










Niles School District 219 2/8/2010

2010 Summer Renovations

WORK DESCRIPTION  BUDGET ACTUAL BIDS

ACTUAL BIDS 
VS. BUDGET 
DIFFERENCE

RECOMMENDED 
PROJECTS

Central
Remodel 4 Bathrooms at Niles Central 106,634$            
 Replace Two Roof‐top Units
     ‐HVAC Bid 43,862$             72,000$              28,138$             
     ‐Electrical 2,500$               2,032$                (468)$                 

46,362$             74,032$              27,670$             

 Total Central Projects 152,996$            74,032$               27,670$                

North High School
 New Grandstands,Press Box, and Storage at Competion Field
     ‐Earthwork 45,250$             37,165$                (8,085)$              
     ‐Site Utilities 11,000$             9,800$                  (1,200)$              
     ‐Retaining Wall -$                       10,000$                10,000$             
     ‐Concrete 17,000$             30,200$                13,200$             
     ‐Grandstands,Bleachers and Press Box 735,000$           660,890$             (74,110)$            
     ‐Storage Trailers ‐ BY OWNER 28,000$             28,000$                -$                       
     ‐General Trades
               Bid Release #1 16,000$             5,775$                  (10,225)$            
               Fence Ht Increase -$                       1,100$                  1,100$               
               Bid Release #2 20,000$             73,005$                53,005$             
     ‐Plumbing ‐ BUDGET 5,000$               5,500$                  500$                  
     ‐Electrical ‐ Press Box Fire Alarm -$                       9,337$                  9,337$               
     ‐Electrical 50,000$             131,962$             81,962$             
     ‐Elevator  -$                       154,680$             154,680$           

 New Grandstands,Press Box, and Storage at Competion Field Total 927,250$           1,157,414$         230,164$           1,157,414$               

Concession Stand/Ticket Booth/Rebuild Batting Cages
     ‐Earthwork
         ‐Concession/Ticket Booth 18,000$             25,344$                7,344$               
         ‐Batting Cages 17,000$             14,990$                (2,010)$              
     ‐Site Utilities 25,000$                25,000$             
     ‐Masonry 29,000$             38,000$                9,000$               
     ‐Miscellaneous Steel 1,500$               2,000$                  500$                  
     ‐Transition Windows -$                       5,500$                  5,500$               
     ‐General Trades 101,000$           168,624$             67,624$             
     ‐Plumbing 3,000$               11,660$                8,660$               
     ‐HVAC 2,155$               33,000$                30,845$                
     ‐Electrical 8,000$               41,133$                33,133$             

Pre‐Fab Snack Bar/Rebuild Site/Rebuild Batting Cages Total 179,655$           365,251$            185,596$           365,251$                  

 Upgrade Exit Sign Lighting PW are( Main gym,etc.)
     ‐Electrical 6,993$               5,490$                  (1,503)$              

 Upgrade Exit Sign Lighting PW are( Main gym,etc.) Total 6,993$               5,490$                (1,503)$              

 Add Paint Spray Booth and Exhaust(Ceramics)
     ‐Masonry 2,500$               ‐$                            (2,500)$              
     ‐General Trades 35,000$             9,010$                  (25,990)$            
     ‐HVAC 45,225$             46,000$                775$                  
     ‐Electrical 10,000$             11,789$                1,789$               

 Add Paint Spray Booth and Exhaust(Ceramics) Total 92,725$             66,799$              (25,926)$            66,799$                    
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WORK DESCRIPTION  BUDGET ACTUAL BIDS

ACTUAL BIDS 
VS. BUDGET 
DIFFERENCE

RECOMMENDED 
PROJECTS

 Remediate Student Restrooms 
     ‐General Trades 60,000$             25,010$                (34,990)$            
     ‐Plumbing 60,000$             54,800$                (5,200)$              
     ‐HVAC 7,000$               ‐$                            (7,000)$              
     ‐Electrical 12,100$             10,323$                (1,777)$              

 Remediate Student Restrooms Total 139,100$           90,133$              (48,967)$            

 Weight Room/Dance Room/Bookstore
     ‐Masonry 1,100$               12,654$                11,554$             
     ‐Structural Steel 2,500$               66,900$                64,400$             
     ‐General Trades 20,000$             97,285$                77,285$             
     ‐Roofing ‐ BUDGET 5,500$               (5,500)$              
     ‐Flooring 20,000$             31,300$                11,300$             
     ‐Fire Protection 3,000$               3,012$                  12$                    
     ‐Plumbing 3,000$               13,000$                10,000$             
     ‐HVAC 4,000$               65,000$                61,000$             
     ‐Electrical 24,350$             44,242$                19,892$             

 Renovate Athletic Fitness/Dance Cardio Area Total 83,450$             333,393$            249,943$           

 Roof Replacements Areas 13,17,25,33
     ‐General Trades 31,420$             19,356$                (12,064)$            
     ‐Roofing 475,290$           317,140$             (158,150)$          
     ‐Plumbing 8,640$               39,000$                30,360$             
     ‐HVAC 5,000$               ‐$                            (5,000)$              
     ‐Electrical 3,000$               4,959$                  1,959$               

 Roof Replacements Areas 13,17,25,33 Total 523,350$           380,455$            (142,895)$          380,455$                  

 Door Replacements
     ‐General Trades
               Bid Release #1 22,500$             74,979$                52,479$             
               Bid Release #2 117,962$           42,421$                (75,541)$            
     ‐Electrical -$                       9,903$                  9,903$               

 Door Replacements Total 140,462$           127,303$            (13,159)$            

 Paint Gymnastics Gym
     ‐Paint Wrestling Gym -$                       7,200$                  7,200$               
     ‐General Trades 30,888$             10,000$                (20,888)$            

 Paint Main gym/Annual Painting Program Total 30,888$             17,200$              (13,688)$            17,200$                    

 Floor Replacement Projects
     ‐Abatement -
     ‐Flooring 12,424$             14,410$                1,986$               

 Floor Replacement Projects Total 12,424$             14,410$              1,986$               

Cardio Fitness
     ‐Electrical 13,883$             34,955$                21,072$             

Cardio Fitness 13,883$             34,955$              21,072$             

 Total North Projects 2,150,180$        2,592,803$         442,623$           1,987,119$               
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WORK DESCRIPTION  BUDGET ACTUAL BIDS

ACTUAL BIDS 
VS. BUDGET 
DIFFERENCE

RECOMMENDED 
PROJECTS

West High School
 Refinish Staircase Steps
     ‐Abatement -
     ‐Flooring 53,790$             121,120$             67,330$             

 Refinsh Staircase Steps Total 53,790$             121,120$            67,330$             

Gymnastics Gym Addition
     ‐Earthwork 117,156$             133,490$             16,334$             
     ‐Site Utilities 178,695$             150,000$             (28,695)$            
     ‐Concrete 217,459$             200,000$             (17,459)$            
     ‐Pre‐Cast Concrete 383,245$             433,014$             49,769$             
     ‐Masonry 180,042$             168,946$             (11,096)$              
     ‐Structural Steel 346,456$             169,931$             (176,525)$          
     ‐General Trades
           ‐FRP Doors 45,000$               74,639$                29,639$             
           ‐Roof Blocking 18,150$               43,296$                25,146$             
           ‐Balance 236,326$             337,925$             101,599$           
           ‐Wood Bleachers ‐$                         1,850$                  1,850$               
     ‐Roofing 282,683$             168,000$             (114,683)$          
          ‐Green Roof ‐$                         43,000$                43,000$             
     ‐Aluminum Curtainwall, Storefront & Window 315,948$             66,528$                (249,420)$          
     ‐Fire Protection 47,000$               38,410$                (8,590)$                 
     ‐Plumbing 93,500$               98,038$                4,538$               
     ‐HVAC 192,175$             508,000$             315,825$              
     ‐Electrical 216,430$             459,110$             242,680$              

Gymnastics Gym Addition Total 2,870,265$        3,094,177$         223,912$           3,094,177$               

Traing Room Addition
     ‐Earthwork 50,562$               103,620$             53,058$             
     ‐Site Utilities 41,195$               60,000$                18,805$             
     ‐Concrete 70,821$               68,000$                (2,821)$              
     ‐Precast Hollowcore Plank 17,653$               20,860$                3,207$               
     ‐Masonry 86,498$               119,300$             32,802$                
     ‐Structural Steel 73,370$               79,069$                5,699$               
     ‐General Trades -$                       
           ‐FRP Doors 35,000$               52,009$                17,009$             
           ‐Roof Blocking 6,200$                 8,994$                  2,794$               
           ‐Balance 120,000$             246,099$             126,099$           
     ‐Roofing 81,972$               60,000$                (21,972)$            
     ‐Aluminum Curtainwall, Storefront & Window 85,100$               26,798$                (58,302)$            
     ‐Flooring -$                       
           ‐Tile 6,864$                 14,410$                7,546$               
           ‐Sports Flooring 15,840$               17,290$                1,450$               
     ‐Fire Protection 11,550$               22,896$                11,346$             
     ‐Plumbing 85,250$               84,917$                (333)$                 
     ‐HVAC 100,000$             204,000$             104,000$           
     ‐Electrical 95,000$               149,500$             54,500$                

Training Room Addition Total 982,875$           1,337,762$         354,887$           1,337,762$               

 Replace Field House, Weight Room & Corridor Floors
     ‐Flooring 718,170$             566,100$             (152,070)$          
     ‐Electrical 23,375$               4,700$                  (18,675)$            

 Replace Field House, Weight Room & Corridor Floors Total 741,545$           570,800$            (170,745)$          570,800$                  

 Door Replacements
     ‐General Trades
               Bid Release #1 47,250$             151,453$             104,203$           
               Bid Release #2 27,788$             19,453$                (8,335)$              

 Door Replacements Total 75,038$             170,906$            95,868$             
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WORK DESCRIPTION  BUDGET ACTUAL BIDS

ACTUAL BIDS 
VS. BUDGET 
DIFFERENCE

RECOMMENDED 
PROJECTS

 Paint Contest Gym and Roof Panels
     ‐General Trades 57,953$             30,000$                (27,953)$            

 Paint Gym and Roof Panels/Annual Painting Program Total 57,953$             30,000$              (27,953)$            30,000$                    

Cardio Fitness
     ‐Electrical 13,177$             29,975$                16,798$             

Cardio Fitness 13,177$             29,975$              16,798$             29,975$                    

Repair 5 Oakton Tennis Courts & Add 5
     ‐Earthwork 70,000$               199,890$             129,890$           
     ‐Site Utilities 44,000$               15,000$                (29,000)$            
     ‐General Trades ‐ Concrete & Tennis Courts 380,000$           406,168$             26,168$             
     ‐Electrical -$                       20,464$                20,464$             

Repair 5 Oakton Tennis Courts & Add 5 494,000$           641,522$            147,522$           641,522$                  

 Total West Projects 5,288,643$        5,996,262$         707,619$           5,704,236$               

TOTAL ESTIMATED PROJECT COSTS 7,591,819$   8,663,097$   $1,177,912 7,691,355$         

   Estimated Fees

   Estimated Construction Costs 7,591,819$        8,663,097$         1,177,912$        7,691,355$              

   Estimated General Conditions 569,386$           649,732$            88,343$             442,253$                 

   Architectural Fees Based on Construction Costs 637,713$           727,700$            98,945$             646,074$                 

   Construction Management Fee 227,755$           259,893$            35,337$             230,741$                 

   Total Estimated Project Costs 9,026,673$        10,300,422$      1,400,537$        9,010,422$              
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POLICY AND PROCEDURAL CHANGES: SECOND READING 
February 1, 2010 Board meeting 

anges have been reviewed by the Board on the first reading  
 
ll recommended chA
(January 11, 2010). 

ection 2 (Board of Education)
 
S  
 
Number  Name  Proposed Change 

2:20  Powers and Duties of the 
Board of Education 

Add io g: it n of new duties regardin

 
1. Civil defense shelters 

 
2. Resource conservation 

 
3. Recognizing veterans 
4. Indemnifying against loss 

  educational 5. Equal employment and equal
ies opportunities polic

6. Statement of financial affairs 
7. School report card 

2:40  Board Member Qualifications  Updated to comply with legislation that allows an 
l to simultaneously be a board member and a individua

treasurer.
2:70‐E  Checklist for Filling Board

Vacancies by Appointmen
 
t 

See 2:40. 

2:110  Qualifications, Term, and 
Duties of Board Officers 

Significant updates include: 
1. President given duty regarding board meeting 

agendas. Also serves as the head of the public 
body for purposes of the Open Meetings Act 
and Freedom of Information Act. 

 oard 2. Secretary given the duty to assemble b
meeting materials. 

3. Recording secretary’s duties clarified. 
 
Section 3 (General School Administration) 
 
Number  Name  Proposed Change 

3:40  Superintendent  Amended to give the superintendent the duties of 
preparing, submitting, publishing, and posting 
required reports and notices. In addition, legal 
references including requiring a report whenever the 
superintendent “has reasonable cause to believe” that 

an a certificate holder left employment because of 
intentional act of child abuse or neglect. 

3:50  Administrative Personnel 
Other Than the 
Superintendent 

Added, benefits specified are in lieu of benefits 
provided under any collective bargaining agreement. 

3:50‐AP1  Terms and Conditions of 
Employment for 
Administrators 

Updated retirement benefits and cell phone allowance. 

 
Section 4 (Operational Services) 
 
Number  Name  Proposed Change 

4:30  Revenue and Investments  The section listing authorized investments was 
amended to reflect changes in the school code. In the 



section on collateral requirements, a statutory 
 of reference replaces the list of permissible types

collateralization.   
4:40  Incurring Debt  The list of possible types of debt now includes 

“establishing a line of credit with a bank or other 
financial institution.” 

4:55‐E1  District Credit and Procurement 
 – Card Authorization Form

Requester 

The date has been changed for returning original 
onth to receipts to the cardholder from the 21st each m

the 6th. 
4:100  Insurance Management  Includes mentors of certified staff among the 

individuals to be covered by liability insurance.  
4:110  Transportation  Updated legal references to reflect the new language in 

law effective 1/1/10. 
4:120  Food Services  Updated legal references. No change to policy. 
4:140  Waiver of Student Fees  Updated to comply with school code regarding 

qualifications for waivers. 
4:140‐
E1 

Application for Fee Waivers  Updated to comply with school code (see 4:140). 

4:160  Hazardous and Infectious 
Materials 
Environmental Quality of 
Buildings and Grounds 

Ren m ing it in alignment with 
the:

a ed and updated to br

 
 

 
1. Green Buildings Act 
2. Structural Pest Control Act 
3. Lawn Care Products Application and Notice Act 

 
Section 5 (Personnel) 
 
Number  Name  Proposed Change 

5:30  Hiring Process and Criteria  Upd edat  to: 
 lifying 1. Moved the list of employment disqua
criminal offenses. 

2. Urges employers using employment 
verification systems to consult the Ill. Dept. of 
Labor’s website. 

3. Add optional language covering what happens 
when the board rejects the superintendent’s 
hiring recommendation. 

5:90  Abused and Neglected Child 
Reporting 

Updated to require the superintendent to notify the 
State Superintendent and the regional superintendent 
when a certificate holder leaves employment as a 
result of child abuse or neglect. 

5:100  Staff Development Program  Updated to require an in‐service, at a minimum, once 
every two years, training all district staff on educator 

ol employee‐ethics, teacher‐student conduct, and scho
student conduct. 
In addition, language has been added by 
administration for 219 University, including 
attendance expectation. 

5:120  Employee Conduct Standards  Updated to reflect language that all district staff 
ional and appropriate relationships 

ers. 
maintain profess
with students, parents, staff members and oth

5:120‐AP2  Employee Conduct Standards  See policy 5:30. 
5:215  Absences From Work For A

Employees 
ll  NEW – Outlines timelines and proce

employees to follow in the event of 
dures for 
an absence.  

5:220‐AP2  Substitute Teacher Rate of  Updated to match current practice. 



Pay 
5:250  Leaves of Absence  Sick a le ve section was amended to: 

 1. Allow sickness certification to be made by a 
chiropractic physician. 

2. Permit an employee to take paid sick leave for 
 present a 30 days for birth without having to

physician’s certification. 
3. Add a 30‐day paid adoption leave. 

A limitation was added to the section of Leaves for 
Victims of Domestic or Sexual Violence. 

5:270‐E  New Hire Letter (for 
taff confidential and support s

positions under 600 hours)  

Removed J. O’Donnell’s name and replaced with title 
only.  

5:280  Duties and Qualifications  Updated to include the requirement that each coach for 
an extra‐curricular athletic activity, sponsored or 
sanctioned by IHSA, complete the IHSA’s educational 
program and competency testing on preventing abuse 
of performance‐enhancing substances. 

5:330  Sick Days, Vacation Holidays, 
es and Leav

Updated as described in policy 5:250. Added a leave to 
serve as a trustee of the Ill. Municipal Retirement Fund.

 
Section 6 (Instruction) 
 
Number  Name  Proposed Change 

6:20  School Year Calendar Day  Legal reference has been updated.  No change to policy.
6:50  School Wellness  Legal reference updated.  No change to policy. 
6:120‐AP  Special Education Procedures 

Assuring the Implementation 
of Comprehensive 

r Children 
 

Programming fo
with Disabilities

New language regarding revocation of consent was 
update by the IASB and can be found by following the 
link in this procedure. 

