


















































POLICY AND PROCEDURAL CHANGES: SECOND READING 
March 21, 2011 Board meeting 

 
All recommended changes have been reviewed by the Board on the first reading February 28, 2010. 
 
Section 2 (Board of Education) 
 

Number Name Proposed Change 
2:20-E Waiver and Modification 

Request Process 
Rewritten – Contains these actor-action tables: (1) 
a new table allowing districts to be exempt from 
unfunded or underfunded mandates. (2) a revised 
table allowing district to request a waiver or 
modification, and (3) a new table districts to hold 
school or schedule teachers’ institutes, parent-
teacher conferences, or staff development on certain 
holidays. Current and rewritten included for 
comparison.  

2:100 Board Member Conflict of 
Interest 

Minimal change and cross reference added. 

2:220 School Board Meeting 
Procedure 

New deadlines for approving and posting open 
meeting minutes and changed the deadline 
requirement for submitting minutes to the treasurer. 

2:230 Public Participation at School 
Board Meetings and Petitions to 
the Board 

Two of the policy’s guidelines for public comment 
were edited. Law references and footnotes have 
been edited. 

2:260 Uniform Grievance Procedure The list of statutes that may serve as the basis of a 
grievance is updated to: (1) add “Bullying,” (2) 
delete “Individuals with Disabilities Education Act 
(IDEA),” and add “Employee Credit Privacy Act.” 

 
Section 4 (Operational Services) 
 

Number Name Proposed Change 
4:10 Fiscal and Business 

Management 
Updated in response to law update codifying the 
long-held practice of districts of abating money 
from the working cash fund and transferring it to 
funds most in need of the money. Legal reference 
has been updated. 

4:50 Payment Procedures The Treasurer is now authorized “to pay Social 
Security taxes, wages, pension contributions, utility 
bills, and other recurring bills,” without further 
Board approval. 

4:170 Safety Updated to clarify the requirement for schools to 
conduct a law enforcement drill. 

4:170-AP2 Criminal Offender Notification 
Law 

Updated to reflect: clarifying criminal offense 
convictions that disqualify an individual from 
school employment, and (2) requiring a criminal 
background check on student teachers. 

4:170-AP6 Plan for Responding to a 
Medical Emergency at a 
Physical Fitness Facility 

Updated AED requirements. 

4:151-AP1 Environmentally Preferable 
Purchasing  

NEW – Best practices for purchasing and 
sustainable site management based on requirements 
set forth by LEED.   

4:151-AP2 Solid Waste Management  NEW – Best practices for purchasing and 



sustainable site management based on requirements 
set forth by LEED. 

 
Section 5 (Personnel) 
 

Number Name Proposed Change 
5:10 Equal Opportunity and 

Minority Recruitment 
Updated adding the Employee Credit Privacy Act, 
prohibiting discrimination on the basis of credit 
history absent to applicability of an exception. 

5:10-AP Workplace Accommodations 
for Nursing Mothers 

Contains language regarding break times for nursing 
moms. 

5:30 Hiring Process and Criteria Updated to reflect: (1) criminal offense convictions 
that disqualify and individual for school 
employment, (2) requirements for substitute 
teachers, and (3) Employee Credit Act, and (4) 
when the board president may share records of 
convictions. 

5:30-AP2 Investigations  Amended in response to several public acts as 
discussed in 5:30, Hiring Process and Criteria.  In 
addition three (3) other public acts are referenced: 
(1) addressing Employment Eligibility Verification 
System (E-Verify), (2) amending the offenses that 
disqualify an individual from obtaining a school bus 
driver permit, and (3) concerning the criminal 
offenses that disqualify an individual from school 
employment. 

5:90 Abused and Neglected Child 
Reporting 

Updated to reflect the Abuse of Adults with 
Disabilities Intervention and Dept. of Human 
Services Act. 

5:120 Ethics and Conduct Renamed – amended making it a civil rights 
violation to fail to take remedial or disciplinary 
action against any employee who engaged in sexual 
harassment of a student.  

5:190 Teacher Qualifications Updated the deadline for teachers to provide the 
District with a transcript of credits earned to “Sept. 
1, unless an applicable collective bargaining 
agreement provides otherwise.” 

5:290 Educational Support Personnel 
– Employment Termination and 
Suspensions 

Updated the deadline for giving a final paycheck to 
an employee who was RIFed to “next pay date 
following the last day of employment.” 

5:220 Substitute Teachers Updated in response to law change eff. 1/1/11.  New 
language reads, “a substitute must hold a valid 
teaching or substitute certificate and present a 
certificate of authorization from the ROE showing 
that he/she is approved to substitute.” This is in 
effect only for substitutes new to the system eff. 
1/1/11. 

5:220-AP1 Substitute Teachers Same as 5:220, Substitute Teachers. 
5:220-AP2 Substitute Teacher Rate of Pay Updated substitute teachers, outside of the CBA, 

will receive the beginning paraprofessional daily 
rate after ten days teaching. 

 
 
 
 



Section 6 (Instruction) 
 

Number Name Proposed Change 
6:190-AP4 Student Group Trips Changed debate teams regular season trips not 

subject to field trip review from out-of-state to 
overnight.  

6:282 Weighted Grades and Rank in 
Class 

Eliminated windowing, beginning with this year’s 
freshman class of 2014.   

6:300 Graduation Requirements 
 
 

Update in response to the Educational Opportunity 
for Military Children Act concerning students who 
transfer during their senior year as a result of their 
parent being on active military duty. In addition, 
physical education includes health being embedded 
in sophomore PE.  

6:320 High School Credit for 
Proficiency 

Updated to delete the section discussing consumer 
education. 

 
Section 7 (Students) 
 

Number Name Proposed Change 
7:20 Harassment of Student’s 

Prohibited 
Updated due to legislation requiring the Board to 
adopt a policy on bullying. 

7:50 School Admissions and Student 
Transfers To and From Non-
District Schools 

Updated to clarify that a student will be enrolled 
without a birth certificate. 

7:60-AP3 Establishing Student Residency New subtitle has been added, Military Personnel 
Placing Non-Resident Child/Ward with Non-
Custodial Parent while on Active Military Duty.  Its 
content explains that a non-resident child may not 
be charged tuition.  

7:100 Health Examinations, 
Immunizations, and Exclusion 
of Students  

Added students transferring in from out-of-state and 
updated a legal reference.  

7:180 Preventing Bullying, 
Intimidation, and Harassment 

Updates include descriptions of bullying, 
intimidation and harassment. 

7:190 Student Discipline Added a provision on sexting. Edited the provision 
on bullying. 

7:190-AP3 Guidelines for Reciprocal 
Reporting of Criminal Offenses 
Committed by Students 

Amended to reflect the Juvenile Court Act allowing 
police to disclose the identity of a victim of battery 
or another non-sexual violent offense to school 
officials in the juvenile court presiding judge 
approves the disclosure. 

7:190-AP4 Guidelines for Investigating 
Sexting Allegations 

NEW – Responds to State and national concerns 
about the variety of complex legal issues sexting 
presents for school administrators. 

7:190-AP4, 
E1 

Letter to Parents/Guardians 
About Preventing and Reducing 
Incidences of Sexting 

NEW - Sample letter invites parents to partner with 
the District in preventing sexting. 

7:200 Suspension Procedures Updated – the Board no longer must be given a copy 
of a student’s suspension notice, rather a summary 
including reason and length. 

7:270-AP1 Dispensing Medication for 
Food Allergies 

Name Change - Updated to follow the law that 
District’s must implement a policy based on 
Guidelines for Managing Life-Threatening Food 
Allergies in IL Schools. that by 1/1/11. 



7:310 Restrictions on Publications and 
Written or Electronic Material 

Updated to include a definition for publication and a 
reference to sexting. 

7:310-AP1 Guidelines for Student 
Distribution of Non-School 
Sponsored Written Materials on 
School Grounds Publications 

Renamed – update throughout for the reasons 
discussed in 7:310, Restrictions on Publications. 

 
Section 8 (School-Community Relations) 
 

Number Name Proposed Change 
8:20-E1 Application and Procedures for 

Use of School Facilities 
Included individual community members. 
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School Board 

Exhibit - Waiver and Modification Request Process  

Requesting Exemption from Unfunded Mandate in Accordance with Section 22-60 
Actor Action 

Superintendent or 
designee 

Identifies, as appropriate, unfunded or under-funded: (1) 
mandates in The School Code enacted after 8-20-2010, or (2) 
regulatory mandates promulgated by ISBE and adopted by 
rule after 8-20-2010, other than those promulgated with 
respect to 105 ILCS 5/22-60 or statutes already enacted on 
or before 8-20-2010. 105 ILCS 5/22-60, added by P.A. 96-
1441. 
Considers: 

1. Whether the significance of the unfunded or under-
funded mandate justifies the effort needed to seek an 
exemption, and 

2. The advisability of simultaneously seeking a waiver or 
modification using Section 2-3.25g. 

Informs the School Board of the above and recommends 
whether to petition the District’s Regional Superintendent or 
a Suburban Cook County Intermediate Service Center, 
whichever is appropriate, to request exemption from 
implementing the mandate in school(s) in the next school 
year.  

105 ILCS 5/2-3.62, amended by P.A. 96-893, abolished the 
Regional Office of Education for Suburban Cook County 
and transferred its powers and duties to the respective 
Intermediate Service Center for each Suburban Cook 
County district. 

Board of Education Agrees with or rejects the Superintendent’s 
recommendation. 

While no Board action is statutorily required before 
petitioning to discontinue or modify a mandate, Board 
approval is consistent with good governance principles.  

Superintendent or 
designee 

On or before February 15, petitions the District’s Regional 
Superintendent or Intermediate Service Center, whichever is 
applicable, to request exemption from implementing the 
mandate in the next school year.  

The petition must include all legitimate costs associated 
with implementing and operating the mandate, the 
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Actor Action 

estimated reimbursement from State and federal sources, 
and any unique, verifiable circumstances that would 
cause the mandate’s implementation and operation to be 
cost prohibitive. 

Regional 
Superintendent 

Reviews the petition.  
Convenes a public hearing to hear testimony from the 
District and interested community members.  
On or before March 15, informs the District of his or her 
decision, along with the reasons why the exemption was 
granted or denied, in writing. 

Superintendent or 
designee 

If granted, manages the exemption. 
If denied, implements the mandate in accordance with the 
applicable law or rule by the first student attendance day of 
the next school year.  

District or District 
resident 

On or before April 15, may appeal the decision of the 
Regional Superintendent or Suburban Cook County 
Intermediate Service Center to the State Superintendent of 
Education. 

The State Superintendent must hear appeals no later than 
May 15. 

Superintendent or 
designee 

If the District discontinues or modifies a mandated activity 
due to lack of full funding, annually maintains and updates a 
list of discontinued or modified mandates and provides the 
list to ISBE upon request. 

Requesting a Waiver or Modification of ISBE Rules or School Code Mandates in Accordance with 
Section 2-3.25g 1  

Actor Action 

Superintendent or 
designee 

Consults ISBE’s rule and resources: 
ISBE rule: 23 Ill.Admin.Code §1.100  
ISBE waivers page:  

www.isbe.net/isbewaivers/default.htm  
Waiver overview:  

www.isbe.net/isbewaivers/html/overview.htm  
Instructions: 

www.isbe.net/isbewaivers/html/application.htm 
Application form: 

                                                 
 

http://www.isbe.net/isbewaivers/default.htm�
http://www.isbe.net/isbewaivers/html/overview.htm�
http://www.isbe.net/isbewaivers/html/application.htm�
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Actor Action 

www.isbe.net/isbewaivers/pdf/33-
77_waiver_application.pdf 

Develops a plan supporting a waiver or modification request 
that meets the criteria contained in 105 ILCS 5/2-3.25g, 
amended by P.A. 96-861. 

An approved waiver or modification (except a waiver from or 
modification to a physical education mandate) may: (a) remain 
in effect for 5 school years and may be renewed upon a new 
application, and (b) be changed within that 5-year period by the 
Board using the procedure for an initial waiver or modification 
request. 
An approved waiver from or modification to a physical 
education mandate may: (a) remain in effect for 2 school years 
and may be renewed no more than 2 times, and (b) be changed 
within the 2-year period by the Board using the procedure for 
the initial waiver or modification request.  

Based on the plan, completes ISBE’s preliminary application 
form. 

Districts may petition ISBE for a waiver or modification of the 
mandates in The School Code or ISBE administrative rules. 
For a waiver or modification of administrative rules or 
modification of Code mandates, the District must demonstrate 
that: (1) it can address the intent of the rule or mandate in a 
more effective, efficient, or economical manner, or (2) a waiver 
or modification of the rule or mandate is necessary to stimulate 
innovation or improve student performance. 
Section 2-3.25g, amended by P.A. 96-861, lists mandates from 
which districts may not seek a waiver or modification. 

Identifies a date for a public hearing on the proposed waiver 
or modification request. If the request concerns a waiver or 
modification of Section 27-6 of The School Code, (physical 
education requirements) the public hearing must be held on 
a day other than on which a regular School Board meeting is 
held. 
Publishes a notice in a newspaper of general circulation 
within the District of the date, time, place, and general 
subject matter of a public hearing on the proposed waiver or 
modification request. This notice must be published at least 
7 days before the hearing. 

If there is no newspaper published in the county, notice is 
given in a secular newspaper published in an adjoining 
county having general circulation within the District. 715 

http://www.isbe.net/isbewaivers/pdf/33-77_waiver_application.pdf�
http://www.isbe.net/isbewaivers/pdf/33-77_waiver_application.pdf�
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Actor Action 

ILCS 5/2, amended by P.A. 96-1144. 
Makes all arrangements for the Board to hold a properly 
noticed meeting. 
Notifies in writing all affected exclusive bargaining agents, as 
well as those State legislators representing the District, of the 
public hearing concerning the District’s intent to seek a 
waiver or modification. 

Board of Education Holds a public hearing in an open meeting on the waiver or 
modification. Staff directly involved in its implementation, 
parents, and students must be allowed to testify. The time 
period for testimony must be separate from the time period 
set aside for public comment. 
On the hearing date or in a subsequent open meeting, 
deliberates on the draft plan and application supporting a 
waiver or modification request; decides whether to approve 
the plan and application as amended to include a description 
of the public hearing. 

A request for a waiver or modification of ISBE rules or for a 
modification of a mandate contained in The School Code must 
include a description of the public hearing. 
A request for waiver from a mandate contained in The School 
Code must also include a description of the public hearing, 
including the means of notice, the number of people in 
attendance, the number of people who spoke as proponents or 
opponents, a brief description of their comments, and whether 
there were any written statements submitted. 

Either attests or authorizes the Superintendent to attest to 
compliance with all of the notification and procedural 
requirements. 

Superintendent or 
designee 

Within 15 days after approval by the Board, submits the 
application to ISBE by certified mail, return receipt 
requested. 

ISBE  
For requests 
concerning a rule or a 
modification of The 
School Code 

No action is required to approve a requested waiver or 
modification. Disapproval of a request must occur within 45 
days following its receipt. 
Files a report concerning any District appeal of requests 
disapproved by ISBE with the Senate and House of 
Representatives by March 1 and October 1 each year. 

School Board 
For requests 
concerning a rule or a 

To appeal disapproval by ISBE of a request, notifies ISBE 
that the District is appealing the disapproval to the General 
Assembly. 
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Actor Action 

modification of The 
School Code 
ISBE  
For requests of a 
waiver from a mandate 
in The School Code 

Reviews applications for completeness and files a report with 
Senate and House of Representatives by March 1 and 
October 1 each year. 

General Assembly No action is required to approve a waiver or appealed 
request. 
Disapproval of a request or appealed request must occur 
within 60 days after each house of the legislature next 
convenes after the report is filed by adoption of a resolution 
by a record vote of the majority of members elected in each 
house. 

School Board May seek to renew an approved waiver or modification. 

Holding School Events or Activities on School Holidays as Authorized by Section 24-2(b) 
Actor Action 

Superintendent or 
designee 

If appropriate, recommends that the Board use the authority 
in 105 ILCS 5/24-2(b), added by P.A. 96-640, to hold school 
or schedule teachers’ institutes, parent-teacher conferences, 
or staff development on:  

1. The third Monday in January (the Birthday of Dr. 
Martin Luther King, Jr.);  

2. February 12 (the Birthday of President Abraham 
Lincoln);  

3. The first Monday in March (known as Casimir 
Pulaski’s Birthday);  

4. The second Monday in October (Columbus Day); 
and/or  

5. November 11 (Veterans’ Day). 
Prepares a proposal for recognizing the person(s) honored 
by the holiday through instructional activities conducted on 
that day or, if the day is not used for student attendance, on 
the first school day preceding or following that day. Aligns 
this proposal with Board policies 5:200, Terms and 
Conditions of Employment and Dismissal; 5:330, Sick Days, 
Vacation, Holidays, and Leaves; and 6:20, School Year 
Calendar and Day.  

Board of Education If the Board accepts the Superintendent’s recommendation, 
holds a public hearing on the proposal. 
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The District must provide notice preceding the public 
hearing to both educators and parents. The notice must 
set forth the time, date, and place of the hearing, describe 
the proposal, and indicate that the District will take 
testimony from educators and parents about the 
proposal. 
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Board of Education 

Exhibit - Waiver and Modification Request Process 
Actor Action 

Superintendent or 
designee 

Develops a plan supporting a waiver or modification request that 
meets the criteria contained in 105 ILCS 5/2-3.25g, as amended by 
P.A. 95-223. 

An approved waiver or modification (except a waiver from or 
modification to a physical education mandate) may:  (a) remain in 
effect for 5 school years and may be renewed upon a new 
application, and (b) be changed within that 5-year period by the 
Board using the procedure for an initial waiver or modification 
request. 
An approved waiver from or modification to a physical education 
mandate may:  (a) remain in effect for 2 school years and may be 
renewed no more than 2 times, and (b) be changed within the 2-year 
period by the Board using the procedure for the initial waiver or 
modification request. 
 

Based on the plan, completes ISBE’s preliminary application on a 
form. 

Districts may petition ISBE for a waiver or modification of the 
mandates in The School Code or ISBE administrative rules. 
For a waiver or modification of administrative rules or modification 
of Code mandates, the District must demonstrate that: (1) it can 
address the intent of the rule or mandate in a more effective, 
efficient, or economical manner, or (2) a waiver or modification of 
the rule or mandate is necessary to stimulate innovation or improve 
student performance. 
For a waiver of mandates in The School Code, a District must 
demonstrate the waiver is necessary to stimulate innovation or 
improve student performance.  Waivers may not be requested from 
laws, rules, and regulations pertaining to special education, teacher 
certification, or teacher tenure and seniority. 

Identifies a date for a public hearing on the proposed waiver or 
modification request. If the request concerns a waiver or modification 
of Section 27-6 of The School Code, (physical education 
requirements) the public hearing must be held on a day other than on 
which a regular Board meeting is held. 

Publishes notice in a newspaper of general circulation within the 
District of the date, time, place, and general subject matter of a public 
hearing on the proposed waiver or modification request. This notice 
must be published at least 7 days before the hearing. 

Makes all arrangements for a special meeting if necessary. 
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Actor Action 

Notifies in writing all affected exclusive bargaining agents, as well as 
those State legislators representing the District, of the public hearing 
on the District’s intent to seek a waiver or modification. 

School Board Holds a public hearing in an open meeting on the waiver or 
modification. Staff directly involved in its implementation, parents, 
and students must be allowed to testify. The time period for testimony 
must be separate from the time period set aside for public comment. 

On the hearing date or in a subsequent open meeting, deliberates on 
the draft plan and application supporting a waiver or modification 
request; decides whether to approve the plan and application as 
amended to include a description of the public hearing. 

A request for a waiver or modification of ISBE rules or for a 
modification of a mandate contained in The School Code must 
include a description of the public hearing.  
A request for waiver from a mandate contained in The School Code 
must include a description of the public hearing, including: the 
means of notice, the number of people in attendance, the number of 
people who spoke as proponents or opponents, a brief description of 
their comments, and whether there were any written statements 
submitted. 

Either attests or authorizes the Superintendent to attest to compliance 
with all of the notification and procedural requirements. 

Superintendent or 
designee 

Within 15 days after approval by the School Board, submits the 
application to ISBE by certified mail, return receipt requested. 

For requests concerning 
a rule or a modification 
of The School Code: 
ISBE 

No action is required to approve a requested waiver or modification. 
Disapproval of a request must occur within 45 days following its 
receipt. 

Files a report concerning any District appeal of requests disapproved 
by ISBE with the Senate and House of Representatives by March 1 
and October 1 each year. 

For requests concerning 
a rule or a modification 
of The School Code: 
School Board 

To appeal disapproval by ISBE of a request, notifies ISBE that the 
District is appealing the disapproval to the General Assembly. 

For requests of a waiver 
from a mandate contained 
in The School Code:  
ISBE 

Reviews applications for completeness and files a report with Senate 
and House of Representatives by March 1 and October 1 each year. 

General Assembly No action is required to approve a waiver or appealed request.  

Disapproval of a request or appealed request must occur within 30 
days after each house of the legislature next convenes after the report 
is filed by adoption of a resolution by a record vote of the majority of 
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Actor Action 

members elected in each house. 

School Board May seek to renew an approved waiver or modification.   

 
Board Review:  March 17, 2008  
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Board of Education 

Board Member Conflict of Interest 

No Board of Education member shall have a beneficial interest directly or indirectly in any contract, 
work, or business of the District unless permitted by The School Code and the Corrupt Practices 
Act.State Law. 

Board of Education members must annually file a "Statement of Economic Interests" as required by the 
Illinois Government Ethics Act.  Each Board of Education member is responsible for filing the statement 
with the county clerk of the county in which the District’s principal office is located by May 1. 

LEGAL REF.: 5 ILCS 420/4A-101, 420/4A-105, 420/4A-106, and 420/4A-107 
50 ILCS 105/3. 
105 ILCS 5/10-9. 

CROSS REF.: 2:105 (ethics and gift ban), 5:120 (ethics) 

ADOPTED: June 7, 2004   
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Board of Education 

Board of Education Meeting Procedure  

Agenda 

The Board President is responsible for focusing the Board meeting agendas on appropriate 
content.  The Superintendent shall prepare agendas in consultation with the Board President.  The 
President shall designate a portion of the agenda as a consent agenda for those items that usually 
do not require discussion or explanation before Board of Education action.  Upon the request of 
any Board member, an item will be withdrawn from the consent agenda and placed on the 
regular agenda for independent consideration. 

Items submitted by Board of Education members to the Superintendent or the President shall be 
placed on the agenda for an upcoming meeting.  District residents may suggest inclusions for the 
agenda.  Items not specifically on the agenda may still be discussed during the meeting; no 
action will be taken on such items. 

The Superintendent shall provide a copy of the agenda, with adequate data and background 
information, to each Board of Education member at least 48 hours before each meeting, except a 
meeting held in the event of an emergency.  The meeting agenda shall be posted in accordance 
with policy 2:200, Types of School Board Meetings. 

The order of business at regular Board of Education meetings may be:  
I. Call to Order and Roll Call 

II. Executive Session  
III. Recall to Order of Open Session and Pledge of Allegiance 
IV. Changes / Additions to the Agenda 
V. Student Recognition 

VI. Audience to Visitors (re: Board agenda items) 
VII. Student Representative Comments 

VIII. Community Representative Comments 
IX. Approval of Consent Agenda 
X. Superintendent’s Report 

XI. Board Member Comments 
XII. Board Committee and Other Reports 

XIII. Business Items (discussion and/or action) 
A. Discussion Items 
B. Action Items 

XIV. Old Business 
XV. New Business 

XVI. Audience to Visitors (on items related to District business) 
XVII. Correspondence and FOIA Requests 

XVIII. Information Items 
XIX. Executive Session (if needed) 
XX. Adjournment 

 
The Board President shall determine the order of business at regular Board of Education 
meetings.  Upon consent of a majority of members present, the regular order of business at any 
meeting may be changed. 
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Voting Method 
Unless otherwise provided by law, when a vote is taken upon any measure before the Board of 
Education, with a quorum being present, a majority of the votes cast shall determine its outcome.  
A vote of "abstain" or "present" or a vote other than “yea” or “nay,” or a failure to vote, is 
counted for the purposes of determining whether a quorum is present.  A vote of "abstain" or 
"present," or a vote other than “yea” or “nay,” or a failure to vote, however, is not counted in 
determining whether a measure has been passed by the Board.  The sequence for casting votes is 
rotated.  

On all questions involving the expenditure of money and on all questions involving the closing of 
a meeting to the public, a roll call vote shall be taken and entered in the Board's minutes.Any 
Board of Education member may request that his/her vote be recorded and, with the approval of 
the other Board members, may append a statement indicating the reason for the vote. 

Any Board of Education member may request that his/her vote be changed before the President 
announces the result.  

