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School Board

Exhibit - Checklist for Filling Board Vacancies by Appointment

The School Board fills a vacancy by either appointment or election.  The Board uses this checklist for guidance when it must fill a vacancy by appointment.  Some items contain guidelines along with explanations.  For more information, see Answers to FAQs Vacancies on the Board of Education, published by a committee of the Illinois Council of School Attorneys, and available at: www.iasb.com/law/ICSAFAQsonBoardVacancies.pdf.
 FORMCHECKBOX 

Confirm that the Board must fill the vacancy by appointment.
	Guidelines
	Explanation

	Review Board policy 2:70, Vacancies on the School Board - Filling Vacancies, to determine if a vacancy on the Board occurred and, if so, whether the successor will be selected by election or Board appointment.
	Filling a vacancy by Board appointment or election depends upon when the vacancy occurred.  If a vacancy occurs with less than:  (1) 868 days remaining in the term of office, or (2) 88 days before the next regularly scheduled election for the vacant office, no election to fill the vacancy is held and the appointee serves the remainder of the term.  At all other times, an appointee serves until the next regular school election, at which election a successor is elected to serve the remainder of the unexpired term. See 105 ILCS 5/10-10.


 FORMCHECKBOX 

Notify the Regional Superintendent of the vacancy within 5 days of its occurrence (105 ILCS 5/10-10).

 FORMCHECKBOX 

Develop list of qualifications for appointment of a person to fill vacancy.

	Guidelines
	Explanation

	At a minimum, the Board uses election qualifications, that is, a candidate must meet the following:

· Be a United States citizen.

· Be at least 18 years of age.

· Be a resident of Illinois and the

District for at least one year immediately preceding the appointment.

· Be a registered voter.

· Not be a child sex offender.

· Not hold another incompatible public office.

· Not have a prohibited interest in any contract with the District.

· Not be a school trustee.

· Not hold certain types of prohibited State or federal employment.
	While The School Code does not expressly set forth eligibility requirements for appointment to a Board vacancy, the Board may want to use the qualifications for elected Board members listed in 105 ILCS 5/10-3 and 5/10-10.
For guidance discussing other qualifications that the Board may want to consider, see IASB’s Recruiting School Board Candidates, available at: www.iasb.com/elections/recruiting.pdf.

For guidance regarding conflict of interest and incompatible offices, see Answers to FAQs, Conflict of Interest and Incompatible Offices, published by the Ill. Council of School Attorneys, available at: www.iasb.com/law/conflict.cfm.

	When additional qualifications apply, the following items may be included in the Board’s list of qualifications:

· Meet all qualifications based upon the distribution of population among congressional townships in the district.

· Meet all qualifications based upon the distribution of population among incorporated and unincorporated areas.
	Board members of some community unit school districts may be subject to historical residential qualifications based on the distribution of population among congressional townships in the district or between the district’s incorporated and unincorporated areas (105 ILCS 5/11A-8).


 FORMCHECKBOX 

Decide who will receive completed vacancy applications.
	Guidelines
	Explanation

	The Board President will accept applications.

The Board will discuss, at an open meeting, its process to review the applications and who will contact applicants for an interview.
	Who accepts vacancy applications is at the Board’s sole discretion.  According to 2:110, Qualifications, Term, and Duties of Board Officers, the Board President is a logical officer to accept the applications, but this task may be delegated to the Secretary or Superintendent’s secretary if the Board determines that it is more convenient.  Who accepts the applications must be decided prior to posting the vacancy announcement.


 FORMCHECKBOX 

Create Board member vacancy announcement.
	Announcement
	Explanation

	School District ______ Board Member Vacancy

The School District is accepting applications to fill the vacancy resulting from [reason for vacancy] of [former Board member’s name].
	The contents of a vacancy announcement, how it is announced, and where it is posted are at the Board’s sole discretion.

The Board may want to announce the vacancy and its intent to fill it by appointment during an open meeting. The announcement may be posted on the District’s website and in the local newspaper(s).

	The individual selected will serve on the School Board from the date of appointment to [date].
	The length of the appointment depends upon when during the term of office the vacancy occurred.  See 105 ILCS 5/10-10 and Board policy 2:70, Vacancies on the School Board - Filling Vacancies, to determine the length of the appointment.

	The School District [School District’s philosophy or mission statement].
	See Board policy 1:30, School District Philosophy, for the District’s mission statement that is specific to the community’s goals.

	Applicants for the Board vacancy must be:  [Board’s list of qualifications].
	See checklist item titled Develop List of Qualifications for Appointment of a Person to Fill Vacancy above.

	Applicants should show familiarity with the Board’s policies regarding general duties and responsibilities of a Board and a Board member, including fiduciary responsibilities, conflict of interest, ethics and gift ban.  The Board’s policies are available at [locations].
	Listing this along with the Board’s list of qualifications assists candidates in understanding a Board member’s duties and responsibilities and may facilitate a better conversation during the interview process.  See Board policies:  2:20, Powers and Duties of the School Board; 2:80, Board Member Oath and Conduct; 2:100, Board Member Conflict of Interest; 2:105 Ethics and Gift Ban; and 2:120, Board Member Development.

	Applications may be obtained at [location and address and/or website] beginning on [date and time].

Completed applications may be turned in by [time and date] to [name and title of person receiving applications].
	See action item titled Decide who will receive completed vacancy applications above.


 FORMCHECKBOX 

Publicize vacancy announcement by placing it on the District’s website, announcing it at a 
meeting, or advertising it in the local newspaper(s).
 FORMCHECKBOX 

Accept and review applications from prospective candidates (see Decide who will receive completed vacancy applications above).
 FORMCHECKBOX 

Contact appropriate applicants for interviews (see Decide who will receive completed vacancy applications above).
 FORMCHECKBOX 

Develop interview questions.
	Interview Questions
	Explanation

	Why do you want to be a Board member?
What specific skills would you bring to the Board?
Please give specific examples of your ability in interpersonal relationships and teamwork.

What do you see as the role of a Board member?
What have you done to prepare yourself for the challenges of being a Board member?
Please describe your previous community or non-profit experiences.
What areas in the district would you like to see the Board strengthen?

What is your availability to meet the time, training commitments, and other responsibilities required for Board membership?

Describe what legacy you would like to leave behind.
	Interview questions are at the Board’s sole discretion.  This list is not exhaustive, but it may help the Board tailor its questions toward finding a candidate who will approach Board membership with a clear understanding of its demands and expectations along with a constructive attitude toward the challenge. The Board may also want to consider allowing an equal amount of time for each interview.
See IASB’s Recruiting School Board Candidates, available at: www.iasb.com/elections/recruiting.pdf.

A prospective candidate to fill a vacancy may raise other specific issues that the Board will want to cover during an interview.


 FORMCHECKBOX 

Conduct interviews with candidates (interviews may occur in closed session pursuant to 5 ILCS 120/2(c)(3).

	Interview Plan
	Explanation

	The Board President will discuss the following items with each candidate during the interview:

Introduce Board members to the candidate at the beginning of the interview.

Describe the Board’s interview process, selection process, and ask the candidate if he or she has questions about the Board’s process for filling a vacancy by appointment.

Describe the District’s philosophy or mission statement.

Describe the vacancy for the candidate by reviewing the:  (1) qualifications, and (2) general duties and responsibilities of the Board and the Board members, including fiduciary responsibilities, conflict of interest, ethics and gift ban, and general Board member development.

Begin asking the interview questions that the Board developed.

Ask the candidate whether he or she has any questions for the Board.

Thank the candidate and inform the candidate when the Board expects to make a decision and how the candidate will be contacted regarding the Board’s decision.
	The Board President will lead the Board as it interviews prospective candidates.  See Board policy 2:110, Qualifications, Term, and Duties of Board Officers. The president presides at all meetings (105 ILCS 5/10-13).

The Board may also want to consider allowing an equal amount of time for each interview.



 FORMCHECKBOX 

Fill vacancy by a vote during an open meeting of the Board before the 45th day (105 ILCS 5/10-10).

 FORMCHECKBOX 

Assist the appointed Board member in filing his or her statement of economic interest (5 ILCS 420/4A-105(c).

 FORMCHECKBOX 

Announce the appointment to District staff and community.

	Announcement
	Explanation

	The Board appointed [appointee’s name] to fill the vacancy on the Board.

The appointment will be from [date] to [date].

The Board previously established qualifications for the appointee in a careful and thoughtful manner.  [Appointee’s name] meets these qualifications and has demonstrated the willingness to accept the duties and responsibilities of a Board member.  [Appointee’s name] brings a clear understanding of the demands and expectations of being a Board member along with a constructive attitude toward the challenge.
	The contents of the appointment announcement and length of time it is displayed are at the Board’s sole discretion.  The Board may want to consider announcing the appointment during its meeting and also by posting it in the same places that it posted the vacancy announcement.

See Board policy 8:10, Connection with the Community.


 FORMCHECKBOX 

Administer the Oath of Office and begin orientation.

	Guidelines
	Explanation

	See Board policy 2:80, Board Member Oath and Conduct.
	Each individual, before taking his or her seat on the Board, must take an oath in substantially the form given in 105 ILCS 5/10-16.5.

	See Board policy 2:120, Board Member Development, and 2:120-E, Guidelines for Serving as a Mentor to a New School Board Member.
	Orientation assists new Board members to learn, understand, and practice effective governance principles.  See the IASB Foundational Principles of Effective Governance, available at:  www.iasb.com/principles_popup.cfm. 


 FORMCHECKBOX 

Inform IASB of the newly appointed Board member’s name and directory information.
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Board Attorney

The School Board may enter into an agreement for legal services with a specific attorney or law firm.  The Board Attorney serves on a retainer or other fee arrangement as determined in advance.  The Board Attorney will provide services as described in the agreement for legal services.  The District will only pay for legal services that are provided in accordance with the agreement for legal services or are otherwise authorized by this policy or a majority of the Board.

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

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

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

CROSS REF.:
4:60 (Purchases and Contracts)
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Administrative Procedure - Types of School Board Meetings

	Meeting Type
	Public Notice
	Notice to Board Members
	Agenda
	Notice to News Media
	District Website  

	Regular
	Given once a year when the Board adopts its regular meeting schedule.

5 ILCS 120/2.02.

105 ILCS 5/10-6, 5/10-16.
	None required.
	Post at the District’s main office and at the meeting site, at least 48 hours before the meeting.

5 ILCS 120/2.02.
	Give to any news media that filed an annual request for such notices.

5 ILCS 120/2.02.
	Post the annual schedule of regular meetings and post a public notice of each meeting along with the meeting agenda.  

5 ILCS 120/2.02.

Post regular Board meeting minutes within 7 days after approval; the minutes remain there for at least 60 days.

5 ILCS 120/2.06.

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

5 ILCS 120/2.02.
	Notice served by mail 48 hours before the meeting or by personal service 24 hours before the meeting.

105 ILCS 5/10‑16.
	Include with the public notice.

5 ILCS 120/2.02.
	Give to any news media that files an annual request. Must also give the same notice as that given Board members if the news media provides an address or telephone number within the District’s jurisdiction. 

5 ILCS 120/2.02.
	Post a public notice of each meeting along with the meeting agenda, at least 48 hrs before the meeting. The notice and agenda must remain posted on the website until the meeting is concluded.
5 ILCS 120/2.02.

	Emergency
	Post the notice at the District’s main office or, if no main office exists, at the meeting site, as soon as practicable before the meeting.

5 ILCS 120/2.02.
	None specified, but advisable to provide the same notice as for a special meeting.
	No State law requirements.
	Same as for special meetings.
	Post a public notice.  

5 ILCS 120/2.02.

	Closed
	May hold a closed meeting, or close a portion of an open meeting, upon a majority vote of a quorum present, taken at a properly noticed open meeting. 5 ILCS 120/2a.
	None required.
	None required, but only topics specified in the vote to hold the closed meeting may be considered. 5 ILCS 120/2a.
	No additional notice required.
	Post a public notice.

5 ILCS 120/2.02.

	Rescheduled or Reconvened
	Post a notice at the District’s main office or, if no main office exists, at the meeting site at least 48 hours before the meeting. No notice is needed when an open meeting is reconvened within 24 hours, or when the time and place of a reconvened meeting was  announced at the original meeting and the agenda is not changed. 

5 ILCS 120/2.02.
	None required.
	Included with any public notice. 
	Same as for a special meeting.
	Post a public notice. 

5 ILCS 120/2.02.
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Administrative Procedure - Guidelines for Investigating Complaints and Allegations of Misconduct
As a general rule, all complaints should be investigated, even when the complainant requests that nothing be done or is anonymous.

Step 1: Before the Investigation 
A. School employees must immediately report a suspicion of child abuse or neglect to the Illinois Department of Child and Family Services in compliance with policy 5:90, Abused and Neglected Child Reporting. Reporting is required before proceeding further with the investigation.
B. According to policy 2:260, Uniform Grievance Procedure, the Superintendent appoints at least two District Complaint Managers, one of each gender.  A Complaint Manager investigates: (1) complaints filed under policy 2:260, Uniform Grievance Procedure, and (2) allegations of employee misconduct.

C. The appropriate Building Principal or designee investigates all allegations of student misconduct.  

D. Anyone with a complaint or making an allegation of misconduct should be referred to a Complaint Manager of their choosing or a Building Principal without delay.

