
SCHOOL DISTRICT NO. 103
BOARD OF EDUCATION MEETING

November 22, 2022
6:00 PM

REGULAR MEETING CONSISTENT WITH THE REQUIREMENTS OF THE ILLINOIS 
REVISED STATUTES CHAPTER 102, PARAGRAPH 42.02 (OPEN 
MEETINGS ACT), NOTICES OF THIS MEETING HAVE BEEN 
POSTED.  LOCATION OF THE MEETING IS CAFETERIA OF 
GEORGE WASHINGTON MIDDLE SCHOOL, 8101 OGDEN 
AVENUE, LYONS, ILLINOIS 60534, AT 6:00 PM.

A G E N D A

I. Call to Order
II. Pledge of Allegiance
III. Roll Call
IV. Reading of Communications
V. Year-to-Date Financials
VI. Superintendent's Report
VII. Public Comment
VIII. Consent Agenda

A. Authorize Payment of Monthly Bills for November 2022
1. Board Bills, November 2022
2. Activity Funds November 2022

B. Approval of Minutes
1. Regular Minutes of October 25, 2022

C. Approval of Personnel Hires/Resignations/Leaves List #11.22.22
D. Second Reading of Policies

1. Policy 5:150 - Personnel Records
2. Policy 5:180 - Temporary Illness or Temporary Incapacity
3. Policy 5:185 - Family and Medical Leave
4. Policy 5:200 - Terms and conditions of Employment and Dismissal
5. Policy 5:210 - Resignations
6. Policy 5:220 - Substitute Teachers
7. Policy 5:250 - Leaves of Absence
8. Policy 5:270 - Employment At-Will, Compensation, and Assignment
9. Policy 5:290 - Employment Termination and Suspensions
10. Policy 5:300 - Schedules and Employment Year
11. Policy 5:320 - Evaluation
12. Policy 5:330 Sick Days, Vacation, Holidays, and Leaves
13. Policy 5:35 - Compliance with the Fair Labor Standards Act
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14. Policy 5:60 - Expenses
15. Policy 5:70 - Religious Holidays
16. Policy 5:80 - Court Duty
17. Policy 6:140 - Education of Homeless Children
18. Policy 6:290 - Homework
19. Policy 6:80 - Teaching About Controversial Issues
20. Policy 7:15 - Student and Family Privacy Rights
21. Policy 8:110 - Public Suggestions and Concerns

IX. Discussion
A. IASB Tri-Conference

X. Action Item
A. Estimated Tax Levy and Authorize Publication of Truth-In-Taxation Hearing Notice 
for the 2022 Tax Levy

XI. Closed Session
The Board will go into Closed Executive Session to discuss collective negotiating matters 
between the public body and its employees or their representatives, and/or deliberations 
concerning salary schedules for one or more classes of employees, pursuant to Section 
2(c)(2) of the Open Meetings Act, 5 ILCS 120/2(c)(2); and pending litigation pursuant to 
Section 2(c)11 of the Open Meetings Act, 5 ILCS 120/2(c)(11).
XII. Return to Open Session
XIII. Action Item

A. Approval of Custodial Collective Bargaining Agreement Between Lyons School 
District 103 and SEIU Local 73 from July 1, 2022 thru June 30, 2025

XIV. Adjournment
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OCTOBER  YTD Financials

11/22/2022

Fiscal Year 2023

Presented to BOE

Working Together to Expand Student Opportunities

Serving the communities of Brookfield, Forest View, 

Lyons, McCook and Stickney.
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1 % YTD Percent

REVENUES Budget Of Total Monthly as of of Budget

FY2023 Revenue October 10/31/2022 Realized

Property Taxes  $           16,484,818 42.17%  $                        -    $                        -                             -   

Corp. Per. Prop. Replacement Taxes  $            4,777,975 12.22%  $            1,258,148  $            2,563,665                      53.66 

State Evidence Based Funding (EBF)  $           11,823,653 30.25%  $            1,114,504  $            2,229,008                      18.85 

Categorical State Aid  $               861,247 2.20%  $               120,579  $            1,546,471                     245.56 

State Early Childhood Block Grant  $               593,370 1.52%  $                        -    $               307,308                      51.79 

Federal Nutrition Program  $               486,526 1.24%  $                   3,135  $               155,276                      31.92 

Federal Title 1  $               519,530 1.33%  $                        -    $               521,123                     100.31 

Other Federal  $            3,347,426 8.56%  $                 37,057  $               185,089                        7.24 

Earnings on Investments  $               149,200 0.38%  $                        -    $                        -                             -   

Food Service  $                         2 0.00%  $                   1,345  $                   1,345                67,227.50 

Fees  $                 41,001 0.10%  $                   7,565  $                 15,680                      38.24 

Other Rev; Before School & Camps  $                   3,500 0.01%  $                        -    $               348,941                  9,969.75 

Total Revenue  $           39,088,248 100.00% $2,542,333 $7,873,906 20.14%

% YTD Percent

EXPENDITURES Budget Of Total Monthly as of of Budget

FY2023 Expenditures October 10/31/2022 Realized

Salaries  $           19,081,306 55.88%  $            1,509,604  $            4,243,032                      22.24 

Benefits  $            4,767,430 13.96%  $               395,814  $            1,301,407                      27.30 

Purchased Services  $            5,991,510 17.55%  $            1,515,294  $            2,912,009                      48.60 

Supplies  $            1,707,780 5.00%  $               208,155  $               617,116                      36.14 

Capital Outlay  $               107,670 0.32%  $                       40  $                   3,489                        3.24 

Special Ed Tuition  $            2,326,380 6.81%  $            1,426,565  $            1,599,633                      68.76 

Dues&Fees/Tuition/Contingency  $               162,240 0.48%  $                        -    $                 52,584                      32.41 

Total Expenditures 34,144,316 100.00% 5,055,473 10,729,269 31.42%

Surplus/(Deficit)  $            4,943,932  $           (2,513,140)  $           (2,855,362)

Lyons School District 103

EDUCATION FUND

Y-T-D REVENUE and EXPENSE by SOURCE

31-Oct-22
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% YTD Percent

REVENUES Budget Of Total Monthly as of of Budget

FY2023 Revenue October 10/31/2022 Realized

Property Taxes  $            2,296,900 43.55%  $                       -    $                       -                             -   

State Evidence Based Funding (EBF)  $            1,150,000 21.80%  $                       -    $                       -                             -   

Federal Aid  $            1,778,831 33.72%  $                       -    $                  3,801                           -   

Earnings on Investments  $                 49,000 0.93%  $                       -    $                       -                             -   

Rentals  $                       -   0.00%  $                       -    $                       -                             -   

Maintenance Grant  $                       -   0.00%  $                       -    $                       -                             -   

Other Revenue Sources  $                       -   0.00%  $                       -    $                       -                             -   

Total Revenue                5,274,731 100.00%                           -                        3,801 0.07%

% Actual Percent

EXPENDITURES Budget Of Total Monthly as of of Budget

FY2023 Expenditures October 10/31/2022 Realized

Salaries  $            1,340,770 30.62%  $               105,856  $               412,039                      30.73 

Benefits  $               221,910 5.07%  $                 18,905  $                 81,393                      36.68 

Purchased Services  $            2,008,071 45.86%  $                 31,729  $               194,517                        9.69 

Supplies  $               751,890 17.17%  $                 30,423  $               133,643                      17.77 

Capital Outlay  $                 17,150 0.39%  $                  1,100  $                  7,820                      45.60 

Other Objects  $                     400 0.01%  $                       -    $                  4,048                  1,012.06 

Dues&Fees/Contingency  $                 38,540 0.88%  $                       -    $                       -                             -   

Total Expenditures 4,378,731 100.00% 188,013 833,460 19.03%

Surplus/(Deficit)  $               896,000  $              (188,013)  $              (829,660)

Lyons School District 103

OPERATION AND MAINTENANCE FUND

Y-T-D REVENUE and EXPENSE by SOURCE

31-Oct-22
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Lyons School District 103

MUNICIPAL RETIREMENT, SOCIAL SECURITY & MEDICARE FUND

Y-T-D REVENUE and EXPENSE by SOURCE

31-Oct-22

% YTD Percent

REVENUES Budget Of Total Monthly as of of Budget

FY2023 Revenue October 10/31/2022 Realized

Property Taxes $638,800 64.67% $0 $0 -

Corp. Per. Prop. Replacement Taxes $320,000 32.40% $320,000 $320,000 100.00 

Earnings on Investments $29,000 2.94% $0 $0 -

Other Revenue 0.00% -

Total Revenue 987,800 100.00% $320,000 $320,000 32.40 

% Actual Percent

EXPENDITURES Budget Of Total Monthly as of of Budget

FY2023 Expenditures October 10/31/2022 Realized

Benefits $               968,060 99.38% $                 75,154 $               239,508 24.74 

Purchased Services $                   6,010 0.62% $                        - $                        - -

Total Expenditures 974,070 100.00% 75,154 239,508 24.59%

Surplus/(Deficit) $                   5,692 $               244,846 $                 80,492 
6



% YTD Percent

REVENUES Budget Of Total Monthly as of of Budget

FY2023 Revenue October 10/31/2022 Realized

Property Taxes  $               332,100 99.19%  $                        -    $                        -                             -   

Earnings on Investments  $                   2,700 0.81%  $                        -    $                        -                             -   

Other Revenue 0.00%

Total Revenue  $               334,800 100.00% $0 $0 0.00%

% Actual Percent

EXPENDITURES  Budget Of Total Monthly as of of Budget

 FY2023 Expenditures October 10/31/2022 Realized

Salaries  $                 67,600 24.98%  $            13,000.00  $            13,000.00                      19.23 

Purchase Services  $               203,020 75.02%  $                 29,931  $               162,588                      80.08 

Total Expenditures  $               270,620 100.00% 42,931 175,588 64.88%

Surplus/(Deficit)  $                 64,180  $                (42,931)  $              (175,588)

Lyons School District 103

TORT IMMUNITY FUND

Y-T-D REVENUE and EXPENSE by SOURCE

31-Oct-22
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% YTD Percent

REVENUES Budget Of Total Monthly as of of Budget

FY2023 Revenue October 10/31/2022 Realized

Property Taxes  $            1,360,200 72.51%  $                       -    $                       -                             -   

Categorical State Aid 443,900$                23.66% -$                       58,928$                  13.28                     

Earnings on Investments  $                 71,700 3.82%  $                       -    $                       -                             -   

Other Revenue  $                       -   0.00%  $                       -    $                       -                             -   

Total Revenue  $            1,875,800 100.00% $0 $58,928 3.14%

% Actual Percent

EXPENDITURES Budget Of Total Monthly as of of Budget

FY2023 Expenditures October 10/31/2022 Realized

Salaries  $                 14,630 0.92%  $                       -    $                       -                             -   

Benefits  $                     160 0.01%  $                       -    $                       -                             -   

Purchased Services  $            1,578,920 99.07%  $               105,134  $               257,520                      16.31 

