






Paul O’Malley 
Assistant Superintendent for Business Services 

847‐626‐3967 

 

 
To:  Dr. Nanciann Gatta 
  Board of Education 
 
From:  Paul O’Malley 
 
Date:  May 9, 2011   
 
Re:  Refinishing of Niles West Main Gym Floor 
 

 
 
Sealed bids, duly advertised, were received and opened on Tuesday, April 26, 2011 for the 
refinishing of the main gym floor at Niles West.  Nine bids were solicited, three vendors 
responded.  The results are as follows: 

                      VENDOR    TOTAL  COST 

Sports Unlimited, Inc.    $24,390 

Specialty Floors, Inc.    $27,180 

Floors, Inc.    $41,200 

The project requires sanding and refinishing of the maple floor in the main gym.  Painting 
includes application of new school logos plus required game lines for basketball, volleyball and 
badminton/pickle ball courts.   

MOTION:  I move we award the contract for the refinishing of the main gym floor at Niles West 
to Sports Unlimited, Inc., the lowest responsible bidder meeting specifications, in the amount 
of $24,390.   

 





Board Report
  
 To:      Nanciann Gatta, Superintendent
        Board of Education
  
From:     Anne Roloff, Assistant Superintendent
  
Date:      May 9, 2011
  
Re:     Textbook Adoptions for the 2011-12 School Year (CONSENT AGENDA)
  
  
Background
For the past few years, the District has been on a six-year textbook adoption cycle. Curriculum 
directors and teachers work to develop educational rationale for textbook selection and 
ultimately arrive at consensus on books to be adopted; this process can take nearly a full school 
year.
  
We are pleased to note that our textbook requests are much lower than in the past. This is due 
to increased use of technology as a learning tool.
 
The attached spreadsheet indicates recommended adoptions for the 2011-12 school year.
  
Thank you.
 

 

Recommendation: That the Board of Education adopt the textbooks appearing on the 
attached spreadsheet for use in the courses indicated for an anticipated total cost of 
$66,356.28.

 



Dept Course Code(s) BOOK TITLE Bldg Workbook Unit Cost # Students Total Cost Dept Totals

ELL/Foreign Lang ELL 3-4 Reading RD1X03 North Star 3 Reading & Writing 4 $44.65 50 $2,232.50
ELL/Foreign Lang ELL 3-4 Reading RD1X03 North Star 3 Reading & Writing: Teacher Manual & Tests 4 $39.15 2 $78.30
ELL/Foreign Lang ELL 3-4 Reading RD1X03 North Star 3 Reading & Writing: Classroom Audio CDs 4 $49.90 2 $99.80
ELL/Foreign Lang ELL 3-4 Reading RD1X03 North Star 3 Reading & Writing: DVD with Guide 4 $84.55 2 $169.10

ELL/Foreign Lang Intro to Social Studies S01X03 World Geography & Cultures 2 $53.97 50 $2,698.50
ELL/Foreign Lang German 71-81 AP LA1G15, LA1G20 Kein Schnaps für Tamara 2 $11.90 30 $357.00
ELL/Foreign Lang ELL 3-4 EN3X02 Vocabulary Power 2 2 $21.96 60 $1,317.60
ELL/Foreign Lang Global Studies RD3X03 Dateline: Troy 2 $6.29 60 $377.40
ELL/Foreign Lang German 71-81 AP LA1G15, LA1G20 Yildiz heiβt Stern 2 $12.75 30 $382.50

ELL/Foreign Lang ELL Intro 1-2 ES3X00 Longman Science Workbook 2 X $13.65 30 $409.50

ELL/Foreign Lang ELL Intro 1-2 ES3X00 Focus on Grammar: Level 1 Workbook 2 X $20.75 30 $622.50

ELL/Foreign Lang ELL Intro 1-2 ES3X00 Focus on Grammar: Level 1 2 $36.75 30 $1,102.50
ELL/Foreign Lang ELL Intro 1-2 ES3X00 Longman Science 2 $48.85 30 $1,465.50

ELL/Foreign Lang
Chinese 7-8 / Chinese
71-81 / AP

LA3C11, LA3C13,
LA3C15 Strive for a Five: AP Chinese Tests 2 $29.99 16 $479.84 $11,792.54

English
Literature of Sports &
American Culture EN3L09 The Natural 4 $9.80 65 $637.00

English
Literature of Peace &
Nonviolence EN3L11 Dead Man Walking 4 $10.50 35 $367.50

English
Literature of Peace &
Nonviolence EN3L11

The Power of Nonviolence: Writings by Advocates of
Peace 4 $10.50 35 $367.50 $1,372.00

Math Alg 12/22 Ext
MA1M93, MA1A23,
MA2A93, MA2A23

ALEKS (Assessment and Learning in Knowledge Spaces)
(2-month license) 24 $0.00 91 $0.00

Math Alg 12/22 Ext
MA1M93, MA1A23,
MA2A93, MA2A23

ALEKS (Assessment and Learning in Knowledge Spaces)
(12-month license) 24 $40.00 203 $8,120.00

Math Alg 12/22 Ext
MA1M93, MA1A23,
MA2A93, MA2A23

ALEKS (Assessment and Learning in Knowledge Spaces)
(40-week license) 24 $35.00 20 $700.00

Math Alg 12-22 MA3A03 Carnegie Learning Algebra 1 24 X $18.90 975 $18,427.50
Math Alg 12-22 MA3A03 Carnegie Learning Algebra 1: Teacher Set 24 X $89.25 25 $2,231.25 $29,478.75

Social Studies
MicroEc AP, MacroEc
AP SO1E07, SO2E05 Krugman's Economic for AP with 6-Year Ebook Access 24 $140.00 60 $8,400.00 $8,400.00

Special Ed Reading 1/2 RD3Y01, RD3Y31 Homeless Bird (existing book RE28) 2 $0.00 0 $0.00 $0.00

SUBTOTAL $51,043.29 $51,043.29

10% REPLACEMENT COSTS $5,104.33 $5,104.33
10% INCREASED ENROLLMENT $5,104.33 $5,104.33
10% SUPPORT MATERIALS $5,104.33 $5,104.33

TOTAL REQUESTS $66,356.28 $66,356.28



Paul O’Malley 
Assistant Superintendent for Business Services 

847‐626‐3967 

 

 
To:  Dr. Nanciann Gatta 
  Board of Education 

From:  Paul O’Malley 

Date:  May 9, 2011 

Re:  Employer’s Claim Service Workers’ Compensation Contract Renewal 
 

Employer’s Claim Service,  Inc.  is our current third‐party administrator for workers’ compensa‐
tion claims.   The services provided have been outstanding.   The organization  is responsive  to 
our questions  in a timely manner and provides detailed analysis of our claims  in an extremely 
professional manner.  An example of their professionalism is the fact that they feel a civic obli‐
gation to hold the line on fee increases for the next school year.  They have not increased their 
fee for the last four years. 

 

MOTION:    I move  the Board of Education authorize  the administration  to engage Employer’s 
Claim Service,  Inc. as  the District’s  third‐party administrator  for workers’ compensation  for a 
fee of $11,000 for the 2011‐12 school year according to the attached agreement. 















Paul O’Malley 
Assistant Superintendent for Business Services 

847‐626‐3967 

 

 
To:  Dr. Nanciann Gatta 

Board of Education 

From:  Paul O’Malley 

Date:  May 9, 2011 

Re:  RATIFICATION OF VOTES FROM THE APRIL 5, 2011 ELECTION 

 

The Cook County Board of Elections has completed their canvass of votes from the April 5, 2011 
election.  Attached are the official results. 

 

MOTION:  I move the Board of Education adopt and ratify the canvass of the School Board 
election, already performed by the County Clerk and declare that Jeffrey Dov Greenspan, Sheri 
Beryl Doniger, Eileen M. Valfer and Carlton Evans have each been elected to serve a four‐year 
term. 

 















POLICY AND PROCEDURAL CHANGES: SECOND READING 
May 9, 2011 Board Meeting 

 
All recommended changes have been reviewed by the Board on the first reading April 11, 2011 
 
Section 2 (Board of Education) 
 

Number Name Proposed Change 
2:20-E 
 

Exhibit – Waiver and 
Modification Request 
Process 

Updated by adding the standard for a waiver of 
a school code mandate, i.e., “For a waiver of 
mandates in the School Code, a District must 
demonstrate that the waiver is necessary. 

2:140 
 

Communications To and 
From the Board 

Updated to align with good governance 
principles, added the sentence “The School 
Board welcomes communications from the 
community.”  Changed “electronic mail” to 
“electronic communications” throughout the 
policy to clarify that the Open Meeting Act 
applies to many types of electronic 
communications between board members. 

2:250-AP Administrative Procedure – 
Access to and Copying of 
District Public Records 

Updated: Deleted the out-of-date training 
requirements; Added a link to the Public Access 
Counselor’s sample response forms; Described 
the mandatory compliance measures under the 
Personnel Record Review Act and the School 
Code, including the requirement to deny 
requests for performance evaluations. 

 
Section 3 (School Administration) 
 

Number Name Proposed Change 
3:50 Administrative Personnel 

Other Than the 
Superintendent 

Updated: Minor change to first sentence, and 
updated legal references in response to new 
State Legislation. 

3:60 Administrative 
Responsibility of the 
Building Principal 

Updated with amendments to language in 
response to new State Legislation. 

 
Section 4 (Operational Services) 
 

Number Name Proposed Change 
4:15 Identity Protection New: The Identity Protection Act requires each 

school board to adopt an identity-protection 
policy and provide training by June 1, 2011.  
The policy contains goals for the district’s 
collection, storage, use, and disclosure of social 
security numbers.  It makes the superintendent 
responsible for compliance and lists the 
mandatory compliance measures from the Act. 
 

4:15-AP Administrative Procedure – 
Protecting the Privacy of 

New: The procedure contains compliance 
action steps for each of the following personnel: 



Social Security Numbers superintendent and business manager, and their 
designees; records custodian and head of 
information technology; staff development 
head; personnel department head; freedom of 
information officer; and all employees. 

4:15-E1 Exhibit – Letter to 
Employees Regarding 
Protecting the Privacy of 
Social Security Numbers 

New: The purpose of this exhibit is to help staff 
members understand the protections and 
requirements of the Identity Protection Act, 5 
ILCS 179/. It informs employees that anyone 
who substantially breaches the confidentiality 
of social security numbers may be subject to 
discipline up to and including dismissal. It also 
contains relevant sections from the Identity 
Protection Act that apply to all district 
employees. 

4:15-E2 Exhibit – Statement of 
Purpose for Collecting Social 
Security Numbers 

New:  The Identity Protection Act requires 
school districts, when collecting a social 
security number or upon request by an 
individual, to provide a statement of the 
purpose(s) for which the district is collecting 
and using the social security number. 5 ILCS 
179/35(a)(5). 