E. A Complaint Manager or Building Principal (hereafter referred to as “investigator”) will investigate all complaints or allegations of misconduct, except that, depending on the circumstances, the Superintendent or School Board may appoint a special investigator. Whenever the Superintendent deems necessary an attorney may serve as a special investigator. The investigator should not have any involvement with the complainant or the alleged wrongdoer outside of the investigation. The Superintendent will ensure that investigators have sufficient authority and resources, including access to the School Board Attorney.

F. The investigator should provide a fair opportunity for both sides to be heard.

G. The investigator should begin by carefully reading the complaint.  Next the investigator should review applicable Board policies, administrative procedures and manuals, laws, regulations, and collective bargaining agreements. 

H. The investigator should develop a plan, including:

· Witness list

· Order of interviews

· Questions for witnesses

· Physical evidence needed, e.g., records, documents, reports, photos, and letters

I. The investigator should make logistical arrangements, e.g., determine interview location and the need for photographs and/or a video or audio recording. 

J. If the investigator encounters an issue with legal ramifications outside of his/her understanding, either before or during the investigation, he/she should consult the Board Attorney before proceeding further on that legal issue, as well as any other areas of the investigation it impacts.  
Step 2: The Investigation

A. Typically, interview the complainant first, next the subject of the investigation, and, finally, all witnesses.  The following applies to all interviews: 

· If possible, statements should be written, dated, and signed by the person being interviewed. Consider audio or video recording statements.
· Ask open-ended questions and do not suggest answers to questions.

· Record important details, essentially who, did what, to whom, when and how done and, if appropriate, why?

· Be objective and nonjudgmental; do not prejudge an alleged wrongdoer’s guilt. Never show outrage or dismay.

· Ask for the names of any other witnesses.

· Deal with emotional outbursts and anger by patiently explaining that details are needed for an accurate investigation.

· If a witness cannot be interviewed, record the reason.

B. While confidentiality should be maintained, do not make promises of confidentiality or anonymity. Only the Superintendent may promise confidentiality or anonymity.

C. Keep the Superintendent informed, but do not discuss the investigation with Board members in order to avoid the appearance of prejudice or unfairness.

D. Obtain copies of all necessary papers. Originals are not needed, but record how to get them.

E. Collect physical evidence and photographs.  Keep a record of when, and where, or from whom physical evidence was gathered.

F. Document any information about the interview that is, or may become relevant, including the person’s demeanor, gestures, accuracy of memory, and overall credibility.

G. During the investigation, keep the investigation file separate from personnel or student record files. In a subsequent hearing, the opposing side may be able to view the investigation file. Records relating to a public body’s adjudication (hearing) of employee grievances or disciplinary cases are exempt from Freedom of Information Act public records requests under 5 ILCS 140/7(1)(n). However, the exemption does not extend to the final outcome of cases in which discipline is imposed.  

Step 3: Following the Investigation

A. Report to the Superintendent or designee the investigation results, that is, the matters investigated, facts, conclusions, and recommendations. Prepare a written report if requested.

· Answer who, what, when, where, why, and how.

· Factual findings are based on whether an incident’s occurrence is more likely than not.  Identify as many factual findings as possible to support a conclusion.  In a “he said, she said” scenario, a decision can be based on the credibility of the parties and witnesses. Include in the report any findings that are inconclusive.

· Make a determination regarding credibility of specific evidence, that is, how believable is it and why by explaining the basis for the determination. Credible evidence is capable of belief by a reasonable person.

B. Be prepared to testify as to the fairness of the investigation, the authenticity of the evidence, and the contents of the investigation report.
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Operational Services
Exhibit - Notice to Contractors

On District letterhead

Notice to contractor:

You are receiving this notice because you may or will be performing “public works” for the School District as that term is defined in Section 2 of the Illinois Prevailing Wage Act (820 ILCS 130). 
This notice applies to the “public works” described as: 





 .
The Prevailing Wage Act requires contractors and subcontractors to pay laborers, workers, and mechanics performing services on public works projects no less than the “prevailing rate of wages” (hourly cash wages plus fringe benefits) in the county where the work is performed. For information regarding current prevailing wage rates, please see the Illinois Department of Labor’s website at:

www.state.il.us/agency/idol/rates/rates.HTM
All contractors and subcontractors rendering services for the “public works” must comply with all requirements of the Prevailing Wage Act, including but not limited to, all wage, notice, and record- keeping duties.

The above paragraph was or will be included in the project specifications and the contract. 820 ILCS 130/4(a-1). If the work is awarded without a public bid, contract, or project specification, the notice was or will be included in the purchase order related to the work or in a separate document, such as this notification. 820 ILCS 130/4(a-2).
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Administrative Procedure - School Bus Post-Accident Checklist

Driver Post-Accident Procedures

1. The first consideration is whether it is safer to evacuate the students or to have them remain on the bus. 23 Ill.Admin.Code §1.510(l).

2. Immediately notify the pre-designated emergency and police services, and administer first aid. As soon as possible, notify the District or transportation office.

3. When notifying the District or transportation office, give the following information:

Seriousness of the accident

Location and time of incident

Bus number and route number

School

Number of students on board

Extent of any injuries

Weather/road conditions

Any other pertinent information

4. Never leave your vehicle, either to check traffic or set out reflectors, when children are on board. Stay with the children until help arrives. Do not release any student, even to parents, unless instructed to do so by the District or transportation office.

5. Set out reflectors, flares, flags, etc. only when the safety of all children is secure.

6. Stay vigilant for the continued safety of everyone at the scene and:

Never attempt to direct traffic.

Never move the vehicle before the police arrive, unless absolutely necessary to avoid a traffic hazard.

Never discuss liability or fault, or sign anything until someone from the District or transportation office arrives.

Never move an injured person unless the person’s life is in jeopardy.

7. If your vehicle strikes an animal (pet), continue until it is safe to stop, keeping in mind that the sight of an injured pet could upset the children on the bus. Park the vehicle and radio or call the District or transportation office with the information. The office will notify the proper authorities.

8. The District or transportation office, when notifying the school, may suggest that personnel follow-up with students to minimize trauma or emotional after-effects.

Information Gathering

While at the accident scene the driver and/or transportation supervisor shall:

1. Obtain the name and age of every passenger on the bus.

2. Obtain the name and address of all witnesses.

3. Regarding other vehicles involved in the accident, obtain the:

Other drivers’ names

Other drivers’ license numbers

Other drivers’ addresses and phone numbers

Make, model, year, and license plate numbers of other involved vehicles

Other drivers’ insurance carrier information

Name, address, and phone numbers of passengers in other involved vehicles

District or Transportation Office Responsibilities

1. Confirm that police and emergency services as appropriate were notified. An ambulance need not be called to the accident scene unless there are obvious injuries or complaints.

2. Send a transportation supervisor to the accident scene to assist the bus driver.

3. Arrange for the parents of children on the bus to be contacted.

4. Arrange alternate transportation for the children.

5. Contact the District’s insurance carrier as soon as possible and follow its instructions.

6. Help the bus driver complete accident report forms, including insurance forms. Complete ISBE’s School Bus Accident Report, www.isbe.net/funding/pdf/50-26_school_bus_accident.pdf, and forward to the Regional Superintendent immediately after any accident.
7. Obtain any accident reports completed by third parties, including police reports.

Post-Accident Alcohol and Drug Testing 
1. This section’s provisions are required by 49 C.F.R. §382.303. For drug and alcohol testing requirements, see policy 5:285, Drug and Alcohol Testing for School Bus and Commercial Vehicle Drivers; and administrative procedure 5:285-AP, Drug and Alcohol Testing for School Bus and Commercial Vehicle Drivers.

2. School bus drivers shall be provided the necessary post-accident alcohol and drug testing information, procedures, and instructions before operating a bus.

3. As soon as practicable after an accident involving a school bus, the driver shall be tested for alcohol and controlled substances if:

a. The accident involved the loss of human life;

b. The driver receives a citation for a moving traffic violation arising from the accident; or

c. A law enforcement officer directs that such a test be given. 625 ILCS 5/6-516. 

4. If a required alcohol test is not administered:

a. Within 2 hours, the District must prepare and maintain a file or record stating why the test was not properly administered.

b. Within 8 hours, the District shall cease attempts to administer an alcohol test and shall prepare the same record.

5. If a required controlled substance test is not administered within 32 hours, the District shall cease attempts to administer the test, and shall prepare and maintain a file or record stating why the test was not properly administered.

6. No driver required to take a post-accident alcohol test shall use alcohol for 8 hours following the accident, or until undergoing a post-accident alcohol test.

Vehicle Inspection

Following an accident, each damaged bus component must be inspected before the bus is returned to service. 625 ILCS 5/13-109. 
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Waiver of Student Fees 
The Superintendent will recommend to the School Board a schedule of fees, if any, to be charged students for the use of textbooks, consumable materials, extracurricular activities, and other school student fees. Students must also pay for the loss of or damage to school books or other school-owned materials.

Fees for textbooks, other instructional materials, and driver education are waived for students who meet the eligibility criteria for a fee waiver as described in this policy.  In order that no student is denied educational services or academic credit due to the inability of parents/guardians to pay student fees, the Superintendent will recommend to the Board which additional fees, if any, the District will waive for students who meet the eligibility criteria for fee waiver.  Students receiving a fee waiver are not exempt from charges for lost and damaged books, locks, materials, supplies, and equipment. 

Notification

The Superintendent shall ensure that applications for fee waivers are widely available and distributed according to State law and ISBE rule and that provisions for assisting parents/guardians in completing the application are available.

Eligibility Criteria

A student shall be eligible for a fee waiver when the student currently lives in a household that meets the same income guidelines, with the same limits based on household size, that are used for the federal free meals program. 

The Superintendent or designee will give additional consideration where one or more of the following factors are present: 

· Illness in the family;

· Unusual expenses such as fire, flood, storm damage, etc.;

· Unemployment;

· Emergency situations;

· When one or more of the parents/guardians are involved in a work stoppage.

Verification 
The Superintendent or designee shall establish a process for determining a student’s eligibility for a waiver of fees in accordance with State law requirements. The Superintendent or designee may require family income verification at the time an individual applies for a fee waiver and anytime thereafter but not more often than once every 60 calendar days. The Superintendent or designee shall not use any information from this or any independent verification process to determine free or reduced-price meal eligibility.

If a student receiving a fee waiver is found to be no longer eligible during the school year, the Superintendent or designee shall notify the student’s parent/guardian and charge the student a prorated amount based upon the number of school days remaining in the school year. 

Determination and Appeal 
Within 30 calendar days after the receipt of a waiver request, the Superintendent or designee shall mail a notice to the parent/guardian whenever a waiver request is denied. The denial notice shall include: (1) the reason for the denial, (2) the process and timelines for making an appeal, and (3) a statement that the parent/guardian may reapply for a waiver any time during the school year if circumstances change. If the denial is appealed, the District shall follow the procedures for the resolution of appeals as provided in the Illinois State Board of Education rule on waiver of fees.
LEGAL REF.:
105 ILCS 5/10-20.13, 5/10-22.25 and 5/28-19.2.

23 Ill.Admin.Code §1.245 [may contain unenforceable provisions].

CROSS REF.:
4:130 (Free and Reduced-Price Food Services)
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Administrative Procedure - Fines, Fees, and Charges - Waiver of Student Fees 
	Actor
	Action

	Superintendent or designee
	Prepares and recommends to the School Board a list of school fees to be charged to students for the use of textbooks, consumable materials, field trips, extracurricular activities, graduation fees, and similar items. See 23 Ill.Admin.Code §1.245(a) for a definition of school fees.

Initial notice: For all students enrolling in the District for the first time, notifies their parents/guardians that the District will waive school fees for persons unable to afford them in accordance with policy 4:140, Waiver of Student Fees. 23 Ill.Admin.Code §1.245(c)(2)(A).

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

Annual notice: Includes a notice with the first statement sent to parents/guardians who owe school fees that the District will waive school fees for persons unable to afford them in accordance with policy 4:140, Waiver of Student Fees. 
The annual notice must include a description of the fee waiver application process or the name, address and telephone number of the person to contact for information concerning a fee waiver. 23 Ill.Admin.Code §1.245(c)(2)(B).
Determines whether the required inclusions in these notices will be satisfied by providing parents/guardians with a written copy of Board policy 4:140, Waiver of Student Fees, and form 4:140-E1, Application for Fee Waiver.

	Parent(s)/Guardian(s) seeking a school fee waiver
	Completes 4:140-E1, Application for Fee Waiver, and returns it to the Building Principal along with documents that will verify the family’s income, such as, payroll stubs, tax returns, or evidence of receipt of food stamps or Temporary Assistance for Needy Families. 23 Ill.Admin.Code §1.245(d).
May apply for a waiver of school fees by completing 4:140-E1, Application for Fee Waiver, at any time.

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

Notifies the parent(s)/guardian(s) within 30 calendar days if their Application for Fee Waiver is denied. 23 Ill.Admin.Code §1.245(c)(3).

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

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

	Parent(s)/Guardian(s) seeking a school fee waiver
	May appeal the denial of a fee waiver request. 
If desired, meets with the person who will decide the appeal in order to explain why the fee waiver should be granted. 23 Ill.Admin.Code §1.245(c)(3)(B).