Supplies $0 0.00% $0 $0                           -   

Capital Outlay $0 0.00% $0 $0                           -   

Dues&Fees/Contingency $0 0.00% $0 $0                           -   

Total Expenditures 1,593,710 100.00% 105,134 257,520 16.16%

Surplus/(Deficit)  $               282,090  $              (105,134)  $              (198,592)

Lyons School District 103

TRANSPORTATION FUND

Y-T-D REVENUE and EXPENSE by SOURCE

31-Oct-22
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% YTD Percent

REVENUES Budget Of Total Monthly as of of Budget

FY2023 Revenue October 10/31/2022 Realized

Property Taxes $90,200 75.99% $0 $0                           -   

Earnings on Investments $28,500 24.01% $0 $0                           -   

Total Revenue $118,700 100.00% $0 $0 0.00%

% Actual Percent

EXPENDITURES Budget Of Total Monthly as of of Budget

FY2023 Expenditures October 10/31/2022 Realized

Interfund Transfer 0.00%

Total Expenditures  $                       -   0.00%  $                       -    $                       -   0.00%

Surplus/(Deficit)  $               118,700  $                       -    $                       -   

Lyons School District 103

WORKING CASH FUND

Y-T-D REVENUE and EXPENSE by SOURCE

31-Oct-22
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% YTD Percent

REVENUES Budget Of Total Monthly as of of Budget

FY2023 Revenue October 10/31/2022 Realized

Property Taxes $21,203,018 44.47% $0 $0                           -   

Corp. Per. Prop. Replacement Taxes $5,097,975 10.69% $1,578,148 $2,883,665                      56.56 

State Evidence Based Funding (EBF) $12,973,653 27.21% $1,114,504 $2,229,008                      17.18 

Categorical State Aid $1,305,147 2.74% $120,579 $1,605,399                     123.01 

State Early Childhood Block Grant $593,370 1.24% $0 $307,308                      51.79 

Federal Nutrition Program $486,526 1.02% $3,135 $155,276                      31.92 

Federal Title 1 $519,530 1.09% $0 $521,123                     100.31 

Other Federal $5,126,257 10.75% $37,057 $188,889                        3.68 

Earnings on Investments $330,100 0.69% $0 $0                           -   

Food Service $2 0.00% $1,345 $1,345                67,227.50 

Fees $41,001 0.09% $7,565 $15,680                      38.24 

Before School Care, Camps $3,500 0.01% $0 $348,941                  9,969.75 

Rentals $0 0.00% $0 $0                           -   

Maintenance Grants $0 0.00% $0 $0                           -   

Other Revenue $0 0.00% $0 $0                           -   

Total Revenue $47,680,079 100.00% $2,862,333 $8,256,635 17.32%

                                    -   

($47,680,079) % Actual Percent

EXPENDITURES Budget Of Total Monthly as of of Budget

FY2023 Expenditures October 10/31/2022 Realized

Salaries $20,504,306 49.57% $1,628,460 $4,668,071                      22.77 

Benefits $4,989,500 12.06% $414,720 $1,382,799                      27.71 

IMRF/FICA/SS/Medicare $968,060 2.34% $75,154 $239,508                      24.74 

Purchased Services $9,787,531 23.66% $1,682,088 $3,526,634                      36.03 

Supplies $2,459,670 5.95% $238,578 $750,759                      30.52 

Capital Outlay $124,820 0.30% $1,140 $11,309                        9.06 

Special Ed Tuition $2,326,380 5.62% $1,426,565 $1,599,633                      68.76 

Other, Dues&Fees/Contingency $201,180 0.49% $0 $56,632                      28.15 

Total Expenditures 41,361,447 100.00% 5,466,704 12,235,346 29.58%

Surplus/(Deficit) $6,318,632 ($2,604,372) ($3,978,711)

COMBINED OPERATING FUNDS

Lyons School District 103

Y-T-D REVENUE and EXPENSE by SOURCE

31-Oct-22
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% YTD Percent

REVENUES Budget Of Total Monthly as of of Budget

FY2023 Revenue October 10/31/2022 Realized

Property Taxes  $            1,043,100 98.63%  $                        -    $                        -                             -   

Earnings on Investments  $                 14,500 1.37%  $                        -    $                        -                             -   

Total Revenue  $            1,057,600 100.00% $0 $0 0.00%

% Actual Percent

EXPENDITURES  Budget Of Total Monthly as of of Budget

 FY2023 Expenditures October 10/31/2022 Realized

Debt Service  $               979,180 100.00%  $                        -    $                        -                             -   

Total Expenditures  $               979,180 100.00% $0 $0 0.00%

Surplus/(Deficit)  $                 78,420  $                        -    $                        -   

Lyons School District 103

DEBT SERVICE FUND

Y-T-D REVENUE and EXPENSE by SOURCE

31-Oct-22
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% YTD Percent

REVENUES Budget Of Total Monthly as of of Budget

FY2023 Revenue October 10/31/2022 Realized

Earnings on Investments                        8.00 100.00%                           -                             -                             -   

Total Revenue                        8.00 100.00% $0 $0 0.00%

% Actual Percent

EXPENDITURES Budget Of Total Monthly as of of Budget

FY2023 Expenditures October 10/31/2022 Realized

Capital Outlay 0.00%

Total Expenditures $0 0.00% $0 $0 0.00%

Surplus/(Deficit) $8 $0 $0 

Lyons School District 103

CAPITAL PROJECTS FUND

Y-T-D REVENUE and EXPENSE by SOURCE

31-Oct-22
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% YTD Percent

REVENUES Budget Of Total Monthly as of of Budget

FY2023 Revenue October 10/31/2022 Realized

Property Taxes                   258,638 76.90%  $                        -    $                        -                              -   

Earnings on Investments                     11,862 4.40%  $                        -    $                        -                              -   

Other Revenue                     50,000 18.70%  $                        -    $                        -                              -   

Total Revenue                   320,500 100.00% $0 $0 0.00%

% Actual Percent

EXPENDITURES  Budget Of Total Monthly as of of Budget

 FY2023 Expenditures October 10/31/2022 Realized

Purchased Services                   159,740 100.00%  $                        -    $                        -                              -   

Total Expenditures                   159,740 100.00% $0 $0 0.00%

Surplus/(Deficit)  $               160,760  $                        -    $                        -   

Lyons School District 103

HEALTH-LIFE-SAFETY FUND

Y-T-D REVENUE and EXPENSE by SOURCE

31-Oct-22
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% YTD Percent

REVENUES Budget Of Total Monthly as of of Budget

FY2023 Revenue October 10/31/2022 Realized

Property Taxes $22,504,756 46% $0 $0                           -   

Corp. Per. Prop. Replacement Taxes $5,097,975 10% $1,578,148 $2,883,665                      56.56 

State Evidence Based Funding (EBF) $12,973,653 26% $1,114,504 $2,229,008                      17.18 

Categorical State Aid $1,305,147 3% $120,579 $1,605,399                    123.01 

State Early Childhood Block Grant $593,370 1% $0 $307,308                      51.79 

Federal Nutrition Program $486,526 1% $3,135 $155,276                      31.92 

Federal Title 1 $519,530 1% $0 $521,123                    100.31 

Other Federal $5,126,257 10% $37,057 $188,889                        3.68 

Earnings on Investments $356,470 1% $0 $0                           -   

Food Service $2 0% $1,345 $1,345                67,227.50 

Fees $41,001 0% $7,565 $15,680                      38.24 

Before School Care, Camps $3,500 0% $0 $348,941                  9,969.75 

Rentals $0 0% $0 $0 #DIV/0!

Maintenance Grants $0 0% $0 $0 #DIV/0!

Other Revenue $50,000 0% $0 $0                           -   

Total Revenue $49,058,187 100.00% $2,862,333 $8,256,635 16.83%

% Actual Percent

EXPENDITURES Budget Of Total Monthly as of of Budget

FY2023 Expenditures October 10/31/2022 Realized

Salaries $20,504,306 48.25% $1,628,460 $4,668,071                  2,276.63 

Benefits $4,989,500 11.74% $414,720 $1,382,799                  2,771.42 

IMRF/FICA/SS/Medicare Fund $968,060 2.28% $75,154 $239,508                        0.25 

Debt Service Fund $979,180 2.30% $0 $0                  3,603.19 

Life Safety Fund $159,740 0.38% $0 $0                  3,052.28 

Purchased Services $9,787,531 23.03% $1,682,088 $3,526,634                    906.03 

Supplies $2,459,670 5.79% $238,578 $750,759                  6,876.06 

Capital Outlay $124,820 0.29% $1,140 $11,309                  2,814.98 

Special Ed Tuition $2,326,380 5.47% $1,426,565 $1,599,633                      29.58 

Dues&Fees/Contingency $201,180 0.47% $0 $56,632                      28.15 

Total Expenditures $42,500,367 100.00% $5,466,704 $12,235,346 28.79%

Surplus/(Deficit) $6,557,820 ($2,604,372) ($3,978,711)

COMBINED ALL FUNDS

Y-T-D REVENUE and EXPENSE by SOURCE

31-Oct-22
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Fund  July  August  September  October  November  December  January  February  March  April  May  June 

Education           14,197,624           13,683,640           13,238,942           10,725,801                        -                          -                        -                        -                        -                        -                        -                        -   

Oper'n & Maint'n             2,461,637             2,245,110             2,023,101             1,835,088                        -                          -                        -                        -                        -                        -                        -                        -   

Debt Service                825,739                825,739                825,739                825,739                        -                          -                        -                        -                        -                        -                        -                        -   

Transportation             4,012,440             3,968,913             3,897,433             3,956,109                        -                          -                        -                        -                        -                        -                        -                        -   

IMRF (50)               (484,831)               (539,856)               (616,466)               (371,620)                        -                          -                        -                        -                        -                        -                        -                        -   

SSI/MEDICARE (51)             1,835,121             1,835,121             1,835,121             1,835,121                        -                          -                        -                        -                        -                        -                        -                        -   

Capital Projects                      460                      460                      460                      460                        -                          -                        -                        -                        -                        -                        -                        -   

Working Cash             1,685,737             1,685,737             1,685,737             1,685,737                        -                          -                        -                        -                        -                        -                        -                        -   

Tort                170,442                127,579                  97,647                  54,716                        -                          -                        -                        -                        -                        -                        -                        -   

Life Safety             1,566,734             1,566,734             1,566,734             1,566,734                        -                          -                        -                        -                        -                        -                        -                        -   

Total           26,271,102           25,399,177           24,554,448           22,113,885                        -                          -                        -                        -                        -                        -                        -                        -   

 Fiscal Year 2022-2023 

Lyons Elementary School District 103

Fiscal Year 2022-2023 Fund Balance

Source: Lyons Elementary School District 103 Monthly Reports
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Date 

8/16/2022 
8/18/2022 
8/25/2022 
8/25/2022 
8/25/2022 
9/8/2022 

9/23/2022 
9/28/2022 

10/11/2022 
10/26/2022 
10/27/2022 
11/11/2022 

Check 

Numbe 

r 

1182 
1183 

1184 
1185 
1186 
1187 
1188 
1189 
1190 
1191 

Transaction 

Robinson 

All year

Paisana (student act) staff dinner for Open house 
Hobby Lobby (student act) for students 
Deposit (student act) Van Gogh 
Deposit ( student act) Coke Machine 
Lyons PO (GSP) cum folders 
Lyons PO (GSP) cum folders 
Lyons PO (GSP) cum folders 
Oneida Hernanez ( student act) 
Lyons PO (GSP) cum folders 
Walmart (student act) 
Paisana (student act) 
K-9 for Vetarans (student council)

Debit 

$2,738.93 
130.00 $2,608.93 

12.13 $2,596.80 
216.13 $2,812.93 

52.40 $2,865.33 
28.14 $2,837.19 
21.38 $2,815.81 
10.90 $2,804.91 
78.90 $2,726.01 

2.40 $2,723.61 
69.44 $2,654.17 

$269.51 $2,384.66 
250.00 $2,134.66 
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1 

MINUTES OF THE REGULAR MEETING 
OF THE BOARD OF EDUCATION 

LYONS ELEMENTARY SCHOOL DISTRICT 103 
George Washington Middle School, Cafeteria 

8101 Ogden Avenue, Lyons, Il 60534 at 6:00 P.M. 
Tuesday, October 25, 2022 

 
I. Call to Order  

 The regular meeting of the Board of Education was called to order at 6:02 p.m. 
by President Jorge Torres. 