Minutes 
An executive secretary assigned to the Board of Education shall keep written minutes of all Board 
of Education meetings (whether open or closed), which shall be signed by the Board President 
and the Board Secretary.  The minutes include:  

1. The date, time, and place of the meeting; 
2. Board of Education members recorded as either present or absent; 
3. A summary of the discussion on all matters proposed, deliberated, or decided, and a 

record of any votes taken; 
4. On all matters requiring a roll call vote, a record of who voted  "yea" and  "nay"; 
5. If the meeting is adjourned to another date, the time and place of the adjourned 

meeting; 
6. The vote of each member present when a vote is taken to hold a closed meeting or 

portion of a meeting and the reason for the closed meeting with a citation to the 
specific exception contained in the Open Meetings Act authorizing the closed 
meeting; 

7. A record of all motions, including individuals making and  seconding motions; and 
8. Upon request by a Board member, a record of how he or she voted on a particular 

motion; and 
9. The type of meeting, including any notices and, if a reconvened meeting, the original 

meeting's date. 
The minutes shall be submitted to the Board of Education for approval or modification at its next 
regularly scheduled open meeting.  Minutes for open meetings must be approved within 30 
days after the meeting or at the second subsequent regular meeting, whichever is later.   

At least semi-annually in an open meeting, the Board: (1) reviews minutes from all closed 
meetings that are currently unavailable for public release, and (2) decides which, if any, no longer 
require confidential treatment and are available for public inspection.  The Board of Education 
may meet in a prior closed session to review the minutes from closed meetings that are currently 
unavailable for public release. 

The Board of Education's meeting minutes must be submitted to the Township Treasurer on the 
first Monday of April and October, and at other such times as the Treasurer may require.  

The official minutes are in the custody of the executive secretary to the Board of Education.  
Open meetings' minutes are available for inspection during regular office hours within seven ten 
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days after the Board's approval, they may be inspected in the District main office, in the presence 
of the Secretary, the Superintendent or designee, or any Board of Education member, or online.  
Minutes from closed meetings are likewise available, but only if the Board of Education has 
released them for public inspection.  The official minutes shall not be removed from the 
Superintendent's office except by vote of the Board of Education or by court order. 

 

The Board’s open meeting minutes shall be posted on the District website within 7 ten days after 
the Board of Education approves them; the minutes will remain posted for at least 60 days. 

Verbatim Record of Closed Meetings 

The Superintendent, or the Board Secretary when the Superintendent is absent, shall audio record 
all closed meetings.  If neither is present, the Board President or presiding officer shall assume 
this responsibility.  After the closed meeting, the person making the audio recording shall label 
the recording with the date and store it in a secure location.  The Superintendent shall ensure that: 
(1) an audio recording device and all necessary accompanying items are available to the Board 
for every closed meeting, and (2) a secure location for storing closed meeting audio recordings is 
maintained close to the Board’s regular meeting location.  

After 18 months have passed since being made, the audio recording of a closed meeting is 
destroyed provided the Board approved: (1) its destruction, and (2) minutes of the particular 
closed meeting.  

Individual Board members may listen to verbatim recordings when that action is germane to their 
responsibilities. In the interest of encouraging free and open expression by Board members during 
closed meetings, the recordings of closed meetings should not be used by Board members to 
confirm or dispute the accuracy of recollections.  

Quorum and Participation by Audio or Video Means 

A quorum of the Board must be physically present at all Board meetings. A majority of the full 
membership of the Board of Education constitutes a quorum . 

Provided a quorum is physically present, a Board member may attend a meeting by video or 
audio conference if he or she is prevented from physically attending because of:  (1) personal 
illness or disability, (2) employment or District business, or (3) a family or other emergency.  If a 
member wishes to attend a meeting by video or audio means, he or she must notify the recording 
secretary or Superintendent at least 24 hours before the meeting unless advance notice is 
impractical.  The recording secretary or Superintendent will inform the Board President and make 
appropriate arrangements.  A Board member who attends a meeting by audio or video means, as 
provided in this policy, may participate in all aspects of the Board meeting including voting on 
any item. 

Rules of Order 

Unless State law or Board-adopted rules apply, the Board President, as the presiding officer, will 
use Robert’s Rules of Order, Newly Revised (10th Edition) as a guide when a question arises 
concerning procedure.  

Broadcasting and Recording Board Meetings 

Any person may record or broadcast an open Board of Education meeting.  Special requests to 
facilitate recording or broadcasting an open Board meeting, such as seating, writing surfaces, 
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lighting, and access to electrical power, should be directed to the Superintendent as least 24 hours 
before the meeting. 

Recording meetings shall not distract or disturb Board members, other meeting participants, or 
members of the public. The Board President may designate a location for recording equipment, 
may restrict the movements of individuals who are using recording equipment, or may take such 
other steps as are deemed necessary to preserve decorum and facilitate the meeting. 

LEGAL REF.: 5 ILCS 120/2a, 120/2.02, 120/2.05, and 120/2.06. 
105 ILCS 5/10-6, 5/10-7, 5/10-12, and 5/10-16 
Prosser v. Village of Fox Lake, 438 N.E.2d 134 (1982). 

CROSS REF.: 2:200 (types of board of education meetings), 2:150 (committees), 2:210 
(organizational board of education meetings), 2:230 (public participation at 
board of education meetings and petitions to the board) 

ADOPTED: February 2, 2009  
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Board of Education 

Public Participation at Board of Education Meetings and Petitions to the Board 

At each regular and special open meeting, the members of the public and District employees may 
comment on or ask questions of the Board, subject to reasonable constraints.  

The individuals appearing before the Board are expected to follow these guidelines:  

1. Address the Board only at the appropriate time as indicated on the agenda and when 
recognized by the Board President. 

2. Identify him or herself and be brief.  Ordinarily, such comments shall be limited to 3  
minutes.  In unusual circumstances, and when the person has given advance notice of the 
need to speak for a longer period of time, such person may be allowed to speak for more than 
3  minutes.  

3. The Board President may deny a person the opportunity to speak for more than 3 minutes.  
The President may also deny the opportunity to speak to a person who has previously 
addressed the Board on the same subject.  

4.  The Observe the Board President shall have the authority President’s decision to determine 
procedural matters regarding public participation not otherwise defined in Board of 
Education policy.  

Petitions or written correspondence to the Board shall be presented to the Board of Education at the 
next regularly scheduled Board meeting.  

A written request for consideration of a matter delivered to the President or Superintendent of a 
Board of Directors must receive a formal written statement explaining the Board’s position, within 
60 days from the Board’s receipt of the request.  Boards of Education may treat petitions or 
correspondences according to a uniform, locally developed process. 

LEGAL REF.: 5 ILCS 120/2.06 and 105 ILCS 5/10-6 and 5/10-16. 

CROSS REF.: 2:220 

ADOPTED: July 21, 1997 
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Board of Education 

Uniform Grievance Procedure 

This Uniform Grievance Procedure shall apply to complaints and grievances that are not governed by 
other more specific grievance procedures, including but not limited to, claims or complaints arising under 
the grievance and arbitration procedures set forth in the “Agreement between Niles Township High 
School District 219 Board of Education and Niles Township Federation of Teachers, a Council of Local 
1274, IFT/AFT, AFL-CIO”, and complaints and grievances involving FERPA, challenges to student 
records, and residency disputes. 

A student, parent/guardian, employee, or community member should notify any District Complaint 
Manager if he or she believes that the Board of Education, its employees, or agents have violated his or 
her rights guaranteed by the State or federal Constitution, State or federal statute, or Board policy or have 
a complaint regarding any one of the following: 

1. Title II of the Americans with Disabilities Act 
2. Title IX of the Education Amendments of 1972 
3. Section 504 of the Rehabilitation Act of 1973  
4. Individuals with Disabilities Education Act, 20 U.S.C. § 1400 et seq. 
5.4. Title VI of the Civil Rights Act, 42 U.S. C. § 2000d et seq. 
6.5. Equal Employment Opportunities Act (Title VII of the Civil Rights Act), 42 U.S.C. § 2000e 

et seq. 
7.6. Sexual harassment (Illinois Human Rights Act, Title VII of the Civil Rights Act of 1964, and 

Title IX of the Education Amendments of 1972) 
7. Bullying, 105 ILCS 5/27-23.7 
8. Misuse of funds received for services to improve educational opportunities for educationally 

disadvantaged or deprived children; 
9. Curriculum, instructional materials, and/or programs; 
10. Victims' Economic Security and Safety Act, 820 ILCS 180; 
11. Illinois Equal Pay Act of 2003, 820 ILSC 112 
12. Provision of services to homeless students 
13. Illinois Whistleblower Act, ILCS 174/1 et seq. 
14. Misuse of genetic information (Illinois Genetic Information Privacy Act (GIPA), 410 ILCS 

513/ and Titles I and II of the Genetic Information Nondiscrimination Act (GINA), 42 U.S.C. 
§2000ff et.seq. 

15. Employee Credit Privacy Act, 820 ILCS 70/.7 
 

The Superintendent or a designee shall annually notify all students, parent(s)/guardian(s) of District 
students, and District employees of the existence of this Uniform Grievance Policy and their right to 
invoke its provisions. 
The Complaint Manager will attempt to resolve complaints without resorting to this grievance procedure 
and, if a complaint is filed, to address the complaint promptly and equitably.  The right of a person to 
prompt and equitable resolution of the complaint filed hereunder shall not be impaired by the person's 
pursuit of other remedies.  Use of this grievance procedure is not a prerequisite to the pursuit of other 
remedies and use of this grievance procedure does not extend any filing deadline related to the pursuit of 
other remedies. All deadlines under this procedure may be extended by the Complaint Manager as he or 
she deems appropriate.  As used in the policy, “school business days” means days on which the District’s 
main office is open. 
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If a Complaint Manager receives a complaint, the Complaint Manager shall immediately notify the 
Superintendent and Grievance Coordinator of the nature and substance of the complaint.  However, the 
Complaint Manager shall not notify the Superintendent or Grievance Coordinator if he/she is the subject 
of the complaint. 

 

1. Filing a Complaint 
A person (hereinafter Complainant) who wishes to avail himself or herself of this grievance 
procedure may do so by filing a complaint with any District Complaint Manager.  The 
Complainant shall not be required to file a complaint with a particular Complaint Manager and 
may request a Complaint Manager of the same gender.  The Complaint Manager may request the 
Complainant to provide a written statement regarding the nature of the complaint or require a 
meeting with a student’s parent(s)/guardian(s).  The Complaint Manager shall assist the 
Complainant as needed.  

2. Investigation 
The Complaint Manager will investigate the complaint or appoint a qualified person to undertake 
the investigation on his or her behalf.  The Complaint Manager or other investigator may, at 
his/her discretion taking all factors into account, contact the parent(s)/guardian(s) of the student 
being interviewed for the purposes of informing the parents of the interview and the opportunity 
to be present during the interview.  Factors that shall be considered in determining whether to 
contact the parents(s)/guardian(s) include but are not limited to age of the student, the substance 
of the complaint, and the need to conduct an immediate interview due to the circumstances 
surrounding the complaint.  The complaint and identity of the Complainant will not be disclosed 
except (1) as required by law or this policy, or (2) as necessary to fully investigate the complaint, 
or (3) as authorized by the Complainant.   

The identity of any student witnesses will not be disclosed except:  (1) as required by law or 
any collective bargaining agreement, or (2) as necessary to fully investigate the complaint, or 
(3) as authorized by the parent/guardian of the student witness, or by the student if the 
student is 18 years or age or older. 

Within 30 school business days of the date the complaint was filed, the Complaint Manager shall 
file a written report of his or her findings with the Superintendent.  The Complaint Manager may 
request an extension of time.  If a complaint of sexual harassment contains allegations involving 
the Superintendent, the Complaint Manager shall not notify the Superintendent, and the 
Complaint Manager’s written report shall be filed with the Board of Education which shall render 
a decision in accordance with Section 3 of this Policy.  The Superintendent, or the Complaint 
Manager in cases involving complaints against the Superintendent, shall report to the Board of 
Education at appropriate times concerning the nature and status of formal written complaints.  
The Superintendent will keep the Board of Education informed of all complaints. 

3. Decision and Appeal 
Within 10 school business days after receiving the report of the Complaint Manager or other 
investigating individual, the Superintendent shall mail his/her written decision to the Complainant 
by U.S. mail, first class, as well as to the Complaint Manager.  If the Superintendent was the 
individual investigating the charge, the Superintendent shall forward the written report to the 
Complainant and Complaint Manager.   
 
Within 10 school business days after receiving the Superintendent's decision, the Complainant 
may appeal the decision to the Board of Education by making a written request to the Complaint 
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Manager. The Complaint Manager shall promptly forward all materials relative to the complaint 
and appeal to the Superintendent for review by the Board of Education.   
Within 30 school business days the Board of Education shall affirm, reverse, or amend the 
Superintendent's decision or direct the Superintendent to gather additional information. 
Within 5 school business days of the Board's decision, the Superintendent shall inform the 
Complainant of the Board's action.   
This grievance procedure shall not be construed to create an independent right to a Board of 
Education hearing before the Superintendent or Board of Education.  The failure to strictly 
follow the timelines in this grievance procedure shall not prejudice any party. 

Appointing Nondiscrimination Coordinator and Complaint Managers 

The Superintendent shall appoint a Nondiscrimination Coordinator to manage the District’s efforts to 
provide equal opportunity employment and educational opportunities and prohibit the harassment of 
employees, students, and others. 
The Superintendent shall appoint at least one Complaint Manager to administer the complaint process in 
this policy.  If possible, the Superintendent will appoint two (2) Complaint Managers, one of each gender.  
The District's Grievance Coordinator, Nondiscrimination Coordinator, and Superintendent may be 
appointed as Complaint Managers. The Superintendent shall maintain a list of the names, addresses, and 
telephone numbers of the current Complaint Managers and Grievance Coordinator. 

Records 

Complaint Manager and Superintendent shall submit copies of reports of all investigations to the 
Grievance Coordinator for retention. 

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

Americans With Disabilities Act, 42 U.S.C. § 12101 et seq. 
Equal Pay Act, 29 U.S.C. § 206(d). 
Genetic Information Nondiscrimination Act, 42 U.S.C. §2000ff et seq. 
Immigration Reform and Control Act, 8 U.S.C. § 1324a et seq. 
Individuals With Disabilities Education Act, 20 U.S.C. § 1400 et seq. 
McKinney Homeless Assistance Act, 42 U.S.C. § 11431 et seq. 
Rehabilitation Act of 1973, 29 U.S.C. § 791 et seq. 
Title VI of the Civil Rights Act, 42 U.S.C. § 2000d et seq. 
Title IX of the Education Amendments, 20 U.S.C. §1681 et seq. 
Illinois Genetic Information Privacy Act, 410 ILCS 513/. 
Illinois Whistleblower Act, 740 ILCS 174/1 et seq. 
Illinois Human Rights Act, 775 ILCS 5/. 
Equal Employment Opportunities Act (Title VII of the Civil Rights Act), 42 

U.S.C. 2000e et seq. 
Title IX of the Education Amendments, 20 U.S.C. § 1681 et seq. 
Equal Pay Act of 2003, 820 ILCS 112 
Victims' Economic Security and Safety Act, 820 ILCS 180, 56 Ill.Admin.Code 

Part 280. 
105 ILCS 5/2-3.8, 5/3-10, 5/10-20.7a, 5/10-22.5, 5/22-19, 5/24-4, 5/27.1, and 

5/27-23.7 and 45/1-15. 
Employee Credit Privacy Act, 820 ILCS 70/. 
23 Ill. Admin. Code §§ 1.240 and 200-40. 
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CROSS REF.: 5:10 (equal employment opportunity and minority recruitment), 5:20 (sexual 

harassment - employees), 5:30 (hiring process and criteria), 6:140 (education of 
homeless children), 6:170 (Title I programs), 6:260 (complaints about curriculum, 
instructional materials, and programs), 7:10 (equal educational opportunities), 7:20 
(harassment of students prohibited),  7:180 (preventing bullying, intimidation, and 
harassment), 8:70 (accommodating individuals with disabilities) 8:110 (public 
suggestions and complaints) 

ADOPTED: October 19, 2009  
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Operational Services 
 
Fiscal and Business Management  

The Superintendent is responsible for the School District's fiscal and business management. This 
responsibility includes annually preparing and presenting the District's statement of affairs to the Board of 
Education and publishing it before December 1, as required by State law. 

The Superintendent shall ensure the efficient and cost-effective operation of the District’s business 
management using computers, computer software, data management, communication systems, and 
electronic networks, including electronic mail, the Internet, and security systems.  Each person using the 
District’s electronic network shall complete an Authorization for Computer and Network Access. 

Budget Planning 

No later than March, the Board of Education will adopt a proposed budget calendar, indicating dates for 
presentation by the Superintendent of receipts, estimates, preliminary expenditure recommendations by 
funds, and major Board of Education actions affecting the budget.  

The District's fiscal year is from July 1 until June 30.  The Assistant Superintendent for Business Services 
shall present to the Board of Education, no later than August, a tentative budget with appropriate 
explanation.  This budget shall represent the culmination of an ongoing process of planning for the fiscal 
support needed for the District's educational program.  The District's budget shall be entered upon the 
Illinois State Board of Education's "School District Budget Form."  To the extent possible, the tentative 
budget shall be balanced as defined by the State Board of Education guidelines.  The Superintendent shall 
complete a tentative deficit reduction plan if one is required by the State Board of Education guidelines.  

Preliminary Adoption Procedures 

After receiving the proposed budget from the Assistant Superintendent for Business Services, the Board 
of Education sets the date, place, and time for: 

1. a public hearing on the proposed budget; and 
2. the proposed budget to be available to the public for inspection.  

The Board of Education Secretary shall arrange to publish a notice in a local newspaper stating the date, 
place, and time of the proposed budget's availability for public inspection and the public hearing.   The 
proposed budget shall be available for public inspection at least 30 days before the time of the budget 
hearing. 

At the public hearing, the proposed budget shall be reviewed and the public shall be invited to comment, 
question, or advise the Board of Education.  

Final Adoption Procedures 

The Board of Education adopts a budget before the end of the first quarter of each fiscal year (September 
30) or by such alternative procedure as state law may define. To the extent possible, the budget shall be 
balanced as defined by the State Board of Education; if not balanced, the Board will adopt a deficit 
reduction plan to balance the District’s budget within 3 years according to State Board of Education 
requirements.  

The Board of Education adopts a budget by roll call vote.  The budget resolution shall be incorporated 
into the meeting's official minutes.  Board of Education members' names voting yea and nay shall be 
recorded in the minutes.   
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The Superintendent or designee shall perform each of the following: 

1. Post the District's final annual budget, itemized by receipts and expenditures, on the District's 
Internet website.   

2. Notify parents/guardians that the budget is posted and provide the website's address.   

3. File a certified copy of the budget resolution and an estimate of revenues by source anticipated to 
be received in the following fiscal year certified by the District's Director of Fiscal Services, with 
the County Clerk within 30 days of the budget adoption.  

4. Make all preparations necessary for the Board to timely file its Certificate of Tax Levy, including 
preparation to comply with the Truth in Taxation Act; file the Certificate of Tax Levy with the 
County Clerk on or before the last Tuesday in December.  The Certificate lists the amount of 
property tax money to be provided for the various funds in the budget.  

5. Submit the annual budget, a deficit reduction plan if one is required by State Board of Education 
guidelines, and other financial information to the State Board of Education according to its 
requirements.  

 
Any amendments to the budget or Certificate of Tax Levy shall be made as provided in The School Code 
and Truth in Taxation Act.  

Budget Amendments 

The Board of Education may amend the budget by the same procedure as provided for in the original 
adoption, or by such alternative procedure as State law may allow.  

Implementation 

The Superintendent or designee shall implement the District's budget and provide the Board of Education 
with a monthly financial report that includes all deficit fund balances.  The amount budgeted as the 
expenditure in each fund is the maximum amount that may be expended for that category, except when a 
transfer of funds is authorized by the Board of Education. 

The Board of Education shall act on: 
• all expenditures 
• all interfund loans and interfund transfers and transfers from the working cash fund or 

abatements of it if one exists 
• transfers within funds in excess of 10 aggregate percent of the total fund 

 
 
LEGAL REF.: 35 ILCS 200/18-55 et seq. 

105 ILCS 5/10-17, 5/10-22.33, 5/17-1, 5/17-1.2, 5/17-2A, 5/17-3.2, 5/17-11, 5/20-5, 
5/20-8, and 5/20-810. 
23 Ill.Admin.Code Part 100. 

 
CROSS REF: 4:40 (incurring debt), 6:235 (access to electronic networks) 
 
ADMIN PROC.: 6:235-E2 (exhibit - authorization for computer and network access) 

ADOPTED: October 6, 2008  
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Operational Services 
Payment Procedures 

The Assistant Superintendent for Business Services shall prepare a list of all due and payable bills, 
indicating vendor name and amount, and shall present it to the Board of Education in advance of each 
Board of Education's regular meeting.  These bills are reviewed by the Board of Education, after which 
they may be approved for payment by Board of Education order.  Approval of all bills shall be given by a 
roll call vote and the votes shall be recorded in the minutes.  The Assistant Superintendent for Business 
Services shall pay the bills after receiving a Board of Education order or pertinent portions of the Board 
minutes, even if the minutes are unapproved, provided the order or minutes are signed by the Board 
President and Secretary, or a majority of the Board 

The Assistant Superintendent for Business Services is authorized to pay utility bills, reimbursements, 
emergency bills, Social Security taxes and wages Social Security taxes, wages, pension contributions, 
utility bills, and other recurring bills without further Board of Education approval.  These 
disbursements shall be included in the listing of bills presented to the Board of Education. 

Revolving funds for school cafeterias, athletics, petty cash, or similar purposes may be used, 
provided such funds are maintained in accordance with Board policy 4:80, Accounting and Audits, 
and remain in the custody of an employee who is properly bonded according to State law.  

Tax Sheltered Annuities 

The Board of Education will provide employees the opportunity to use payroll deductions to invest in 
tax sheltered programs approved by the Internal Revenue Service.  Neither the Board of Education 
nor any District body or employee assumes any liability for losses or adverse tax consequences 
incurred by employees as a result of their participation in any District-sponsored tax sheltered plan. 

LEGAL REF.: 105 ILCS 5/8-16, 5/10-7, and 5/10-20.19. 
 23 Ill.Admin.Code§100.70. 

CROSS REF.: 4:10 (fiscal and business management), 4:80 (accounting and audits) 

ADOPTED: October 6, 2008  
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Operational Services 
 
Safety 

Safety Program 
All District operations, including the education program, shall be conducted in a manner that will promote 
the safety of everyone on District property or at a District event.   
The Superintendent or designee shall develop and implement a comprehensive safety and crisis plan 
incorporating both avoidance and management guidelines.  The comprehensive safety and crisis plan shall 
specifically include provisions for:  injury prevention, bomb threats, weapons and explosives on campus, 
school safety drill program; tornado protection; instruction in safe bus riding practices, emergency aid, 
post-crisis management and responding to medical emergencies at an indoor and outdoor physical fitness 
facility.  During each academic year, each school building that houses school children must conduct a 
minimum of; 
 

1. Three school evacuation drills, 
2. One bus evacuation drill, and 
3. One severe weather and shelter-in-place drill. 
When contacted by the appropriate local law enforcement agency with a request to conduct and 
participate in a law enforcement drill, the The Superintendent or appropriate designee must conduct a 
law enforcement drill at all District’s school buildings during the academic year.  Any appropriate 
local law enforcement agency may conduct and participate in this law enforcement drill. The 
law enforcement drill must be conducted according to the District’s comprehensive safety and crisis 
plan and it may be conducted on days and times that students are not present in the building. 

 
In the event of an emergency that threatens the safety of any person or property, students and staff are 
encouraged to use any available cellular telephone.  Drivers are prohibited from operating a District 
owned vehicle while using a cellular telephone, except: (1) during an emergency situation, (2) to call for 
assistance if there is a mechanical problem, (3) where a cellular telephone is owned by the school district 
and used as a digital two-way radio, and (4) when the school bus is parked. 

Convicted Child Sex Offender and Notification Laws 
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 18 are present, unless the offender is: 

1. A parent/guardian of a student attending the school and the parent/guardian is: (i) attending a 
conference at the school with school personnel to discuss the progress of his or her child 
academically or socially, (ii) 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 (iii) attending conferences to discuss other student issues concerning his or her child 
such as retention and promotion and notifies the Building Principal or designee of his or her 
presence at the school or, 

2. Has permission to be present from the Board of Education, Superintendent or Superintendent’s 
designee.  If permission is granted, the Superintendent or Board President shall provide the details 
of the offender’s upcoming visit to the Building Principal. 

If a student is a sex offender, the Superintendent or designee shall develop guidelines for managing his or 
her presence in school. 

The Superintendent shall develop procedures for the distribution and use of information from the law 
enforcement officials under the Sex Offender Community Notification Law and the Child Murderer and 
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Violent Offender Against Youth Community Notification Law.   The Superintendent or designee shall 
serve as the District contact person for purposes of these laws.  The Superintendent and Building 
Principal shall manage a process for schools to notify the parents/guardians during school registration that 
information about sex offenders is available to the public as provided in the Sex Offender Community 
Notification Law. This notification must occur during school registration and at other times as the 
Superintendent or Building Principal determines advisable. 

