pay for legal services that are provided in accordance with the agreement for
legal services or are otherwise authorized by this policy or a majority of the Board.

The Superintendent, his or her designee, and Board President, are each authorized to confer with
and/or seek the legal advice of the Board Attorney. The Board may authorize a specific member to
confer with legal counsel on its behalf.

The Superintendent may authorize the Board Attorney to represent the District in any legal matter until
the Board has an opportunity to consider the matter.

The Board retains the right to consult with or employ other attorneys and to terminate the service of any
attorney.

LEGAL REF.:

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

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

Adopted: June 10, 2020

PRESSPlus Comments

PRESSPlus 1.  This policy is suggested to be reviewed by the Board. According to policy 2:240,
Board Policy Development, "[t]he Board will periodically review its policies for relevancy, monitor its

Drafts

Drafts
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policies for effectiveness, and consider whether any modifications are required." IASB suggests that
each policy in the Board's policy manual be reviewed at a minimum of every five years. As part of the
review, the Board may choose to:

Compare the adopted version to the current PRESS sample (available at PRESS Online by
logging in at www.iasb.com), discussing any differences and/or options noted in the footnotes to
determine whether local changes are necessary
Update the policy language due to changes in local conditions
Make no changes, but update the adoption date to reflect that the policy has been reviewed and
re-adopted

Issue 115, June 2024

Drafts

Drafts
2 of 17
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PROSPECT HEIGHTS SCHOOL DISTRICT 23 \ SECTION 4 - OPERATIONAL SERVICES \

Document Status: Review and Monitoring
OPERATIONAL SERVICES

4:15 Identity Protection

The collection, storage, use, and disclosure of social security numbers by the School District shall be
consistent with State and federal laws. The goals for managing the District’s collection, storage, use,
and disclosure of social security numbers are to:PRESSPlus1

1. Limit all activities involving social security numbers to those circumstances that are authorized
by State or federal law.

2. Protect each social security number collected or maintained by the District from unauthorized
disclosure.

The Superintendent is responsible for ensuring that the District complies with the Identity Protection
Act, 5 ILCS 179/. Compliance measures shall include each of the following:

1. All employees having access to social security numbers in the course of performing their duties
shall be trained to protect the confidentiality of social security numbers. Training should include
instructions on the proper handling of information containing social security numbers from the
time of collection through the destruction of the information.

2. Only employees who are required to use or handle information or documents that contain social
security numbers shall have access to such information or documents.

3. Social security numbers requested from an individual shall be provided in a manner that makes
the social security number easily redacted if the record is required to be released as part of a
public records request.

4. When collecting a social security number or upon request by an individual, a statement of the
purpose(s) for which the District is collecting and using the social security number shall be
provided. The stated reason for collection of the social security number must be relevant to the
documented purpose.

5. All employees must be advised of this policy’s existence and a copy of the policy must be made
available to each employee. The policy must also be made available to any member of the
public, upon request.

6. If this policy is amended, employees will be advised of the existence of the amended policy and
a copy of the amended policy will be made available to each employee.

No District employee shall collect, store, use, or disclose an individual’s social security number unless
specifically authorized by the Superintendent.  

Treatment of Personally Identifiable Information Under Grant Awards

The Superintendent ensures that the District takes reasonable measures to safeguard: (1) protected
personally identifiable information, (2) other information that a federal awarding agency, pass-through
agency or State awarding agency designates as sensitive, such as personally identifiable
information (PII) and (3) information that the District considers to be sensitive consistent with
applicable laws regarding privacy and confidentiality (collectively, sensitive information), when

Drafts
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administering federal grant awards and State grant awards governed by the Grant Accountability and
Transparency Act (30 ILCS 708/).

The Superintendent shall establish procedures for the identification, handling, storage, access,
disposal and overall confidentiality of sensitive information. The Superintendent shall ensure that
employees and contractors responsible for the administration of a federal or State award for the
District receive regular training in the safeguarding of sensitive information. Employees mishandling
sensitive information are subject to discipline, up to and including dismissal.