	Superintendent or designee
	Contacts the parent(s)/guardian(s) to determine if they want to meet to explain why the fee waiver should be granted. 23 Ill.Admin.Code §1.245(c)(3)(B). If so, meets with the parent(s)/guardian(s) at a prearranged date and time.

Ensures that the person who decides the appeal is not the person who initially denied the fee waiver or a subordinate of this person. 23 Ill.Admin.Code §1.245(c)(3)(B).
Responds in writing to the parent/guardian’s appeal within 30 calendar days of receipt of the appeal. 23 Ill.Admin.Code §1.245(c)(3)(B). 
Ensures that no discrimination or punishment of any kind, including the lowering of grades or exclusion from classes, is exercised against a student whose parent(s)/guardian(s) are unable to purchase required textbooks or instructional materials or to pay required fees. 105 ILCS 5/28-19.2.
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Operational Services

Exhibit - Application for Fee Waiver 
This application for a school fee waiver is completely independent from the District process for determining eligibility for free meals. The information must be provided for your application to be considered. Submit completed application and income verification documents to the Building Principal.

	
	
	

	Student’s Name (please print)
	
	School 

	
	
	

	Parent/Guardian Name (please print)
	
	

	
	
	

	Address (please print)
	
	


1. The student named above lives in my household?   FORMCHECKBOX 
Yes     FORMCHECKBOX 
No

2. Total number of people living in my home 


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




Income includes all: 
Compensation for services, wages, salary, commissions or fees; 
Net income from self-employment; 
Social Security; 
Dividends or interest on savings or bonds or income from estates or trusts; 
Net rental income; 

Public assistance or welfare payments; 
Unemployment compensation; 
Government civilian employee or military retirement, or pensions or veterans payments; 
Private pensions or annuities; 
Alimony or child support payments; 
Regular contributions from persons not living in the household; 
Net royalties; and 
Other cash income (including cash amounts received or withdrawn from any source including savings, investments, trust accounts and other resources).

4. My household meets the federal income guidelines for free meals (attached)?   FORMCHECKBOX 
Yes     FORMCHECKBOX 
No

See www.isbe.net/nutrition/htmls/data.htm#income.
If you answered “No” to any of the previous questions, please indicate the reason(s) you are applying for a waiver of school fees.

	
	
	

	
	
	


Income Verification for Fee Waiver 

You must present one of the following documents to verify income: 

Two current pay stubs for all working members of the household
Disability showing benefits

Unemployment statement showing benefits 



Current tax returns

Medicaid Card showing case number 



Foster placement papers

Direct Certification letter from the State of Illinois 


Food Stamp Evidence

Temporary Food assistance for needy families

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

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

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

	
	
	

	Parent/Guardian (signature)
	
	Date
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Operational Services

Exhibit - Response to Application for Fee Waiver, Appeal, and Response to Appeal
Response to Application for Fee Waiver (To parents/guardians)

	
	
	

	Student’s Name (please print)
	
	School 

	 FORMCHECKBOX 
 Request granted
 FORMCHECKBOX 
 Request denied for the following reason(s):

	

	

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

	
	
	

	Building Principal
	
	Date 


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

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

 FORMCHECKBOX 
 I would like to explain why the fee waiver should be granted during a telephone conversation or during a meeting with the person who will decide my appeal. (If you check this box, someone from the Superintendent’s office will contact you to make arrangements.)

	
	
	

	Parent/Guardian (please print)
	
	Telephone Number

	
	
	

	Signature 
	
	Date

	The Superintendent’s office will notify you of the results of your appeal in approximately 14 calendar days.


Response to Appeal of the Denial of a Fee Waiver (To parent/guardians)

	 FORMCHECKBOX 
 I have reviewed your appeal.

 FORMCHECKBOX 
 Request granted
 FORMCHECKBOX 
 Request denied for the following reason(s):

	

	
	
	

	Superintendent
	
	Date 
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Operational Services

Exhibit - Annual School Safety Review and Report

Pursuant to the School Safety Drill Act (105 ILCS 128), the School Board or its designee conducted the annual review of each school building’s emergency and crisis response plans, protocols, and procedures and each building’s compliance with the school safety drill program, the details of which follow:

	
	
	

	District
	
	Superintendent

	
	
	
	
	

	District Schools
	
	
	
	

	Review Meeting Date 
	
	Review Meeting Time
	
	Review Meeting Location


Indicate who was invited (having been given a minimum of 30 days’ notice before the review’s date) to participate and who attended: 

	Notified 
	Check box if attended the review meeting.

	School Board’s designee(s):

	
	
	 FORMCHECKBOX 


	
	
	 FORMCHECKBOX 


	Building Principal from each school:
	
	

	
	
	 FORMCHECKBOX 


	
	
	 FORMCHECKBOX 


	
	
	 FORMCHECKBOX 


	
	
	 FORMCHECKBOX 


	Representatives from other appropriate educational organizations or associations:

	
	
	 FORMCHECKBOX 


	
	
	 FORMCHECKBOX 


	Representatives from all local first responder organizations:

	
	Fire department(s):
	
	

	
	
	 FORMCHECKBOX 


	
	
	 FORMCHECKBOX 


	
	Law enforcement department(s):
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Professional Personnel

Teacher Qualifications 
A teacher, as the term is used in this policy, refers to a District employee who is required to be certified under State law.  The following qualifications apply:

1. Each teacher must: 
a. Have a valid Illinois certificate that legally qualifies the teacher for the duties for which the teacher is employed.

b. Provide the District Office with a complete transcript of credits earned in institutions of higher education and, annually by July 1, provide the District Office with a transcript of any credits earned since the date the last transcript was filed.

c. Notify the Superintendent of any change in the teacher’s transcript.

2. All teachers with primary responsibility for instructing students in the core academic subject areas (science, the arts, reading or language arts, English, history, civics and government, economics, geography, foreign language, and mathematics) must be highly qualified for those assignments as determined by State and federal law. 

The Superintendent or designee shall:

1. Monitor compliance with State and federal law requirements that teachers be appropriately certified and highly qualified for their assignments; 

2. Through incentives for voluntary transfers, professional development, recruiting programs, or other effective strategies, ensure that minority students and students from low-income families are not taught at higher rates than other students by unqualified, out-of-field, or inexperienced teachers; and 

3. Ensure parents/guardians of students in schools receiving Title I funds are notified:  (a) of their right to request their students’ classroom teachers’ professional qualifications, and (b) whenever their child is assigned to, or has been taught for 4 or more consecutive weeks by, a teacher who is not highly qualified. 

LEGAL REF.:
20 U.S.C. §6319.

34 C.F.R §200.55, 56, 57, and 61.

105 ILCS 5/10-20.15, 5/21-1, 5/21-10, 5/21-11.4, and 5/24-23.

23 Ill.Admin.Code §1.610 et seq., §1.705 et seq., and Part 25.

CROSS REF.:
6:170 (Title I Programs)
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Professional Personnel

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 

Each full-time professional staff member is granted 10 days sick leave each school year at full pay. Unused days are allowed to accumulate to 180 days. 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, or placement for adoption.
As a condition for paying sick leave after 3 days absence for personal illness or 30 days for birth 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) an advanced practice nurse who has a written collaborative agreement with a collaborating physician that authorizes the advanced practice nurse to perform health examinations, (4) a 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 3 days for personal illness, the District shall pay the expenses incurred by the employee. 

The use of paid sick leave for adoption or placement for adoption is limited to 30 days unless a longer leave is provided in an applicable collective bargaining agreement. The Superintendent may require that the employee provide evidence that the formal adoption process is underway. 

Sabbatical Leave 
Sabbatical leave may be granted in accordance with The School Code.

Personal Leave 
Professional staff members are granted one personal leave day per year. A personal leave day is defined as a day to allow professional personnel time to conduct personal business (but not vacation, travel, or work stoppage), which is impossible to schedule at a time other than during a school day. Any unused personal leave day in a school year will be credited to the cumulative sick leave.

The use of a personal day is subject to the following conditions:

1. Except in cases of emergency or unavoidable situations, personal leave requests should be submitted to the Building Principal 3 days in advance of the requested date,

2. No personal leave days may be used immediately before or immediately after a holiday unless the Superintendent grants prior approval,

3. Personal leave may not be used in increments of less than one-half day,

4. Personal leave days are subject to a substitute’s availability,

5. Personal leave days may not be used during the first and/or last 5 days of the school year,

6. Personal leave days may not be used on in-service and/or institute training days, and

7. Personal leave may not be used by more than 10% of the teaching staff in each building at the same time.

Leave of Absence Without Pay 
The Board may grant a leave of absence without pay to tenured professional staff members who have rendered satisfactory service and desire to return to employment in a similar capacity at a time determined by the Board.

Each leave of absence shall be of the shortest possible duration required to meet the leave’s purpose consistent with a reasonable continuity of instruction for students.

Child-Rearing Leave 
The Board shall grant a professional staff member’s request for a non-paid, child-rearing leave, not to exceed the balance of the school year plus one additional school year (but in no event shall such leave exceed 3 semesters), provided the request complies with this policy. Nothing in this section shall prohibit a professional staff member from using paid sick days as provided in this policy. 
A teacher must request, if possible, a child-rearing leave by notifying the Superintendent in writing no later than 90 days before the requested leave’s beginning date.  The request should include the proposed leave dates. The leave shall end before a new school year begins or before the first day of school after winter recess. 
Subject to the insurance carrier’s approval, the teacher may maintain insurance benefits at his or her own expense during a child-rearing leave.

A professional staff member desiring to return before the leave’s expiration will be assigned to an available vacancy for which the teacher is qualified, subject to scheduling efficiency and instruction continuity.

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 Department of Defense overseas school.

School Visitation Leave

An eligible professional staff member is entitled to 8 hours during any school year, no more than 4 hours of which may be taken on any given day, to attend school conferences or classroom activities related to the teacher’s child, if the conference or activity 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 or Sexual Violence 

An unpaid leave from work is available to any staff member who: (1) is a victim of domestic or sexual violence, or (2) has a family or household member who is a victim of domestic or sexual violence whose interests are not adverse to the employee as it relates to the domestic or sexual 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 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. 

LEGAL REF.:
20 ILCS 1805/30.1 et seq.

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.

820 ILCS 147/1 et seq. and 180/1 et seq.

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

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 School Board 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 non-certificated employees at-will but shall maintain a record of positions or employees who are not at-will and the reason for the exception.

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

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.

Cook v. Eldorado Community Unit School District, No. 03-MR-32 (Ill.App.5, 2004).

Duldulao v. St. Mary of Nazareth Hospital, 483 N.E. 2d 956 (Ill.App.1, 1985), aff’d in part and remanded, 505 N.E.2d 314 (Ill. 1987).

Kaiser v. Dixon, 468 N.E. 2d 822 (Ill.App.2, 1984).

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

Duties and Qualifications 

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

Paraprofessionals and Teacher Aides 
“Paraprofessionals” and “teacher aides” are noncertificated personnel with instructional duties; the terms are synonymous. Service as a paraprofessional or teacher aide requires a “statement of approval” issued by the Illinois State Board of Education (ISBE), unless the individual holds certification of at least a bachelor’s degree, a professional vocational certificate, is completing an approved clinical experience, and/or is student teaching.

A paraprofessional or teacher aide in a targeted assistance program that is paid with federal funds under Title I, Part A, or in a school-wide program that is supported with such funds, shall hold a “statement of approval,” issued by the ISBE, for this purpose. 

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

Noncertificated Personnel Working with Students Performing Non-Instructional Duties

Noncertificated personnel performing non-instructional duties may be used:

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

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

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

Nothing in this policy prevents a noncertificated person from serving as a guest lecturer or resource person under a certificated teacher’s direction and with the administration’s approval. 

Coaches and Athletic Trainers

Athletic coaches and trainers shall have the qualifications required by any association in which the School District maintains a membership.  The coach for an extracurricular athletic activity sponsored or sanctioned by the Illinois High School Association (IHSA) at or above the ninth grade level must have completed the IHSA’s educational program and competency testing on preventing abuse of performance-enhancing substances.  Regardless of whether the athletic activity is governed by an association, the Superintendent or designee shall ensure that each athletic coach: (1) is knowledgeable regarding coaching principles, (2) has first aid training, and (3) is a trained Automated External Defibrillator user according to rules adopted by the Illinois Department of Public Health.  Anyone performing athletic training services shall be licensed under the Illinois Athletic Trainers Practice Act, be an athletic trainer aide performing care activities under the on-site supervision of a licensed athletic trainer, or otherwise be qualified to perform athletic trainer activities under State law. 

Bus Drivers

All school bus drivers must have a valid school bus driver permit.  The Superintendent or designee shall inform the Illinois Secretary of State, within 30 days of being informed by a school bus driver, that the bus driver permit holder has been called to active duty.  New bus drivers and bus drivers who are returning from a lapse in their employment are subject to the requirements contained in Board policy 5:30, Hiring Process and Criteria and Board policy 5:285, Drug and Alcohol Testing for School Bus and Commercial Vehicle Drivers.
LEGAL REF.:
No Child Left Behind Act of 2001, 20 U.S.C. §6319(c).