6:180‐AP2  Summer School  Added 9th grade students who do not qualify for 
ake a summer math 
er, 2010. 

Algebra 12‐22 will be required to t
readiness program, effective summ

6:300‐E1  Request for Variation from 
Normal Course Load 

Changed five (5) credits to six (6) 

6:300‐E5  Late Start or Early Dismissal 
Form 

NEW ‐ currently used at North.  Revised with input 
from EPAC ing  to be used District wide as well as chang
five (5) credits to six (6). 

6:300‐E4  Application for a Diploma for 
Veterans of WW II or the 

 Vietnam Korean Conflict, or
Conflict 

Renamed and updated to comply with school code 
regarding veterans of the Vietnam Conflict.  

6:235‐AP3  Web Publishing   Removed en . tire 4th page as it was obsolete
6:235‐AP4  Personal Use of Student‐

Owned Laptops or Netbooks 
in School 

Renamed – updated to include netbooks. 

6:310  Credit for Alternative Courses 
and Programs, and Course 
Substitutions 

Updated with a new subhead titled Dual Credit 
Courses. The Dual Credit Quality Act, defines dual 
credit as a college course taken by a high school 
student for credit at both the college and high school 
level. 

6:340  Student Testing and 
Assessment Program 

Updated to distinguish the assessment program for the 
policy on grading and promotion.   



 
Section 7 (Students) 
 
Number  Name  Proposed Change 

7:17  Student Pregnancy  NEW ­ policy instructs the employee to notify the 
he timestudent’s parents within 10 school days from t  

the student shares pregnancy information. 
7:190  Student Discipline  Updated to comply with the new definition of weapon. 

New acts of prohibited student conduct added. 
7:240  Conduct Code for Participa

in Extracurricular Activitie
nts 
s 

Updated to comply with IHSA
student athletes. 

 requirements regarding 

7:300  Extracurricular Activities  Updated (see policy 7:240).  
 
Section 8 (School‐Community Relations) 
 
Number  Name  Proposed Change 

8:70  Accommodating Indiv
with Disabilities 

iduals  Legal reference has been updated.  No change to policy.

8:100  Relations with Other 
Organizations and Agencies 

Updated to cooperate with appropriate disaster relief 
organizations concerned with civil defense.  

8:100‐AP1  Proposals For Research From 
Agencies or Individuals 

Revised to include language regarding persons visiting 
District facilities. 
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Board of Education 

Powers and Duties of the Board of Education 

The major powers and duties of the Board of Education generally include but are not limited to: 

1. Formulating, adopting, and modifying District policies, at its sole discretion, subject only to 
mandatory collective bargaining agreements and State and Federal law. 

2. Employing a superintendent and other personnel, making employment decisions, and 
dismissing personnel, and establishing an equal employment opportunity policy that 
prohibits unlawful discrimination. 

3. Directing, through policy, the Superintendent, in his or her charge of the District’s administration.   

4. Approving the annual budget, tax levies, major expenditures, payment of obligations, annual 
audit, and other aspects of the District's financial operation; and making available a 
statement of financial affairs as provided in State law. 

5. Entering contracts using the public bidding procedure when required. 

6. Indemnifying, protecting, and insuring against any loss or liability of the School 
District, Board members, employees, and agents as provided or authorized by State law.  

7. Providing, constructing, controlling, supervising, and maintaining adequate physical 
facilities; making school buildings available for use as civil defense shelters; and 
establishing a resource conservation policy. 

8. Establishing an equal education opportunities policy that prohibits unlawful 
discrimination.  

7.9. Approving the curriculum, textbooks, and educational services.  

8.10.Evaluating the educational program and approving School Improvement and District 
Improvement Plans when they are required to be developed or revised.  

11. Submitting to parents/guardians, District taxpayers, the Governor, the General 
Assembly, and the State Board of Education a school report card assessing the 
performance of its schools and students. 

12. Establishing and supporting student discipline policies designed to maintain an environment 
conducive to learning, including hearing individual student suspension on expulsion cases 
brought before it.  

10.13.Establishing attendance units within the District and assigning students to the schools.  

14. Establishing the school year. 

15. Requiring a moment of silence to recognize veterans during any type of school event 
held at a District school on November 11.  

12.16.Visiting District facilities.  

13.17.Providing student transportation services. 

14.18.Entering into joint agreements with other Boards of Education to establish cooperative 
educational programs or provide educational facilities. 

15.19.Complying with requirements in the Abused and Neglected Child Reporting Act. Specifically, 
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 
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Act, direct or cause the Board of Education to direct the Superintendent or other equivalent 
school administrator to comply with the Act’s requirements concerning the reporting of child 
abuse.  

16.20.Communicating the schools' activities and operations to the community and representing 
the needs and desires of the community in educational matters. 

LEGAL REF.: 105 ILCS 5/2-3.25d, 5/10-1 et seq., 5/17-1, and 5/27-1.  
115 ILCS 5/1 et. seq. 

CROSS REF.: 1:10 (school district legal status), 1:20 (district organization, operations, and 
cooperative agreements), 2:10 (school district governance), 2:80 (board member oath 
and conduct), 2:140 (communication to and from the board), 2:240 (board policy 
development), 4:60 (purchases and contracts), 4:70 (resource conservation), 4:100 
(insurance management), 4:110 (transportation), 4:150 (facility management and 
building programs), 5:10 (equal employment opportunity and minority 
recruitment) 5:90 (abused and neglected child reporting), 6:10 (educational 
philosophy and objectives), 6:15 (school accountability), 7:30 (student assignment 
and intra-district transfer), 7:190 (student discipline), 7:200 (suspension 
procedures), 8:30 (visitors to and conduct on school property) 

ADOPTED: March 12, 2007  
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Board of Education 

Board Member Qualifications 

A Board of Education member must be, on the date of election or appointment, a United States citizen at 
least 18 years of age, a resident of Illinois and the District for at least one year immediately preceding 
election, and a registered voter,. be neither a school trustee nor a school treasurer, and not be a child sex 
offender as defined in State law.   A Board of Education member must also have filed  

Reasons making an economic interest statement as required by the Governmental Ethics Act.  

Some persons may beindividual ineligible for Board of Education membership by reason of other public 
offices held or include holding an incompatible office and certain types of State or federal 
employment.  A child sex offender, as defined in State law, is ineligible for School Board 
membership. 

LEGAL REF.: Ill. Const., Art. 2, ¶ 1; Art 4, ¶ 2(e); Art 6, ¶ 13(b). 
105 ILCS 5/10-3 and 5/10-10. 

CROSS REF.: 2:30 (board of education elections), 2:70 (vacancies on the board of education – 
filling vacancies) 

ADOPTED: January 20, 2004 
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Board of Education 

Exhibit - Checklist for Filling Board Vacancy by Appointment 

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

 Confirm that the Board must fill the vacancy by appointment. 

Guidelines Explanation 

Review Board policy 2:70, 
Vacancies on the Board of 
Education - Filling Vacancies, to 
determine if a vacancy on the Board 
occurred and, if so, whether the 
successor will be selected by 
election or Board appointment. 

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

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

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

Guidelines Explanation 

At a minimum, the Board uses 
election qualifications, that is, a 
candidate must meet the following: 
• Be a United States citizen. 
• Be at least 18 years of age. 
• Be a resident of Illinois and the 

District for at least one year 
immediately preceding the 
appointment. 

• Be a registered voter. 
•Not be a school trustee. 
• Not be a child sex offender. 
• Not hold another incompatible 

public office. 
• Not have a prohibited interest in 

any contract with the District. 

While The School Code does not expressly set forth 
eligibility requirements for appointment to a Board 
vacancy, the Board may want to use the 
qualifications for elected Board members listed in 
105 ILCS 5/10-3 and 5/10-10. 

For guidance discussing other qualifications that the 
Board may want to consider, see IASB’s Recruiting 
School Board Candidates, available at: 
www.iasb.com/elections/recruiting.pdf. 

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

http://www.iasb.com/law/ICSAFAQsonBoardVacancies.pdf�
http://www.iasb.com/elections/recruiting.pdf�
http://www.iasb.com/law/conflict.cfm�
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Guidelines Explanation 
• Not hold certain types of 

prohibited State or federal 
employment. 

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

upon the distribution of 
population among congressional 
townships in the district. 

• Meet all qualifications based 
upon the distribution of 
population among incorporated 
and unincorporated areas. 

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

 Decide who will receive completed vacancy applications. 

Guidelines Explanation 

The Board President will accept 
applications. 

The Board will discuss, at an open 
meeting, its process to review the 
applications and who will contact 
applicants for an interview. 

Who accepts vacancy applications is at the Board’s 
sole discretion.  According to 2:110, Qualifications, 
Term, and Duties of Board Officers, the Board 
President is a logical officer to accept the 
applications, but this task may be delegated to the 
Secretary or Superintendent’s secretary if the Board 
determines that it is more convenient.  Who accepts 
the applications must be decided prior to posting the 
vacancy announcement. 

 Create Board member vacancy announcement. 

Guidelines Explanation 

School District ______ Board 
Member Vacancy 

School District is accepting 
applications to fill the vacancy 
resulting from [reason for vacancy] 
of [former School Board member’s 
name]. 

The contents of a vacancy announcement, how it is 
announced, and were it is posted are at the Board’s 
sole discretion. 

The Board may want to consider announcing the 
vacancy and its intent to fill it by appointment 
during its meeting and post it on the District’s 
website and in the local newspaper(s). 

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

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

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

to the community’s goals. 

Applicants for the School Board 
vacancy must be:  [School Board’s 
list of qualifications]. 

See checklist item titled Develop List of 
Qualifications for Appointment of a Person to Fill 
Vacancy above. 

Applicants should show familiarity 
with the Board’s policies regarding 
general duties and responsibilities of 
a School Board and a School Board 
member, including fiduciary 
responsibilities, conflict of interest, 
ethics and gift ban.  The Board’s 
policies are available at [locations]. 

Listing this along with the Board’s list of 
qualifications assists candidates in understanding a 
School Board member’s duties and responsibilities 
and may facilitate a better conversation during the 
interview process.  See Board policies:  2:20, 
Powers and Duties of the Board of Education; 2:80, 
Board Member Oath and Conduct; 2:100, Board 
Member Conflict of Interest; 2:105 Ethics and Gift 
Ban; and 2:120, Board Member Development. 

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

Completed applications may be 
turned in by [time and date] to 
[name and title of person receiving 
applications]. 

See action item titled Decide who will receive 
completed vacancy applications above. 

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

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

 Conduct interviews with candidates (interviews may occur in closed session pursuant to 5      
ILCS 120/2(c)(3). See IASB’s Recruiting School Board Candidates, available at: 
www.iasb.com/elections/recruiting.pdf. 

 Fill vacancy by a vote during an open meeting of the Board before the 45th day or notify the 
Regional Superintendent that the vacancy still exists (105 ILCS 5/10-10). 

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

 Announce the appointment to District staff and community. 

 Administer the Oath of Office and begin orientation. 

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

Board Review:   October 19, 2009 
 

http://www.iasb.com/elections/recruiting.pdf�
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 Board of Education 

Qualifications, Term, and Duties of Board Officers 

The Board of Education officers are: President, Vice President, Secretary, and Secretary Pro Tempore.  
These officers are elected at or appointed by the Board’sBoard at its organizational Meeting. 

President  

The Board of Education elects a President from its members for a 1-year term.  The duties of the 
President are to: 

1. Preside Focus the Board meeting agendas on appropriate content and preside at all 
meetings; 

2. Make all Board committee appointments, unless specifically stated otherwise; 
3. Be permitted to attendAttend and observe any meeting of a Board committee meeting at his 

or her discretion;  
4. Represent the Board on other boards or agencies; 
5. Serve as chairperson of the Education Officers Electoral Board which hears challenges to 

Board of Education candidate nominating petitions; 
6. Sign official District documents requiring the President's signature, including Board minutes 

and Certificate of Tax Levy; 
7. Call special meetings of the Board;  
8. Review appeals of record access requests that were denied and 
8. Serve as the head of the public body for purposes of the Open Meetings Act and Freedom 

of Information Act; 
9. Ensure that a quorum of the Board is physically present at all Board meetings; 
10. Administer the oath of office to new Board members. 

The President is permitted to participate in all Board meetings in a manner equal to all other Board 
members, including the ability to make and second motions. 

The Vice President fills a vacancy in the Presidency. 

Vice President 

The Board of Education elects a Vice President from its members for a 1-year term.  The Vice President 
performs the duties of the President if: 

• The office of President is vacant; 
• The President is absent; or 
• The President is unable to perform the office's duties. 

A vacancy in the Vice Presidency is filled by a special Board election. 

Secretary  

The Board elects a Secretary shall be a member of the Board who servesfor a 1-year term. The 
secretary may be, but is not required to be, a Board member.  The duties of the Secretary shall 
perform or delegate the following duties:are to: 

1. Keep Board meeting minutes for all Board meetings and keep the verbatim record for all 
closed Board meetings; 
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2. Prepare Board meeting agendas and provide them, along with prior meeting minutes, to 
Board members before the next meeting; 

3.2. Mail meeting notification and agenda to news media who have officially requested copies; 
4.3. Keep records of the Board's official acts, and sign them, along with the President 
5.4. Submits to the Township Treasurer such reports as are required by law or otherwise requested 

by the Treasurer; 
6.5. Act as the local election authority for all Board of Education elections; 
7.6. Arrange public inspection of the budget before adoption; 
8.7. Publish required notices; 
9.8. Sign official District documents requiring the Secretary's signature; and 
10.9.Maintain Board policy, financial reports, publicity, and correspondence. 

The Secretary may delegate some or all of these duties, except when State law prohibits the 
delegation.  The Board appoints a secretary pro tempore, who may or may not be a Board member, 
if the Secretary is absent from any meeting or refuses to perform the duties of the office. A 
permanent vacancy in the office of Secretary is filled by the Secretary Pro Tempore.  The office of 
Secretary Pro Tempore is filled by special Board election. 

Recording Secretary 

The Board may appoint a Recording Secretary who is a staff member.  The Recording Secretary's primary 
responsibility Secretary shall be the keeping of records, in bound books with numbered pages, of all 
transactions of the Board of Education in regular and special open meetings.: 

1. Assist the Secretary by taking the minutes for all open Board meetings. 

2. Assemble Board meeting material and provide it, along with prior meeting minutes, to 
Board members before the next meeting; and 

3. Perform the Secretary’s duties, as assigned, except when State law prohibits the delegation. 

In addition the Recording Secretary or Superintendent shall record all closed meeting minutes and 
receives notification from Board members who desire to attend a Board meeting by video or audio means. 
pursuant to Board policy 2:220, Board of Education Meeting Procedure. 

Treasurer 
Qualifications, appointment, and duties of the Treasurer for the School District shall be as provided in 
The School Code.  The Treasurer for the School District shall be appointed by the Township Trustees. 

LEGAL REF.: 5 ILCS 120/7 and 420/4A-106. 
105 ILCS 5/8-1, 5/8-2, 5/8-3, 5/8-6, 5/8-16, 5/8-17, 5/10-1, 5/10-5, 5/10-7, 5/10-8, 5/10-13, 

5/10-13.1, 5/10-14, 5/10-16.5 and 5/17-1. 

CROSS REF.: 2:80 (board of education oath and conduct), 2:210 (organizational meeting)  

ADOPTED: March 12, 2007  
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General School Administration 

Superintendent 

Duties and Authority 
The Superintendent is the District's executive officer and is responsible for the administration and 
management of the District schools in accordance with Board of Education policies and directives, 
and State and federal law.  District management duties include, without limitations, preparing, 
submitting, publishing, and posting reports and notifications as required by State and federal 
law. The Superintendent is authorized to develop rules and procedures and take other action as 
needed to implement Board of Education policy and otherwise fulfill his or her responsibilities. 

The Superintendent may delegate to other District staff members the exercise of any powers and the 
discharge of any duties imposed upon the Superintendent by Board of Education policies or by Board 
vote.  The delegation of power or duty, however, shall not relieve the Superintendent of 
responsibility for the action that was delegated.  

Qualifications  
The Superintendent must be of good character and of unquestionable morals and integrity.  The 
Superintendent shall have the experience and the skills necessary to work effectively with the Board 
of Education, District employees, students, and the community.  The Superintendent shall have a 
valid administrative certificate and Superintendent'swith the superintendent endorsement issued by 
the State Certification Board. 

Evaluation 
The Board of Education will evaluate, at least annually, the Superintendent’s performance and 
effectiveness, using standards and objectives developed by the Superintendent and Board that are 
consistent with the Board’s policies and the Superintendent’s contract.  A specific time should be 
designated for a formal evaluation session with all Board of Education members present.  The 
evaluation should include a discussion of professional strengths as well as performance areas needing 
improvement. 

The Superintendent shall annually present evidence of professional growth through attendance at 
educational conferences, in-service training, or similar continuing education pursuits. 

Compensation and Benefits 
The Board of Education and the Superintendent shall enter into an employment agreement that 
conforms to Board policy and State law.  This contract shall govern the employment relationship 
between the Board of Education and the Superintendent.  The terms of the Superintendent’s 
employment agreement, when in conflict with this policy, will control. 

LEGAL REF.: 105 ILCS 5/10-16.7, 5/10-20.46, 5/10-21.4, 5/10-23.8, 5/21-7.1, 5/24-11,  and 5/24A-3. 
23 Ill. Admin. Code §§ 1.  and 29.130. 

