
Regular Meeting
Monday, July 16, 2018 6:00 PM
Central 301 District Office, 275 South St, P.O. Box 396, Burlington, IL 60109

1. Call Meeting to Order - President Kellenberger
A. Roll Call
B. Approval of Agenda
2. Pledge of Allegiance
3. Public Open Forum
A. Recognition of Visitors
B. Public Comments
4. Action Reports
A. Consent Agenda
1) Minutes
B. Treasurers Report
C. Bills Payable
D. Review Closed Session Items for Public Release
E. Memorandum of Understanding Attendance Incentive Program
F. Accept Bid for Central High School Entrance Improvements
5. Information Reports
A. Volunteer Handbook
B. Construction Update
C. Sunvest Solar
D. Board Policy 2:260 - Uniform Grievance Policy
E. Board Policy 4:80 - Operational Services
F. Board Policy 5:20 - Workplace Harassment Prohibited
G. Board Policy 6:250 - Community Resources Persons and Volunteers
H. Board Policy 6:60 - Curriculum Content
6. Executive Session
“The appointment, employment, resignation, compensation, discipline, 
performance, or dismissal of specific employees of the public body or 
legal counsel for the public body, including hearing testimony on a 
complaint lodged against an employee or against the legal counsel for the 
District to determines its validity [5 ILCS 120/2(c)(1)].  Collective 
negotiating matters between the public body and its employees or their 
representatives, or deliberations concerning salary schedules for one or 
more classes of employees.  5 ILCS 120/2(c)(2). 

A. Open Session
B. Action Items from Closed Session
1) Approve the Personnel Report
7. Board Open Forum



 

 

 

Central Community Unit School District 301 

Board of Education Minutes 
 

Where: Central Middle School Library Meeting:                         Regular 

Date: June 18, 2018  Time:                              6:03 p.m. 

 

Board Members Present  Administrators Present 
Gorman, Jeff Y   Stirn, Todd  Y 

C. Johnson Y  Mongan, Esther Y 

T. Johnson Y  Pflug, Daina Y  

J. Marlovits Y  Ahlsted, Carrie N 

M. Penar N  Birkmeier, Shayne Y  

Rabe, Laura N     Bushman, Kristine N 

Kellenberger, Jeff Y  Diversey, Steve N 

   Haug, Matthew Y 

   Jurs, Rebecca Y 

    King, Jeff N 

   Lewis, Kim Y 

   McCastland, Kerrie Y  

   Mirenda, Pamela N  

   Paszt, Alex N 

   Polowy, Dan Y  

   Porto, Pam N 

   Potsic, Mike Y 

   Salamone, Julie N 

   Schreiber, Jill N 

   Schuth, Daniel N  

   Testone, Chris Y 

   Tobin, Brian Y 

   Vaughn, Michelle N  

   Walter, Carie N 

    

Roll Call Roll call was taken at 6:03 p.m.   

 

 Present:  Gorman, C. Johnson, T. Johnson, Marlovits, Kellenberger 

 Absent:  Penar, Rabe 

 

Agenda Motion by Marlovits second by C. Johnson to approve the agenda as presented. 

  

 Voting yes:  Gorman, C. Johnson, T. Johnson, Marlovits, Kellenberger 

 Voting no: None 

 Absent:  Penar, Rabe 

 

Consent Agenda Motion by C. Johnson second by T. Johnson to approve the consent agenda as presented. 

  

 Voting yes:  Gorman, C. Johnson, T. Johnson, Marlovits, Kellenberger 

 Voting no: None 

 Absent:  Penar, Rabe 

  

  

 

 

 

 



 

Pre-Tech Motion by Gorman second by Marlovits to approve the adoption of the Pre-Tech 

Engineering Text Engineering textbook I & II as presented. 

I & II  

 Voting yes:  Gorman, C. Johnson, T. Johnson, Marlovits, Kellenberger 

 Voting no: None 

 Absent:  Penar, Rabe 

 

Human Geography Motion by Marlovits second by T. Johnson to approve the adoption of the 

Textbook Cultural Landscape Human Geography textbook as presented. 

 

 Voting yes:  Gorman, C. Johnson, T. Johnson, Marlovits, Kellenberger 

 Voting no: None 

 Absent:  Penar, Rabe 

 

Cheer Team Motion by C. Johnson second by Marlovits to approve the cheer team overnight trip to  

Overnight Trip attend camp at Carthage College as presented.  

 

 Voting yes:  Gorman, C. Johnson, T. Johnson, Marlovits, Kellenberger 

 Voting no: None 

 Absent:  Penar, Rabe 

 

Boys Track Team Motion by C. Johnson second by T. Johnson to approve CHS boys track team overnight 

Overnight Trip trip to attend the State competition as presented 

 

 Voting yes:  Gorman, C. Johnson, T. Johnson, Marlovits, Kellenberger 

 Voting no: None 

 Absent:  Penar, Rabe 

 

Board Calendar Motion by Marlovits second by T. Johnson to approve the board of education meeting 

calendar as presented. 

 

 Voting yes:  Gorman, C. Johnson, T. Johnson, Marlovits, Kellenberger 

 Voting no: None 

 Absent:  Penar, Rabe 

 

Middle School Motion by T. Johnson second by Gorman to approve the Middle School Athletic 

Athletic Handbook Handbook as presented. 

 

 Voting yes:  Gorman, C. Johnson, T. Johnson, Marlovits, Kellenberger 

 Voting no: None 

 Absent:  Penar, Rabe 

 

Prevailing Wage Motion by Gorman second by Marlovits to adopt the resolution for the prevailing wage 

rate as presented. 

 

 Voting yes:  Gorman, C. Johnson, T. Johnson, Marlovits, Kellenberger 

 Voting no: None 

 Absent:  Penar, Rabe 

 

Financial Motion by Marlovits second by C. Johnson to approve the financial depositories as 

Depositories presented. 

 

 Voting yes:  Gorman, C. Johnson, T. Johnson, Marlovits, Kellenberger 

 Voting no: None 

 Absent:  Penar, Rabe 

 



 

Activity Fund Motion by T. Johnson second by Marlovits to approve the activity fund treasurers as  

Treasurers presented. 

 

 Voting yes:  Gorman, C. Johnson, T. Johnson, Marlovits, Kellenberger 

 Voting no: None 

 Absent:  Penar, Rabe 

 

Audit Committee Motion by Gorman second by C. Johnson to appoint the audit committee. 

 

 Voting yes:  Gorman, C. Johnson, T. Johnson, Marlovits, Kellenberger 

 Voting no: None 

 Absent:  Penar, Rabe 

 

Resolution  Motion by Marlovits second by C. Johnson to approve the resolution authorizing payment 

of custodial/maintenance salaries and utilities in the O&M Fund as presented 

 

 Voting yes:  Gorman, C. Johnson, T. Johnson, Marlovits, Kellenberger 

 Voting no: None 

 Absent:  Penar, Rabe 

 

Resolution Motion b Marlovits second by T. Johnson to approve the resolution designating interest in 

the Education, O&M, Transportation and Working Cash funds. 

 

 Voting yes:  Gorman, C. Johnson, T. Johnson, Marlovits, Kellenberger 

 Voting no: None 

 Absent:  Penar, Rabe 

 

Public Vendors Motion by Marlovits second by Gorman to approve the contracts with public vendors that 

exceed $1,000 in net revenue. 

 

 Voting yes:  Gorman, C. Johnson, T. Johnson, Marlovits, Kellenberger 

 Voting no: None 

 Absent:  Penar, Rabe 

 

Natural Gas Motion by C. Johnson second by T. Johnson to approve the natural gas supplier contract as 

presented. 

 

 Voting yes:  Gorman, C. Johnson, T. Johnson, Marlovits, Kellenberger 

 Voting no: None 

 Absent:  Penar, Rabe 

 

Plato Road Work Motion by Marlovits second by C. Johnson to approve the change in scope of the road 

work project. 

 

 Voting yes:  Gorman, C. Johnson, T. Johnson, Marlovits, Kellenberger 

 Voting no: None 

 Absent:  Penar, Rabe 

 

Science Tables Motion by Marlovits second by C. Johnson to approve the bid for the veterinary science 

lab tables as presented. 

 

 Voting yes:  Gorman, C. Johnson, T. Johnson, Marlovits, Kellenberger 

 Voting no: None 

 Absent:  Penar, Rabe 

 

Prepare Budget Motion by Marlovits second by T. Johnson to appoint persons to prepare the tentative 



 

2018-2019 budget. 

 

 Voting yes:  Gorman, C. Johnson, T. Johnson, Marlovits, Kellenberger 

 Voting no: None 

 Absent:  Penar, Rabe 

 

Executive Session Motion by Marlovits second by C.  Johnson to adjourn open session and enter into 

executive session at 7:38 p.m. 

 

 Voting yes:  Gorman, C. Johnson, T. Johnson, Marlovits, Kellenberger 

 Voting no: None 

 Absent:  Penar, Rabe 

 

Open Session Motion by Marlovits second T. Johnson by to adjourn executive session and return to open 

session at 11:01 p.m. 

 

 Voting yes:  Gorman, C. Johnson, T. Johnson, Marlovits, Kellenberger 

 Voting no: None 

 Absent:  Penar, Rabe 

 

Personnel Report Motion by T. Johnson second by Marlovits to approve the personnel report for June as 

presented. 