 
II. Roll Call 

 Members Physically Present:  Slagiana Aleksikj 
       Sara Andreas 
       Olivia Quintero 
       Mario Ramirez 
       Winifred Rodriguez 
       Jorge Torres   
        
 Absent:     Vito Campanile 
        

III. Reading of Communications 
 
Charline Latronica communicated that the Delegate Assembly will be taking 
place on November 19th.  She stated that the Board chose Board Member 
Quintero to serve as the Governing Board Representative and to please review 
the recommendations suggested by IASB, and should Board Members have any 
questions, comments, or concerns regarding the resolutions, to please email 
Board Member Quintero by November 12th as she will represent the district as a 
whole.   
 

IV. Year-to-Date Financials 
 
President Torres stated the financials are attached to the agenda for the public to 
view. 
 

V. Superintendent Report 
 
Superintendent Rivera read a Proclamation from Governor J.B. Pritzker for 
Principal Appreciation month and thanked the principals for doing a great job.   
Superintendent Rivera then informed the Board that he attended a literacy 
summit conference regarding the impact the State Superintendent and ISBE 
have on literacy.  He stated in attendance were numerous IFT attorneys and 
union members and there was discussion on a wide array of literacy and how it 
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impacts school districts.  Superintendent Rivera stated he was proud to be 
attendance to represent our district.    
 

VI. Public Comment 
 
None 
 

VII. Consent Agenda 
 
Sara Andreas moved seconded by Mario Ramirez to approve the Consent 
Agenda, as presented. 
 
Upon Roll Call: 

   
 Ayes:     Slagiana Aleksikj 
      Sara Andreas 
      Olivia Quintero 
      Mario Ramirez 
      Winifred Rodriguez 
      Jorge Torres   
 
 Nays:     None 
        
 Absent:    Vito Campanile 
 
Motion carried 

A. Authorize Payment of Monthly Bills for October 2022 
1. Board Bills, October 2022 
2. Activity Funds October, 2022 

B. Approval of Minutes 
1. Public Hearing Minutes of September 27, 2022 
2. Regular Minutes of September 27, 2022 

C. Approval of Personnel Hires/Resignations/Leaves List #10.25.22 
D. Second Reading of Policies 

1. Policy 7:30 - Student Assignment and Intra-District Transfer 
2. Policy 5:186 - Lyons School District 103 Staff Dress Code 

VIII. Board Reports 
 
 President Torres stated there are policies on the agenda for a first reading and to 

please reach out to Superintendent Rivera should there be questions on these 
policies. 
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IX. Action Items 
 
 Approval of Resolution Authorizing Raises for Non-Union School Nurses 

 
Winifred Rodriguez moved seconded by Olivia Quintero to approve the Resolution 
Authorizing Raises for Non-Union School Nurse Employees, as presented 
 
Upon Roll Call: 
  
 Ayes:     Slagiana Aleksikj 
      Sara Andreas 
      Olivia Quintero 
      Mario Ramirez 
      Winifred Rodriguez 
      Jorge Torres   
 
 Nays:     None 
        
 Absent:    Vito Campanile 
 
Motion carried 
 
Approval of Grant Paid Wage Increase for Parent Educator Kirsty West 
 
Winifred Rodriguez moved seconded by Mario Ramirez to approve the grant paid 
salary increase from $51,000 to $53,040 for Parent Educator Kirsty West so long 
as the district continues to receive the birth to Age 3 Grant for SY 2022-2023. 
 

 Upon Roll Call: 
  
 Ayes:     Slagiana Aleksikj 
      Sara Andreas 
      Olivia Quintero 
      Mario Ramirez 
      Winifred Rodriguez 
      Jorge Torres   
 
 Nays:     None 
        
 Absent:    Vito Campanile 
 
Motion carried 
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Approval of Teacher Education Placement Agreement Between the Board 
of Trustees of Illinois Statement University and the Board of Education of 
Lyons School District 103 
 
Olivia Quintero moved seconded by Winifred Rodriguez to approve the Teacher 
Education Placement Agreement between the Board of Trustees of Illinois 
Statement University and the Board of Education of Lyons School District 103, as 
presented.     

 
Upon Roll Call: 

  
 Ayes:     Slagiana Aleksikj 
      Sara Andreas 
      Olivia Quintero 
      Mario Ramirez 
      Winifred Rodriguez 
      Jorge Torres   
 
 Nays:     None 
        
 Absent:    Vito Campanile 
 
Motion carried 
 

XII. Adjournment 
 
Mario Ramirez moved seconded by Winifred Rodriguez to adjourn at 6:19 p.m.  
  
Upon Voice Vote there were 6 Ayes, 0 Nays, 1 Absent 
 
      _____________________________________ 
      Sara Andreas, Secretary 
 
      _____________________________________ 
      Jorge Torres, President 
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LYONS ELEMENTARY SCHOOL DISTRICT 103 
PERSONNEL – HIRES/LEAVES/RETIREMENT (November 22, 2022) 

List #11-22-22 
 
 
 
APPROVAL OF EMPLOYMENT 
 
Support Personnel 
 

NAME SCHOOL POSITION DATE SALARY 

Marika Veljanovska Krsteva  Lincoln Lunch Aide 11/23/22 $13.00/hr 

Yesinia Mota (pending paperwork) Home Girls Basketball Coach 11/16/22 $1,430/season 

Rigo Martinez (pending paperwork) Edison Girls Basketball Coach ASAP $1,430/season 

Alyssa Silzer  Costello Cheerleading Coach 11/23/22 $1,430/season 

Michael Valavez (pending paperwork) Edison Boys Basketball Coach ASAP $1,430/season 

Evelyn  Soto (pending paperwork) Lincoln Lunch Aide 11/23/22 $13.00/hr 

Miguel Zavala Costello Basketball Coach 11/3/22 $1,430/season 

 
APPROVAL OF LEAVES 
 

NAME SCHOOL POSITION DATE 

Kimberly Jachim-Mellenthin GWMS Resource Teacher 11/16/22-5/26/23 

Yesenia Trujillo GWMS Nurse 12/23/22-3/8/23 

            
APPROVAL OF RETIREMENT 
 

NAME SCHOOL POSITION DATE 

Carol Castaldo Robinson Paraprofessional End of SY22-23 

 
Approved By:           ___________________________________ 
            Sara Andreas, Secretary 
Dated:             
            ___________________________________ 
_________________________________       Jorge Torres, President 
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LYONS ELEMENTARY SCHOOL DISTRICT 103 \ SECTION 5 - PERSONNEL \ General Personnel \

Document Status: Draft Update
General Personnel

5:150 Personnel Records
Prospective Employer Inquiries Concerning a Current or Former Employee’s Job Performance

The Superintendent or designee shall manage a process for responding to inquiries by a prospective
employer concerning a current or former employee's job performance. The Superintendent shall:

1. Execute the requirements in the Abused and Neglected Child Reporting Act whenever another
school district asks for a reference concerning an applicant who is or was a District employee
and was the subject of a report made by a District employee to Ill. Dept. of Children and Family
Services (DCFS); and

2. Comply with the federal law prohibiting the District from providing a recommendation of
employment for an employee, contractor, or agent that District knows, or has probable cause to
believe, has engaged in sexual misconduct with a student or minor in violation of the law, but the
Superintendent or designee may follow routine procedures regarding the transmission of
administrative or personnel files for that employee.

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

Maintenance and Access to Records

Please refer to the applicable collective bargaining agreement(s).PRESSPlus1

For employees not covered by a current applicable bargaining agreement:

Please refer to the following current agreements:
Agreement Between the Board of Education School District no. 103 and the Lyons
Council Local 571 AFT

Contract Between the Board of Education Elementary School District 103 and Full-time
Aides of the District 103 Unit of Local 73, Service Employees International Union AFL-
CIO

Contract Between the Board of Education Elementary School District No. 103 and The
Custodial/Maintenance Personnel of the District #103 Unit of Local 73, Service
Employees International Union AFL-CIO

For employees not covered by these agreements:

The Superintendent or designee shall manage the maintenance of personnel records in
accordance with State and federal law and Board of Education policy. Records, as determined
by the Superintendent, are retained for all employment applicants, employees, and former
employees given the need for the District to document employment-related decisions, evaluate

5:150

5:150
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program and staff effectiveness, and comply with government recordkeeping and reporting
requirements. Personnel records shall be maintained in the District's administrative office, under
the Superintendent's direct supervision.

Access to personnel records is available as follows:

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

2. An employee's supervisor or other management employee who has an employment
or business-related reason to inspect the record is authorized to have access.

3. Anyone having the respective employee's written consent may have access.
4. Access will be granted to anyone authorized by State or federal law to have access.
5. All other requests for access to personnel information are governed by Board policy

2:250, Access to District Public Records.

LEGAL REF.:

20 U.S.C. §7926.

325 ILCS 5/4, Abused and Neglected Child Reporting Act.

745 ILCS 46/10, Employment Record Disclosure Act.

820 ILCS 40/, Personal Record Review Act.

23 Ill.Admin.Code §1.660.

CROSS REF.: 2:250 (Access to District Public Records), 5:90 (Abused and Neglected Child
Reporting), 7:340 (Student Records)

Adopted: March 22, 2022

PRESSPlus Comments

PRESSPlus 1.  Per a review of your collective bargaining agreement(s), this language has been
updated.

5:150
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LYONS ELEMENTARY SCHOOL DISTRICT 103 \ SECTION 5 - PERSONNEL \ General Personnel \

Document Status: Draft Update
General Personnel

5:180 Temporary Illness or Temporary Incapacity

Please refer to the following current agreement:PRESSPlus1

Agreement Between the Board of Education School District no. 103 and the Lyons Council
Local 571 AFT 2014-2018
For employees not covered by this agreement:

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.

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 a teacher or other licensed 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
teacher or other licensed 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)

5:180
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Adopted: November 26, 2019

PRESSPlus Comments

PRESSPlus 1.  Per a review of your collective bargaining agreement(s), this language has been
removed.