CROSS REF: 2:20 (powers and duties of the board of education), 2:130 (board-superintendent 
relationship), 2:240 (board policy development), 3:10 (goals and objectives) 

ADOPTED: March 12, 2007  
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General School Administration 

Administrative Personnel Other Than the Superintendent 

Duties and Authority 
District administrative and supervisory positions are established by the Board of Education, in 
accordance with State law and regulations.  The general duties and authority of each administrative 
or supervisory position are approved by the Board of Education, upon the Superintendent's 
recommendation, and contained in the respective position's job description. 

Qualifications 
All administrative personnel shall have a valid administrative certificate and appropriate 
endorsements issued by the State Certification Board and such other qualifications as specified in the 
position's job descriptions. 

Evaluation 
The performance of all administrative personnel will be evaluated annually by the Superintendent or 
a designee; the Superintendent shall make employment and salary recommendations to the Board of 
Education. 

Administrators shall annually present evidence to the Superintendent of professional growth through 
attendance at educational conferences, additional schooling, in-service training and through 
participation in the general development and improvement of the school program. 

Administrative Work Year 
The administrator's work year shall be the same as the District's fiscal year, July 1 through June 30, 
unless otherwise stated in the employment agreement.  In addition to legal holidays, the 
administrators shall have vacation periods as approved by the Superintendent.  All administrators 
shall be available for work when their services are necessary. 

Compensation and Benefits 
The Board of Education will consider the Superintendent's recommendations when setting 
compensation for individual administrators.  These recommendations should be presented to the 
Board of Education no later than the June Board of Education meeting. 

Unless stated otherwise in individual employment contracts, all benefits and leaves of absence 
available to teaching personnel are available to administrative personnel, except that administrative 
personnel shall receive none of the payments toward retirement fringe benefits granted to teachers 
under Article XXVI, Section 10D of the Board-Union Agreement.the benefits specified in policy 
rather than retirement benefits provided under any collective bargaining contract. 

Suspensions – With or Without Pay 
The Superintendent shall determine if an administrator shall receive pay during the term of any 
suspension.  The decision may be based on the nature and circumstances of the misconduct, prior 
acts of misconduct by the administrator, and other evidence deemed relevant by the Superintendent. 
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LEGAL REF: 105 ILCS 5/24A-1, 5/24A-3 and 5/24A-4. 

23 Ill. Admin. Code § 1.310. 

CROSS REF: 3:60 (administrative responsibility of the Building Principal), 5:30 (hiring process 
and criteria), 5:250 (leaves of absence) 

 

ADOPTED: February 25, 2002 
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General School Administration 
 

Administrative Procedures: Terms and Conditions of Employment for 
Administrators 
 
For administrators not covered by an individual employment contract or those whose contract does 
not address these conditions of employment: 

Employment Year 

 
Administrators work a 12-month year (260 days), except for deans and activity directors, who work a 
195-day year and curriculum directors who work a 205 day year.   With Board approval the 
Superintendent may engage administrators to work different calendars than the aforementioned. 
 

Vacation 

Twelve-month administrators hired after July 1, 1988 shall be eligible for paid vacation days 
according to the following schedule: 

 

 

Length of Employment

 

Monthly 

Accumulation

Maximum 

Vacation Leave 

Earned Per Year
From: To:   

Beginning of year 1 End of year 10 1.67 Days 20 Days 

Beginning of year 11  2.08 Days 25 Days 
 

Twelve-month administrative employees hired before July 1, 1988 shall be eligible for paid vacation 
days according to the following schedule: 

 

 

Length of Employment

 

Monthly 

Accumulation

Maximum 

Vacation Leave 

Earned Per Year
From: To:   

Beginning of year 2  2.08 Days 25 Days 
 
Vacation days earned in one fiscal year must be used by the end of the current fiscal year, except for 
10 days that may be carried over.  Employees resigning or whose employment is terminated are 
entitled to the monetary equivalent of all earned vacation, including carryover (up to 10 days) from 
the prior fiscal year. 
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Salary 

 
Annually, the Superintendent shall recommend and the Board of Education shall set the salaries and 
benefits of District administrators.  To determine salary, the Superintendent shall assign each 
administrative or technical position a salary range based on the scope of these considerations: 
 

1.  Amount of money under the administrator's direction 
2.  Level of decision-making 
3.  Expertise required 
4.  Amount of public contact 
5.  Time commitment 
6. Prerequisites 
7.  Number of staff subordinates 
8.  Market analysis of comparable positions in area districts 
 

 

Benefits 

 
1. Sick/Personal Leave.  Administrators shall be entitled to 15 work days of sick leave and 2 

personal days annually, pursuant to the provisions of law.  At the end of the fiscal year unused 
personal days convert to sick days.  Unused sick and personal leave shall accumulate without 
limit.  For each day of sick leave absence beyond the allotment of sick leave days and for each 
day of absence deductible for other reasons, 1/260th of the annual basic salary shall be deducted 
(1/195, 1/205 or other fractions based on calendars for administrators working less than 260 
days).  Further deductions will be made proportionally for fractional parts of a day.   

 
2.  Disability Income Protection.  If an administrator has exhausted all sick leave and is 

eligible for disability benefits under the Teachers  Retirement System (TRS) or the Illinois 
Municipal Retirement Fund (IMRF), the District shall pay the administrator a disability 
stipend equal to the difference between the amount of disability benefits received from 
TRS or IMRF and 60 percent of the administrator's annual salary at the time the disability 
occurred.  

 
If TRS increases the disability benefit above the present 40 percent, the District will continue to 
pay 20 percent of the administrator's annual salary at the time the disability occurred, up to 65 
percent.  If IMRF increases the disability benefit above the present 50 percent, the District will 
continue to pay 10 percent of the administrator's annual salary at the time the disability occurred, 
up to 65 percent. 

 
In no case will the total amount of TRS or IMRF disability benefits and the amount paid by the 
District exceed 65 percent of the administrator's annual salary at the time the disability occurred.  
The disability stipend shall be paid for the same period that the administrator receives TRS or 
IMRF disability benefits. 

 
3.  Health-Accident and Dental Insurance.  The District shall provide offer individual or family 

coverage at the same rate as applies to all certified and non-certified employees of District 
219. $300 for the fiscal years 2005 thru 2008through the 2012, and $350 for the 2009 fiscal 
year.  The District shall provide family coverage at $900 for the 2005 thru 2008 fiscal years, and 
$950 for the 2009 fiscal year. 
 

4.  Dental Insurance.  The District shall provide individual coverage at no charge or family coverage 
with a 50% co-pay of the difference between the two coverages. 
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4. Cell Phone Allowance.  Effective July 1, 2010, The District shall provide administration who 
are required to carry a cell phone with a $100 monthly allowance, reported as additional 
compensation, for the purpose of assuming the administrator is able to provide the District 
with a cell phone number and that the administrator carries the cell phone for her or his 
work for the complete calendar year. 

 
5.  Life Insurance.  The District shall provide administrators with group term life insurance in an 

amount double the administrator's salary. 
 

6.  Medical Examinations. The District shall reimburse an administrator up to $400 in any two-year 
period for physical examinations voluntarily taken.  The administrator must submit a copy of the 
bill and the insurance plan’s rejection of the bill.  

 
7. Wellness Benefit.  Administrators will be entitled to the same wellness benefits as certified 

and non-certified employees of District 219. 
 
78.  Professional Dues.  The District shall provide payment toward professional dues approved 

through the normal budgeting process.  Professional dues will be limited to organizations that 
have a direct relationship to the position held by the administrator. 

 
8.  Retirement Benefits.  An administrator retiring at age 55 or older will be eligible for the same 

$3,000 service award as teachers and a retiring administrator shall receive a total of $35,000 for 
purposes of retirement  to be distributed after the final day of employment, but may be tax 
sheltered (403b, 457) upon the administrator’s request.  
 

 Administrators having Board approved retirement agreements shall receive compensation for 
unused sick leave.  Those covered by TRS will be compensated above 340 days at the rate paid to 
teachers (regardless of where the sick leave was earned).   Those covered by IMRF who elect to 
credit more than 240 days for IMRF creditable service shall be paid for any days not credited.  
Any unused sick or vacation days not used for pension purposes will be paid after the final day of 
employment and will be based on 1/260, 1/195 or 1/205 concurrent with the said administrator’s 
calendar. 

  
 Administrators having Board approved retirement agreements will devote themselves to the 

performance of their duties under the agreements, and not resign or otherwise voluntarily 
terminate their employment prior to the expiration of their agreement.  If an administrator violates 
this requirement by leaving the District early, he/she shall reimburse the District for any 
retirement benefits received, not as a penalty but solely as liquidated damages for his/her breach 
of this requirement. 

 
98.     Retirement Benefits and Enhancements 
 

Eligibility and Notice.  Administrators will not be eligible for enhancements if their 
retirement will cause a TRS or IMRF penalty to be incurred by the District.  To be eligible 
an administrator must have served satisfactorily in the district for a minimum of ten (10) 
years immediately preceding his or her retirement.  The administrator must give written 
notice to the superintendent of his or her intention to participate in the program as early as 
January 1 in the fifth year prior to his or her last full year of employment but no later than 
May 1 of the fifth year prior to the end of his or her last full year of employment in order 
to receive the full retirement benefits outlined below.  
 

An administrator who will retire at age 55 or more with 35 years of service (or 60 years old, 
regardless of years of service) is eligible to request approval from the Board to retire 5 years in 
advance and will thus be eligible for five (5) 6% compounding increases in compensation. The 

Moved 
to 
below 
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Board shall provide a Benefit Sum sufficient to increase the administrators base salary paid in 
the sixth year prior to retirement by fifteen percent (15%).  Administrators receiving 
enhancements receive no additional raises.  Such  payment shall be paid in the fifth year prior 
to retirement.  Following such fifth year payment, a yearly compounded increase of six percent 
(6%) over the prior year’s creditable earnings in the final four years of District service shall be 
made part of the total Benefit Sum.  Sick leave granted in addition to 15 days may only be awarded 
if notice is provided 5 years and no less prior to retirement. 
 
An administrator who chooses to retire in such a way as to avoid the District incur a TRS or 
IMRF penalty will receive an ERO Avoidance Incentive benefit paid by the District.  This 
benefit will be equivalent to the monthly cost of a single TRS TCHP Health Insurance premium 
until the administrator becomes medicare eligible.  
The ERO Avoidance Incentive amount due to the retired administrator shall be paid past 
retirement, semi-annually.  Nothing herein implies that the District will monitor usage of said 
payment nor does it require the administrator to use said payments for TRS Health Insurance 
specifically. 
 
Administrators having Board approved retirement agreements shall receive compensation for 
unused sick leave.  Those covered by TRS will be compensated above 340 days at the rate of 
MA5, regardless of where the sick leave was earned, up to a maximum of 10085 days.   Those 
covered by IMRF who elect to credit more than 240 days for IMRF creditable service shall be 
paid at the rate of MA5 for any days not credited, up to 10085 days maximum.  Any unused 
sick or vacation days not used for pension purposes will be paid after the final day of 
employment but may be taxed sheltered (403b, 457) upon the administrators request and will be 
based on 1/260, 1/195 or 1/205 concurrent with the said administrator’s calendar. 
  

 Administrators having Board approved retirement agreements will devote themselves to the 
performance of their duties under the agreements, and not resign or otherwise voluntarily 
terminate their employment prior to the expiration of their agreement., except as subject to the 
following provisions.  If an administrator violates this requirement by leaving the District early, 
he/she shall reimburse the District for all retirement benefits received (i.e., 15%, 6%, 6%, 6%, 
6%), not as a penalty but solely as liquidated damages for his/her breach of this requirement.  
Plus reasonable legal fees for recovery of such damages. Nothing prohibits the Board forfrom 
terminating an administrator once the Board of Education has approved the request to retire 
from said administrator. In the case of such termination the terminated administrator will pay 
liquidated damages equaling 15% of the administrators last year’s total creditable earnings plus 
any penalty charged to the District. 
  

 Limitations on Participation.  The Board reserves the right to limit the number of 
administrators who shall be approved for this retirement plan each year for reasons which are in 
the best interests of the District. 
 
Moving Expenses 
 
The Superintendent may, with Board approval, defray reasonable moving expenses of a new 
administrator. 
 
Travel Required by Administrative Duties 
 
An administrator shall be reimbursed for required professional travel in their personal automobile at 
the standard mileage rate approved by the Internal Revenue Service for income tax purposes.  
Reimbursement is limited to travel  

• from the administrator's assigned building to another location; or 
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• a second round-trip in one day from home to the assigned building. 
 
Continuing Education 
 
With prior approval from the Assistant Superintendent for Human Resources and subject to 
appropriations, the District shall pay for an administrator to participate in workshops, seminars, and 
other courses of continuing education related to the administrator's current job duties. Requests, when 
possible, shall be given priority made prior to July 1st of the fiscal year to that allow for proper 
budgeting.  Any benefit terminates at the end of each school year. 
 
 
 
 
 
 
Board Review: June 18, 2007  
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Operational Services 
Revenue and Investments 
The Superintendent or designee is responsible for making all claims for property tax revenue, State Aid, 
special State funds for specific programs, federal funds, and categorical grants that assist the educational 
program.  

Investments 
The Township Treasurer shall serve as the Chief Investment Officer.  The Township Treasurer shall 
invest money that is not required for current operations, in accordance with this policy and State law.  
The Township Treasurer shall use the standard of prudence when making investment decisions.  He/she 
shall use the judgment and care, under circumstances then prevailing, that persons of prudence, discretion, 
and intelligence exercise in the management of their own affairs, not for speculation, but for investment, 
considering the safety of their capital as well as its probable income.  

Investment Objectives   
The objectives for the School District’s investment activities are: 

1. Safety of Principal.  Every investment is made with safety as the primary and over-riding 
concern.  Each investment transaction shall ensure that capital loss, whether from credit or market 
risk, is avoided. 

2. Liquidity.  The investment portfolio shall provide sufficient liquidity to pay District obligations as 
they become due.  In this regard, the maturity and marketability of investments shall be 
considered. 

3. Rate of Return.  The highest return on investments is sought, consistent with the preservation of 
principal and prudent investment principles. 

4. Diversification.  The investment portfolio is diversified as to materials and investments, as 
appropriate to the nature, purpose, and amount of the funds. 

Authorized Investments  
The Township Treasurer may invest any District funds in one or more of the following: 

1. In bondsBonds, notes, certificates of indebtedness, treasury bills or other securities now or 
hereafter issued, that are guaranteed by the full faith and credit of the United States of America as 
to principal and interest; 

2. In bondsBonds, notes, debentures, or other similar obligations of the United States of America or 
its agencies, and its instrumentalites; 
The term "agencies of the United States of America" includes:  (i) the federal land banks, federal 
intermediate credit banks, banks for cooperative, federal farm credit banks, or any other entity 
authorized to issue debt obligations under the Farm Credit Act of 1971 and Acts amendatory 
thereto;  (ii) the federal home loan banks and the federal home loan mortgage corporation;  and 
(iii) any other agency created by Act of Congress. 
 
 

3. In interestInterest-bearing savings accounts, interest-bearing certificates of deposit or interest-
bearing time deposits or any other investments constituting direct obligations of any bank as 
defined by the Illinois Banking Act;  .   
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4. In shortShort term obligations of corporations organized in the United States with assets 
exceeding $500,000,000 if: (i) such obligations are rated at the time of purchase at one of the 3 
highest classifications established by at least 2 standard rating services and which mature not later 
than 180 270 days from the date of purchase, (ii) such purchases do not exceed 10% of the 
corporation's outstanding obligations, and (iii) no more than one-third of the District’s funds may 
be invested in short term obligations of corporations;   

5. In moneyMoney market mutual funds registered under the Investment Company Act of 1940, 
provided that the portfolio of any such money market mutual fund is limited to obligations 
described in paragraph (1) or (2) of this subsection and to agreements to repurchase such 
obligations. 

9.6. In shortShort term discount obligations of the Federal National Mortgage Association or in 
shares or other forms of securities legally issuable by savings banks or savings and loan 
associations incorporated under the laws of this State or any other state or under the laws of the 
United States.  Investments may be made only in those savings banks or savings and loan 
associations, the shares, or investment certificates which are insured by the Federal Deposit 
Insurance Corporation.  Any such securities may be purchased at the offering or market price 
thereof at the time of such purchase.  All such securities so purchased shall mature or be 
redeemable on a date or dates prior to the time when, in the judgment of the Township Treasurer, 
the public funds so invested will be required for expenditure by the District or its governing 
authority.  

10.7.In dividendDividend-bearing share accounts, share certificate accounts, or class of share 
accounts of a credit union chartered under the laws of this State or the laws of the United States; 
provided, however, the principal office of any such credit union must be located within the State 
of Illinois.  Investments may be made only in those credit unions the accounts of which are 
insured by applicable law. 

11.8.In aA Public Treasurers' Investment Pool created under Section 17 of the State Treasurer Act.  
The District may also invest any public funds in a fund managed, operated, and administered by a 
bank, subsidiary of a bank, or subsidiary of a bank holding company or use the services of such 
an entity to hold and invest or advise regarding the investment of any public funds. 