34 C.F.R. §§200.58 and 200.59.

105 ILCS 5/10-22.34, 5/10-22.34a, 5/10-22.34b, and 25/1.5.

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

23 Ill.Admin.Code §§25.510, 25.520.

CROSS REF.:
4:110 (Transportation), 4:170 (Safety), 5:30 (Hiring Process and Criteria), 5:35 (Compliance with the Fair Labor Standards Act), 5:285 (Drug and Alcohol Testing for School Bus and Commercial Vehicle Drivers), 6:250 (Community Resource Persons and Volunteers)
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Educational Support Personnel

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 
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, or placement for adoption. The Superintendent and/or designee shall monitor the use of sick leave.

As a condition for paying sick leave after 3 days absence for personal illness or 30 days for birth 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) an advanced practice nurse who has a written collaborative agreement with a collaborating physician that authorizes the advanced practice nurse to perform health examinations, (4) a 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 3 days for personal illness, the District shall pay the expenses incurred by the employee. 

The use of paid sick leave for adoption or placement for adoption is limited to 30 days unless a longer leave is provided in an applicable collective bargaining agreement. The Superintendent may require that the employee provide evidence that the formal adoption process is underway. 

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

	Length of Employment
	Monthly Accumulation
	Maximum Vacation Leave Earned Per Year

	From:
	To:
	
	

	Beginning of year 2
	End of year 5
	0.83 Days
	10 Days per year

	Beginning of year 6
	End of year 15
	1.25 Days
	15 Days per year

	Beginning of year 16
	End of year 
	1.67 Days
	20 Days per year


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 
Unless the District receives a waiver or modification of The School Code pursuant to Section 2-3.25g allowing it to schedule school on a 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
	Veteran’s Day

	Casimir Pulaski’s Birthday
	Thanksgiving Day

	Memorial 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 
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 3 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 5 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 Illinois Municipal Retirement Fund

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

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. Leaves for Service in the Military and General Assembly. 

2. School Visitation Leave. 
3. Leaves for Victims of Domestic or Sexual Violence. 
LEGAL REF.:
20 ILCS 1805/30.1 et seq.

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

820 ILCS 147 and 180/1 et seq.

CROSS REF.:
5:180 (Temporary Illness or Temporary Incapacity), 5:185 (Family and Medical Leave), 5:250 (Professional Personnel - Leaves of Absence)
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Administrative Procedure - Service Animal Access Requests 
A service animal that is individually trained to perform tasks for the benefit of a student with a disability is permitted to accompany that student to all school functions, whether in or outside the classroom. The student’s right to have a service animal in the educational setting must be carefully balanced with the rights of other students who are equally entitled to receive educational benefits at the school. Use this procedure to evaluate and manage legal and practical issues when the District receives a request for a service animal to accompany a disabled student at school.

Definitions
Service Animal - An animal such as a guide dog, signal dog, or any other animal that is individually trained to perform tasks for the benefit of a student with a disability. 105 ILCS 5/14-6.02. While The School Code and the Americans with Disabilities Act both use the word animal, research identifies that dogs are the most commonly used service animals.

Adult Handler - The adult who has been trained to handle a service animal and has agreed to handle the service animal in the educational setting.
	Actor
	Action

	Parent/Guardian
	Informs the School District of the need for a service animal to accompany their disabled child to school.

Completes 6:120-AP3, E1, Request for a Service Animal to Accompany a Student in School Facilities.

	Superintendent or designee
	Discusses this procedure with the Building Principal, other appropriate administrative and special education staff, and the Board Attorney.

The Board Attorney will be a necessary participant in the District’s efforts to manage the issues presented by a request for service animal access. The Superintendent may want to authorize the Building Principal to consult with the Board Attorney as needed.

Contacts the District’s insurance carrier(s) to assess appropriate coverage for issues involving service animals, including the adult handler.

Consults with the Building Principal and Special Education Coordinator to determine whether the student has the right to be accompanied by a service animal.

105 ILCS 5/14-6.02 only grants students with a disability the right to bring a service animal to school. 

	IEP and/or 504 Team
	For a student who is not already identified as disabled, follows the District’s evaluation procedures for determining whether a student is a student with a disability within the meaning of IDEA or Section 504. See Board policy 6:120, Education of Children with Disabilities. 
If a student does not qualify as a student with a disability, denies the service animal access request unless special circumstances exist and the Board Attorney advises that the request be granted.

For a student with an IEP or Section 504 plan, or who qualifies for one, determines:

1. Whether the service animal is a required related service to ensure the provision of a “free appropriate public education” (FAPE), and/or
2. Whether the service animal is an appropriate reasonable accommodation for the student’s disability.

Conditionally approves the request if the answer to either of the above questions is positive (i.e., determines that the service animal will perform tasks for the benefit of a student with a disability).  The service animal will be allowed to accompany the student to school, provided the service animal meets the criteria in 6:120-AP3, E1, Request for a Service Animal to Accompany a Student in School Facilities.

If the request is denied, notifies the parent/guardian in writing of the reasons for the denial and the right to appeal. Provides any required procedural safeguard notices. See 23 Ill.Admin.Code Part 226; Section 504 of the Rehabilitation Act of 1973 (34 C.F.R. Parts 104 and 300); and 6:120-AP1, E1, Notice to Parents/Guardians Regarding Section 504 Rights. 

	Building Principal
	When service animal access is allowed:

Permits the service animal to accompany the student to school if: (1) the IEP and/or 504 Team determined that the service animal will perform tasks for the benefit of a student with a disability, and (2) all of the criteria are met in 6:120-AP3, E1, Request for a Service Animal to Accompany a Student in School Facilities.

Ensures that the District conducts a criminal background check on the adult handler. See 6:250-AP, Securing and Screening Resource Persons and Volunteers, and 6:250-E, Volunteer Information Form and Waiver of Liability. 
The ADA regulation, 28 C.F.R. §35.130(f), and the Illinois White Cane Act, 775 ILCS 30/, both prohibit charging a disabled individual a deposit or a surcharge as a condition to allowing a service animal to accompany the disabled individual. Consult the Board Attorney about payment of any criminal background screening fees for an adult handler.
Creates a plan with the student’s parent/guardian and the adult handler for:

1. Integrating the animal into the classroom and school environment (assemblies, cafeteria, library, etc.), and
2. Meeting the service animal’s basic needs during the school day. 

Any plan depends on the individual student’s service animal arrangement, any management issues, and the schedules within each individual building. The school staff is not required to provide care or assistance except in special circumstances (see 28 C.F.R. Part 35, App.A). Consider addressing: where the animal will urinate and defecate, who disposes of the waste, where the animal drinks water, and who provides it, etc.
Checks with the school nurse regarding any known allergies among students attending the school. 

Manages identified students’ competing educational interests by:

1. Consulting the Board Attorney.
2. Minimizing contact between any allergic students and the service animal. 

3. Creating a method to monitor identified competing educational interests between students. 

4. Responding to future unidentified competing educational interests and managing them immediately. 

5. Modifying any other conditions as the facts of the situation require. 

See Kalbfleisch ex rel. v. Columbia Community Unit School District, Ill.App.3d 1105, for a discussion about the balancing of interests. Other helpful publications include: 

The U.S. Department of Education’s “Reasonable Accommodation Handbook,” Section C10, provides information about balancing competing interests in the context of a service animal’s presence in the work environment. It is available at: www2.ed.gov/policy/gen/leg/foia/acshbom3.pdf.  

The Ill. Attorney General Office’s “Disability Rights Service Animals: A Guide for Illinois Businesses and Other Public Accommodations,” available at: www.illinoisattorneygeneral.gov/rights/servanimals.html. 

The U.S. Dept. of Justice’s “Commonly Asked Questions about Service Animals in Places of Business,” available at: www.ada.gov/qasrvc.htm.
Facilitates the dissemination of accurate information about the presence of the service animal at school while respecting privacy rights. 

Creates a joint communication from the Building Principal and the parent/guardian of the student using a service animal. The communication should inform other students and their parents/guardians about the placement of a service animal in their educational setting. 

Providing a joint communication allows the school to exchange the information needed to balance competing educational interests without violating federal or State laws that govern student records. See Family Educational Rights and Privacy Act (FERPA), 20 U.S.C. §1232g, and its implementing rules at 34 C.F.R. Part 99; Ill. School Student Records Act, 105 ILCS 10/, and its implementing rules at 23 Ill.Admin.Code Part 375. FERPA prohibits schools from disclosing personally identifiable information from students’ education records without the consent of a parent or eligible student, unless an exception applies. See policy 7:340, Student Records.
Prepares a list of answers to anticipated questions.
Educates students, staff, and the community about the rights of students to use service animals in the school and the consequences for mistreatment of animals. See Humane Care of Animals Act (510 ILCS 70/4.03, 70/4.04, and 70/7.15 make it unlawful to meddle or tamper with a service dog or to tease, strike or mistreat one); White Cane Law (775 ILCS 30/3 makes it unlawful to interference with the rights of a disabled person); Guide Dog Access Act (720 ILCS 630/1 makes it unlawful to deny right of entry and use of facilities of any public place of accommodation).
When a service animal arrives at school without notice: 

Requests the parent/guardian to retrieve the animal.  Keeps the animal with the student until the parent/guardian removes the animal from school property.  

Informs school personnel that the animal may not be taken away from the student.  

Contacts animal control if the Principal or designee believes the animal may be dangerous or sick.

Informs the parent/guardian upon retrieval of the animal of the requirements in this procedure.


LEGAL REF.:
105 ILCS 5/14-6.02.
Humane Care for Animals Act, 510 ILCS 70/.

Guide Dog Access Act, 720 ILCS 630/.
Illinois White Cane Act, 775 ILCS 30/.

28 C.F.R. Part 35.

28 C.F.R. §36.104.

34 C.F.R. Parts 100 and 300.
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Exhibit - Request for a Service Animal to Accompany a Student in School Facilities 
This form identifies criteria to help the District minimize risks that a service animal poses to students, staff, and the educational environment. It is not based on speculation, stereotypes, or generalizations about students with disabilities. Each criterion includes guidelines and explanations with resources. A service animal that meets the criteria may accompany a student to all school functions in or outside the classroom. 

Parent/guardian Complete this form and return it to the Building Principal. It will be used during the Individual Education Plan or Section 504 plan meeting.

	
	
	

	Student name (please print)
	
	DOB

	School attending
	
	Grade

	Parent/Guardian name (please print) 
	
	Contact number

	Animal owner’s name (if other than parent/guardian; please print) 
	
	Contact number

	Animal handler’s name (if other than owner’s name; please print) 
	
	Contact number


Please initial before each of the following statements if the statement is true.



The animal has completed a professional service animal training program.

(Initials)

	Guidelines
	Explanation

	Trained service animals generally include:

· Hearing dog

· Guide dog

· Assistance dog

· Seizure alert dog

· Mobility dog

· Psychiatric service dog

· Autism service dog (could be same as therapy dog)

Trained service animals generally do not include: 

· Skilled Companion Animal

· Social Dog

· Facility Dog

· Trained Agility Dog

· Police Dog

· Search And Rescue Dog

· Helping Dog
	To minimize risks, a service animal should be professionally trained. This training is different from and in addition to the individualized training to perform tasks for the benefit of the student. 
Assistance Dogs International, Inc. (ADI) is a coalition of not-for-profit organizations. Its purpose is to improve the areas of training, placement, and utilization of service dogs. See its website for service animal training programs at: www.assistancedogsinternational.org/Standards/ServiceDogStandards.php. 




The animal meets minimum standards for a service animal in public.

(Initials)

	Guidelines
	Explanation

	Public appropriateness standards:
· Clean, well-groomed with no offensive odor.

· Does not urinate or defecate in inappropriate locations.

Behavior standards: 

· Does not disrupt the normal course of school business; solicit attention, visit or annoy, solicit or steal food or other items from any member of the staff or student population; or vocalize unnecessarily, i.e., barking, growling or whining, etc.

· Shows no aggression towards people or other animals, i.e., showing teeth, barking, growling, jumping on individuals, etc.

General training standards: 

· Works calmly and quietly on harness, leash, or other tether.

· Performs tasks in the school setting and lies quietly beside the student or adult handler without blocking aisles, doorways, etc. 

· Trained to urinate and defecate on command.

· Stays within 24 inches of the student or adult handler at all times unless the nature of a trained task requires it to be working at a greater distance.
	Requiring “minimum standards for a service animal in public” ensures that the school provides reasonable accommodations without fundamentally altering the nature of the school environment. No State laws or agency rules address specific minimum standards for a service animal. This list follows the ADI’s “minimum standards for a service animal in public,” available at: 

www.assistancedogsinternational.org/Standards/ServiceDogStandards.php. 

Additional standards may be appropriate to meet a school building’s and its students’ needs. The ADI’s sample public access test ensures that an animal has appropriate behavior for a public setting. Available at: www.assistancedogsinternational.org/publicaccesstest.php.





The animal is individually trained to perform tasks for the benefit of a student with a disability.

(Initials)

	Guidelines
	Explanation

	A service animal must perform individualized tasks to mitigate aspects of the student's disability. 

Identify individualized tasks:

1. _________________________

2. _________________________

3. _________________________


	105 ILCS 5/14-6.02 requires the service animal to be individually trained to perform tasks for the benefit of a student with a disability. This verification of training helps the school identify necessary IEP related services or 504 plan reasonable accommodations.
Tasks may include, but are not limited to, guiding individuals with impaired vision, alerting individuals with impaired hearing to intruders or sounds, providing minimal protection or rescue work, pulling a wheelchair, or fetching dropped items. 28 C.F.R. §36.104.