4:15-E3 Exhibit – Statement for 
Employee Manual or District 
Website Describing the 
District’s Purpose for 
Collecting Social Security 
Numbers. 

New: This exhibit’s purpose is to generally 
inform members of the public and employees 
that the district treats social security numbers 
confidentially, how social security numbers are 
used, and where to direct questions. 

 
Section 5 (Personnel) 
 

Number Name Proposed Change 
5:150 Personnel Records Updated in response to recently amended 

Freedom of Information Act and the Personnel 
Record Review Act. 

5:150-AP Administrative Procedure – 
Personnel Records 

Updated: Minor changes throughout and re-
write of “Requests by Third Parties” section to 
comply with the recently amended Freedom of 
Information Act and the Personnel Record 
Review Act. 

5:200 Terms and Conditions of 
Employment and Dismissal 

Updated to enhance clarity and better align with 
good governance principles.  No changes are 
made to the policy’s meaning, goals or 
directives.  Minor changes are made in response 
to new State and federal legislation.  Pulled 
from April 11, 2011 1st Reading, reviewed in 
April 14, 2011 Policy Committee meeting and 
no changes from 1st Reading. 

5:285 Educational Support 
Personnel – Drug and 
Alcohol Testing for School 

Updated: Reference to specific law is replaced, 
and amendments to legal and cross references. 



Bus and Commercial Vehicle 
Drivers 

 
Section 6 (Instruction) 
 

Number Name Proposed Change 
6:150 Home and Hospital 

Instruction 
Updated in response to 105 ILCS 5/14-13.01(a), 
amended by P.A. 96-257 and 23 
Ill.Admin.Code §226.300(g). 

6:160 English Language Learners Updated: Minor, non-substantive additions to 
language. 

6:190 Extracurricular and Co-
curricular Activities  

Updated: Minor, non-substantive amendments 
to language. 

6:250-AP Administrative Procedure – 
Securing and Screening 
Resource Persons and 
Volunteers 

Updated: Addition of website location, and 
correction to numbering. 

6:250-E Exhibit – Resource Person 
and Volunteer Information 
Form and Waiver of Liability 

Updated name to match its policy and 
administrative procedure.  Added minor, non-
substantive language. 

 
Section 7 (Students) 
 

Number Name Proposed Change 
7:60-AP1 Administrative Procedure – 

Challenging a Current 
Student’s Residence Status 

Non-substantive change. 

7:270-AP1 Administrative Procedure – 
Dispensing Medication for 
Food Allergies 

Updated name to reflect that this policy goes 
beyond food allergies.  Language updated in 
response to 105 ILCS 5/22-30, amended by 
P.A. 96-1460.  It addresses self-administration 
of asthma inhalers and epinephrine auto-
injectors. 
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School Board 

Exhibit - Waiver and Modification Request Process  

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

Superintendent or 
designee 

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

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

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

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

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

Board of Education Agrees with or rejects the Superintendent’s recommendation. 
While no Board action is statutorily required before 
petitioning to discontinue or modify a mandate, Board 
approval is consistent with good governance principles.  

Superintendent or 
designee 

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

The petition must include all legitimate costs associated with 
implementing and operating the mandate, the estimated 
reimbursement from State and federal sources, and any 
unique, verifiable circumstances that would cause the 
mandate’s implementation and operation to be cost 
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Actor Action 

prohibitive. 
Regional 
Superintendent 

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

Superintendent or 
designee 

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

District or District 
resident 

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

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

Superintendent or 
designee 

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

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

Actor Action 

Superintendent or 
designee 

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

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

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

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

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

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

An approved waiver or modification (except a waiver from or 

http://www.isbe.net/isbewaivers/default.htm�
http://www.isbe.net/isbewaivers/html/overview.htm�
http://www.isbe.net/isbewaivers/html/application.htm�
http://www.isbe.net/isbewaivers/pdf/33-77_waiver_application.pdf�
http://www.isbe.net/isbewaivers/pdf/33-77_waiver_application.pdf�
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Actor Action 
modification to a physical education mandate) may: (a) remain in 
effect for 5 school years and may be renewed upon a new 
application, and (b) be changed within that 5-year period by the 
Board using the procedure for an initial waiver or modification 
request. 
An approved waiver from or modification to a physical education 
mandate may: (a) remain in effect for 2 school years and may be 
renewed no more than 2 times, and (b) be changed within the 2-year 
period by the Board using the procedure for the initial waiver or 
modification request.  

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

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

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

If there is no newspaper published in the county, notice is 
given in a secular newspaper published in an adjoining county 
having general circulation within the District. 715 ILCS 5/2, 
amended by P.A. 96-1144. 

Makes all arrangements for the Board to hold a properly noticed 
meeting. 
Notifies in writing all affected exclusive bargaining agents, as 
well as those State legislators representing the District, of the 
public hearing concerning the District’s intent to seek a waiver 
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Actor Action 

or modification. 
Board of Education Holds a public hearing in an open meeting on the waiver or 

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

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

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

Superintendent or 
designee 

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

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

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

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

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

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

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

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

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

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

Superintendent or 
designee 

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

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

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

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

4. The second Monday in October (Columbus Day); and/or  
5. November 11 (Veterans’ Day). 

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

Board of Education If the Board accepts the Superintendent’s recommendation, 
holds a public hearing on the proposal. 

The District must provide notice preceding the public hearing 
to both educators and parents. The notice must set forth the 
time, date, and place of the hearing, describe the proposal, 
and indicate that the District will take testimony from 
educators and parents about the proposal. 

 
Board Review:  March 21, 2011  
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Board of Education 

Communications To and From the Board 

The School Board welcomes communications from the community. Staff members, parents, and 
community members should submit questions or communications for the Board’s consideration to 
the Superintendent.  The Superintendent shall provide the Board with a summary of these questions 
or communications and provide, as appropriate, his or her feedback regarding the matter.  If 
contacted individually, Board Members will refer the person to the appropriate level of authority, 
except in unusual situations.  Board Members will not take private action that might compromise the 
Board or District.  There is no expectation of privacy for any communication sent to the Board or its 
members individually, whether sent by letter, email or other means. 

Board Member Use of Electronic MailCommunications  

Email For purpose of this section, electronic communications includes, without limitation, electronic 
mail, electronic chat, instant messaging, texting, and any form of social networking. Electronic 
communications to, by, and among Board members, in their capacity as Board members, shall not be 
used for the purpose of discussing District business. EmailElectronic communications among Board 
members shall be limited to: (1) disseminating information, and (2) messages not involving 
deliberation, debate, or decision-making. EmailElectronic communications may contain: 

• Agenda item suggestions 
• Reminders regarding meeting times, dates, and places 
• Board meeting agendas or information concerning agenda items 
• Individual responses to questions posed by community members, subject to the other 

limitations in this policy 
 

LEGAL REF.: 5 ILCS 120/1 et seq. 

CROSS REF.: 2:220 (board of education meeting procedure), 3:30 (chain of command), 8:110 (Public 
Suggestions and Concerns) 

ADOPTED: March 12, 2007  
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School Board 

Administrative Procedure - Access to and Copying of District Public Records 

Actor Action 

Board of 
Education 

Appoints, or designates the Superintendent to appoint, a Freedom of Information Officer to 
perform the duties of that office as specified in the Freedom of Information Act (FOIA) 
and is responsible for managing the District’s compliance with FOIA. 

Determines from time-to-time by Board resolution: 
1. Copying fees that are reasonably calculated to reimburse the District for the actual 

costs of reproducing and certifying the records. 
2. The amount by which copy fees will be reduced if the person making the request states 

a specific purpose for the request that is in the public interest (5 ILCS 140/6).  A 
request is in the public interest if its purpose is to access and disseminate information 
regarding the health, safety and welfare, or the legal rights of the general public, and is 
not for the principal purpose of personal or commercial benefit. In setting the 
reduction, the Board may consider the amount of materials requested and the cost of 
copying them. 

Monitors full compliance with FOIA and Board policy 2:250, Access to District Public 
Records. 

Budgets sufficient resources to enable full compliance with FOIA. 

Receives the report from the Superintendent during regular meetings concerning each 
FOIA request and the status of the District’s response. 105 ILCS 5/10-16. 

Freedom of 
Information 
Officer 

Manages FOIA compliance 

Manages the District’s compliance with FOIA, 5 ILCS 140/, and  performs the following 
duties as specified in FOIA, 5 ILCS 140/3.5: 
1. Receives FOIA requests, ensures that the District responds to requests in a timely 

fashion, and issues responses under FOIA. 
2. Develops a list of documents or categories of records that will be immediately 

disclosed upon request. See 2:250-E2, Immediately Available Public Records. 
3. Upon receiving a request for a public record, (a) notes the date the District receives the 

written request; (b) computes the day on which the period for response will expire and 
makes a notation of that date on the written request; (c) maintains an electronic or 
paper copy of a written request, including all documents submitted with the request 
until the request has been complied with or denied; and (d) creates a file for the 
retention of the original request, a copy of the response, a record of written 
communications with the requester, and a copy of other communications.  

Identifies other staff members to assist with FOIA compliance and delegates specific 
responsibilities to them.  These individuals may include the information technology 
specialist and department heads. 

Informs and/or trains staff members concerning their respective responsibilities regarding 
FOIA. This includes explaining the requirement that all FOIA requests must be 
immediately forwarded to the Freedom of Information Officer including those that are 
received via email. 

 

Training requirements prior to July 1, 2010  
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Actor Action 

Successfully completes the training program administered by the Public Access Counselor 
in the Attorney General’s office.  

Training requirements after July 1, 2010 

Successfully completes the annual training program developed by the Public Access 
Counselor in the Attorney General’s office. Each newly appointed Freedom of Information 
Officer must successfully complete the training program within 30 days after assuming the 
position. 

Posting and availability requirements 

Prominently displays at each administrative office and school, and posts on the District 
website, if any, the following: (1) a brief description of the District, and (2) the methods 
for requesting information and District public records, directory information listing the 
Freedom of Information officer and where requests for public records should be directed, 
and any fees. 5 ILCS 140/4. This information must be copied and mailed if requested. Id. 

Maintains and makes available for inspection and copying a reasonably current list of all 
types or categories of records under the District’s control. 5 ILCS 140/5. The following list 
contains both exempt and non-exempt records: 
 Board governance 
 Includes: Board meeting calendar and notices, Board meeting agendas and minutes, 

Board policy 
 Fiscal and business management 
 Includes: levy resolution and certificate of tax levy, audit, line-item budget, grant 

documents, account statements, accounts payable list, contracts, legal notices, bidding 
specifications, requests for proposals 

 Personnel 
 Includes: employee contact information, salary schedules, staff handbook, collective 

bargaining agreements, personnel file material 
 Students and instruction 
 Includes: accountability documents, calendars, student handbooks, learning outcomes, 

student school records 
 
Copying fees 

Recommends a copying fee schedule to the Board from time-to-time as appropriate that 
complies with 5 ILCS 140/6, including the following: 
1. The copying fee, except when it is otherwise fixed by statute, must be reasonably 

calculated to reimburse the District’s actual cost for reproducing and certifying public 
records and for the use, by any person, of its equipment to copy records. The costs of 
any search for and review of the records or other personnel costs associated with 
reproducing the records are not included in the fee calculation. 