 

 Voting yes:  Gorman, C. Johnson, T. Johnson, Marlovits, Kellenberger 

 Voting no: None 

 Absent:  Penar, Rabe 

 

Adjourn Motion by Gorman second by T. Johnson to adjourn at 11:02 p.m. 

 

 Voting yes:  Gorman, C. Johnson, T. Johnson, Marlovits, Kellenberger 

 Voting no: None 

 Absent:  Penar, Rabe 

 

BOE Meeting  

1. Roll Call 

2. Pledge of Allegiance  

3. Public Open Forum 

 3.1 Recognition of Visitors – Dr. Stirn and President Kellenberger welcomed visitors.  Dr. Stirn 

introduced Mr. Jeff Gerard, the new principal of Howard B. Thomas Grade School 

 3.2 Public Comment – No public comment 

 

4.0  Action Items 

 4.1 Consent Agenda – Business Manager Pflug reviewed the revenues and expenditures with the 

Board.  Revenues are currently at 53.34% compared to 84.56% last year with bond proceeds or 

44.61% without the bond proceeds.  Expenditures are at 68.18% compared to 74.99% a year 

ago.  The District received impact fees for 9 homes totaling $74,392.41 with an additional 

$5,784.97 in transition fees.   

 

 4.2 Pre Tech Engineering I & II Textbook – This textbook has been fully revised to include STEM 

applications and engineering design challenges.  The text aligns with the standards for 

technological literacy. 

 

 4.3 The Cultural Landscape Human Geography Textbook – The textbook will be used in the  new 

freshman level AP course.  The course addresses the basic concepts of geography, population 

and health, migration, folk and pop culture, languages, religions, ethnicities and political 

geography. 



 

 

 4.4 Approve Overnight Trip for the Cheer Team – The cheer team is asking for permission to 

attend an overnight camp at Carthage College.  Approval is recommended. 

  

 4.5 Approve the CHS Boys Track Team Overnight Trip to IHSA State Meet – Approval is 

requested for the boys track team to participate in the State meet.  

 

 4.6 Approval for the 2018-2019 Board Meeting Calendar –Approval is requested for 2018-2019 

Board meeting calendar. 

 

 4.7 Approve Middle School Athletic Handbook for 2018-2019 – Dan Palmiter was in attendance 

to review the middle school athletic handbook changes.  The format aligns with the high school 

athletic handbook. 

 

 4.8 Approval of Resolution Adopting Prevailing Wage Rate – This is an annual approval required 

for all public schools.  Once the resolution is printed in the paper it is sent to the Secretary of 

State. 

 

 4.9 Approve Financial Depositories – The board annually approves the depositories for the 

District. 

 

 4.10 Approve Student Activity Fund Treasurers for F.Y. 2019 – Approval is requested for Pam 

Israelson and Theresa McMahon to serve as treasurers for the student activity funds.  

 

 4.11 Appointment of Audit Committee – the annual audit will begin the end of July, the committee 

chair is Janet Marlovits and Tina Johnson will serve as co-chair. 

 

 4.12 Approve the resolution authorizing payment of custodial/maintenance salaries and utilities in 

the O&M Fund – This annual resolution allows the district to pay custodial/maintenance 

salaries and utilities out of the Operations and Maintenance fund rather than the Education 

fund. 

 

 4.13 Approve the resolution designating interest in the Education, O&M, Transportation and 

Working Cash funds – This annual resolution allows the district of move interest in certain 

funds to the working cash fund. 

 

 4.14 Approve Contracts with Public Vendors that Exceed $1000 in Net Revenue – The board 

annually approves any vendors that we receive over $1,000 in revenue. 

 

 4.15 Approve Natural Gas Contract – Business Manager Pflug sent bid requests to six companies.  

All the bids received were very close.  The lowest responsible bidder is Vanguard Energy.  A 

one year contract has been signed. 

 

 4.16 Plato Road – Change in Scope of Project – Board approval is requested to cancel the Curran 

Contract for Plato Road improvements.  The County has approved us to scale back all the 

requested improvements for now as long as we do them in the future.  

 

 4.17 Acceptance of Bid – Veterinary Science Lab Tables – The district received one bid from 

Business Office Solutions (BOS) for the science tables  

 

 4.18 Appointment of Persons to Prepare Tentative Budget – The Board annually appoints people to 

prepare the budget.  Daina Pflug and Esther Mongan will prepare the tentative FY 19 budget. 

 

5.0 Information Reports 

 5.1 Committee Reports  

● Foundation – Discussions continued on the Burlington Days Parade and open house 



 

celebration.   Kelly Green is working with her students on marketing strategies for the 

Harlem Wizards event on October 17th.  Trivia night is scheduled for November on the 

boat in Elgin.  They would like to auction off some student artwork.  The foundation is 

looking for a volunteer to help keep the website up to date.  Signage in the new areas 

of the high school was discussed.  The foundation will create a new scholarship fund in 

memory of Steve Watwood.  The Lily Lake 100 Year Celebration was a success.  

Approximately 500 community members attended the event.  Representative Bob 

Pritchard attended the event.  Representative Pritchard is always supportive of District 

301,  

 5.2 Academic Advisory – Principal Chris Testone, Assistant Principal Kim Lewis, Jeff Herman, 

Jillian Lachansky, Kevin Pierce and Donna Basak presented information on their new 

class/study hall in the fall.  It will be called Academic Advisory.  Teachers will have five 

sections each day and one instructional study hall to help incorporate better intervention.  

Some students fail due to not turning in homework, or not preparing for tests. Academic 

Advisory will help students be organized, teach them how to study for tests, and teach students 

how to help themselves.  The classes will be consistent with all teachers.  No electronics will 

be used in Academic Advisory except for the first five minutes of the class.  The teachers will 

keep track of what students are doing. 

 

 5.3 Construction Update – Director Polowy reported that the Phase II addition is on schedule, and 

the second half of the classrooms will be turned over for final cleaning June 25th.  The field 

house will be ready in August.  The new vet tech lab is under roof and progressing.  The 

kitchen currently does not have a floor and all underground utilities are going in.  The 

Incubator and Mobile Maker rooms will be completed at the end.  The Prairie View roof work 

is done and the gym floor at CMS is ¾ of the way done. 

 

 5.4 Public Surplus On-line Auction Site for Government Agencies – Director Polowy has been 

looking for a place to dispose of unwanted supplies.  This on-line auction house will allow us 

to sell surplus equipment/furniture at no cost to us.  Director Polowy will ask the Board for 

permission to dispose of the unwanted property prior to posting. 

 

 

 5.5 Enrollment Report – final report of the school year.   

 

6.0 Executive Session 

 6.1 Adjourn Open Meeting 

 6.2 Return to Open Session 

 6.3 Action Items from Closed Session 

 

7.0 Adjourn 

 

 

 

 

 

Jeff Kellenberger, President              Christina Johnson, Secretary 

 

 

 

Next Meeting:  July 16, 2018  



  

 

Central Community Unit School District 301 

Board of Education Minutes 
 

Where: Central Middle School Room 107 Meeting:                         Special 
Date: June 28, 2018 Time:                              6:00 p.m. 
 
Board Members Present   Administrators Present 
Gorman, Jeff Y    Stirn, Todd  Y 
C. Johnson Y   Mongan, Esther Y 
T. Johnson N     
J. Marlovits Y    
M. Penar Y    
Rabe, Laura Y                                  
Kellenberger, Jeff N   
 
Call to Order Meeting was called to order by Vice President Marlovits 
 
Roll Call Roll call was taken at 6:00 p.m.  
 
 Present:   Gorman, C. Johnson, Marlovits, Penar, Rabe 
 Absent:   T. Johnson, J. Kellenberger 
 
Agenda Motion by Penar second by Rabe to approve the agenda as presented. 
  
 Voting yes:  Gorman, C. Johnson, Marlovits, Penar, Rabe 
 Voting no: None 
 Absent:  T. Johnson, J. Kellenberger 

 
Executive Session Motion by Penar second by Gorman to enter into executive session at 6:02 p.m. 
 
 Voting yes:  Gorman, C. Johnson, Marlovits, Penar, Rabe 
 Voting no: None 
 Absent:  T. Johnson, J. Kellenberger 
 
Open Session  Motion Penar second by Rabe to return to open session at 7:57 p.m. 

   
 Voting yes:  Gorman, C. Johnson, Marlovits, Penar, Rabe 
 Voting no: None 
 Absent:  T. Johnson, J. Kellenberger 
 
Separation Motion by Penar second by Gorman to approve the separation agreement for J. King 
Agreement  
 Voting yes:  Gorman, C. Johnson, Marlovits, Penar, Rabe 
 Voting no: None 
 Absent:  T. Johnson, J. Kellenberger 
 
 
 
 



  

 

 
 
Separation Motion by Gorman second by Penar to approve the separation agreement for D. Schuth 
Agreement  
 Voting yes:  Gorman, C. Johnson, Marlovits, Penar, Rabe 
 Voting no: None 
 Absent:  T. Johnson, Kellenberger 
 
Adjourn Motion by Penar second by Gorman to adjourn at 7:59 p.m. 
 
 Voting yes:  Gorman, C. Johnson, Marlovits, Penar, Rabe 
 Voting no: None 
 Absent:  T. Johnson, Kellenberger 
 
 

.  
  