The animal has a current rabies vaccination tag. 

(Initials)

	Guidelines
	Explanation

	A service animal’s vaccinations must be current and filed in the student’s temporary record. 
	Illinois law only requires a current rabies vaccination, which is verified through a current rabies vaccination tag. 510 ILCS 5/8. Local municipalities, cities, or villages within the District’s boundaries may have additional registration requirements. Require proof of those if they exist. 




The adult handler(s) may lawfully:
1. Be on school property, and

(Initials)





2. Have contact with children.
	





Guidelines
	Explanation

	Identify adult handler(s):

1. _________________________

2. _________________________

The animal handler must not be 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 Child Murderer and Violent Offender Against Youth Registration Act. 
	At a minimum, 720 ILCS 5/11-9.3 prohibits a child sex offender from being present on school property when persons under the age of 18 are present. Note that some school boards forbid the use of convicted felons as volunteers. Board policy 6:250, Community Resource Persons and Volunteers, requires the Superintendent to establish procedures for securing and screening resource persons and volunteers. 6:250-AP, Securing and Screening Resource Persons and Volunteers, requires criminal history records checks for individuals who work in direct contact with students or where a check would be prudent.


Acknowledgement

I. I understand that the presence of a service animal may present competing educational rights between my student and other students at school. These issues may present at any time, and I understand that the Building Principal must manage them immediately. I will:

a. Participate in any meetings requested of me by the Building Principal; 

b. Participate in drafting a joint communication to notify other students and their parents/guardians about the placement of the service animal; and 

c. Authorize the school to disclose information as necessary to balance competing educational interests and integrate the animal into the classroom and the school environment.

II. I understand that for the safety and protection of students and staff, which is necessary for the safe operation of the school, the school may revoke access because:

a. One of the criteria above is not present.

b. The service animal displays aggression or appears to be an imminent threat to the safety or health of any person in the school. If this occurs, the Building Principal will immediately contact me to remove the animal from school property and summon Animal Control.

c. The adult handler fails to follow the Building Principal’s instructions.

III. I understand that a service animal’s owner is solely liable for any damage to persons, premises, or facilities that were caused by the service animal. I will hold the District, its employee, agents, and assigns harmless for any injury to, including death of, the service animal. I understand that the Local Governmental and Governmental Employees Tort Immunity Act protects staff members from liability arising from actions consistent with Board policies and administrative procedures. 
	
	
	

	Parent/guardian signature
	
	Date

	Animal owner’s signature 
	
	Date


The Building Principal and, if applicable, the IEP or 504 team, based this decision on the information provided in this request. (Note to Building Principal: return a copy of this form to the individual(s) making the request, file the original in the student’s temporary record, and send a copy to the District’s main office.)
 FORMCHECKBOX 
 Approved

 FORMCHECKBOX 
 Denied

	
	
	

	Building Principal or designee
	
	Date
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Program for the Gifted 
The Superintendent or designee shall implement an education program for gifted and talented learners. If the State Superintendent of Education issues a Request for Proposals because sufficient State funding is available to support local programs of gifted education, the Superintendent or designee shall inform the Board concerning the feasibility and advisability of developing a “plan for gifted education” that would qualify for State funding. 

Eligibility to participate in the gifted program shall not be conditioned upon race, religion, sex, disability, or any factor other than the student’s identification as gifted or talented learner. 

In order to allow the School Board to monitor this policy, the Superintendent or designee shall report at least annually on the status of the District’s gifted program.

LEGAL REF.:
105 ILCS 5/14A-5 et seq.

23 Ill.Admin.Code Part 227.

July 2010
6:140

Instruction

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

105 ILCS 45/1-1 et seq.

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

ADMIN. PROC.:
6:140-AP (Education of Homeless Children)
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Administrative Procedure - Education of Homeless Children 
	Actor
	Action

	Superintendent

Preliminary Steps
	Serve as or designate an appropriate staff person, who may also be a coordinator for other federal programs, to serve as a Liaison for Homeless Children.  42 U.S.C. §11432 (g)(1)(J)(ii).

Under the McKinney Homeless Assistance Act (42 U.S.C. §11434a), “homeless children” means individuals who lack a fixed, regular, and adequate nighttime residence (within the meaning of Section 11302(a)(1)).  The term includes: 42 U.S.C. §11434a.

1. Children and youths who are sharing the housing of other persons due to loss of housing, economic hardship, or a similar reason; are living in motels, hotels, trailer parks, or camping grounds due to the lack of alternative adequate accommodations; are living in emergency or transitional shelters; are abandoned in hospitals; or are awaiting foster care placement;

2. Children and youths who have a primary nighttime residence that is a public or private place not designed for or ordinarily used as a regular sleeping accommodation for human beings (within the meaning of Section 11302(a)(2)(C);

3. Children and youths who are living in cars, parks, public spaces, abandoned buildings, substandard housing, bus or train stations, or similar settings; and

4. Migratory children (Sec. 1309 of the Elementary and Secondary Education Act of 1965) who qualify as homeless under this subtitle because the children are living in clauses (1) through (3) above.

Under State law, 105 ILCS 45/1-5, “homeless person, child, or youth” includes, but is not limited to, any of the following:

1. An individual who lacks a fixed, regular, and adequate nighttime place of abode.

2. An individual who has a primary nighttime place of abode that is:

a. A supervised publicly or privately operated shelter designed to provide temporary living accommodations (including welfare hotels, congregate shelters, and transitional housing);

b. An institution that provides a temporary residence for individuals intended to be institutionalized; or

c. A public or private place not designed for or ordinarily used as a regular sleeping accommodation for human beings.

	Liaison for Homeless Children

Duties
	Review the information provided at www.isbe.net/homeless/default.htm in order to become aware of the resources and training materials provided by the Illinois State Board of Education with regard to the education of homeless children. 

Ensure that homeless children are identified by school personnel and through coordinated activities with other entities and agencies. 42 U.S.C. §11432(g)(6)(A)(i).

Ensure that homeless children enroll in, and have full and equal opportunity to succeed in District programs. 42 U.S.C. §11432(g)(6)(A)(ii).

Ensure that homeless families and children receive educational services for which they are eligible and make referrals to health, mental health, dental, and other appropriate services. 42 U.S.C. §11432(g)(6)(A)(iii).

Inform parent(s)/guardian(s) of educational and related opportunities available to their child or ward, and provide them with meaningful opportunities to participate in their child or ward’s education. 42 U.S.C. §11432(g)(6)(A)(iv).

Disseminate public notice of the educational rights of homeless students in the location where homeless children receive services (such as schools, family shelters, and soup kitchens).  42 U.S.C. §11432(g)(6)(A)(v).

Mediate enrollment disputes to: 42 U.S.C. §11432(g)(3)(E) and 42 U.S.C. §11432(g)(6)(A)(vi).

a. Ensure the child is immediately admitted to the school in which enrollment is sought, pending resolution of the dispute;

b. Provide the homeless child’s parent/guardian with a written explanation of the school's decision regarding school selection or enrollment, including their rights to appeal the decision;

c. Complete the dispute resolution process as expeditiously as possible; and

d. In the case of an unaccompanied youth, ensure that the youth is immediately enrolled in school pending resolution of the dispute.

Fully inform the parent/guardian of a homeless child, and any unaccompanied youth, of all transportation services and assist in accessing transportation services. 42 U.S.C. §11432(g)(6)(A)(vii).

Assist unaccompanied youth in placement/enrollment decisions, consider the youth’s wishes in those decisions, and provide notice to the youth of the right to appeal such decisions. 42 U.S.C. §11432(g)(3)(B)(ii).

Assist children who do not have immunizations or medical records in obtaining necessary immunizations and/or medical records. 42 U.S.C. §11432(g)(3)(C)(iii).

Collaborate with State and local social service agencies that provide services to the homeless as well as with community and school personnel responsible for the provision of education and related services to homeless children and youths. 42 U.S.C. §11432(g)(5)(A) and (g)(6)(C).

Conduct a hardship review 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; a hardship review should be performed after the passage of 18 months and annually thereafter. 105 ILCS 45/1-25(a-5).

Refer the child or his or her parent/guardian to the ombudsperson appointed by the Regional Superintendent whenever a school denies a homeless child enrollment or transportation, and provide the child or his or her parent/guardian with a written statement of the basis for the denial.  105 ILCS 45/1-25(a).

	Parent(s)/guardian(s) 

Assignment
	Choose the child’s attendance center between the following options (105 ILCS 45/1-10 controls because it exceeds the rights granted to parent(s)/guardian(s) in federal law.):

a. Continuing the child’s education in the school of origin for as long as the child remains homeless or, if the child becomes permanently housed, until the end of the academic year during which the housing is acquired; or

b. Enrolling the child in any school that non-homeless students who live in the attendance area in which the child or youth is actually living are eligible to attend.

The term “school of origin” means the school that the student attended when permanently housed or the school in which the student was last enrolled.  42 U.S.C. §11432(g)(3)(G) and 105 ILCS 45/1-5.

	Building Principal Where Homeless Student Will be Enrolled

Enrollment
	Shall immediately enroll the homeless child, even if the child is unable to produce records normally required for enrollment, e.g., previous academic records, medical records, proof of residency, or other documentation.  42 U.S.C. §11432(g)(3)(C)(i) and 105 ILCS 45/1-20.

Shall immediately contact the school last attended by the child to obtain relevant academic and other records.  42 U.S.C. §11432(g)(3)(C)(ii) and 105 ILCS 45/1-20.

If the child needs to obtain immunizations, or immunization or medical records, shall immediately refer the child’s parent/guardian to the Liaison for Homeless Children.  42 U.S.C. §11432(g)(3)(C)(iii) and 105 ILCS 45/1-20.

Maintain records for the homeless student that are ordinarily kept for students according to District policy and procedure on student school records. 42 U.S.C. §11432(g)(3)(D).

Ensure each homeless student is provided services comparable to services offered to other students including the following:  42 U.S.C. §11432(g)(4).

a. Transportation services;

b. Educational services for which the student meets the eligibility criteria, such as services provided under Title I of the Elementary and Secondary Education Act of 1965 or similar State or local programs;

c. Educational programs for children with disabilities and educational programs for students with limited English proficiency;

d. Programs in vocational and technical education as well as programs for gifted and talented students; and

e. School nutrition programs.

Shall require a parent/guardian of a homeless student, if available, to submit contact information. 42 U.S.C. §11432(g)(3)(H) and 105 ILCS 45/1-20.

	Transportation Director and Building Principal Where Homeless Student Will be Enrolled

Transportation
	Ensure transportation is provided to a homeless student, at the request of the parent/guardian (or in the case of an unaccompanied youth, the Liaison), to and from the school of origin.  42 U.S.C. §11432(g)(1)(J)(iii); State law, found at 105 ILCS 45/1-15, is superseded by federal law.  The term “school of origin” means the school that the student attended when permanently housed or the school in which the student was last enrolled. 42 U.S.C. §11432(g)(3)(G).  Transportation shall be arranged as follows: 42 U.S.C. §11432(g)(1)(J)(iii).

1. If the homeless student continues to live in the area served by the school district in which the school of origin is located, the student’s transportation to and from the school of origin shall be provided or arranged by the district in which the school of origin is located.

2. If the homeless student’s living arrangements in the area served by the district of origin terminate and the student, though continuing his or her education in the school of origin, begins living in an area served by another school district, the district of origin and the district in which the homeless student is living shall agree upon a method to apportion the responsibility and costs for providing the student with transportation to and from the school of origin.  If the local educational agencies are unable to agree upon such method, the responsibility and costs for transportation shall be shared equally.

	Superintendent or Designee

Dispute
	If a dispute arises, shall inform the homeless child’s parent(s)/guardian(s) of the availability of an investigator, sources for low-cost or free legal assistance, and other advocacy services in the community.

Each Regional Superintendent appoints an ombudsperson to provide resource information and resolve disputes at schools within his or her jurisdiction relating to the rights of homeless children under this Act. 105 ILCS 45/1-25. The Homeless Family Placement Act governs shelter placement.  310 ILCS 85/1 et seq.
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Grading and Promotion 
The Superintendent shall establish a system of grading and reporting academic achievement to students and their parents/guardians.  The system shall also determine when promotion and graduation requirements are met.  The decision to promote a student to the next grade level shall be based on successful completion of the curriculum, attendance, performance based on the Illinois Standards Achievement Tests, or other testing.  A student shall not be promoted based upon age or any other social reason not related to academic performance.  The administration shall determine remedial assistance for a student who is not promoted. 

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

· A miscalculation of test scores,

· A technical error in assigning a particular grade or score,

· The teacher agrees to allow the student to do extra work that may impact the grade,

· An inappropriate grading system used to determine the grade, or

· An inappropriate grade based on an appropriate grading system.

Should a grade change be made, the administrator making the change must sign the changed record.

LEGAL REF.:
105 ILCS 5/10-20.9a, 5/10-21.8, and 5/27-27.

CROSS REF.:
6:300 (Graduation Requirements), 7:50 (School Admissions and Student Transfers To and From Non-District Schools)
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Administrative Procedure - Evaluating and Reporting Student Achievement 

	Actor
	Action

	Teacher
	Informs students about the grading system at the beginning of each school year or term, whichever is applicable.