2. Statutory fees applicable to copies of public records when furnished in a paper format 
are not applicable to those records when furnished in an electronic format. 

3. No fee is charged for the first 50 pages of black and white, letter or legal sized copies 
furnished to a requester.  

4. The fee for black and white, letter or legal sized copies shall not exceed 15 cents per 
page.  

5. If the District provides copies in color or in a size other than letter or legal, the fee may 
not be more than its actual cost for reproducing the records.  
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Actor Action 

Manages and collects the copying fees described above. 

Response 

Complies with or denies a request for inspection or copying within 5 business days of 
receiving a records request, unless the time for response is extended.  5 ILCS 140/3. Makes 
decisions whether to comply or deny the request according to Board policy 2:250, Access 
to District Public Records. May use forms prepared by the Ill. Public Access Counselor 
available at: foia.ilattorneygeneral.net/foia_formssampleletters.aspx. 

Redacts any and all exempt portion(s) of requested records containing both exempt and 
non-exempt material and releases the remaining material. 5 ILCS 140/7. Reviewing past 
responses to FOIA requests will promote uniform treatment of requests for similar records. 

Complies with the Personnel Record Review Act. concerning  

1. The response to a request for a disciplinary report, letter of reprimand, or other 
disciplinary action. Does not provide any depends on the age of these documents 
the responsive record. 

a. If the responsive record that is more than 4 years old. Provides, the request 
must be denied unless the release is ordered in a legal action or arbitration. 
5 ILCS 140/7.5(q); 820 ILCS 40/8. 

b. If the responsive record is 4 years old or less, it must be disclosed and the 
employee with written noticemust be notified in writing or by email, if 
available, on or before the day any such documentrecord is released, 
unless notice is not required under the Personnel Record Review Act. 5 
ILCS 140/7.5(q); 820 ILCS 40/7 and 40/8., amended by P.A. 96-1212. A 
notice to the employee is not required if: 

• The employee specifically waived written notice as part of a 
written, signed employment application with another employer; 

• The disclosure is ordered to a party in a legal action or 
arbitration; or 

• Information is requested by a government agency as a result of a 
claim or complaint by an employee, or as a result of a criminal 
investigation by such agency. 

2.    A request for a performance evaluation(s) must be denied.  820 ILCS 40/11, 
amended by P.A. 96-1483. 

Extension of time  

Identifies the need to extend the time for a response for any of the reasons stated in 5 ILCS 
140/3(e)(i-vii), quoted below: 

(i) the requested records are stored in whole or in part at other locations than the office 
having charge of the requested records;  

(ii) the request requires the collection of a substantial number of specified records;   
(iii) the request is couched in categorical terms and requires an extensive search for the 

records responsive to it;  
(iv) the requested records have not been located in the course of routine search and 

additional efforts are being made to locate them;   
(v) the requested records require examination and evaluation by personnel having the 
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Actor Action 
necessary competence and discretion to determine if they are exempt from 
disclosure under Section 7 of FOIA or should be revealed only with appropriate 
deletions;   

(vi) the request for records cannot be complied with by the public body within the time 
limits prescribed by paragraph (c) of Section 3 of FOIA without unduly burdening 
or interfering with the operations of the public body; or  

(vii) there is a need for consultation, which shall be conducted with all practicable 
speed, with another public body or among two or more components of a public 
body having a substantial interest in the determination or in the subject matter of 
the request.   

Performs one of the following actions within 5 business days after receipt of the request: 
1. Notifies the person making the request that the District is extending its time for 

response for no longer than 5 business days from the original due date, and identifies 
the reason for the delay and the date on which a response will be made. 5 ILCS 
140/3(e) and (f). 

2. Confers with the person making the request in an attempt to reach an agreement on an 
extended compliance date. The agreement must be in writing. 5 ILCS 140/3(e).  

Unduly burdensome requests 

Confers with the person making an unduly burdensome request in an attempt to reduce the 
request to manageable proportions. A request may be unduly burdensome due, for 
example, to the request’s breadth. Explains to the requester in writing when a request 
continues to be unduly burdensome specifying the reason why the request is unduly 
burdensome. 

Requests for commercial purposes  

Handles requests for commercial purposes according to 5 ILCS 140/3.1. Commercial 
purpose is defined in 5 ILCS 140/2(c-10) as: 

[T]he use of any part of a public record or records, or information derived from 
public records, in any form for sale, resale, or solicitation or advertisement for 
sales or services. For purposes of this definition, requests made by news media 
and non-profit, scientific, or academic organizations shall not be considered to be 
made for a commercial purpose when the principal purpose of the request is (i) to 
access and disseminate information concerning news and current or passing 
events, (ii) for articles of opinion or features of interest to the public, or (iii) for 
the purpose of academic, scientific, or public research or education. 

Responds to a request for records to be used for a commercial purpose within 21 working 
days after receipt. The response must be one of the following: (a) provide an estimate of 
the time required by the District to provide the records and an estimate of the fees, which 
the requester may be required to pay in full before copying the requested documents, (b) 
deny the request pursuant to one or more of the exemptions, (c) notify the requester that 
the request is unduly burdensome and extend an opportunity to attempt to reduce the 
request to manageable proportions, or (d) provide the records requested. 
Complies with a request, unless the records are exempt from disclosure, within a 
reasonable period considering the size and complexity of the request, and giving priority to 
records requested for non-commercial purposes. 
Denying a request 

Complies with 5 ILCS 140/9 by: 
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1. Providing the requester with a written response containing: (a) the reasons for the 

denial, including a detailed factual basis for the application of any exemption claimed, 
(b) the names and titles or positions of each person responsible for the denial, and (c) 
information about his or her right to review by the Public Access Counselor (include 
the address and phone number for the Public Access Counselor), and to judicial review 
under 5 ILCS 140/11.  

2. Specifying the exemption claimed to authorize the denial and the specific reasons for 
the denial, including a detailed factual basis and a citation to supporting legal authority 
when the denial is based on the grounds that the records are exempt under 5 ILCS 
140/7.  

3. Provides written notice to the requester and the Public Access Counselor, within the 
time periods provided for responding to a request, of the District’s intent to deny the 
request in whole or in part under Section 7(1)(c) (personal information) or Section 
7(1)(f) (preliminary drafts, notes, recommendations, memoranda. and other records in 
which opinions are expressed, or policies or actions are formulated). Includes in this 
notice: (a) a copy of the request, (b) the District’s proposed response, and (c) a detailed 
summary of the District’s basis for asserting the exemption. 5 ILCS 140/9(b). 

Retains copies of all notices of denial in a single central office file that is open to the 
public and indexed according to the type of exemption asserted and, to the extent feasible, 
according to the types of records requested. 5 ILCS 140/9.l. 

Consults with the Board Attorney 

Consults with the Board Attorney: 
1. As necessary for legal advice concerning compliance with FOIA and responses to 

specific requests. 
2. For legal advice when communicating with or upon receiving communications from 

the office of the Illinois Attorney General or Public Access Counselor. 

LEGAL REF.: 5 ILCS 140/, Freedom of Information Act. 
 

Text from P.A. 96-542 containing some of the more utilized FOIA exemptions 
Section 7. Exemptions (5 ILCS 140/7) 

(1) When a request is made to inspect or copy a public record that contains information that is exempt from disclosure 
under this Section, but also contains information that is not exempt from disclosure, the public body may elect to 
redact the information that is exempt. The public body shall make the remaining information available for inspection 
and copying. Subject to this requirement, the following shall be exempt from inspection and copying:  
(a) Information specifically prohibited from disclosure by federal or State law or rules and regulations 

implementing federal or State law.  
(b) Private information, unless disclosure is required by another provision of this Act, a State or federal law or a 

court order.  
(c) Personal information contained within public records, the disclosure of which would constitute a clearly 

unwarranted invasion of personal privacy, unless the disclosure is consented to in writing by the individual 
subjects of the information. "Unwarranted invasion of personal privacy" means the disclosure of information 
that is highly personal or objectionable to a reasonable person and in which the subject’s right to privacy 
outweighs any legitimate public interest in obtaining the information. The disclosure of information that bears 
on the public duties of public employees and officials shall not be considered an invasion of personal privacy.  

(d) Records in the possession of any public body created in the course of administrative enforcement proceedings, 
and any law enforcement or correctional agency for law enforcement purposes, but only to the extent that 
disclosure would:  

(i) interfere with pending or actually and reasonably contemplated law enforcement proceedings 
conducted by any law enforcement or correctional agency that is the recipient of the request;  
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(ii) interfere with active administrative enforcement proceedings conducted by the public body that is the 
recipient of the request;  

(iii) create a substantial likelihood that a person will be deprived of a fair trial or an impartial hearing;  
(iv) unavoidably disclose the identity of a confidential source, confidential information furnished only by 

the confidential source, or persons who file complaints with or provide information to administrative, 
investigative, law enforcement, or penal agencies; except that the identities of witnesses to traffic 
accidents, traffic accident reports, and rescue reports shall be provided by agencies of local 
government, except when disclosure would interfere with an active criminal investigation conducted by 
the agency that is the recipient of the request;  

(v) disclose unique or specialized investigative techniques other than those generally used and known or 
disclose internal documents of correctional agencies related to detection, observation or investigation of 
incidents of crime or misconduct, and disclosure would result in demonstrable harm to the agency or 
public body that is the recipient of the request;  

(vi) endanger the life or physical safety of law enforcement personnel or any other person; or 
(vii) obstruct an ongoing criminal investigation by the agency that is the recipient of the request. 

 
(f) Preliminary drafts, notes, recommendations, memoranda and other records in which opinions are expressed, or 

policies or actions are formulated, except that a specific record or relevant portion of a record shall not be 
exempt when the record is publicly cited and identified by the head of the public body. The exemption provided 
in this paragraph (f) extends to all those records of officers and agencies of the General Assembly that pertain to 
the preparation of legislative documents.  

(g) Trade secrets and commercial or financial information obtained from a person or business where the trade 
secrets or commercial or financial information are furnished under a claim that they are proprietary, privileged 
or confidential, and that disclosure of the trade secrets or commercial or financial information would cause 
competitive harm to the person or business, and only insofar as the claim directly applies to the records 
requested. 