All contracts with the School District that may involve an employee or agent of the contractor having 
direct daily contact with a student shall contain the following language: 

The contractor shall not send to any school building or school property any employee or agent who 
has direct daily contact with students who would be prohibited from being employed by the District 
due to a conviction of a crime listed in 105 ILCS 5/10-21.9, or who is listed in the Statewide Sex 
Offender Registry or the Statewide Violent Offender Against Youth Database.  The contractor shall 
obtain (or pay the District to obtain) a fingerprint-based criminal history records check before sending 
to any school building or school property any employee or agent who has direct daily contact with 
students.  Additionally, at least quarterly, the contractor shall check if an employee or agent is listed 
on the Statewide Sex Offender Registry of the Statewide Violent Offender Against Youth Database.  
The contractor shall certify to the District on an annual basis that the contractor shall not send to any 
school building or school property any employee or agent who has direct daily contact with students 
who is a child sex offender. 

Any person hired by the District, as well as any person who is an employee of a person or firm holding a 
contract with the District who works in a school building or on school property and has direct daily 
contact with students, shall submit to a criminal history background investigation according to State law 
and District Policy 5:30, Hiring Process and Criteria.   

Unsafe School Choice Option 

The unsafe school choice option allows students to transfer to another District school or to a public 
charter school within the District.  The unsafe school choice option is available to: 

1. All students attending a persistently dangerous school, as defined by State law and identified by 
the Illinois State Board of Education. 

2. Any student who is a victim of a violent criminal offense, as defined by 725 ILCS 120/3, that 
occurred on school grounds during regular school hours or during a school-sponsored event. 

The Superintendent or designee shall develop procedures to implement the unsafe school choice option.  

Emergency Closing 
The Superintendent or a designee is authorized to close the schools in the event of hazardous weather or 
other emergencies that threaten the safety of students, staff members, or school property. 

Student Insurance 
The Board of Education shall provide insurance coverage for accidents that occur to students while 
participating in school sponsored and supervised activities, secondary to the parent's own coverage.  The 
District offers all parents the opportunity to purchase additional student accident insurance coverage.  The 
Board does not endorse the plan nor recommend that parent(s)/guardian(s) secure the coverage and any 
contract is between the parent(s)/guardian(s) and the company.   
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LEGAL REF.:  
105 ILCS, 5/10-20.28, 5/10-21.3a, 5/10-21.9, and 128/ 

  210 ILCS 74 
625 ILCS 5/12-813.1 
730 ILCS 152/101 et seq. 

CROSS REF.: 5;30 (hiring process and criteria), 6:190 (extracurricular and co-curricular activities), 
6:250 (community resource persons and volunteers), 7:220 (bus conduct), 7:300 
(extracurricular athletics), 8:30 (visitors to and conduct on school property) 8:100 
(relations with other organizations and agencies) 

ADMIN. PROC.: 4:170-AP1 (safety program), 4:170-AP2 (criminal offender notification laws), 4:170-
AP3 (emergency closing of school buildings), 4:170-AP4 (crisis management), 
4:170-AP5 (unsafe school choice option), 4:170-AP6 (responding to medial 
emergencies occurring at physical fitness facilities), 4:170-E1 (student accident and 
injury report), 4:170-E2 (employee accident and injury report), 5:30-AP2 
(investigations) 

ADOPTED: May 18, 2009 
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Operational Services 

Administrative Procedure - Criminal Offender Notification Laws 

The following list describes laws protecting students on school grounds from individuals convicted of 
serious crimes: 
1. A child sex offender is prohibited from being present on school property or loitering within 500 

feet of school property when persons under the age of 18 are present unless specifically permitted 
by statute (720 ILCS 5/11-9.3).  See Board policies 4:170, Safety; 8:30, Visitors to and Conduct on 
School Property; and administrative procedure 8:30-AP, Definition of Child Sex Offender.  

2. Law enforcement must notify schools of offenders who reside or are employed in the county.  See:  
(a) Sex Offender Community Notification Law, 730 ILCS 152/101 et seq., as amended by P.A. 
94-945, and (b) Child Murderer and Violent Offender Against Youth Community Notification 
Law, 730 ILCS 154/75-105, as added by P.A. 94-945.  These laws are hereafter referred to as 
“offender notification laws.”  See also Board policy 4:170, Safety. 

3. The School Code (105 ILCS 5/10-21.9, amended by P.A. 96-431) lists criminal offenses that 
disqualify an individual from District employment if the individual was convicted of one.  It 
requires any person hired by the District to submit to a fingerprint-based criminal history records 
check.  The law also requires a school district to check 2 offender databases for each applicant, (a) 
the Statewide Sex Offender Database (a/k/a Sex Offender Registry), www.isp.state.il.us/sor, and 
(b) the Statewide Child Murderer and Violent Offender Against Youth Database, when 
availablewww.isp/state.il.us/cmvo/.  See Board policy 5:30, Hiring Process and Criteria; and 
administrative procedure 5:30-AP2, Investigations. 

4. The provisions in The School Code described above also apply to employees of persons or firms 
holding contracts with a school district who have direct, daily contact with students.  See Board 
policy 4:170, Safety. 

5. Conviction of an offense listed in 105 ILCS 5/10-21.9, amended by P.A. 96-431, results in the 
automatic revocation of a teacher’s teaching certificate (105 ILCS 5/21-23a). 

6. The offender notification laws require law enforcement to ascertain whether a juvenile sex 
offender or violent offender against youth is enrolled in a school and, if so, to provide a copy of 
the registration form to the Building Principal and any guidance counselor designated by him or 
her.  This registration form must be kept separately from any and all school records maintained on 
behalf of the juvenile sex offender.  See Board policy 4:170, Safety. 

Receipt of the Information from Law Enforcement  

The Superintendent or designee shall notify the local law enforcement official or county sheriff that he 
or she is the District’s official contact person for purposes of the offender notification laws. The 
Superintendent and/or Building Principal may at any time request information from law enforcement 
officials regarding sex offenders or violent offenders against youth. 

The Superintendent will provide Building Principals and other supervisors with a copy of all lists 
received from law enforcement officials containing the names and addresses of sex offenders and 
violent offenders against youth. 

The Building Principal or designee shall provide the lists to staff members in his or her building on a 
need-to-know basis, but in any event: 

• A teacher will be told if one of his or her students, or a student’s parent/guardian, is on a list. 
• The school counselor, nurse, social worker, or other school service personnel will be told if a 

student or the parent/guardian of a student for whom he or she provides services is on a list. 
No person receiving a list shall provide it to any other person, except as provided in these procedures, 
State law, or as authorized by the Superintendent.  Requests for information should be referred to the 
local law enforcement officials or State Police. 
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Screening Individuals Who Are Likely to Have Contact with Students at School or School Events  

Upon receiving a list of sex offenders or violent offenders against youth from law enforcement, the 
Superintendent or Building Principal, or designees, shall determine if anyone is listed who is currently 
a District employee, student teacher, or school volunteer. 

In addition, the Superintendent and/or Building Principal(s) shall screen individuals who are likely to 
come in contact with students at school or school events as follows: 

Volunteers 

Each staff member shall submit to the Building Principal Board form, 6:250-E, Volunteer 
Information Form and Waiver of Liability which includes the name and address of each volunteer 
the staff member is supervising or whose services are being used as soon as that person is 
identified.  A volunteer will submit to a fingerprint-based criminal history records check through 
District 219 security after completing the volunteer form.  The Building Principal or designee shall 
immediately screen the volunteer’s name and address against the:  (1) National Sex Offender 
Public Registry, www.nsopr.gov, (2) Illinois Sex Offender Registry, www.isp.state.il.us/sor, and 
(3) the violent offenders against youth database maintained by the State Police (when available), 
www.isp/state.il.us/cmvo/.  If a match is found, the Building Principal shall notify the 
Superintendent, who shall contact the local law enforcement officials to confirm or disprove the 
match. 

If a match is confirmed, the Superintendent shall inform the individual, by mail and telephone call, 
that he or she may not be used as a volunteer.  The Superintendent also shall inform relevant staff 
members and the Building Principal that the individual may not be used as a volunteer. 

Student Teachers and Other Students Doing Clinical Experience 

Each student teacher and/or observer will complete a fingerprint-based criminal history records 
check through District 219 security. The Building Principal shall screen the name and address of 
each student teacher and each student seeking to do clinical experience in the school as described 
above for volunteers.  If a match is found, the Building Principal and Superintendent shall proceed 
as above for volunteers. 

Contractors’ Employees 

The Superintendent shall include the following in all District contracts that may involve an 
employee of the contractor having any contact, direct or indirect, with a student:  

The contractor shall not send to any school building or school property any employee or agent 
who would be prohibited from being employed by the District due to a conviction of a crime 
listed in 105 ILCS 5/10-21.9, amended by P.A. 96-431, or who is listed in the Statewide Sex 
Offender Registry or the Statewide Violent Offender Against Youth Database.  The contractor 
shall obtain through District 219 security a fingerprint-based criminal history records check 
before sending any employee or agent to any school building or school property.  
Additionally, at least quarterly, the contractor shall check if an employee or agent is listed on 
the Statewide Sex Offender Registry or the Statewide Violent Offender Against Youth 
Database. 

If a staff member at any time becomes aware or suspicious that a contractor’s employee is a sex 
offender or violent offender against youth, the employee shall immediately notify the 
Superintendent.  The Superintendent shall screen the name of the individual as described above for 
volunteers and/or contact the contractor. 

Individuals in the Proximity of a District’s School 

Each time a list of sex offenders and/or violent offenders against youth is received from a law 
enforcement official, the Building Principal shall review it to determine if anyone listed lives in 
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the proximity of his or her school.  The Building Principal shall attempt to alter school bus stops 
and the route students travel to and from school in order to avoid contact with an individual on 
such a list. 

Employees 

All applicants considered for District employment shall submit to a fingerprint-based criminal 
history records check, according to State law and Board policy 5:30, Hiring Process and Criteria, 
and administrative procedure 5:30-AP2, Investigations. See 105 IL ILCS 5/10-21.9, amended by 
P.A. 96-1452, and sample policy 5:30, Hiring Process and Criteria. 

Each time a list of sex offenders or violent offenders against youth is received from a law 
enforcement official, the Superintendent shall review the list to determine if an employee is on the 
list.  If a match is found, the Superintendent shall immediately contact the local police officials to 
confirm or disprove the match.  The Superintendent shall immediately notify the School Board if a 
match is confirmed.  The School Board President will contact the Board Attorney and the 
Board will take the appropriate action to comply with State law that may include terminating the 
individual’s employment.  

Informing Staff Members and Parents/Guardians About the Law   

Building Principals or their designees shall inform parents/guardians about the availability of 
information concerning sex offenders during school registration via the student handbook. See the Sex 
Offender Community Notification Law, 730 ILCS 152/101 et seq., as amended by P.A. 94-994, eff. 
1/1/07.  Information should be distributed about the Statewide Sex Offender Database (a/k/a Sex 
Offender Registry), www.isp.state.il.us/sor, and the Statewide Child Murderer and Violent Offender 
Against Youth Database, when availablewww.isp/state.il.us/smvo/.  Information may also be included 
in the Student Handbook.  See the Sex Offender Community Notification Law, 730 ILCS 152/101 
et seq., and exhibit 4:170-E8, Informing Parents About Offender Community Notification Laws. 

Requests for additional information shall be referred to local law enforcement officials. 

CROSS REF.: 5:30 (hiring process and criteria), 6:250 (community resource persons and 
volunteers), 8:30 (visitors to and conduct on school property) 

ADMIN. PROC.: 4:170-E8, (informing parents about offender community notification laws), 
5:30-AP2, (investigations), 6:250-AP (securing and screening volunteers), 6:250-
E (volunteer information form and waiver of liability), 8:30-AP (definition of 
child sex offender), 8:30-E1 (letter to parent regarding visits to school by child 
sex offenders), 8:30-E2 (child sex offender’s request for permission to visit school 
property) 

 
Board Review:  February 12, 2007  
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Operational Services 
Administrative Procedure - Plan for Responding to a Medical Emergency at 
Physical Fitness Facilities 
The following operations implement School Board policy 4:170, Safety, requiring a plan for responding 
to medical emergencies at a physical fitness facility.  These operations shall be completed consistent with 
the Physical Fitness Facility Medical Emergency Procedures Act, 210 ILCS 74, and the Illinois 
Department of Public Health Rules, Part 527, “Physical Fitness Medical Emergency Preparedness Code.”  
Any definitions of terms found in this Act and IDPH implementing Rules are used as the definitions of 
those terms in this Procedure. 

Actor Action 

Superintendent or 
designee 

Appoints a staff member to coordinate the operations in this Procedure 
who will be known as the “Plan Coordinator.”  
Plan Coordinator: 
Peggy Bassrawi  Certified School Nurse 

Name     Position 
Files this plan with the Dept. of Public Health, Division of EMS & 
Highway Safety, 525 W. Jefferson St., Springfield, IL 62761. Sec. 
527.400(a). The plan must be updated with the IDPH after a change in 
the facility that affects the ability to comply with a medical 
emergency, such as the facility was closed for more than 45 days. Sec. 
527.400(c). 
Dates plan submitted: 

Monday, October 17, 2005 
Decides, with input from the Plan Coordinator, the schedule for 
purchasing AEDs. 

Indoor Facility - A district with 4 or fewer indoor physical fitness 
facilities must have at least three such facilities equipped with an AED 
and its fourth facility by July 1, 2009. A district with more than 4 
physical fitness facilities must have 75% of those facilities equipped 
with an AED by and 100% of those facilities in compliance by July 1, 
2009. Every District must have all applicable facilities equipped with 
an AED. 
Outdoor Facility – A district with 4 or fewer physical fitness facilities 
must have at least one two such facility facilities in compliance by July 
1, 2009; its second facility by July 1, 2010; its its third facility by July 1, 
2011; and its fourth facility by July 1, 2012.  A district with more than 4 
physical fitness facilities must have 2550% of those facilities in 
compliance; by July 1, 2009; 50% by July 1, 2010; 75% by July 1, 2011; 
and 100% by July 1, 2012. 
If the AED becomes inoperable, the district must replace or repair it 
within 45 30 days. 210 ILCS 74/50; Sec. 527.600(a). 

Designates each Building Principal as the individual who must be 
notified in the event of a medical emergency. Sec. 527.400(a). 
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Actor Action 

  Building    Office Contact 

Administrative Center  Dr. Nanciann Gatta, 
Superintendent 

Niles West High School  Mr. Kaine Osburn, Principal 

Niles North High School  Dr. Ryan McTague, Principal 

Upon receiving a completed report that an AED was used (4:170-E6, 
Automatic External Defibrillator Incident Report), sends or faxes it to the 
EMS System Resource. Sec. 527.500(a). 
EMS System Resource:  Skokie Fire Dept. 

Plan Coordinator Responsibilities Concerning Emergency Responders 
With the Building Principal, identify all staff members who, through their 
education or training, are appropriate emergency responders for specific 
facilities. If possible, all emergency responders should be trained CPR and 
AED users. 
 Facility  Emergency Response Providers 

See attached information for trained users and their locations 

 
Responsibilities Concerning AED Users 
Determines the appropriate number of trained AED users and anticipated 
rescuers or users needed for each facility equipped with an AED. Each 
facility with an AED must have at least one trained AED user on staff and 
present during all physical fitness activities and anticipated rescuers or users 
are trained. Sec. 527.800(a). 
Working with the Building Principal, identifies trained AED users and 
requests that other appropriate staff members and anticipated rescuer or 
users become trained. 
 Facility   Trained AED Users 

See attached information for trained users and their locations 

Responsibilities Concerning AED Registration 
Registers the AED with the EMS System Resource Hospital listed above. 
Sec. 527.500(b). 
Notifies an agent of the local emergency communications or vehicle dispatch 
center of the existence, location, and type of AED. Sec. 527.500(c). 
Provides a list of trained users at each building equipped with an AED to the 
Skokie Fire Dept. Sec. 527.500(b)(1). 
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Actor Action 

 Cooperates with requests from the Skokie Fire Dept. for manufacturer’s 
guidelines for maintenance and training. Sec. 527.500(b)(2). 
Responsibilities Concerning Location of AED and Other First Aid 
Equipment 
Indoor Facilities - Decides, with input from the Building Principal or 
designee, where to place the AED and other first aid equipment so that their 
location will be conspicuous, easily accessible, and convenient; the AED 
must be mobile and accessible at all times. Sec. 527.600(a). 
Outdoor Facility - Ensures:  (1)that the AED is placed within 300 feet of 
the outdoor facility in an open building with unimpeded access that has 
marked directions to the location of the AED at its entrances,. or (2) that 
when no building within 300 feet of the outdoor facility exists, the person 
responsible for supervising the activity has the AED available at the outdoor 
facility during the event or activity. 77 Ill.Admin.Code§527.600(c). 

 Facility  First Aid & AED Location 

See attached list for locations within the District 219 buildings 
Keeps a copy of the AED’s manual with the AED. Sec. 527.700(b). 
Responsibilities Concerning Notification and Posting 
Along with the Building Principal, notifies all staff members of the 
location of any AEDs as well as the instructions for responding to 
medical emergencies. Sec. 527.800(b). 
Responsibilities Concerning Training 
Coordinates, with input from the Building Principal, the training of (1) all 
staff members who regularly supervise students in physical fitness facilities 
in the use of CPR and, if appropriate, AEDs, and (2) any non-employee 
coaches, instructors or other similarly situated anticipated rescuers or users 
Sec. 527.800(a) and 210 ILCS 74/15(b-5). 
Responsibilities Concerning Instructions for Responding to 
Medical Emergencies 
Along with the Building Principal, notifies all facility staff of the location of 
any AEDs and the Step-by-Step Emergency Response Plan described below. 
Sec. 527.800(b). 
Coordinates, along with the Building Principal, the posting of the Step-by-
Step Emergency Response Plan described below. Sec. 527.800(b). 
Responsibilities Concerning Maintenance and Testing of AEDs 
Ensures that all AEDs are maintained and tested according to manufacturer’s 
guidelines. Sec. 527.700(a). 
Maintains a record of the applicable maintenance and training at the facility. 
Sec. 527.500(b)(2). 
Keeps a copy of the maintenance and testing manual at the facility and keeps 
a copy of the manual with each AED. Sec. 527.700(b). 

Building Principal In a conspicuous place in the physical fitness facility, posts: (1) the list 
of all staff members who are emergency responders, and (2) the Step-
by-Step Emergency Response Plan described below. Sec. 527.400(a). 
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Actor Action 
Posts a notice at the school’s main entrance stating that an AED is 
located on the premises. Sec. 527.600(a). 
Receives notice in the event of a medical emergency. Sec. 527.400(a). 

School Nurses Along with the Plan Coordinator, help staff members understand the 
instructions for responding to medical emergencies. 

These instructions must provide that the AED should be operated only 
by trained AED users, unless the circumstances do not allow time to be 
spent waiting for a trained AED user to arrive. Sec. 527.800(c). 

Trained AED Users 
and/or Other 
Emergency 
Responders 

According to their training, use appropriate emergency responses upon the 
occurrence of any sudden, serious, and unexpected sickness or injury that 
would lead a reasonable person, possessing an average knowledge of 
medicine and health, to believe that the sick or injured person required 
urgent or unscheduled medical care. Sec. 527.400(a). 
According to their training, use the AED to help restore a normal heart 
rhythm when a person’s heart is not beating properly. Sec. 527.400(a). 
Calls 9-1-1 for medical emergencies and whenever an AED is used. Sec. 
527.400(b); Sec. 527.500(a). 
Informs the Building Principal whenever the AED or other emergency 
response is used. Sec. 527.400(a).  
Whenever an AED is used, completes 4:170-E6, Automatic External 
Defibrillator Incident Report, and forwards it to the Superintendent  and 
Plan Coordinator so that it can be sent or faxed to the Skokie Fire Dept. Sec. 
527.500(a). 

All Facility Staff 
Members and Users 

Follow the Step-by-Step Emergency Response Plan described below: 
1. Immediately notify the building’s emergency responder(s) whose 

contact information is posted in the facility. Under life and death 
circumstances call 9-1-1 without delay. 

2. Bring the first aid equipment and AED to the emergency scene. 
The AED should be operated only by trained AED users for the 
intended purpose of the AED, unless the circumstances do not 
allow time for a trained AED user to arrive. 

3. Immediately inform the Building Principal or designee of the 
emergency. 

4. The emergency responder will take charge of the emergency. This 
person will apply first aid, CPR, and/or the AED, as appropriate. 

5. If necessary, the emergency responder instructs someone to call 9-
1-1, providing the location in the building and which entrance to 
use. This person should make sure someone is sent to open the 
door for paramedics and guide them to the scene. 

6. When paramedics arrive and assume care of the victim, the 
emergency responder or other staff person notifies the victim’s 
parent/guardian or relative. 

7. If an AED was used, the person using it completes the Automatic 
External Defibrillator Incident Report, 4:170-E6. If appropriate, a 
supervising staff member completes an accident report. 
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Actor Action 
8. If an adult refuses treatment, the emergency responder documents 

the refusal and, if possible, asks the adult to sign a statement 
stating that he or she refused treatment. 

 
Board Review: October 18, 2010   
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Operational Services 
 
Environmentally Preferable Purchasing 
 
Purpose: To encourage the purchase and use of materials, products, and services that 
incorporate environmental, social, community, and performance goals, D219 has developed 
this environmentally preferable sustainable purchasing policy for the purchase of materials. 
 
Scope: Sustainable purchasing will be encouraged or required, if feasible, for ongoing 
consumables, durable goods, facility alterations and additions, and reduced mercury in 
lamps. 
 

1. Ongoing Consumables: D219 will evaluate its needs and make sustainable 
purchases for ongoing consumables, where practicable.  Ongoing Consumables 
are those items that have a low cost per unit that are regularly used and 
replaced through the course of business.  These materials include at a minimum, 
paper, toner cartridges, binders, batteries and desk accessories. Sustainable 
purchases of ongoing consumables are those that meet one or more of the 
following criteria:  

 
> At least 20% post-consumer and/or 20% pre-consumer material. 
> At least 50% rapidly renewable materials.  
> At least 50% materials harvested or extracted and processed within 500 

miles of the project. 
> At least 50% Forest Stewardship Council (FSC)-certified paper 

products. 
> Use of rechargeable batteries 

 
2. Durable Goods: D219 will evaluate its needs and make sustainable purchases of 

electric-powered equipment, where practicable.  Sustainable purchases of 
electric-powered equipment are those that meet one or more of the following 
criteria: 

 
> The equipment is ENERGY STAR qualified (for product categories with 

developed specifications). 
> The equipment (either battery or corded) replaces conventional gas-

powered equipment. 
 

D219 will make sustainable purchases of furniture.  Sustainable purchases of 
furniture are those that meet one or more of the following criteria: 

 
> Purchases contain at least 10% postconsumer and/or 20% postindustrial 

material. 
> Purchases contain at least 70% material salvaged from off-site or 

outside the organization. 
> Purchases contain at least 70% material salvaged from on-site, through 

an internal organization materials and equipment reuse program. 
> Purchases contain at least 50% rapidly renewable material. 
> Purchases contain at least 50% Forest Stewardship Council (FSC)-

certified wood. 
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> Purchases contain at least 50% material harvested and processed or 
extracted and processed within 500 miles of the project. 

 
3. Facility Alterations and Additions: D219 will evaluate its needs and make 

sustainable purchases for Facility Alterations and Additions, where practicable.  
These materials includes base building elements permanently or semi-
permanently attached to the building itself (not including MEP).  Sustainable 
purchases of materials used for facility alterations and additions are those that 
meet one or more of the following criteria:  

 
> Purchases contain at least 10% postconsumer and/or 20% postindustrial 

material. 
> Purchases contain at least 70% material salvaged from off-site or 

outside the organization. 
> Purchases contain at least 70% material salvaged from on-site, through 

an internal organization materials and equipment reuse program.  
> Purchases contain at least 50% rapidly renewable material.   
> Purchases contain at least 50% Forest Stewardship Council (FSC)-

certified wood. 
> Purchases contain at least 50% material harvested and processed or 

extracted and processed within 500 miles of the project. 
> Adhesives and sealants have a VOC content less than the current VOC 

content limits of South Coast Air Quality Management District 
(SCAQMD) Rule # 1168, or sealants used as fillers meet o4r exceed the 
requirements of the Bay Area Air Quality Management District 
Regulation 8, Rule 51. 

> Paints and coating have VOC emissions not exceeding the VOC and 
chemical component limits of Green Seal’s Standard GS-11 
requirements. 

> Non-carpet finished flooring is FloorScore-certified and constitutes a 
minimum of 25% of the finished floor area. 

> Carpet meets the requirements of the CRI Green Label Plus Carpet 
Testing Program. 

> Carpet cushion meets the requirements of the CRI Green Label Testing 
Program. 

> Composite panels and agrifiber products contain no added urea-
formaldehyde resins. 