5:180
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LYONS ELEMENTARY SCHOOL DISTRICT 103 \ SECTION 5 - PERSONNEL \ General Personnel \

Document Status: Draft Update
General Personnel

5:185 Family and Medical Leave

Please refer to the applicable collective bargaining agreement(s).PRESSPlus1

For employees not covered by a current applicable bargaining agreement:

For employees not covered by a Collective Bargaining Agreement:

Leave Description

An eligible employee may use unpaid family and medical leave (FMLA leave), guaranteed by
the federal Family and Medical Leave Act. The U.S. Department of Labor’s rules (federal rules)
implementing FMLA, as they may be amended from time to time, control FMLA leave.

An eligible employee may take FMLA leave for up to a combined total of 12 weeks each 12-
month period, beginning September 1 and ending August 31 of the next year. 

During a single 12-month period, an eligible employee’s FMLA leave entitlement may be
extended to a total of 26 weeks of unpaid leave to care for a covered servicemember (defined in
the federal rules) with a serious injury or illness. The “single 12-month period” is measured
forward from the date the employee’s first FMLA leave to care for the covered servicemember
begins.

While FMLA leave is normally unpaid, the District will substitute an employee’s accrued
compensatory time-off and/or paid leave for unpaid FMLA leave, provided such leave is
available for use in accordance with Board policies and rules. In addition, all policies and rules
regarding the use of paid leave apply when paid leave is substituted for unpaid FMLA leave. 
Any substitution of paid leave for unpaid FMLA leave will count against the employee’s FMLA
leave entitlement.  Use of FMLA leave shall not preclude the use of other applicable unpaid
leave that will extend the employee’s leave beyond 12 weeks, provided that the use of FMLA
leave shall not serve to extend such other unpaid leave.  Any full workweek period during which
the employee would not have been required to work, including summer break, winter break and
spring break, is not counted against the employee’s FMLA leave entitlement.

FMLA leave is available in one or more of the following instances:

1. The birth and first-year care of a son or daughter.
2. The adoption or foster placement of a son or daughter, including absences from work that

are necessary for the adoption or foster care to proceed and expiring at the end of the 12-
month period beginning on the placement date.

3. The serious health condition of an employee’s spouse, child, or parent.
4. The employee’s own serious health condition that makes the employee unable to perform

the functions of his or her job.
5. The existence of a qualifying exigency arising out of the fact that the employee’s spouse,

5:185
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child, or parent is a military member on covered active duty or has been notified of an
impending call or order to active duty, as provided in federal rules. 

6. To care for the employee’s spouse, child, parent, or next of kin who is a covered
servicemember with a serious injury or illness, as provided by federal rules.

If spouses are employed by the District, they may together take only 12-weeks for FMLA leaves
when the reason for the leave is 1 or 2, above, or to care for a parent with a serious health
condition, or a combined total of 26 weeks for item 6 above. 

An employee may be permitted to work on an intermittent or reduced-leave schedule in
accordance with federal rules.

Eligibility

To be eligible for FMLA leave, an employee must be employed at a worksite where at least 50
employees are employed within 75 miles.  In addition, one of the following provisions must
describe the employee:

1. The employee has been employed by the District for at least 12 months and has been
employed for at least 1,000 hours of service during the 12-month period immediately
before the beginning of the leave. The 12 months an employee must have been employed
by the District need not be consecutive. However, the District will not consider any period
of previous employment that occurred more than seven years before the date of the most
recent hiring, except when the service break is due to fulfillment of a covered service
obligation under the employee’s Uniformed Services Employment and Reemployment
Rights Act (USERRA), 38 U.S.C. 4301, et seq., or when a written agreement exists
concerning the District’s intention to rehire the employee.

2. The employee is a full-time classroom teacher.

Requesting Leave 

If the need for the FMLA leave is foreseeable, an employee must provide the Superintendent or
designee with at least 30 days’ advance notice before the leave is to begin.  If 30 days’ advance
notice is not practicable, the notice must be given as soon as practicable.  The employee shall
make a reasonable effort to schedule a planned medical treatment so as not to disrupt the
District’s operations, subject to the approval of the health care provider administering the
treatment.  The employee shall provide at least verbal notice sufficient to make the
Superintendent or designee aware that he or she needs FMLA leave, and the anticipated timing
and duration of the leave.  Failure to give the required notice for a foreseeable leave may result
in a delay in granting the requested leave until at least 30 days after the date the employee
provides notice.

Certification

Within 15 calendar days after the Superintendent or designee makes a request for certification
for a FMLA leave, an employee must provide one of the following:

1. When the leave is to care for the employee’s covered family member with a serious health
condition, the employee must provide a complete and sufficient certificate signed by the
family member’s health care provider.

2. When the leave is due to the employee’s own serious health condition, the employee must
provide a complete and sufficient certificate signed by the employee’s health care
provider.

5:185
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3. When the leave is to care for a covered servicemember with a serious illness or injury, the
employee must provide a complete and sufficient certificate signed by an authorized
health care provider for the covered servicemember.

4. When the leave is because of a qualified exigency, the employee must provide: (a) a copy
of the covered military member’s active duty orders or other documentation issued by the
military indicating that the military member is on active duty or call to active duty status, and
the dates of the covered military member’s active duty service, and (b) a statement or
description, signed by the employee, of appropriate facts regarding the qualifying
exigency for which FMLA leave is requested.

The District may require an employee to obtain a second and third opinion at its expense when it
has reason to doubt the validity of a medical certification.

The District may require recertification at reasonable intervals, but not more often than once
every 30 days.  Regardless of the length of time since the last request, the District may request
recertification when the, (1) employee requests a leave extension, (2) circumstances described
by the original certification change significantly, or (3) District receives information that casts
doubt upon the continuing validity of the original certification.  Recertification is at the
employee’s expense and must be provided to the District within 15 calendar days after the
request.  The District may request recertification every 6 months in connection with any absence
by an employee needing an intermittent or reduced schedule leave for conditions with a duration
in excess of 6 months.

Failure to furnish a complete and sufficient certification on forms provided by the District may
result in a denial of the leave request.

Continuation of Health Benefits

During FMLA leave, employees are entitled to continuation of health benefits that would have
been provided if they were working.  Any share of health plan premiums being paid by the
employee before taking the leave, must continue to be paid by the employee during the FMLA
leave.  A District’s obligation to maintain health insurance coverage ceases if an employee’s
premium payment is more than 30 days late and the District notifies the employee at least 15
days before coverage will cease.

Changed Circumstances and Intent to Return

An employee must provide the Superintendent or designee reasonable notice of changed
circumstances (i.e., within 2 business days if the changed circumstances are foreseeable) that
will alter the duration of the FMLA leave.  The Superintendent or designee, taking into
consideration all of the relevant facts and circumstances related to an individual’s leave
situation, may ask an employee who has been on FMLA leave for 8 consecutive weeks whether
he or she intends to return to work.

Return to Work

If returning from FMLA leave occasioned by the employee’s own serious health condition, the
employee is required to obtain and present certification from the employee’s health care
provider that he or she is able to resume work.

An employee returning from FMLA leave will be given an equivalent position to his or her
position before the leave, subject to:  (1) permissible limitations the District may impose as
provided in the FMLA or implementing regulations, and (2) the District’s reassignment policies
and practices.

5:185
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Classroom teachers may be required to wait to return to work until the next semester in certain
situations as provided by the FMLA regulations.

Implementation

The Superintendent or designee shall ensure that:  (1) all required notices and responses to
leave requests are provided to employees in accordance with the FMLA; and (2) this policy is
implemented in accordance with the FMLA.  In the event of a conflict between the policy and the
FMLA or its regulations, the latter shall control.  The terms used in this policy shall be defined as
in the FMLA regulations.

LEGAL REF.:

29 U.S.C. §2601 et seq., Family and Medical Leave Act; 29 C.F.R. Part 825.

105 ILCS 5/24-6.4.

CROSS REF.: 5:180 (Temporary Illness or Temporary Incapacity), 5:250 (Leaves of Absence), 5:310
(Compensatory Time-Off), 5:330 (Sick Days, Vacation, Holidays, and Leaves)

Adopted: March 22, 2022

PRESSPlus Comments

PRESSPlus 1.  Per a review of your collective bargaining agreement(s), this language has been
updated.

5:185
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LYONS ELEMENTARY SCHOOL DISTRICT 103 \ 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, Dismissal, Evaluation

Please refer to the applicable collective bargaining agreement(s).PRESSPlus1

Please refer to the following current agreement:

Agreement Between the Board of Education School District no. 103 and the Lyons
Council Local 571 AFT

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. 

Nursing Mothers

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

LEGAL REF.:        

105 ILCS 5/10-19, 5/10-19.05, 5/10-20.65, 5/14-1.09a, 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.: 5:290 (Employment Termination and Suspensions), 6:20 (School Year Calendar and
Day)

Adopted: March 22, 2022

PRESSPlus Comments

5:200
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PRESSPlus 1.  Per a review of your collective bargaining agreement(s), this language has been
updated.

5:200
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LYONS ELEMENTARY SCHOOL DISTRICT 103 \ SECTION 5 - PERSONNEL \ Professional Personnel \

Document Status: Draft Update
Professional Personnel

5:210 Resignations

Please refer to the applicable collective bargaining agreement(s).PRESSPlus1

Tenured teachers may resign at any time with consent of the Board of Education or by written notice
sent to the Board Secretary at least 30 days before the intended date of resignation.  However, no
teacher may resign during the school term in order to accept another teaching position without the
consent of the Board.

LEGAL REF.:

105 ILCS 5/24-14.

Park Forest Heights School Dist. v. State Teacher Certification Bd., 363 Ill.App.3d 433 (1st Dist.
2006).

ADOPTED: December 15, 2014

PRESSPlus Comments

PRESSPlus 1.  Per a review of your collective bargaining agreement(s), this language has been
updated.

5:210
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LYONS ELEMENTARY SCHOOL DISTRICT 103 \ SECTION 5 - PERSONNEL \ Professional Personnel \

Document Status: Draft Update
Professional Personnel

5:220 Substitute Teachers

The Superintendent may employ substitute teachers as necessary to replace teachers who are
temporarily absent.

A substitute teacher must hold either a valid teaching or substitute license or short-term substitute
license e and may teach in the place of a licensed teacher who is under contract with the Board. There
is no limit on the number of days that a substitute teacher may teach in the District during the school
year, except as follows:

1. A substitute teacher holding a substitute license may teach for any one licensed teacher under
contract with the District only for a period not to exceed 90 paid school days in any one school
term.

2. A teacher holding a Professional Educator License or Educator License with Stipulations may
teach for any one licensed teacher under contract with the District only for a period not to exceed
120 paid school days.

3. A short-term substitute teacher holding a short-term substitute teaching license may teach for
any one licensed teacher under contract with the District only for a period not to exceed five
consecutive school days.