9. In theThe Illinois School District Liquid Asset Fund Plus.  

10. In repurchaseRepurchase agreements of government securities having the meaning set out in the 
Government Securities Act of 1986, as now or hereafter amended or succeeded subject to the 
provisions of said Act and the regulations issued thereunder.  The government securities, unless 
registered or inscribed in the name of the District, shall be purchased through banks or trust 
companies authorized to do business in the State of Illinois. 

Except for repurchase agreements of government securities which are subject to the Government 
Securities Act of 1986, no as now or hereafter amended or succeeded, the District may not 
purchase or invest in instruments that constitute repurchase agreements, and no financial 
institution may enter into such an agreement with or on behalf of the District unless the 
instrument and the transaction meet all of the following requirements: 

a. The securities, unless registered or inscribed in the name of the District, are purchased 
through banks or trust companies authorized to do business in the State of Illinois. 

b. The Township Treasurer, after ascertaining which firm will give the most favorable rate of 
interest, directs the custodial bank to "purchase" specified securities from a designated 
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institution.  The "custodial bank" is the bank or trust company, or agency of government, 
which acts for the District in connection with repurchase agreements involving the 
investment of funds by the District.  The State Treasurer may act as custodial bank for public 
agencies executing repurchase agreements. 

c. A custodial bank must be a member bank of the Federal Reserve System or maintain accounts 
with member banks.  All transfers of book-entry securities must be accomplished on a 
Reserve Bank's computer records through a member bank of the Federal Reserve System.  
These securities must be credited to the District on the records of the custodial bank and the 
transaction must be confirmed in writing to the District by the custodial bank. 

d. Trading partners shall be limited to banks or trust companies authorized to do business in the 
State of Illinois or to registered primary reporting dealers. 

e. The security interest must be perfected. 

f. The District enters into a written master repurchase agreement which outlines the basic 
responsibilities and liabilities of both buyer and seller. 

g. Agreements shall be for periods of 330 days or less. 

h. The Township Treasurer informs the custodial bank in writing of the maturity details of the 
repurchase agreement. 

i. The custodial bank must take delivery of and maintain the securities in its custody for the 
account of the District and confirm the transaction in writing to the District.  The custodial 
undertaking shall provide that the custodian takes possession of the securities exclusively for 
the District; that the securities are free of any claims against the trading partner; and any 
claims by the custodian are subordinate to the District’s claims to rights to those securities. 

j. The obligations purchased by the District may only be sold or presented for redemption or 
payment by the fiscal agent bank or trust company holding the obligations upon the written 
instruction of the Township Treasurer. 

k. The custodial bank shall be liable to the District for any monetary loss suffered by the District 
due to the failure of the custodial bank to take and maintain possession of such securities. 

11. In anyAny investment as authorized by the Public Funds Investment Act, and Acts amendatory 
thereto.  Paragraph 11 supercedes paragraphs 1-10 and controls in the event of conflict. 

Investments Except as provided herein, investments may be made only in banks, savings banks, 
savings and loan associations, or credit unions that are insured by the Federal Deposit Insurance 
Corporation or other approved share insurer. 

Selection of Depositories, Investment Managers, Dealers, and Brokers  

The Township Treasurer shall establish a list of authorized depositories, investment managers, dealers 
and brokers based upon the creditworthiness, reputation, minimum capital requirements, qualifications 
under State law, as well as a long history of dealing with public fund entities.  The Board will review and 
approve the list at least annually. 

In order to be an authorized depository, each institution must submit copies of the last 2 sworn statements 
of resources and liabilities or reports of examination, that the institution is required to furnish to the 
appropriate state or federal agency.  Each institution designated as a depository shall, while acting as such 
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depository, furnish the District with a copy of all statements of resources and liabilities or all reports of 
examination, that it is required to furnish to the appropriate state or federal agency.  

The above eligibility requirements of a bank to receive or hold public deposits do not apply to 
investments in an interest-bearing savings account, interest-bearing certificate of deposit, or interest-
bearing time deposit if: (1) the District initiates the investment at or through a bank located in Illinois, and 
(2) the invested public funds are at all times fully insured by an agency or instrumentality of the federal 
government.  

The Township Treasurer may consider a financial institution's record and current level of financial 
commitment to its local community when deciding whether to deposit funds in that financial institution. 
The Township Treasurer may consider factors including:  

1. For financial institutions subject to the federal Community Reinvestment Act of 1977, the current 
and historical ratings that the financial institution has received, to the extent that those ratings are 
publicly available, under the federal Community Reinvestment Act of 1977;  

2. Any changes in ownership, management, policies, or practices of the financial institution that 
may affect the level of the financial institution's commitment to its community;  

3. The financial impact that the withdrawal or denial of District deposits might have on the financial 
institution;  

4. The financial impact to the District as a result of withdrawing public funds or refusing to deposit 
additional public funds in the financial institution; and  

5. Any additional burden on the District’s resources that might result from ceasing to maintain 
deposits of public funds at the financial institution under consideration. 

Collateral Requirements  
All amounts deposited or invested with financial institutions in excess of any insurance limit shall be 
collateralized in accordance with 30 ILCS 235/6(d),. by:  (1) securities eligible for District investment 
or any other high-quality, interest-bearing security rated at least AA/Aa by one or more standard rating 
services to include Standard & Poor’s, Moody’s, or Fitch, (2) mortgages, (3) letters of credit issued by a 
Federal Home Loan Bank, or (4) loans covered by a State Guaranty under the Illinois Farm Development 
Act..  The market value of the pledged securities shall equal or exceed the portion of the deposit requiring 
collateralization.  The Township Treasurer shall determine other collateral requirements.The Board must 
approve each collateral agreement. 

Safekeeping and Custody Arrangements  

The preferred method for safekeeping is to have securities registered in the District’s name and held by a 
third-party custodian.  Safekeeping practices should qualify for the Governmental Accounting Standards 
Board (GASB) Statement No. 3 Deposits with Financial Institutions, Investments (including Repurchase 
Agreements), and Reverse Repurchase Agreements, Category I, the highest recognized safekeeping 
procedures 

Controls and Report  

The Township Treasurer shall establish a system of internal controls and written operational procedures to 
prevent losses arising from fraud, employee error, misrepresentation by third parties, or imprudent 
employee action. 
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The Township Treasurer shall provide a quarterly investment report to the Board. The report will: (1) 
assess whether the investment portfolio is meeting the District’s investment objectives, (2) identify each 
security by class or type, book value, income earned, and market value, (3) identify those institutions 
providing investment services to the District, and (4) include any other relevant information. The 
investment portfolio’s performance shall be measured by appropriate and creditable industry standards for 
the investment type. 

The School Board will determine, after receiving the recommendation from the Assistant Superintendent 
for Business Services, which fund is in most need of interest income, and the Assistant Superintendent for 
Business Services shall execute a transfer.  This provision does not apply when the use of interest 
earned on a particular fund is restricted.  

Ethics and Conflicts of Interest  

The School Board and District officials will avoid any investment transaction or practice that in 
appearance or fact might impair public confidence.  Board Members are bound by the Board Member 
Conflict of Interest policy 2:100.  No District employee having influence on the District’s investment 
decisions shall: 

1. Have any interest, directly or indirectly, in any investments in which the District is authorized to 
invest, 

2. Have any interest, directly or indirectly, in the sellers, sponsors, or managers of those 
investments, or 

3. Receive, in any manner, compensation of any kind from any investments in that the agency is 
authorized to invest. 

Investment Portfolio Reporting Requirements 

On at least an annual basis, the Assistant Superintendent for Business Services and/or Treasurer shall 
make a formal report to the Board.  That report should address overall portfolio performance, any 
compliance problems with this policy, and should detail investments by type, issuer, interest rate, 
maturity and collateral. 

LEGAL REF.: 30 ILCS 235/1 et seq. 
105 ILCS 5/8-7, 5/10-22,44, 5/17-1, and 5/17-11. 

CROSS REF.: 2:100 (board member conflict of interest); 4:10 (fiscal and business management); 4:20 
(transfer of funds), 4:82 (accounting and audits) 

ADOPTED: October 6, 2008  
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Operational Services 
Incurring Debt 

The Assistant Superintendent for Business Services and/or designee shall provide early notice to the 
Board of Education of the District's need to borrow money.  The Assistant Superintendent for 
Business Services shall prepare all documents and notices necessary for the Board of Education, at 
its discretion, to (1) issue State Aid Anticipation Certificates, tax anticipation warrants, working cash 
fund bonds, bonds, notes, and other evidence of indebtedness or (2) establish a line of credit with a 
bank or other financial institution. The Superintendent shall notify the State Board of Education 
before the District issues any form of long-term or short-term debt that will result in outstanding debt 
that exceeds 75% of the debt limit specified in State law.  

 

LEGAL REF.: 30 ILCS 305/2 and 352/1 et seq.  
50 ILCS 420/1 et seq. 
105 ILCS 5/17-16, 5/17-17, 18-18, 5/19-1 et seq. 
 

CROSS REF.: 4:10 (fiscal and business management) 
 

ADOPTED: October 6, 2008  
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Operational Services 
District Credit and Procurement Card Authorization Form – Requester 
 

(Please complete before requesting use of the card) 
 
Date:       
 
Vendor: 

 
      

 
Amount:

 
      

             
Purpose:  
 
 
 
 
 
 
 
 
 
 
Budget Code/Activity Account #:       
 
Requester: 

 
      

 
Date: 

 
      

 
Director’s Signature: 

 
      

 
Date: 

 
      

 
Cardholder’s Signature: 

 
      

 
Date: 

 
      

 
 
All users of the procurement card (P-card) have read and understood Board policy 4:55 
Use of Credit and Procurement Cards.  P-cards shall only be used for those expenses that are 
for the District’s benefit and serve a valid and proper public purpose. 
 

ALL ORIGINAL RECEIPTS MUST BE RETURNED TO THE CARDHOLDER 
 NO LATER THAN THE 21ST 6th OF EACH MONTH THE P-CARD WAS USED. 

 
NOTE: WHEN USING THE P-CARD FOR HOTEL RESERVATIONS, RECEIPTS MUST BE 

REQUESTED FROM THE HOTEL AT THE TIME OF CHECKOUT. 
 

FAILURE TO FOLLOW ABOVE PROCEDURES CAN RESULT IN DENIED ACCESS 
TO THE P-CARD.  VIOLATION OF BOARD PROCUREMENT CARD POLICIES AND 

PROCEDURES MAY RESULT IN ADDITIONAL DISCIPLINARY ACTION.   
(Refer to Board Policy & Procedure 4:55 & 4:55-AP)  

 
 
Board Review: September 15, 2008 
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Operational Services 

Insurance Management 

The Assistant Superintendent for Business Services shall annually recommend an insurance program 
which provides the broadest and most complete coverage available at the most economical cost, 
consistent with sound insurance principles.  Every four years the Board shall consider hiring an 
independent insurance counselor to make a comprehensive review of all types of insurance borne by 
the District.  If employed, the counselor will work with the Superintendent and Assistant 
Superintendent for Business Services, and will report to the Board any recommendations for changes 
in the insurance plan or coverage. 

The insurance program shall include:  

1. Liability coverage to insure against any loss or liability of the School District, Board of 
Education members, employees, volunteer personnel authorized in 105 ILCS 5/10-22.34, 
5/10-22.34a, and 5/10-22.34b, and student teachers by reason of and the listed individuals 
against civil rights damage claims and suits, constitutional rights damage claims and suits, 
and death and bodily injury and property damage claims and suits, including defense costs, 
when damages are sought for negligent or wrongful acts allegedly committed during in the 
scope of employment or under the Board’s direction of or related to any mentoring 
services provided to the District’s certified staff members; Board of Education members, 
employees, volunteer personnel authorized by 105 ILCS 5/10-22.34a, and 5/10-22.34b; 
mentors of certified staff members authorized by 105 ILCS 5/21A-5 et seq (new 
teachers), 150 ILCS 5/2-3.53a (new principal), and 2-3.53b (new superintendents); and 
student teachers.  

2. Comprehensive property insurance covering a broad range of causes of loss involving 
building and personal property.  The coverage amount shall normally be for the replacement 
cost or the insurable value. 

3. Workers' Compensation to protect the individual employees against financial loss in case of a 
work-related injury, certain types of disease, or death incurred in an employment-related 
situation. 

4. Employee insurance programs.  Confidential and supervisory employees shall receive 
insurance programs under terms and conditions that are at least equivalent to those given to 
educational support personnel covered by a collective bargaining agreement. 

 
LEGAL REF.: Consolidated Omnibus Budget Reconciliation Act, P.L. 99-272, ¶ 1001, 100 Stat.  
  222, 4980B(f) of the Internal Revenue Code, 42 U.S.C. § 300bb-1 et seq. 

105 ILCS 5/10-20.20, 5/10--22.3a, 5/10-22.3a, 5/10-22.3b, 5/10-22.3f, 5/10-22-34, 
 5/10-22.34a, and 5/10-22.34b 
215 ILCS 5/1 et seq.  
820 ILCS 305/1. 

ADOPTED: October 6, 2008  
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Operational Services 
Food Services 

The Assistant Superintendent for Business Services or a designee shall establish such administrative 
procedures to control food sales which compete with the District's non-profit food service in 
compliance with the Child Nutrition Act. 

Specifically, food service rules shall restrict the sale of foods of minimal nutritional value as defined 
by the U.S. Department of Agriculture in the food service areas during the meal periods.  

LEGAL REF.: 42 U.S.C. § 1779, as implemented by 7 C.F.R. § 210.11. 
State Board of Education, Sub-Chapter 1, Food Program, Part 305 
105 ILCS 125/. 
23 Ill.Admin.Code Part 305, School Food Service. 
B. Russell National School Lunch Act, 42 U.S.C. §1751 et seq. 
Child Nutrition Act of 1966, 42 U.S.C. §1771 et seq. 
. 

CROSS REF: 4:130 (free and reduced-price food service), 6:50 (school wellness) 

ADOPTED: May 18, 2009  
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Operational Services 
Waiver of Student Fees 
The Superintendent will recommend to the Board for adoption what fees, if any, will be charged for 
the use of textbooks, consumable materials, extracurricular activities, and other school fees.  Students 
will pay for loss of school books (see Board procedure 6:220-AP2, Instruction Materials – Rental 
and Purchase) or other school-owned materials. 

Fees for textbooks, other instructional materials, and driver education are waived for students who 
meet the eligibility criteria for fee waiver contained in this policy.  In order that no student is denied 
educational services or academic credit due to the inability of parent(s)/guardian(s) to pay fees and 
charges, the Superintendent will recommend to the Board for adoption what additional fees, if any, 
the District will waive for students who meet the eligibility criteria for fee waiver. 

Students receiving a fee waiver are not exempt from optional fees (transportation, parking, yearbook, 
athletic pass, memberships in parent groups, etc.), or from charges for lost and damaged books, 
locks, materials, supplies, and equipment.  

Payments received will be applied in the following order: 

1. to school fees 

2. to fines 

3. to Driver Education 

4. to optional fees 

The Superintendent shall ensure that applications for fee waivers are widely available and distributed 
according to State law and ISBE rule and that provisions for assisting parent(s)/guardian(s) complete 
the application are available. 

A student shall be eligible for a fee waiver when: 

1. The student is currently eligible forlives in a household that meets the free lunches or 
breakfasts pursuant to 105 ILCS 125/1 et seq.; or breakfast eligibility guidelines 
established by the federal government pursuant to the National School Lunch Act, 42 
U.S.C. §1758; 7 C.F.R. Part 245; or  

2. The student or student's family is currently receiving aid under Article IV of the Illinois 
Public Aid Code (Aid to Families with Dependent Children).  

The Building Principal will give additional consideration where financial hardship is caused by 
conditions such as the following: 

• Major illness in the family; 
• Unusual expenses such as fire, flood, storm damage, etc.; 
• Seasonal unemployment; 
• Emergency situations; 
• When one or more of the parent(s)/guardian(s) are involved in a work stoppage. 

Verification  

The Superintendent or designee must follow the verification requirements of 7 C.F.R. 245.6a 
when using the free lunch or breakfast eligibility guidelines pursuant to The National School 
Lunch Act as the basis for waiver of the student’s fee(s). 

The parent(s)/guardian(s) shall submit written evidence of eligibility for waiver of the student's fee.   
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When using a District established or other independent verification process, the 
Superintendent or designee may not require verification more often than every 60 calendar 
days. The Superintendent or designee shall not use any information from any independent 
verification process to determine free lunch or breakfast eligibility pursuant to The National 
School Lunch Act. 

The Building Principal will notify the parent(s)/guardian(s) promptly as to whether the fee waiver 
request has been granted or denied.  A Building Principal's denial of a fee waiver request may be 
appealed to the Superintendent by submitting the appeal in writing to the Superintendent within 14 
days of the denial.   The Superintendent or a designee shall respond within 14 days of receipt of the 
appeal.  The Superintendent's decision may be appealed to the Board of Education.  The decision of 
the Board is final and binding. 

Questions regarding the fee waiver request process should be addressed to the Building Principal's 
office. 

 
LEGAL REF.: 105 ILCS 5/10-20.13 and 5/10-22.25. 

23 Ill. Admin. Code § 1.245 [unenforceable]. 
 

CROSS REF.: 4:130 (free and reduced-price food services) 

 

ADOPTED: March 12, 2007  
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Operational Services 

Exhibit:  Application for Waiver of Fees 
  

NILES TOWNSHIP DISTRICT 219 -- APPLICATION FOR WAIVER OF SCHOOL FEES 
(One Application For Each Child) 

 
School Fees are charged each school year for use of textbooks, consumable materials, extracurricular activities, and other school fees.  Students 
whose parents are unable to afford student fees may apply for a wavier of fees. 
 