Explains that grades: (1) assess progress toward education goals and assist in the improvement of that progress, (2) will be given by the teacher, using his or her professional judgment, in an impartial and consistent manner, and (3) will reflect excessive, unexcused absences. 

Assesses student achievement as demonstrated through such performance indicators as the following (these are not listed in order of importance):

1. Preparation of assignments, including completeness, accuracy, legibility, and promptness.

2. Contribution to classroom discussions.

3. Demonstrated understanding of concepts.

4. Application of skills and knowledge to new situations.

5. Organization, presentation, and content of written and oral reports.

6. Originality and reasoning ability when working through problems.

7. Accomplishment in class presentations and projects.

8. Performance on tests, quizzes, and final examinations.

Assigns grades for academic improvement and achievement using standardized criterion-referenced test scores, letter grades, and/or other assigned numerical criteria. 

A grade of “incomplete” should be assigned when a student experiences an excused, extended absence at the end of the term or during final examinations; an incomplete grade, if not satisfied within 2 weeks, will be changed into an “F” grade.

Whenever it becomes evident that a student is in danger of failing, arranges a special conference with the parent(s)/guardian(s) or sends the parent(s)/guardian(s) a written report.

	Building Principal or designee
	Supervises implementation of this administrative procedure.

Insures that parent(s)/guardian(s) are informed of their student’s progress at regular intervals, but at least 4 times a year, and whenever the student’s performance requires special attention.

Divorced or separated parents will both be informed unless a court order requires otherwise.  All grades and symbols must be appropriately explained.

Establishes an appropriate means of communication whenever he or she becomes aware that a parent/guardian is unable to understand written communications from the school or oral communications made during conferences related to the student’s progress or school activities.

Develops a timetable for deficiency reports.

Supervises the various methods for communicating with parents/guardians including:

1. Parent-teacher conferences, conducted on a regular basis. They may be scheduled on different days and at different times to accommodate the various grade levels and attendance centers.

2. Open houses, parent education meetings, and newsletters.

3. Interim reports, through which teachers contact parents/guardians whenever teachers believe additional information should be shared.  Teachers shall try to be available to meet with parents/guardians at a mutually agreed upon time.

	Building Principal or designee

[Elementary schools only]
	Makes the final decision for a student’s retention with input from the classroom teacher, parent/guardian, and other school personnel as appropriate. 

Retention decisions are based on quantitative measures (e.g., maturity level, ability, and level of academic achievement), supplemented by a qualitative assessment of the student’s motivation, self-image, and social adjustment.  Students shall not be promoted for purely social reasons. 

Recommends placement, promotion, or retention based on the student’s best interests after a careful evaluation of the advantages and disadvantages of alternatives.

For students demonstrating a proficiency level one or more grades below current placement, arranges for an individual remediation plan developed in consultation with the parents/guardians.  The remediation plan may include summer school, extended school day, special homework, tutorial sessions, modified instructional materials, other modifications in the instructional program, reduced class size, or retention in grade.

	Building Principal or designee

[Secondary schools only]
	Implements a 4.0 system for calculating grade point average (GPA).

All advanced placement, honors, and accelerated courses will add one point toward calculating GPA and class rank. 

105 ILCS 5/22-22 defines secondary education as the curriculum offered by a school district or an attendance center serving grades 9 through 12 or grades 10 through 12.
Supervises the computation of class rank.

Grades in all courses are used in computing GPA and class rank.  In computing class rank, all students at a given grade level are included. 

Designates academic scholars from each year’s senior class whose academic rank places them in the top 10% of the class. 

Administers the pass/fail option in which students may choose to take a one-year course or one course in each semester for credit on a pass/fail basis. 

A student may only take 8 semesters using this option.  The option may not be carried into another year if not used.  Prerequisites must be completed before the student’s schedule may include a course with the pass/fail arrangement.  No more than a one-year course of each general subject area may be taken using the option.

	Parents/Guardians
	Attend parent-teacher conferences.

Provide a study-conducive atmosphere and supervises their child’s completion of course work. 

Sign their student’s report cards and other assessment notices and provides appropriate feedback to their child.

Whenever a question or concern arises, leave a phone message at the school for the appropriate teacher or other school staff member.

In order to object to a grade or retention decision, first confer with the appropriate teacher and, if still not satisfied, contact the Building Principal.

	Building Principal or designee

[All schools]
	Confers with any parent/guardian and/or student who objects to a grade or retention decision.

Discusses with the teacher the reasons why the parents/guardians and/or student objects to a grade or retention decision and requests the teacher’s perspective.

Determines whether to change the grade based on the existence of any of the following: 

· A miscalculation of test scores;

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

· The teacher agrees to allow the student to do extra work that may impact the grade;

· An inappropriate grading system used to determine the grade; or

· An inappropriate grade based on an appropriate grading system.

Decides whether to change the grade and, if so, notifies the teacher of the nature and reason for the change and signs the changed record.
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Exhibit - State Law Graduation Requirements

The School Code, 105 ILCS 5/27-22, contains the following course requirements in order for a student in Illinois to receive a high school diploma. Other graduation requirements, including additional course requirements if any, are contained in School Board policy 6:300, Graduation Requirements. For guidance in offering the coursework necessary to meet the State graduation requirements see the Illinois State Board of Education, “State Graduation Requirements, Guidance Document” (December 2009), available at www.isbe.state.il.us/news/pdf/grad_require.pdf.

**********************************************************************************

State Law Graduation Requirements

105 ILCS 5/27-22

Sec. 27-22.  Required high school courses.

(a)  As a prerequisite to receiving a high school diploma, each pupil entering the 9th grade in the 1984-1985 school year through the 2004-2005 school year must, in addition to other course requirements, successfully complete the following courses:

(1) Three years of language arts;

(2) Two years of mathematics, one of which may be related to computer technology;

(3) One year of science;

(4) Two years of social studies, of which at least one year must be history of the United States or a combination of history of the United States and American government; and 

(5) One year chosen from (A) music, (B) art, (C) foreign language, which shall be deemed to include American Sign Language or (D) vocational education.

(b) As a prerequisite to receiving a high school diploma, each pupil entering the 9th grade in the 2005-2006 school year must, in addition to other course requirements, successfully complete all of the following courses:

(1) Three years of language arts.

(2) Three years of mathematics.

(3) One year of science.

(4) Two years of social studies, of which at least one year must be history of the United States or a combination of history of the United States and American government.

(5) One year chosen from (A) music, (B) art, (C) foreign language, which shall be deemed to include American Sign Language, or (D) vocational education.

(c) As a prerequisite to receiving a high school diploma, each pupil entering the 9th grade in the 2006-2007 school year must, in addition to other course requirements, successfully complete all of the following courses:

(1) Three years of language arts.

(2) Two years of writing intensive courses, one of which must be English and the other of which may be English or any other subject.  When applicable, writing-intensive courses may be counted towards the fulfillment of other graduation requirements.

(3) Three years of mathematics, one of which must be Algebra I and one of which must include geometry content.

(4) One year of science.

(5) Two years of social studies, of which at least one year must be history of the United States or a combination of history of the United States and American government.

(6) One year chosen from (A) music, (B) art, (C) foreign language, which shall be deemed to include American Sign Language, or (D) vocational education.

(d) As a prerequisite to receiving a high school diploma, each pupil entering the 9th grade in the 2007-2008 school year must, in addition to other course requirements, successfully complete all of the following courses:

(1) Three years of language arts.

(2) Two years of writing intensive courses, one of which must be English and the other of which may be English or any other subject.  When applicable, writing-intensive courses may be counted towards the fulfillment of other graduation requirements.

(3) Three years of mathematics, one of which must be Algebra I and one of which must include geometry content.

(4) Two years of science.

(5) Two years of social studies, of which at least one year must be history of the United States or a combination of history of the United States and American government.

(6) One year chosen from (A) music, (B) art, (C) foreign language, which shall be deemed to include American Sign Language, or (D) vocational education.

(e) As a prerequisite to receiving a high school diploma, each pupil entering the 9th grade in the 2008-2009 school year or a subsequent school year must, in addition to other course requirements, successfully complete all of the following courses:

(1) Four years of language arts.

(2) Two years of writing intensive courses, one of which must be English and the other of which may be English or any other subject.  When applicable, writing-intensive courses may be counted towards the fulfillment of other graduation requirements.

(3) Three years of mathematics, one of which must be Algebra I and one of which must include geometry content.

(4) Two years of science.

(5) Two years of social studies, of which at least one year must be history of the United States or a combination of history of the United States and American government.

(6) One year chosen from (A) music, (B) art, (C) foreign language, which shall be deemed to include American Sign Language, or (D) vocational education.

(f) The State Board of Education shall develop and inform school districts of standards for writing-intensive coursework.

(g) This amendatory Act of 1983 does not apply to pupils entering the 9th grade in 1983-1984 school year and prior school years or to students with disabilities whose course of study is determined by an Individualized Education Program.

This amendatory Act of the 94th General Assembly does not apply to pupils entering the 9th grade in the 2004-2005 school year or a prior school year or to students with disabilities whose course of study is determined by an Individualized Education Program.

(h) The provisions of this Section are subject to the provisions of Section 27-22.05 [required course substitution].
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Nonpublic School Students, Including Parochial and Home-Schooled Students 
Part-Time Attendance

The District accepts nonpublic school students, including parochial and home-schooled students, who live within the District for part-time attendance in the District’s regular education program on a space-available basis.  Requests for part-time attendance must be submitted to the Building Principal of the school in the school attendance area where the student resides.  All requests for attendance in the following school year must be submitted before May 1. 

A student accepted for partial enrollment must comply with all discipline and attendance requirements established by the school.  He or she may participate in any co-curricular activity associated with a District class in which he or she is enrolled.  The parent(s)/guardian(s) of a student accepted for partial enrollment must pay all fees, pro-rated on the basis of a percentage of full-time fees.  Transportation to and/or from school is provided on regular bus routes to or from a point on the route nearest or most easily accessible to the nonpublic school or student’s home.  This transportation shall be on the same basis as the District provides transportation for its full-time students.  Transportation on other than established bus routes is the responsibility of the parent(s)/guardian(s).

Students with a Disability

The District will accept for part-time attendance those students with disabilities who live within the District and are enrolled in nonpublic schools.  Requests must be submitted by the student’s parent/guardian.  Special educational services shall be provided to such students as soon as possible after identification, evaluation, and placement procedures provided by State law, but no later than the beginning of the next school semester following the completion of such procedures.  Transportation for such students shall be provided only if required in the child’s individualized educational program on the basis of the child’s disabling condition or as the special education program location may require. 

Extracurricular Activities, Including Interscholastic Competition

A nonpublic school student is eligible to participate in:  (1) interscholastic competition, provided his or her participation adheres to the regulations established by any association in which the School District maintains a membership, and (2) non-athletic extracurricular activities, provided the student attends a District school for at least one-half of the regular school day, excluding lunch.  A nonpublic student who participates in an extracurricular activity is subject to all policies, regulations, and rules that are applicable to other participants in the activity.

Assignment When Enrolling Full-Time in a District School

Grade placement by, and academic credits earned at, a nonpublic school will be accepted if the school has a Certificate of Nonpublic School Recognition from the Illinois State Board of Education, or, if outside Illinois, if the school is accredited by the state agency governing education. 

A student who, after receiving instruction in a non-recognized or non-accredited school, enrolls in the District will:  (1) be assigned to a grade level according to academic proficiency, and/or (2) have academic credits recognized by the District if the student demonstrates appropriate academic proficiency to the school administration.  Any portion of a student’s transcript relating to such instruction will not be considered for placement on the honor roll or computation in class rank. 

Notwithstanding the above, recognition of grade placement and academic credits awarded by a nonpublic school is at the sole discretion of the District.  All school and class assignments will be made according to School Board policy 7:30, Student Assignment, as well as administrative procedures implementing this policy.

LEGAL REF.:
105 ILCS 5/10-20.24 and 5/14-6.01.

CROSS REF.:
4:110 (Transportation), 6:170 (Title I Programs), 6:190 (Extracurricular and Co-Curricular Activities), 6:320 (Credit for Proficiency), 7:30 (Student Assignment), 7:300 (Extracurricular Athletics)
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Administrative Procedure - School Admissions and Student Transfers To and From Non-District Schools

Transferring In

	Steps
	Requirements and Actions That Must Be Completed

	Compliance with admission eligibility prerequisites in State law and School Board policy
	All students seeking admission shall meet all residency, age, health examination, immunization, and other eligibility prerequisites as mandated by State law and School Board policy on admissions. See Board policy 7:50, School Admissions and Student Transfers To and From Non-District Schools.

	Compliance with the Missing Children Records Act and Missing Children Registration Law  
	The Building Principal or designee of the school into which the student is transferring shall notify in writing the person enrolling the student that within 30 days he or she must provide a certified copy of the student’s birth certificate (325 ILCS 55/5(b), 20 Ill.Admin.Code §1290. 60(a).

If the person enrolling a student fails to comply with the above requirement, the Building Principal or designee shall immediately notify the local law enforcement agency and shall also notify the person enrolling the student in writing that, unless he or she complies within 10 days, the matter will be referred to the local law enforcement authority for investigation. If compliance is not obtained within that 10-day period, refer the case. 

The Building Principal or designee shall immediately report to the local law enforcement authority and the Department of State Police any affidavit explaining the inability to produce a copy of the birth certificate that appears inaccurate or suspicious in form or content (325 ILCS 50/5 and 55/5(b).