The Ill. Teachers’ Retirement System (TRS) limits a substitute teacher who is a TRS annuitant to
substitute teaching for a period not to exceed 120 paid days or 600 paid hours in each school year,
but not more than 100 paid days in the same classroom. Beginning July 1, 2023, a substitute teacher
who is a TRS annuitant may substitute teach for a period not to exceed 100 paid days or 500 paid
hours in any school year,  unless the subject area is one where the appropriate Intermediate Service
Center has certified that a personnel shortage exists.

The Board of Education establishes a daily rate of pay for substitute teachers.  Substitute teachers
receive only monetary compensation for time worked and no other benefits.

Short-Term Substitute Teachers

A short-term substitute teacher must hold a valid short-term substitute teaching license and have
completed the District’s short-term substitute teacher training program. Short-term substitutes may
teach no more than five consecutive school days for each licensed teacher who is under contract with
the Board.

Emergency Situations

A substitute teacher may teach when no licensed teacher is under contract with the Board if the
District has an emergency situation as defined in State law. During an emergency situation, a
substitute teacher is limited to 30 calendar days of employment per each vacant position. The
Superintendent shall notify the appropriate Intermediate Service Center within five business days after
the employment of a substitute teacher in an emergency situation.

5:220
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Internal SubstitutionPRESSPlus1

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

LEGAL REF.:         

105 ILCS 5/10-20.68, 5/21B-20(2), 5/21B-20(3), and 5/21B-20(4).

23 Ill.Admin.Code §1.790 (Substitute Teacher) and §25.520 (Substitute Teaching License).

CROSS REF.: 5:30 (Hiring Process and Criteria)

Adopted: March 22, 2022

PRESSPlus Comments

PRESSPlus 1.  Per a review of your collective bargaining agreement(s), this language has been
added.
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LYONS ELEMENTARY SCHOOL DISTRICT 103 \ SECTION 5 - PERSONNEL \ Professional Personnel \

Document Status: Draft Update
Professional Personnel

5:250 Leaves of Absence

Each of the provisions in this policy applies to all professional personnel to the extent that it does not
conflict with an applicable collective bargaining agreement or individual employment contract or
benefit plan; in the event of a conflict, such provision is severable and the applicable bargaining
agreement or individual agreement will control.

Sick and Bereavement Leave, Personal Leave, Leave of Absence Without Pay, Leave of Absence
Without Pay, Child-Rearing Leave

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

Staff members are entitled to use up to 30 days of paid sick leave because of the birth of a child that
is not dependent on the need to recover from childbirth. Such days may be used at any time within the
12-month period following the birth of the child. Intervening periods of nonworking days or school not
being in session, such as breaks and holidays, do not count towards the 30 working school days. As a
condition of paying sick leave beyond the 30 working school days, the Board or Superintendent may
require medical certification.

For purposes of adoption, placement for adoption, or acceptance of a child in need of foster care,
paid sick leave may be used for reasons related to the formal adoption or the formal foster care
process prior to taking custody of the child or accepting the child in need of foster care, and for taking
custody of the child or accepting the child in need of foster care. Such leave is limited to 30 days,
unless a longer leave is provided in an applicable collective bargaining agreement, and need not be
used consecutively once the formal adoption or foster care process is underway. The Board or
Superintendent may require that the employee provide evidence that the formal adoption or foster
care process is underway.

Child Bereavement Leave

State law allows a maximum of 10 unpaid work days for eligible employees (Family and Medical
Leave Act of 1993, 20 U.S.C. §2601 et seq.) to take child bereavement leave. The purpose,
requirements, scheduling, and all other terms of the leave are governed by the Child Bereavement
Leave Act. Child bereavement leave allows for: (1) attendance by the bereaved staff member at the
funeral or alternative to a funeral of his or her child, (2) making arrangements necessitated by the
death of the staff member’s child, or (3) grieving the death of the staff member’s child, without any
adverse employment action.

The leave must be completed within 60 days after the date on which the employee received notice of
the death of his or her child. However, in the event of the death of more than one child in a 12-month
period, an employee is entitled to up to a total of six weeks of bereavement leave during the 12-month
period, subject to certain restrictions under State and federal law. Other existing forms of leave may
be substituted for the leave provided in the Child Bereavement Leave Act. This policy does not create
any right for an employee to take child bereavement leave that is inconsistent with the Child
Bereavement Leave Act.
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Sabbatical Leave

Sabbatical leave may be granted in accordance with the School Code.

Leaves for Service in the Military

Leaves for service in the U.S. Armed Services or any of its reserve components and the National
Guard, as well as re-employment rights, will be granted in accordance with State and federal law. A
professional staff member hired to replace one in military service does not acquire tenure.

General Assembly Leave

Leaves for service in the General Assembly, as well as re-employment rights, will be granted in
accordance with State and federal law. A professional staff member hired to replace one in the
General Assembly does not acquire tenure.

Leave for Employment in Department of Defense

The Board may grant teachers a leave of absence to accept employment in a Dept. of Defense
overseas school.

School Visitation Leave

An eligible professional staff member is entitled to eight hours during any school year, no more than
four hours of which may be taken on any given day, to attend school conferences, behavioral
meetings, or academic meetings related to the teacher’s child, if the conference or meeting cannot be
scheduled during non-work hours. Professional staff members must first use all accrued vacation
leave, personal leave, compensatory leave, and any other leave that may be granted to the
professional staff member, except sick, and disability leave.

The Superintendent shall develop administrative procedures implementing this policy consistent with
the School Visitation Rights Act.

Leaves for Victims of Domestic Violence, Sexual Violence, Gender Violence, or Other Crime of
Violence

An unpaid leave from work is available to any staff member who: (1) is a victim of domestic violence,
sexual violence, gender violence, or any other crime of violence or (2) has a family or household
member who is a victim of such violence whose interests are not adverse to the employee as it relates
to the domestic violence, sexual violence, gender violence, or any other crime of violence. The unpaid
leave allows the employee to seek medical help, legal assistance, counseling, safety planning, and
other assistance without suffering adverse employment action.

The Victims’ Economic Security and Safety Act governs the purpose, requirements, scheduling, and
continuity of benefits, and all other terms of the leave. Accordingly, if the District employs at least 50
employees, an employee is entitled to a total of 12 work weeks of unpaid leave during any 12-month
period. Neither the law nor this policy creates a right for an employee to take unpaid leave that
exceeds the unpaid leave time allowed under, or is in addition to the unpaid leave time permitted by,
the federal Family and Medical Leave Act of 1993 (29 U.S.C. §2601 et seq.).

Leaves to Serve as an Officer or Trustee of a Specific Organization

Upon request, the Board will grant: (1) an unpaid leave of absence to an elected officer of a State or
national teacher organization that represents teachers in collective bargaining negotiations, (2) twenty
days of paid leave of absence per year to a trustee of the Teachers’ Retirement System in
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accordance with 105 ILCS 5/24-6.3, and (3) a paid leave of absence for the local association
president of a State teacher association that is an exclusive bargaining agent in the District, or his or
her designee, to attend meetings, workshops, or seminars as described in 105 ILCS 5/24-6.2.

Leave to Serve as an Election Judge

Any staff member who was appointed to serve as an election judge under State law may, after giving
at least 20-days’ written notice to the District, be absent without pay for the purpose of serving as an
election judge. The staff member is not required to use any form of paid leave to serve as an election
judge. No more than 10% of the District’s employees may be absent to serve as election judges on
the same Election Day.

LEGAL REF.:

10 ILCS 5/13-2.5.

105 ILCS 5/24-6, 5/24-6.1, 5/24-6.2, 5/24-6.3, 5/24-13, and 5/24-13.1.

330 ILCS 61/, Service Member Employment and Reemployment Rights Act.

820 ILCS 147/, School Visitation Rights Act.

820 ILCS 154/, Child Bereavement Leave Act.

820 ILCS 180/, Victims' Economic Security and Safety Act.

CROSS REF.: 5:180 (Temporary Illness or Temporary Incapacity), 5:185 (Family and Medical Leave),
5:330 (Sick Days, Vacation, Holidays, and Leaves)

Adopted: March 22, 2022
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5:270 Employment At-Will, Compensation , and Assignment
Employment At-Will

Unless otherwise specifically provided, District employment is at-will, meaning that employment may
be terminated by the District or employee at any time for any reason, other than a reason prohibited by
law, or no reason at all. Nothing in Board of Education policy is intended or should be construed as
altering the employment at-will relationship.

Exceptions to employment at-will may include employees who are employed annually, have an
employment contract, or are otherwise granted a legitimate interest in continued employment. The
Superintendent is authorized to make exceptions to employing nonlicensed employees at-will but shall
maintain a record of positions or employees who are not at-will.

Compensation

The Board will determine salary and wages for educational support personnel. Increments are
dependent on evidence of continuing satisfactory performance. An employee covered by the overtime
provisions in State or federal law shall not work overtime without the prior authorization from the
employee's immediate supervisor. Educational support personnel are paid twice a month.

Assignment

Please refer to the applicable collective bargaining agreement(s).PRESSPlus1

For employees not covered by a current applicable bargaining agreement:
The Superintendent is authorized to make assignments and transfers of educational support
personnel.

LEGAL REF.:

105 ILCS 5/10-22.34 and 5/10-23.5.

CROSS REF.: 5:10 (Equal Employment Opportunity and Minority Recruitment) 5:35 (Compliance with
the Fair Labor Standards Act), 5:290 (Employment Termination and Suspensions), 5:310
(Compensatory Time-Off)

Adopted: March 23, 2021

PRESSPlus Comments

PRESSPlus 1.  Per a review of your collective bargaining agreement(s), this language has been
updated.

5:270
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Document Status: Draft Update
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5:290 Employment Termination and Suspensions

Resignation and RetirementPRESSPlus1

An employee is requested to provide two weeks’ notice of a resignation. A resignation notice cannot
be revoked once given.

Retirement

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

For employees not covered by a current applicable bargaining agreement:

An employee planning to retire should notify his or her supervisor at least two months before the
retirement date.

Non-RIF Dismissal

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

For employees not covered by a current applicable bargaining agreement:

The District may terminate an at-will employee at any time for any or no reason, but not for a reason
prohibited by State or federal law.

Employees who are employed annually or have a contract, or who otherwise have a legitimate
expectation of continued employment, may be dismissed: (1) at the end of the school year or at the
end of their respective contract after being provided appropriate notice and after compliance with any
applicable contractual provisions, or (2) mid-year or mid-contract provided appropriate due process
procedures are provided.

The Superintendent is responsible for making dismissal recommendations to the School Board
consistent with the Board’s goal of having a highly qualified, high performing staff. This includes
recommending a non-licensed employee for immediate dismissal for willful or negligent failure to
report an instance of suspected child abuse or neglect as required by 325 ILCS 5/.

Reduction in Force and Recall

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

For employees not covered by a current applicable bargaining agreement:

The Board may, as necessary or prudent, decide to decrease the number of educational support
personnel or to discontinue some particular type of educational support service and, as a result of that
action, dismiss or reduce the hours of one or more educational support employees. When making
decisions concerning reduction in force and recall, the Board will follow Sections 10-22.34c
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(outsourcing non-instructional services) and 10-23.5 (procedures) of the School Code, to the extent
they are applicable and not superseded by legislation or an applicable collective bargaining
agreement.