(i) All trade secrets and commercial or financial information obtained by a public body, including a public 
pension fund, from a private equity fund or a privately held company within the investment portfolio of 
a private equity fund as a result of either investing or evaluating a potential investment of public funds 
in a private equity fund. The exemption contained in this item does not apply to the aggregate financial 
performance information of a private equity fund, nor to the identity of the fund’s managers or general 
partners. The exemption contained in this item does not apply to the identity of a privately held 
company within the investment portfolio of a private equity fund, unless the disclosure of the identity 
of a privately held company may cause competitive harm. 

Nothing contained in this paragraph (g) shall be construed to prevent a person or business from consenting to 
disclosure.  

(h) Proposals and bids for any contract, grant, or agreement, including information which if it were disclosed would 
frustrate procurement or give an advantage to any person proposing to enter into a contractor agreement with the 
body, until an award or final selection is made. Information prepared by or for the body in preparation of a bid 
solicitation shall be exempt until an award or final selection is made.  

(i) Valuable formulae, computer geographic systems, designs, drawings and research data obtained or produced by 
any public body when disclosure could reasonably be expected to produce private gain or public loss. The 
exemption for "computer geographic systems" provided in this paragraph (i) does not extend to requests made 
by news media as defined in Section 2 of this Act when the requested information is not otherwise exempt and 
the only purpose of the request is to access and disseminate information regarding the health, safety, welfare, or 
legal rights of the general public.  

(j) The following information pertaining to educational matters: 
(i) test questions, scoring keys and other examination data used to administer an academic examination;  
(ii) information received by a primary or secondary school, college, or university under its procedures for 

the evaluation of faculty members by their academic peers;  
(iii) information concerning a school or university’s adjudication of student disciplinary cases, but only to 

the extent that disclosure would unavoidably reveal the identity of the student; and 
(iv) course materials or research materials used by faculty members.  

(k) Architects’ plans, engineers’ technical submissions, and other construction related technical documents for 
projects not constructed or developed in whole or in part with public funds and the same for projects constructed 
or developed with public funds, including but not limited to power generating and distribution stations and other 
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transmission and distribution facilities, water treatment facilities, airport facilities, sport stadiums, convention 
centers, and all government owned, operated, or occupied buildings, but only to the extent that disclosure would 
compromise security.  

(l) Minutes of meetings of public bodies closed to the public as provided in the Open Meetings Act until the public 
body makes the minutes available to the public under Section 2.06 of the Open Meetings Act.  

(m) Communications between a public body and an attorney or auditor representing the public body that would not 
be subject to discovery in litigation, and materials prepared or compiled by or for a public body in anticipation 
of a criminal, civil or administrative proceeding upon the request of an attorney advising the public body, and 
materials prepared or compiled with respect to internal audits of public bodies.  

(n) Records relating to a public body’s adjudication of employee grievances or disciplinary cases; however, this 
exemption shall not extend to the final outcome of cases in which discipline is imposed.  

(o) Administrative or technical information associated with automated data processing operations, including but not 
limited to software, operating protocols, computer program abstracts, file layouts, source listings, object 
modules, load modules, user guides, documentation pertaining to all logical and physical design of computerized 
systems, employee manuals, and any other information that, if disclosed, would jeopardize the security of the 
system or its data or the security of materials exempt under this Section.  

(p) Records relating to collective negotiating matters between public bodies and their employees or representatives, 
except that any final contract or agreement shall be subject to inspection and copying.  

(q) Test questions, scoring keys, and other examination data used to determine the qualifications of an applicant for 
a license or employment.  

(r) The records, documents and information relating to real estate purchase negotiations until those negotiations 
have been completed or otherwise terminated. With regard to a parcel involved in a pending or actually and 
reasonably contemplated eminent domain proceeding under the Eminent Domain Act, records, documents and 
information relating to that parcel shall be exempt except as may be allowed under discovery rules adopted by 
the Illinois Supreme Court. The records, documents and information relating to a real estate sale shall be exempt 
until a sale is consummated.  

(s) Any and all proprietary information and records related to the operation of an intergovernmental risk 
management association or self insurance pool or jointly self administered health and accident cooperative or 
pool. Insurance or self insurance (including any intergovernmental risk management association or self 
insurance pool) claims, loss or risk management information, records, data, advice or communications.  

*** 

(v) Vulnerability assessments, security measures, and response policies or plans that are designed to identify, 
prevent, or respond to potential attacks upon a community’s population or systems, facilities, or installations, the 
destruction or contamination of which would constitute a clear and present danger to the health or safety of the 
community, but only to the extent that disclosure could reasonably be expected to jeopardize the effectiveness of 
the measures or the safety of the personnel who implement them or the public. Information exempt under this 
item may include such things as details pertaining to the mobilization or deployment of personnel or equipment, 
to the operation of communication systems or protocols, or to tactical operations.  

(x) Maps and other records regarding the location or security of generation, transmission, distribution, storage, 
gathering, treatment, or switching facilities owned by a utility, by a power generator, or by the Illinois Power 
Agency.  

(y) Information contained in or related to proposals, bids, or negotiations related to electric power procurement 
under Section 1.75 of the Illinois Power Agency Act and Section 16.111.5 of the Public Utilities Act that is 
determined to be confidential and proprietary by the Illinois Power Agency or by the Illinois Commerce 
Commission.  

*** 

Section 7.5. Statutory Exemptions (5 ILCS 140/7.5) 

To the extent provided for by the statutes referenced below, the following shall be exempt from inspection and copying: 

*** 
(b) Library circulation and order records identifying library users with specific materials under the Library Records 

Confidentiality Act. 
*** 
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(h) Information the disclosure of which is exempted under the State Officials and Employees Ethics Act, and records of 

any lawfully created State or local inspector general’s office that would be exempt if created or obtained by an 
Executive Inspector General’s office under that Act. 

*** 
(q) Information prohibited from being disclosed by the Personnel Records Review Act.  
(r) Information prohibited from being disclosed by the Illinois School Student Records Act.  
 
 
LEGAL REF.: 5 ILCS 140/1 et seq. (Freedom of Information Act).820 ILCS 130/5 (Prevailing Wage Act, as 

amended by P.A. 94-515) 

Board Review: April 19, 2010   
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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 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 5/10-21.4a, 5/21-7.1, 5/24A-1, 5/24A-3 and, 5/24A-4, and 5/24A-20. 

23 Ill. Admin. Code §§ 1.310 and 1.705. 

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

 

ADOPTED: March 22, 2010  
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General School Administration 

Administrative Responsibility of the Building Principal 
The Board of Education, upon the recommendation of the Superintendent, employs Building Principals as 
the chief administrators and instructional leaders of their assigned schools.  The primary responsibility of 
a Building Principal is the improvement of instruction.  Each Building Principal shall perform all duties 
as described in The School Code as well as such other duties as specified in his or her employment 
agreement or as agreed upon by the Superintendent may assign, that are consistent with the Building 
Principal’s education and Superintendent.   

The Superintendent or designee shall develop and maintain a principal evaluation plan that complies with 
Section 24A-15 of The School Code. Using that plan, the Superintendent or designee shall evaluate each 
Building Principal. The Superintendent or designee may conduct additional evaluations.  

The Board of Education and each Building Principal shall enter into an employment agreement that 
conforms to Board policy and State law.  The terms of an individual employment contract, when in 
conflict with the evaluation plan or this policy, will control. 

LEGAL REF.: 10 ILCS 5/4-6.2. 
105 ILCS 5/2-3.53a, 5/10-20.14, 5/10-21.4a and 5/24A-15. 
105 ILCS 127/ et seq. 
23 Ill.Admin.Code Part 35. 

CROSS REF.: 3:50 (administrative personnel other than the superintendent), 5:250 (leave of absence) 

ADOPTED: March 12, 2007  
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Operational Services 

Identity Protection 
The collection, storage, use, and disclosure of social security numbers by the School District 
shall be consistent with State and federal laws. The goals for managing the District’s collection, 
storage, use, and disclosure of social security numbers are to: 

1. Limit all activities involving social security numbers to those circumstances that are 
authorized by State or federal law. 

2. Protect each social security number collected or maintained by the District from 
unauthorized disclosure. 

The Superintendent is responsible for ensuring that the District complies with the Identity 
Protection Act, 5 ILCS 179/. Compliance measures shall include each of the following: 

1. All employees having access to social security numbers in the course of performing their duties 
shall be trained to protect the confidentiality of social security numbers. Training should include 
instructions on the proper handling of information containing social security numbers from the 
time of collection through the destruction of the information. 

2. Only employees who are required to use or handle information or documents that contain social 
security numbers shall have access to such information or documents. 

3. Social security numbers requested from an individual shall be provided in a manner that makes 
the social security number easily redacted if the record is required to be released as part of a 
public records request. 

4. When collecting a social security number or upon request by an individual, a statement of the 
purpose(s) for which the District is collecting and using the social security number shall be 
provided. 

5. All employees must be advised of this policy’s existence and a copy of the policy must be made 
available to each employee. The policy must also be made available to any member of the public, 
upon request. 

No District employee shall collect, store, use, or disclose an individual’s social security number 
unless specifically authorized by the Superintendent. 

LEGAL REF.: 5 ILCS 179/, Identity Protection Act. 

CROSS REF: 2:250 (Access to District Public Records), 5:150 (Personnel Records), 7:340 
(Student Records) 
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General Personnel 

Administrative Procedure - Protecting the Privacy of Social Security Numbers  

Actor Action 

Superintendent and business 
manager, and their designees 

Identify the approved purposes for collecting SSNs, 
including: 

1. Employment matters, e.g., income reporting to IRS 
and the IL Dept. of Revenue, tax withholding, FICA, 
and Medicare. 

2. Verifying enrollment in various benefit programs, 
e.g., medical benefits, health insurance claims, and 
veterans’ programs.  

3. Filing insurance claims. 
4. Internal verification or administrative purposes. 
5. Other uses authorized and/or required by State law 

including, without limitation, in the following 
circumstances (5ILCS 179/10(c): 
a. Disclosing SSNs to another governmental entity if the 

disclosure is necessary for the entity to perform its 
duties and responsibilities; 

b. Disclosing a SSN pursuant to a court order, warrant, 
or subpoena; and 

c. Collecting or using SSNs to investigate or prevent 
fraud, to conduct background checks, to collect a debt, 
or to obtain a credit report from a consumer reporting 
agency under the federal Fair Credit Reporting Act. 

Identify a method for documenting the need and purpose 
for the SSN before its collection. 5 ILCS 179/10(b). 

Inform all employees of the District’s efforts to protect 
the privacy of SSNs.  See Exhibit 4:15-E1, Letter to 
Employees Regarding Protecting the Privacy of Social 
Security Numbers.  

While State law does not specifically require this step, 
the law contains mandates applicable to all employees 
that they need to know. Moreover, this letter provides 
an opportunity to increase awareness of the 
confidential nature of SSNs. 

Maintain a written list of each staff position that allows 
or requires access to SSNs. 