LEGAL REF.:         

2 C.F.R. §200.303(e).

5 ILCS 179/, Identity Protection Act.

30 ILCS 708/, Grant Accountability and Transparency Act

50 ILCS 205/3, Local Records Act.

105 ILCS 10/, Illinois School Student Records Act.

CROSS REF: 2:250 (Access to District Public Records), 5:150 (Personnel Records), 7:340 (Student
Records)

Adopted: January 8, 2020

PRESSPlus Comments

PRESSPlus 1.  This policy is suggested to be reviewed by the Board. According to policy 2:240,
Board Policy Development, "[t]he Board will periodically review its policies for relevancy, monitor its
policies for effectiveness, and consider whether any modifications are required." IASB suggests that
each policy in the Board's policy manual be reviewed at a minimum of every five years. As part of the
review, the Board may choose to:

Compare the adopted version to the current PRESS sample (available at PRESS Online by
logging in at www.iasb.com), discussing any differences and/or options noted in the footnotes to
determine whether local changes are necessary
Update the policy language due to changes in local conditions
Make no changes, but update the adoption date to reflect that the policy has been reviewed and
re-adopted

Issue 115, June 2024

Drafts

Drafts
4 of 17
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PROSPECT HEIGHTS SCHOOL DISTRICT 23 \ SECTION 4 - OPERATIONAL SERVICES \

Document Status: Draft Update
OPERATIONAL SERVICES

4:70 Resource Conservation
The Superintendent or designee shall manage a program of energy and resource conservation for the
District that includes:

1. Periodic review of procurement procedures and specifications to ensure that purchased
products and supplies are reusable, durable, or made from recycled materials, if economically
and practically feasible.

2. Purchasing recycled paper and paper products in amounts that will, at a minimum, meet the
specifications in the School Code, if economically and practically feasible. 

3. Periodic review of procedures on the reduction of solid waste generated by academic,
administrative, and other institutional functions.  These procedures shall:  (a) require recycling
the District’s waste stream, including landscape waste, computer paper, and white office paper,
if economically and practically feasible; (b) include investigation of the feasibility of potential
markets for other recyclable materials that are present in the District’s waste stream; and (c)
establish a goal for thebe designed to achieve, before July 1, 2020, at least a 50% reduction in
the amount of solid waste that is generated by the District, when it is economically and
practically feasible to do so.PRESSPlus1

4. Adherence to eEnergy conservation measures.

LEGAL REF.:

105 ILCS 5/10-20.19c and 5/19b.

CROSS REF.: 4:60 (Purchases and Contracts), 4:150 (Facility Management and Building Programs)

Adopted: August 10, 2022

PRESSPlus Comments

PRESSPlus 1.  Updated in response to a five-year review. Issue 115, June 2024

Drafts

Drafts
7 of 16
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PROSPECT HEIGHTS SCHOOL DISTRICT 23 \ SECTION 4 - OPERATIONAL SERVICES \

Document Status: Draft Update
OPERATIONAL SERVICES

4:80 Accounting and Audits
The School District's accounting and audit services shall comply with the Requirements for
Accounting, Budgeting, Financial Reporting, and Auditing, as adopted by the Ill. State Board of
Education (ISBE), State and federal laws and regulations, and generally accepted accounting
principles. Determination of liabilities and assets, prioritization of expenditures of governmental funds,
and provisions for accounting disclosures shall be made in accordance with government accounting
standards as directed by the auditor designated by the Board. The Superintendent, in addition to other
assigned financial responsibilities, shall report monthly on the District's financial performance, both
income and expense, in relation to the financial plan represented in the budget.

Annual Audit

At the close of each fiscal year, the Superintendent shall arrange an audit of the District funds,
accounts, statements, and other financial matters. The audit shall be performed by an independent
certified public accountant designated by the Board and be conducted in conformance with
prescribed standards and legal requirements. A complete and detailed written audit report shall be
provided to each Board member and to the Superintendent. The Superintendent shall annually, on or
before October 15, submit an original and one copy of the audit to the appropriate Intermediate
Service Center Executive Director.PRESSPlus1

Annual Financial Report

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

Inventories

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

Capitalization Threshold

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

Disposition of District Property

The Superintendent or designee shall notify the Board, as necessary, of the following so that the Board
may consider its disposition: (1) District personal property (property other than buildings and land) that
is no longer needed for school purposes, and (2) school site, building, or other real estate that is
unnecessary, unsuitable, or inconvenient. Notwithstanding the above, the Superintendent or designee

Drafts

Drafts
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may unilaterally dispose of personal property of a diminutive value. The Superintendent shall establish
procedures for the disposition of property acquired by the District under grant awards that comply with
federal and State law.