 
Jeff Kellenberger, President                                                 Christina Johnson, Secretary 











































































 
 

Central Community Unit School District 301 | 275 South St. PO Box 369 | Burlington, IL 60109 | p. 847-464-6005 | f. 847-464-6021 

 

MEMORANDUM 

 

FROM: Dr. Todd Stirn, Superintendent  

TO:  Central 301 Board of Education  

DATE: July 16, 2018 

RE: Review of Executive session minutes from January – June, 2018 

 

Issues addressed in executive session from January 2018 – June 2018 included items related to 

personnel, items related to negotiations with BEST, a student disciplinary case, and the purchase 

of land. The personnel reports are public information. Any items related to student discipline, 

and contract negotiation strategies will be kept closed.  The personnel reports from January 2018 

to June 2018 are included with this memo.   

 

 











































CCUSD 301 CHS - Plato Road ROW Project
 Project

Summary of Award Recommendations
Bid Release No. 7

Shales McNutt Construction

Bid Package Recommended Contractor Recommendation Amount

32 - CHS - Plato Road ROW Project Schroeder Asphalt 156,375.00$                             
Total Bids 156,375.00$                           

7/16/2018



BID PACKAGE #32 ‐ Plato Road ROW Project

BIDDERS BOND ADDEND. BASE BID ALT 1

Schroeder Asphalt Services X $156,375.00 $1,600.00

Prime Construction X $178,000.00 $0.00

Abbey Paving X $162,650.00 $0.00

Champion Paving X $162,000.00 $3,900.00
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Volunteer Handbook 



 2 

TABLE OF CONTENTS 

Title       Page 

 

Welcome…………………………………………………….3 

Who Can Volunteer & Volunteer Qualities...….…..…….4 

Volunteer Program Goals & Rewards……….…………..5 

Jobs Available to Volunteers……………...……………...6 

Your Responsibility As a Volunteer……...……….…7 & 8 

Screening & Registration………………………………….9 

Volunteer Safety & Conduct Guidelines………....10 & 11 

Mandated Reporter Guidelines………………..…….….12 

Guidelines for Safe Interaction with Students……...….13 

Working Effectively with School Staff………...………...14 

Working with Students……………………………...15 & 16 

What Should I do If…….………………………………….17 

When Inappropriate Behavior Occurs………...…..……18 

Drug/Alcohol Policy…………………….…………….…..19 

Sexual Harassment Policy……………………………....20 

Sexual Misconduct Policy…………………...........21 & 22 

Acknowledgement Agreement & Receipt 

of Volunteer Handbook………...………………………..23 

Thank You………………………………………………...24 
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Acknowledgement, Agreement &  

Receipt of Volunteer Handbook 

 

The undersigned hereby acknowledges receipt of a copy of the Vol-

unteer Handbook and Volunteer Information Form and Waiver of Lia-

bility 6:250-E of Board Policy. 

 

 

 

 

 

____________________________________________ 

Volunteer Signature 

 

 

 

 

 

____________________________________________ 

Witness Signature 

 

 

 

 



 22 

Sexual Misconduct Policy Continued 

 

 

 

Investigation & Confidentiality 

All formal complaints will be given a full, impartial and timely investi-

gation. During such investigation, while every effort will be made to 

protect the privacy rights of all parties’ confidentiality cannot be guar-

anteed.  

 

Discipline 

Any district employee or volunteer who is determined, after an inves-

tigation, to have engaged in sexual misconduct in violation of this 

policy will be subject to disciplinary action up to and including termi-

nation of employment. False accusations regarding sexual miscon-

duct will not be tolerated, and any person knowingly making a false 

accusation will likewise be subject to disciplinary action up to an in-

cluding discharge, with regard to employees or volunteers. 

 

The district will discipline any individual who retaliates against any 

person who reports alleged sexual misconduct or who retaliates 

against any person who testifies, assists or participates in an investi-

gation, a proceeding or a hearing relating to a sexual harassment 

complaint. Retaliation includes, but is not limited to, any form of in-

timidation, reprisal or harassment. 

 3 

Welcome 
       

       

      We would like to thank you for serving as a volunteer in Central 

School District 301. Your commitment and interest in the lives of 

the young people in our community are greatly appreciated.  

 Your assistance will help to enrich our students’ experiences and 

help them to reach their full potential, while supporting our 

teachers  and staff. The time that you spend volunteering with a 

young person impacts his or her self-esteem, behavior and 

academic achievement. Volunteers help build a strong foundation 

for our students as they continue their education and select a 

career path. Additionally, research published by Citizens Advice 

Bureau shows that volunteering boosts your own self-esteem, 

employability and health, specifically, mental health.  

 This handbook will help you make a smooth transition into your 

volunteer job. It will provide a plethora of information to guide you 

in this process.   

  Volunteering is evidence of strong community support. As a 

district, we feel privileged to enjoy such a strong support by you. 

Your actions area a great example of the positive contributions 

individuals can make to public education. 

 Thank you for your service, it is truly appreciated! 
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     Who Can Volunteer? 

 

We welcome and encourage anyone who cares about children 

and education to consider volunteering their time to our district. 

Volunteers may include parents, grandparents, neighbors,  com-

munity members, relatives, business partners, etc.  The school 

district utilizes  volunteers in a variety of capacities including field 

trip chaperones, classroom helpers,  INCubator (business en-

trpreneurship) program, special assemblies, committees, etc.  

 

We encourage anyone interested in volunteering to contact the 

school district for more information.  

 

Volunteer Qualities 

 

Our District looks for volunteers who: 

 Are of good moral character and will serve as a positive role 

model for our students  

 Have a positive personality and will get along with administra-

tion, staff members, students, and parents 

 Possess the patience and understanding required to work with 

students 

 Have a desire to motivate children and to help them succeed in 

school 

 Are dependable and reliable 
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Sexual Misconduct Policy 

 

The school district will not tolerate and will seek to eradicate any be-

havior by its employees, volunteers, or others which constitutes Sex-

ual Misconduct toward another employee, volunteer, or other. 

“Sexual Misconduct” means any actual, attempted or alleged sexual 

molestation, assault, abuse, sexual exploitation or sexual injury. 

“Sexual Misconduct” does not include “sexual harassment.” 

Reporting Procedures and Designated Child Abuse Counselor 

Employees and Volunteers  

Employees and volunteers are required to report any known or sus-

pected incidents of sexual misconduct according to the Illinois man-

datory reporting guidelines. They must also report to their direct su-

pervisor, the district administrator or the Designated Child Abuse 

Counselor. If the report is made to the supervisor or district adminis-

trator, that individual shall immediately notify the Designated Child 

Abuse Counselor. If the person to whom an employee or volunteer is 

directed to report is the offending person, the report should be made 

to the next higher level of administration or supervision.  

Children 

Each year, parents or legal guardians of children shall be advised of 

the contents of this Sexual Misconduct Policy and be instructed to 

report any incident of known or suspected sexual misconduct to a 

supervisor, the school administrator or the Designated Child Abuse 

Counselor, unless that individual is the offending person. If the com-

plaint is made to the supervisor or the school administrator, that indi-

vidual shall follow Illinois mandatory reporting policy and immediately 

notify the Designated Child Abuse Counselor.  
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Sexual Harassment Policy 

 

The Central CUSD #301 shall provide an environment free of unwel-

come sexual advances, requests for sexual favors, and other verbal 

or physical contact, or communications constituting sexual harass-

ment as defined and otherwise prohibited by State and Federal Law.  

District volunteers shall not make unwelcome sexual advances or re-

quest sexual favors or engage in any unwelcome conduct of a sexual 

nature when: (1) submission to such conduct is made either explicitly 

or implicitly a term or condition of an individual’s ability to volunteer; 

(2) submission to or rejection of such conduct by an individual is used 

as the basis for volunteer decisions affecting such individual; or (3) 

such conduct has the purpose or effect of substantially interfering with 

an individual’s work performance or creating an intimidating, hostile, 

or offensive working environment. Sexual harassment prohibited by 

this policy includes verbal or physical contact. The terms intimidating, 

hostile, or offensive include, but not limited to, conduct that has the 

effect of humiliation, embarrassment, or discomfort. Sexual harass-

ment will be evaluated in light of all circumstances. A violation of this 

policy may result in discipline, up to and including discharge.  

Aggrieved persons, who feel comfortable doing so, should directly 

inform the person engaging in sexually harassing conduct or commu-

nication that such conduct or communication is offensive and must 

stop.  

Volunteers should report claims of sexual harassment to any Admin-

istrator and/or School Board Member. Volunteers may choose to re-

port a person of the same sex. Initiating a complaint of sexual harass-

ment shall not adversely affect the complainant’s employment or as-

signments.  

There are no express time limits for initiating complaints and griev-

ances under this policy; however, every effort should be made to file 

such complaints as soon as possible, while facts are known and po-

tential witnesses are available.  

 5 

 Volunteer Program Goals 

 

Assist teachers and staff in providing more individualized and      

enriching instruction to  students.  

 Increase the student’s motivation for learning 

 Enrich the child(ren)’s experiences beyond what is normally 

available in schools through the unique resources that can be           

contributed by volunteers.  

 Assist teachers with many non-teaching duties and tasks.  

 Provide an opportunity for interested community members to 

participate effectively in school volunteer programs.  

 Strengthen school-community relations through positive 

participation.  