Final Paycheck

A terminating employee’s final paycheck will be adjusted for any unused, earned vacation
credit. Employees are paid for all earned vacation. Terminating employees will receive their final pay
on the next regular payday following the date of termination, except that an employee dismissed due to
a reduction in force shall receive his or her final paycheck on or before the next regular pay date
following the last day of employment.

Suspension

Except as provided below, the Superintendent is authorized to suspend an employee without pay as a
disciplinary measure, during an investigation into allegations of misconduct or pending a dismissal
hearing whenever, in the Superintendent’s judgment, the employee’s presence is detrimental to the
District. A disciplinary suspension shall be with pay: (1) when the employee is exempt from the
overtime provisions, or (2) until an employee with an employment contract for a definite term is
provided a notice and hearing according to the suspension policy for professional employees. Upon
receipt of a recommendation from the Ill. Dept. Children and Family Services (DCFS) that the District
remove an employee from his or her position when he or she is the subject of a pending DCFS
investigation that relates to his or her employment with the District, the Board or Superintendent or
designee, in consultation with the Board Attorney, will determine whether to:

1. Let the employee remain in his or her position pending the outcome of the investigation; or
2. Remove the employee as recommended, proceeding with:

a. A suspension with pay; or
b. A suspension without pay.

Any criminal conviction resulting from the investigation or allegations shall require the employee to
repay to the District all compensation and the value of all benefits received by the employee during the
suspension. The Superintendent will notify the employee of this requirement when the employee is
suspended.

LEGAL REF.:         

5 ILCS 430 et seq.

105 ILCS 5/10-22.34c and 5/10-23.5.

325 ILCS 5/7.4(c-10).

820 ILCS 105/4a.

CROSS REF.: 5:90 (Abused and Neglected Child Reporting), 5:240 (Suspension), 5:270
(Employment At-Will, Compensation, and Assignment)

Adopted: August 25, 2020

PRESSPlus Comments
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PRESSPlus 1.  Per a review of your collective bargaining agreement(s), CBA references have been
updated/added throughout the policy.

5:290
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5:300 Schedules and Employment Year

Please refer to the following current agreements:PRESSPlus1

Contract Between the Board of Education Elementary School District 103 and Full-time
Aides of the District 103 Unit of Local 73, Service Employees International Union AFL-
CIO

Contract Between the Board of Education Elementary School District No. 103 and The
Custodial/Maintenance Personnel of the District #103 Unit of Local 73, Service
Employees International Union AFL-CIO

For employees not covered by these agreements:

The Superintendent shall supervise a process for setting work schedules and an employment
year for educational support employees in accordance with State and federal law, Board of
Education policy, and applicable agreements and shall:

1. Assign each employee one supervisor who will establish a work schedule, including
breaks, as required by building or District needs, work load, and the efficient management
of human resources;

2. Allow for the ability to respond to changing circumstances by altering work schedules as
needed; and

3. Consider the well-being of the employee.  The Superintendent’s approval is required to
establish a flexible work schedule or job-sharing.

Breaks

An employee who works at least 7.5 continuous hours shall receive a 30-minute duty-free meal break
that begins within the first five hours of the employee’s workday.The District accommodates
employees who are nursing mothers according to State and federal law.

LEGAL REF.:

Fair Labor Standards Act, 29 U.S.C. §207 et seq.

105 ILCS 5/10-20.14a, 5/10-22.34, and 5/10-23.5.

740 ILCS 137/, Right to Breastfeed Act.

820 ILCS 105/, Minimum Wage Law.

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

CROSS REF.: 5:35 (Compliance with the Fair Labor Standards Act)

5:300
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ADOPTED: April 28, 2017

PRESSPlus Comments

PRESSPlus 1.  Per a review of your collective bargaining agreement(s), consider removing this
language.
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5:320 Evaluation
The Superintendent is responsible for designing and implementing a program for evaluating the job
performance of each educational support staff member according to standards contained in Board of
Education policies as well as in compliance with State law and any applicable collective bargaining
agreement.PRESSPlus1

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

For employees not covered by a current applicable bargaining agreement:
Please refer to the following current agreements:

Contract Between the Board of Education Elementary School District 103 and Full-time
Aides of the District 103 Unit of Local 73, Service Employees International Union AFL-
CIO
Contract Between the Board of Education Elementary School District No. 103 and The
Custodial/Maintenance Personnel of the District #103 Unit of Local 73, Service
Employees International Union AFL-CIO

For employees not covered by these agreements:

The standards for the evaluation program shall include, but not be limited to:

1. Each employee shall be evaluated annually, preferably before the annual salary review.
2. The direct supervisor shall provide input.
3. The employee's work quality, promptness, attendance, reliability, conduct, judgment, and

cooperation shall be considered.
4. The employee shall receive a copy of the annual evaluation.
5. All evaluations shall comply with State and federal law.

CROSS REF.: 5:10 (Equal Employment Opportunity and Minority Recruitment), 5:150 (Personnel
Records)

ADOPTED: December 15, 2014

PRESSPlus Comments

PRESSPlus 1.  Per a review of your collective bargaining agreement(s), this language has been
updated.

5:320
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5:330 Sick Days, Vacation, Holidays, and Leaves
Each of the provisions in this policy applies to all educational support personnel to the extent that it
does not conflict with an applicable collective bargaining agreement or individual employment contract
or benefit plan; in the event of a conflict, such provision is severable and the applicable bargaining
agreement or individual agreement will control.

Sick and Bereavement Leave

Please refer to the applicable collective bargaining agreement(s).PRESSPlus1

For employees not covered by a current applicable bargaining agreement:

Full or part-time educational support personnel who work at least 600 hours per year receive 10 paid
sick leave days per year. Part-time employees will receive sick leave pay equivalent to their regular
workday. Unused sick leave shall accumulate to a maximum of 180 days, including the leave of the
current year.

Sick leave is defined in State law as personal illness, quarantine at home, serious illness or death in
the immediate family or household, or birth, adoption, placement for adoption, or the acceptance of a
child in need of foster care. The Superintendent and/or designee shall monitor the use of sick leave.

As a condition for paying sick leave after three days absence for personal illness or as the Board or
Superintendent deem necessary in other cases, the Board or Superintendent may require that the staff
member provide a certificate from: (1) a physician licensed in Illinois to practice medicine and surgery
in all its branches, (2) a chiropractic physician licensed under the Medical Practice Act, (3) a licensed
advanced practice registered nurse, (4) a licensed physician assistant who has been delegated the
authority to perform health examinations by his or her supervising physician, or (5) if the treatment is by
prayer or spiritual means, a spiritual adviser or practitioner of the employee’s faith. If the Board or
Superintendent requires a certificate during a leave of less than three days for personal illness, the
District shall pay the expenses incurred by the employee.

Employees are entitled to use up to 30 days of paid sick leave because of the birth of a child that is
not dependent on the need to recover from childbirth. Such days may be used at any time within the
12-month period following the birth of the child. Intervening periods of nonworking days or school not
being in session, such as breaks and holidays, do not count towards the 30 working school days. As a
condition of paying sick leave beyond the 30 working school days, the Board or the Superintendent
may require medical certification.

For purposes of adoption, placement for adoption, or acceptance of a child in need of foster care,
paid sick leave may be used for reasons related to the formal adoption or the formal foster care
process prior to taking custody of the child or accepting the child in need of foster care, and for taking
custody of the child or accepting the child in need to foster care. Such leave is limited to 30 days,
unless a longer leave is provided in an applicable collective bargaining agreement, and need not be
used consecutively once the formal adoption or foster care process is underway. The Board or

5:330
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Superintendent may require that the employee provide evidence that the formal adoption or foster
care process is underway.

Vacation

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

For employees not covered by a current applicable bargaining agreement:

Twelve-month employees shall be eligible for paid vacation days according to the following schedule:

Length of Employment Number of Days

From: To:

Start date 6 Months None

6th Month End of 1st Year 5 Days

Beginning of 2nd Year End of 5th Year 10 Days

Beginning of 6th Year One additional day per year (as of July 1st); 25 day maximum

Part-time employees who work at least half-time are entitled to vacation days on the same basis as
full-time employees, but the pay will be based on the employee’s average number of part-time hours
per week during the last vacation accrual year. The Superintendent will determine the procedure for
requesting vacation.

Vacation days earned in one fiscal year must be used by the end of the following fiscal year; they do
not accumulate. Employees resigning or whose employment is terminated are entitled to the monetary
equivalent of all earned vacation.

Holidays

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

For employees not covered by a current applicable bargaining agreement:

Unless the District has a waiver or modification of the School Code pursuant to Section 2-3.25g or 24-
2(b) allowing it to schedule school on a legal school holiday listed below, District employees will not be
required to work on:

New Year’s Day Labor Day

Martin Luther King Jr.’s Birthday Columbus Day

Abraham Lincoln’s Birthday Veterans Day

Casimir Pulaski’s Birthday 2022 Election Day

5:330
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Casimir Pulaski’s Birthday 2022 Election Day

Memorial Day Thanksgiving Day

Juneteenth National Freedom Day Christmas Day

Independence Day

A holiday will not cause a deduction from an employee’s time or compensation. The District may
require educational support personnel to work on a school holiday during an emergency or for the
continued operation and maintenance of facilities or property.

Personal Leave

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

For employees not covered by a current applicable bargaining agreement:

Full-time educational support personnel have one paid personal leave day per year. The use of a
personal day is subject to the following conditions:

1. Except in cases of emergency or unavoidable situations, a personal leave request should be
submitted to the Building Principal three days before the requested date.

2. No personal leave day may be used immediately before or immediately after a holiday, or during
the first and/or last five days of the school year, unless the Superintendent grants prior approval.

3. Personal leave may not be used in increments of less than one-half day.
4. Personal leave is subject to any necessary replacement’s availability.
5. Personal leave may not be used on an in-service training day and/or institute training days.
6. Personal leave may not be used when the employee’s absence would create an undue hardship.

Leave to Serve as a Trustee of the Ill. Municipal Retirement Fund

Upon request, the Board will grant 20 days of paid leave of absence per year to a trustee of the Ill.
Municipal Retirement Fund in accordance with 105 ILCS 5/24-6.3. 

Leave for Service in the Military

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

For employees not covered by a current applicable bargaining agreement:

Educational support personnel receive leave for service in the military on the same terms and
conditions granted professional personnel in Board policy 5:250, Leaves of Absence.

Other Leaves

Educational support personnel receive the following leaves on the same terms and conditions granted
professional personnel in Board policy 5:250, Leaves of Absence:

1. Leave for Service in the Military.

5:330
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2. Leave for Service in the General Assembly.
3. School Visitation Leave.
4. Leaves for Victims of Domestic Violence, Sexual Violence, Gender Violence, or Other Crime of

Violence.
5. Child Bereavement Leave.
6. Leave to serve as an election judge.

LEGAL REF.:         

105 ILCS 5/10-20.7b, 5/24-2, and 5/24-6.

330 ILCS 61/, Service Member Employment and Reemployment Rights Act.

820 ILCS 147, School Visitation Rights Act.

820 ILCS 154/, Child Bereavement Leave Act.

820 ILCS 180/, Victims’ Economic Security and Safety Act.

School Dist. 151 v. ISBE, 154 Ill.App.3d 375 (1st Dist. 1987); Elder v. Sch. Dist. No.127 1/2, 60
Ill.App.2d 56 (1st Dist. 1965).