The existence of a written list, even though not 
required, is important for recordkeeping and 
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Actor Action 

accountability purposes. 

Require that employees who have access to SSNs in the 
course of performing their duties be trained to protect the 
confidentiality of SSNs. 5 ILCS 179/35(a)(2). 

Direct that only employees who are required to use or 
handle information or documents that contain SSNs have 
access to such information or documents. 5 ILCS 
179/35(a)(3).  

Require that SSNs requested from an individual be 
provided in a manner that makes the SSN easily redacted 
if the record is otherwise required to be released as part 
of a public records request. 5 ILCS 179/35(a)(4). 

Require that, when collecting a SSN or upon request a 
statement of the purpose(s) for which the District is 
collecting and using the SSN be provided. 5 ILCS 
179/35(a)(5). See Exhibit 4:15-E2, Letter to Employees 
Regarding Protecting the Privacy of Social Security 
Numbers. 

Enforce the requirements in Board policy 4:15, Identity 
Protection, and this procedure. 

Records Custodian and Head 
of Information Technology 
(IT) 

Develop guidelines for handling social security numbers 
in electronic systems. These guidelines should address: 

1. The display of SSNs on computer terminals, screens, 
and reports; 

2. The security protocol for storing SSNs on a device or 
system protected by a password or other security 
system and for accessing SSNs that are included in 
part of an electronic database;  

3. The security protocol for deleting SSNs that are 
stored in electronic documents or databases; and 

4. Alternate mechanisms for integrating data other than 
the use of SSNs. 

Staff Development Head Design and execute a training program on protecting the 
confidentiality of SSNs for employees who have access 
to SSNs in the course of performing their duties. 

The training should include instructions on the proper 
handling of information that contains SSNs from the 
time of collection through the destruction of the 
information. 5 ILCS 179/35(a)(2). 
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Assistant Superintendents, 
Directors, Building Principals, 
and/or Department Heads 

Require each staff member whose position allows or 
requires access to SSNs to attend training on protecting 
the confidentiality of SSNs. 

Instruct staff members whose position allows or requires 
access to SSNs to: 

1. Treat SSNs as confidential information. 
2. Never publically post or display SSNs or require any 

individual to verbally disclose his or her SSN. 
3. Dispose of documents containing SSNs in a secure 

fashion, such as, by shredding paper documents and 
by deleting electronic documents as instructed by the 
IT Department. 

4. Use SSNs as needed during the execution of their job 
duties and in accordance with the training and 
instructions that they received. 

Instruct staff members whose position does not require 
access to SSNs to notify a supervisor and/or the IT 
Department whenever a SSN is found in a document or 
other material, whether in paper or electronic form. 

Freedom of Information 
Officer 

Redact every SSN before allowing public inspection or 
copying of records responsive to a FOIA request. 5 ILCS 
179/15. 

Employees Do not collect, use, or disclose another individual’s SSN 
unless directed to do so by an administrator. 

If the employee is in a position that requires access to 
SSNs: Treat SSNs as confidential information and follow 
the instructions learned during training. 

If the employee is not in a position that requires 
access to SSNs: Notify his or her supervisor and/or the 
IT Department whenever the employee comes across a 
document or other material, whether in paper or 
electronic form, that contains a SSN. 
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Operational Services 

Exhibit - Letter to Employees Regarding Protecting the Privacy of Social Security 
Numbers  

On District Letterhead 
Date 

Re: Protecting the Privacy of Social Security Numbers (SSNs) 

The Illinois Identity Protection Act, 5 ILCS 179/, contains requirements applicable to school 
districts and their employees. This letter’s purpose is to help you understand the protections and 
requirements of this law. 

In implementing this law and the Board’s policy, I am seeking to: 

1. Increase the awareness of the confidential nature of the SSN and the risk of identity theft 
related to unauthorized disclosure; 

2. Have every employee understand that he or she is prohibited from collecting, displaying, 
or using another individual’s SSN unless authorized by a member of the District 
administrative staff; and 

3. Ensure the use of consistent protocol regarding SSNs throughout the District. 
I have copied below sections of the Identity Protection Act that must be followed by every 
school employee. I have also attached the School Board’s policy 4:15, Identity Protection. Please 
carefully read these documents. You will be contacted if you are scheduled to receive training on 
the protocol for collecting, using, maintaining, and disclosing SSNs.  

An employee who has substantially breached the confidentiality of social security numbers may 
be subject to disciplinary action or sanctions up to and including dismissal, in accordance with 
District policy and procedures. 

Sincerely, 

Superintendent 

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

Attachment #1: Relevant Sections from the Identity Protection Act, 5 ILCS 179/ 

Section 10. Prohibited Activities.   

(a) Beginning July 1, 2010, no person or State or local government agency may do any of the 
following:   

(1) Publicly post or publicly display in any manner an individual's social security number.   

(2) Print an individual's social security number on any card required for the individual to access 
products or services provided by the person or entity.   

(3) Require an individual to transmit his or her social security number over the Internet, unless the 
connection is secure or the social security number is encrypted.   
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(4) Print an individual's social security number on any materials that are mailed to the individual, 
through the U.S. Postal Service, any private mail service, electronic mail, or any similar method 
of delivery, unless State or federal law requires the social security number to be on the 
document to be mailed. Notwithstanding any provision in this Section to the contrary, social 
security numbers may be included in applications and forms sent by mail, including, but not 
limited to, any material mailed in connection with the administration of the Unemployment 
Insurance Act, any material mailed in connection with any tax administered by the Department 
of Revenue, and documents sent as part of an application or enrollment process or to establish, 
amend, or terminate an account, contract, or policy or to confirm the accuracy of the social 
security number. A social security number that may permissibly be mailed under this Section 
may not be printed, in whole or in part, on a postcard or other mailer that does not require an 
envelope or be visible on an envelope without the envelope having been opened.   

(b) Except as otherwise provided in this Act, beginning July 1, 2010, no person or State or local 
government agency may do any of the following:   

(1) Collect, use, or disclose a social security number from an individual, unless (i) required to do so 
under State or federal law, rules, or regulations, or the collection, use, or disclosure of the social 
security number is otherwise necessary for the performance of that agency's duties and 
responsibilities; (ii) the need and purpose for the social security number is documented before 
collection of the social security number; and (iii) the social security number collected is 
relevant to the documented need and purpose.   

(2) Require an individual to use his or her social security number to access an Internet website.   

(3) Use the social security number for any purpose other than the purpose for which it was 
collected.   

(c) The prohibitions in subsection (b) do not apply in the following circumstances:   

(1) The disclosure of social security numbers to agents, employees, contractors, or subcontractors 
of a governmental entity or disclosure by a governmental entity to another governmental entity 
or its agents, employees, contractors, or subcontractors if disclosure is necessary in order for 
the entity to perform its duties and responsibilities; and, if disclosing to a contractor or 
subcontractor, prior to such disclosure, the governmental entity must first receive from the 
contractor or subcontractor a copy of the contractor's or subcontractor's policy that sets forth 
how the requirements imposed under this Act on a governmental entity to protect an 
individual's social security number will be achieved.   

(2) The disclosure of social security numbers pursuant to a court order, warrant, or subpoena.   

(3) The collection, use, or disclosure of social security numbers in order to ensure the safety of: 
State and local government employees; persons committed to correctional facilities, local jails, 
and other law-enforcement facilities or retention centers; wards of the State; and all persons 
working in or visiting a State or local government agency facility.   

(4) The collection, use, or disclosure of social security numbers for internal verification or 
administrative purposes.   

(5) The disclosure of social security numbers by a State agency to any entity for the collection of 
delinquent child support or of any State debt or to a governmental agency to assist with an 
investigation or the prevention of fraud.   
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(6) The collection or use of social security numbers to investigate or prevent fraud, to conduct 
background checks, to collect a debt, to obtain a credit report from a consumer reporting 
agency under the federal Fair Credit Reporting Act, to undertake any permissible purpose that 
is enumerated under the federal Gramm Leach Bliley Act, or to locate a missing person, a lost 
relative, or a person who is due a benefit, such as a pension benefit or an unclaimed property 
benefit.   

(d) If any State or local government agency has adopted standards for the collection, use, or disclosure 
of social security numbers that are stricter than the standards under this Act with respect to the 
protection of those social security numbers, then, in the event of any conflict with the provisions of 
this Act, the stricter standards adopted by the State or local government agency shall control.  

Section 15. Public inspection and copying of documents.   
Notwithstanding any other provision of this Act to the contrary, a person or State or local 
government agency must comply with the provisions of any other State law with respect to 
allowing the public inspection and copying of information or documents containing all or any 
portion of an individual’s social security number. A person or State or local government agency 
must redact social security numbers from the information or documents before allowing the 
public inspection or copying of the information or documents. 

Section 20. Applicability.   
(a) This Act does not apply to the collection, use, or disclosure of a social security number as required 

by State or federal law, rule, or regulation.   

(b) This Act does not apply to documents that are recorded with a county recorder or required to be 
open to the public under any State or federal law, rule, or regulation, applicable case law, Supreme 
Court Rule, or the Constitution of the State of Illinois. Notwithstanding this Section, county 
recorders must comply with Section 35 of this Act.  

Section 25. Compliance with federal law.  
If a federal law takes effect requiring any federal agency to establish a national unique patient 
health identifier program, any State or local government agency that complies with the federal 
law shall be deemed to be in compliance with this Act.   

Section 30. Embedded social security numbers. 
Beginning December 31, 2009, no person or State or local government agency may encode or 
embed a social security number in or on a card or document, including, but not limited to, using 
a bar code, chip, magnetic strip, RFID technology, or other technology, in place of removing the 
social security number as required by this Act. 

Section 45. Violation.  

Any person who intentionally violates the prohibitions in Section 10 of this Act is guilty of a 
Class B misdemeanor. 
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Operational Services 

Exhibit - Statement of Purpose for Collecting Social Security Numbers 
This Statement of Purpose is being given to you because you have been asked by the School 
District to provide your social security number (SSN) or because you requested a copy of this 
Statement.   

You are being asked for your SSN for one or more of the following reasons: 

 Employment matters, e.g., income reporting to IRS and the IL Department of 
Revenue, tax withholding, FICA, or Medicare. 

 Verifying enrollment in various benefit programs, e.g., medical or disability 
insurance and veterans’ programs.  

 Filing insurance claims. 

 Internal verification or administrative purposes. 

 Other:         

In addition, State law authorizes and/or requires the District to use or disclose your SSN in 
specified circumstances including, without limitation, in the following circumstances:   

1. Disclosing SSNs to another governmental entity if the disclosure is necessary for the entity to 
perform its duties and responsibilities; 

2. Disclosing a SSN pursuant to a court order, warrant, or subpoena; and 

3. Collecting or using SSNs to investigate or prevent fraud, to conduct background checks, to collect 
a debt, or to obtain a credit report from a consumer reporting agency under the federal Fair Credit 
Reporting Act. 