 Build an understanding of how schools work among the 

community, thus stimulating a large volume of involvement in the 

total educational process.  

 

Rewards of  Volunteering  

 Be given the opportunity to use your skills and talents 

 Gain a better understanding of how children learn 

 Know the work you are doing directly affects and impacts the 

quality of education for the children of our community.   

 Have the opportunity to learn valuable new skills that you might 

utilize in future endeavors.  
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Jobs Available to Volunteers 

 

INCubator Coach provide authentic business expertise in a 

specific area. They come  into the classroom for a short period of 

time ranging from 2 to 4 days, to provide students with real-world 

context for a specific curricular area. The coach and classroom 

teacher plan and present together. Curriculum is developed and 

provided to the coach. 

Mentors are assigned to one INCubator team and follow them 

through the entire business process and provide students with 

feedback and encouragement. Generally, mentors will touch base 

with their team on a weekly basis. 

Board of Advisors are community members who offer teams 

strategic evaluation and are decision makers regarding financial 

issues relevant to INCubator. 

School helpers may work closely with classroom 

administration, teachers and staff, assisting in various projects, 

assisting in supervision for assemblies, reading to students, 

preparing instructional materials, etc.   

Chaperones have the opportunity to enjoy many different 

types of activities as they accompany teachers and students on 

field trips. At times, you may be required to pay an admission fee 

as a volunteer in order to attend the event as a chaperone. 

Committee workers have the opportunity to participate in 

district-wide discussions and decisions relevant to a variety of 

topics.  
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Drug and Alcohol Free Campus 

 

District 301 is a drug and alcohol-free workplaces. All volun-

teers shall be prohibited from:  

 

1. The unlawful manufacture, dispensing, use, sale, possession, 

distribution or transportation of drugs, controlled substances, or 

alcohol while on district premises or while performing work for 

the district are strictly prohibited and may result in discipline up 

to and including termination of assignment. 

2. Drugs and alcohol may not be brought, consumed, transported 

or stored on any district-owned or leased property ( including 

vehicles). 

3. Any volunteer who is using prescription or over-the-counter 

drugs that may impair their ability to safely perform the job, or 

affect the safety or well being of others, must notify a supervisor 

of such use immediately before starting or resuming work.  

4. The district reserves the right to authorize searches for illegal 

drugs, alcohol, or contraband, including searches of lockers, 

desks, vehicles, or personal effects on the district’s property.  
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When Inappropriate Behavior Occurs 

 

Remember that discipline is ultimately the teacher’s responsibility; 

however, some suggestions may help when inappropriate behavior 

occurs: 

 Follow the classroom rules and the teacher’s   lead in discipline 

matters. Only do what your teacher will allow you to do.  

 Expect cooperation and indicate your confidence in the student 

that a behavior will improve or misbehavior will not occur.  

 Remain calm and objective; control your own temper.  

 Do not embarrass students in front of their peers 

 Speak in private about misbehavior. Avoid power struggles. Nev-

er threaten students.  

 Do not punish an entire group because of the actions of one.  

 

The goal of the volunteer program is to help students develop a posi-

tive self-image that will be strong enough in order for them to control 

their own behavior.  

 

Volunteers must keep information you learn about students be-

tween yourself and your assigned supervisor. A misplaced 

comment can be devastating to a student, a family, and the 

school volunteer program. If you do have questions or con-

cerns, talk with the building principal. Any volunteers that 

breach this confidentiality will be dismissed. 

 7 

Your Responsibility as a Volunteer 
 

As a volunteer, you are responsible for maintaining a professional atti-

tude of mutual respect and confidence. Your cooperative attitude, ex-

pressed in the willingness to provide needed services, is deeply val-

ued and appreciated.  

 

You Should: 

 Sign in and out of the building through the office 

 Notify the school in case of an absence 

 Be on-time 

 Wear your volunteer name tag while volunteering at school 

 Practice the professional ethics of confidentiality (Not discussing 

teachers, students or school affairs at any time) 

 Be supportive and offer assistance under professional supervision 

and direction.  

 Be willing to have short conferences periodically with the teacher 

 Set a good example of appearance and behavior for students 

 Contact the principal if you are not satisfied with your placement or 

have any concerns.  

 Accept teachers’ decisions not to utilize volunteers in their class-

room 

 



 8 

Responsibility as a Volunteer Continued 

 

Remember 

The principle has the basic responsibility for the volunteer program 

 The teacher or staff member has responsibility for content and 

technique of instruction and discipline procedures 

 It is important to identify yourself at school by signing in and 

wearing your name tag 

 

Accentuate the Positive 

Students who feel accepted and liked can learn and be successful in 

school. Here are some ways in which school volunteers are able to 

help students have those feelings: 

 Learn the students’ names  

 Let the students know they are important 

 Praise students for success  

 Always be sincere and honest  

 Listen carefully to what the students tell you  

 Show genuine interest in each student  

 Accept the students as individuals  

 17 

What Should I Do If… 

 

A student is injured: No matter how minor the injury is, you 

should immediately notify a teacher or staff member in charge. Do not 

attempt to administer any type of first aid.  

A student becomes ill: If a student complains of not feeling well, 

you should notify the teacher of staff member in charge immediately. 

You should never administer any form of medication to the student. 

You are asked to take the class alone: Because you are not a 

paid school employee, you are not legally permitted to supervise a 

class alone. If the teacher must leave the room, arrangements should 

be made to have a paid staff member present.  

Someone asks to see a student: If any person asks to speak to 

or take a student, you must direct that individual to the teacher or 

staff member. Under no circumstances should you grant such a re-

quest.  

A problem arises with your supervisor: If you should encounter 

any type of problem with your role, please discuss it with the school 

principal.  

Someone asks you how a student is doing? As it becomes 

known that you are working in the school, you may be asked ques-

tions concerning specific students. If a parent or friend inquires as to 

the student’s progress, you should say, “I enjoy working with stu-

dents, but cannot discuss information regarding any specific student.”  
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Working with Students Continued 

 

 Do not leave a student or small group of students without supervi-

sion. 

 Positive encouragement goes a long way in helping students. If 

you would like to bring extra incentives, please discuss the use of 

them in advance with the classroom teacher.  

 Reinforce good behavior by letting them know how proud you are 

and that you appreciate their effort. 

 Keep students on task so they can learn as much as possible in 

the short amount of time they spend with you. Avoid letting one or 

more students get you off-track for long periods of time. 

 Do not leave a student or small group of students without supervi-

sion. 

 Positive encouragement goes a long way in helping students.  
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Screening & Registration 

 

Any person interested in volunteering with the district must complete 

the entire application process including background and reference 

checks. Our first concern is always for the safety and well-being of 

our students; therefore, we have developed a detailed process for 

approving volunteers. The following elements will be checked for 

each individual interested in volunteering with the school district: 

 

 State and Federal Sex Offender Databases 

 Child Murderer and Violent Offender against    

       Youth Database 

 

Upon verification of these two systems, approval will be given for you 

to begin your volunteer service with our district.  
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Volunteer Safety and Conduct Guidelines  

 

 

These guidelines have been developed to provide our students with 

a safe learning environment as well as to protect our volunteers. 

Open Door Rule: While working with students, volunteers 

should be in the open where others can see them. It is important to 

be visible at all times.  

Student Discipline: Volunteers should not take any disciplinary 

action. This is the teacher’s responsibility. However, volunteers 

should make the teacher aware of any misbehavior.  

Dismissal of Students: Volunteers may never dismiss a student 

from school. Under no circumstances may a volunteer take a stu-

dent off campus. Volunteers may not walk or drive a student to their 

home unless the child’s parent has notified the school office in ad-

vance and given written permission for the volunteer to do so.  

Dress & Behavior: Volunteers are required ro take the lead from 

the professional staff and dress appropriately for the job you are do-

ing.  

Reporting an Absence: Please notify  the school office as soon 

as possible if you are not able to come at your regularly scheduled 

time. The teacher(s) are planning on you being at school during the 

specific times you agreed to. Please be on time for your assignment 

and make every effort to maintain consistent and regular attend-

ance.  

Tobacco Free Policy: We are tobacco free on all District 

grounds.  

Medication Administration: A volunteer should never adminis-

ter medication to a student. Please have the student report to the 

school nurse or office.  
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Working with Students 

 

 Call students by name 

 Observe techniques used by the teacher and model them 

when working with students  

 Accept children as they are even though their background, val-

ues, vocabulary, and aspirations may be different from your 

own.  

 Encourage and praise students to make them feel good about 

themselves even when they are having difficulty. Let them 

know that you care and praise them for even the smallest suc-

cess 

 Encourage students to do their own thinking. Give them plenty 

of time to answer your questions. Beware of the student who 

may try to get you to do their work for them.  

 It is okay to admit that you do not know the answer to that you 

do not know what to do. Working on finding answers together 

or ask the teacher for assistance. 

 Always be consistent with the teacher’s rules for behavior. Do 

not allow them to do things that the teacher would not. Make 

sure the students with whom you are working do not disturb 

others.  

 Reinforce good behavior by letting them know how proud you 

are and that you appreciate their  

 effort.  

 Keep students on task so that they can learn as much as pos-

sible in the short amount of time that they spend with you. 

Avoid letting one or more students get you off-track for long 

periods of time. 
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Working Effectively with School Staff 

 

The staff appreciate your willingness to be part of the educational 

team in the school district. They will come to depend upon your as-

sistance. The following tips will help you as you begin your work with 

out staff. 