 
4. Reduced Mercury in Lamps: D219 will evaluate its needs and make sustainable 

purchases of lamps, where practicable.  Sustainable purchasing of lamps is to 
include both lamps purchased for indoor and outdoor fixtures as well as both 
hard-wired and portable fixtures.  Screw-based, integral compact fluorescent 
lamps (CFLs) may be excluded from calculations if they comply with the 
voluntary industry guidelines for maximum mercury content published by the 
National Electrical Manufacturers Association (NEMA).  Sustainable purchases 
of lamps are those that meet the following criteria: 

 
> Lamps must have a mercury content of 90 picograms per lumen-hour or 

less. 
> Lamps containing no mercury may be counted toward plan compliance 

only if they have energy efficiency at least as good as their mercury-
containing counterparts.  
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Performance Metric: Percentages will be based on total purchases of applicable materials 
on a cost basis.  For ongoing consumables, durable goods, and facility alterations and 
additions purchases, materials meeting 2 separate criteria count twice toward the total.  
Materials may only be counted for one category of purchasing.  If an item is included in 
calculations for ongoing consumables, it may not be included in calculations for durable 
goods or facility alterations and additions. 
 
The average mercury content of lamps purchased must be determined using the weighted 
average method in the LEED Reference Guide for Green Building Operations & 
Maintenance, 2009 Edition.  Documentation of all purchases related to the applicable 
categories will be maintained on an annual basis.   
 
Goals: The minimum levels of Environmentally Preferable Purchasing are listed below.  
These are minimum levels that must be reached.  It is the goal of D219 to exceed these 
minimum levels for each of the four categories listed below.   

 
1. Ongoing Consumables: D219 will maintain sustainable purchasing that adheres 

to the criteria above for at least 60% of the total annual purchase of applicable 
ongoing consumable materials, as deemed feasible by the facility manager. 

2. Durable Goods: D219 will maintain sustainable purchasing that adheres to the 
criteria above for at least 40% of the total annual purchase of electric-powered 
equipment and furniture, as deemed feasible by the facility manager.   

3. Facility Alterations and Additions: D219 will maintain sustainable purchasing 
that adheres to the criteria above for at least 50% of the total annual purchase 
of applicable Facility Alterations and Additions materials, as deemed feasible by 
the facility manager. 

4. Reduced Mercury in Lamps: D219 will maintain sustainable purchasing that 
adheres to the criteria above for at least 90% of the total annual purchase of 
lamps purchased for the building and associated grounds, as deemed feasible by 
the facility manager. 

 
Procedures and Strategies: The Purchasing Agent will be responsible for, or assign someone 
to be responsible for the following: 

 
1. Adopting and enforcing the environmentally preferable purchasing policy.   
2. Working with vendors to identify environmentally preferable products that 

meet the needs of the building.   
3. Evaluating items that are purchased for the building, identifying 

opportunities for more environmentally, friendly alternatives, and 
establishing a policy to purchase these alternatives, where feasible.   

4. Tracking and documenting all sustainable and non-sustainable purchases of 
materials listed in the above scope.   

 
Responsible Party 
 
Director of Buildings & Grounds 
 

 

Purchasing Agent  
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Environmentally Preferable Product – A product that has a reduced negative effect or 
increased positive effect on human health and the environment when compared with 
competing products that serve the same purpose.  This comparison may take into 
consideration raw materials acquisition, production, fabrication, manufacturing, 
packaging, distribution, reuse, operation, maintenance, and disposal of the product.  This 
term includes, but is not limited to, recyclable, recycled, and reusable products.  
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Operational Services 
 
Solid Waste Management 
 
Purpose 

 
To reduce the amount of waste and toxins hauled to and disposed of in landfills or 
incineration facilities, D219 has created this solid waste management policy. 
 
Scope 

 
The policy encompasses all ongoing consumables, durable goods, and materials used during 
facility alterations and additions as described below, when cost effective. 
 
Ongoing Consumables: including paper, toner cartridges, glass, plastic, cardboard, 
corrugated cardboard, food waste, and metals: D219 will reuse, recycle or compost when 
possible at least 50% of the ongoing consumables waste stream to divert from landfills and 
incineration. 

 
> Portable dry-cell batteries - including single use and rechargeable batteries used in 

radios, phones, cameras, computers and other devices or equipment: D219 will 
recycle these to the maximum extent possible. 

> Light Bulbs: D219 will purchase lamps which pass the Toxicity Characteristic 
Leaching Procedure (TCLP) test and are considered non-hazardous waste in the 
State of Illinois; recycle these light bulbs to the maximum extent possible through a 
recycling program. This allows the reuse of the glass, metals and other materials 
that make up the lights.  

> Light Bulbs that Contain Mercury: D219 will consider reducing the volume of 
lamps that require disposal on a monthly or annual basis; making staff aware of 
lamp handling and disposal protocols; addressing Illinois State and Federal 
requirements for managing hazardous lamps; selecting a lamp recycling agent that 
will properly manage lamps and  transport them to the recycling facility; 
establishing and implementing protocols for the safe handling and storage of spent 
lamps; and tracking and monitoring employees’ adherence to the protocols. 

 
Durable Goods: including office equipment, such as computers, monitors, copiers, fax 
machines, printers and scanners; appliances such as refrigerators, dishwashers, and water 
coolers; external power adapters, televisions and other audiovisual equipment: D219 will 
reuse and recycle these items to the maximum extent possible through donation programs, 
statewide electronic recycling programs or similar programs.  

 
Facility Alterations and Additions: including base building elements permanently or semi-
permanently attached to the building itself that enter the waste stream during facility 
renovations, demolitions, refits and new construction additions. Wall studs, insulation, 
doors, windows, panels, drywall, trim, ceiling panels, carpet, flooring material, adhesive, 
sealant, paints and coatings are all considered part of this group. Mechanical, electrical, 
plumbing, furniture, fixtures and equipment are excluded: D219 will be sure that diverted 
construction and demolition debris will be redirected back to the manufacturing process 
and reusable material to appropriate sites. 
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Performance Metric 
 
The calculation will be based on the weight/volume of applicable goods and materials. 
Durable goods may be tracked by replacement value. D219 will document all waste streams. 
 
Goals 
 
The minimum levels of Solid Waste Recycling are listed below.  These are minimum levels 
that must be reached.  It is the goal of D219 to exceed these minimum levels for each of the 
four categories listed below.   

 
Ongoing Consumables: D219 will maintain a sustainable recycling program that adheres to 
the criteria above for at least 50% of the total ongoing consumable waste stream by 
weight/volume 
 

> Portable dry-cell batteries: D219 will divert at least 80% of discarded batteries from 
the trash. 

> Light Bulbs that Contain Mercury: D219 will reduce the overall amount of wasted 
light bulbs for 95% 

 
Durable Goods: D219 will maintain a sustainable recycling or reuse program that adheres 
to the criteria above for at least 70% of the durable goods waste stream by weight/volume 
or replacement value. 
 
Facility Alterations and Additions: D219 will maintain a sustainable diversion program that 
adheres to the criteria above for at least 70% of the volume of waste generated by facility 
alterations and additions. 

 
Procedures and Strategies 

 
The facility manager must be responsible for, or assign someone to be responsible for the 
following: 

 
> Evaluating all building and site waste streams.  
> Monitoring waste management performance, and tracking and reviewing waste 

reduction through a semi-annual waste stream audit. 
> Locating space within the building or on the site to separate and collect waste 

materials for recycling or reuse. Recycling space should be allocated in common 
areas, in classrooms, in open offices, and at centralized collection points. 

> Coordinating the waste management program with the purchasing management 
program on source reduction. 

> Encouraging reuse and recycling of eligible products through occupant education. 
> Stipulating contracts with Recycling Service Providers. 
> Adopting a recycling/reusing program for all durable goods; coordinating with 

appropriate staff in charge of disposing of these specific items; working with 
vendors for cartridge recycling; evaluating items that can be reused internally or 
donated to charity. 
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Responsible Party 
 
Teams and individuals involved in activities pertaining to the policy: 
 
Director of Buildings and Ground  
Chief Technology Officer  
 
Definitions 

 
Ongoing consumables –  Products that have a low cost per unit and are regularly used and 
replaced in the course of business. Examples include paper, toner cartridge, binder, 
batteries and desk accessories. 
Durable goods – Products that have a useful life of 2 years or more and are replaced 
infrequently or may require capital program outlays. Examples include furniture, office 
equipment, appliances, televisions and audiovisual equipment. 
Waste Stream – The overall flow of waste from the building to a landfill, incinerator or 
other disposal site. 
Recycling – The collection, reprocessing, marketing and use of materials that were diverted 
or recovered from solid waste stream. 
Reuse – The returned material to active use in the same or related capacity as their original 
use, thus extending the lifetime of materials that would otherwise be discarded. 
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General Personnel 

Equal Employment Opportunity and Minority Recruitment 
The School District shall provide equal employment opportunities to all persons regardless of their race, 
color, religion, creed, national origin, sex, sexual orientation, age, ancestry, marital status, arrest record, 
military status, order of protection status, or unfavorable military discharge, citizenship status provided the 
individual is authorized to work in the United States, use of lawful products while not at work, being a victim 
of domestic or sexual violence, genetic information, physical or mental handicap or disability, if otherwise 
able to perform the essential functions of the job with reasonable accommodation, and credit history is an 
established bona fide occupational requirement of a particular position, or other legally protected 
categories. 
The Superintendent shall use reasonable measures to inform staff members and applicants that the District is 
an equal opportunity employer, such as by posting required notices and including this policy in the 
appropriate handbooks.  

Persons who believe they have not received equal employment opportunities should report their claims to the 
Grievance Coordinator and/or a Complaint Manager for the Uniform Grievance Procedure.  No employee or 
applicant will be discriminated or retaliated against because he or she initiated a complaint, was a witness, 
supplied information, or otherwise participated in an investigation or proceeding involving an alleged 
violation of this policy or State or federal laws, rules or regulations, provided the employee or applicant did 
not make a knowingly false accusation nor provide knowingly false information.  

Minority Recruitment 

The District will attempt to recruit and hire minority employees.  The implementation of this policy may 
include advertising openings in minority publications, participating in minority job fairs, and recruiting at 
colleges and universities with significant minority enrollments.  This policy, however, does not require or 
permit the District to give preferential treatment or special rights based on a protected status without evidence 
of past discrimination. 
LEGAL REF.: Age Discrimination in Employment Act, 29 U.S.C. § 621 et seq. 

Americans With Disabilities Act, Title I,  42 U.S.C. § 12111 et seq. 
Civil Rights Act of 1991, 29 U.S.C. §§621 et seq., 42 U.S.C. §1981 et. Seq., §200e et seq., and §12101 et seq. 
Equal Employment Opportunities Act (Title VII of the Civil Rights Act of 1964), 
 42 U.S.C §2000e et seq., 29 C.F.R. part 1601. 
Equal Pay Act, 29 U.S.C. § 206(d). 
Employee Credit Privacy Act, 820 ILCS 70/. 
Ill. Constitution, Art. I, §§ 17, 18, and 19. 
Immigration Reform and Control Act, 8 U.S.C. § 1324a et seq. 
Genetic Information Nondiscrimination Act, 42 U.S.C. §2000ff et seq. 
Rehabilitation Act of 1973, 29 U.S.C. § 791 et seq. 
Title VI of the Civil Rights Act of 1964, 42 U.S.C. § §2000d et seq. 
Title IX of the Education Amendments, 20 U.S.C. § 1681 et seq., 34 C.F.R. Part 106. 
Uniformed Services Employment and Reemployment Rights Act (1994), 38 U.S.C. §§4301 et seq. 
Ill. Constitution, Art. I, §§17, 18, and 19. 
Genetic Information Protection Act, 410 ILCS 513/25. 
Ill. Whistleblower Act 740 ILCS 174 et seq. 
Ill. Human Rights Act, 775 ILCS 5/1-103 and 5/2-102.  
Ill. Equal Pay Act of 2003, 820 ILCS 112/1 et. seq. 
Religious Freedom Restoration Act, 775 ILCS35/5. 
Victims’ Economic Security and Safety Act, ILCS 180/30. 
775 ILCS 5/1-103 and 5/2-102. 
105 ILCS 5/10-20.7, 5/10-20.7a, 5/10-21.1, 5/10-22.4, 5/10-23.5, 5/22-19, 5/24-4, 5/24-4.1, and 5/24-7. 
23 Ill. Admin. Code § 1.230. 

CROSS REF.: 2:260 (uniform grievance procedure), 5:20 (sexual harassment), 5:30 (hiring process and criteria, 5:40 
(communicable and chronic infectious disease, 5:70 (religious holidays), 5:180 (temporary illness or 
temporary incapacity), 5:200 (terms and conditions of employment and dismissal), 5:250 (leaves of 
absence), 5:270 (employment, at-will, compensation, and assignment),5:330 (sick days, vacation, 
holidays, and leaves), 7:10 (equal educational opportunities), 7:180 (preventing bullying, intimidation, 
and harassment), 8:70 (accommodating individuals with disabilities) 

ADOPTED:  April 19, 2010  
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General Personnel 

Administrative Procedure - Workplace Accommodations for Nursing Mothers  

The School District accommodates mothers who choose to continue breastfeeding after returning to work. 
An employee who is a nursing mother may take reasonable unpaid breaks each day to express breast milk 
or breastfeed her infant. The employee’s supervisor shall help the employee arrange a break schedule 
accommodating the nursing mother while minimizing disruption. The break time must, if possible, run 
concurrently with any break time already provided to the employee.  

Each Building Principal or chief administrator in another District building shall identify a private room or 
space where, if a request is made, an employee may express milk or breastfeed her infant. The private 
space shouldmust: (1) be in close proximity to the work area and be other than a toilet stallbathroom, 
and (2) be free from intrusion from coworkers and the public, and (3) include an electrical outlet for 
the use of an electric breast pump.  

Supervisors should consider ways to accommodate an employee’s needs with minimal disruption of the 
school environment. If possible, supervisors will ensure that employees are aware of these workplace 
accommodations prior to maternity leave. 

LEGAL REF.: Right to Breastfeed Act, 740 ILCS 137/1 et seq. 
Nursing Mothers in the Workplace Act, 820 ILCS 260/1 et seq.  

CROSS REF.: 5:200 (terms and conditions of employment and dismissal) 
 
 
Board Review:   November 5, 2007 
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General Personnel 

Hiring Process and Criteria 

The District hires the most qualified personnel consistent with budget and staffing requirements and in 
compliance with Board Policy on equal employment opportunity and minority recruitment.  The Assistant 
Superintendent for Human Resources is responsible for recruiting personnel and making hiring 
recommendations to the Board of Education. The Assistant Superintendent may select personnel on a 
short-term basis for a specific project or emergency condition before the Board of Education's approval.  
If the Assistant Superintendent’s recommendation is rejected, the Assistant Superintendent for Human 
Resources must substitute another. No individual will be employed who has been convicted of a 
criminal offense listed in Section 5/10-21.9(c) of The School Code.  No substitute teacher will be 
employed without first presenting his or her certificate of authorization from the Regional 
Superintendent.  
All applicants must complete a District application in order to be considered for employment. 

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

Investigations 

The Superintendent or designee shall ensure that a fingerprint-based criminal history records check and a 
check of the Statewide Sex Offender Database and Violent Offender Against Youth Database (when 
available) is performed on each applicant as is required by State law.  Fingerprint based criminal history 
records check will also be required for every employee.  The Superintendent or designee shall notify an 
applicant if the applicant is identified in either database. The School Code requires the Board President 
will to keep a conviction record confidential and share it only with the Superintendent, Regional 
Superintendent, State Superintendent, State Teacher Certification Board, or any other person necessary to 
the hiring decision, or for purposes of clarifying the information, the Department of State Police 
and/or Statewide Sex Offender Database. 

The Superintendent or designee shall ensure that an applicant’s credit history or report from a 
consumer reporting agency is used only when a satisfactory credit history is an established bona 
fide occupational requirement of a particular postion.  

Each newly hired employee must complete an Immigration and Naturalization Service Form as required 
by federal law. 

The District retains the right to discharge any employee whose criminal background investigation reveals 
a conviction for committing or attempting to commit any of the offenses outlined in 5/21-23a of The 
School Code or who falsifies. or omits facts from, his or her employment application or other 
employment documents. 

Physical Examinations 
New employees must furnish evidence of physical fitness to perform assigned duties and freedom from 
communicable disease, including tuberculosis.  All physical fitness examinations and tests for 
tuberculosis must be performed by a physician licensed in Illinois, or any other state, to practice medicine 
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and surgery in any of its branches, or an advanced practice nurse who has a written collaborative 
agreement with a collaborating physician that authorizes the advanced practice nurse to perform health 
examinations, or a physician assistant who has been delegated the authority by his or her supervising 
physician to perform health examinations.  The employee must have the physical examination and 
tuberculin test performed no more than 90 days before submitting evidence of it to the Board of 
Education. 

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

Orientation Program 

The District's staff will provide an orientation program for new employees to acquaint them with the 
District's policies and procedures, their school's rules and regulations, and the responsibilities of their 
position. 

LEGAL REF.: Americans With Disabilities Act, 42 U.S.C. § 12112, 29 C.F.R. Part 1630. 
Immigration Reform and Control Act, 8 U.S.C. § 1324a et seq. 
105 ILCS 5/10-16.7, 5/10-5/10-20.7, 5/10-21.4, 5/10-21.9, 5/21-23a, 5/10-22.34,  
 5/10-22.34b, 5/22-6.5, and 5/24-1 et seq. 
820 ILCS 55/and 70/. 
Duldulao v. St. Mary of Nazareth Hospital, 483 N.E.2d 956 (1st Dist. Ill. 1985), 
 aff’d in part and remaned 505 N.E.2d 314 (Ill., 1987) 
Kaiser v. Dixon, 468 N.E.2d 822 (2nd Dist. Ill. 1984). 
Molitor v. Chicago Title & Trust Co., 59 N.E.2d 695 (5th Dist. Ill. 1982). 

CROSS REF.: 3:50 (administrative personnel other than superintendent), 5:10 (equal employment 
opportunity and minority recruitment), 5:40 (communicable  
and chronic infectious disease), 5:280 (education support personnel – duties and 
qualifications) 

ADOPTED: March 22, 2010  
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General Personnel 

Administrative Procedure - Investigations  

Immigration Investigation 

All newly hired employees must complete an section one of the Immigration and Naturalization Service 
Form I-9 no later than three business days following their first working day. (Immigration Reform and 
Control Act, 8 U.S.C. §1324a, 8 C.F.R. §274a2.)  If an individual is unable to provide the required 
documents to complete the Form I-9 within the three-day periodit, the individual must may present a 
receipt for the application of the required documents within three days of the hire. and The individual 
must then present the required documents within 90 days of the hire.  The Superintendent or designee 
completes section two of the Form I-9 and confirms the employees information. 

The Form I-9 shall be retained for a period of three years after the date of hire or one year after individual 
employment is terminated, whichever is later. 

Criminal History Records Check 

Note: These requirements are in 105 ILCS 5/10-21.9, amended by P.A. 96-1452 and 105 ILCS 5/21-
9, amended by HB 5983, eff. 1-1-2011. See also the Sex Offender Community Notification Law (730 
ILCS 152/101 et seq.); Child Murderer and Violent Offender Against Youth Community 
Notification Law (730 ILCS 154/75-105); policy 4:170, Safety; and administrative procedure 4:170-
AP2, Criminal Offender Notification Laws. A detailed “Guide to Understanding Criminal 
Background Check Information” is available at: www.isp.state.il.us/docs/5-727.pdf. Important: 20 
ILCS 2630/5(h)(2)(A) outlines how an individual may petition to have an arrest record expunged by 
the arresting authority and the records of the arrest sealed by the circuit court clerk. It also details 
offenses for which an individual cannot have his or her conviction sealed. 

The following individuals are responsible for the actions listed: 

Applicant:  Each applicant for employment in any position (except bus driver) must provide a written 
authorization for a fingerprint-based criminal history records check at the time he or she submits the 
application. 

Applicant for Substitute Teacher - Each applicant for any substitute teacher position must provide 
his or her certificate of authorization from the Regional Superintendent of Schools or Suburban 
Cook County Intermediate Service Center (P.A. 96-893), whichever is appropriate. See 105 ILCS 
5/21-9(c), amended by HB 5863, eff. 1-1-2011. 

Student Teachers and Other Students Doing Clinical Experience 

Each student teacher and/or observer will complete a fingerprint-based criminal history records 
check through District 219 security. The Building Principal shall screen the name and address of 
each student teacher and each student seeking to do clinical experience in the school as described in 
policy 4:170-AP2, Criminal Offender Notification Laws. 

 

Current Staff: Current staff will be required to have a fingerprint criminal history check on file.  

Superintendent:   

1. Fingerprint-Based Criminal History Records Check 

http://www.isp.state.il.us/docs/5-727.pdf�
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The Superintendent or designee completes the required forms in order to request a fingerprint-
based criminal history records check from an appropriate police or live scan agency.  For 
substitute teachers, the Superintendent ensures that the certificate of authorization from the 
Regional Superintendent of Schools or Suburban Cook County Intermediate Service 
Center, whichever is appropriate, is on file in the District (105 ILCS 5/21-9(c), amended by 
HB 5863, eff. 1-1-2011).  

This may include submitting the applicant’s name, sex, race, date of birth, social security number, 
fingerprint images, and other identifiers to the Department of State Police on forms prescribed by 
the Department.  The Superintendent or designee will provide the applicant with a copy of the 
conviction record obtained from the State Police. Required by 105 ILCS 5/10-21.9(b). 

2. Check of the Statewide Sex Offender Database.  

The Superintendent or designee performs a check for each applicant of  

a. The Statewide Sex Offender Database (a/k/a Sex Offender Registry), 
www.isp.state.il.us/sor, as authorized by the Sex Offender Community Notification Law 
(730 ILCS 152/101 et. seq., as  amended by P.A. 94-945), and 

b.The Statewide Child Murderer and Violent Offender Against Youth DatabaseRegistry 
(www.isp/state.il.us/cmvo/), as authorized by the Child Murderer and Violent Offender 
Against Youth Community Notification Law (730 ILCS 154/75-105, as added by P.A. 
94-945). 

The Superintendent or designee notifies an applicant if the applicant is identified in the database as a sex 
offender. Required by 105 ILCS 5/10-21.9 (a-5), (a-6) and (b). 

State Police and FBI:  The Department of State Police and FBI furnish records of convictions (until 
expunged), pursuant to a fingerprint-based criminal history records check, to the School Board President. 

Board President:  The School Code requires the Board President to keeps a conviction record 
confidential.  The information may and shares it only be shared between the Board President, with 
the Superintendent or designee, Regional Superintendent (if the check was requested by the District), 
State Superintendent of Schools, State Teacher Certification Board, or any other person necessary to the 
hiring decision or clarification purpose, the Department of State Police and/or Statewide Sex 
Offender Database. See 105 ILCS 5/10-21.9(b), amended by P.A. 96-1452. 

Regional Superintendent/ Suburban Cook County Intermediate Service Center:  Whenever an 
applicant is seeking employment in more than one District as either a substitute or part-time teacher or 
educational support personnel employee, the Superintendent or designee may require the applicant to 
authorize the Regional Superintendent or Suburban Cook County Intermediate Service Center, 
whichever is appropriate,  to conduct the check.  The Regional Superintendent or Suburban Cook 
County Intermediate Service Center, whichever is appropriate, also performs a check of the 
Statewide Sex Offender Database, (www.isp.state.il.us/sor), as authorized by the Sex Offender 
Community Notification Law (730 ILCS 152/115) as amended by P.A. 94-948) and and the Violent 
Offender Against Youth Database (www.isp/state.il.us/cmvo/) as authorized by the Child Murderer 
and Violent Offender Against Youth Community Notification Law (730 ILCS 154/75-105). See 105 
ILCS 5/10-21.9 (a-5), (a-a6) and (b). 

Contractors:  The above requirements for fingerprint-based criminal history records check apply to 
every employee or agent of any contractor if the employee or agent has direct, daily contact with students.  
Note: The provisions in 105 ILCS 5/10-21.9(f) apply to contractor’s employees who have “direct, 
daily contact with students.” Thus, districts must: (1) seek a fingerprint-based criminal history 

http://www.isp.state.il.us/sor�
http://www.isp/state.il.us/cmvo/�
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records check for all such employees, or (2) include a provision in the contract with the contractor 
that the contractor will obtain the fingerprint-based criminal history records check and submit it to 
the district. All contracts should require the contractor to purchase insurance to cover misconduct 
by their employees and/or an indemnification clause. Additionally, a district should check its own 
insurance coverage to determine whether employees of contractors are covered. The contractor must 
provide the District with the name and address of each employee who will perform work on school 
property and obtain a fingerprint-based criminal history records check for all such employees.  No person 
may work on school grounds who has been convicted of committing or attempting to commit any one or 
more of the offenses cited in one and two below.  See Board policy 4:170, Safety, for the responsibilities 
of contractors. 