If you have questions or concerns, please contact [insert contact information]. 
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Operational Services 

Exhibit - Statement for Employee Manual or District Website Describing the District’s 
Purpose for Collecting Social Security Numbers 

The School District treats social security numbers (SSNs) confidentially. It uses SSNs for one or 
more of the following reasons: 

1. Employment matters, e.g., income reporting to IRS and the IL Department of Revenue, 
tax withholding, FICA, or Medicare. 

2. Verifying enrollment in various benefit programs, e.g., medical or disability insurance 
and veterans’ programs.  

3. Filing insurance claims. 

4. Internal verification or administrative purposes. 
In addition, State law authorizes and/or requires the District to use or disclose SSNs in specified 
circumstances including, without limitation, in the following circumstances:   

1. Disclosing SSNs to another governmental entity if the disclosure is necessary for the entity to 
perform its duties and responsibilities; 

2. Disclosing a SSN pursuant to a court order, warrant, or subpoena; and 

3. Collecting or using SSNs to investigate or prevent fraud, to conduct background checks, to collect 
a debt, or to obtain a credit report from a consumer reporting agency under the federal Fair Credit 
Reporting Act. 

If you have questions or concerns, please contact [insert contact information]. 
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General Personnel 

Personnel Records  

The Superintendent or designee shall manage the maintenance of personnel records in accordance with 
State and federal law and Board of Education policy.  Records, as determined by the Superintendent, are 
retained for all employment applicants, employees, and former employees given the need for the District 
to document employment-related decisions, evaluate program and staff effectiveness, and comply with 
government recordkeeping and reporting requirements. The employees' personnel records shall be 
maintained in the District's administrative office, under the Superintendent's direct supervision.  

Access to personnel records is available as follows:  

1. An employee will be given access to his or her personnel records according to State law,  and 
guidelines developed by the Superintendent and any applicable language in the agreements 
between the Board of Education of School District No. 219 and Niles Township Federation of 
Teachers and Niles Township Support Staff Local 1274 IFT/AFT-AFL-CIO.  No one else may 
have access to an  

2. An employee’s personnel files and personal information except for: (1) a supervisor or other 
management employee who has an employment or business-related reason to inspect the record, 
or (2) anyone who has is authorized to have access.  

3. Anyone having the respective employee’s written consent may have access. 

4. Access will be granted to anyone authorized by State or federal law to have access. 

5. All other requests for access to personnel information are governed by Board policy 2:250, 
Access to District Public Records. 

The Superintendent or designee shall manage a process for responding to inquiries by a prospective 
employer concerning a current or former employee’s job performance. The Superintendent shall 
execute the requirements in the Abused and Neglected Child Reporting Act whenever another school 
district asks for a reference concerning an applicant who is or was a District employee and was the 
subject of a report made by a District employee to DCFS.  

When requested for information about an employee by an entity other than a prospective employer, 
the District will only confirm position and employment dates unless the employee has submitted a 
written request to the Superintendent or designee. 
 
LEGAL REF.: 745 ILCS 46/10. 
 820 ILCS 40/1 et seq. 

23 Ill. Admin. Code § 1.660. 

CROSS REF.: 2:250 (access to district public records), 7:340 (student records) 

ADOPTED: February 2, 2009  
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General Personnel 

Administrative Procedure:  Personnel Records 

Applicant Records 

Records for a successful employment applicant are maintained with the individual’s employment records.  
Records for an unsuccessful employment applicant are maintained for no less than 5 years from the 
application date.  Applicant records include the following if received by the District: 

Employment application forms 
Transcripts 
Previous work experience 
References 
Such other relevant information as the District desires of applicants for screening purposes 

Personnel Records 

Personnel records for all employees include: 

 Pre-employment records, including verification of past employment 
Dates of employment 
Records maintained pursuant to Internal Revenue Service regulations 
Valid certificate and/or evidence of required credentials for services being preformed 
Records maintained for the Illinois Teachers' Retirement System or the Illinois Municipal Retirement 

System 
Criminal background investigation history and report 
Form I-9 required under the Immigration Reform and Control Act 
Payroll information and deductions, including all records required to be kept by 5:35-AP2, Employees 

Records Required by the Fair Labor Standards Act (29 C.F.R.§§516.2and 516.3)  
Credit release information 
Sick leave, leaves of absence, personal leave, and vacation date (where appropriate) 
Relevant health and medical records, including the verification of freedom from tuberculosis required 

by The School Code (105 ILSC 5/24-5) 
Personnel documents that have been or are intended to be used in determining an employee’s 

qualification for promotion, transfer, discharge, or disciplinary action except as provided in 820 
ILSC 40/10 

Salary schedule data 
Supervisory evaluations 
Promotions 
Disciplinary actions and accompanying records 
Awards received 
Letter of resignation or retirement 
Notice of discharge and accompanying records 
Notification that an employee is the subject of a Dept. of Children and Family Services (DCFS) 

investigation pursuant to the Abused and Neglected Child Reporting Act and any report to DCFS 
made or caused to be made by a District employee concerning another employee; this record will 
be deleted if DCFS informs the District that the allegations were unfounded  

Any additional information the District deems to be relevant  
 

In addition to the above, personnel records for all professional personnel include: 
 Valid certificate for services being performed 
 Copies of official transcripts required by The School Code (105 ILCS 5/24-23) 
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 Transcripts of graduate work completed 
 Verification of past teaching experience, if any 
 Record of service work completed 
 Acknowledgement of mandated reporter status 
 
Employment records will be maintained permanently for all District employees and former employees 
unless the Local Records Commission's approval is obtained to dispose of them. 

Access to Employee Records and Correction Requests 

An employee is granted access to his or her personnel records according to provisions in the Personnel 
Record Review Act, 820 ILCS 40/0.01 et seq.  According toExcept for the documents described in Sec. 
10 of the Review Act, and employee is granted access to his or her personnel records at least 2 times in a 
calendar year at reasonable intervals.  Access to the employee's personnel records shall be according to 
the following guidelines and subject to any limitations specified in the Agreement between the Board of 
Education of School District No. 219 and the Niles Township Federation of Teachers or in the Agreement 
Between the Board of Education of School District No. 219 and the Niles Township Support Staff Local 
1274 IFT/AFT-AFL/CIO: 

1. The employee must submit a written inspection request to the Superintendent or the 
Superintendent’s designee. 

2. The Superintendent or designee will provide the employee the opportunity for inspection 
within 7 working days after the request.  If such deadline cannot reasonably be met, the 
District will have an additional 7 days to comply. 

3. The employee will inspect the personnel record at the District's administrative office during 
normal working hours or at another time mutually convenient to the employee and the 
Superintendent or the Superintendent's designee. 

4. Inspection of personnel records will be conducted under the supervision of an administrative 
staff member. 

5. Neither an employee nor his or her designated representative will have access to records that 
are treated as exceptions in the Illinois Personnel Record Review Act discussed below in. 

6. The employee may copy material maintained in his or her personnel record. Payment for 
record copying will be based on the District's actual costs of duplication. 

7. The employee may not remove any part of his or her personnel records from his or her file or 
may not remove any part of his or her personnel records from the District's administrative 
office. 

8. At the conclusion of the inspection the supervising administrator will record the date and time 
of the employee’s inspection on a ledger kept in the file. 

9. Should the employee demonstrate his or her inability to inspect his or her personnel records 
in person, the District will mail a copy of (a) specific record(s) upon written request. 

10. Should the employee be involved in a current grievance against the District or involved in 
any other contemplated proceedings against the District, the employee may designate in 
writing a representative who has the authority to inspect the personnel records under the same 
rights as the employee. 

11. If the employee disagrees with any information contained in the personnel record, a removal 
or correction of that information may be mutually agreed upon by the District and employee. 
If agreement cannot be reached, the employee may submit a written statement explaining his 
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or her position. The District will attach the employee's statement to the disputed portion of 
the personnel record and the statement will be included whenever that disputed record is 
released to a third party as long as the disputed record is part of the employee's personnel file. 
Inclusion of any written statement attached to the disputed record in an employee's personnel 
file without any further comment or action by the District will not imply or create any 
presumption that the District agrees with the statement's contents. 

Restrictions on Information that May Be Kept 

 The District will not gather or keep a record in an employee's associations, political activities, 
publications, communications or non-employment activities, unless the employee submits the 
information in writing or authorizes the District in writing to keep or gather such records. 
However, the District may gather or keep records in an employee's personnel file concerning 
activities occurring on the District’s premises or during the employee's working hours that: (1) 
interfere with the performance of the employee's duties or activities, or the duties or activities of 
other employees, regardless of when and where occurring, (2) constitute criminal conduct or may 
reasonably be expected to harm the District's property, operations or educational process or 
programs, or (3) could, by the employee's actions, cause the District financial liability. 820 ILCS 
40/9. 

Records identifying an employee as the subject of an investigation by the Department of Children 
and Family Services shall not be kept if such investigation resulted in an unfounded report as 
specified in the Abused and Neglected Child Reporting Act.  

Requests by Third Parties 

Before the District divulges disciplinary reports, letters of reprimand, or records of other 
disciplinary action to a third party, who is a part of the employer's organization, or to a party who 
is a part of a labor organization representing the employee, the District will provide the employee 
with a written notice. The written notice to the employee will be mailed to the employee's last 
known address and will be mailed on or before the day the information is divulged to any of the 
aforementioned parties.  
No such written notice will be required if the employee has specifically waived written notice as 
part of a written, signed employment application with another employer; the disclosure is ordered 
to a party in a legal action or arbitration; or information is requested by a government agency as a 
result of a claim or complaint by an employee, or as a result of a criminal investigation by such 
agency. 

Before releasing personnel records to a third party or allowing them to be copied, the District will 
review the requested records and delete disciplinary reports, letters of reprimand or other records 
of disciplinary action which are more than 4 years old, unless the release is ordered to a party in a 
legal action or arbitration. 

The Board Attorney shall be consulted whenever a subpoena or court order requests 
personnel record information.  Any other request for personnel information by a third 
party will be treated as a FOIA request and immediately forwarded to the School 
District’s Freedom of Information Officer (see 2:250-AP, Access to and Copying of 
District Public Records).  Concerning a request for a disciplinary report, letter of 
reprimand, or other disciplinary action: 
1. If the responsive record is more than 4 years old, access will be denied unless the 

release is ordered in a legal action or arbitration.  5 ILCS 140/7.5(q); 820 ILCS 40/8. 
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2. If the responsive record is 4 years old or less, access will be granted.  The District 
will provide the employee with written notice or through electronic mail, if available, 
on or before the day any such record is released, unless notice is not required under 
the Personnel Record Review Act.  5 ILCS 140/7.5(q); 820 ILCS 40/7, amended by 
P.A. 96-1212. 