CROSS REF.: 5:180 (Temporary Illness or Temporary Incapacity), 5:185 (Family and Medical Leave),
5:250 (Leaves of Absence)

Adopted: March 22, 2022

PRESSPlus Comments

PRESSPlus 1.  Per a review of your collective bargaining agreement(s), CBA references have been
added throughout the policy.
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5:35 Compliance with the Fair Labor Standards Act
Job Classifications

The Superintendent will ensure that all job positions are identified as either "exempt" or "non-exempt"
according to State law and the Fair Labor Standards Act (FLSA) and that employees are informed
whether they are "exempt" or "non-exempt." "Exempt" and "non-exempt" employee categories may
include certificated and non-certificated job positions. All non-exempt employees, whether paid on a
salary or hourly basis, are covered by minimum wage and overtime provisions.

Workweek and Compensation

The workweek for District employees will be 12:00 a.m. Saturday until 11:59 p.m. Friday. Non-exempt
employees will be compensated for all hours worked in a workweek including overtime. For non-
exempt employees paid a salary, the salary is paid for a 40-hour workweek even if an employee is
scheduled for less than 40 hours. "Overtime" is time worked in excess of 40 hours in a single
workweek.

Overtime

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

For employees not covered by a current applicable bargaining agreement:

Please refer to the following current agreements:PRESSPlus1

Contract Between the Board of Education Elementary School District 103 and Full-time
Aides of the District 103 Unit of Local 73, Service Employees International Union AFL-CIO
Contract Between the Board of Education Elementary School District No. 103 and The
Custodial/Maintenance Personnel of the District #103 Unit of Local 73, Service Employees
International Union AFL-CIO
For employees not covered by these agreements:

A non-exempt employee shall not work overtime without his or her supervisor's express approval. All
supervisors of non-exempt employees shall: (1) monitor overtime use on a weekly basis and report
such use to the business office, (2) seek the Superintendent or designee's written pre-approval for any
long term or repeated use of overtime that can be reasonably anticipated, (3) ensure that overtime
provisions of this policy and the FLSA are followed, and (4) ensure that employees are compensated
for any overtime worked. Accurate and complete time sheets of actual hours worked during the
workweek shall be signed by each employee and submitted to the business office. The business
office will review work records of employees on a regular basis, make an assessment of overtime use,
and provide the assessment to the Superintendent. In lieu of overtime compensation, non-exempt
employees may receive compensatory time-off, according to Board policy 5:310, Compensatory
Time-Off.

Suspension Without Pay
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No exempt employee shall have his or her salary docked, such as by an unpaid suspension, if the
deduction would cause a loss of the exempt status. Licensed employees may be suspended without
pay in accordance with Board policy 5:240, Suspension. Non-licensed employees may be suspended
without pay in accordance with Board policy 5:290, Employment Termination and Suspensions.

Implementation

The Superintendent or designee shall implement the policy in accordance with the FLSA, including its
required notices to employees. In the event of a conflict between the policy and State or federal law,
the latter shall control.

LEGAL REF.:

820 ILCS 105/4a.

Fair Labor Standards Act, 29 U.S.C. §201 et seq., 29 C.F.R. Parts 516, 541, 548, 553, 778, and 785.

CROSS REF.: 5:240 (Suspension), 5:290 (Employment Termination and Suspensions), 5:310
(Compensatory Time-Off)

Adopted: November 26, 2019

PRESSPlus Comments

PRESSPlus 1.  Per a review of your collective bargaining agreement(s), this language has been
updated.
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Document Status: Draft Update
General Personnel

5:60 Expenses

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

For employees not covered by a current applicable bargaining agreement:PRESSPlus1

The Board regulates the reimbursement of all travel, meal, and lodging expenses by resolution. Money
shall not be advanced or reimbursed, or purchase orders issued for: (1) the expenses of any person
except the employee, (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. The District is not responsible for losses due to an employee’s own
negligence, losses due to normal wear, or losses due to theft, unless the theft was a result of the
District’s negligence. Employees must submit the appropriate itemized, signed, standardized form(s)
to support any requests for expense advancements, reimbursements, or purchase orders that show
the following:

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

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

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

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

Advancements

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

Expense advancement requests must be submitted to the Superintendent or designee on the
District’s standardized estimated expense approval form for employees. After spending expense
advancements, employees must use the District’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. Any portion of an expense advancement not
used must be returned to the District. Expense advancements and vouchers shall be presented to the
Board in its regular bill process.

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

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

Use of Credit and Procurement Cards

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

Exceeding the Maximum Allowable Expense Amount(s)

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

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

Registration

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

Travel

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

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

2. 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.

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

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

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

Meals

Meals charged to the District should represent mid-fare selections 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.
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Lodging

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

Miscellaneous Expenses

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

Additional Requirements for Travel Expenses Charged to Federal and State Grants

All grant-related travel expenses must be pre-approved by the Superintendent or designee.  

Expenses for travel, including expenses for transportation, lodging, meals, and related items incurred
by employees and charged to a federal grant or State grant governed by the Grant Accountability and
Transparency Act (30 ILCS 708/) must also meet the following requirements:

1. The participation of the employee is necessary to the award, and the costs are specifically
related to the award.

2. Expenses must be permissible under the terms and conditions of the award.
3. Expenses must be reasonable and consistent with this policy.
4. The Board does not reimburse actual expenses or pay a per diem allowance unless the

employee is on official travel status for more than 12 hours. However, employees remain eligible
for mileage reimbursement (minus regular commuting mileage/costs) and other transportation
expenses if on travel status less than 12 hours.

5. Expenses may be charged based on an actual cost basis or on a per diem basis in lieu of actual
costs incurred; however, only one method may be applied per trip.

6. Commercial airfare costs in excess of the least expensive coach or economy class are
prohibited except when such accommodations would: (1) require circuitous routing; (2) require
travel during unreasonable hours; (3) excessively prolong travel; (4) result in additional costs that
would offset transportation savings; or (5) offer accommodations not reasonably adequate for
the traveler’s medical needs. Qualifying circumstances must be explained on the expense form,
and Board approval of the additional expense is required.

7. Per diem rates and actual reimbursement amounts for mileage, meals, and lodging may not
exceed the rates established by the Governor’s Travel Control Board or federal travel
regulations, whichever is less. These limits do not apply when: (1) an employee stays in the
lowest-priced room available at or near a hotel where a conference or seminar is located or in
accommodations arranged by the conference/seminar organization, or (2) lodging at or below
the established rate is unavailable. In those cases, the employee will be reimbursed for actual
lodging expenses with prior approval, but in no case will the reimbursement exceed 300% of the
applicable maximum per diem rate. If a conference fee includes a meal, the meal or per diem
allowance will be reduced by the actual value of the meal or the applicable meal allowance,
whichever is less.

8. Employees must use the least expensive compact car available when using a rental car for
travel, unless an exception is approved. The Board does not reimburse employees for collision
damage waiver or theft insurance.

9. The Board will reimburse travel expenses not chargeable to an award from other District funds
consistent with this policy.
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LEGAL REF.:        

2 C.F.R. §200.474.

30 ILCS 708/130, Grant Accountability and Transparency Act.

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

105 ILCS 5/10-22.32.

820 ILCS 115/9.5, Ill. Wage Payment and Collection Act.

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

Adopted: August 25, 2020

PRESSPlus Comments

PRESSPlus 1.  Per a review of your collective bargaining agreement(s), this language has been
added.
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5:70 Religious Holidays

Please refer to the following current agreement:PRESSPlus1

Agreement Between the Board of Education School District no. 103 and the Lyons Council
Local 571 AFT 2014-2018

For employees not covered by this agreement:

The Superintendent shall grant an employee’s request for time off to observe a religious holiday if the
employee gives at least five days’ prior notice and the absence does not cause an undue hardship. 

Employees may use earned vacation time, or personal leave to make up the absence, provided such
time is consistent with the District’s operational needs.  A per diem deduction may also be requested
by the employee.

LEGAL REF.:

Religious Freedom Restoration Act, 775 ILCS 35/15.

Illinois Human Rights Act, 775 ILCS 5/2-101 and 5/2-102.

ADOPTED: December 15, 2014

PRESSPlus Comments

PRESSPlus 1.  Per a review of your collective bargaining agreement(s), this language has been
removed.
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5:80 Court Duty

Please refer to the following current agreements:PRESSPlus1

Contract Between the Board of Education Elementary School District 103 and Full-time
Aides of the District 103 Unit of Local 73, Service Employees International Union AFL-
CIO

Contract Between the Board of Education Elementary School District No. 103 and The
Custodial/Maintenance Personnel of the District #103 Unit of Local 73, Service
Employees International Union AFL-CIO

For employees not covered by these agreements:

The District will pay full salary during the time an employee is absent due to court duty or, pursuant to a
subpoena, serves as a witness or has a deposition taken in any school-related matter pending in
court.PRESSPlus2

The District will deduct any fees that an employee receives for such dutiescourt duty, less mileage and
meal expenses, from the employee’s compensation, or make arrangements for the employee to
endorse the fee check to the District.

An employee should give at least five days’ prior notice of pending court duty to the District.

Witness Duty

The District will pay full salary during the time a licensed employee is absent due to a subpoena to
serve as a witness in a trial or have a deposition taken in any school-related matter pending in
court.Q1

Jury Duty

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

For employees not covered by a current applicable bargaining agreement:

The District will pay full salary during the time a licensed employee is absent due to jury duty.Q2

LEGAL REF.:        

105 ILCS 5/10-20.7.

705 ILCS 305/4.1, Jury Act.

ADOPTED: December 15, 2014
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Questions and Answers:

***Required Question 1.  The School Code mandates this provision for certificated [licensed]
employees serving witness duty. 105 ILCS 5/10-20.7. Despite the statute’s limitation to licensed
employees, many boards apply this language to educational support personnel.

Would the Board like to apply this language to both licensed and educational support personnel?

No (default)
Yes (IASB will strike "licensed" from the text and correct the grammar.)

***Required Question 2.  The School Code mandates this provision for certificated [licensed]
employees serving jury duty. 105 ILCS 5/10-20.7. In contrast, the Jury Act requires that employers give
any employee time off from employment for jury duty, but it does not require that employers pay the
employee while on jury duty. 705 ILCS 305/4.1. Despite the statute’s limitation to licensed employees,
many boards apply this language to educational support personnel.

Would the Board like to apply this language to both licensed and educational support personnel?

No (default)
Yes (IASB will strike licensed from the text and correct the grammar.)

PRESSPlus Comments

PRESSPlus 1.  Per a review of your collective bargaining agreement(s), this language has been
moved below.

PRESSPlus 2.  In response to a 5-year review, this text is relocated under new Witness Duty and Jury
Duty subheadings, below. Issue 109, May 2022
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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
State law. The Superintendent 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 appropriate Intermediate Service
Center Executive DirectorPRESSPlus1 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.:

McKinney-Vento Homeless Assistance Act, 42 U.S.C. §11431 et seq., McKinney-Vento Homeless
Assistance Act.PRESSPlus2

Ill. Education for Homeless Children Act, 105 ILCS 45/, Education for Homeless Children Act.