Taxable Fringe Benefits

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

Controls for Revolving Funds and Petty Cash

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

Control Requirements for Checks

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

Internal Controls

The Superintendent is primarily responsible for establishing and implementing a system of internal
controls for safeguarding the District's financial condition; the Board, however, will oversee these
safeguards. The control objectives are to ensure efficient business and financial practices, reliable
financial reporting, and compliance with State law and Board policies, and to prevent losses from
fraud, waste, and abuse, as well as employee error, misrepresentation by third parties, or other
imprudent employee action.

The District's system of internal controls shall include the following:

1. All financial transactions must be properly authorized and documented.
2. Financial records and data must be accurate and complete.
3. Accounts payable must be accurate and punctual.
4. District assets must be protected from loss or misuse.
5. Incompatible duties should be segregated, if possible.
6. Accounting records must be periodically reconciled.
7. Equipment and supplies must be safeguarded.
8. Staff members with financial or business responsibilities must be properly trained and

supervised, and must perform their responsibilities with utmost care and competence.
9. Any unnecessary weaknesses or financial risks must be promptly corrected.

Drafts

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

LEGAL REF.:

2 C.F.R. §200 et seq.

30 ILCS 708/, Grant Accountability and Transparency Act, implemented by 44 Ill.Admin.Code 7000 et
seq.

105 ILCS 5/2-3.27, 5/2-3.28, 5/3-7, 5/3-15.1, 5/5-22, 5/10-21.4, 5/10-20.19, 5/10-22.8, and 5/17-1 et
seq.

23 Ill.Admin.Code Part 100.

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

Adopted: January 13, 2021

PRESSPlus Comments

PRESSPlus 1.  Updated for clarity. Issue 115, June 2024
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PROSPECT HEIGHTS SCHOOL DISTRICT 23 \ SECTION 5 - PERSONNEL \ General Personnel \

Document Status: Draft Update
General Personnel

5:130 Responsibilities Concerning Internal Information
District employees are responsible for maintaining:  (1) the integrity and security of all internal
information, and (2) the privacy of confidential records, including but not limited to: student school
records, personnel records, and the minutes of, and material disclosed in, a closed Board of
Education meeting.  Internal information is any information, oral or recorded in electronic or paper
format, maintained by the District or used by the District or its employees.  The Superintendent or
designee shall manage procedures for safeguarding the integrity, security, and, as appropriate,
confidentiality of internal information.

LEGAL REF.:

Family Educational and Privacy Rights Act, 20 U.S.C. §1232g, Family Educational and Privacy Rights
Act.

Uses and Disclosures of Protected Health Information; General Rules, 45 C.F.R. §164.502., Uses and
Disclosures of Protected Health Information; General Rules.

Ill. Freedom of Information Act, 5 ILCS 140/, Ill. Freedom of Information Act.

Local Records Act, 50 ILCS 205/, Local Records Act.

105 ILCS 10/, Ill. School Student Records Act.

105 ILCS 85, Student Online Personal Protection Act.PRESSPlus1

Personnel Record Review Act, 820 ILCS 40/, Personnel Record Review Act.

CROSS REF.: 2:140 (Communications To and From the Board), 2:250 (Access to District Public
Records), 5:150 (Personnel Records), 7:340 (Student Records), 7:345 (Use of Educational
Technologies; Student Data Privacy and Security)

Adopted: October 10, 2019

PRESSPlus Comments

PRESSPlus 1.  The Legal References are updated. Issue 115, June 2024

Drafts

Drafts
11 of 16
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PROSPECT HEIGHTS SCHOOL DISTRICT 23 \ SECTION 5 - PERSONNEL \ General Personnel \

Document Status: Review and Monitoring
General Personnel

5:180 Temporary Illness or Temporary Incapacity
A temporary illness or temporary incapacity is an illness or other capacity of ill-being that renders an
employee physically or mentally unable to perform assigned duties. During such a period, the
employee can use accumulated sick leave benefits. However, income received from other sources
(worker's compensation, District-paid insurance programs, etc.) will be deducted from the District's
compensation liability to the employee. The Board of Education's intent is that in no case will the
employee, who is temporarily disabled, receive more than 100 percent of their gross
salary.PRESSPlus1

Those insurance plans privately purchased by the employee and to which the District does not
contribute, are not applicable to this policy.