District:   The Board of Education complies with 105 ILCS 5/10-21.9 and 5/21-23a. It will not 
knowingly employ a person, nor mayor allow a person work or teach students on school grounds, who:  

1. Has been convicted of committing or attempting to commit any one or more of the following 
offenses: 

a. Attempted first degree murder, first-degree murder, or any Class X felony. 

b.  ThoseSex offenses as defined in Sections 11-6, and 11-9,  through 11-9-5, inclusive, 
Sections 11-14, 11-15, 11-15.1, 11-16, 11-17, 11-18, 11-19, 11-19.1, 11-19.2, 11-20, 11-
20.1, through 11-21, inclusive, Sections 11-23 (if punished as a Class 3 felony) 11-24, 11-
25, and 11-26, and Sections 12-14.9, 12-13, 12-14, 12-14.1, 12.15, 12-16, 12-32, and 12.16 
33 of the Criminal Code of 1961. 

c. Those defined in the Cannabis Control Act, 720 ILCS 550/1 et seq., except 720 ILCS 
550/4(a), 550/4(b), and 550/5(a).  

d. Those defined in the Illinois Controlled Substances Act, 720 ILCS 570/100 et seq.  

e. Those defined in the Methamphetamine Control and Community Protection Act, 720 
ILCS 646/. 

e.f. Any offense committed or attempted in any other state or against the laws of the United 
States, which if committed or attempted in Illinois, would have been punishable as one or 
more of the foregoing offenses. 

2. Has been found to be the perpetrator of sexual or physical abuse of any minor less than 18 years 
of age pursuant to proceedings under Article II of the Juvenile Court Act of 1987. 

Reporting New Hires 
The Superintendent or designee shall timely file an IRS Form W-4 or IDES New Hire Reporting Form for 
each newly hired employee with the Illinois Department of Employment Security. See 820 ILCS 
405/1801.1. 
 
 
 
 
Board Review: February 12, 2007 
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Personnel 

General  Personnel - Abused and Neglected Child Reporting 

Any District employee who suspects or receives information that a student may be abused or neglected 
child or for a student aged 18 through 21, an abused or neglected individual with a disability, shall 
immediately: (1) report such a case to the Illinois Department of Children and Family Services in 
accordance to the Illinois Abused and Neglected Child Reporting Act (ANCRA)on its Child Abuse 
Hotline 800/25-ABUSE or 217/524-2606, and (2) follow and additional direction given by the Illinois 
Department of Children and Family Services to complete a report.  The employee shall also promptly 
notify the Building Principal or Assistant Principal of Pupil Personnel Services that a report has been 
made.  All District employees shall sign the Acknowledgement of Mandated Reporter Status form 
provided by the Illinois Department of Child and Family Services (DCFS) and the Superintendent or 
designee shall ensure that the signed forms are retained. 

Any District employee who discovers child pornography on electronic and information technology 
equipment shall immediately report it to local law enforcement, the National Center for Missing and 
Exploited Children’s Cyber Tip line 800/843-5678, or online at www.cybertipline.com.  The 
Superintendent or Building Principal shall also be immediately notified of the discovery and that a 
report has been made.  

The Superintendent shall execute the requirements in Board policy 5:150, Personnel Records, 
whenever another school district requests a reference concerning an applicant who is or was a 
District employee and was the subject of a report made by a District employee to DCFS. 

The Superintended shall notify the State Superintendent and the Regional Superintendent in writing 
when he or she has reasonable cause to believe that a certificate holder was dismissed or resigned 
from the District as a result of an act that made a child an abused or neglected child.  The 
Superintendent must make the report within 30 days of the dismissal or resignation and mail a copy 
of the notification to the certificate holder.  
The Superintendent or designee shall provide staff development opportunities for all school personnel 
working with students, in the detection, reporting, and prevention of child abuse and neglect. 

Each individual Board of Education member must, if an allegation is raised to the member during an 
open or closed Board of Education meeting that a student is an abused child as defined in the Act, 
direct or cause the Board of Education to direct the Superintendent or other equivalent school 
administrator to comply with the requirements of the Act concerning the reporting of child abuse.  

LEGAL REF.: 105 ILCS 5/10-21.9. 
 20 ILCS 1305/1-1 et. seq. 
 20 ILCS 2435/. 
 325 ILCS 5/1 and 5/4 et seq. 

CROSS REF.: 2:20 (powers and duties of the board of education), 5:20 (sexual harassment), 
5:100 (staff development program), 5:150 (personnel records), 6:120 (education  
of children with disabilities), 7:20 (harassment of students prohibited), 7:150 
(agency and police interviews) 

ADOPTED: March 22, 2010  

 

http://www.cybertipline.com/�
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General Personnel 

Ethics and Conduct 

All District employees are expected to maintain high standards in their school relationships, to 
demonstrate integrity and honesty, to be considerate and cooperative, and to maintain professional and 
appropriate relationships with students, parents, staff members, and others.  Any employee who sexually 
harasses a student or otherwise violates an employee conduct standard will be subject to discipline 
up to and including dismissal. 

The following employees must file a "Statement of Economic Interests" as required by the Illinois 
Governmental Ethics Act: 

1. Superintendent; 
2. Building Principal; 
3. Head of any department; 
4. Any employee having supervisory authority over, or direct responsibility for the formulation, 

negotiation, issuance, or execution of contracts entered into by the District, including 
collective bargaining agreements, in the amount of $1,000 or greater; 

5. Hearing officer; 
6. Any employee having supervisory authority for 20 or more employees;  
7. Any employee in a position that requires an administrative or a chief school business official 

endorsement and; 
8. Any coach, support staff member, teacher, other employee or his or her representative that 

receives remuneration totaling over $5,000 per academic year from work performed on 
school grounds or using school equipment, or conducted using the name of the school District 
or a single school within the district, or conducted in such a way that a reasonable person 
would consider the work sponsored, hosted, or authorized in any way by the District. 

 
Ethics for Social Workers, Psychologists, Counselors and Nurses 
 
Niles Township High School social workers, psychologists, counselors and nurses have agreed to abide 
by the following ethical standards put forth by the organizations below: 

NASW - http://www.socialworkers.org/pubs/code/default.asp 

NASP - http://www.nasponline.org/standards/ProfessionalCond.pdf 

ASCA - http://www.schoolcounselor.org/content.asp?contentid=173 

NASN-http://www.nasn.org/Default.aspx?tabid=512 
 
Ethics and Gift Ban 
Board policy 2:105, Ethics and Gift Ban, applies to all district employees.  Students shall not be used in 
any manner for promoting a political candidate or issue. 

Outside Employment and Conflict of Interest 

No District employee shall be directly or indirectly interested in any contract, work, or business of the 
District, or in the sale of any article by or to the District, except when the employee is the author or 
developer of instructional materials listed with the State Board of Education and adopted for use by the 
Board.  An employee having an interest in instructional materials must file an annual statement with the 
Board Secretary. 

For the purpose of acquiring profit or personal gain, no employee shall act as an agent of the District nor 
shall an employee act as an agent of any business in any transaction with the District. 

http://www.socialworkers.org/pubs/code/default.asp�
http://www.nasponline.org/standards/ProfessionalCond.pdf�
http://www.schoolcounselor.org/content.asp?contentid=173�
http://www.nasn.org/Default.aspx?tabid=512�
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Employees shall not engage in any other employment or in any private business during regular working 
hours and such other times as are necessary to fulfill appropriate assigned duties. 

Tutoring 

District teachers shall not be permitted to receive pay or gifts directly or indirectly for the private tutoring, 
on any District property, of any District student.  Teachers are expected to tutor their students during their 
free period or “office hours” by appointment.     

The Superintendent may authorize exceptions to this Policy according to its implementing Procedures. 

LEGAL REF.: U.S. Constitution, First Amendment. 
5 ILCS 420/4A-101 and 430/. 
50 ILCS 135/. 
105 ILCS 5/10-22.39, 5/22-5 and 5/24-22. 
775 ILCS 5/5A-102. 
Pickering v. Board of Township H.S. Dist. 205, 391 U.S. 563 (1968). 
Garcetti v. Ceballos, 547 U.S. 410 (2006). 
 

CROSS REF.:        2:105 (ethics and gift ban), 5:100 (staff development program) 

ADOPTED: March 22, 2010  
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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,. On or before September 1 of each year, unless 
otherwise provided in an applicable collective bargaining agreement, 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 student 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 parent(s)/guardian(s) of students in schools receiving Title I money 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 four or more consecutive weeks by, a teacher who 
is not highly qualified.  

 

LEGAL REF.: 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 § 1.620 et seq., §1.705 et seq., and Part 25. 

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

ADOPTED: May 19, 2008  
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Educational Support Personnel 

Employment Termination and Suspensions 

Resignation 
An employee may resign upon written notice to the supervisor.  A resignation is binding upon receipt by the 
employee’s supervisor and cannot be revoked thereafter.   

For employees covered by a collective bargaining agreement, please refer to Agreement between Board of 
Education of School District No. 219 and Niles Township Support Staff Local 1274. 

For all other educational support staff personnel: 

Final Paycheck 
A terminating employee's final paycheck will be adjusted for any unused, earned vacation credit. Employees 
are paid for all earned vacation. With the approval of the Superintendent, an employee whose termination is 
involuntary may receive up to 2 weeks salary in severance pay.  Terminating employees will receive their 
final pay on the next regular payday following the date of termination, except that an employee dismissed due 
to a reduction in force shall receive his or her final paycheck on or before the third business daynext regular 
pay date following the last day of employment.  

Non-RIF Dismissal 
The District may terminate an at-will employee at any time, for any reason, subject to State and federal law, 
or no reason at all. 

Employees who are employed annually or have a contract, or who otherwise have a legitimate expectation of 
continued employment, may be dismissed: (1) at the end of the school year or at the end of their respective 
contract after being provided appropriate notice and after compliance with any applicable contractual 
provisions, or (2) mid-year or mid-contract provided appropriate due process procedures are provided.   The 
Superintendent is responsible for making dismissal recommendations to the Board consistent with the 
Board’s goal of having a highly qualified, high performing staff. 

Reduction In Force and Recall  
This section is applicable whenever the Board of Education decides to decrease the number of full-time 
educational support personnel.  The Board of Education shall use a seniority list to determine the order of 
dismissal or removal.  The seniority list, categorized by positions, shows the length of continuing service of 
each full-time educational support employee. The employee with the shorter length of continuing service 
within the respective category of position shall be dismissed first.  

Except as provided below, written notice will be given the employee by certified mail, return receipt 
requested, at least 30 days before the end of the school term, together with a statement of honorable dismissal 
and the reason therefore if applicable.  The prior written notice will be extended to at least 90 days if the lay-
off is due to the District entering into a contract with a third party for non-instructional services.  The prior 
written notice will be shortened to at least 5 days before an employee’s hours are reduced as a result of an 
unforeseen reduction in the student population. 
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Any vacancies for the following school term or within one calendar year from the beginning of the following 
school term, shall be offered to the employees so removed or dismissed from that category of position 
provided they are qualified to hold such positions. 

Suspension 
The Superintendent or designee is authorized to suspend an employee with or without pay as a disciplinary 
action or when conducting an investigation into allegations of misconduct.  

Any criminal conviction resulting from the investigation or allegations shall require the employee to repay 
to the District all compensation and the value of all benefits received by the employee during the 
suspension.   

 
LEGAL REF.: 5 ILCS 430 et seq. 
 105 ILCS 5/1022.34c and 5/1023.5. 
 820 ILCS 105/4a. 
 
CROSS REF.: 5:240 (suspension), 5:270 (employment-at-will, compensation, assignment and benefits) 
 
ADOPTED: February 2, 2009  
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Professional Personnel 

Substitute Teachers 

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

A substitute teacher must hold a valid teaching or substitute certificate and present a certificate of 
authorization from the Regional Superintendent showing that he or she is approved to 
substitute teach.  Substitute teachers with a substitute certificate may teach only when an 
appropriate, fully-certificated teacher is unavailable.  

A substitute teacher may teach only for a period not to exceed 90 paid school days or 450 paid school 
hours in any one school district in any one school term.  However, a teacher holding an early 
childhood, elementary, high school, or special certificate may substitute teach for a period not to 
exceed 120 paid school days or 600 paid school hours in any one school district in any one school 
term, unless the subject area is one where the Regional Superintendent has certified that a personnel 
shortage exists. 

The Board of Education annually establishes a daily rate of pay for substitute teachers.  No fringe 
benefits are given to substitutes. Substitute teachers receive only monetary compensation for 
time worked and no other benefits.  

 

LEGAL REF.: 105 ILCS 5/21-9, 24-5. 
23 Ill. Admin.Code § 1.790. 

ADOPTED: October 19, 2009  
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Personnel 
 

Administrative Procedures:  Substitute Teachers 
 

Assignment and Supply 
 
The assignment and supply of substitute teachers to serve when regular teachers are absent shall be 
the responsibility of the Principal or designee in each school unit.  Any other substitute teacher 
arrangements are forbidden. 
 
1. Substitute teachers are required to have a valid State of Illinois teaching certificate in the field(s) 

in which they substitute or a substitute teacher certificate. 
2. Substitute teachers shall have the following credentials on file with the Assistant Superintendent 

for Human Resources: 
a. Completed application for employment, 
b.Evidence of teaching certificate registration, 
c.Evidence of freedom from tuberculosis, 
d.State and federal tax forms, 
b. Transcript of college credits, 
f.Form I-9, and 
c. Certificate of authorization from the Regional Superintendent or Suburban Cook 

County Intermediate Service Center, whichever is appropriate (105 ILCS 5/21-9(c), 
amended by HB 5863, eff. 1-1-2011), 

d. certification 
e. State and federal tax forms, and 
f. Form 1-9 
h. Written authorization for criminal background investigation. 

 
The Assistant Superintendent for Human Resources or designee shall secure and maintain as 
extensive a list as possible of qualified, available substitute teachers from local and surrounding 
communities.  All school units of the system shall draw from this list for their substitute teaching 
needs. 
 
The Assistant Superintendent for Human Resources or designee verifies the certificate of 
authorization with the list of registered substitute teachers maintained by the Regional 
Superintendent or Suburban Cook County Intermediate Service Center, whichever is 
applicable. 
 
For brief substitution assignments, such as for a single class period or when the supply of outside 
substitute teachers is exhausted, staff members may be asked to serve as internal substitute teachers 
during periods when they are not assigned to teach or supervise. 
 
Responsibilities of Teachers Who Require a Substitute 
 
Teachers who can anticipate their absence in advance, shall notify the office of their school unit at the 
earliest opportunity. 
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If a teacher is unable to report to work, s/he shall call the Substitute Teacher Coordinator 90 minutes 
prior to the start of school giving notice of the absence.  The teacher shall also call his/her director or 
designee no later than 15 minutes before the beginning of the school day on the day of the absence, to 
communicate such things as the projected duration of illness, and additional instructions such as class 
assignments or activities that may require alternative arrangements. 
 
It shall be the responsibility of the absent teacher to see that the substitute teacher is furnished with 
detailed directions for carrying forward class instruction.  These plans must be available in written 
format (if pre-arranged, via email with the department secretary).  It is not acceptable for a teacher to 
leave a plan that states “have sub call me for lesson plans.” 
 
Responsibilities of Substitute Teachers 
 
Substitute teachers will be issued a Substitute Teacher Handbook to familiarize them with 
expectations and applicable information.  They will be expected to comply with district policies and 
procedures and instructions in the Substitute Teacher Handbook, and to implement instructions left by 
the absent teacher. 
 
Evaluation of Substitute Teachers 
 
The Principal and Teacher shall be responsible for the supervision and evaluation of the work of 
substitute teachers.  Teachers shall complete a substitute teacher evaluation form (5:220-E) upon their 
return and forward such form to their Director, for unsatisfactory substitute teacher performance only.  
If an unsatisfactory performance report or complaint is made the following steps will be followed: 
 

• Once a complaint is levied or unsatisfactory performance report is generated by a staff 
member it should be forwarded immediately to the Assistant Principal for Operations. 

 
• The Assistant Principal for Operations will decide on the best course of action for 

remediation or removal from the substitute teacher list. (This could include; closer 
supervision, a conversation with the substitute, investigation if necessary, or immediate 
removal from the class or district substitute list). 

 
• A copy of the unsatisfactory performance form will be kept with the Assistant Principal and 

forwarded to Human Resources. 
 

• If the substitute needs to be removed from the substitute list the Assistant Principal will speak 
with the substitute in person or by phone to notify them of their decision. 

 
• A written summary of the conversation and request for removal will be forwarded to the other 

High School’s Assistant Principal, both substitute clerks, and Human Resources. 
 

• The written summary will remain in the substitutes file and Human Resources will notify 
both substitute clerks and Assistant Principals, confirming the substitute has been removed 
from the substitute list. 

 
Replacement Teachers 
 
Replacement Teachers may be hired to cover teacher absences of extended and pre-determined 
duration, such as a semester or year long leave of absence. 
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Upon offering a contract to a replacement teacher, the Assistant Superintendent for Human Resources 
shall indicate to the candidate the conditions and terms of his/her appointment as a replacement, and 
the contract for this teacher shall be so modified with language approved by the Board’s attorney to 
specify the terms and conditions of employment. 

 
 

Board Review:  April 28, 2008  
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Personnel 
 
Administrative Procedure:  Substitute Teacher Rate of Pay 
 
External Substitutes: Pay for substitute teachers drawn from outside the system shall be as follows:  
 
Level Number of Days Taught 

 
Regular Substitute 

1.  1-10 $110.00 per day 
   
2.  Over 10 BA-Step IBeginning 

Paraprofessional Daily 
Rate 

 
 
 
To advance from Level 1 to Level 2, the substitute must have taught as a full time replacement for the 
same teacher for at least ten (10) consecutive school days. 
 
 
A full day includes seven assignments per day.  For any fractional part of a school day, the outside 
substitute shall be paid pro rata for the work s/he performs on that day, except that no outside substitute 
teacher shall be called in to substitute for less than one class period, nor shall s/he receive for any service 
call s/he fulfills less than one-fifth (1/5)seventh (1/7) of one (1) day's pay. 
 
Substitute teachers may be assigned to supervisory duties beyond their classroom assignments, provided 
they have a 45 minute lunch period.  They are not entitled to a plan period.  Exceptions may be authorized 
by the Building Principal in the case of a long-term substitute. 
 
Internal Substitutes:  Teachers who are asked to cover a class during a period in which they are not 
already assigned to teach or supervise will be paid at the contractually agreed rate of pay. 
 
 
 
Board Review: March 22, 2010  
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Instruction 

Administrative Procedures - Student Group Trips 
 
Student group trips are school approved student trips that are associated with extra-curricular, co-
curricular, or special interest group activities, as defined in 6:190-AP1.  They are usually scheduled when 
school is not in session, and may include overnight trips.  No student may participate in a student group 
trip without submitting the appropriate form (6:190-E1), signed by the legal guardian and student.   
 
Supervision 
1. The Principal will assure adequate supervision of all student group trips by staff members and other 

adults.  
2. The sponsoring administrator will approve and train all trip supervisors and chaperones.   
3. Supervisors and chaperones will make every reasonable effort to secure the safety and welfare of 

group trip participants en route, during stopover, and during activities.  
 
Approval for a Student Group Trip 
 
Before a teacher may promote, organize, or fund-raise for a student group trip, he or she must receive 
approval from the supervising administrator.  Trips must have a clearly defined purpose that is tied to the 
Board goals, program outcomes, School Improvement Plan targets, and other related benefits to students.  
The Assistant Superintendent for Business Services or designee shall approve all negotiations and 
conclude all contracts with travel agencies or agents. 
 
If the trip is overnight, Form 6:190-E2 and 6:190-E3 must also be prepared and approved by the Board of 
Education prior to the trip.  
 
Domestic field trips will come to the Board of Education via Friday letters from the Superintendent, and if 
any Board member requests, the field trip will be brought to the entire Board during a regularly schedule 
meeting.  All international trips will come to the Board and be placed on the agenda of a regularly 
scheduled meeting. 
 
Debate Team Out-of-StateOvernight Trips 
 
The debate teams regular season out-of-stateovernight trips are not subject to field trip review.  
 
Financing 
 
Budgeted funds (including grant money) may only be used to cover some types of activity travel, 
including transportation.  Students participating in a Student Group Trip may be charged a uniform fee for 
expenses not covered by budgeted funds or activity funds.  The supervising administrator will review and 
approve this fee.  The basic trip cost for chaperones will be provided by complimentary trip packages, 
district funds, activity account funds, parent group donations, fund-raising, personal contribution or by a 
combination of the above. 
The following chart shows allowable sources of funding for trip costs: 
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TYPE OF EVENT 

SCHOOL/ 
DISTRICT 
FUNDS 

 
ACTIVITY 
FUNDS 

 
STUDENT 
FEES 

IHSA sponsored contests and other 
events 

Up to 100% If needed If needed 

Trips for other statewide student 
organizations incorporated in IL. 

Up to 100% If needed If needed 

Trips for other student groups 0% 100% 100% 
 
 
TYPE OF EVENT 

SCHOOL/ 
DISTRICT 
FUNDS 

 
ACTIVITY 
FUNDS 

 
STUDENT 
FEES 

Community and metropolitan area 
appearances and meetings in which 
students represent the school or 
district 

100% If needed If needed 

Field trips (associated with a 
course) 

Amount not covered 
by student fee (set 
by Superintendent) 

If budget and fees 
are insufficient 

If budget and fees 
are insufficient 

Out-of-state-trips (for any group) 
that are overnight 

0% 100% 100% 

Summer trips (unless sponsored by 
state association) 

0% 100% 100% 

National Competitions 100% *sponsor cost 
 
Up to: 30% per 
student cost, after 
petitioning the 
Board 

If needed All remaining 
costs 

 
*Sponsor is defined as the individual or designee who is receiving the stipend for the club/activity. 
The appropriate number of sponsors must align with: venue, event and need for student supervision.  
 
The building bookkeeper will take custody of all money collected from students. The Business Office will 
post student money to the appropriate building budget account.  The supervising administrator will 
authorize payment of all trip expenses. 
 
Liability Coverage  
 
A quote application form, available from the Business Office, must be filled out for each school 
sponsored trip that involves travel to another country.  This form must be submitted prior to trip 
departure.  The administrator in charge will assure that all trip providers submit proof of insurance and 
will maintain all records of insurance in the file on each trip. 
 
 
 
Board Review:  January 10, 2011  
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Instruction 
Weighted Grades and Rank in Class 

1. Weighting of Courses 
All courses except Physical Education, Driver Education and those courses graded pass/fail will be 
evaluated and placed in one of the four levels listed below: 
 

Level A B C D F 
II 5.00 4.00 3.00 1.50 0 
III 6.00 5.00 4.00 2.00 0 
IV 7.00 6.00 5.00 2.50 0 
V 8.00 7.00 6.00 3.00 0 

 

2. Courses to be Used in Computation of the Weighted Grade Point Average 

a. When computing the weighted grade point average under this policy, courses to be used in 
calculating the weighted grade point average (GPA) will include all courses in English 
(except Newspaper Production, Yearbook Production, Photojournalism, and Humanities), 
Foreign Language, Mathematics (except Computer Science), Science, Social Studies, and 
all Advanced Placement Courses. 

b. Sufficient courses in these or other departments, selected on the basis of decreasing earned 
weight, must be included to meet the following minimums at each semester: 

  
 Student Grade Level   Courses Included 
  11 - Semester 1     22 
  11 - Semester 2     25 
  12 - Semester 1     29 
  12 - Semester 2     32 
  

c. Additional courses taken in any other areas (including the exceptions in English and 
Mathematics) will be included in the calculation if their inclusion improves the weighted 
grade point average. 

d.b. Drivers Education, Physical Education and pass/fail courses are excluded for the weighted 
grade point average calculation.  

Beginning with the graduating class of 2014, class ranking will no longer be used.  Weighted 
and unweighted grade point averages will appear on the transcript.  

3. Rank in Class 

For the classes of 2011, 2012 & 2013 the following applies: 
Rank in class shall be calculated on both weighted and unweighted grade point averages and both 
ranks will appear on the transcript.  The weighted rank will be used to determine class valedictorian 
and salutatorian. 

4. Rank in Class for Early Graduation 
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Students who graduate early will retain, for the permanent records, the rank-in-class computed for 
their grade level at the time of their graduation.  Those students who complete their work early will 
not be included in the ranking when their class graduates. 

5. Rank in Class for Transfer Courses 

a. "Transfer Courses" are defined as any courses taken outside of District 219 for which credit 
can be accepted. 
Class ranks will be based only on courses taken in District 219.  Students must attend school 
full time (300 minute day) in District 219 for at least four (4) semesters in order to be included 
in the class rank and to qualify for the valedictorian or salutatorian position. 

Students with fewer than four (4) semesters of coursework taken in District 219 will not be 
included in, nor receive a class rank.  An explanation will be noted on the student’s transcript.   

b. Course titles, grades and credits for transfer courses shall appear on the transcript.  
However, no quality points (i.e., grade weight) shall be assigned to these courses which 
would be calculated in the weighted grade point average.  The exception shall be special 
education students placed through a Multidisciplinary Conference decision at an attendance 
center outside of District 219. These students' courses shall be transferred to District 219 
along with quality points which shall be calculated in the weighted grade point average. 