School Year:  _________________________    School:____________________________ Grade: ____ 

Student Name: ___________________________   ________________________________  _______   ID #_______________ 
(Please Print)                     (Last)                                           (First)                              (M) 
 
Food Stamp # or TANF Case # _________________________Please check here if applying for foster child: _____________ 

HOUSEHOLD MEMBERS AND MONTHLY INCOME 

LIST NAMES of  ALL Household Members 
(Related and Unrelated) Regardless of  income 

GROSS MONTHLY EARNINGS 
(Before Deductions) 

          Job #1                     Job #2 

OTHER MONTHLY INCOME (Welfare, Child Support, 
Alimony, Pension, Social Security, Worker’s Compensation, or 
Unemployment Compensation, Strike Benefits, etc. 

1)    

2)    

3)    

4)    

5)    

6)    

7)    

8)    

 
I, the undersigned parent or guardian of _________________________________________________, hereby request that   
                        (Name of student) 
the Board of Education of School District #219 waive the above mentioned fee(s) because: 

______  The Student is receiving public aid (Aid to Families with Dependent Children or “DCFS”).  Evidence of participation in DCFS is attached.  

______  The student is eligible for free or reduced lunches or breakfasts pursuant to 105 ILCS 125/1 et seq.lives in a household that meets the 
free lunch or breakfast eligibility guidelines established by the federal government pursuant to the National School Lunch Act, 42 U.S.C. 
§ 1758; 7 C.F.R. Part 245.  Evidence of eligibility for free or reduced meals is attached.   

______  Other reasons why I am unable to afford the fees:  _____________________________________________________ 

_______________________________________________________________________________________________________________________ 

Please keep in mind this waiver does not cover any optional fees which would include bus, parking, lost or damaged books, and other fees/fines.  
 
Parent/Guardian Information: 
I am aware that providing false information to obtain a fee waiver is a felony under Illinois Law.  I attest that all statements made herein are true 
and correct and that all household income has been reported.  I acknowledge that per Board procedure 4:140-AP1, Waiver of Student Fees, any 
fees paid will not be refunded if I am subsequently approved for a fee waiver. 

______  _______________________   _______________________      _____   -  _____   -  ____ 
   (Date)        (Print Name)    (Signature)           (Social Security)  
 
Home Address:  _________________________________________________________________________________________ 
 
Home Phone #: _______________________________________________ Work Phone #: _____________________________ 
 
For School Use Only – Do Not Write Below this Line 
Monthly Income Conversion  Weekly x 4.33   Every 2 weeks x 2.15   Twice a month x 2 
 
Total Household Size  _______________________     Monthly Income  $___________________________       Foster Child  __________________     
 
Date Application Received  _________________________________               Date Written Evidence Received  ____________________________ 
Eligibility Determination: 
  ________________________  Fee Waiver Approved          __________________________ Denied 
 
Reason for Denial:  ___ Income too high      _____ Incomplete application   _____ Other ____________________________________________ 
  
 
Signature of Determining Official: ___________________________________________________________              Date: ____________________ 
 
 
Board Review: February 12, 2007  
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Operational Services 

Hazardous and Infectious MaterialsEnvironmental Quality of Buildings and 
Grounds 

The Superintendent shall take all reasonable measures to protect (1) the safety of District personnel, 
students, and visitors on District premises from risks associated with hazardous materials, including 
pesticides and infectious materials.and (2) the environmental quality of the District’s buildings and 
grounds. Before pesticides are used on District premises, the Superintendent or designee shall notify 
employees and parents/guardians of students as required by the Structural Pest Control Act, 225 
ILCS 235/, and the Lawn Care Products Application and Notice Act, 415 ILCS 65/. 

LEGAL REF.: 29 C.F.R. Part 1910.1030, as adopted by the Illinois Department of Labor, 56 
Ill.Admin.Code §350.280. 

20 ILCS 3130/, Green Buildings Act. 
105 ILCS 5/10-20.17a; 5/10-20.46; 135/1 et seq.; and 140/, Green Cleaning School 

Act. 
225 ILCS 235/1 et seq., Structural Pest Control Act. 
415 ILCS 65/3(f), Lawn Care Products Application and Notice Act. 
820 ILCS 255/1 et seq., Toxic Substances Disclosure to Employees Act. 
23 Ill.Admin.Code §1.330, Hazardous Materials Training. 
56 Ill.Admin.Code Part 205, Toxic Substances Disclosure To Employees. 

CROSS REF.: 4:150 (facility management and building programs), 4:170 (safety) 

ADMIN. PROC.: 4:160-AP (environmental quality of buildings and grounds) 

ADOPTED: February 2, 2009 
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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 opportunities 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. 
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 Board President will 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.  

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 5/10-21.9(c)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 
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. 
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 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. 
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 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,  
shall immediately 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).  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 
Statusform 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 CyberTipline 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. 

 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), 7:20 (harassment 
of students prohibited), 7:150 (agency and police interviews) 

ADOPTED: February 2, 2009  

 

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

Staff Development Program  

The Assistant Superintendent for Curriculum and Instruction shall implement a staff development 
program.  The goal of such program shall be to update and improve the skills and knowledge of staff 
members in order to achieve and maintain a high level of job performance and satisfaction.  Additionally, 
the development program for certificated staff members shall be designed to effectuate the District and 
School Improvement Plan so that student learning objectives meet or exceed goals established by the 
District and State. 

The staff development program shall provide, at a minimum, at least once every 2 years, the in-service 
training of certificated school personnel and administrators shall include training on current best practices 
regarding the identification and treatment of attention deficit disorder and attention deficit hyperactivity 
disorder, the application of non-aversive behavioral interventions in the school environment and the use 
of psychotropic or psychostimulant medication for school-age children. 

The staff development program shall provide, at a minimum, once every 2 years, the in-service 
training of all District staff on educator ethics, teacher-student conduct, and school employee-
student conduct. 

At least every 2 years, the Assistant Superintendent for Curriculum and Instruction or designee shall 
arrange an in-service to train school personnel, at a minimum, to understand, provide information and 
referrals, and address issues pertaining to youth who are parents, expectant parents, or victims of domestic 
or sexual violence.  

With the Building Principal's approval, staff members may be released with full pay to attend 
conventions, professional meetings and workshops, visit exemplary programs, and participate in other 
professional growth activities.  With the Building Principal's approval, staff members may be released 
with full pay to serve as speakers, consultants, or resource persons outside the District.  The staff member 
accepting such assignments may not accept any fee or honorarium other than a reasonable fee for 
preparation done outside of the working day.  The employee or the institution receiving the services is 
responsible for travel, lodging, and meal expenses and for substitute costs if any are incurred. (These 
costs may be paid by the District for presentations at professional association conferences, with prior 
approval of the Building Principal.) 

219 University 

District 219 offers courses for lane advancement credit through 219 University.  In order to receive 
credit students must attend courses at least 90% of the time.   

 

LEGAL REF.: 105 ILCS 5/2-3.60, 5/2-3.64, 5/10-22.39, and 110/3. 
745 ILCS 49/1 et seq., (Good Samaritan Act) 

CROSS REF.: 3:40 (superintendent), 3:50 (administrative personnel other than the superintendent), 
4:160 (hazardous and infectious materials), 5:90 (general personnel – abuse and 
neglected child reporting), 5:120 (ethics), 5:250 (leaves of absence), 6:15 (school 
accountability), 6:20 (school year calendar day) 
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ADMIN PROC.: 4:170-AP6 (plan for responding to a medical emergency at an indoor physical fitness 

facility), 5:100-AP (staff development program), 5:150-AP (personnel records), 7:250-
AP1 (student welfare services) 

ADOPTED: April 8, 2008  
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General Personnel 

Ethics 

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. 

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. 

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. 

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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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. 
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: October 19, 2009  
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General Personnel 

Administrative Procedure - Employee Conduct Standards  

Professional and ethical behavior is expected of all District staff members.  The standards listed below 
serve as a notice of expected conduct.  The standards are intended to protect the health, safety, and 
general welfare of students and employees, ensure the community a degree of accountability within the 
School District, and define misconduct justifying disciplinary action.  The listed standards are not a 
complete list of expectations and, depending on the factual context, an employee may be disciplined for 
conduct that is not specifically listed.  The conduct standards apply to all District employees to the extent 
they do not conflict with an applicable collective bargaining agreement; in the event of a conflict, the 
provision is severable and the applicable bargaining agreement will control. 

All school employees shall: 

1. Exhibit positive examples of preparedness, punctuality, attendance, self-control, language, and 
appearance. 

2. Exemplify honesty and integrity.  Violations of this standard include but are not limited to 
falsifying, misrepresenting, omitting, or erroneously reporting the professional qualifications of 
oneself or another individual or information submitted in connection with job duties or during the 
course of an official inquiry/investigation. 

3. Maintain a professional relationship with all students, both in and outside the school and attend 
all inservice trainings on educator ethics, teacher-student conduct, and school, employee-
student conduct for all personnel (105 ILCS 5/10-22.39). Violations of this standard include 
but are not limited to:  (a) committing any act of child abuse or cruelty to children; (b) engaging 
in harassing behavior; (c) soliciting, encouraging, or consummating an inappropriate written, 
verbal, or physical relationship with a student; and (d) furnishing tobacco, alcohol, or 
illegal/unauthorized substance to any student or allowing a student under his or her supervision to 
consume alcohol or an illegal/unauthorized substance. 

4. Maintain a safe and healthy environment, free from harassment, intimidation, bullying, substance 
abuse, and violence, and free from bias and discrimination.  Violations of this standard include 
but are not limited to:  (a) using alcohol or illegal or unauthorized substances when on school 
property or at school-sponsored events, or whenever engaged in job responsibilities; (b) failing to 
report suspected cases of child abuse or neglect, or of gender harassment; and (c) tolerating 
student-on-student bullying or harassment. 

5. Honor the public trust when entrusted with public funds and property by acting with a high level 
of honesty, accuracy, and responsibility.  Violations of this standard include but are not limited 
to: (a) misusing public or school-related funds; (b) failing to account for funds collected from 
students or parents/guardians; (c) submitting fraudulent requests for reimbursement of expenses 
or for pay; (d) commingling District or school funds with personal funds or checking accounts; 
and (e) using school property without the approval of the supervising school official. 

6. Maintain integrity with students, colleagues, parents/guardians, community members, and 
businesses concerning business dealings and when accepting gifts and favors.  Violations of this 
standard include but are not limited to soliciting students or parents/guardians to purchase 
supplies or services from the employee or to participate in activities that financially benefit the 
employee without fully disclosing the interest. 
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7. Respect the confidentiality of student and personnel records, standardized test material, and other 
information covered by confidentiality agreements.  Violations of this standard include but are 
not limited to:  (a) disclosing confidential information concerning student academic and 
disciplinary records, health and medical information, family status and/or income, and 
assessment/testing results, unless disclosure is required or permitted by law; and (b) disclosing 
confidential information restricted by State or federal law. 

8. Demonstrate conduct that follows generally recognized professional standards and attend all 
inservice trainings on educator ethics, teacher-student conduct, and school employee-
student conduct for all personnel (105 ILCS 5/10-22.39).  Unethical conduct is any conduct 
that impairs the employee’s ability to function professionally in his or her employment position or 
a pattern of behavior or conduct that is detrimental to the health, welfare, discipline, or morals of 
students. 

9. Comply with all State and federal laws and rules regulating public schools, and Board policies, 
including but not limited to:  2:105 (Ethics and Gift Ban), 5:10 (Equal Employment Opportunity 
and Minority Recruitment), 5:20 (Sexual Harassment), 5:30 (Hiring Process and Criteria), 5:50 
(Drug- and Alcohol-Free Workplace), 5:60 (Expenses), 5:90 (Abused and Neglected Child 
Reporting), 5:100 (Staff Development Program), 5:120 (Ethics), 5:130 (Responsibilities 
Concerning Internal Information), 5:140 (Solicitations By or From Staff), 5:170 (Copyright), 
5:180 (Temporary Illness or Temporary Incapacity), 5:200 (Terms and Conditions of 
Employment and Dismissal), 5:230 (Maintaining Student Discipline), 5:280 (Duties and 
Qualifications), 5:290 (Employment Termination and Suspensions), 6:235 (Access to Electronic 
Networks), 7:20 (Harassment of Students Prohibited), 7:190 (Student Discipline), 7:340 (Student 
Records), and 8:30 (Visitors to and Conduct on School Property). 

Conviction of any employment disqualifying criminal offense listed in Section 10-21.9 of The 
School Code will result in dismissal. 

Before disciplinary action is taken, the supervisor will conduct a fair and objective investigation to 
determine whether the employee violated a standard or other work rule and the extent that any violation 
impacts educational or operational activities, effectiveness, or efficiency.  Discipline must be appropriate 
and reasonably related to the seriousness of the misconduct and the employee’s record.  Any applicable 
provision in a contract, bargaining agreement, or State law will control the disciplinary process. 

 

Board Review:  November 5, 2007 
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Personnel 

Professional Personnel – Absences from Work for All Employees 

 
If an employee is unable to report for work, s/he shall call her/his immediate supervisor at least 15 
minutes prior to the start of her/his workday but the employee shall make every effort to contact 
his/her immediate supervisor at the earliest possible time.  When giving notice of the absence, the 
employee will communicate the projected duration of absence and provide additional information 
as necessary to assist the immediate supervisor is able to provide coverage in the employees 
absence.  
 
Teachers must also follow additional procedures specified in procedure 
5:220-AP1, Substitute Teachers, under, Responsibilities of Teachers Who Require a Substitute. 
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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.  1-510 $110.00 per day 
2. 6-10 $120.00 per day 
3.2.  Over 10 BA-Step I 
 
 
(a)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 (5) consecutive school days. 
 
(b)To advance from Level 2 1 to Level 32, the substitute must have taught as a full time replacement for 
the same teacher for at least ten (10) consecutive school days. 
 
 
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) 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: September 23, 2002 
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Personnel 

Professional Personnel - Leave of Absence  

Sick Leaves, Personal Leave, Leave of Absence Without Pay, Child-Rearing Leave, Special Leave 
Policy, Professional Leave 

Please refer to 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 or Niles Township Support Staff Local 1274 IFT/AFT-AFL-CIO." 

Sick and Bereavement Leave  

Sick leave is defined in State law as personal illness, quarantine at home, or serious illness or death in the 
immediate family or household, or birth, adoption, or placement for adoption. 
The As a condition for paying sick leave after 3 days absence for personal illness or 30 days for 
birth or as the Board or Superintendent deem necessary in other causes, the Board or 
Superintendent may require a physician’sthat the staff member provide a certificate from: (1) a 
physician licensed in Illinois to practice medicine and surgery in all its branches, (2) a chiropractic 
physician licensed under the Medical Practice Act, (3) an advanced practice nurse who has a written 
collaborative agreement with a collaborating physician that authorizes the advanced practice nurse to 
perform health examinations, (4) a physician assistant who has been delegated the authority to perform 
health examinations by his or her supervising physician, or (5) if the treatment is by prayer or spiritual 
means, that of a spiritual adviser or practitioner of such person’sthe employees faith,. as a condition for 
paying sick leave after 3 days absence for personal illness, or as it deems necessary in other cases.  If the 
Board or Superintendent requires a certificate during a leave of less than 3 days, it for personal illness, 
the District shall pay the expenses incurred by the employee. 
 
The use of paid sick leave for adoption or placement for adoption is limited to 30 days unless a 
longer leave is provided in an applicable collective bargaining agreement. The Superintendent 
may require that the employee provide evidence that the formal adoption process is underway. 
 
Personal Leave 
A personal leave day is defined as a day to allow professional personnel time to conduct personal 
business (but not vacation, travel, or work stoppage), which is impossible to schedule at a time other than 
during a school day.  Any unused personal leave day in a school year will be credited to the cumulative 
sick leave. 

The use of a personal day is subject to the following conditions: 
1. Except in cases of emergency or unavoidable situations, personal leave requests should be 

submitted to the Building Principal 3 days in advance of the requested date, 
2. No personal leave days may be used immediately before or immediately after a holiday unless the 

Superintendent or designee grants prior approval, 
3. Personal leave days may not be used during the first and/or last 5 days of the school year, 
4. Personal leave days may not be used on in-service and/or institute training days. 
 

Child-Rearing Leave 
A teacher must request, if possible, a child-rearing or non-paid leave by notifying the Superintendent in 
writing no later than 90 days before the requested leave’s beginning date. The request should include the 
proposed leave dates.  The leave shall end before a new school year begins or before the first day of 
second semester. 



Niles Township High School District 219 5:250 
 Page 2 of 3 
Leaves For Service in the Military and General Assembly  

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

A teacher hired to replace one in military service or in the General Assembly does not acquire tenure.  

School Visitation Leave 

An eligible professional staff member is entitled to 8 hours during any school year, no more than 4 hours 
of which may be taken on any given day, to attend school conferences or classroom activities related to 
the teacher's child, if the conference or activity cannot be scheduled during non-work hours.  Professional 
staff members must first use all accrued vacation leave, personal leave, compensatory leave, and any 
other leave that may be granted to the teacher, except sick and disability leave. 