If illness, incapacity, or any other condition causes an employee to be absent in one school year, after
exhaustion of all available leave, for more than 90 consecutive work days, such absence may be
considered a permanent disability and the Board may begin dismissal proceedings subject to State
and federal law, including the Americans with Disabilities Act. The Superintendent may recommend
this paragraph's use when circumstances strongly suggest that the employee returned to work
intermittently in order to avoid this paragraph's application. This paragraph shall not be considered a
limitation on the Board's authority to take any action concerning an employee that is authorized by
State and federal law.

Any employee may be required to have an examination, at the District's expense, 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 if the examination is job-related and consistent with
business necessity.

LEGAL REF.:       

42 U.S.C. §12101 et seq., Americans with Disabilities Act.

105 ILCS 5/10-22.4, 5/24-12, and 5/24-13.

Elder v. School Dist. No.127 1/2, 60 Ill.App.2d 56 (1st Dist. 1965).

School District No. 151 v. ISBE, 154 Ill.App.3d 375 (1st Dist. 1987).

CROSS REF.: 5:30 (Hiring Process and Criteria), 5:40 (Communicable and Chronic Infectious
Disease), 5:185 (Family and Medical Leave), 5:250 (Leaves of Absence), 5:330 (Sick Days,
Vacation, Holidays, and Leaves)

Adopted: October 10, 2019

PRESSPlus Comments

PRESSPlus 1.  This policy is suggested to be reviewed by the Board. According to policy 2:240,

Drafts

Drafts
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Board Policy Development, "[t]he Board will periodically review its policies for relevancy, monitor its
policies for effectiveness, and consider whether any modifications are required." IASB suggests that
each policy in the Board's policy manual be reviewed at a minimum of every five years. As part of the
review, the Board may choose to:

Compare the adopted version to the current PRESS sample (available at PRESS Online by
logging in at www.iasb.com), discussing any differences and/or options noted in the footnotes to
determine whether local changes are necessary
Update the policy language due to changes in local conditions
Make no changes, but update the adoption date to reflect that the policy has been reviewed and
re-adopted

Issue 115, June 2024

Drafts

Drafts
6 of 17
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PROSPECT HEIGHTS SCHOOL DISTRICT 23 \ SECTION 5 - PERSONNEL \ Professional Personnel \

Document Status: Draft Update
Professional Personnel

5:200 Terms and Conditions of Employment and Dismissal

The Board of Education delegates authority and responsibility to the Superintendent to manage the
terms and conditions for the employment of professional personnel. The Superintendent shall act
reasonably and comply with State and federal law as well as any applicable individual employment
contract or collective bargaining agreement in effect. The Superintendent is responsible for making
dismissal recommendations to the Board consistent with the Board’s goal of having a highly qualified,
high performing staff.  

School Year and Day, Duty-Free Lunch, Salary, Assignments and Transfers, Evaluation

Please refer to the applicable collective bargaining agreement(s).

School Social Worker Services Outside of District Employment

School social workers may not provide services outside of their District employment to any student(s)
attending school in the District. School social worker has the meaning stated in 105 ILCS 5/14-1.09a. 

Dismissal

The District will follow State law when dismissing a teacher.

Nursing Mothers

The District accommodates employees who are nursing mothers according to provisions in State and
federal law.

LEGAL REF.:        

29 U.S.C. §218(d), Pub. L. 117-328, Pump for Nursing Mothers Act.

42 U.S.C. §2000gg et seq., Pub. L. 117-328, Pregnant Workers Fairness Act.

105 ILCS 5/10-19, 5/10-19.05, 5/10-20.65, 5/14-1.09a, 5/22-965,PRESSPlus1 5/22.4, 5/24-16.5, 5/24-
2, 5/24-8, 5/24-9, 5/24-11, 5/24-12, 5/24-21, 5/24A-1 through 24A-20.

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

23 Ill.Admin.Code Parts 50 (Evaluation of Educator Licensed Employees) and 51 (Dismissal of
Tenured Teachers).

Cleveland Bd. of Educ. v. Loudermill, 470 U.S. 532(1985).