 

 Let the staff know the jobs you are interested in and what your 

special skills are so they can utilize your talents. 

 If you have never volunteered in a school before, there are many 

new and exciting things to learn. Some staff members have nev-

er worked with volunteers before. This will be a new experience 

for them as they learn how to utilize volunteers.  

 The staff often relies on volunteers to complete many of the 

“routine” jobs such as prepare learning aids and organizing ma-

terials. This allows  teachers to spend more time with students or 

planning their instruction.  

 Make sure you know exactly how the teacher wants the job 

done. If you are not sure, ask for clear directions and/or demon-

stration of how the task is to be performed.  

 Be willing to try new tasks assigned by the staff, but only do as 

much as fits your schedule and interests.   

 Come when you say you will come, if at all possible. Give the 

staff plenty of notices when you won’t be available at your sched-

uled time.  

 11 

Volunteer Safety and Conduct Guidelines 

Continued 

 

Confidentiality: It is important that matters relating to the stu-

dents you are working with, information relayed by teachers concern-

ing the students, all school records and any related instances be kept 

confidential at all times. Names, instances and conversations should 

not be repeated to anyone who is not directly involved. 

Emergency Action Plan: Volunteers should be familiar with the 

emergency routines for the specific rooms/buildings in which they will 

be working. These should be posted in each of the classroom. Please 

make sure to check with the building principal for the details.  
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Mandated Reporter Guidelines 

 

Any volunteer who suspects or receives knowledge that a stu-

dent may be an abused or neglected child shall immediately re-

port such a case to the Illinois Department of Children and Fam-

ily Services. The volunteer shall also promptly notify the school 

administrator that a report has been made.  

 

All volunteers shall sign the “Acknowledgement of Mandated Report-

er Status” form provided by the Illinois Department of Child and 

Family Services to be kept on file with the district. The school district 

shall provide staff development opportunities for all school personnel 

working with students, in the detection, reporting, and prevention of 

child abuse and neglect. 
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Guidelines for Safe Interaction with Students  

 

All interaction with students, staff and volunteers should be profession-

al and focused on teaching and learning. The following guidelines are 

provided for the protection of everyone involved.  

 

Physical Contact with Students 

The school district asks that you avoid physical contact with students. 

Volunteers should be sensitive to a student’s personal space and re-

spect that space.  

 Do not make sexist or sexual comments 

 Avoid innuendo 

 Talk to and treat all students in the same manner  

 Avoid being alone with students 

 If alone with a student, be in a visible and open location 

 Do not spend too much time with one student or group of students 

 Maintain appropriate boundaries between adult and student 

 If you notice a student developing a personal interest, please see 

the principal immediately 

 Do not provide your address, email or cell phone number to any 

student and do  not ask for the address, email or phone number of 

any student  

 Do not offer or agree to transport any student 

 Do not engage in private tutoring sessions outside of the school 

building, or days and hours outside of school operation 
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School Board 
 

Uniform Grievance Procedure 
 

A student, parent/guardian, employee, or community member should notify any District Complaint 

Manager if he or she believes that the School Board, its employees, or agents have violated his or her 

rights guaranteed by the State or federal Constitution, State or federal statute, or Board policy, or have 

a complaint regarding any one of the following: 

1. Title II of the Americans with Disabilities Act 

2. Title IX of the Education Amendments of 1972 

3. Section 504 of the Rehabilitation Act of 1973 

4. Title VI of the Civil Rights Act, 42 U.S.C. §2000d et seq. 

5. Equal Employment Opportunities Act (Title VII of the Civil Rights Act), 42 U.S.C. §2000e 

et seq. 

6. Sexual harassment (State Officials and Employees Ethics Act, Illinois Human Rights Act, Title 

VII of the Civil Rights Act of 1964, and 

Title IX of the Education Amendments of 1972). 

7. Breastfeeding accommodations for students 105 ILCS 5/10-20.60  

8. Bullying 105 ILCS 5/27-23.7 

9. Misuse of funds received for services to improve educational opportunities for educationally 

disadvantaged or deprived children 
10. Curriculum, instructional materials, and/or programs 

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

12. Illinois Equal Pay Act of 2003, 820 ILCS 112 

13. Provision of services to homeless students 

14. Illinois Whistleblower Act, 740 ILCS 174/1 et seq. 

15. Misuse of genetic information (Illinois Genetic Information Privacy Act (GIPA), 410 ILCS 

513/ and Titles I and II of the Genetic Information Nondiscrimination Act (GINA), 42 U.S.C. 

§2000ff et seq.) 

16.  Employee Credit Privacy Act, 820 ILCS 70/ 

 

The Complaint Manager will first attempt to resolve complaints without resorting to this grievance 

procedure and, if a formal complaint is filed under this procedure, the Complaint Manager will address 

the complaint promptly and equitably. A student and/or parent/guardian filing a complaint under this 

procedure may forego any informal suggestions and/or attempts to resolve it and may proceed directly 

to the grievance procedure.  The Complaint Manager will not require a student or parent/guardian 

complaining of any form of harassment to attempt to resolve allegations directly with the accused (or 

the accused’s parents/guardians); this includes mediation. 

 

Right to Pursue Other Remedies Not Impaired 

The right of a person to prompt an equitable resolution of a complaint filed under this policy shall not 

be impaired by the person’s pursuit of other remedies, e.g., criminal complaints, civil actions, etc.  Use 

of this grievance procedure is not a prerequisite to the pursuit of other remedies and use of this 

grievance procedure does not extend any filing deadline related to the pursuit of other remedies.  If a 

person is pursuing another remedy subject to a complaint under this policy, the District will continue 

with simultaneous investigation under this policy.   
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Deadlines 

All deadlines under this policy may be extended by the Complaint Manager as he or she deems 

appropriate.  As used in this policy, school business days means days on which the District’s main 

office is open. 

 

Filing a Complaint 
 

A person (hereinafter Complainant) who wishes to avail him or herself of this grievance procedure 

may do so by filing a complaint with any District Complaint Manager. The Complainant shall not be 

required to file a complaint with a particular Complaint Manager and may request a Complaint 

Manager of the same gender. The Complaint Manager may request the Complainant to provide a 

written statement regarding the nature of the complaint or require a meeting with a student’s 

parent(s)/guardian(s). The Complaint Manager shall assist the Complainant as needed. 

 

For any complaint alleging bullying and/or cyber-bullying of students, the Complaint Manager shall 

process and review the complaint according to Board policy 7:180, Prevention of and Response to 

Bullying, Intimidation, and Harassment, in addition to any response required by this policy. For any 

complaint alleging Sexual harassment or other violation of Board policy 5:20, Workplace Harassment 

Prohibited, the Complaint Manager shall process and review the complaint according to that policy, in 

addition to any response required by this policy 2:260, Uniform Grievance Procedure. 
 

Investigation 
 

The Complaint Manager will investigate the complaint or appoint a qualified person to undertake the 

investigation on his or her behalf. The Complaint manager shall ensure both parties have an equal 

opportunity to present evidence during an investigation. If the Complainant is a student under 18 

years of age, the Complaint Manager will notify his or her parent(s)/guardian(s) that they may attend 

any investigatory meetings in which their child is involved. The complaint and identity of the 

Complainant will not be disclosed except: (1) as required by law, this policy, or (2) as necessary to 

fully investigate the complaint, or (3) as authorized by the Complainant. 
 

The identity of any student witnesses will not be disclosed except: (1) as required by law or any 

collective bargaining agreement, or (2) as necessary to fully investigate the complaint, or (3) as 

authorized by the parent/guardian of the student witness, or by the student if the student is 18 years of 

age or older. 
 

The Complaint Manager will inform, at regular intervals, the person(s) filing a complaint under this 

policy. Within 30 school business days of the date the complaint was filed, the Complaint Manager 

shall file a written report of his or her findings with the Superintendent. The Complaint Manager 

may request an extension of time.  

 

The Superintendent will keep the Board informed of all complaints. 

 

If a complaint contains allegations involving the Superintendent, the written report shall be filed 

directly with the Board, which will make a decision in accordance with paragraph four of the 

following section of this policy. 
 

Decision and Appeal 
 

Within 5 school business days after receiving the Complaint Manager’s report, the Superintendent 

shall mail his or her written decision to the Complainant by U.S. mail, first class, as well as the 

Complaint Manager.  All decisions shall be based upon the preponderance of evidence standard. 
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Within 10 school business days after receiving the Superintendent’s decision, the Complainant may 

appeal the decision to the Board by making a written request to the Complaint Manager. The 

Complaint Manager shall promptly forward all materials relative to the complaint and appeal to the 

Board.  

 

Within 30 school business days, the Board shall affirm, reverse, or amend the Superintendent’s 

decision or direct the Superintendent to gather additional information. Within 5 school business 

days of the Board’s decision, the Superintendent shall inform the Complainant and the accused of the 

Board’s action. 

 

For complaints containing allegations involving the Superintendent, within 30 school business days 

after receiving the Complaint Manager’s report, the Board shall mail its written decision to the 

Complainant and the accused by first class U.S. mail as well as to the Complaint Manager. 
 

This grievance procedure shall not be construed to create an independent right to a Board hearing. 

The failure to strictly follow the timelines in this grievance procedure shall not prejudice any party. 