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

Leaves for Victims of Domestic or Sexual Violence  

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

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

Other Leaves 

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

Insurance 

When an employee is absent and has exhausted all of his sick, personal, vacation, FMLA, and/or comp 
time, in addition to the pay dock for each day absent without pay, the employee will pay the district’s full 
per diem cost of their health and/or dental insurance for each day absent without pay.  If the employee 
requests a day without pay and has been approved for a day without pay without exhausting all of their 
available leave time the above provision applies as well. 
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LEGAL REF.: 20 ILCS 1805/30, 1 et seq. 

105 ILCS 5/24-6, 5/24-6.1, 5/24-6.2, 5/24-6.3, 5/24-13, and 5/24-13.1. 
820 ILCS 147/1 et seq. and 180/1 et seq. 

CROSS REF.: 5:180 (temporary illness or temporary incapacity), 5:185 (family and medical leave), 
5:330 (sick days, vacation, holidays, and leaves) 

ADOPTED: May 19, 2008  
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Exhibit:  New Hire Letter (for confidentials and support staff positions under  

600 hours)   
 
[date] 
 
Dear     : 
 
 Congratulations on being selected as the [name of position] at [building] effective [date].  The 
Board of Education approved your appointment at its meeting on [date of board meeting].   
 
 Your rate of pay will be [$$ per hour]; your daily hours will be [7.5 or other]; your work year will be 
[177 or 260 or other] Your income for the remainder of the school year is $[specify] with a bi-weekly 
gross of $[specify] ([specify how this was calculated]): 
 
 $X/hr x [X] hrs/day = $[X] x [X] days remaining in [school year] 
 school year = $[total for school year] - [X] remaining paychecks = $[actual salary] 
 
 You are being hired as an employee at will, and the Board of Education may terminate your em-
ployment at any time with or without cause.  If you are employed by the district in three (3) months, your 
performance will be reviewed and evaluated by the Assistant Superintendent for Human Resources 
and/or your supervisor at that time.  
 
 Once again, congratulations and good luck.  Please sign one copy of this letter and return to me at 
your earliest convenience. 
 
     Very truly yours, 
 
     NILES TOWNSHIP HIGH SCHOOL 
     DISTRICT 219 
 
     By 
 
      Jackie O'Donnell 
      Personnel AssistantCoordinator 
 
c: [supervisor] ] 
 [Assistant Superintendent for Human Resources] 
 Payroll Department 
 Personnel File 
 
 
Signed:         Date:      

Employee  
 
 
Board Review:  August 16, 1999 
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Educational Support Personnel 

Duties and Qualifications 

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

Paraprofessionals and Teacher Aides 

“Paraprofessionals” and “teacher aides” are noncertificated personnel with instructional duties; the terms are 
synonymous.  Service as a paraprofessional or teacher aide requires a “statement of approval” issued by the Illinois 
State Board of Education (ISBE).  A paraprofessional or teacher aide first employed in a program for student’s with 
disabilities on or before June 30, 2005, shall be subject to this requirement as of July 1, 2007. 

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

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

Noncertificated Personnel Working with Students Performing Non-Instructional Duties 

Noncertificated personnel, including paraprofessionals and teacher aides, may be used:  

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

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

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

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

Coaches 

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

 
LEGAL REF.: No Child Left Behind Legislation of 2001, 20 U.S.C. §6319©. 
 34 C.F.R §§200.58 and 200.59 

105 ILCS 5/10-22.34, 5/10-22.34a, and 5/10-22.34b. and 25/1.5.. 
625 ILCS 5/6-104 and 5/6-106.1. 
23 Ill. Admin.Code §§25.510,25.520. 
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CROSS REF.: 4:110 (transportation), 4:170 (safety), 5:30 (hiring process), 5:35 (compliance with the fair 

labor standards act), 5:285 (drug and alcohol testing), 6:250 (community resource persons and 
volunteers) 

ADOPTED: June 19, 2006  
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Educational Personnel 

Sick Days, Vacation, Holidays, and Leaves 

All full-time regular educational personnel will receive the same vacation (if applicable), sick day, 
holiday, and leave benefits provided in the Agreements Between the Board of Education of School 
District No. 219 and Niles Township Support Staff Local 1274 IFT/AFT-AFL-CIO or Niles Township 
Federation of Teachers Local 1274 IFT/AFT – AFL-CIO.  When an employee is absent and has exhausted 
all of his sick, personal, vacation, FMLA, and/or comp time, in addition to the pay dock for each day 
absent without pay, the employee will pay the district’s full per diem cost of their health and/or dental 
insurance for each day absent without pay.  If the employee requests a day without pay and has been 
approved for a day without pay without exhausting all of their available leave time the above provision 
applies as well. 

Vacation (if applicable) 
Vacation days earned in one fiscal year must be used by the end of the fiscal year, except that up to 10 
days may be carried over to the next fiscal year.  

Sick Days 

The As a condition for paying sick leave after 3 days absence for personal illness of 30 days for birth 
or as the Board or Superintendent deem necessary in other cases, the Board or Superintendent may 
require a physician’s certificate from: (1) a physician licensed in Illinois to practice medicine and surgery 
in all its branches, (2) a chiropractic physician licensed under the Medical Practice Act, (3) an 
advanced practice nurse who has a written collaborative agreement with a collaborating physician that 
authorizes the advance practice nurse to perform health examinations, (4) a physician assistant who has 
been delegated the authority by his or her supervising physician to perform health examinations, or (5) if 
the treatment is by prayer or spiritual means, that of a spiritual advisor or practitioner of such person’sthe 
employee’s faith, as a condition for paying sick leave after 3 days’ absence for personal illness, or as it 
deems necessary in other cases.  If the Board of Education or Superintendent requires a certificate 
during a leave of less than 3 days, it for personal illness, the District shall pay the expenses incurred by 
the employee. 

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

Holidays 

The District may require educational support personnel to work on a school holiday during an emergency 
or for the continued operation and maintenance of facilities or property.  

Personal Leave 

Any unused personal leave days as of June 30 of each year shall be automatically added to the employee’s 
accumulated sick leave.   

Leaves for Service in the Military, National Guard, and General Assembly 

Educational support personnel receive military, National Guard and General Assembly leaves on the same 
terms and conditions granted professional staff. 
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Bereavement Leave 

Educational support personnel receive bereavement leave on the same terms and conditions granted 
professional staff.  Bereavement days not used in one fiscal year do not accumulate to the next fiscal year.  
An employee who uses all bereavement days may use sick days as bereavement days.  

School Visitation Leave 

Educational support personnel receive school visitation leave on the same terms and conditions granted 
professional staff.  

Leaves for Victims of Domestic or Sexual Violence 

Educational support personnel receive a leave for victims of domestic and sexual violence on the same 
terms and conditions granted professional staff. 

Leave to Serve as a Trustee of the Illinois Municipal Retirement Fund 

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

 

LEGAL REF.: 20 ILCS 1805/30.1 et seq. 
105 ILCS 5/10-20.7b, 5/24-2, and 5/24-6. 

820 ILCS 147 and 180/1 et seq. 

CROSS REF.: 5:180 (temporary illness or temporary incapacity), 5:185 (family and medical leave), 
5:250 (leave of absence) 

 

ADOPTED: March 12, 2007  
  



Niles Township High School District 219 6:20 
 Page 1 of 1 

Instruction 
School Year Calendar and Day 

School Calendar 
The School Board, upon the Superintendent's recommendation and subject to State regulations, 
annually establishes the dates for the beginning and end of the school year, including teacher 
institutes and in-services.  The school calendar shall have a minimum of 185 days to ensure 176 days 
of actual student attendance. 

Commemorative Holidays 
The teachers and students shall devote a portion of the school day on each commemorative holiday 
designated in The School Code to study and honor the commemorated person or occasion.  The 
Board of Education may, from time to time, designate a regular school day as a commemorative 
holiday. 

School Day 
The Board of Education establishes the length of the school day with the recommendation of the 
Superintendent and subject to State law and collective bargaining requirements.  The 
Superintendent or designee shall ensure that observances required by law are followed during 
each day of school attendance. 

 

 
LEGAL REF.: 105 ILCS 5/10-19, 5/10-24,46, 5/18-8.05, 5/18-12, 5/18-12.5, 5/24-2, 5/27-3, 5/27-18, 

5/27-19, 5/27-20, 5/27-20.1, 5/27-20.2, and 20/1. 
23 Ill. Admin. Code § 1.420(f). 
Metzl v. Leininger, 850 F. Supp. 740 (N.D. Ill. 1994), aff'd by 57 F.3d 618 (7th Cir. 
1995). 

CROSS REF. 2:20 (powers and duties of the board of education), 5:200 (terms and conditions of 
employment and dismissal), 5:330 (sick days, vacation, holidays, and leaves), 6:60 
(curriculum content), 7:90 (release during school hours) 

ADOPTED:  October 6, 2008  
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Instruction 
School Wellness  

The primary goals of the Niles Township High School District 219 wellness program are to promote 
student, faculty, and staff health and promote lifelong healthy habits. 

Student wellness, including good nutrition and physical activity, shall be promoted in the District’s 
educational program, school activities, and meal programs.  This policy shall be interpreted consistently 
with Section 204 of the Child Nutrition and WIC Reauthorization Act of 2004. 

Goals for Nutrition Education  

The goals for addressing nutrition education include the following: 
• Schools will support and promote good nutrition for students, faculty and staff. 
• Schools will foster the positive relationship between good nutrition, physical activity, and the 

capacity of students, faculty and staff to develop and learn. 
• Nutrition education will be part of the District’s comprehensive health education curriculum. See 

Board policy 6:60, Curriculum Content. 
• Strive to provide joint school and community recreational activities. 
• Promote and encourage, verbally and through dedicated space and equipment, regular periods of 

moderate to vigorous physical activity for all students. 
• Promote opportunities and encouragement for faculty and staff to be physically active and 

participate in a wellness program. 
 

Staff Wellness 
Niles Township High School District 219 highly values the health and well-being of every faculty and 
staff member.  The District will offer a staff wellness program that supports personal efforts by staff to 
maintain a healthy lifestyle through programs, information and motivational activities.  

Goals for Physical Activity  
The goals for addressing physical activity include the following: 

• Schools will support and promote an active lifestyle for students. 
• Physical education will be taught in all grades and shall include a developmentally planned and 

sequential curriculum that fosters the development of movement skills, enhances health-related 
fitness, increases students’ knowledge, offers direct opportunities to learn how to work 
cooperatively in a group setting, and encourages healthy habits and attitudes for a healthy 
lifestyle. See Board policy 6:60, Curriculum Content.  

• During the school day, all students will be required to engage in a daily physical education 
course, unless otherwise exempted. See Board policy 6:60, Curriculum Content.  

• The curriculum will be consistent with and incorporate relevant Illinois Learning Standards for 
Physical Development and Health as established by the Illinois State Board of Education. 

Nutrition Guidelines for Foods Available in Schools During the School Day  
Students will be offered and schools will promote nutritious food and beverage choices consistent with 
the current Dietary Guidelines for Americans and Food Guidance System published jointly by the U.S. 
Department of Health and Human Services and the Department of Agriculture. In addition, in order to 
promote student health and reduce childhood obesity, the Superintendent or designee shall establish such 
administrative procedures to control food sales that compete with the District’s non-profit food service in 
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compliance with the Child Nutrition Act. Food service rules shall restrict the sale of foods of minimal 
nutritional value as defined by the U.S. Department of Agriculture in the food service areas during the 
meal periods.  

Guidelines for Reimbursable School Meals  
Reimbursable school meals served shall meet, at a minimum, the nutrition requirements and regulations 
for the National School Lunch Program and/or School Breakfast Program.  

Monitoring  
The Superintendent or designee shall provide periodic implementation data and/or reports to the Board 
concerning this policy’s implementation sufficient to allow the Board to monitor and adjust the policy.  

Community Input  
The Superintendent or designee will invite suggestions and comments concerning the development, 
implementation, and improvement of the school wellness policy from community members, including 
parents, students, and representatives of the school food authority, school administrators,  staff members 
and the public. 
 

LEGAL REF.: Child Nutrition and WIC Reauthorization Act of 2004, PL 108-265, Sec. 204. 
Child Nutrition Act of 1966, 42 U.S.C. §1771 et seq. 
National School Lunch Act, 42 U.S.C. §1758. 
42 U.S.C. §1779, as implemented by 7 C.F.R. §210.11. 
105 ILCS 5/2-3.137139. 
23 Ill.Admin.Code Part 305, Food Program. 
ISBE’s “School Wellness Policy” Goal, adopted Oct. 2007. 

CROSS REF.: 4:120 (Food Services) 
 

ADOPTED: September 21, 2009  
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Instruction 
 
Administrative Procedure – Special Education Procedures Assuring the 
Implementation of Comprehensive Programming for Children with Disabilities  
 
In its continuing commitment to help school districts and special education cooperatives comply 
with ISBE requirements for procedure, the special education committee of the Ill. Council of 
School Attorneys prepared model special education procedures.  ISBE has approved these 
procedures as conforming to 23 Ill.Admin.Code §226.710.  This ISBE rule contains the 
requirements for special education procedures that must be adopted by each school district and 
cooperative entity. The IASB/ISBE model procedures are approximately 80 pages and are available 
on the IASB website: http://iasb.com/law/icsaspeced.cfm.  

 

 
 
 
Board Review:  January 12, 2009  

http://iasb.com/law/icsaspeced.cfm
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Instruction 
 

Administrative Procedures:  Summer School 

Admission 
Any student qualified to attend high school (including entering eighth graders) or any district 
resident under age 21 shall be eligible to attend summer school, provided his or her record of 
deportment is acceptable to the summer school administrators.  Resident students, whether or not 
they attend a District 219 school during the year, are given priority in registration.  Non-resident 
students may sign up for any course in which there is room except for Driver Education, which is 
open only to resident students. 
 
Resident students who owe fines or fees must pay them before being allowed to register for 
summer school.  Fees may not be waived or reduced unless the student and parent are determined 
to be eligible through policy 4:140.  Fines may not be waived or reduced. 
 
Beginning with summer 2010, incoming 9th grade students who do not qualify for Algebra 
12-22 will be required to take a summer math readiness program.  There will be no charge 
for this course. 
 

Tuition and Other Summer School Costs 
Annually, the Summer School Principal shall propose and the Board shall set a tuition rate to be 
sufficient to cover salaries and other costs of operating summer school.  The Board may set a 
higher tuition rate for non-residents.  
 
Tuition is due in advance of the summer school term.  Tuition shall be non-refundable unless the 
course is cancelled. Summer school is self-supporting and students are not entitled to tuition or 
transportation waivers on the basis of need.   The Building Principal, however, at his/her own 
discretion, may provide some financial assistance for tuition, transportation, and related summer 
school costs.  He/She will reimburse the summer school program from non-district funds for all 
such assistance. 
 

Terms and Hours 
The Summer School Principal shall recommend the dates of each summer school term, for 
approval by the Board of Education.  The term must include sufficient classroom hours for 
accreditation by the Illinois State Board of Education. 
 

Credits Earned 
Credits in the District 219 Summer School by a District 219 student will be applied toward 
credits for graduation.  Credits earned by a District 219 student in another district’s summer 
school will be applied toward graduation credits pursuant to policy 6:282.   
 

Standards 
Standards of scholarship, quality of instruction, discipline, and administrative supervision and 
control shall be the same for summer school as for regular school. 
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Administration 
The summer school shall be administered by a Summer School Principal, who shall have the 
duties and responsibilities of a Building Principal.  The Summer School Principal shall report to 
the Assistant Superintendent for Curriculum and Instruction. 
 
For other procedures concerning summer school, see the Agreement Between the Niles Township 
Board of Education and the Niles Township Federation of Teachers. 
 
Board Review:  January 27, 2003 
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Instruction 
 
Exhibit:  Request for Variation From Normal Course Load 
 

REQUEST FOR VARIATION FROM NORMAL COURSE LOAD 
 
Full-time students must be assigned a schedule that includes at least 300-minutes under teacher 
supervision.  (Lunch is not included in these minutes.)  Full-time students must be scheduled for a 
minimum of five (5)six (6) credits and a maximum of seven (7) credits per semester, including Physical 
Education.  Part-time students (those who are home-schooled or attending a private day school for part of 
the school day) are excluded from the five (5)six (6) credit minimum and the 300 minutes requirement. 
 
        I request permission to take fewer than five (5)six (6) credits next semester.  I have listed below the 
names of the courses I wish to take and the reason(s) why I should be given permission to take this reduced 
schedule.   
 
        I request permission to take more than seven (7) credits next semester.  I have listed below the names 
of the courses I wish to take and the reason(s) why I should be given permission to exceed the normal 
course load.  
 
Note:  A request to take more than seven (7) credits may prevent the student from having a lunch period.  
Parental approval is required to schedule a student without a lunch period.  Please check one of the 
following approval options: 
 
   Yes, I do waive lunch.                                No, I do not waive lunch. 
         Parent Initial ________ Date _________                          Parent Initial ________ Date _________ 
 
Name: ____________________________________ Yr. of Grad: ___________  ID# :_________________ 
 
Counselor:________________________ Request for School Yr.:__________ For Semester(s):   1   2 
 
Unweighted Grade Point Average: __________ Credits to Date (At End of Current Semester): __________ 
 

Courses Requested 
 

1.  6.  
2.  7.  
3.  8.  
4.  9.  
5.  10.  
 