 

CROSS REF.: 7:40 (Nonpublic School Students) 

ADOPTED: January 10, 2011  
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Instruction 
Graduation Requirements 

To graduate from high school, unless otherwise exempted (e.g., students with Individualized 
Educational Programs), each student is responsible for successful completion of: 

1. Four years of language arts, including a year of American literature and the writing of a 
research paper; 

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, to include one year of physical science and one year of life science; 

5. Three years of social studies, to include one year of United States history and American 
government, one year of world cultures, and one semester of western civilization; 

6. One year chosen from fine arts or applied sciences and technology; 

7. One semester of physical education for each semester of enrollment, including health 
embedded in Sophomore physical education; 

8. One semester of health; 

9.8. Annual Internet Safety instruction according to 105 ILCS 5/27-13.3. 

10.9.Beginning with the class of 2013, one or two years of reading for students who score 
below district expectations on a standardized assessment, as defined in administrative 
procedures;  

11.10.One semester of consumer education or a passing grade on the State test; and 

12.11.Other credit sufficient to meet the 36 credit minimum requirement for graduation (in 
addition to physical education credits). 

12. Take the Prairie State Achievement Examination, unless the student: (a) is exempt 
according to 105 ILCS 5/2-3.64. 

13. In addition, no student shall receive a certificate of graduation without passing a 
satisfactory examination on patriotism and principles of representative government, 
proper use of the flag, methods of voting and the Pledge of Allegiance.   

The Superintendent or designee is responsible for:  

1. Maintaining a description of all course offerings that comply with the above graduation 
requirements  

2. Notifying students and their parent(s)/guardian(s) of graduation requirements;  

3. Developing the criteria for passing an examination on patriotism and principles of 
representative government, proper use of the flag, methods of voting, and the Pledge of 
Allegiance and, 
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1. 4.   Complying with State law requirements for students who transfer during 
their senior year because their parent(s)/guardian(s) are on active military duty. 
This includes making reasonable adjustments to ensure graduation if possible, 
or efforts to ensure that the original (transferor) school district issues the 
student a diploma. 

45. Taking all other actions to implement this policy.  

Early Graduation 

The Superintendent or designee shall implement procedures for students to graduate early, 
provided they finish six (6) semesters of high school and meet all graduation requirements. 

Certificate of Completion 

A student with a disability who has an IEP prescribing special education, transition planning, 
transition services, or related services beyond the student’s four (4) years of high school, qualifies 
for a certificate of completion after the student has completed four (4) years of high school.  The 
student is encouraged to participate in the graduation ceremony of his or her high school 
graduation class.  The Superintendent or designee shall provide timely written notice of this 
requirement to children with disabilities and their parent(s)/guardian(s). 

Veterans of World War II the Korean Conflict or the Vietnam Conflict 

Upon application, an honorably discharged veteran of World War II the Korean Conflict, or the 
Vietnam Conflict will be awarded a diploma, provided that he or she: (1) resided within an area 
currently within the District at the time he or she left high school, (2) left high school before 
graduating in order to serve in the U.S. Armed Forces, and (3) has not received a high school 
diploma or General Educational Development (GED) diploma. 

 

LEGAL REF.: 105 ILCS 5/2-3.64, 5/22-27, 5/27-3, 5/27-22 and 5/27-22.10. 

23 Ill.Admin.Code § 1.440. 

 

CROSS REF.: 6:30 (organization of instruction), 6:320 (credit for proficiency), 7:50 (school 
admissions and student transfers to and from non-district schools) 

 

ADOPTED:  January 11, 2010  
   



Niles Township High School District 219          6:320 
 Page 1 of 1 
 

Instruction 
Credit For Proficiency   

Students wishing to take proficiency examinations shall submit a parental permission form and 
contact the high school guidance counselor at least one month before the scheduled test date.  
The Building Principal will notify all eligible students of the date or dates of the tests.  

Consumer Education  
The District administers an annual consumer education proficiency test developed by the State 
Board of Education to students in grades 9 through 12 who elect to take it.  Any student 
achieving a score above the minimum score established by the State Board of Education shall be 
excused from the consumer education curriculum. 

Other Proficiency Testing 

Proficiency testing may be used to determine eligible credit for other subjects whenever students 
enter from non-graded schools, non-recognized or non-accredited schools, or were in a home-
schooling program. 

LEGAL REF.: 105 ILCS 5/10-22.10,5/10-22.43, 5/10-22.43a, 5/27-12.1, and 27-24.3 and 5/27-
24.4. 

CROSS REF.: 6:280 (grading and promotion), 6:300 (graduation requirements), 6:310 (credit for 
alternative courses and programs, and course substitutions), 7:40 (nonpublic school 
students, including parochial and home-schooled students)  

ADOPTED: October 27, 2008  
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Students 
Harassment of Students Prohibited 

Bullying, Intimidation, and Harassment Prohibited 

No person shall harass, intimidate or bully a student based upon a student's on the basis of 
actual or perceived: race, ; color, ; appearance, ; nationality, ; sex, ; sexual orientation, ; 
gender identity; gender-related identity or expression; ancestry;, age, ; religion, ; creed, 
physical or mental disability, ; gender identity, order of protection, status; status of being 
homeless, or; actual or potential marital or parental status, including pregnancy; association with 
a person or group with one or more of the aforementioned actual or perceived 
characteristics; or any other distinguished characteristic. or order of protection status.  The 
District will not tolerate harassing, intimidating conduct, or bullying whether verbal, physical, or 
visual, that interferes with a student's educational performance, or that creates an intimidating, 
hostile, or offensive environment.  Prohibited conduct includes but is not limited to name-calling, 
using derogatory slurs, stalking, causing psychological harm, threatening or causing physical 
harm, threatened or actual destruction of property, or wearing, possessing, or displaying 
items depicting or implying hatred or prejudice of one of the characteristics stated above. 

Complaints of harassment, intimidation or bullying are handled according to the provisions on 
sexual harassment, below.  The Superintendent shall use reasonable measures to inform staff 
members and students that the District will not tolerate harassment, intimidation or bullying. 

Sexual Harassment Prohibited 

Sexual harassment of students is prohibited.  Any person engages in sexual harassment whenever 
he/she makes sexual advances, requests sexual favors, and engages in other verbal or physical 
conduct of a sexual or sex-based nature, imposed on the basis of sex, that: 

1. denies or limits the provision of educational aid, benefits, services, or treatment; or that 
makes such conduct a condition of a student's academic status; or 

2. has the purpose or effect of: 
a. substantially interfering with a student's educational environment;  
b. creating an intimidating, hostile, or offensive educational environment; 
c. depriving a student of educational aid, benefits, services, or treatment; or  
d. making submission to or rejection of such conduct the basis for academic 

decisions affecting a student. 
 

The terms "intimidating", "hostile", and "offensive" include conduct which has the effect 
of humiliation, embarrassment, or discomfort.  Examples of sexual harassment include 
touching, crude jokes or pictures, discussions of sexual experiences, teasing related to 
sexual characteristics, and spreading rumors related to a person's alleged sexual 
activities. 
 
Making a Complaint; Enforcement 
 
Students who believe they are victims of sexual harassment or have witnessedare 
encouraged to report claims or incidents of bullying, harassment, sexual harassment, 
are encouraged to discussor any other prohibited conduct to the matter with the 
student  Nondiscrimination Coordinator, Grievance Coordinator, Building Principal, 



Niles Township High School District 219 7:20 
 Page 2 of 2 

Assistant Principal for Pupil Personnel Services, Dean of Students, or a Complaint 
Manager.  Students A student may choose to report to a person of the student's same 
sex.  Complaints will be kept confidential to the extent possible given the need to 
investigate.  Students who make good faith complaints will not be disciplined. 
 
An allegation that one a student was sexually harasseda victim of any prohibited 
conduct perpetrated by another student shall be referred to the Building Principal, 
Assistant Principal for Pupil Personnel Services, or Dean of Students for appropriate 
action. 
The Superintendent shall maintain a list of the names, addresses, and telephone numbers of the 
District's current Grievance Coordinator and Complaint Managers. 

The Superintendent shall also use reasonable measures to inform staff members and students that 
the District will not tolerate sexual harassmentof this policy, such as by including this policyit in 
the appropriate handbooks.  

Any District employee who is determined, after an investigation, to have engaged in sexual 
harassment conduct prohibited by this policy will be subject to disciplinary action up to and 
including discharge.  Any District student who is determined, after an investigation, to have 
engaged in sexual harassmentconduct prohibited by this policy will be subject to disciplinary 
action, including but not limited to, suspension and expulsion consistent with the discipline 
policy.  Any person making a knowingly false accusation regarding sexual harassmentprohibited 
conduct will likewise be subject to disciplinary action up to and including discharge, with regard 
to employees, or suspension and expulsion, with regard to students. 

LEGAL REF.: Title IX of the Educational Amendments, 20 U.S.C. § 1681 et seq. 
34 C.F.R. Part 106. 
105 ILCS 5/10-20.12,10,22.5, 5/27-1,  and 5/23.7. 
775 ILCS 5/1-101 et seq. 
23 Ill. Admin. Code § 1.240 and Part 200. 
Franklin v. Gwinnett Co. Public Schools, 112 S.Ct. 1028 (1992). 
Gebster v. Lago Vista Independent School District, 118 S.Ct. 1989 (1998). 
Davis v. Monroe County Board of Education, U.S. 119 S.Ct. 1661 (1999). 
West v. Derby Unified School District No. 260 F.3d 1358 (10th Cir., 2000). 

 

CROSS REF.: 2:260 (uniform grievance procedure), 5:20 (sexual harassment), 7:10 (equal 
educational opportunities), 7:180 (preventing bullying, intimidation, and 
harassment), 7:190 (student discipline) 

ADOPTED: April 19, 2010   
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Students 
 
School Admissions and Student Transfers To and From Non-District Schools 

Admission Procedure 

All students must register for school each year on the dates and at the place designated by the 
Superintendent.   

Parent(s)/guardian(s) of students enrolling in the District for the first time must present: 

1. A certified copy of the student’s birth certificate or other reliable proof of identity.  If a birth 
certificate is not presented, the Superintendent or designee 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.  A student will be enrolled without a birth certificate. When a certified copy 
of the birth certificate is presented, the school shall promptly make a copy for its records, place 
the copy in the student’s temporary record, and return the original to the person enrolling the 
child. If a person enrolling a student fails to provide a certified copy of the student’s birth 
certificate or other reliable proof of identity and age, the Superintendent or designee shall 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 case will be referred to the local law 
enforcement authority for investigation.  If compliance is not obtained within that 10 day period, 
the Superintendent or designee shall so refer the case.  The Superintendent or designee shall 
immediately report to the local law enforcement authority any material received pursuant to this 
paragraph which appears inaccurate or suspicious in form or content. 

2. Proof of residence, as required by Board policy 7:60, Residence. 

3. Proof of disease immunization or detection and required physical examinations, as required by 
State law and Board policy 7:100, Health Examinations, Immunizations, and Exclusion of 
Students.   

Homeless Children 

Any homeless child shall be immediately admitted, even if the child or the child's parent/guardian is 
unable to produce records normally required for enrollment.  Board policy 6:140, Education of Homeless 
Children, and its implementing administrative procedures, govern the enrollment of homeless children. 

Student Transfers To and From Non-District Schools 
A student may transfer into or out of the District according to State law and procedures developed by the 
Superintendent.  A student seeking to transfer into the District must serve the entire term of any 
suspension or expulsion, imposed for any reason by any public or private school, in this or any other state, 
before being admitted into the School District. 

Foreign Exchange Students 

The District may accept two (2) foreign exchange students per building per year providing they have a J-1 
visa and reside within the District as participants in an approved exchange program (see Board procedure 
7:50-AP).  Exchange students are not required to pay tuition or fees. 

Exchange students must comply with District immunization requirements.  Once admitted, exchange 
students become subject to all District policies and regulations governing students.   

Re-enrollment 
Re-enrollment shall be denied to any individual 19 years of age or above who has dropped out of school 
and who could not earn sufficient credits during the normal school year(s) to graduate before his or her 
21st birthday.  However, at the Superintendent’s or designee’s discretion and depending on program 
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availability, the individual may be enrolled in a graduation incentives program established under 105 
ILCS 5/26-16 or an alternative learning opportunities program established under 105 ILCS 5/13B-1 (see 
6:110, Programs for Students At Risk of Academic Failure and/or Dropping Out of School and 
Graduation Incentives Program). Before being denied re-enrollment, the District will offer the individual 
due process as required in cases of expulsion under policy 7:210, Expulsion Procedures. A person denied 
re-enrollment will be offered counseling and be directed to alternative educational programs, including 
adult education programs that lead to graduation or receipt of a GED diploma.  This section does not 
apply to students eligible for special education under the Individuals with Disabilities Education 
Improvement Act or accommodation plans under the Rehabilitation Act, Section 504. 
 

Students at Age 21 
Students who are 21 years of age prior to the start of a school year will be withdrawn.  Students who turn 
21 during the school year will be allowed to complete the school year before being withdrawn, regardless 
of their graduation status. 

LEGAL REF.: McKinney Homeless Assistance Act, 42 U.S.C. § 11431 et seq. 
Family Educational Rights and Privacy Act, 20 U.S.C. § 1232. 
Illegal Immigrant and Immigrant Responsibility Act of 1996, 8 U.S.C. § 1101. 
Individuals With Disabilities Education Improvement Act. 20 U.S.C. § 1400 et seq.  
Rehabilitation Act. Section 504, 29 U.S.C. §794 
105 ILCS 5/2-3.13a, 5/10-20.12, 5/10-22.5a, 5/14-1.02, 5/14-1.03a, 5/26-1, 5/26-2, 
5/27-8.1, and 10/8.1, 45/, and 70. 
410 ILCS 315/2e 
20 Ill. Admin.Code Part 1290 Missing Person Birth Records and School Registration. 
23 Ill. Admin. Code Part 375 , Student Records. 

 

CROSS REF.: 6:30 (organization of instruction), 6:110 (programs for students at risk of academic 
failure and/or dropping out of school and graduation incentives program), 6:140 
(education of homeless children), 6:300 (graduation requirements), 6:310 (credit 
for alternative courses and programs, and course substitutions), 7:50 (school 
admissions and student transfers to and from non-district school), 7:60 (residence), 
7:70 (attendance and truancy), 7:100 (health examinations, immunizations, and 
exclusion of students), 7:340 (student records) 

ADOPTED: July 26, 2010  
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Students 

Administrative Procedure - Establishing Student Residency 
 

Actor  Requirements and Actions That Must Be Completed 

Anyone Seeking to 
Enroll a Student 

Must present a certified or registered birth certificate for the student. 

 Must present proof of residency within the District by providing the 
required number of documents from each of the following categories: 
 
Category I (One document required) 
• Most recent property tax bill and proof of payment, e.g. canceled 

check or form 1098 (homeowners) 
• Mortgage (closing) papers (homeowners) 
• Signed and dated lease and proof of last month's payment, e.g. 

canceled check or receipts (renters) 
• Letter from manager and proof of last month's payment, e.g. canceled 

check or receipt (trailer park residents) 
• Affidavit of residence from landlord for month to month leases 
• Affidavits of residence (when the person seeking to enroll a student is 

living with a friend or relative who is a district resident) 
• Current homeowner’s/renter’s insurance policy and premium payment 

receipt 
 
Category II (Minimum of 3 documents are required) 
• Driver's license  
• Vehicle registration 
• Voter registration  
• Most recent cable television and/or credit card bill 
• Current public aid card 
• Most recent gas, electric, and/or water bill 
• Receipt for moving van rental or movers 
• Non-personal mail received at new residence 
• Bank statements 
• Social security card with address portion  
 
Military Personnel (Must provide one of the following within 60 days after 
the date of student’s initial enrollment) 
 

• Postmarked mail addressed to military personnel 
• Lease agreement for occupancy 
• Proof of ownership of residence 
• Housing Letter 
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Actor  Requirements and Actions That Must Be Completed 

Military Personnel Wanting to Keep Child/Ward Enrolled in the 
District Despite Having Changed Residence Due to a Military Service 
Obligation.   
Upon submitting a written request, the student’s residence will be 
deemed to be unchanged for the duration of the custodian’s military 
service obligation.  The District, however, is not responsible for the 
student’s transportation to or from school. 

 
Military Personnel Placing Non-Resident Child/Ward with Non-
Custodial Parent While on Active Military Duty.  
A student will not be charged tuition while he or she is placed with a 
non-custodial parent (a person who has temporary custody of a child 
of active duty military personnel and who is responsible for making 
decisions for the child). Must provide any “special power of attorney” 
created by the student’s parent/guardian for the District to follow. A 
special power of attorney authorizes: (1) the student to enroll in a 
district of the non-custodial parent, and (2) the non-custodial parent 
to make decisions for the student. Any special power of attorney will 
be filed in the student’s temporary record. 

Anyone with a 
Custody Order 
Seeking to Enroll a 
Student 

Present court order, agreement, judgment, or decree that awards or gives 
custody of the student to any person (including divorce decrees awarding 
custody to one or both parents). 

Non-Parent Seeking 
to Enroll a Student 

Must complete and sign custody affidavits. 

 Must present affidavit from parent or guardian for transfer of custody and 
control.   

 
 
IMPORTANT:  The School District reserves the right to evaluate the evidence presented, and merely 
presenting the items listed in this Procedure does not guarantee admission. 
 
WARNING:  If a student is determined to be a non-resident of the District for whom tuition must be 
charged, the person(s) enrolling the student is liable for non-resident tuition from the date the student 
began attending a District school as a non-resident. 
 
A person who knowingly enrolls or attempts to enroll in this School District on a tuition-free basis a 
student known by that person to be a non-resident of the district is guilty of a Class C misdemeanor, 
except in very limited situations as defined in State law [105 ISCS 5/10-20.12b(e)]. 
 
A person who knowingly or willfully presents to the School District any false information regarding 
the residency of a student for the purposes of enabling that student to attend any school in that district 
on a tuition free basis is guilty of a Class C misdemeanor [105 ISCS 5/10-20.12b(f)]. 
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Board Review:  July 10, 2006  
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Students 
 
Health Examinations, Immunizations, and Exclusion of Students  

A student’s parent(s)/guardian(s) shall present proof that the student was examined by a licensed 
physician and received the immunizations against and screenings for preventable communicable diseases, 
as required by the Department of Public Health rules:  

1. upon entering the ninth grade; and  
2. whenever a student first enrolls in school within the District, regardless of the student's grade.   

Parent(s)/guardian(s) are encouraged to have their child undergo a dental and vision examination 
whenever health examinations are required. As required by the Illinois Department of Public Health, a 
diabetes screening must be included as a required part of each health examination; diabetes testing is not 
required.  

Unless the student is homeless, or transferring from out-of-state, failure to comply with the above 
requirements by the first day of the current school year will result in the student's exclusion from school 
until the required health forms are presented to the District.  If a medical reason prevents a student from 
receiving a required immunization by the first day of school, the student must present, by the first day of 
school, an immunization schedule and a statement of the medical reasons causing the delay.  The schedule 
and statement of medical reasons must be signed by the physician, registered nurse, or local health 
department responsible for administering the immunizations. All transferring students may be given up to 
30 days following registration to comply with the health examination and immunization regulations.  If 
the School Nurse has reason to suspect health problems that may cause harm to the student or to others, 
the Nurse may delay enrollment in school or in selected classes. 

A student may be exempted from this policy's requirements on religious or medical grounds if the 
student's parent(s)/guardian(s) present to the Assistant Principal for Pupil Personnel Services a signed 
statement explaining the objection.  A student may be exempted from the health examination or 
immunizations on medical grounds if a physician provides written verification. 

Any homeless child shall be immediately admitted, even if the child or child's parent/guardian is unable to 
produce immunization and health records normally required for enrollment.  Board policy 6:140, 
Education of Homeless Children, governs the enrollment of homeless children. 

LEGAL REF.: McKinney Homeless Assistance Act, 42 U.S.C. § 11431 et seq. 
105 ILCS 5/27-8.1. 
410 ILCS 45/7.1. 
23 Ill.Admin.Code §1.530. 
77 Ill. Admin. Code §§ 655.100 et seq. and 665.240. 

CROSS REF.: 6:140 (education of homeless children), 6:180 (extended instructional programs) 

ADOPTED: January 17, 2006  
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Students 
Preventing Bullying, Intimidation, and Harassment  

Bullying, intimidation, and harassment diminish a student’s ability to learn and a school’s ability to 
educate.  Preventing students from engaging in these disruptive behaviors is an important District goal.   

Bullying on the basis of actual or perceived race, color, nationality, sex, sexual orientation, gender 
identity, gender-related identity or expression, ancestry, age, religion, physical or mental disability, 
order of protection status, status of being homeless, or actual or potential marital or parental 
status, including pregnancy, association with a person or group with one or more of the 
aforementioned actual or perceived characteristics, or any other distinguishing characteristic is 
prohibited in each of the following situations: 

1. During any school sponsored education program or activity. 
2. While in school, on school property, on school buses or other school vehicles, at designated 

school bus stops waiting for the school bus, or at school sponsored or school sanctioned 
events or activities. 

3. Through the transmission of information from a school computer, a school computer 
network, or other similar electronic school equipment.  

For purposes of this policy, the term bullying means any severe or pervasive physical or verbal act 
or conduct, including communications made in writing or electronically, directed toward a student 
that has or can be reasonably predicted to have the effect of one or more of the following: 

1. Placing the student in reasonable fear of harm to the student’s person or property. 
2. Causing a substantially detrimental effect on the student’s physical or mental health.  
3. Substantially interfering with the student’s academic performance.  
4. Substantially interfering with the student’s ability to participate in or benefit from the 

services, activities, or privileges provided by a school.  
Bullying, intimidation, and/or harassment may take various forms, including without limitation: 
threats, stalking, physical violence, sexual harassment, sexual violence, theft, public humiliation, 
destruction of property, or retaliation for asserting or alleging an act of bullying.  

The Superintendent or designee shall develop and maintain a program that: 

1. Fully implements and enforces each of the following Board policies:  
a. 7:20, Harassment of Students Prohibited. This policy prohibits any person from harassing 

or , intimidating, or bullying a student based upon a student’s race, color, nationality, 
sex, sexual orientation, ancestry, age, religion, creed, physical or mental disability, 
gender identity, order of protection status, status of being homeless, or actual or potential 
marital or parental status, including pregnancy, or other protected group status.on an 
actual or perceived characteristic that is identified in the policy.  Each of those 
characteristics is also identified in this policy’s second paragraph.  

b. 7:190, Student Discipline.  This policy prohibits students from engaging in hazing, 
bullying or any kind of aggressive behavior that does physical or psychological harm to 
another or any urging of other students to engage in such conduct; prohibited conduct 
includes any use of violence, force, noise, coercion, threats, intimidation, fear, 
harassment, bullying, hazing, or other comparable conduct. 

c. 7:310, Restrictions on Publications and Written or Electronic Material.  This policy 
prohibits students from:  (i) accessing and/or distributing at school any written or 
electronic material, including material from the Internet, that will cause substantial 
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disruption of the proper and orderly operation and discipline of the school or school 
activities, and (ii) creating and/or distributing written, printed or electronic material, 
including photographs or Internet material and blogs, that causes substantial disruption to 
school operations or interferes with the rights of other students or staff members.  

d. 7:20, Harassment of Students Prohibited.  This policy prohibits any person from 
harassing or intimidating a student based upon a student’s sex, color, race, religion, creed, 
ancestry, national origin, physical or mental disability, sexual orientation, or other 
protected group status. 

e.   6:235, Access to District Computers and Electronic Networks. This policy states that 
the use of the District’s electronic networks is limited to: (1) support of education 
and/or research, or (2) a legitimate business use. It subjects any individual to the 
loss of privileges, disciplinary action, and/or appropriate legal actions for violating 
the District’s Authorization of Electronic Network Access. 

Full implementation of the above policies includes:  (a) conducting a prompt and thorough 
investigation of alleged incidents of bullying, intimidation, or harassing behavior or similar 
conduct, (b) providing each student who violates one or more of these policies with appropriate 
consequences and remedial action, and (c) protecting students against retaliation for reporting 
such conduct. 

2. Examines the appropriate steps to understand and rectify conditions that foster bullying, 
intimidation, and harassment; this contemplates taking action to eliminate or prevent these 
disruptive behaviors beyond traditional punitive disciplinary actions. 

3. Includes bullying prevention and character instruction in all grades in accordance with State law 
and Board policy 6:60, Curriculum Content. This includes incorporating student social and 
emotional development into the District’s educational program as required by State law and in 
alignment with Board policy 6:65, Student Social and Emotional Development.  

4. Fully informs staff members of the District’s goal to prevent students from engaging in bullying 
and the measures being used to accomplish it.  This includes:  (a) communicating the District’s 
expectation – and the State law requirement – that teachers and other certificated employees 
maintain discipline,  and (b) establishing a process for staff members to fulfill their obligation to 
report alleged acts of bullying, intimidation, harassment, and other acts of actual or threatened 
violence. 