This policy shall not be construed to create an independent right to a hearing before the 

Superintendent or Board.  The failure to strictly follow the timelines in this grievance procedure shall 

not prejudice any party. 
 

Appointing Nondiscrimination Coordinator and Complaint Managers 
 

The Superintendent shall appoint a Nondiscrimination Coordinator to manage the District’s efforts to 

provide equal opportunity employment and educational opportunities and prohibit the harassment of 

employees, students, and others.  The Nondiscrimination Coordinator also serves as the District’s 

Title IX Coordinator. 
 

The Superintendent shall appoint at least one Complaint Manager to administer the complaint process 

in this policy. If possible, the Superintendent will appoint 2 Complaint Managers, one of each 

gender. The District’s Nondiscrimination Coordinator may be appointed as one of the Complaint 

Managers. 
 

The Superintendent shall insert into this policy and keep current the names, addresses, and telephone 

numbers of the Nondiscrimination Coordinator and the Complaint Managers. 

Nondiscrimination Coordinator: 
 

Dr. Todd Stirn 
Name 

275 South Street, P.O. Box 396 
Address 

Burlington, IL  60109   
 

847-464-6005 
Telephone 

Complaint Managers: 
 

Dr. Esther Mongan  Mike Potsic   

Name 

275 South Street, P.O. Box 396   
Name 

275 South Street, P.O. Box 396   

Address 

Burlington, IL  60109   
Address 

Burlington, IL  60109   

847-464-6044   847-464-6044   
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Telephone Telephone 

 

 

 

 

 

LEGAL REF.: Age Discrimination in Employment Act, 29 U.S.C. §621 et seq. 

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

Equal Employment Opportunities Act (Title VII of the Civil Rights Act), 42 U.S.C. 

§2000e et seq. 

Equal Pay Act, 29 U.S.C. §206(d). 

Genetic Information Nondiscrimination Act, 42 U.S.C. §2000ff et seq. 

Immigration Reform and Control Act, 8 U.S.C. §1324a et seq. 

Individuals With Disabilities Education Act, 20 U.S.C. §1400 et seq. 

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

Rehabilitation Act of 1973, 29 U.S.C. §791 et seq. 

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

Title IX of the Education Amendments, 20 U.S.C. §1681 et seq. 

State Officials and Employees Ethics Act, 5ILCS 430/70-5 (a.) 

105 ILCS 5/2-3.8, 5/3-10, 5/10-20.7a, 5/10-20.60  

5/10-22.5, 5/22-19, 5/24-4, 5/27.1, and 45/1-n 

15. 

Illinois Genetic Information Privacy Act, 410 ILCS 513/. 

Illinois Whistleblower Act, 740 ILCS 174/1 et seq. 
Illinois Human Rights Act, 775 ILCS 5/. 

Victims’ Economic Security and Safety Act, 820 ILCS 180, 56 Ill.Admin.Code 

Part 280. 
Equal Pay Act of 2003, 820 ILCS 112. 

23 Ill.Admin.Code §§1.240 and 200-40. 

 

CROSS REF.: 5:10 (Equal Employment Opportunity and Minority Recruitment), 5:20 (Sexual 

Harassment), 6:140 (Education of Homeless Children), 6:170 (Title I Programs), 

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

7:10 (Equal Educational Opportunities), 7:20 (Harassment of Students 

Prohibited), 7:180 (Preventing Bullying, Intimidation, and Harassment), 8:70 

(Accommodating Individuals with Disabilities), 8:110 (Public Suggestions and 

Complaints)
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Operational Services 

Accounting and Audits  

The School District’s accounting and audit services shall comply with the Requirements for 

Accounting, Budgeting, Financial Reporting, and Auditing, as adopted by the Ill. State Board of 

Education (ISBE), State and federal laws and regulations, and generally accepted accounting 

principles.  Determination of liabilities and assets, prioritization of expenditures of governmental 

funds, and provisions for accounting disclosures shall be made in accordance with government 

accounting standards as directed by the auditor designated by the Board.  The Superintendent, in 

addition to other assigned financial responsibilities, shall report monthly on the District’s financial 

performance, both income and expense, in relation to the financial plan represented in the budget. 

Annual Audit 

At the close of each fiscal year, the Superintendent shall arrange to have an audit of the District funds, 

accounts, statements and other financial matters. The audit shall be performed by an independent 

certified public accountant designated by the Board and be conducted in conformance with prescribed 

standards and legal requirements.  A complete and detailed written audit report shall be provided to 

each School Board member and to the Superintendent. 

The Superintendent shall annually, on or before October 15, submit an original and one copy of the 

audit to the Regional Superintendent of Schools. 

 

Annual Financial Report 

The Superintendent or designee shall annually prepare and submit the Annual Financial Report on a 

timely basis using the form adopted by the ISBE.  The Superintendent or designee shall review and 

discuss the Annual Financial Report with the Board before it is submitted. 

Inventories 

The Superintendent or designee is responsible for establishing and maintaining accurate inventory 

records.  The inventory record of supplies and equipment shall include a description of each item, 

quantity, location, purchase date, and the cost or estimated replacement cost. 

Disposition of District Property 

The Superintendent or designee shall notify the Board, as necessary, of the following so that the 

Board may consider its disposition. (1) District personal property (property other than buildings and 

land) that is no longer needed for school purposes, and (2) school site, buildings, or other real estate 

that is unnecessary, unsuitable, or inconvenient. Notwithstanding the above, the Superintendent or 

designee may unilaterally dispose of personal property of a diminutive value. 

 

Taxable Fringe Benefits 

The Superintendent or designee shall: (1) require that all use of District property or equipment by 

employees is for the District’s convenience and best interests unless it is a Board-approved fringe 

benefit, and (2) ensure compliance with the Internal Revenue Service regulations regarding when to 

report an employee’s personal use of District Property or equipment as taxable compensation. 

 

Controls for Revolving Funds and Petty Cash 

Revolving funds and the petty cash system are established in Board policy 4:50, Payment Procedures.  

The Superintendent shall: (1) designate a custodian for each revolving fund and petty cash fund, (2) 

obtain a bond for each fund custodian, and (3) maintain the funds in compliance with this policy, 

State law, and ISBE rules.  A check for the petty cash fund may be drawn payable to the designated 
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petty cash custodian.  Bank accounts for revolving funds are limited to a maximum balance of 

$500.00.  All expenditures from these bank accounts must be directly related to the purpose for which 

the account was established and supported with documentation, including signed invoices or receipts.  

All deposits into these bank accounts must be accompanied with a clear description of their intended 

purpose.  The Superintendent or designee shall include checks written to reimburse revolving funds 

on the Board’s monthly listing of bills indicating the recipient and including and explanation. 

 

Control Requirements for Checks 

The Board must approve all bank accounts opened or established in the District’s or a District 

school’s name or with the District’s Federal Employer Identification Number.  All checks issue by the 

School District must be signed by either the Treasurer or Board President, except that checks from an 

account containing student activity funds and revolving accounts may be signed by the respective 

account custodian. 

  

Internal Controls 

The Superintendent is primarily responsible for establishing and implementing a system of internal 

controls for safeguarding the District’s financial condition; the Board, however, will oversee these 

safeguards.  The control objectives are to ensure efficient business and financial practices, reliable 

financial reporting, and compliance with State law and Board policies, and to prevent losses from 

fraud, waste, and abuse, as well as employee error, misrepresentation by third parties, or other 

imprudent employee action. 

 

The Superintendent or designee shall annually audit the District’s financial and business operations 

for compliance with established internal controls and provide the results to the Board.  The Board 

may from time to time engage a third party to audit internal controls in addition to the annual audit. 

 

 

LEGAL REF.: 2C.F.R. §200 ET SEQ. 

 30 ILCS 798/,/Grant Accountability and Transparency Act, implemented by 44 

Ill.Adm.Code 7000et seq. 

 105 ILCS 5/2-3.27, 5/2-3.28, 5/3-7, 5/3-15.1, 5/5-22, 5/10-21.4, 5/10-22.8 and 

5/17-1 et seq. 

23 Ill.Admin.Code, ch.110 and 125. 

 

CROSS REF: 410 (Fiscal and Business Management), 4:50 (Payment Procedures), 4:55 (Use of 

Credit and Procurement Cards), 4:90 (Activity Funds) 
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General Personnel 

Workplace Harassment Prohibited  

The School District expects the workplace environment to be productive, respectful, and free of 

unlawful discrimination, including harassment. District employees shall not engage in harassment or 

abusive conduct on the basis of an individual’s race, religion, national origin, sex, sexual orientation, 

age, citizenship status, disability, or other protected status identified in Board policy 5:10, Equal 

Employment Opportunity and Minority Recruitment. Harassment of students, including, but not 

limited to, sexual harassment, is prohibited by Board policy 7:20, Harassment of Students Prohibited. 

The District will take remedial and corrective action to address unlawful workplace harassment, 

including sexual harassment. 

Sexual Harassment Prohibited  

The School District shall provide a workplace environment free of unwelcome sexual advances, 

requests for sexual favors, and other verbal, or physical conduct, or other communications 

constituting harassment on the basis of sex as defined and otherwise prohibited by State and federal 

law.  