The Building Principal or designee shall, within 14 days after enrolling a transfer student, request directly from the student’s previous school a certified copy of the student’s record (23 Ill.Admin.Code §375.75(b), 325 ILCS 50/5(c). 

	Compliance with the Good Standing Requirement
	The parent(s)/guardian(s) of a student who is transferring from an Illinois public school shall ensure that a completed Good Standing Form from the Illinois public school from which the student is transferring arrives at the school into which the student is transferring (105 ILCS 5/2-3.13a). 

The Good Standing Form, ISBE Form 33-78, available at: www.isbe.net/accountability/pdf/33-78_student_transfer.pdf, indicates whether the student’s medical records are current and whether the student is currently being disciplined by a suspension or expulsion (105 ILCS 5/2-3.13a).

If the student is transferring from any private school (whether located in Illinois or not) or any non-Illinois public school, the parent(s)/guardian(s) shall certify in writing that the student is not currently serving a suspension or expulsion imposed by the school from which the student is transferring (105 ILCS 5/2-3.13a).

The Building Principal or designee shall deny admittance to any student who was suspended or expelled for any reason from any public or private school in this or any other state until the student completes the entire term of the suspension or expulsion (105 ILCS 5/2-3.13a).  
If the student is transferring from an Illinois public school, the Building Principal or designee shall refuse to admit the student unless the student can produce a Good Standing Form. 

If the student is transferring from any private school (whether located in Illinois or not) or any non-Illinois public school, the Building Principal or designee shall refuse to admit the student unless his or her parent(s)/guardian(s) certify in writing that the student is not currently serving a suspension or expulsion imposed by the school from which the student is transferring. 

The Superintendent or designee may, upon the request of the parent(s)/guardian(s) of a student suspended or expelled for any reason, place the student in an alternative school program established under The School Code (105 ILCS 5/2-3.13a). 

	Compliance with The School Code and the Illinois School Student Records Act
	The Building Principal or designee shall enroll a student whose former school transferred an unofficial record of grades in lieu of the student’s official transcript of scholastic records pursuant to 105 ILCS 5/2-3.13a(a) and 23 Ill.Admin.Code §375.75(h) (105 ILCS 10/8.1).

	Compliance with laws concerning education of homeless children  
	The Building Principal or designee shall immediately enroll a homeless child even if the child is unable to produce records normally required for enrollment, in accordance with 6:140, Education of Homeless Children and 6:140-AP, Education of Homeless Children (42 U.S.C. §11432(g)(3)(C)(i) and 105 ILCS 45/1-20.) See McKinney Homeless Assistance Act, 42 U.S.C. §11431 et seq., and 105 ILCS 45/1-1. 

The Building Principal or designee must immediately contact the school last attended by the child to obtain relevant academic and other records (42 U.S.C. §11432(g)(3)(C)(ii) and 105 ILCS 45/1-10).

	Other admission steps 
	Building Principal or designee shall make the class or grade level assignment, with input from a counselor when needed, and may accept or reject the transferring school’s recommendations. 

When parent(s)/guardian(s) of a student eligible for special education present an individualized education program to a new school, the student must be placed in a program in accordance with the IEP (105 ILCS 5/10-20.12A).

The Building Principal or designee shall administer 6:160-E1, Student Home Language Survey, to each student entering the District’s schools for the first time (23 Ill.Admin.Code §228.15).

For Districts that collect biometric information:

The Building Principal or designee shall notify the student and the student’s parent(s)/guardian(s) of their rights with respect to the collection, distribution, and retention of biometric information in accordance with the Student Biometric Information Collection subhead in 7:340, Student Records, 105 ILCS 5/10-20.40 and 23 Ill.AdminCode §375.30(a).  


Transferring Out

	Steps
	Requirements and Action That Must Be Completed

	Initial step
	The parent(s)/guardian(s) of a student shall notify the Building Principal of their intent, pay outstanding fees or fines, sign a release form authorizing the release of student records, and return all school-owned property.

	Compliance with The School Code and the Illinois School Student Records Act
	After receiving a request to transfer school student records, the Building Principal or designee of the transferring school must provide written notice of the nature and substance of the information to be transferred and the opportunity to inspect, copy, and challenge the record (23 Ill.Admin.Code §375.70(a) and 23 Ill.Admin.Code §375.75(b).

The Building Principal or designee of the transferring school must, within 10 days of the notice of the student’s transfer, forward a copy of the student’s school record to the student’s new school (105 ILCS 10/8.1). Each school must forward written information relative to the grade levels, subjects and record of academic grades achieved, current mathematics and language arts placement levels, health records and a most current set of standardized test reports. However, if the student has unpaid fines or fees and is transferring to a public school located in Illinois or any other state, an official record of the student’s grades will be sent in lieu of the student’s official transcript of scholastic records (105 ILCS 5/2-3.13a(a), 23 Ill.Admin.Code §375.75(h). 

The Building Principal or designee shall, within 10 days after the student has paid all of his or her outstanding fines and fees and at the school’s own expense, forward an official transcript of the scholastic records as defined in 23 Ill.Admin.Code §375.75(h) (105 ILCS 5/2-3.13a(a).

For Districts that collect biometric information:

The Building Principal or designee of the transferring school shall, within 30 days, ensure the destruction of any biometric information collected in accordance with the Student Biometric Information Collection subhead in 7:340, Student Records. 

No biometric information shall be transferred to another school district in which a student has enrolled as provided in 105 ILCS 5/10-20.40; 23 Ill.Admin.Code §375.70(a). Destruction of a student’s biometric information is not subject to authorization by the appropriate Local Record Commission under 50 ILCS 205/7 (23 Ill.Admin.Code §375.40(c).
If within 150 days after a student leaves a school, the school has not received a request for the student’s record, or been presented with other documentation that the student has enrolled in another school, the student is counted in the school’s and District’s calculation of its annual dropout rate (105 ILCS 5/2-3.13a; 23 Ill.Admin.Code §375.70(d).

	Compliance with the Missing Children Records Act and Missing Children Registration Law
	The Building Principal or designee of the transferring school must send the student’s records within 10 days of receipt of the request, unless the record has been flagged pursuant to the Missing Children’s Act; if flagged, the copy shall not be forwarded and the requested school must notify the local law enforcement authority and Department of State Police of the request (325 ILCS 55/5 and 50/5).

If the Department of State Police notifies a school of a current or former student’s disappearance, the school must flag the student’s record so that whenever information regarding the record is requested, the school can immediately report the request to the Department of State Police.

	Compliance with the Good Standing Requirement
	The Building Principal or designee of the transferring school shall send to the school in which the student will or has enrolled a completed Good Standing Form (ISBE Form 33-78 available at: www.isbe.net/accountability/pdf/33-78_student_transfer.pdf), and, if a transferring student is currently suspended or expelled, indicate:

1. The date and duration of the suspension or expulsion, and

2. Whether the suspension or expulsion is for knowingly possessing in a school building or on school grounds a weapon as defined in the Gun Free Schools Act (20 U.S.C. §8921 et seq.), for knowingly possessing, selling, or delivering in a school building or on school grounds a controlled substance or cannabis, or for battering a staff member of the school (105 ILCS 5/2-3.13a).

	Compliance with the Illinois Domestic Violence Act 
	If a child transferring to another school is a “protected person” under an order of protection, the petitioner may request the Building Principal or designee to provide written notice of the order of protection, along with a certified copy of the order, to the institution to which the child is transferring (750 ILCS 60/222).

The Building Principal or designee shall respond to the above request by providing, within 24 hours of the transfer or sooner if possible, written notice of the order of protection, along with a certified copy of the order, to the institution to which the child is transferring. 


LEGAL REF.:
Family Educational Rights and Privacy Act, 20 U.S.C. §1232.

Missing Children Records Act, 325 ILCS 50/.

Missing Children Registration Law, 325 ILCS 55/.

105 ILCS 5/2-3.13a , 10/8.1, and 45/1-20.

750 ILCS 60/222.

20 Ill.Admin.Code §1290.60(a).

23 Ill.Admin.Code §370.70 and §375.75.
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Release During School Hours 
For safety and security reasons, a prior written or oral consent of a student’s custodial parent/guardian is required before a student is released during school hours: (1) at any time before the regular dismissal time or at any time before school is otherwise officially closed, and/or (2) to any person other than a custodial parent/guardian.

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

CROSS REF.:
4:170 (Safety)
July 2010
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Agency and Police Interviews
The Superintendent shall manage requests by agency officials or police officers to interview students at school through procedures that: (1) recognize individual student rights and privacy, (2) minimize potential disruption, (3) foster a cooperative relationship with public agencies and law enforcement, and (4) comply with State law. 

LEGAL REF.:
55 ILCS 80/, Children’s Advocacy Center Act.

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

720 ILCS 5/31-1 et seq., Interference with Public Officers Act.

725 ILCS 120/, Rights of Crime Victims and Witnesses Act.

CROSS REF.:
7:130 (Student Rights and Responsibilities), 7:140 (Search and Seizure), 7:190 (Student Discipline)
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Administrative Procedure - Agency and Police Interviews

These procedures should be used in conjunction with the Ill. Council of School Attorneys’ Guidelines for Interview of Students which is available at: www.iasb.com/law/icsaguidelines.cfm. 

Interviews by Police

1. The Building Principal will check the police officer’s credentials and any legal papers, such as, warrants for arrest, search warrants, or subpoenas to be served.

2. Interviews of minor students without permission of the parents/guardians are not permitted unless a legal process is presented or in emergency situations, which could include assertion of probable cause for arrest.  The Building Principal will attempt to contact the student’s parent/guardian, and inform him or her that the student is subject to an interview.  In extreme emergency situations, DCFS employees, law enforcement personnel, or treating physicians may, in effecting temporary protective custody, request that the District not notify parents until the child’s safety is ensured.  The Building Principal should ask that such a request be made in writing.  If possible, the parent/guardian will be given the opportunity to be present and be represented by legal counsel at his or her own expense.

3. Interviews will be conducted in a private setting. If a parent/guardian is absent, the Building Principal and one other adult witness, selected by the Building Principal, will be present during the interview.

4. Interview proceedings will be documented in writing for inclusion in the student’s temporary records.

5. No minor student shall be removed from the school by the police officer without the consent of a parent/guardian, except upon service of a valid warrant of arrest, in cases of warrantless temporary protective custody or when probable cause for arrest exists. When a police officer has no warrant and asserts that probable cause exists, the Building Principal shall inform the police officer that removal of the student from the school will occur in the least disruptive setting as determined by the Building Principal.  If a parent/guardian is absent, the Building Principal and one other adult witness, selected by the Building Principal, will be present during the removal of the student from the school building.

Interviews by the Illinois Department of Children and Family Services (DCFS)

1. The Building Principal will check the agent’s credentials and any papers pertaining to a legal process.

2. The Building Principal will attempt to contact the student’s parent/guardian and inform him or her that the student is subject to an interview, if appropriate.

3. If the DCFS agent does not want parents/guardians notified or present during the interview, this stipulation should be in writing and signed by the DCFS agent.

4. Interviews will be conducted in a private setting.  If a parent/guardian is absent, the Building Principal and one other adult witness, a member of the District staff, will be present during the interview.

5. The student may be removed from school by the DCFS agent if circumstances warrant.  A local law enforcement agency officer, designated DCFS employee, or a physician treating a child may take or retain temporary protective custody of the child without the consent of the person responsible for the child’s welfare, if:  (1) he or she has reason to believe that the child’s circumstances or conditions are such that continuing in his or her place of residence or in the care and custody of the person responsible for the child’s welfare, presents an imminent danger to that child’s life or health; (2) the person responsible for the child’s welfare is unavailable or has been asked and does not consent to the child’s removal from his or her custody; or (3) there is not time to apply for a court order under the Juvenile Court Act for temporary custody of the child.  The person taking or retaining a child in temporary protective custody shall immediately make every reasonable effort to notify the person responsible for the child’s welfare and shall immediately notify the Department.

6. No District employee may act as a DCFS agent.

LEGAL REF.:
55 ILCS 80/1 et seq., Children’s Advocacy Center Act.

325 ILCS 5/1 et seq., Abused and Neglected Child Reporting Act.

720 ILCS 5/31-1 et seq., Interference with Public Officers Act.

725 ILCS 120/1 et seq., Rights of Crime Victims and Witnesses Act.
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Student Handbook - Gang Activity Prohibited  
Students are prohibited from engaging in gang activity.  A “gang” is any group of 2 or more persons whose purpose includes the commission of illegal acts.

No student shall engage in any gang activity, including but not limited to:

1. Wearing, using, distributing, displaying, or selling any clothing, jewelry, emblem, badge, symbol, sign, or other thing that are evidence of membership or affiliation in any gang;
2. Committing any act or omission, or using any speech, either verbal or non-verbal (such as gestures or hand-shakes) showing membership or affiliation in a gang; and 

3. Using any speech or committing any act or omission in furtherance of any gang or gang activity, including but not limited to:  (a) soliciting others for membership in any gangs, (b) requesting any person to pay protection or otherwise intimidating or threatening any person, (c) committing any other illegal act or other violation of school district policies, (d) inciting other students to act with physical violence upon any other person. 