CROSS REF.: 5:120 (Employee Ethics; Code of Professional Conduct; and Conflict of Interest),
5:290 (Employment Termination and Suspensions), 6:20 (School Year Calendar and Day)

Adopted: January 11, 2024

Drafts

Drafts
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PRESSPlus Comments

PRESSPlus 1.  105 ILCS 5/22-96, added by P.A. 103-46 and amended by P.A. 103-564, requires
school districts, when hiring or assigning educators for physical education, music, or visual arts, to
prioritize the hiring or assigning of educators who hold an educator license and endorsement in those
areas. The law also requires educators in these areas to obtain short-term approval if they are not
licensed in the content area, or, if no short-term approval is available, they must meet criteria specified
by the Ill. State Board of Education (ISBE). Educators must obtain an endorsement in the area being
taught prior to the end of the short-term approval period to continue to maintain the educator's
employment for subsequent school years. In the alternative, educators do not need to be licensed,
obtain short-term approval, or meet other ISBE requirements if they meet the requirements of Title 23
of the Illinois Administrative Code except for Section 1.710. Issue 115, June 2024

Drafts

Drafts
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PROSPECT HEIGHTS SCHOOL DISTRICT 23 \ SECTION 5 - PERSONNEL \ Educational Support Personnel \

Document Status: Review and Monitoring
Educational Support Personnel

5:310 Compensatory Time-Off

Please refer to the applicable collective bargaining agreement(s).

For employees not covered by a current applicable bargaining agreement:
This policy governs the use of compensatory time-off by employees who: (1) are covered by the
overtime provisions of the Fair Labor Standards Act, 29 U.S.C. §201 et seq., and (2) are not
represented by an exclusive bargaining representative.PRESSPlus1

Employees may be given 1-1/2 hours of compensatory time-off in lieu of cash payment for each hour
of overtime worked.  Other than as provided below, at no time may an employee's accumulated
compensatory time-off exceed 240 hours, which represents compensation for 160 hours of overtime.
An employee whose work regularly includes public safety, emergency response, or seasonal activities
may accumulate a maximum of 480 hours of compensatory time, which represents compensation for
320 hours of overtime.  If an employee accrues the maximum number of compensatory time-off hours,
the employee: (1) is paid for any additional overtime hours worked, at the rate of one and one-half
times the employee's regular hourly rate of pay, and (2) does not accumulate compensatory time-off
until the employee uses an equal amount of accrued time-off.

An employee who has accrued compensatory time-off shall be permitted to use such time in at least
half-day components provided such requests do not unduly disrupt the District's operations.  The
employee's supervisor must approve a request to use compensatory time-off.

Upon termination of employment, an employee will be paid for unused compensatory time at the
higher of:

1. The average regular rate received by such employee during the last three years of employment;
or

2. The final regular rate received by such employee.

Compensatory time-off is time during which the employee is not working and is, therefore, not counted
as "hours worked" for purposes of overtime compensation.

Implementation

The Superintendent or designee shall implement this policy in accordance with the FLSA. In the event
of a conflict between the policy and the FLSA, the latter shall control.

LEGAL REF.:

Fair Labor Standards Act, 29 U.S.C. §201 et seq.;  29 C.F.R. Part 553.

CROSS REF.: 5:35 (Compliance with the Fair Labor Standards Act), 5:185 (Family and Medical
Leave), 5:270 (Employment At-Will, Compensation, and Assignment)

Adopted: April 8, 2020

Drafts

Drafts
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PRESSPlus Comments

PRESSPlus 1.  This policy is suggested to be reviewed by the Board. According to policy 2:240,
Board Policy Development, "[t]he Board will periodically review its policies for relevancy, monitor its
policies for effectiveness, and consider whether any modifications are required." IASB suggests that
each policy in the Board's policy manual be reviewed at a minimum of every five years. As part of the
review, the Board may choose to:

Compare the adopted version to the current PRESS sample (available at PRESS Online by
logging in at www.iasb.com), discussing any differences and/or options noted in the footnotes to
determine whether local changes are necessary
Update the policy language due to changes in local conditions
Make no changes, but update the adoption date to reflect that the policy has been reviewed and
re-adopted

Issue 115, June 2024

Drafts

Drafts
11 of 17
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PROSPECT HEIGHTS SCHOOL DISTRICT 23 \ SECTION 6 - INSTRUCTION \