3. The employee will not be informed if the employee has specifically waived written 
notice as part of a written, signed employment application with another employer; the 
disclosure is ordered to a party in a legal action or arbitration; or information is 
requested by a government agency as a result of a claim or complaint by an 
employee, or as a result of a criminal investigation by such agency. 

A FOIA request for a performance evaluation will be denied.  Required by 820 ILCS 40/11, 
amended by P.A. 96-1483. 
Before replying to a request from a third party, the District will review the requested records 
and delete or redact material that is protected from disclosure.  Required by 820 ILCS 40/8. 

Restriction on Employee Access 

Section 10 of the Illinois Personnel Record Review Act provides that the right of the employee or the 
employee's designated representative to inspect his or her personnel records does not extend to: 

1. Letters of reference for that employee. 

2. Any portion of a test document, except that the employee may see a cumulative total test score for 
either a section of or the entire test document. 

3. Materials relating to the employer's staff planning, such as matters relating to the District's 
development, expansion, closing or operational goals, where the materials relate to or affect more 
than one employee, provided, however, that this exception does not apply if such materials are, 
have been or are intended to be used by the employer in determining an individual employee's 
qualifications for employment, promotion, transfer, or additional compensation, or in determining 
an individual employee's discharge or discipline. 

4. Information of a personal nature about a person other than the employee if disclosure of the 
information would constitute a clearly unwarranted invasion of the other person's privacy. 

5. Records relevant to any other pending claim between the District and employee that may be 
discovered in a judicial proceeding. 

6. Investigatory or security records maintained by the District to investigate criminal conduct by an 
employee or other activity by the employee that could reasonably be expected to harm the 
District's property, operations, or education process or programs, or could by the employee's 
activity cause the District financial liability, unless and until the District takes adverse personnel 
action based on information in such records. 

Complying with Requirements in the Abused and Neglected Child Reporting Act  

The Superintendent will execute the requirements in the Abused and Neglected Child Reporting Act 
whenever a District employee makes a report to DCFS involving another District employee’s conduct. 
This includes performing the following tasks (325 ILCS 5/4 and 820 ILCS 40/13): 

1. Disclose to any school district requesting information concerning a current or former employee’s 
job performance or qualifications the fact that he or she was the subject of another employee’s 
report to DCFS.  Only the fact that a District employee made a report may be disclosed. 
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2. Inform the District employee who is or has been the subject of such report that the Superintendent 
will make the disclosure as described above. 

3. Delete the record of such a report if DCFS informs the District that the allegation was unfounded. 
LEGAL REF.: 5 ILCS 140/. 
 325 ILCS 5/4 and 5/7.4. 
 820 ILCS 40/1 et seq. 

23 Ill. Admin. Code § 1.660. 
 

 
Board Review:  January 12, 2009  
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Professional Employees 

Terms and Conditions of Employment and Dismissal 

The Board of Education delegates authority and responsibility to the Superintendent toshall manage the 
terms and conditions for the employment of professional personnel.  The Superintendent or designee shall 
act reasonably and comply with State and federal law as well as any applicable collective bargaining 
agreement in effect.  The Superintendent is responsible for making dismissal recommendations to the 
Board consistent with the Board’s goal of having a highly qualified, high performing staff. 

Teachers employed for one semester of a school year shall be paid half a year’s basic salary.  For other 
teachers employed for part of a year, 1/185th of the annual basic salary shall be deducted  
for each school day not employed. 

For each day of sick leave absence beyond the allotment of sick leave days and for each day of absence 
deductible for other reasons, 1/185th of the annual basic salary shall be deducted.   
Further deductions will be made proportionally for fractional parts of a day. 

In either case, basic salary shall include scheduled salary and longevity pay.  Stipend  
adjustments are prorated based on the portion of assignment completed. 

The District accommodates employees who are nursing mothers according to provisions in the Nursing 
Mothers in the Workplace ActState and federal law.  

For other terms and conditions of employment for professional staff, please refer to the  
Agreement Between the Board of Education of School District No. 219 and the Niles Township 
Federation of Teachers. 

LEGAL REF.: 105 ILCS 5/10-19, 5/18-8, 5/24-2, 5/24-8, 5/24-9, 5/24-21, 5/24A-4, and 
5/24A-5. 

 820 ILCS 206/1 et seq.   
 Cleveland Board of Education v. Loudermill, 105 S Ct. 1487 (1985). 

CROSS REF.: 4:100 (insurance management), 5:290 (employment, termination and 
suspensions), 6:20 (school year calendar and day) 

ADOPTED:  May 2, 2005  
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Personnel 

Educational Support Personnel - Drug and Alcohol Testing For School Bus  
and Commercial Vehicle Drivers 

The District shall adhere to federal law and regulations requiring a drug and alcohol testing program 
for school bus and commercial vehicle drivers. 

This program shall comply with the requirements of the Code of Federal Regulations, Title  
49 § 382 et seq.federal law.  The Superintendent or designee shall adopt and enact regulations 
consistent  
with the federal regulations, defining the circumstances and procedures for the testing. 

This policy shall not be implemented, and no administrative procedures will be needed, until  
it is reasonably foreseeable that the District will hire staff for a position(s) requiring a  
commercial driver's license. 

LEGAL REF.: 49 U.S.C. § 271731301 et seq., Alcohol and Controlled Substances Testing (Omnibus 
Transportation Employee Testing Act of 1991). 

49 C.F.R. Parts 40 (Procedures for Transportation Workplace Drug and  
Alcohol Testing Programs), 382 (Controlled Substance and Alcohol Use and 
Testing), and 395 (Hours of Service of Drivers). 

CROSS REF.: 4:110 (transportation), 5:30 (hiring process and criteria), 5:280 (duties and 
qualifications) 

ADOPTED: May 5, 1997 
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Instruction 
Home and Hospital Instruction 

A student who is absent from school for an extended period of time or for ongoing intermittent 
absences because of a medical condition, may be eligible for instruction in the student’s home or 
hospital.  Eligibility shall be determined by State law and the Illinois State Board of Education’s rule 
governing the continuum of placement options for home/hospital services. Appropriate educational 
services from qualified staff shall begin as soon as eligibility is established. Instructional or related 
services for a student receiving special education services will be determined by the student’s 
individualized education program. 

A student who is unable to attend school because of pregnancy will be provided home instruction, 
correspondence courses, or other courses of instruction (1) before the birth of the child when the 
student’s physician indicates, in writing, that she is medically unable to attend regular classroom 
instruction as well as, and (2) for up to 3 months after the child’s birth or a miscarriage. 

Periodic conferences will be held between appropriate school personnel, parent(s)/guardian(s) and 
hospital staff to coordinate course work and facilitate a student's return to school. 

Students receiving special education services at home or in a hospital are subject to the Special 
Education policies and procedures.  

LEGAL REF.:  
105 ILCS 5/10-22.6a, 5/14-13.01, 5/18-4.5, and 5/18-8.05. 
23 Ill.Admin.Code §§1.610 and 226.300. 
 

CROSS REF: 6:120 (education of children with disabilities), 7:10 (equal educational opportunity), 
7:280 (communicable and chronic infectious disease) 

ADOPTED: November 20, 2006  
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Instruction 
English Language Learners 

The District offers opportunities for resident English Language Learners to develop high levels of 
academic attainment in English and to meet the same academic content and student academic 
achievement standards that all children are expected to attain.  The Superintendent or designee shall 
develop and maintain a program for English Language Learners that will: 

1. Assist all English Language Learners to achieve English proficiency, facilitate effective 
communication in English, and encourage their full participation in school activities and 
programs as well as promote participation by the parents/guardians of English Language 
Learners.  

2. Appropriately identify students with limited English speaking ability. 

3. Comply with State law regarding the Transitional Bilingual Educational Program and(TBE) or 
Transitional Program of Instruction (TPI), whichever is applicable. 

4. Comply with any applicable State and federal requirements for the receipt of grant money for 
English Language Learners and programs to serve them.  

5. Determine the appropriate instructional program and environment for English Language 
Learners. 

6. Annually assess the English proficiency of limited English Language Learners and monitor their 
progress in order to determine their readiness for a mainstream classroom environment. 

7. Include English Language Learners, to the extent required by State and federal law, in the 
District’s student assessment program to measure their achievement in reading/language arts and 
mathematics. 

8. Provide information to the parents/guardians of English Language Learners about: (1) the reasons 
for their child’s identification, (2) their child’s level of English proficiency, (3) the method of 
instruction to be used, (4) how the program will meet their child’s needs, (5) specific exit 
requirements of the program, (6) how the program will meet their child’s individual education 
program, if applicable, and (7) information on parent/guardian rights.  Parents/guardians will be 
regularly appraised of their child’s progress and involvement will be encouraged. 

Parent Involvement 

Parents/guardians of English Language Learners students will be: (1) given an opportunity to provide 
input to the program, and (2) provided notification regarding their child’s placement in, and 
information about, the District’s English Language Learners programs. 

 
LEGAL REF.: 20 U.S.C.  §§6312-6319 and 6801. 
  34 C.F.R. Part 200. 

105 ILCS 5/14C-1 et seq. 
23 Ill. Admin. Code Part 228. 
 

CROSS REF.: 6:15 (school accountability), 6:170 (title I programs), 6:340 (student testing and 
assessment program) 

ADOPTED: February 2, 2009  
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Instruction 

Extracurricular and Co-Curricular Activities 

The Superintendent or a designee shall approve all District-sponsored extracurricular and co-
curricular activities, using the following criteria: 

1. The activity will contribute to the leadership abilities, social well-being, self-realization, good 
citizenship, or general growth of members. 

2. Membership is limited to students currently enrolled in the District. 

3. Fees are reasonable and do not exceed the actual cost of operation. 

4. Student body desires are considered.Requests from students. 

5. The activity will be supervised by a school-approved sponsor. 

6. Funds are available and allocated in the budget or costs are paid by participants, per 
administrative procedure. 

7. All meetings and events will take place on school grounds under the supervision of the 
activity sponsor unless approved in advance by the Building Principal or designee. 

Building Principals or designees are responsible for the scheduling and announcing of student 
extracurricular and co-curricular activities, and will make an annual report to the Board.  

Non-school sponsored student groups are governed by the District's policy on student use of school 
buildings Board Policy, 7:330, Student Use of Buildings – Equal Access.   

Academic Criteria for Participation 

Selection of members or participants is at the discretion of the sponsors or coaches, provided that the 
selection criteria conform to the District's policies.  Students must comply with the activity's rules 
and the student conduct code and satisfy the following academic standards: 

• Participation in co-curricular activities is dependent upon course selection and successful 
progress in those courses. 

• Participation in any school-sponsored or school supported athletic or extra-curricular activity is 
dependent upon the student satisfying the Illinois High School Association’s scholastic standing 
requirement. 