Reason(s) for Request 
 

 
 
 
 
 
       
Student Signature                                    Date           Parent Signature                                            Date 
 

After parent has signed, returned form to counselor 
 
       
Counselor Signature                         Date  A.P. of Pupil Services Signature                  Date 
 
Board Review:  April 30, 2007  
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Instruction 
 
Exhibit:  Late Start or Early Dismissal Form 
 
Full-time students must be assigned a schedule that includes at least 300-minutes under teacher 
supervision.  (Lunch is not included in these minutes.)  Full-time students must be scheduled for 
a minimum of six (6) credits and a maximum of seven (7) credits per semester, including 
Physical Education.  Part-time students (those who are home-schooled or attending a private day 
school for part of the school day) are excluded from the six (6) credit minimum and the 300 
minutes requirement. 
 
Guidelines 

• Only Juniors or Senior will beare eligible. 
• Student can receiveparticipate in late start OR early dismissal. 
• If starting school late, student must provide own transportation to school and cannot 

be in the school until 10 minutes before classStudents participating in the late 
start/early dismissal program must provide their own transportation to or from 
school for late start or early dismissal respectively.  

 If student is dismissed from school early, student must provide own transportation 
home and must leave the building within 10 minutes from end of last class 

• Participation in the late start/early dismissal program is a privilege and Privilege 
may be revoked if student violates student handbook or has unexcused absences. 

• Prior to receiving approval, pParents must discuss with school counselorare required 
to contact her/his student’s counselor to discuss this student’s participation.  

       Early Release   OR    Late Start     -      1st Semester    2nd Semester 

 

Student:   ID#:  

Dean:   Counselor:  

Home Room 
Teacher: 

   

 
 
How will you travel to 
school/home? 

 

 
 
 

  

Student 
Signature 

  Date  

 
 
 

  

Parent Signature   Date  
 
 
Parent Phone #  
 
 
Counselor contacted parent on 

 
 

 Date 
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Counselor signature: 
 
Please return this form to your counselor. 
Continue to report to study hall until you receive a revised schedule. 
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Instruction 

Exhibit - Application for a Diploma for Veterans of WW II or the Korean Conflict, or the 
Vietnam Conflict 
Complete and submit to the Superintendent. 

Please print: 
   

Name 
 

 Phone 

Address 
 

 Birth Date 

City      State Zip   

The applicant is requesting a high school diploma and attests that he or she meets the following 
criteria as established by Board policy: 

1. Served in the U.S. Armed Forces during World War II or the Korean Conflict. 

Please check one or more of the following: 

 WW II: December 7, 1941 – September 2, 1945 

 Korean Conflict: June 25, 1950 – July 27, 1953 

 Vietnam Conflict: historians generally date U.S. Armed Forces involvement 
from late 1961-1975. 

2. Left high school in order to serve in the U.S. Armed Forces. 

3. Resided within an area currently within the School District at the time he or she withdrew 
from high school. 

4. Has not received a high school diploma or a GED (high school equivalency). 

             
Applicant’s Signature       Date  

 

 
Board Review:   June 18, 2007  
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Instruction 
 
 

Administrative Procedure: Web Publishing 
 
Each District 219 employee and all members of the Board of Education must sign this 
authorization prior to publishing anything on the district’s web servers.  
 
The following procedures have been developed to assist teachers, administrators, 
coaches, and club sponsors who plan to create and publish web pages on the District 219 
web servers. They are not intended to state all required or proscribed behavior by the 
user, although some specific examples are provided. These procedures do not supercede 
the Authorization for Computer and Network Access Agreement (6:235-E2) but have 
been designed to: 
 
1. Help safeguard student and staff privacy and safety; 
 
2. Create a standardized procedure to upload and maintain web pages; 
 
3. Secure the data on the district’s Internet servers; 
 
4. Facilitate teams of staff members who wish to collaborate on web projects; 
 
5. Help standardize district web pages; 
 
6. Ensure that information on the district web pages is dynamic by providing guidelines 

for handling pages that become static. 
 

Web Publishing Guidelines 
 

1. All users are expected to abide by the Web Publishing Guidelines covering issues 
that relate to personal security, copyright infringement, and general etiquette of 
included content. 

 
a. Web-site content must remain free of abusive, slanderous, incorrect, or 

misleading information. 
 

b. Web-site text and images must remain free of inappropriate language, swearing 
and other vulgarities. 

 
c. Student pictures and other student-record information may not be posted to the 

web without written parent permission IF a parent has so requested. The 
Assistant Principals maintain a list of such requests, and all authorized web 
publishers should request it. 
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d. No addresses or telephone numbers of students, staff members, or other 
colleagues may be included in a web site.      

 
e. Personal or family web pages of any kind that do not meet the academic or 

extra-curricular goals of the district may not be posted. 
 

f. Employees developing links to other pages or sites on the web must visit the 
linked sites to assure that their content is accurate and appropriate and that they 
follow these Web Publishing Guidelines. 

 
g. Time-specific material should be kept up to date. All content appearing out of 

date (30 days or more past an event or timeline) may be removed from the web 
by the webmaster. The webmaster will attempt to contact the publisher by 
electronic mail prior to removing their site. If the site is not updated within five 
(5) business days of notification, it will be removed from the district servers.  

 
2.  General Security – Web server security is a high priority. Anyone who can identify a  

security breach on the web server must notify the webmaster or building 
administrator and not demonstrate the breach to others. Accounts and passwords 
should be kept confidential. They should not be made available to others without 
explicit written permission from the person to whom they are assigned. All publishing 
is logged. Any attempt to log onto the web server as a system administrator by one 
who is not a system administrator will result in cancellation of that person’s user 
privileges. Any user identified as a security risk will be denied publishing access. 
 

3. District 219 will not host web content for any domain whose registered owner is not a 
District employee and who has not received prior approval of the Chief Technology 
Officer.  
 

For additional terms and conditions related to this procedure refer to exhibit 6:235 E-2 
Authorization for Computer and Network access. 
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Employees need sign this authorization only once while employed by Niles Township 
High School District 219.  The Board reserves the right to modify these procedures and 
will annually notify employees of any changes.   
 

 
Niles Township High School District 219 

Employee Authorization for Web Publishing Access 
 
Directions: After completing the Board of Education Authorization for Computer and 
Network Access Agreement and reviewing the Web Publishing Procedures Policy,  
please complete the form below. Your signature and date below will authorize you to 
publish web content under the terms and conditions of this policy.  
 
 
Section One:  Employee Web Publishing Authorization Agreement 
I understand and will abide by the above Authorization for Web Publishing Access. I 
further understand that should I commit any violation, my access privileges may be 
revoked and disciplinary action and /or appropriate legal action may be taken. In 
consideration for using the District’s web servers to publish web pages and content, I 
hereby release the District and its Board members, employees, and agents from any and 
all claims, losses, or damages arising from my intentional misuse of the District’s web 
publishing servers.  I understand that the district and/or its agents reserve the right to 
access, log and monitor my use of the District's web servers and make changes to my 
content at any time. 
 
USER NAME:   DATE:  

     
USER SIGNATURE:  
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Section Two:  Current publishing location (URL of your publishing folder): Please list 
your assigned publishing folder, your USER NAME and PASSWORD (for current users) 
or a requested PASSWORD (for new users). Also list any additional department folders 
to which you need access and the purpose of this access. Example: To update the science 
department pages. 
 
Part A (I currently have a web publishing account.) 
 
CURRENT LOCATION:  http://www.niles-hs.k12.il.us/  
     
USER NAME:   PASSWORD:  
 
Part B (I need a new web publishing account) 
 
REQUESTED PASSWORD:  
(case sensitive) 
 
Part C (URL of additional folders to which I need access) 
 
PURPOSE OF ACCESS:  
  
YOUR TITLE:  
  
URL 1:  
  
URL 2:  
  
URL 3:  
 
 
 
 
Board Review:  May 18, 2009  
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Instruction 
 
Administrative Procedure:  Personal Use of Student-Owned Laptops or Netbooks 
in School 
 

Niles Township High Schools provides students access to a wireless network and the option of utilizing a 
personal laptop or netbook as a means to enhance their education. The purpose of this procedure is to 
assure that students recognize the limitations that the school imposes on their use of personal laptops or 
netbooks.  In addition to this procedure, the use of any school computer, including laptop computers or 
netbooks, also requires students to abide by the Niles Township High School District Policy: 6:235, 
Acceptable Use Policy – Access to District Computers and Electronic Networks. 
 
During the course of the school year, rules regarding the use of personal laptops or netbooks may become 
a part of this procedure. 
 
General Usage 
 

Niles Township High School District 219 provides the opportunity for students to bring a personal laptop 
or netbook to school to use as an educational tool.  The use of these laptops or netbooks will be at the 
discretion of the teacher.   
 

1. Students must obtain teacher permission before using a personal laptop during classroom 
instruction. 

 
2. Student use of a personal laptop or netbook must support the instructional activities currently 

occurring in the instructional environment. 
 

3. Students must turn off and put away a personal laptop or netbook when requested by a teacher.  
 

4. Students should be aware that their use of the laptop or netbook could cause distraction for 
others in the classroom, especially in regards to audio. Therefore, audio must be muted, and 
headphones should not be used during instructional time.  

 
5. Students may use their personal laptop or netbook before school, at lunch, and after school in 

adult supervised areas only. The laptop or netbook should be used for educational purposes 
during these times.  If an adult asks a student to put his/her laptop or netbook away because of 
games or other non-instructional activities during these times, the student must comply, or 
appropriate consequences will be assigned. 

 
Consequences of General Usage 
  
If students refuse to comply with the above guidelines, the following consequences will apply.  Student 
infractions will be documented as a referral for each offense.  The consequences for these infractions are 
outlined below:   

 
• 1st Offense = Laptop or netbook will be confiscated until the end of the school day, when the 

student may retrieve it. 
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• 2nd Offense = Laptop or netbook will be confiscated until the end of the day, when the student’s 
parent must retrieve it. 

• 3rd Offense = Loss of laptop netbook privileges for an undetermined 9 week period of time. 
 
 
Laptop/Netbook Security Risks  

Laptops, netbooks and other portable computing devices are especially vulnerable to loss and theft. 
Opportunistic and organized thieves will target these devices in school, on school grounds, and on buses.   

To counter these risks, security will be addressed in same manner as outlined under “Student Personal 
Property” in the Student Handbook in addition to these steps detailed below;  

1. Student responsibility; through increased user awareness of the risks.  
2. Physical security; both in school, on school property, and when traveling to and from school.  
3. Access control and authentication; do not give out login information or allow multiple users on 

student-owned equipment.  

1.  Student Responsibility  
 

Niles Township High Schools accept no responsibility for personal property brought to the school 
by students.  This includes laptop computers and netbooks and other personal digital devices.  
(As found in the Student Handbook under “Personal Property”) 

 
Students who choose to bring a laptop or netbook to school assume total responsibility for the 
laptopsaid equipment.  Laptops or netbooks that are stolen or damaged are the responsibility of 
the student and their parents or guardians. 

 
Students should take all reasonable steps to protect against the theft or damage of their personal 
laptop or netbook. 

 
2.  Physical Security 

Users should take the following physical security preventative measures.  

• Laptops and netbooks should NEVER be left unattended for ANY period of time.  
When not in use, it should be locked in the owner’s school locker. 

• Laptop computers and netbooks must not be:  
o Left unattended at any time (If a laptop or netbook is left unattended it 

will be picked up by staff and turned into the Deans Office). 
o Left in view in an unattended vehicle. 

 
3.  Access Control and Authentication 
 

• Students can only access the Internet and the school network via a wireless 
connection using “guest” accessprovided by the District and using his/her own 
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District account.  Any student found connecting his/her laptop or netbook to the 
network using an Ethernet cable plugged into a wall jack will have his/her 
laptop or netbook confiscated and lose personal laptop access privileges.   

•  No student shall knowingly gain access to, or attempt to gain access to, any computer, 
computer system, computer network, information storage media, or peripheral equipment 
without the consent of authorized school or district personnel. 

• No student shall install District-owned licensed software on their personal laptop or netbook.  
• No student shall establish a wireless Ad-hoc (peer-to-peer) network using his/her laptop 

or netbook while on school grounds.  
• No students shall use any computing device, including their laptops or notebooks, to 

illegally collect any electronic data or disrupt networking services (Hacking). 
  
 
 
Board Review:  January 12, 2009  
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Instruction 
 
Credit For Alternative Courses and Programs, and Course Substitutions 
 
Credits accepted from outside District 219 (e.g., correspondence courses, on-line, virtual courses, 
other distance learning courses, college courses, summer school courses from other districts) will 
be treated as transfer courses (receiving a grade and credit, but not counting in the student's grade 
point average) unless otherwise noted. 
 
Correspondence, On-line, Virtual, Other Distance Learning Courses 

A student enrolled in a correspondence, on-line, virtual, or other distance learning course 
(including traditional as well as computer-based courses) may receive high school credit for work 
completed, provided: 

1. Consideration to enroll in these courses for credit toward graduation must be approved in 
advance by the Assistant Principal for Pupil Personnel Services. 

2. The course is given by an institution accredited by the North Central Association of Colleges 
and Secondary Schools or approved by the Assistant Superintendent of Curriculum and 
Instruction. 

3. The student (or parents/guardians) assumes responsibility for all fees or other costs such as, 
but not limited to, tuition, textbooks, transportation, and housing.  Exceptions must be 
approved in advance by the District 219 Board of Education. 

4. The course is approved in advance by the Guidance Counselor and the Director of 
Instruction. 

5. A maximum of 6 units of credit may be counted toward a student's high school diploma. 
 
Exchange Programs 

District students participating in a foreign exchange program will receive high school credit for 
courses that meet the criteria established in the District curriculum and that are pre-approved by 
the Assistant Principal for Pupil Personnel Services.  International study course work not meeting 
District requirements may be placed in the student's permanent record and recorded as an 
international study experience. 

 
 Summer School  

A student will receive high school credit for successfully completing any out-of-district summer 
school course provided: 

1. It is offered by an institution accredited by the North Central Association of Colleges and 
Secondary Schools. 

2. The student (parents/guardians) assumes all responsibility for fees or other costs such as, but 
not limited to, tuition, textbooks, transportation, and housing. 
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3. The course is not offered in the District 219 summer school, or if offered, the student is 
unable to enroll and the Assistant Principal for Pupil Personnel Services has approved 
request. 

4. The course is approved in advance by the Director of Instruction. 

 
College Classes 

Courses taken at community colleges that are approved for dual credit will count in the student's 
GPA calculation, provided they are taken while a student is enrolled in District 219.   A student 
who successfully completes college courses may receive high school credit, provided: 

1. The student is a junior or senior in good academic standing. 

2. The course is not offered in the high school curriculum, or if offered, the Assistant 
Principal for Pupil Personnel Services has approved this request. 

3. The course is approved in advance by the Director of Instruction. 

4. The student (parents/guardians) assumes all responsibility for fees or other costs such 
as, but not limited to, tuition, textbooks, transportation, and housing. 

5.  A maximum of 6 units of credit may be counted toward the requirements for a 
student's high school graduation. 

OPTIONAL - Dual Credit Courses  
A student who successfully completes a dual credit course may receive credit at both the 
college and high school level.    
 
Foreign Language Courses 

A student will receive recognition on the student's transcript by studying foreign language in an 
approved ethnic school program, provided such program meets the minimum standards 
established by the State Board of Education and the program is approved in advance by the 
Director of Foreign Languages. 
 
Military Service 

The School Board may accept military service experience as credit toward graduation, 
provided the student making the request has a recommendation from the U.S. 
Commission of Accreditation of Service Experiences.  The student seeking credit shall 
supply any documents or transcripts necessary to support the request. 
 
Youth Apprenticeship Vocational Education Program (Tech Prep) 

Students participating in the Youth Apprenticeship Vocational Education Program (Tech Prep) 
may earn credit toward graduation for work-related training received at work-based learning sites. 
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Substitutions for Physical Education and Other Required Courses 

A. A student in grades 9-12 may satisfy one or more high school courses (including physical 
education) or graduation requirements by successfully completing related vocational or 
technical education courses if: 

1. The Building Principal approves the substitution and the vocational or technical 
education course is completely described in curriculum material along with its 
relationship to the required course;  

2. The course includes at least 50% of the content of the required course; and 

3. The student's parent(s)/guardian(s) request and approve the substitution in writing on 
forms provided by the District. 

B. A student in grades 11-12, unless otherwise stated, may submit a written request to the 
Building Principal to be excused from physical education courses for the reasons stated 
below.  The Superintendent or designee shall maintain records showing that the criteria 
set forth in this policy were applied to the student’s individual circumstances: 

1. Ongoing participation in an interscholastic athletic program; or 

2. Enrollment in academic classes that are required for admission to an institution of 
higher learning; or 

3. Enrollment in academic classes that are required for graduation from high school, 
provided that failure to take such classes will result in the student being unable to 
graduate  

A student in grades 3-12 who is eligible for special education may be excused from physical 
education courses if: 

1.  The student’s parent/guardian agrees that the student must utilize the time set 
aside for physical education to receive special education, support services or 

2. The student’s individualized education program team determines that the 
student must utilize the time set aside for physical education to receive 
special education support and services. 