5. Encourages all members of the school community, including students, parents, volunteers, and 
visitors, to report alleged acts of bullying, intimidation, harassment, and other acts of actual or 
threatened violence. 

6. Actively involves students’ parents/guardians in the remediation of the behavior(s) of concern.  
This includes ensuring that all parents/guardians are notified, as required by State law, whenever 
their child engages in aggressive behavior.  

7. Communicates the District’s expectation that all students conduct themselves with a proper 
regard for the rights and welfare of other students.  This includes a process for commending or 
acknowledging students for demonstrating appropriate behavior. 

8. Annually communicates this policy to students and their parents/guardians. This includes 
annually disseminating information to all students and parents/guardians explaining the serious 
disruption caused by bullying, intimidation, or harassment and that these behaviors will be taken 
seriously and are not acceptable in any form. 
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9. Engages in ongoing monitoring that includes collecting and analyzing appropriate data on the 
nature and extent of bullying in the schools and, after identifying appropriate indicators, assesses 
the effectiveness of the various strategies, programs, and procedures and reports the results of 
this assessment to the Board along with recommendations to enhance effectiveness. 

10. Complies with State and federal law and is in alignment with Board policies.  This includes 
prompting the Board of Education to update the policy beginning every 2 years after its initial 
adoption and filing this policy with the Illinois State Board of Education after the Board adopts 
or updates it.  

This policy is not intended to infringe upon any right to exercise free expression or the free 
exercise of religion or religiously based views protected under the First Amendment to the U.S. 
Constitution or under Section 3 or 4 of Article 1 of the Ill. Constitution.  

 

LEGAL REF.: 405 ILS 49/,Children’s Mental Health Act 
105 ILCS 5/10-20.14, 5/24-24, and 5/27-23.7. 
23 Ill.Admin.Code §§1.240 and §1.280. 

CROSS REF.: 2:240 (board policy development), 5:230 (maintaining student discipline), 6:60 
(curriculum content), 6:65 (student social and emotional development), 7:20 
(harassment of students prohibited), 7:190 (student discipline), 7:220 (bus conduct), 
7:230 (misconduct by students with disabilities), 7:240 (conduct code for participants 
in extracurricular activities), 7:285 (food allergy management program), 7:310 
(restrictions on publications and written or electronic material) 

ADOPTED: April 19, 2010  
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Students 
Student Discipline  

Prohibited Student Conduct 
The school administration is authorized to discipline students for gross disobedience or misconduct, 
including, but not limited to, the following: 

1. Using, possessing, distributing, purchasing, or selling tobacco materials.  

2. Using, possessing, distributing, purchasing, or selling alcoholic beverages (the 
Superintendent or designee may grant an exception to this policy, upon prior request of an 
adult supervisor, for use in culinary course work or the use of containers or packaging as 
props for theater).  Students who are under the influence of an alcoholic beverage are not 
permitted to attend school or school functions and are treated as though they had alcohol in 
their possession. 

3. Using, possessing, distributing, purchasing, or selling: 

a.  Any illegal drug, controlled substance, or cannabis (including marijuana and hashish). 

b. Any anabolic steroid unless being administered in accordance with a physician's or 
licensed practitioner’s prescription. 

c. Any performance-enhancing substance on the Illinois High School Association’s most   
current banned substance list unless administered in accordance with a physician’s or 
licensed practitioner’s prescription.  

d. Any prescription drug when not prescribed for the student by a physician or licensed 
practitioner, or when used in a manner inconsistent with the prescription or prescribing 
physician's or licensed practitioner’s instructions.  

e. Any inhalant, regardless of whether it contains an illegal drug or controlled substance:  (a) 
that a student believes is, or represents to be capable of, causing intoxication, hallucination, 
excitement, or dulling of the brain or nervous system; or (b) about which the student engaged 
in behavior that would lead a reasonable person to believe that the student intended the 
inhalant to cause intoxication, hallucination, excitement, or dulling of the brain or nervous 
system.  The prohibition in this section does not apply to a student’s use of asthma or other 
legally prescribed inhalant medications. 

f. "Look-alike" or counterfeit drugs, including a substance not containing an illegal drug or 
controlled substance, but one (a) that a student believes to be, or represents to be, an 
illegal drug or controlled substance, or (b) about which a student engaged in behavior that 
would lead a reasonable person to believe that the student expressly or impliedly 
represented to be an illegal drug or controlled substance.   

g. Drug paraphernalia, including devices that are or can be used to (a) ingest, inhale, or 
inject cannabis or controlled substances into the body; and (b) grow, process, store, or 
conceal cannabis or controlled substances.  

Students who are under the influence of any prohibited substance or drug or in possession of 
any drug paraphernalia are not permitted to attend school or school functions and are treated 
as though they had the prohibited substance, drug or paraphernalia, as applicable, in their 
possession. 

4. Using, possessing, controlling, or transferring a weapon as that term is defined in the 
Weapons section of this policy, or violating the Weapons section of this policy. 
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5. Using or possessing an electronic paging device.  Using a cellular telephone, video recording 
device, personal digital assistant (PDA), or other electronic device in any manner that 
disrupts the educational environment or violates the rights of others, including using the 
device to take photographs in locker rooms or bathrooms, cheat, or otherwise violate student 
conduct rules.  Prohibited conduct specifically includes, without limitation, creating, 
sending, sharing, viewing, possessing an indecent visual depiction of oneself or another 
person through the use of a computer, electronic communication device, or cellular 
phone.  Unless otherwise banned under this policy or by the Building Principal, all electronic 
devices must be kept powered-off and out of sight during the regular school day unless: (a) 
the supervising teacher grants permission; (b) use of the device is provided in a student’s IEP 
or (c) it is needed in an emergency that threatens the safety of students, staff, or other 
individuals. 

6. Using or possessing a laser pointer unless under a staff member’s direct supervision and in 
the context of instruction. 

7. Disobeying rules of student conduct or directives from staff members or school officials.  
Examples of disobeying staff directives include refusing a District staff member's request to 
stop, present school identification, or submit to a search.  

8. Engaging in academic dishonesty, including cheating, intentionally plagiarizing, wrongfully 
giving or receiving help during an academic examination, and wrongfully obtaining test 
copies or scores. 

9. Engaging in hazing or any kind of bullying or aggressive behavior that does physical or 
psychological harm to a staff person or another student, and/or any urging of other students 
to engage in such conduct.  Prohibited conduct specifically includes, without limitation, any 
use of violence, intimidation, force, noise, coercion, threats, intimidation, fear, stalking, 
harassment, sexual harassment, public humiliation, theft or destruction of property, 
retaliation, hazing, bullying, bullying using a school computer or a school computer 
network or other comparable conduct. 

10. Causing or attempting to cause damage to, or stealing or attempting to steal, school property 
or another person's personal property. 

11. Being absent without a recognized excuse; State law and Board policy on truancy control will 
be used with chronic and habitual truants.  

Being involved with any public school fraternity, sorority, or secret society by: 

(a) being a member;  

(b) promising to join;  

(c) pledging to become a member; or  

(d) soliciting any other person to join, promise to join, or be pledged to become a member.  

12. Being involved in gangs or gang-related activities, including displaying gang symbols or 
paraphernalia.  

13. Violating any criminal law, such as assault and battery, arson, theft, gambling, and hazing. 

14.  Engaging in any activity, on or off campus, that interferes with, disrupts, or adversely affects 
the school environment, school operations, or an educational function, including but not 
limited to, conduct that may reasonably be considered to:  (a) be a threat or an attempted 
intimidation of a staff member; or (b) endanger the health or safety of students, staff, or 
school property.  
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For purposes of this policy, the term "possession" includes having control, custody, or care, currently 
or in the past, of an object or substance, including situations where the item is (a) on the student's 
person; (b) contained in another item belonging to, or under the control of, the student, such as in the 
student's clothing, backpack, automobile, or (c) in a school's student locker, desk, or other school 
property, or (d) any other location on school property or at a school-sponsored event. 

Efforts, including the use of early intervention and progressive discipline, shall be made to deter 
students, while at school or a school-related event, from engaging in aggressive behavior that may 
reasonably produce physical or psychological harm to someone else.  The Superintendent or designee 
shall ensure that the parent/guardian of a student who engages in aggressive behavior is notified of 
the incident. The failure to provide such notification does not limit the Board’s authority to impose 
discipline, including suspension or expulsion, for such behavior. 

No disciplinary action shall be taken against any student that is based totally or in part on the refusal 
of the student's parent/guardian to administer or consent to the administration of psychotropic or 
psychostimulant medication to the student. 

The grounds for disciplinary action, including those described more thoroughly later in this policy, 
apply whenever the student's conduct is reasonably related to school or school activities, including, 
but not limited to: 

1. On, or within sight of, school grounds before, during, or after school hours and at any other 
time; 

2. Off school grounds at a school activity, function, or event; 

3. Traveling to or from school or a school activity, function or event; or 

Anywhere, if the conduct interferes with, disrupts, or adversely affects the school environment, 
school operations, or an educational function, including but not limited to, conduct that may 
reasonably be considered to:  (a) be a threat or an attempted intimidation of a staff member; or 
(b) endanger the health or safety of students, staff, or school property. 
Disciplinary Measures 

Before receiving disciplinary action, the student shall be given the opportunity to deny or explain his 
or her conduct. 

Disciplinary measures may include: 

1. Disciplinary conference. 

2. Withholding of privileges. 

3. Seizure of contraband. 

4. Suspension from school and all school-activities for up to 10 days, provided that appropriate 
procedures are followed.  A suspended student is prohibited from being on school grounds. 

5. Suspension of bus riding privileges, provided that appropriate procedures are followed.  

6. Expulsion from school and all school-sponsored events for a definite time period not to 
exceed 2 calendar years, provided that the appropriate procedures are followed.  An expelled 
student is prohibited from being on school grounds.  The Board of Education may deny 
students credit for work done in a semester they were expelled. 

7. Notifying of juvenile authorities or other law enforcement authorities whenever the conduct 
involves illegal drugs (controlled substances), look-alikes, alcohol, or weapons. 

8. Notification of parent(s)/guardian(s). 
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9. Temporary removal from the classroom. 

10. In-school suspension for a period not to exceed 5 school days.  The Building Principal or a 
designee shall ensure that the student is properly supervised.  

11. Required after school study or Saturday study, provided the student's parent(s)/guardian(s) 
have been notified. If transportation arrangements cannot be agreed upon, an alternative 
disciplinary measure must be used.  The student must be supervised by the detaining teacher 
or the Building Principal or a designee. 

12. Community service with local public and nonprofit agencies that enhance community efforts 
to meet human, educational, environmental, or public safety needs.  The District will not 
provide transportation.  School administration shall use this option only as an alternative to 
another disciplinary measure giving the student and/or parent(s)/guardian(s) the choice. 

 
A student who is subject to suspension or expulsion may be eligible for transfer to an alternative 
school program. 
 
Corporal punishment shall not be usedis prohibited.  Corporal punishment is defined as 
slapping, paddling, or prolonged maintenance of students in physically painful positions, or 
intentional infliction of bodily harm.  Corporal punishment does not include reasonable force as 
needed to maintain safety for students, staff, or other persons, or for the purpose of self-defense 
or defense of property.   

Weapons 
A student who is determined to have brought one of the following objects to school, any school-
sponsored activity or event, or any activity or event that bears a reasonable relationship to school 
shall be expelled for a period of at least one calendar year but not more than 2 calendar years.   
 

1. A firearm, meaning any gun, rifle, shotgun, or weapon as defined by Section 921 of Title 
18of the United States Code (18 U.S.C. § 9211), firearm as defined in Section 1.1 of the 
Firearm Owners Identification Card Act (430 ILCS 65/), or firearm as defined in Section 
24-1 of the Criminal Codeof 1961 (720 ILCS 5/24-1). 

 
2.  A knife, brass knuckles, or other knuckle weapon regardless of its composition, a billy 

club, or any other object if used or attempted to be used to cause bodily harm, including 
“look alikes” of any firearm as defined above,  lock, stick, pencil, and pen.    

 
The expulsion requirement under either paragraph 1 or 2 above may be modified by the 
Superintendent, and the Superintendent’s determination may be modified by the Board on a case-
by-case basis. The Superintendent or designee may grant an exception to this policy, upon the 
prior request of an adult supervisor, for students in theatre, cooking, ROTC, martial arts, and 
similar programs, whether or not school-sponsored, provided the item is not equipped, nor 
intended, to do bodily harm. 
 
Required Notices 
A school staff member shall immediately notify the office of the Building Principal in the event 
that he or she: (1) observes any person in possession of a firearm on or around school grounds, 
however, such action may be delayed if immediate notice would endanger students under his or 
her supervision, (2) observes or has reason to suspect that any person on school grounds is or 
was involved in a drug-related incident, or (3) observes a battery committed against any staff 
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member.  Upon receiving such a report, the Building Principal or designee shall immediately 
notify the local law enforcement agency, State Police, and any involved student’s 
parent(s)/guardian(s). In addition, the Lead Dean will report the incident electronically through 
the School Incident Report System (SIRS) with ISBE. “School grounds” includes modes of 
transportation to school activities and any public way within 1000 feet of the school, as well as 
school property itself.   
 
Delegation of Authority 
Each teacher, and any other school personnel when students are under his or her charge, is 
authorized to impose any disciplinary measure, other than suspension, or expulsion, corporal 
punishment or in-school suspension, which is appropriate and in accordance with the policies 
and rules on student discipline.  Teachers, other certificated educational employees, and other 
persons providing a related service for or with respect to a student, may use reasonable force as 
needed to maintain safety for other students, school personnel or other persons, or for the 
purpose of self-defense or defense of property.   Teachers may temporarily remove students from 
a classroom for disruptive behavior.   
 
The Superintendent, Building Principal, Directors of Instruction or Dean of Students is 
authorized to impose the same disciplinary measures as teachers and may suspend students guilty 
of gross disobedience or misconduct from school (including all school functions) and from riding 
the school bus, up to 10 consecutive school days, provided the appropriate procedures are 
followed.  The Board of Education may suspend a student from riding the bus in excess of 10 
days for safety reasons. 
 
Student Handbook 
The Superintendent, with input from the parent-teacher advisory committee, shall prepare 
disciplinary rules implementing the District's disciplinary policies.  These disciplinary rules shall 
be presented annually to the Board for its review and approval. 
 
A student handbook, including the District disciplinary policies and rules, shall be distributed to 
the students' parents and guardians within 15 days of the beginning of the school year or a 
student's enrollment. 
LEGAL REF.:       Gun-Free Schools Act, 20 U.S.C. §7151 et seq. 

Pro-Children Act of 1994, 20 U.S.C. § 6081. 
105 ILCS 5/10-20.5b, 5/10-20.14, 5/10-20.28, 5/10-20.36, 5/10-21.7, 5/10-21.10, 5/10-

22.6, 5/10-27.1A, 5/10-27.1B, 5/24-24, 5/26-12, 5/27-23.7, and 5/31-3. 
23 Ill. Admin. Code § 1.280. 
 

CROSS REF.: 2:240 (board policy development), 5:230 (maintaining student discipline), 6:110 
(programs for students at risk of dropping out of school), 7:70 (attendance and 
truancy), 7:130 (student rights and responsibilities), 7:140 (search and seizure), 7:150 
(agency and police interrogation), 7:160 (student appearance), 7:170 (vandalism), 
7:180 (preventing bullying, intimidation, and harassment), 7:200 (suspension 
procedures), 7:210 (expulsion procedures), 7:220 (bus conduct), 7:230 (misconduct 
by student with disabilities), 7:240 (code of conduct for participants in extracurricular 
activities), 7:270 (administering medicines to students), 8:30 (visitors to and conduct 
on school property) 

ADOPTED: March 22, 2010  
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Students 

Administrative Procedure - Guidelines for Reciprocal Reporting of Criminal 
Offenses Committed By Students  

 

1. The Executive Director of Security or designee and/or the local law enforcement agent will 
arrange meetings as needed between school officials and individuals representing law 
enforcement to share information.  

    
2.   The Building Principal and the Police Department School Liaison Officer and the Executive 

Director of Security or designee will share information regarding the arrest of a student who 
is less than 17 years of age and is enrolled in the Building Principal’s school when the arrest 
was for any offense classified as a felony or a Class A or B misdemeanor. 
 
a. The reporter should identify the student by name and describe the circumstances of the 

alleged criminal activity. Local law enforcement officials must certify in writing that the 
information received from the school will not be disclosed to any other party except as 
provided by State law without the prior written consent of the student's 
parent(s)/guardian(s).  

b. The report should be made as soon as possible after the Police Department or Building 
Principal or Executive Director of Security reasonably suspects that a student is involved 
in such activity.  

c. The Executive Director of Security's or designee's duty to report such activity arises only 
when the activity occurs on school property or off school grounds at a school-related 
function.  

3. The State's Attorney shall provide to the Executive Director of Security a copy of any 
delinquency dispositional order concerning any student regardless of age where the crime 
would be a felony if committed by an adult, or was a Class A misdemeanor in violation of 
Section 24-1, 24-3, 24-3.1, or 24.5 of the Criminal Code (weapons offenses).  

4. Local law enforcement may disclose the identity of a victim of aggravated battery, 
battery, attempted first degree murder, or another non-sexual violent offense to 
appropriate school officials if the presiding judge of the juvenile court approves the 
disclosure to prevent foreseeable violence.  

5. Local law enforcement shall provide a copy of all arrest records, and the State’s Attorney 
shall provide a copy of all conviction records, to the Executive Director of Security or 
designee if the record involves a student who is arrested or taken into custody after his or her 
17th birthday. 

5. Local law enforcement and the State’s Attorney may share or disclose information or records 
relating or pertaining to juveniles subject to the provisions of the Serious Habitual Offender 
Comprehensive Action Program when that information is used to assist in the early 
identification and treatment of habitual juvenile offenders. 

LEGAL REF.: 105 ILCS 5/10-20.14. 
705 ILCS 405/1-7, 1-8(F), and 1-8(G), and 5-905. 

CROSS REF.: 2:150 (committees), 7:150 (agency and police interviews) 
 
Board Review: November 5, 2007  
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Students 

Administrative Procedure - Guidelines for Investigating Sexting Allegations  

Establishing procedures with local law enforcement agencies and State’s attorneys to 
investigate allegations of sexting protects the District, its staff and its students from the 
broad legal implications that sexting allegations present. This administrative procedure 
contains three sections: 

1. Glossary of Terms 
2. Preparation of Guidelines for Investigating Sexting Allegations 
3. Investigation and Management of Sexting Allegations 

Glossary of Terms 

Electronic device: any type of electronic communication device, defined at 705 ILCS 405/3-
40(a), added by P.A. 96-1087. It includes, but is not limited to, a wireless telephone, personal 
digital assistant, or a portable or mobile computer, that is capable of transmitting images or 
pictures. This includes cellular telephones (see www.thesaurus.com, listing cellular and 
wireless telephones as synonyms). For more discussion, see f/n 3 in 7:190 - AP5, Electronic 
Devices - Student Handbook. 

Sexting: a portmanteau word of sex and texting with no clear definition. It is commonly 
explained as the act of sending sexually explicit photos, images, or messages electronically, 
primarily by mobile phone or the internet, that are taken with or without consent. It also 
includes indecent visual depictions, which means a depiction or portrayal in any pose, 
posture, or setting involving a lewd exhibition of the unclothed or transparently clothed 
genitals, pubic area, buttocks, or, if such person is female, a fully or partially developed 
breast of the person (705 ILCS 405/3-40(a), added by P.A. 96-1087, eff. 1-1-11). 

Preparation of Guidelines for Investigating Sexting Allegations 

This section identifies best practices for creating guidelines for investigating sexting 
allegations at the District-wide level. The Superintendent should discuss this procedure with 
local law enforcement agencies and State’s attorneys to minimize the potential legal 
implications for students and administrators that sexting presents. Customize the procedure 
to each District’s specific needs. 

Actor Action 

Superintendent or 
designee 

Convene a meeting with Board attorney, local law enforcement 
agencies, and State’s attorney to determine best practices and 
procedures for investigating sexting. Use the Investigation and 
Management of Sexting Allegations section (see below) as a template 
for discussion at the meeting and customize it to meet local 
considerations as necessary. 

Ask the Board attorney to provide direction about searching student 
owned electronic devices in Step 2: Isolate Evidence / Confiscate 
Device in the Investigation and Management of Sexting Allegations 
section (see below). 

Searching electronic devices involves Fourth Amendment 
search and seizure and the federal Stored Communication 
Act (SCA) (18 U.S.C. §2701) issues. Generally asking for 
permission, calling the parents to come and look through the 
phone, or getting a warrant solves this issue. Note: See the 
Dept. of Justice’s, “The Stored Communication Act, in 
Searching and Seizing Computers and Obtaining Electronic 

NEW

http://www.thesaurus.com/�
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Actor Action 
Evidence Manual” (Sept. 2009), available at: 
www.justice.gov/criminal/cybercrime/ssmanual/03ssma.html 
and Orin S. Kerr, A User’s Guide to the Stored 
Communications Act, and a Legislator’s Guide to Amending 
It, George Washington Law Review (Aug. 2004).  

Identify and list all State’s attorneys and local law enforcement 
agencies with jurisdiction over the District’s boundaries.  Provide 
this list to all Building Principals in the District. 

Provide the local State’s attorney offices and law enforcement 
agencies with an annual list of school buildings and the names of each 
building’s administrators that are located within their jurisdictions. 

Invite local State’s attorney offices and law enforcement agencies to 
meet with District school officials to provide input on how the District 
should manage identified indecent visual depictions.  

Add an agenda item about sexting to a Parent Teacher Advisory 
Committee meeting (see policy 2:150, Committees). Include 
information from discussions with State’s attorneys and local law 
enforcement about the issue. Discuss local considerations for: 

1. Disciplinary actions and consequences in response to sexting; 
and  

2. Sexting education and prevention efforts.  
Consider adding information about the negative consequences of 
sexting to the District’s sex education curriculum. See, U.S. Dept. of 
Justice Guide titled Citizen's Guide to United States Federal Child 
Exploitation Laws, available at:  
www.justice.gov/criminal/ceos/citizensguide_porn.html; MTV’s four-
part series titled Sexting in America: When Privates Go Public, 
available at: www.mtv.com/videos/news/483801/sexting-in-america-
when-privates-go-public-part-1.jhtml#id=1631892 and 
www.athinline.org. Consider adding these to 7:190-AP6, E1, Exhibit-
Letter to Parents/Guardians About Preventing and Reducing 
Incidences of Sexting. 

Convene a meeting with Building Principals to inform them of the 
District’s Investigation and Management of Sexting Allegations 
procedures (see below). 

Raise awareness of and increase educational opportunities about 
sexting as necessary. Follow the Parent Teacher Advisory 
Committee’s recommendations for providing sexting education and 
prevention efforts. Invite the local State’s attorney and local law 
enforcement to participate in the District’s education and prevention 
efforts. 

Building Principals Educate building staff members about the procedures for 
Investigation and Management of Sexting Allegations (see below). 

Follow the Investigation and Management of Sexting Allegations. 

Investigation and Management of Sexting Allegations  

This section relies upon the Building Principal or designee to manage several practical and 
legal implications when conducting sexting allegation investigations. 

http://www.justice.gov/criminal/cybercrime/ssmanual/03ssma.html�
http://www.justice.gov/criminal/ceos/citizensguide_porn.html�
http://www.mtv.com/videos/news/483801/sexting-in-america-when-privates-go-public-part-1.jhtml#id=1631892�
http://www.mtv.com/videos/news/483801/sexting-in-america-when-privates-go-public-part-1.jhtml#id=1631892�
http://www.athinline.org/�
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Actor Action 

Building Principal or 
designee 

Step 1: Investigate 

Determine where actions took place.  

Contact parents/guardians of all students involved.  

Contact the Superintendent and request permission to contact the 
Board Attorney. 

Step 2: Isolate Evidence / Confiscate Device 

NEVER transfer or store depictions on personal or school electronic 
devices to minimize accusations of possession of child pornography. 
(See 625 ILCS 5/11-20.1 et seq. and 18 U.S.C.§§2251, 2252, and 
2252A). Also see the U.S. Dept. of Justice’s Child Exploitation and 
Obscenity Section discussing child pornography issues, available at: 
www.justice.gov/criminal/ceos/childporn.html.  

Contact local law enforcement.  

See Joshua D. Herman, Criminal Law. Sexting: It’s No Joke, 
It’s a Crime. Illinois Bar Journal, Volume 98, No. 4, P. 192 at 
f/n 42 (published April 2010), online at: 
www.isba.org/ibj/2010/04/criminallaw, (quoting an attorney 
in the Illinois Attorney General’s High Tech Crimes Bureau 
who advises school administrators to immediately confiscate 
devices with such material on them and report the incident to 
law enforcement immediately, stating that possession of a sext 
message that is child pornography is no different than 
possessing a “kilo of cocaine.”) 

Follow board policy 7:140, Search and Seizure and 7:150-AP, 
Administrative Procedure, Agency and Police Interviews. 