Document Status: Review and Monitoring
INSTRUCTION

6:110 Programs for Students At Risk of Academic Failure and/or Dropping Out of
School and Graduation Incentives Program
The Superintendent or designee shall develop, maintain, and supervise a program for students at risk
of academic failure or dropping out of school. The program shall include education and support
services addressing individual learning styles, career development, and social needs, and may
include without limitation one or more of the following:PRESSPlus1

Parent-teacher conferences
Counseling services by social workers and/or guidance counselors
Counseling services by psychologists
Psychological testing
Truants' alternative and optional education program
Alternative school placement
Community agency services
Alternative learning opportunities program, in conformity with the Alternative Learning
Opportunities Law, as it may be amended from time to time
Graduation incentives program
Remediation program

Any student who is below the age of 20 years is eligible to enroll in a graduation incentives program if
he or she:

1. Is considered a dropout according to State law;
2. Has been suspended or expelled;
3. Is pregnant or is a parent;
4. Has been assessed as chemically dependent; or
5. Is enrolled in a bilingual education or English Language Learners program.

LEGAL REF.:

105 ILCS 5/2-3.41, 5/2-3.66, 5/10-20.9a, 5/13B-1, 5/26-2a, 5/26-13, 5/26-14, and 5/26-16.

CROSS REF.: 6:280 (Grading and Promotion), 7:70 (Attendance and Truancy)

Adopted: October 10, 2019

PRESSPlus Comments

PRESSPlus 1.  This policy is suggested to be reviewed by the Board. According to policy 2:240,
Board Policy Development, "[t]he Board will periodically review its policies for relevancy, monitor its

Drafts

Drafts
12 of 17
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policies for effectiveness, and consider whether any modifications are required." IASB suggests that
each policy in the Board's policy manual be reviewed at a minimum of every five years. As part of the
review, the Board may choose to:

Compare the adopted version to the current PRESS sample (available at PRESS Online by
logging in at www.iasb.com), discussing any differences and/or options noted in the footnotes to
determine whether local changes are necessary
Update the policy language due to changes in local conditions
Make no changes, but update the adoption date to reflect that the policy has been reviewed and
re-adopted

Issue 115, June 2024

Drafts

Drafts
13 of 17
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PROSPECT HEIGHTS SCHOOL DISTRICT 23 \ SECTION 6 - INSTRUCTION \

Document Status: Draft Update
INSTRUCTION

6:140 Education of Homeless Children
Each child of a homeless individual and each homeless youth has equal access to the same free,
appropriate public education as provided to other children and youths, including a public pre-school
education. A homeless child is defined as provided in the McKinney Homeless Assistance Act and
the Education for Homeless Children Act. The Superintendent or designee shall act as or appoint a
Liaison for Homeless Children to coordinate this policy's implementation.

A homeless child may attend the District school that the child attended when permanently housed or in
which the child was last enrolled. A homeless child living in any District school's attendance area may
attend that school.

The Superintendent or designee shall review and revise rules or procedures that may act as barriers
to the enrollment of homeless children and youths. In reviewing and revising such procedures,
consideration shall be given to issues concerning transportation, immunization, residency, birth
certificates, school records and other documentation, and guardianship. Transportation shall be
provided in accordance with the McKinney Homeless Assistance Act and State law. The
Superintendent or designee shall give special attention to ensuring the enrollment and attendance of
homeless children and youths who are not currently attending school. If a child is denied enrollment or
transportation under this policy, the Liaison for Homeless Children shall immediately refer the child or
his or her parent/guardian to the ombudsperson appointed by the Intermediate Service Center
Executive Director and provide the child or his or her parent/guardian with a written explanation for the
denial.  Whenever a child and his or her parent/guardian who initially share the housing of another
person due to loss of housing, economic hardship, or a similar hardship continue to share the housing,
the Liaison for Homeless Children shall, after the passage of 18 months and annually thereafter,
conduct a review as to whether such hardship continues to exist in accordance with State law.