District employees shall not make unwelcome sexual advances or request sexual favors or engage in 

any unwelcome conduct of a sexual nature when:  (1) submission to such conduct is made either 

explicitly or implicitly a term or condition of an individual’s employment; (2) submission to or 

rejection of such conduct by an individual is used as the basis for employment decisions affecting 

such individual; or (3) such conduct has the purpose or effect of substantially interfering with an 

individual’s work performance or creating an intimidating, hostile, or offensive working 

environment.  Sexual harassment prohibited by this policy includes, but is not limited to, verbal, or 

physical, or other conduct.  The terms intimidating, hostile, or offensive include, but are not limited 

to, conduct that has the effect of humiliation, embarrassment, or discomfort.  Sexual harassment will 

be evaluated in light of all the circumstances. 

Making a Complaint; Enforcement  

Employees are encouraged to promptly report information regarding violations of this policy.  

Employees may choose to report to a person of the employee’s same gender.  Every effort should be 

made to file such complaints as soon as possible, while facts are known and potential witnesses are 

available.  A violation of this policy may result in discipline, up to and including discharge.  Any 

person making a knowingly false accusation regarding harassment will likewise be subject to 

disciplinary action, up to and including discharge. An employee’s employment, compensation, or 

work assignment shall not be adversely affected by complaining or providing information about 

harassment. Retaliation against employees for bringing bona fide complaints or providing information 

about harassment is prohibited (see Board policy 2:260, Uniform Grievance Procedure). 

Aggrieved employees, if they feel comfortable doing so, should directly inform the person engaging 

in the harassing conduct or communication that such conduct or communication is offensive and must 

stop. 

Employees should report claims of harassment to the Nondiscrimination Coordinator and/or use the 

Board policy 2:260, Uniform Grievance Procedure. Employees may choose to report to a person of 

the employee’s same sex.  There are no express time limits for initiating complaints and grievances 

under this policy; however, every effort should be made to file such complaints as soon as possible, 

while facts are known and potential witnesses are available. 
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Whom to Contact with a Report or Complaint  

The Superintendent shall insert into this policy the names, addresses, and telephone numbers of the 

District’s current Nondiscrimination Coordinator and Complaint Managers.  

Nondiscrimination Coordinator: 

Dr. Todd Stirn  
Name 

275 South St., P.O. Box 396 
 

Address 

Burlington, IL 60109 
 

847-464-6005  
Telephone  

 

Complaint Managers: 

Dr. Esther Mongan  Mike Potsic 
Name 

275 South St., P.O. Box 396 
 Name 

275 South St., P.O. Box 396 
Address 

Burlington, IL 60109 
 Address 

Burlington, IL 60109 

847-464-6005  847-464-6005 
Telephone  Telephone 

The Superintendent shall also use reasonable measures to inform staff members and applicants of this 

policy, which shall include reprinting this policy in the appropriate handbooks.  

LEGAL REF.: Title VII of the Civil Rights Act of 1964, 42 U.S.C. §2000e et seq, implemented by 

29 C.F.R. §1604.11. 

Title IX of the Education Amendments of 1972, 20 U.S.C. §1681 et seq., implemented 

by  34 C.F.R. §1604.11. 

Ill. Human Rights Act, 775 ILCS 5/2-101(E), 5/2-102(D), 5/2-102(E-5)5/5-102, 

and 5/5-102.2. 

56 Ill. Admin.Code Parts 2500, 2510, 5210, and 5220. 

Burlington Industries v. Ellerth, 524 U.S. 742 (1998). 

Crawford v. Metro. Gov’t of Nashville & avidson County, 555 U.S. 271 (2009) 

Faragher v. City of Boca Raton, 524 U.S. 775 (1998). 

Franklin v. Gwinnett Co. Public Schools, 503 U.S. 60 (1992). 

Harris v. Forklift Systems, 510 U.S. 17 (1993). 

Jackson v. Birmingham Bd of Educ., 544 U.S. 167 (2005). 

Meritor Savings Bank v. Vinson, 477 U.S. 57 (1986). 

Oncale v. Sundown Offshore Services, 523 U.S. 75 (1998). 

Porter v. Erie Foods International, Inc., 576 F.3d 629 (7th Cir. 2009). 

Sangamon County Sheriff’s Dept. v. Ill. Human Rights Com’n, 233 Ill.2d 125 (Ill. 2009). 

CROSS REF.: 2:260 (Uniform Grievance Procedure), 5:10 (Equal Employment Opportunity 

and Minority Recruitment), 7:20 (Harassment of Students Prohibited) 
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Instruction 

Community Resource Persons and Volunteers  

The School Board encourages the use of resource persons and volunteers to:  (1) increase students’ 

educational attainment, (2) provide enrichment experiences for students, (3) increase the effective 

utilization of staff time and skills, (4) give more individual attention to students, and (5) promote 

greater community involvement. 

Resource persons and volunteers may be used:  

1. For non-teaching duties not requiring instructional judgment or evaluation of students;  

2. For supervising study halls, long distance teaching reception areas used incident to 

instructional programs transmitted by electronic media (such as computers, video, and audio), 

detention and discipline areas, INCubator coach or mentor, INCubator Board of Advisors, 

field trip chaperones and school-sponsored extracurricular activities;  

3. To assist with academic programs under a certificated teacher’s immediate supervision;  

4. To assist in times of violence or other traumatic incidents within the District by providing 

crisis intervention services to lessen the effects of emotional trauma on staff, students, and the 

community, provided the volunteer meets the qualifications established by the Ill. School 

Crisis Assistance Team Steering Committee. 

5. As a guest lecturer or resource person under a certificated teacher’s direction and with the 

administration’s approval; or  

6. As supervisors, chaperones, or sponsors for non-academic school activities. The 

Superintendent shall follow Board policy 4:175, Convicted Child Sex Offender; Screening 

Notifications, to  establish procedures for securing and screening resource persons and 

volunteers.  A person who is a “sex offender,” as defined by the Sex Offender Registration 

Act, or a “violent offender against youth,” as defined in the Murderer and Violent Offender 

Against Youth Registration Act, is prohibited from being a resource person or volunteer. 

 

 

LEGAL REF.: 105 ILCS 5/10-22.34, 5/10-22.34a, and 5/10-22.34b. 

 7:20 ILCS 5/12C-50.1 Failure to Report Hazing 

730 ILCS 150/101 et seq. Sex Offender Community Notification Law, and 

730 ILCS 154/75 et seq. Murder and Violent Offender Against Youth Community 

Notification Law. 

CROSS REF.: 4:170 (Safety), 4:175 (Convicted Child Sex Offender; Screening Notifications) 

5:280 (Duties and Qualifications), 8:30 (Conduct on School Property), 8:95 

(Parental Involvement) 
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Exhibit - Resource Person and Volunteer Information Form and Waiver of Liability 

Volunteers must complete this form one time each school year. Please print clearly in ink: 

Name    

 Last  First  Middle  Telephone 

Address  

 Street  City  Zip Code 

Personal physician   Telephone  

Emergency adult contact   Telephone  

Are you now or have you ever been a school volunteer?  Yes  No 

If yes, at which school?  Year?  

Name(s) of any child(ren) attending this school  

Criminal Conviction Information: Are you a child sex offender?  Yes  No 

Have you ever been convicted of a felony? Yes  No If Yes, list all offenses. 

Offense  Date  Location 

     

     

If requested, are you willing to consent to a criminal history records check?   Yes  No 

Waiver of Liability 

The School District does not provide insurance coverage to non-District personnel serving as volunteers 

for the School District. The purpose of this waiver is to provide notice to prospective volunteers that they 

do not have insurance coverage by the School District and to document the volunteer’s acknowledgment 

that they are providing volunteer service at their own risk. 

By your signature below: 

You acknowledge that the School District does not provide insurance coverage for the volunteer for any 

loss, injuries, illness, or death resulting from the volunteer’s unpaid service to the School District. 

You agree to assume all risk for death or any loss, injury, illness, or damage of any nature or kind, arising 

out of the volunteer’s supervised or unsupervised service to the School District. You also agree to waive 

any and all claims against the School District, or its officers, School Board Members, employees, agents or 

assigns, for loss due to death, injury, illness or damage of any kind arising out of the volunteer’s supervised 

or unsupervised service to the School District. 

For volunteer coaches only: I understand that while fulfilling my coaching responsibilities, I am a school 

official under State law. In accordance with policy 5:90, Abused and Neglected Child Reporting, I will 

report to the Building Principal any hazing, which includes any unsanctioned or unauthorized act that results 

in bodily harm to any person. If the act results in death or great bodily harm, I will make a report to law 

enforcement and promptly notify the Building Principal that a report has been made (720 ILCS 5/12C-

50.1). 