Follow the Board Attorney’s direction regarding searches of 
student owned technological devices. See Preparation of 
Guidelines for Investigating Sexting Allegations (above). 

Step 3: Follow the reporting requirements of Board policy 5:90, 
Abused and Neglected Child Reporting, when applicable 

A sexted image may constitute child abuse depending upon 
the visual depiction and the circumstances. See 325 ILCS 5/3 
and 705 ILCS 405/2-3 (2) which includes sex offenses defined 
at 720 ILCS 5/1-1 et seq. School personnel are granted broad 
immunities against civil and criminal claims for filing reports 
in good faith, even if the report is unfounded. In contrast, 
school personnel who willfully fail to report may be guilty of a 
Class A   misdemeanor (325 ILCS 5/4) and face suspension of 
their teaching certificates (105 ILCS 5/21-23, amended by 
P.A. 96-431). 

Step 4: Determine appropriate disciplinary actions for all students 
involved in the incident 

Evaluate disciplinary options. Remember that a student who 
forwards sexts of himself or herself likely expected the depiction to 
remain private. As a result, consider the social stigma, bullying, 
harassment, and severe embarrassment issues involved in the issue. 

http://www.justice.gov/criminal/ceos/childporn.html�
http://www.isba.org/ibj/2010/04/criminallaw�
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Actor Action 

Provide an equivalent discipline to all students involved in the 
creation, dissemination and storage of the sexted image, whenever 
possible. 

See Sorenen, Vitale, and Haase, Sexting at School: Lessons 
Learned the Hard Way. National School Board Association, 
Council of School Attorney’s Inquiry & Analysis, f/n 40 
(published February 2010) discussing several sex equality 
claims against school districts for punishing students 
differently when they are involved in the same incident.  

For situations that may require unequal punishment, contact the 
Superintendent so that he or she may consult the Board Attorney. 

Step 5: Prepare a plan to prevent harassment and bullying of 
involved students 

Remind the students and their parents/guardians of the Board’s 
policy 7:180, Preventing Bullying Intimidation and Harassment. 

Instruct involved students not to harass anyone involved in the 
sexting incident and keep the issues confidential. 

Consider involving the social worker or guidance counselor, if 
available, in the process to assist students. 

Follow 7:180, Preventing Bullying Intimidation and Harassment, for 
students who violate the policy.  
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Students 

Exhibit - Letter to Parents/Guardians About Preventing and Reducing Incidences 
of Sexting 

On District letterhead 

Re: Preventing and Reducing Incidences of Sexting  

Dear Parent(s)/Guardian(s): 

Many parents are unfamiliar with sexting. It is generally defined as sending, sharing, 
viewing, receiving or possessing indecent visual depictions of oneself or another person using 
a cell phone. A student will be disciplined for sexting at school.  

Discussing sexting and its legal and social consequences with your children may prevent and 
reduce incidences of it at school and elsewhere. A recent survey revealed that about 20 
percent of teen boys and girls have sent sext messages. It can cause enormous emotional 
pain for the students involved, often with legal implications. The following talking points 
from the American Academy of Pediatrics may help start the discussion:  

• Introduce the issue as soon as a child is old enough to have a cell phone. Even if the 
issue hasn’t directly impacted your school building’s community, ask “have you 
heard of sexting?” “Tell me what you think it is.” Learn what your child’s 
understanding is and add an age appropriate explanation. For more information 
about starting age appropriate discussions, see The New Problem of Sexting subhead 
on the American Academy of Pediatrics website at: 
www.aap.org/advocacy/releases/june09socialmedia.htm.  

• Make sure children of all ages understand that the District’s student discipline 
policy prohibits sexting at school, and that it is further punishable in Illinois 
through the Juvenile Court Act and The Criminal Code of 1961. 

• Collect cell phones at gatherings of tweens and teens. Experts have noted that peer 
pressure can play a major role in the sending of texts, with attendance at parties 
being a major contributing factor.   

• Monitor the media for stories about sexting that illustrate the consequences for both 
senders and receivers of these images. Ask “Have you seen this story?” “What did 
you think about it?” “What would you do if you were this child?”  

• Rehearse ways your child can respond if asked to participate in inappropriate 
texting.   

For more information on sexting and how to talk to your children about it, please see the 
following links: 

www.connectsafely.com/Safety-Tips/tips-to-prevent-sexting.html; 
www.aap.org/advocacy/releases/june09socialmedia.htm; 
www.education.com/magazine/article/child-sexting-parents/?page=2; 
www.athinline.org.   

Sincerely,  

Superintendent 

 

NEW
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Students 
Suspension Procedures 

The following are suspension procedures:  

1. Before suspension, the student shall be provided a conference during which the charges will be 
explained and the student will be given an opportunity to respond to the charges. 

2. A pre-suspension conference is not required and the student can be immediately suspended when 
the student's presence poses a continuing danger to persons or property or an ongoing threat of 
disruption to the educational process. In such cases, the notice and conference shall follow as 
soon as practicable. 

3. Any suspension shall be reported immediately to the student's parent(s)/guardian(s).  A written 
notice of the suspension shall state the reasons for the suspension, including any school rule that 
was violated, and a notice to the parent(s)/guardian(s) of their right to a review of the suspension.  
A copy of a notice shall be given to the Board of Education.The Board of Education must be 
given a summary of the notice, including the reason for the suspension and the suspension 
length. 

4. Upon request of the parent(s)/guardian(s), a conference to review the suspension shall be 
conducted by a conference officer appointed by the Board.  At the conference, the student's 
parent(s)/guardian(s) may appear and discuss the suspension with the conference officer and may 
be represented by counsel.  After review of the conference officer's report, the Board shall take 
such action as it finds appropriate. 

LEGAL REF.: Goss v. Lopez, 95 S.Ct. 729 (1975). 
Sieck v. Oak Park River-Forest High School, 807 F.Supp. 73 (N.D. Ill., E.D., 1992). 
105 ILCS 5/10-22.6(b). 

CROSS REF.: 7:130 (student rights and responsibilities), 7:190 (student discipline) 

ADOPTED: April 26, 2004 
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Students 

Administrative Procedure:  Dispensing Medication for Food Allergies 

Actor Action 

Parents/Guardians Ask the child’s physician, dentist, or other health care provider who has 
authority to prescribe medications if a medication, either prescription or 
non-prescription, must be administered during the school day.  
“Medications” includes an epinephrine auto-injector (“EpiPen®”) and 
asthma inhaler medicationantihistamines or Benadryl. 

If so, ask the health care provider to complete a “School Medicine 
Authorization FormIllinois Food Allergy Emergency Action Plan and 
Treatment Authorization.”  This form must be completed and given to 
the school before the school will store or dispense any medication and 
before your child may possess asthma medication or an EpiPen®. 

If a student is on a medication indefinitely, the parent/guardian must file a 
new “School Medication Authorization FormEmergency Action Plan” 
every year. 

Bring the medication to the school office.  If the medicine is for asthmafor 
food allergies or is an EpiPen®, a student may keep possession of it for 
immediate use at the student’s discretion. 

Bring prescription medication to the school in the original package or 
appropriately labeled container.  The container shall display: 

Student’s name 
Prescription number 
Medication name and dosage 
Administration route and/or other direction 
Dates to be taken  
Licensed prescriber’s name 
Pharmacy name, address, and phone number 

Bring non-prescription medications to school in the manufacturer’s 
original container with the label indicating the ingredients and the 
student’s name affixed. 
At the end of the treatment regime, remove any unused medication from 
the school. 

School Office 
Personnel 

Provide a copy of these procedures, as well as a “School Medication 
Authorization Form,” to inquiring parents/guardians. 

Whenever a parent/guardian brings medication for a student to the office, 
summon the school nurse. 

If the school nurse is unavailable, accept the medication, provided the 
parent/guardian submits a completed “School Medication Authorization 
FormEmergency Action Plan” and the medication is packaged in the 
appropriate container. 

Put the medication in the appropriate locked drawer or cabinet.  Tell the 
school nurse about the medication as soon as possible. 



Niles Township High School District 219 7:270-AP1 
 Page 2 of 2 
 

Actor Action 

School Nurse 
(certificated school 
nurse or non-
certificated registered 
professional nurse) 

Ensure that a parent/guardian who brings medication for his or her child 
has complied with the parent/guardian’s responsibilities as described in 
this administrative procedure. 

In conjunction with the licensed prescriber and parent/guardian, identify 
circumstances, if any, in which the student may self-administer the 
medication and/or carry the medication.  A student will be permitted to 
carry and self-administer medication for asthma or an EpiPen®. 

Store the medication in a locked drawer or cabinet.  A student may keep 
possession of medication for asthma or and EpiPen®.  Medications 
requiring refrigeration should be refrigerated in a secure area. 

Plan with the student the time(s) the student should come to the nurse’s 
office to receive medications. 

Document each dose of the medication in the student’s individual health 
record.  Documentation shall include date, time, dosage, route, and the 
signature of the person administering the medication or supervising the 
student in self-administration. 

Assess effectiveness and side effects as required by the licensed prescriber.  
Provide written feedback to the licensed prescriber and the parent/guardian 
as requested by the licensed prescriber. 

Document whenever the medication is not administered as ordered along 
with the reasons. 

Contact emergency personnel (911) if an EpiPen is used.  Notify 
parents as soon as possible, also to inform them of the incident. 

If the parent/guardian does not pick up the medication by the end of the 
school year, discard the medication in the presence of a witness. 

Building Principal Supervise the use of these procedures. 

Perform any duties described for school office personnel, as needed. 

Perform any duties described for school nurses, as needed, or delegate 
those duties to appropriate staff members.  No staff member shall be 
required to administer medications to students, until training is 
completed, except school nurses, non-certificated and registered 
professional nurses, and administrators. 

Make arrangements, in conjunction with the parent/guardian, supervising 
teachers, and/or bus drivers for the student to receive needed medication 
while on a field trip.  Unless these arrangements can be made, the student 
must forego the field trip. 

 

LEGAL REF.: 105 ILCS 5/10-20.14b, 5/10-22.21b, and 5/22-30. 

 

Board Review:  February 12, 2007  
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Students 

Restrictions on Publications and Written or Electronic Material School-Sponsored 
Publications and Web Sites 
Publications, productions, and web sites that are school-sponsored are not a public forum for general 
student use.  School authorities may edit or delete material that is inconsistent with the District's 
educational mission. 

All school-sponsored communications shall comply with the ethics and rules of responsible 
journalism.  Text that is libelous, obscene, invades the privacy of others, conflicts with the basic 
educational mission of the school, is socially inappropriate, is inappropriate due to the maturity of the 
students, or is materially disruptive to the educational process will not be tolerated. 

The author's name will accompany personal opinions and editorial statements.  An opportunity for 
the expression of differing opinions from those published/produced will be provided within the same 
media. 

Non-School-Sponsored Publications and Web Sites Accessed or Distributed At 
School 
The distribution of non-school sponsored material shall follow guidelines of Administrative 
procedure, 7:310-AP1, Guidelines for Student Distribution of Non-School Sponsored Written 
Material on School Grounds. 

For purposes of this section and the following section, a publication includes, without 
limitation: (1) written or electronic print material, and (2) audio-visual material, on any 
medium including electromagnetic media (e.g. images, MP3 files, flash memory, etc.), or 
combinations of these whether off-line (e.g., a printed book, CD-ROM, etc.) or on-line (e.g., any 
website, social networking site, database for information retrieval, etc.). Creating, distributing 
and/or accessing non-school sponsored publications shall occur at a time and place and in a 
manner that will not cause disruption, be coercive, or result in the perception that the 
distribution or the publication is endorsed by the School District.  

Students are prohibited from accessing and/or distributing at school any written or electronic 
material, including material from the Internet that: 

1. will cause substantial disruption of the proper and orderly operation and discipline of the 
school or school activities; 

2. violates the rights of others, including but not limited to material that is libelous, invades the 
privacy of others, or infringes on a copyright; 

3. is socially inappropriate or inappropriate due to maturity level of the students, including but 
not limited to material that is obscene, pornographic, or pervasively lewd and vulgar, or 
contains indecent and vulgar language; , or sexting as defined by School Board policy; 

4. is reasonably viewed as promoting illegal drug use; 

4.5. is primarily intended for the immediate solicitation of funds. 

The distribution of non-school-sponsored written material shall occur at a time and place and in 
manner that will not cause disruption, be coercive, or result in the perception that the distribution 
or the material is endorsed by the School District. 
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Accessing or distributing "at school"on campus includes accessing or distributing on school 
property or at school-related activities.  A student engages in gross disobedience and misconduct 
and may be disciplined for (1) accessing or distributing forbidden material, or (2) for writing, 
creating, or publishing such material intending for it to be accessed or distributed at school. 

 

LEGAL REF.: Hazelwood v. Kuhlmeier, 108 S.Ct. 562 (1988). 
Hedges v. Wauconda Community Unit School Dist. No. 118, 9 F.3d 1295 (7th Cir. 

1993). 
Tinker v. Des Moines Indep. Cmty. Sch. Dist., 89 S.Ct. 733 (1969). 
 
 

CROSS REF.: 6:235 (access to district computers and electronic networks), 7:180 (preventing 
bullying, intimidation, and harassment), 8:25 (advertising and distributing materials 
in school provided by non-school related entities) 

 
ADOPTED: May 15, 2007  
 



Niles Township High School District 219 7:310-AP1 
 Page 1 of 1 

Students 

Administrative Procedures:   Guidelines for Student Distribution of Non-School 
Sponsored Written Material on School Grounds 
 
A student or group of students seeking to distribute more than 15 copies of the same written material on one or more 
days to students must comply with the following guidelines: 

1. The student(s) must notify the Building Principal or designee of the intent to distribute, in writing, at least 
24 hours before distributing the material. No prior approval of the material is required. 

2. The material may be distributed at times and locations selected by the Building Principal, such as, before 
the beginning or ending of classes at a central location inside the building. 

3. The Building Principal may impose additional requirements whenever necessary to prevent disruption, 
congestion, or the perception that the material is school-endorsed. 

4. Distribution must be done in an orderly and peaceful manner, and may not be coercive. 

5. The distribution must be conducted in a manner that does not cause additional work for school personnel. 
Students who distribute material are responsible for cleaning up any materials thrown left on school 
grounds. 

6. Students must not distribute written material that: 
a. Will cause substantial disruption of the proper and orderly operation and discipline of the school or 

school activities; 
b. Violates the rights of others, including but not limited to, material that is libelous, invades the privacy 

of others, or infringes on a copyright; 
c. Is socially inappropriate or inappropriate due to the students’ maturity level, including, but not limited 

to, material that is obscene, pornographic, or pervasively lewd and vulgar, or contains indecent and 
vulgar language, or sexting as defined by board policy; 

d. Is primarily intended for the immediate solicitation of funds 
7. A student may use Board policy 2:260, Uniform Grievance Procedure, to resolve a complaint. 

8. Whenever these guidelines require written notification, the appropriate administrator may assist the student 
in preparing such notification. 

A student or group of students seeking to distribute 15 or fewer copies of the same written materialpublication on 
one or more days to students must distribute such material at times and places and in a manner that will not cause 
substantial disruption of the proper and orderly operation and discipline of the school or school activities and in 
compliance with paragraphs 1, 4, 5, 6, and 7. 

 
Buttons and Badges 
 
The wearing of buttons, badges, or armbands bearing slogans or sayings shall be permitted at school except as 
provided in Board Policy 7:310, Non-School Sponsored Publications.  
 
Use of School Equipment 
 
Students may not use school equipment to publish non-school-sponsored written material unless the Building 
Principal or designee issues prior written approval and also approves the written material prior to its distribution. 

LEGAL REF.: Hazelwood v. Kuhlmeier, 108 S.Ct. 562 (1988). 
Hedges v. Wauconda Community Unit School Dist. No. 118, 9 F.3d 1295 (7th Cir. 1993). 
Tinker v. Des Moines Indep. Cmty. Sch. Dist., 89 S.Ct. 733 (1969). 
 

 
Board Review:  February 12, 2007  
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Community Relations 

Exhibit - Application and Procedures for Use of School Facilities  

To be submitted to the Superintendent (or designee) Date of Application:  

This application must be approved before a non-school related group or individual is allowed to use 
school facilities.  School organizations, school-sponsored programs, and organizations whose primary 
purpose is to provide financial assistance to the school are all considered, for the purpose of this 
application, to be school-related. Use of school facilities for school purposes has precedence over all other 
uses. 

   
Organization nameGroup  School facility 

   

Adult Supervisor from Organization Group 
(must be 21 years of age or older) 

 Phone/Email address 

   
Adult Supervisor who will be onsite on the 
Program/Activity date 

 Cell Phone Number 

   
Program/Activity  Program/Activity dates 

   
Equipment needed   Materials to be brought into facility 

   
Room arrangement, including decorations   

1. All non-school related groups must supply adequate supervision to ensure proper 
care and use of school facilities. 
• The non-school related group or individual, or individuals is are responsible to the Board for the 

use and care of the school facility. All adult supervisors must have cell phones with them at all times. 
• Sufficient, competent adult supervision must be provided and the adult supervisor must ensure that 

no minor is left alone after the activity. 
• Only the cafeteria, auditorium, gymnasium, and athletic field, along with needed hallways and parking 

areas, are available for community use. Entering any room or area not in use by the group is prohibited. 
The adult supervisor will vacate the facility at the scheduled end time. Use of the school facility is 
not permitted past the agreed end time. 

• No furniture or equipment may be moved without prior approval from the Building Principal. 
• Signs, displays, or materials may not be attached, nailed, or otherwise affixed to walls. 

   Initial here if this is agreeable 

2. All non-school related groups and individuals must agree to: 
• Indemnify and hold harmless the District and its agents and employees for and from any and all loss 

including attorneys’ fees, damages, expense, and liability arising out of its use of school property. 
• Pay any damages to school facilities, furniture, or equipment arising out of its use of school property 

whether such damage was accidental or deliberate.  The cost of damages will be based on the repair or 
replacement cost, the choice of which is at the Board’s discretion. 

• Supply proof of insurance naming Niles Township High School District 219 as an additional 
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insured and verifying that the group maintains adequate insurance coverage against personal injury 
and/or property loss: 

                                                          
         Insurance provider name and contact number 

  Initial here if this is agreeable 
3. All non-school related groups must pay the following fees: 
Total Rental charge for non-individuals (unless waived by Board policy):    

Total rental charge for individual  (unless waived by Board policy):     

(see 8:20-E, Rental Rates for price chart) 

  Initial here if this is agreeable 

4. Payment Method:   Check     Money Order     Credit Card 
      If payment is by check; please make payable to:   Niles Township High School District 219 
       If payment by credit card, please indicate the following   Visa   Master Card   
       Expiration Date:                  Credit Card No.:                                                              Today’s Date: 
       Authorized amount:                                Authorized signature:  _________________________________ 

5. The designated supervisor or individual understands that all incidents that may 
involve liability to the District will be reported to security immediately and the 
supervisor will assist in the creation of an incident report. 

5.6. The use of school facilities for school purposes has precedence over all other uses. 
  Initial here if this is agreeable 

6.7. All non-school related groups and individuals must agree to use appropriate 
emergency procedures including calling 9-1-1 for medical emergencies and whenever 
an AED is used. 

  Initial here if this is agreeable 
7.8. All non-school related groups and individuals must agree to follow the District’s Plan 

for Responding to a Medical Emergency at a Fitness Facility, 4:170-AP6. Important: The 
District will not supervise the activity nor will it supply trained AED users to act as 
emergency responders at any time, including during staffed business hours. 

  Activity being proposed is not in an indoor physical fitness facility. 
         Copy of the District’s Plan for Responding to a Medical Emergency at a Physical   Fitness 

Facility has been provided. (77 Ill.Admin.Code § 527.800(c).  
  Initial here if this is agreeable 

8.9. All non-school related groups and individuals may be required to designate at least 
one adult supervisor who agrees to be an emergency responder. 
a. The non-school related group or individual is responsible for designating at least one 

adult to supervise each program/activity taking place at school facilities including 
designating an adult who is trained and certified in the use of AEDs to supervise all 
physical fitness programs and activities.  Copies of all certifications of trained AED 
users who will be supervising a physical fitness activity must be filed with the District.    

b. The District will ensure that there is a trained AED user on staff and present 
during all physical fitness activities.  In the event the non-school related group is 
unable to produce evidence of an adult who is trained and certified in the use of an 
AED, the District may require an additional fee. 
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9.10.If the request involves an indoor or outdoor physical fitness facility and the non-school 
related group or individual is required to designate at least one adult who is trained and 
certified in the use of AEDs to supervise each program/activity taking place at school 
facilities, the non-school related group must: 

• Give a copy of the District’s plan for responding to medical emergencies to each designated emergency 
responder. 

• Require that 9-1-1 be called for medical emergencies and whenever an AED is used. 
• Ensure that each designated emergency responder knows the location of first aid equipment and any AED. 
• Ensure that only trained AED users operate an AED, unless the circumstances do not allow time for a trained 

AED user to arrive. 
• Arrange for at least one emergency responder to have a tour of the facility before the activity.  
• Ensure that if an AED is used, all appropriate forms are completed (4:170-E6, Automatic External Defibrillator 

Incident Report). 
  Initial here if this is agreeable 

 
I certify that I am authorized to act for the above-named organization. I understand that: (1) the granting 
of this request does not constitute recognition of my organization as a school-related group or activity, 
and (2) my organization may not represent itself or any of its activities as school-related.  
I agree to; (1) abide by the conditions stated in this application, and (2) agree to adhere to all Board 
policies and administrative procedures applicable to this use of the school’s facility. 
 
   
Applicant name (please print)  Telephone number 

Address    

Applicant signature   Date 
 
 
 
 

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

  Approved    Denied 

 

   
Superintendent or designee  Date 

 
Board Review: July 26, 2010   



 *BEGINNING YEAR YEAR ENDING PURCHASE
FUND TO DATE TO DATE FUND ORDERS

FUND BALANCE REVENUE EXPENDITURES BALANCE OUTSTANDING
EDUCATIONAL $73,622,347 $62,041,351 ($60,934,337) $74,729,361 $3,403,942
OPERATIONS & MAINT. $8,724,205 $5,208,868 ($13,694,555) $238,518 $4,025,040
DEBT SERVICE $2,514,909 $64,800,033 ($66,643,974) $670,968 $0
TRANSPORTATION $4,115,059 $630,034 ($2,354,939) $2,390,154 $2,548,583
IMRF/FICA $3,329,938 $1,407,057 ($2,056,115) $2,680,880 $0
CAPITAL PROJECTS $0 $16,101,569 ($106,800) $15,994,769 $0
WORKING CASH $23,519,480 $1,167,851 $0 $24,687,331 $0
TORT/LIABILITY $7,586,516 $1,511,266 ($2,019,656) $7,078,126 $1,073,916
LIFE SAFETY $3,487,177 $607,230 ($800,885) $3,293,522 $251,402

TOTAL ALL FUNDS $126,899,631 $153,475,259 ($148,611,261) $131,763,629 $11,302,883

*Unaudited

CASH & OTHER FUND
FUND INVESTMENTS ASSETS LIABILITIES BALANCE
EDUCATIONAL $74,399,690 $336,001 ($6,330) $74,729,361
OPERATIONS & MAINT. $238,518 $0 $0 $238,518
DEBT SERVICE $670,968 $0 $0 $670,968
TRANSPORTATION $2,390,154 $0 $0 $2,390,154
IMRF/FICA $2,680,880 $0 $0 $2,680,880
CAPITAL PROJECTS $15,994,769 $0 $0 $15,994,769
WORKING CASH $24,687,331 $0 $0 $24,687,331
TORT/LIABILITY $7,078,126 $0 $0 $7,078,126
LIFE SAFETY $3,293,522 $0 $0 $3,293,522

TOTAL ALL FUNDS $131,433,958 $336,001 ($6,330) $131,763,629

 BUDGET FY 2011 MONTH MONTH MONTH
TO DATE TO DATE TO DATE

FUND REVENUE EXPENDITURES REVENUE EXPENDITURES POs CREATED
EDUCATIONAL $112,279,137 $98,795,026 $12,870,590 $17,613,793 $395,194
OPERATIONS & MAINT. $13,646,700 $18,837,816 $210,709 $1,157,302 $279,794
DEBT SERVICE $7,913,648 $6,477,472 $129,299 $0 $0
TRANSPORTATION $3,507,698 $6,211,729 $86,092 $149,384 $2,904
IMRF/FICA $4,870,482 $3,220,796 $78,673 $292,795 $0
CAPITAL PROJECTS $0 $0 $24,616 $0 $0
WORKING CASH $779,483 $791,000 $32,790 $0 $0
TORT/LIABILITY $261,898 $4,119,508 $2,331 $193,633 $53,225
LIFE SAFETY $3,167,423 $2,802,779 $73,916 $22,152 $86,134

TOTAL ALL FUNDS $146,426,469 $141,256,126 $13,509,016 $19,429,059 $817,251

NILES TOWNSHIP HIGH SCHOOL DISTRICT #219

FEBRUARY 28, 2011
FINANCIAL REPORT

(INCLUDES OPERATING TRANSFERS)
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