The agreement or determination must be made a part of the individualized education 
program.  A student requiring adapted physical education must receive that service in 
accordance with the student’s individualized education program. 

Director of Physical Welfare shall maintain records showing that they applied the stated criteria to 
the student's individual circumstances. 

 

LEGAL REF.: 105 ILCS 5/2-3.44, 5/2-3.108, 5/2-3.115, 5/10-22.43a, 5/27-6, 5/27-22.3, and 
5/27-22.05 

 23 Ill. Admin. Code §§1.420(p), 1.1440(j), and 4.450(c). 
 

 CROSS REF.: 6:180 (extended instructional programs), 6:300 (graduation requirements), 
6:320 (credit for proficiency), 7:30 (student assignment and intra-district 
transfer) 7:260 (exemption from physical activity) 
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 ADOPTED: October 6, 2008  
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Instruction 
 
Student Testing and Assessment Program 

The District student assessment program provides information for determining individual student 
achievement and guidance instructional  needs, ; curriculum and instruction effectiveness, ; as well 
as and school performance measured against District student learning objectives and state-wide 
norms. 

The Superintendent or designee shall develop and supervise amanage the student assessment 
program and shall provide appropriate data to the Board to allow it to monitor the program's results.  
The program will:that, at a minimum: 

1. Uses the State assessment system and other appropriate assessment methods and instruments, 
including norm and criterion-referenced achievement tests, aptitude tests, proficiency tests, 
and teacher-developed tests. 

2. Conform Tests the grades and subjects according to the schedule required by the State law 
assessment system.  The District’s assessment program It may include testing students in 
grades not required by State law to be tested. 

3. Be uniformly applied to all students who are required to be tested, including (a) students in a 
State approved transitional bilingual education or transitional program, and (b) students who 
have an Individualized Educational Plan. 

3. Tracks the achievement of all students. 

4. Provides each student and his or her parents/guardians with an evaluation of the 
student’s learning on the basis of test and assessment results.  See policy 6:280, Grading 
and Promotion. 

4.5. Emphasize Utilizes professional testing practices. 

Overall student assessment data on tests required by State law will be aggregated by the District and 
reported, along with other information, on the District's annual report card. Board policy 7:340, 
Student Records, and its implementing procedures govern recordkeeping and access issues. 

 

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

 105 ILCS 5/2-3.63, 5/2-3.64, 5/10-17a, and 5/27-1. 

CROSS REF.: 6:15 (school accountability), 7:340 (student records) 

ADOPTED:        March 12, 2007  
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Students 
 
Limits of Confidentiality – Student Pregnancy 
 
When a student discloses to an employee that they are pregnant, the employee will notify the Assistant 
Principal of Student Services. Pregnancy is an immediate reportable risk if there is any complicating 
factor(s) that indicates the health of the student may be comprised. Examples of these factors are: the 
student is engaged in risk-taking behaviors or activities that pose a risk to the mother or fetus, lack of 
appropriate pre-natal care, or existing health conditions that complicate the pregnancy in such a way as to 
pose serious health risks. 
 
When there is not a health and safety risk, the employee should encourage the student to inform her own 
parents/guardians.  If the student does not inform her parents/guardians within 10 school days from 
sharing the information, the employee must notify the parents/guardians. After parents/guardians have 
been notified, the student must obtain a medical note to be exempt from certain activities within PE or 
exempt entirely from the class.    
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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 not unless being administered under in accordance with a 
physician's care and supervisionor 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.  

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

d.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. 

e.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.   

f.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. 
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4. Using, possessing, controlling, or transferring a “weapon” as that term is defined in 
violation of the “weapons”Weapons  section of this policy, or violating the Weapons 
section of this policy. 

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.  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 another and/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, hazing 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 physiological 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. 
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8. Notification of parent(s)/guardian(s). 

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 used.  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 uses, possesses, controls, or transfers a weapon, or any other objectis determined 
to have brought one of the following objects to school, any school-sponsored activity or 
event, or any activity or event that can reasonably be considered, or looks like, a weaponbears 
a reasonable relationship to school shall be expelled for a period of at least one calendar year, 
but no not more than 2 calendar years.  The Superintendent may modify the expulsion period 
and the Board may modify the Superintendent's determination, on a case-by-case basis.  
 

1. A “weapon” means possession, use, control or transfer of (1)firearm, meaning any gun, 
rifle, shotgun, a or weapon as defined by Section 921 of Title 18, of 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 use of a weaponfirearm as defined in 
Section 24-1 of the Criminal Code, of 1961 (720 ILCS 5/24-1). 

 
2.  (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 but not limited to, knives, brass knuckles, billy clubs, or (3) “look alikes” of 
any weapon firearm as defined above.,  Any item, such as a baseball bat, pipe, bottle, 
lock, stick, pencil, and pen,. is considered to be a weapon if used or attempted to be used 
to cause bodily harm.   

 
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, 
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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 
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. 
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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: May 18, 2009  
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Students 
Conduct Code for Participants in Extracurricular Activities 

The Building Principals, using input from coaches and sponsors of extracurricular activities, shall develop 
a conduct code for all participants in extracurricular activities consistent with Board policy and the rules 
adopted by the Illinois High School Association.  The conduct code shall (1) require participants in 
extracurricular activities to conduct themselves as good citizens and exemplars of their school at all 
times, including after school and on days when school is not in session, and whether on or off school 
property, as good citizens and exemplars of their school, and (2)notify participants that failure to abide by 
it could result in removal from the activity.  The conduct code shall be reviewed by the Building 
Principals periodically at their discretion and proposed changes presented to the Board of Education for 
approval.   

At the start of each extracurricular activity season, coaches and sponsors shall review the rules of conduct 
with participants and provide participants with a copy.  In addition, coaches and sponsors of 
interscholastic athletic programs shall provide instruction on steroid abuse prevention to students 
participating in these programs. 

Performance Enhancing Drug Testing  

The State law requires the Illinois High School Association (IHSA) randomly tests theto prohibit a 
student athletes who qualify as individuals or as members of a team for selected State series competitions.  
The student athlete and his or her parent(s)/guardian(s) shall consent, in writing, to the random drug 
testing beforefrom participating in interscholastic athletics.  Failure to sign the consent form renders an 
athletic competition sponsored or sanctioned by IHSA unless the student has agreed, (a) not to use 
any performance-enhancing substances on IHSA’s current banned drug list, and (b) to submit to 
random testing for these substances in the student’s body if the student athlete ineligible.  The 
Superintendent or designee shall develop procedures to implement the District’s compliance with this 
IHSA policy. is in high school. In addition, the student’s parent/guardian must sign a statement 
for IHSA containing specific acknowledgments including that the student, if in high school, 
may be subject to random performance-enhancing substance testing and that violating the laws 
regulating the use of performance-enhancing substances is a crime.  

IHSA, with oversight from the Illinois Department of Public Health, administers a 
performance-enhancing substance testing program under which high school participants in 
athletic competition sponsored or sanctioned by IHSA are tested at multiple times throughout 
the athletic season for the presence in their bodies of performance-enhancing substances on the 
IHSA’s banned drug list. 

LEGAL REF.: Board of Education of Independent School Dist. No. 92 v. Earls et al., 122 S. Ct. 2559 
(2002) 

Clements v. Board of Education of Decatur, 478 N.E.2d 1209 (Ill. App. 4th Dist. 1985). 
Kevin Jordan v. O'Fallon THSD 203, 706 N.E.2d 137 (Ill. App. 5th Dist., 1999). 
Todd v. Rush County Schools, 133 F. 3d 984 (7th Cir., 1998) 
Veronica School Dist. 475 v. Acton, 515 U.S. 646 (1995). 
105 ILCS 5/24-24, 5/27-23.3 
 

CROSS REF.: 5:280 (duties and qualifications), 6:190 (extracurricular and co-curricular activities), 7:190 
(student discipline), 7:300 (extracurricular activities) 

 
 

ADOPTED: February 2, 2009  
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Students 

Extracurricular Athletics 

Student participation in school sponsored extracurricular athletic activities is contingent upon the 
following: 

1. The student must meet the academic criteria set forth in the Board Policy on school sponsored 
activities.  

2. Written permission must be given by the parent(s)/guardian(s) for the student's participation, 
giving the District full waiver of responsibility of the risks involved. 

3. The student must present a certificate of physical fitness issued by a licensed physician, a nurse 
practitioner, or a physician's assistant who assures that the student's health status allows for active 
athletic participation.  

4. The student and his or her parent(s)/guardian(s) shall consent, in writing, to random drug 
testing pursuant tomust complete forms required by the Illinois High School Association 
(IHSA) Performance Enhancing Drug Testing policyconcerning its performance-
enhancing substance testing program, implemented in accordance with State law, before 
participating the student may participate in interscholastic athleticsan athletic competition 
sponsored or sanctioned by IHSA.  

The Superintendent or a designee shall maintain the necessary records to ensure student compliance with 
this policy. 

 
LEGAL REF.: 105 ILCS 5/10-20.30. 
 23 Ill. Admin. Code § 1.530(b). 

CROSS REF.: 4:170 (safety and crisis management), 6:190 (extracurricular and co-curricular 
activities), 7:240 (extracurricular code of conduct), 7:330 (equal access), 7:340 
(student records) 

ADOPTED: February 2, 2009  
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Community Relations 

Accommodating Individuals With Disabilities 

Individuals with disabilities shall be provided an opportunity to participate in all school-sponsored 
services, programs, or activities on an equal basis to those without disabilities and will not be subject 
to illegal discrimination.   Where necessary, the District may provide to persons with disabilities 
separate or different aids, benefits, or services from, but as effective as, those provided to others.  

The District will provide auxiliary aids and services where necessary to afford individuals with 
disabilities equal opportunity to participate in or enjoy the benefits of a service, program, or activity.  

Each service, program, or activity operated in existing facilities shall be readily accessible to, and 
useable by, individuals with disabilities.  New construction and alterations to facilities existing before 
January 26, 1992, will be accessible when viewed in their entirety.    

The Superintendent or designee is designated the Americans With Disabilities Act, Title II 
Coordinator and, in that capacity, is directed to:  

1. Oversee the District's compliance efforts, recommend necessary modifications to the Board, 
and maintain the District's final Title II self-evaluation document and keep it available for 
public inspection, for at least 3 years after its completion date.   

2. Institute plans to make information regarding Title II's protection available to any interested 
party.  

Individuals with disabilities should notify the Superintendent or Building Principal if they have a 
disability which will require special assistance or services and, if so, what services are required.  This 
notification should occur as far as possible before the school-sponsored function, program, or 
meeting.   

Individuals with disabilities may allege a violation of this policy or federal law by reporting it to the 
Superintendent, as the Title II Coordinator, or by filing a grievance under the Uniform Grievance 
Procedure.  The Superintendent shall maintain a list of the names, addresses, and telephone numbers 
of the District's current Complaint Managers for the Uniform Grievance Procedure.  

LEGAL REF.: Americans with Disabilities Act, 42 U.S.C. §§ 12111 et seq. and 12131 et seq. 
28 C.F.R. Part 35. 
Rehabilitation Act of 1973 §104, 29 U.S.C. §794 (2006). 
105 ILCS 5/10-20.46. 
410 ILCS 25/, Environmental Barriers Act. 
71 Ill.Admin.Code Part 400, Illinois Accessibility Code. 

CROSS REF.: 2:260 (uniform grievance procedure), 4:150 (facilities management and 
expansion programs) 

ADOPTED: February 9, 1998 
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Community Relations 

Relations With Other Organizations and Agencies 

The District will work toward positive relationships with other organizations and agencies, including 
the:  

• County Health Department; 
• Law enforcement agencies; 
• Fire authorities; 
• Planning authorities; 
• Zoning authorities; 
• Illinois Emergency Management Agency (IEMA), local organizations for civil defense, 

and other appropriate disaster relief organizations concerned with civil defense.   
• Village Governments;  
• Park Districts; 
• Libraries; 
• Chambers of Commerce; and 
• Other school districts. 

LEGAL REF.: 23 Ill. Admin. Code  

ADOPTED: May 5, 1997 
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Community Relations 
 

Administrative Procedures:  Proposals For Research From Agencies or 
Individuals 
 
The following procedures are followed in reviewing requests from graduate students and researchers 
to conduct research with District 219 parents, students, teachers, and/or administrators.  These 
procedures apply to both outside requests and requests from District 219 staff. 
 
Definition:   These procedures apply to any request for data for research purposes, other than FOIA 
data.  Requests for research typically involve any or all of the following: 
 
• to test, survey, observe, or interview students, faculty, parents, or administrators; 

 
• to retrieve written records on students, faculty, parents, or administrators, with no direct contact 

with the subjects. 
 
Steps to follow: 
 
 1. After being approved by the Assistant Superintendent for Curriculum and Instruction, All 
all requests from researchers to gather school-related data should be sent to both building Principals 
for review, unless the request is for one building only and copied to the Assistant Superintendent for 
Curriculum and Instruction and to the Assistant Superintendent for Human Resources.  The Assistant 
Superintendent for Curriculum and Instruction determines approval via memorandum to all parties 
for final approval. 
 
 2. The Principal(s) may approve proposals that support a school improvement priority for the 
building (or a department) and can be managed administratively.   The Principal will assign such 
proposals to an administrator for coordination. 
 
 3. The Principal (consulting with the Assistant Superintendent for Curriculum and instruction as 
needed) must verify that the procedures and instruments meet the APA standards for research on 
human subjects; comply with the Student Records Act, privacy provisions of NCLB, other state or 
federal law; and do not violate any provision of a collective bargaining contract.  Institutional 
researchers must provide an IRB approval form (Institutional Review Board For the Protection of 
Human Subjects) if relevant. 
 
 4. If the research proposal is approved, the Assistant Superintendent for Curriculum and Instruction 
will notify the researcher by letter, specifying any additional conditions for the research, including 
clerical, administrative, or copying costs.  
 
 5. Researchers whose projects are approved must submit a copy of all instruments and letters for 
review by the assigned administrator prior to their use.  Any persons visiting District facilities or 
otherwise working with District personnel or students must comply with background check 
requirements before accessing District facilities or people.   
 
 
Board Review:  March 17, 2008  



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

FUND BALANCE REVENUE EXPENDITURES BALANCE OUTSTANDING
EDUCATIONAL $50,308,059 $53,720,360 ($40,639,667) $63,388,752 $2,981,735
OPERATIONS & MAINT. $6,870,533 $5,613,940 ($5,208,194) $7,276,279 $2,278,937
DEBT SERVICE $2,369,507 $2,433,043 ($3,441,436) $1,361,114 $0
TRANSPORTATION $3,218,807 $809,507 ($1,738,254) $2,290,060 $2,578,053
IMRF/FICA $3,003,642 $1,298,911 ($1,613,175) $2,689,378 $0
CAPITAL PROJECTS $7,981,305 $107,105 ($7,346,699) $741,711 $1,156,110
WORKING CASH $22,269,490 $1,697,462 $0 $23,966,952 $0
TORT/LIABILITY $8,515,269 $2,225,591 ($1,795,500) $8,945,360 $1,169,887
LIFE SAFETY $2,875,068 $228,635 ($766,952) $2,336,751 $10,272

TOTAL ALL FUNDS $107,411,680 $68,134,554 ($62,549,877) $112,996,357 $10,174,994

CASH & OTHER FUND
FUND INVESTMENTS ASSETS LIABILITIES BALANCE
EDUCATIONAL $63,360,269 $33,939 ($5,456) $63,388,752
OPERATIONS & MAINT. $7,276,279 $0 $0 $7,276,279
DEBT SERVICE $1,361,114 $0 $0 $1,361,114
TRANSPORTATION $2,290,060 $0 $0 $2,290,060
IMRF/FICA $2,689,378 $0 $0 $2,689,378
CAPITAL PROJECTS $741,711 $0 $0 $741,711
WORKING CASH $23,966,952 $0 $0 $23,966,952
TORT/LIABILITY $8,945,360 $0 $0 $8,945,360
LIFE SAFETY $2,336,751 $0 $0 $2,336,751

TOTAL ALL FUNDS $112,967,874 $33,939 ($5,456) $112,996,357

 FY 2010 BUDGET MONTH MONTH MONTH
TO DATE TO DATE TO DATE

FUND REVENUE EXPENDITURES REVENUE EXPENDITURES POs CREATED
EDUCATIONAL $96,164,930 $93,952,280 $2,301,320 $7,306,336 $442,924
OPERATIONS & MAINT. $14,302,538 $10,825,290 $123,427 $561,006 $143,153
DEBT SERVICE $5,017,886 $5,768,163 $35,834 $0 $0
TRANSPORTATION $2,860,124 $5,149,364 $652,066 $200,865 $15,780
IMRF/FICA $2,605,202 $3,101,612 $32,186 $273,555 $0
CAPITAL PROJECTS $190,000 $6,038,140 $32,161 $647,145 $177,672
WORKING CASH $3,114,662 $770,000 $152,613 $0 $0
TORT/LIABILITY $4,274,954 $3,575,634 $76,069 $170,296 $2,077
LIFE SAFETY $685,817 $2,379,112 $18,279 $835 $0

TOTAL ALL FUNDS $129,216,113 $131,559,595 $3,423,955 $9,160,038 $781,606

NILES TOWNSHIP HIGH SCHOOL DISTRICT #219

JANUARY 31, 2010
FINANCIAL REPORT

(INCLUDES OPERATING TRANSFERS)
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