   

Volunteer Name (please print)   

   

Volunteer Signature  Date 
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For School Use Only 

General description of assignment(s): 

 Supervising students as needed by a teacher 

 Supervising students during a regularly scheduled activity 

 Assisting with academic programs 

 Assisting at the resource center or main office 

 Other         

Name of supervising staff member   

Illinois Sex Offender Database Registry at: www.isp.state.il.us/sor/ 

Registry checked by:  Date:  (mandatory) 

Illinois Murderer and Violent Offender Against Youth Registry at: www.isp.state.il.us/cmvo/  

Registry checked by:  Date:  (mandatory) 

Dru Sjodin National Sex Offender Public Website (NSOPW) at: www.nsopr.gov  

NSOPW checked by:  Date:  (mandatory) 

To be completed by the Building Principal: 

Will the individual be working over a long period of time in direct contact with students where no staff member 

is continuously present or in other situations where a fingerprint-based criminal history records check would be 

prudent?   Yes  No 

If yes, and provided the individual authorized the fingerprint-based criminal history records check, please 

provide the following: 

 Date that the background check  was requested  

 Date that the background check was received and reviewed  

 Check reviewed by (please print)  

   

Signature of Reviewer  Date 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.isp.state.il.us/sor/
http://www.isp.state.il.us/cmvo/
http://www.nsopr.gov/
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Instruction 

Curriculum Content  

The curriculum shall contain instruction on subjects required by State statute or regulation as follows: 

1. In kindergarten through grade 8, subjects offered may include:  (a) language arts, (b) reading, 

(c) science, (d) mathematics, (e) social studies, (f) art, (g) music, and (h) drug and substance 

abuse prevention. A reading opportunity of 60 minutes per day will be promoted for all 

students in kindergarten through grade 3 whose reading levels are one grade level or more 

lower than their current grade level. Before the completion of grade 5, students will be 

offered at least one unit of cursive instruction. 

2. In grades 9 through 12, subjects offered may include:  (a) language arts, (b) writing intensive 

course, (c) science, (d) mathematics, (e) driver and safety education, (f) social studies 

including U.S. history, American government, and for students entering the 9th grade in the 

fall of 2016 and each year after it, one semester of civics. (a) foreign language, (b) music, (c) 

art, or (j) career/vocational education. 

Students otherwise eligible to take a driver education course must receive a passing grade in 

at least eight courses during the previous two semesters before enrolling in the course.  The 

Superintendent or designee may waive this requirement if he or she believes a waiver to be in 

the student’s best interest. The course shall include; (a) classroom instruction on distracted 

driving as a major traffic safety issue, and (b) safety instruction concerning law enforcement 

procedures for traffic stops, including a demonstration of the proper actions to be taken 

during a traffic stop and appropriate interactions with law enforcement. Automobile safety 

instruction covering traffic regulations and highway safety must include instruction on the 

consequences of alcohol consumption and the operation of a motor vehicle. The eligibility 

requirements contained in State law for the receipt of a certificate of completion from the 

Secretary of State shall be provided to students in writing at the time of their registration.  

3. In grades 7 through 12, as well as in interscholastic athletic programs, steroid abuse, 

prevention must be taught.  

4. In kindergarten through grade 12, provided it can be funded by private grants or the federal 

government, violence prevention and conflict resolution must be stressed, including: (a) 

causes of conflict, (b) consequences of violent behavior, (c) non-violent resolution, and (d) 

relationships between drugs, alcohol, and violence. 

5. In all grades, character education must be taught including respect, responsibility, fairness, 

caring, trustworthiness, and citizenship in order to raise students’ honesty, kindness, justice, 

discipline, respect for others and moral courage. 

6. In grades kindergarten through 12, age-appropriate internet safety must be taught, the scope 

of which shall be determined by the Superintendent or Designee The curriculum must 

incorporate policy 6:235, Access to Electronic Networks and, at a minimum, include: (a) 

education about appropriate online behavior, (b) interacting with other individuals on social 

networking websites and in chat rooms, and (c) cyberbullying awareness and response.  

In all grades, character education must be taught including respect, responsibility, fairness, 

caring, trustworthiness, and citizenship in order to raise students’ honesty, kindness, justice, 

discipline, respect for others, and moral courage.  
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7. In all schools, citizenship values must be taught, including:  (a) patriotism, (b) democratic 

principles of freedom, justice, and equality, (c) proper use and display of the American flag, 

(d) the Pledge of Allegiance, and (e) the voting process.  

8. In all grades, physical education must be taught including a developmentally planned and 

sequential curriculum that fosters the development of movement skills, enhances health-

related fitness, increases students’ knowledge, offers direct opportunities to learn how to 

work cooperatively in a group setting, and encourages healthy habits and attitudes for a 

healthy lifestyle.  Unless otherwise exempted, all students are required to engage in a 

physical education course with such frequency as determined by the Board after 

recommendation from the Superintendent, but at a minimum of three days per five day week.  

For exemptions and substitutions, see policies 6:310, Credit for Alternative Courses and 

Programs, Course Substitution, re-entering students and 7:260, Exemption from Physical 

Education..   

9. In all schools, health education must be stressed, including:  (a) proper nutrition, (b) physical 

fitness, (c) components necessary to develop a sound mind in a healthy body, and (d) dangers 

and avoidance of abduction, and (c) age-appropriate sexual abuse and assault awareness and 

prevention education in all grades.  The Superintendent or Designee shall implement a 

comprehensive health education program in accordance with State law. 

10. In grades 9 through 12, career/vocational education must be taught, including:  (a) the 

importance of work, (b) the development of basic skills to enter the world of work and/or 

continue formal education, (c) good work habits and values, (d) the relationship between 

learning and work, and (e) if possible, a student work program that provides the student with 

work experience as an extension of the regular classroom.  A career awareness and 

exploration program must be available at all grade levels.  

11. In grades 9 through 12, consumer education must be taught, including: (a) financial literacy, 

including consumer debt and installment purchasing (including credit scoring, managing 

credit debt, and completing a loan application); budgeting; savings and investing; banking 

(including balancing a checkbook, opening a deposit account, and the use of interest rates); 

understanding simple contracts; State and federal income taxes; personal insurance policies; 

the comparison of prices; higher education student loans; identity-theft security; and 

homeownership (including the basic process of obtaining a mortgage and the concepts of 

fixed and adjustable rate mortgages, subprime loans, and predatory lending); and (b) the roles 

of consumers interacting with agriculture, business, labor unions and government in 

formulating and achieving the goals of the mixed free enterprise system.  

12. In all schools, conservation of natural resources must be taught, including:  (a) home ecology, 

(b) endangered species, (c) threats to the environment, and (d) the importance of the 

environment to life as we know it.  

13. In all schools, United States history must be taught, including:  (a) the principles of 

representative government, (b) the Constitutions of the U.S. and Illinois, (c) the role of the 

U.S. in world affairs, (d) the role of labor unions, and (e) the role and contributions of ethnic 

groups, including but not limited to, the African Americans, Albanians, Asian Americans, 

Bohemians, Czechs, French, Germans, Hispanics, Including the events related to the forceful 

removal and illegal deportation of Mexican-American U.S. citizens during the Great 

Depression, Hungarians, Irish, Italians, Lithuanians, Polish, Russians, Scots, and Slovakians 

in the history of this country and State.  
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In addition all schools shall hold an educational program on the United States Constitution on 

Constitution Day, each September 17, commemorating the September 17, 1787 signing of the 

Constitution.  However, when September 17 falls on a Saturday, Sunday or holiday, 

Constitution Day shall be held during the preceding or following week. 

14. In grade 7 and all high school courses concerning U.S. history or a combination of U.S. 

history and American government, students must view a Congressional Medal of Honor film 

made by the Congressional Medal of Honor Foundation, provided there is no cost for  the 

film. 

15. In all schools, the curriculum includes a unit of instruction on the Holocaust and crimes of 

genocide, including Nazi atrocities of 1933-1945, Armenian Genocide, the Famine-Genocide 

in Ukraine, and more recent atrocities in Cambodia, Bosnia, Rwanda, and Sudan.  

16. In all schools, the curriculum includes a unit of instruction on the history, struggles, and 

contributions of women.  

17. In all schools, the curriculum includes a unit of instruction on Black History, including the 

history of the African slave trade, slavery in America, and the vestiges of slavery in this 

country, as well as the struggles and contributions of African-Americans.  

18. In all schools offering a secondary agricultural education program, courses as required by 105 

ILCS 5/2-3.80.  

19. In all schools, instruction during courses as determined by the Superintendent or Designee on 

disability history, awareness, and the disability rights movement. 

LEGAL REF.: 5 ILCS 465/3 and 465/3a. 

20 ILCS 2605/2605-480. 

Public Law 108-447, Section 111 of Division J. 

105 ILCS 5/2-3.80(e) and (f), 5/27-3, 5/27-3.5, 5/27-5, 5/27-6, 5/27-6.5, 5/27-7, 

5/27-12, 5/27-12.1, 5/27-13.1, 5/27-13.2, 5/27-20.3, 5/27-20.4, 5/27-20.5, 

5/27-21, 5/27-22, 5/27-23, 5/27-23.3, 5/27-23.4, 5/27-23.7, 5/27-24.2, 435/0.01 

et seq., and 110/3. 

625 ILCS 5/6-408.5. 

23 Ill.Admin.Code §§1.420, 1.425, 1.430, and 1.440. 

Consolidated Appropriations Act of 2005, Pub. L. No 108-447, Section III of 

Division J. 

Protecting Children in the 21st Century Act, Pub. L. No. 110-385, Title II, 122 stat, 

4096 (2008) 

47 C.F.R. §54.520. 

CROSS REF.: 6:20 (School Year Calendar and Day), 6:40 (Curriculum Development), 6:70 

(Teaching About Religions), 6:235 (Access to Electronic Networks), 7:180 

(Prevention of and Response to Bullying, Intimidation, and Harassment), 7:185 

(Teen Dating Violence Prohibited), 7:190 (Student Behavior); 7:260 (Exemption 

from Physical Education) 
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