Students engaging in any gang-related activity will be subject to one or more of the following disciplinary actions: 

Removal from extracurricular and athletic activities

Conference with parent(s)/guardian(s)

Referral to appropriate law enforcement agency

Suspension for up to 10 days

Expulsion not to exceed 2 calendar years
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Administrative Procedure - Code of Conduct for Extracurricular Activities

This Code of Conduct applies to all school-sponsored activities that are neither part of an academic class nor otherwise carry credit or a grade. Sponsors shall create a roster of students who are members or participants in an extracurricular activity and maintain attendance records.

The goal of the extracurricular program is to provide opportunities for students to pursue interests and develop life skills beyond the classroom. An additional goal of the athletic program is to develop the physical skills of student athletes, which will allow them to compete to the best of their ability within the School Board policies and the by-laws of any association of which the school is a member.

Members must conduct themselves at all times, including after school and on days school is not in session, as good citizens and exemplars of their school - they must behave in ways that are consistent with good sportsmanship, leadership, and appropriate moral conduct. They are expected to demonstrate good citizenship and exemplary conduct in the classroom, in the community, and during all facets of the activity.

The Code of Conduct below describes the expectations and goals of the extracurricular and athletic programs. This Code does not contain a complete list of inappropriate behaviors for students in extracurricular activities and athletics. This Code of Conduct will be enforced 365 days a year, 24 hours a day.  A student may be excluded from activities or competition while the school is conducting an investigation regarding that student’s conduct.

Students and their parents/guardians are encouraged to seek assistance from the student assistance program regarding alcohol or other drug problems. Family-referrals or self-referrals will be taken into consideration in determining consequences for Code of Conduct violations.

Code of Conduct

A student participating in an activity or athletic program will be subject to disciplinary action if he or she violates this Code of Conduct for Extracurricular Activities. Violations will be treated cumulatively, with disciplinary penalties increasing with subsequent violations.

The student shall not:

1. Violate the District’s policies or procedures on student discipline;

2. Use a beverage containing alcohol (except for religious purposes);

3. Use tobacco in any form;

4. Use, possess, buy, sell, barter, or distribute any illegal substance (including mood-altering and performance enhancing drugs or chemicals) or paraphernalia;

5. Use, possess, buy, sell, barter, or distribute any object that is or could be considered a weapon or any item that is a “look alike” weapon. This prohibition does not prohibit legal use of weapons in cooking and in sports, such as archery, martial arts practice, target shooting, hunting, and skeet;

6. Attend a party or other gathering and/or ride in a vehicle where alcoholic beverages and/or controlled substances are being consumed by minors;

7. Act in an unsportsmanlike manner;

8. Vandalize or steal;

9. Haze other students;

10. Violate the written rules for the activity or sport; 

11. Behave in a manner that is detrimental to the good of the group or school;

12. Be insubordinate or disrespectful toward the activity’s sponsors or team’s coaching staff;

13. Falsify any information contained on any permit or permission form required by the activity or sport.

Due Process Procedures

Students who are accused of violating the Code of Conduct for Extracurricular Activities are entitled to the following due process:

1. The student should be advised of the disciplinary infraction with which he or she is being charged.

2. The student shall be entitled to a hearing before an appropriate administrator.

3. The student will be able to respond to any charges leveled against him or her.

4. The student may provide any additional information he or she wishes for the administrator to consider.

5. The administrator, with the help of other staff members if needed, may interview material witnesses or others with evidence concerning the case.

6. If the administrator finds, after reviewing the evidence, that the violation occurred, he or she will impose sanctions on the student, as follows:

a. Sanctions for violations other than drug and alcohol will be based on the nature of the offense and the number of offenses, and may include suspension from all activities or sports for one of the time periods described below:

· A specified period of time or percentage of events, competitions, or practices

· The remainder of the season or for the next season

· The remainder of the student’s high school career

b. Sanctions for alcohol and other drug violations will be based on the following:

First violation

· Use, possession, buying, selling, bartering, or distributing:  A suspension of one third of the total number of performances, activities, or competitions or the remainder of the season, whichever is shorter. This penalty will be reduced if the student successfully completes a school-approved chemical awareness program.

· Attendance at a party or riding in a vehicle where alcoholic beverages and/or controlled substances are being consumed:  A suspension of one sixth of the total number of performances, activities or competitions, or the remainder of the season, whichever is shorter.

· The student will be required to practice with the group, regardless of the violation (unless suspended or expelled from school).

Second violation

· Use, possession, buying, selling, bartering, or distributing:  A suspension of 12 weeks or 1 season, including suspension from all performances, activities, or competitions during this period.  To participate again in any activities, the student must successfully participate in and complete a school-approved alcohol and other drug abuse assessment and follow all recommendations from that assessment.

· Attendance at a party or riding in a vehicle where alcoholic beverages and/or controlled substances are being consumed:  A suspension of one third of the season and all extracurricular group performances, activities, or competitions during this period.

· The student may be required to practice with the group (unless suspended or expelled from school).

Third violation

· Use, possession, buying, selling, bartering, or distributing:  A suspension from extracurricular activities for the remainder of the student’s high school career.

· Attendance at a party or riding in a vehicle where alcoholic beverages and/or controlled substances are being consumed:  A suspension of one calendar year from the date of the suspension, including all extracurricular activities during this period.

7. The administrator will make a written report of his or her decision and rationale.  The student may appeal the decision to the Building Principal.

All students remain subject to the Board’s student discipline policy and/or the school’s student handbook and the disciplinary measures listed in them.
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Student Fund-Raising Activities 
Only the following organizations may solicit students on school grounds during school hours or during any school activity to engage in fund-raising activities:

1. School-sponsored student organizations; and

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

The Superintendent’s implementing procedures shall provide that: 

1. Fund-raising efforts shall not conflict with instructional activities or programs.

2. Fund-raising efforts must be voluntary.

3. Student safety is paramount and door-to-door solicitations are prohibited.

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

5. The fund-raising efforts must be to support the organization’s purposes and/or activities, the general welfare, a charitable cause, or the educational experiences of students generally.

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

7. Any fund-raising efforts that solicit donor messages for incorporation into school property (e.g., tiles or bricks) or placement upon school property (e.g., posters or placards) must:

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

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

c. Place a disclaimer on all fundraising information and near the completed donor messages that all messages are “solely the expression of the individual donors and not an endorsement of any message’s content by the District.”  

LEGAL REF.:
105 ILCS 5/10-20.19(3).

CROSS REF.:
4:90 (Activity Funds), 8:80 (Gifts to the District), 8:90 (Parent Organizations and Booster Clubs)
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Exhibit - Application and Procedures to Solicit Students for Fund-Raising

To be submitted to the Building Principal

	
	
	

	Organization Name
	
	School

	
	
	

	Activity
	
	Activity Dates


This application must be approved before District students may be solicited for fund-raising activities. Only the following organizations may solicit students on school grounds during school hours or during any school activity to engage in fund-raising activities: (check at least one box)

 FORMCHECKBOX 

School sponsored student organization; or
 FORMCHECKBOX 

Parent organizations and booster clubs that are recognized pursuant to policy 8:90, Parent Organizations and Booster Clubs.
	Fund-raising efforts must not conflict with instructional activities or programs.  Sales booths during a school activity or lunch are permissible.

	
	What, if any, activity may be done while students are on school premises?
	

	
	
	

	Student participation must be voluntary.  Penalties for failure to participate are prohibited.

	
	How will students be asked to participate?
	

	
	Describe student incentives for participation:
	

	Fund-raising efforts should not burden students, their families, citizens, or merchants by being too frequent.

	
	When and what was the last fund-raising activity done by this organization or club?
	

	
	
	

	Local ordinances must be followed, merchants must approve of any activities on their property, and students must conduct themselves as ambassadors for their School. 

	
	How will students be informed?
	

	Student safety is paramount and door-to-door solicitations are prohibited.  

	
	Describe the students’ role in the fund-raising activity:
	

	
	If students will conduct a sales or service campaign, where and how will they find customers?
	

	
	
	

	Sales or service campaigns to raise money should offer appropriate merchandise or services.  

	
	Describe the merchandise or services students will be asked to sell or perform:
	

	For school-sponsored student organizations, a school staff member must supervise the fund-raising activities in addition to any other adult volunteers.  

	
	List all of the adult sponsors, including staff members and non-staff adult volunteers:
	

	
	

	
	 FORMCHECKBOX 
 Not applicable - activity is not being proposed by a school-sponsored student organization

	For school-sponsored student organizations, the student activity funds treasurer must safeguard the financial accounts.  

	
	Is this agreeable?
	

	
	 FORMCHECKBOX 
 Not applicable - activity is not being proposed by a school-sponsored student organization

	Parent organizations and booster clubs are governed by School Board policy 8:90, Parent Organizations and Booster Clubs.  

	
	Is the organization prepared to abide by this policy?
	

	
	 FORMCHECKBOX 
 Not applicable - activity is not being proposed by a parent organization or booster club 

	The fund-raising efforts must be to support the organization’s purposes and/or activities, the general welfare, a charitable cause, or the educational experiences of students generally. 

	
	Describe how funds raised through the proposed activity will be used:
	

	
	
	

	
	If the activity will help fund a trip or overnight excursion, describe the travel plans:
	

	
	
	

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

	
	Is this agreeable?
	

	The fund-raising efforts that solicit donor messages for incorporation into school property or placement upon school property must follow the District’s viewpoint neutral guidelines for the creation of messages.

	
	Is this agreeable?
	

	
	 FORMCHECKBOX 
 Not applicable - activity being proposed will not solicit donor messages.


I agree to abide by the conditions stated in this application and agree to adhere to all Board policies and administrative procedures.

	
	
	

	Applicant name (please print)
	
	Telephone number

	Address 
	
	

	Applicant signature 
	
	Date


The Building Principal will base his or her decision on the information being provided in this form as well as other criteria deemed important.  (Note to Building Principal: after approving or denying this application, return a copy of it to the person making the request, send the original to the Superintendent, and retain a copy at the School.)
 FORMCHECKBOX 
  Approved

 FORMCHECKBOX 
  Denied

	
	
	

	Building Principal or designee
	
	Date
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Exhibit - Letter to Parent Regarding Visits to School by Child Sex Offenders

Date

Dear Parent/Guardian:

	
	
	

	Student’s Name (Please print)
	
	School 


The purpose of this letter is to help the school and District comply with the State law placing restrictions on child sex offenders’ access to school property (720 ILCS 5/11-9.3).  State law prohibits a child sex offender from being present on school property or loitering within 500 feet of school property when persons under the age of 18 are present, unless the offender:  (1) is a parent/guardian of a student and the parent/guardian is: (a) attending a conference at the school with school personnel to discuss the progress of his or her child academically or socially, (b) participating in child review conferences in which evaluation and placement decisions may be made with respect to his or her child regarding special education services, or (c) attending conferences to discuss other student issues concerning his or her child such as retention and promotion and notifies the Building Principal of his or her presence at the school; or (2) has permission to be present from the Superintendent or the School Board. A child sex offender present on school property must remain under the direct supervision of a school official. A child sex offender who violates these provisions of the law is guilty of a Class 4 felony.
Instructions for Child Sex Offenders

To lawfully visit school property, a child sex offender must complete 8:30-E2, Child Sex Offender’s Request for Permission to Visit School Property.  This form must be completed for each visit to school property. 

Sincerely,

School Administrator
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Exhibit - Child Sex Offender’s Request for Permission to Visit School Property

If you are a child sex offender, you must complete this form to lawfully visit school property whenever students are present.  After a decision is made concerning your request, whether to grant or deny permission to visit, a copy will be returned to you. This information will be kept in the District’s main office as well as in the Building Principal’s office where you are seeking permission to visit.

	
	
	

	Name (Please print)
	
	Address

	Signature 
	
	Date

	School (Visit Location)
	
	Date of Visit


Complete the following if you are a parent/guardian of a student attending the above listed school.

I request permission to visit the school for the following reason(s):

 FORMCHECKBOX 

To attend a conference with school personnel to discuss the academic or social progress of my child.

 FORMCHECKBOX 

To participate in my child’s review conference in which evaluation and placement decisions may be made with respect to my child regarding special education services.

 FORMCHECKBOX 

To attend a conference to discuss other student issues concerning my child such as retention and promotion.

 FORMCHECKBOX 

Other (Please be specific):









Complete the following if you are not a parent/guardian of a student who attends the school you are requesting to visit.

 FORMCHECKBOX 

I request permission to visit the school for the following reason(s) (Please be specific):


	The following is to be completed by District personnel only:

	 FORMCHECKBOX 
  Permission Granted 
	
	 FORMCHECKBOX 
  Permission Denied

	
	
	
	
	

	Date
	Signature (Superintendent, Designee, or Board President)

	Visit Supervision (To be completed by the person supervising the child sex offender)

	Supervisor’s Name (Please print)
	

	Visitor’s Time In
	
	Visitor’s Time Out
	

	
	
	
	
	

	Date
	Supervisor’s Signature 
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Gifts to the District 
The School Board accepts gifts from any education foundation or other entity or individual, provided the gift can be used in a manner compatible with the Board’s educational objectives and policies.  While the Board encourages unrestricted gifts, donations to fund specific projects are acceptable if the project is approved by the Board. The Superintendent shall develop procedures for review and approval of donations that involve incorporating messages into or placing messages upon school property.  All gifts received become the School District’s property.

LEGAL REF.:
105 ILCS 5/16-1.
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