LEGAL REF.:

42 U.S.C. §11431 et seq., McKinney-Vento Homeless Assistance Act.

105 ILCS 45/, Education for Homeless Children Act.

23 Ill.Admin.Code §1.241.PRESSPlus1

CROSS REF.: 2:260 (Uniform Grievance Procedure), 4:110 (Transportation), 4:140 (Waiver of
Student Fees), 7:10 (Equal Educational Opportunities), 7:30 (Student Assignment), 7:50 (School
Admissions and Student Transfers To and From Non-District Schools), 7:60 (Residence), 7:100
(Health, Eye, and Dental Examinations; Immunizations; and Exclusion of Students)

Adopted: August 10, 2022

PRESSPlus Comments

PRESSPlus 1.  The Legal References are updated. Issue 115, June 2024

Drafts

Drafts
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PROSPECT HEIGHTS SCHOOL DISTRICT 23 \ SECTION 6 - INSTRUCTION \

Document Status: Review and Monitoring
INSTRUCTION

6:150 Home and Hospital Instruction

A student who is absent from school, or whose physician, physician assistant, or advanced practice
registered nurse anticipates that the student will be absent from school, because of a medical
condition may be eligible for instruction in the student’s home or hospital. Eligibility shall be
determined by State law and the Illinois State Board of Education rules governing (1) the continuum of
placement options for students who have been identified for special education services or (2) the
home and hospital instruction provisions for students who have not been identified for special
education services. Appropriate educational services from qualified staff will begin no later than five
school days after receiving a written statement from: (1) a physician licensed to practice medicine in
all of its branches, (2) a licensed physician assistant, or (3) a licensed advanced practice registered
nurse. Instructional or related services for a student receiving special education services will be
determined by the student’s individualized education program.PRESSPlus1

A student who is unable to attend school because of pregnancy will be provided home instruction,
correspondence courses, or other courses of instruction (1) before the birth of the child when the
student’s physician, physician assistant, or advanced practice registered nurse indicates, in writing,
that she is medically unable to attend regular classroom instruction, and (2) for up to three months after
the child’s birth or a miscarriage.

Periodic conferences will be held between appropriate school personnel, parent(s)/guardian(s), and
hospital staff to coordinate course work and facilitate a student’s return to school.

LEGAL REF.:         

105 ILCS 5/10-19.05(e), 5/10-22.6a, 5/14-13.01, and 5/18-4.5.

23 Ill.Admin.Code §§1.520, 1.610, and 226.300.

CROSS REF.: 6:120 (Education of Children with Disabilities), 7:10 (Equal Educational Opportunity),
7:280 (Communicable and Chronic Infectious Disease)

Adopted: January 8, 2020

PRESSPlus Comments

PRESSPlus 1.  This policy is suggested to be reviewed by the Board. According to policy 2:240,
Board Policy Development, "[t]he Board will periodically review its policies for relevancy, monitor its
policies for effectiveness, and consider whether any modifications are required." IASB suggests that
each policy in the Board's policy manual be reviewed at a minimum of every five years. As part of the
review, the Board may choose to:

Compare the adopted version to the current PRESS sample (available at PRESS Online by
logging in at www.iasb.com), discussing any differences and/or options noted in the footnotes to

Drafts

Drafts
14 of 17
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determine whether local changes are necessary
Update the policy language due to changes in local conditions
Make no changes, but update the adoption date to reflect that the policy has been reviewed and
re-adopted

Issue 115, June 2024

Drafts

Drafts
15 of 17
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PROSPECT HEIGHTS SCHOOL DISTRICT 23 \ SECTION 7 - STUDENTS \

Document Status: Review and Monitoring
STUDENTS

7:170 Vandalism
The Board of Education will seek restitution from students and their parents/guardians for vandalism
or other student acts that cause damage to school property.PRESSPlus1

LEGAL REF.:

740 ILCS 115/

CROSS REF.: 7:130 (Student Rights and Responsibilities), 7:190 (Student Behavior)

Adopted: October 10, 2019

PRESSPlus Comments

PRESSPlus 1.  This policy is suggested to be reviewed by the Board. According to policy 2:240,
Board Policy Development, "[t]he Board will periodically review its policies for relevancy, monitor its
policies for effectiveness, and consider whether any modifications are required." IASB suggests that
each policy in the Board's policy manual be reviewed at a minimum of every five years. As part of the
review, the Board may choose to:

Compare the adopted version to the current PRESS sample (available at PRESS Online by
logging in at www.iasb.com), discussing any differences and/or options noted in the footnotes to
determine whether local changes are necessary
Update the policy language due to changes in local conditions
Make no changes, but update the adoption date to reflect that the policy has been reviewed and
re-adopted

Issue 115, June 2024

Drafts

Drafts
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