CROSS REF.: 2:260 (Uniform Grievance Procedure), 4:110 (Transportation), 7:10 (Equal Educational
Opportunities), 7:30 (Student Assignment and Intra-District Transfer), 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: December 15, 2014

PRESSPlus Comments

PRESSPlus 1.  Updated in response to a 5-year review. Issue 109, May 2022
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PRESSPlus 2.  The Legal Reference style is updated. Issue 109, May 2022
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Document Status: Draft Update
INSTRUCTION

6:290 Homework
Homework is part of the District's instructional program and has the overarching goal of increasing
student achievement. Homework is assigned to further a student's educational development and is an
application or adaptation of a classroom experience. The Superintendent shall provide guidance to
ensure that homework:

1. Is used to reinforce and apply previously covered concepts, principles, and skills;
2. Is not assigned for disciplinary purposes;
3. Serves as a communication link between the school and parents/guardians;
4. Encourages independent thought, self-direction, and self-discipline; and
5. Is of appropriate frequency and length, and does not become excessive, according to the

teacher's best professional judgment.

Missed HomeworkPRESSPlus1

Students absent for a valid cause may make up missed homework in a reasonable timeframe per
policy 7:70, Attendance and Truancy.

CROSS REF.:                     7:70 (Attendance and Truancy)

ADOPTED: December 15, 2014

PRESSPlus Comments

PRESSPlus 1.  Optional. Updated in response to a 5-year review to align with sample policy 7:70,
Attendance and Truancy. Issue 109, May 2022
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Document Status: Draft Update
INSTRUCTION

6:80 Teaching About Controversial Issues

The Superintendent shall ensure that all school-sponsored presentations and discussions of
controversial or sensitive topics in the instructional program, including those made by guest speakers,
are:

Age-appropriate. Proper decorum, considering the students’ ages, should be followed.
Consistent with the curriculum and serve an educational purpose.
Informative and present a balanced view.
Respectful of the rights and opinions of everyone.  Emotional criticisms and hurtful sarcasm
should be avoided.
Not tolerant of profanity or slander.  

The District specifically reserves its right to stop any school-sponsored activity that it determines
violates this policy, is harmful to the District or the students, or violates State or federal law.

Academic FreedomPRESSPlus1

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

LEGAL REF.: PRESSPlus2

Garcetti v. Ceballos, 547 U.S. 410 (2006).

Mayer v. Monroe Cnty. Cmty. Sch. Corp., 474 F.3d 477 (7th Cir. 2007).

CROSS REF.: 6:40 (Curriculum Development), 6:255 (Assemblies and Ceremonies)

ADOPTED: January 22, 2018

PRESSPlus Comments

PRESSPlus 1.  Per a review of your collective bargaining agreement(s), this language has been
updated.

PRESSPlus 2.  Legal References are added. Issue 109, May 2022
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LYONS ELEMENTARY SCHOOL DISTRICT 103 \ SECTION 7 - STUDENTS \

Document Status: Draft Update
STUDENTS

7:15 Student and Family Privacy Rights

Surveys

All surveys requesting personal information from students, as well as any other instrument used to
collect personal information from students, must advance or relate to the District’s educational
objectives as identified in Board of Education policy 6:10, Educational Philosophy and Objectives, or
assist students’ career choices. This applies to all surveys, regardless of whether the student
answering the questions can be identified orand regardless of who created the survey.

Surveys Created by a Third Party

Before a school official or staff member administers or distributes a survey or evaluation created by a
third party to a student, the student’s parent(s)/guardian(s) may inspect the survey or evaluation, upon
their request and within a reasonable time of their request.

This section applies to every survey: (1) that is created by a person or entity other than a District
official, staff member, or student, (2) regardless of whether the student answering the questions can be
identified, and (3) regardless of the subject matter of the questions.

Survey Requesting Personal Information

School officials and staff members shall not request, nor disclose, the identity of any student who
completes any survey or evaluation (created by any person or entity, including the District) containing
one or more of the following items:

1. Political affiliations or beliefs of the student or the student’s parent/guardian.
2. Mental or psychological problems of the student or the student’s family.
3. Behavior or attitudes about sex.
4. Illegal, anti-social, self-incriminating, or demeaning behavior.
5. Critical appraisals of other individuals with whom students have close family relationships.
6. Legally recognized privileged or analogous relationships, such as those with lawyers,

physicians, and ministers.
7. Religious practices, affiliations, or beliefs of the student or the student’s parent/guardian.
8. Income other than that required by law to determine eligibility for participation in a program or for

receiving financial assistance under such program.

The student’s parent(s)/guardian(s) may:

1. Inspect the survey or evaluation upon, and within a reasonable time of, their request,  and/or
2. Refuse to allow their child to participate in the activity described above.  The school shall not

penalize any student whose parent(s)/guardian(s) exercised this option.

Instructional Material
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A student’s parent(s)/guardian(s) may inspect, upon their request, any instructional material used as
part of their child’s educational curriculum within a reasonable time of their request.

The term “instructional material” means instructional content that is provided to a student, regardless of
its format, printed or representational materials, audio-visual materials, and materials in electronic or
digital formats (such as materials accessible through the Internet). The term does not include
academic tests or academic assessments.

Physical Exams or Screenings

No school official or staff member shall subject a student to a non-emergency, invasive physical
examination or screening as a condition of school attendance. The term invasive physical
examination means any medical examination that involves the exposure of private body parts, or any
act during such examination that includes incision, insertion, or injection into the body, but does not
include a hearing, vision, or scoliosis screening.

The above paragraph does not apply to any physical examination or screening that:

1. Is permitted or required by an applicable State law, including physical examinations or
screenings that are permitted without parental notification.

2. Is administered to a student in accordance with the Individuals with Disabilities Education Act
(20 U.S.C. §1400 et seq.).

3. Is otherwise authorized by Board policy.

Prohibition on Selling or Marketing Students’ Personal Information Is ProhibitedPRESSPlus1

No school official or staff member shall market or sell personal information concerning students (or
otherwise provide that information to others for that purpose). The term personal information means
individually identifiable information including: (1) a student or parent’s first and last name, (2) a home
or other physical address (including street name and the name of the city or town), (3) a telephone
number, (4) a Social Security identification number or (5) driver’s license number or State
identification card.

Unless otherwise prohibited by law, tThe above paragraph does not apply: (1) if the student’s
parent(s)/guardian(s) have consented; or (2) to the collection, disclosure or, use of personal
information collected from students for the exclusive purpose of developing, evaluating or providing
educational products or services for, or to, students or educational institutions, such as the following:

1. College or other postsecondary education recruitment, or military recruitment.
2. Book clubs, magazines, and programs providing access to low-cost literary products.
3. Curriculum and instructional materials used by elementary schools and secondary schools.
4. Tests and assessments to provide cognitive, evaluative, diagnostic, clinical, aptitude, or

achievement information about students (or to generate other statistically useful data for the
purpose of securing such tests and assessments) and the subsequent analysis and public
release of the aggregate data from such tests and assessments.

5. The sale by students of products or services to raise funds for school-related or education-
related activities.

6. Student recognition programs.

Under no circumstances may a school official or staff member provide a student’s personal
information to a business organization or financial institution that issues credit or debit cards.
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Notification of Rights and Procedures

The Superintendent or designee shall notify students’ parents/guardians of:

1. This policy as well as its availability upon request from the general administration office.
2. How to opt their child out of participation in activities as provided in this policy.
3. The approximate dates during the school year when a survey requesting personal information,

as described above, is scheduled or expected to be scheduled.
4. How to request access to any survey or other material described in this policy.

This notification shall be given to parents/guardians at least annually, at the beginning of the school
year, and within a reasonable period after any substantive change in this policy.

Transfer of Rights

The rights provided to parents/guardians in this policy transfer to the student when the student turns 18
years old, or is an emancipated minor.

LEGAL REF.:         

20 U.S.C. §1232h, Protection of Pupil Rights Act.

105 ILCS 5/10-20.38.

325 ILCS 17/, Children’s Privacy Protection and Parental Empowerment Act.

105 ILCS 5/10-20.38.

CROSS REF.: 2:260 (Uniform Grievance Procedure), 6:210 (Instructional Materials), 6:260
(Complaints About Curriculum, Instructional Materials, and Programs), 7:130 (Student Rights and
Responsibilities)

ADOPTED: February 26, 2018

PRESSPlus Comments

PRESSPlus 1.  Compare personal information under the Protection of Pupil Rights Act (PPRA) and
the Children’s Privacy Protection and Parental Empowerment Act (CPPPEA) with covered
information under the Student Online Personal Protection Act (SOPPA) (105 ILCS 85/), which
districts are always prohibited from selling, renting, leasing, or trading. 105 ILCS 85/26. Covered
information is broadly defined as personally identifiable information of students (or linked to students)
that is shared with an operator of a website, online service, or application that is used primarily for K-
12 purposes and is designed and marketed for K-12 purposes. Therefore, in cases where the
covered information is collected, disclosed, or used that also meets the definition of personal
information under this policy, the PPRA and CPPPEA exceptions to the prohibition on selling
students’ personal information may not be available. Consult the board attorney for further guidance in
these situations, and see sample policy 7:345, Use of Educational Technologies; Student Data
Privacy and Security, for more information about SOPPA requirements. Issue 109, May 2022
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LYONS ELEMENTARY SCHOOL DISTRICT 103 \ SECTION 8 - COMMUNITY RELATIONS \

Document Status: Draft Update
COMMUNITY RELATIONS

8:110 Public Suggestions and Concerns

Please refer to the applicable collective bargaining agreement(s).PRESSPlus1

Please refer to the following current agreement:

Agreement Between the Board of Education School District no. 103 and the Lyons
Council Local 571 AFT 2014-2018

For employees not covered by this agreement:

The Board of Education is interested in receiving suggestions and concerns from members of
the community. Any individual may make a suggestion or express a concern by contacting any
District or School office. Community members who e-mail the District or any District employee
or board member are expected to abide by the standards in Board policy 6:235, Access to
Electronic Networks, and should, to the extent possible, limit their communications to relevant
individuals. All suggestions and/or concerns will be referred to the appropriate level staff
member or District administrator who is most able to respond in a timely manner. Each concern
or suggestion shall be considered on its merit.

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

LEGAL REF.:

115 ILCS 5/14(c-5), Ill. Educational Labor Relations Act.

CROSS REF.: 2:140 (Communications To and From the Board), 2:230 (Public Participation at Board
of Education Meetings and Petitions to the Board), 2:260 (Uniform Grievance Procedure), 3:30 (Chain
of Command), 6:235 (Access to Electronic Networks), 6:260 (Complaints About Curriculum,
Instructional Materials and Programs), 8:10 (Connection with the Community)

Adopted: December 15, 2020

PRESSPlus Comments

PRESSPlus 1.  Per a review of your collective bargaining agreement(s), the policy language has been
updated to point directly to the agreements.
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