Any student-participant failing to meet these academic criteria shall be suspended from the activity 
until the specified academic criteria are met, as defined in the administrative procedures. 

Other Criteria For Participation 

Students who owe school fees and fines, unless eligible for a waiver of school fees, may not 
participate in extra-curricular activities, including athletics. 

 

CROSS REF.: 4:170 (safety and crisis management), 7:40 (nonpublic school students, including parochial 
and home schooled students), 7:240 (conduct code for participants in extracurricular activities), 7:300 
(extracurricular athletics), 7:330 (student use of school buildings) 

ADOPTED: March 12, 2007  
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Instruction  

Administrative Procedure:  Securing and Screening Resource Persons and 
Volunteers  

The Building Principal or designee directs the use of resource persons and volunteers within his or her 
building.  The use of any individual as a resource person or volunteer is subject to Board policy 4:170, 
Safety; administrative procedure 4:170-AP2, Criminal Offender Notification Laws; and Board policy 
8:30, Visitors to and Conduct on School Property.  Specifically, the Principal or designee directs 
recruitment, screening, placement, and training within the following perimeters: 

1. Qualifications - Resource persons and volunteers may come from all backgrounds and all age 
groups.  The main qualification is for the individual to have a desire to give his or her time and talent 
to enrich student learning opportunities and the school community generally and complete a criminal 
background history check through District 219 security office.   

Individuals Not Allowed to Serve as a School Volunteer or Resource Person - No individual that 
does not pass the required District 219 fingerprint-based criminal background history check as 
defined in the school code [P.A. 94-219, 105 ILCS 5/10-21.9] may serve as a volunteer.  No 
individual who is a “sex offender,” as defined by the Sex Offender Registration Act, or a “violent 
offender against youth,” as defined in the Child Murderer and Violent Offender Against Youth 
Registration Act, may serve as a resource person or volunteer.  Whenever an individual submits a 
new volunteer information form, the Building Principal or designee shall review the Illinois Sex 
Offender Registry, www.isp.state.il.us/sor, and the violent offenders against youth database 
maintained by the State Police (when available)www.isp.state.il.us/cmvo/.  In addition, the Building 
Principal or designee shall review each new list received from law enforcement containing the 
names of sex offenders (authorized by the Sex Offender Community Notification Law) and violent 
offenders against youth (authorized by the Child Murderer and Violent Offender Against Youth 
Community Notification Law) to determine if any resource person or volunteer appears on it.  

2. Recruitment - School personnel may recruit resource persons and volunteers through the following 
resources: parent(s)/guardian(s), parent organizations, retired teachers and other senior citizen 
groups, community businesses, local volunteer centers, and universities All of the aforementioned 
must undergo a criminal background history check prior to the commencement of their volunteer 
work.    

3. Role - Resource persons and volunteers serve only in an auxiliary capacity under the direction and 
supervision of a staff member; they are not a substitute for a member of the school staff.  Resource 
persons and volunteers do not have access to confidential student school records. 

4. Selection, Placement, and Supervision - Selection and placement shall be on the basis of an 
individual’s qualifications and availability and the school’s needs.  The individual will be assigned 
to a staff member only with the staff member’s consent.  The relationship between the individual and 
staff member should be one of mutual respect and confidence. 

5. Screening - Screening resource persons and volunteers is critical because of the vulnerability of the 
population the school district serves.  The direct supervisor of the person requesting to use a resource 
person or volunteer will check the volunteer database in Human Resources Sharepoint.  If the 
individuals name exists in the database, the supervisor will type in comments about resource or 
volunteer work to be completed and can discard the request form.  If the individuals name does not 
appear, the form must be forwarded to security and the individual must be informed of the need for 
them to submit to a criminal history background check.  In addition, each resource person and 
volunteer must register in the school’s main office at the beginning of each visit and wear a name tag 
while in the building.  A request to volunteer or to continue volunteering will be denied if the 
individual behaves in any manner that demonstrates he or she is not a good role model or is 
otherwise detrimental to the school environment.  Examples of such behavior include: swearing, 
failing to be dependable, failing to follow the supervisor’s instructions, committing any criminal act 

http://www.isp.state.il.us/sor�
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on school grounds or at a school activity, touching a student in a rude or overly forceful manner, 
failing to dress in an appropriate manner, or violating any school rule. 

7.6. Training - The staff member to whom the individual is assigned is responsible for explaining what is 
expected of the individual as well as the policies and procedures of the District.  The Principal or 
designee should arrange appropriate training opportunities for those volunteer activities requiring a 
skill or knowledge base, e.g., working in the computer lab. 

 

Board Review:  February 12, 2007  
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Instruction 

Exhibit -– Resource Person and Volunteer Information Form and Waiver of 
Liability 

The form needs to be completed by a volunteer each school year prior to volunteering, with no 
exceptions.  However, even a one day volunteer must complete this form. Please print clearly in 
ink: 

Name:          

 Last  First  Middle  Phone (Home)  Phone (Work) 

Business Name:   Your Title:   

Home Address:      

 Street  City  Zip Code 

Business Address:      

 Street  City  Zip Code 

 At which school(s) are you volunteering this school year? NORTH  WEST  OCLC 
CENTRAL 

Name of supervising District 219 staff member:  Dept.:  

Health Information (optional, to help us assist you in the event of a health emergency):  

Personal Physician:   Phone:   

Emergency Contact:   Phone:   

Criminal Conviction Information 

Have you been convicted of a felony involving a sex offense or a controlled substance?  

Have you been convicted of any other felony within the last 10 years?  

 If you answered YES, list all offenses below and attach an explanation 

Offense  Date  Place 

     

     
 

Waiver of Liability 

The School District does not provide liability insurance coverage to non-district personnel serving 
as volunteers for the School District.  The purpose of this waiver is to provide notice to 
prospective volunteers that they do not have insurance coverage by the School District and to 
document the volunteer’s acknowledgment that they are providing volunteer service at their own 
risk.  

By your signature below: 

1. You agree to a criminal background history check if one has not been completed by 
District 219. 

2. You acknowledge that the School District does not provide insurance coverage for the 
volunteer for any loss, injuries, illness, or death resulting from the volunteer’s unpaid 
service to the School District. 
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3. You agree to assume all risk for death or any loss, injury, illness or damage of any nature 
or kind, arising out of the volunteer’s supervised or unsupervised service to the School 
District. 

4. You agree to waive any and all claims against the School District, or its officers, Board 
Members, employees, agents or assigns, for loss due to death, injury, illness or damage of 
any kind arising out of the volunteer’s supervised or unsupervised service to the School 
District. 

   

Date  Signature of Volunteer 

   

  Printed Name of Volunteer 

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

For School Use Only 

General description of assignment(s), including date of assignment, to be entered into the 
volunteer database for every assignment: (completed by supervising District 219 staff 
member) 

Check which apply 

1.  Checked volunteer database and individual is clear to volunteer (if not, proceed to 
#4) 

2.  Entered notes into Sharepoint volunteer database regarding date and nature of the 
volunteers assignment 

3  Sent form to Assistant Principal for Operations office 

4.  Sent to security because no record exists in volunteer database 

 

Signature of supervising administrator:   

 

District  background checks: (to be answered by Executive Director or SecurityHuman Resources) 

1. The date on which the check was requested?  

2. The date on which check was received and reviewed?  

Reviewed by and entered 
into database: 

   

 HR Representative Signature  Printed Name 
 
Board Review:  June 18, 2007  
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Students 

Administrative Procedure:  Challenging a Current Student’s Residence Status 

 

Actor  Action 

Superintendent or Designee  On behalf of the School Board, notifies the person who enrolled a 
student of the tuition amount due to the District for the non-
resident student’s attendance.  The notice must include his/her 
right to request a review, which must be made within 10 calendar 
days of their receipt of the notice. The notice shall be given by 
certified mail, return receipt requested.  

Person Who Enrolled the 
Student 

Within 10 calendar days after receipt of the notice, may request a 
hearing to review the determination that tuition is due.  The 
request shall be sent certified mail, return receipt requested, to the 
District Superintendent. 

Person Who Enrolled the 
Student 

If a hearing is requested to review the School Board’s decision:  
The student’s continued attendance shall not relieve the person 
who enrolled the student of the obligation to pay the tuition for 
that attendance if the School Board decides the student is a non-
resident who must pay tuition. 

Assistant Principal for Pupil 
Personnel Services 

If a hearing is not requested, withdraw the student after the 
appeal deadline.  At the Board’s discretion, tuition may be 
assessed for the days the student was illegally enrolled in a 
district school. 

Superintendent or Designee On behalf of the School Board and within 10 calendar days after 
receiving a hearing request, notify by certified mail, return receipt 
requested, the person requesting the hearing of its time and place. 
The hearing shall be held not less than 10 nor more than 20 days 
after this hearing notice is given. 

School Board or Hearing 
Officer Designated by the 
Board 

Conducts the hearing.  At the hearing, (1) the Board and the 
person who enrolled the student may use representatives of their 
choice, and (2) the person who enrolled the student has the 
burden of going forward with the evidence concerning the 
student’s residency. 
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Actor Action 

Hearing Officer If the hearing is conducted by a hearing officer:  Within 5 
calendar days after the hearing’s conclusion, sends a written 
report of his or her findings by certified mail, return receipt 
requested, to the School Board and to the person who enrolled the 
student. 

Person Who Enrolled the 
Student 

If the hearing is conducted by a hearing officer:  Within 5 
calendar days after receiving the hearing officer’s findings, may 
file written objections to the findings with the School Board by 
sending the objections by certified mail, return receipt requested, 
addressed to the District Superintendent. 

School Board Whether the hearing is conducted by the School Board or a 
hearing officer:  Within 15 calendar days after the hearing’s 
conclusion, decides whether or not the student is a resident of the 
District and the amount of any tuition required to be charged as a 
result of the student’s attendance in the District’s schools; sends a 
copy of its decision to the person who enrolled the student.  The 
School Board’s decision is final. 

Assistant Principal for Pupil 
Personnel Services  

If a student is determined to be a non-resident, withdraw student 
within two days of the decision by the School Board. 

 
 
Board Review:  April 11, 2005  
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Students 

Administrative Procedure:  Dispensing Medication for Food Allergies 

Actor Action 

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

For a student with diabetes: The parent(s)/guardian(s) are responsible to 
share the health care provider’s instructions.  When the student is at 
school, the student’s diabetes will be managed according to the diabetes 
care plan, if one exists, and not this Procedure.  See Care of Students with 
Diabetes Act, 105 ILCS 5/10-22.21b, added by P.A. 96-1485. 

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

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

Bring the medication to the school office.  If the medicine is for food 
allergies or is an EpiPen®, a student may keep possession of it for 
immediate use at the student’s discretion: (1) while in school, (2) while at a 
school-sponsored activity, (3) while under the supervision of school 
personnel, or (4) before or after normal school activities, such as while in 
before-school or after-school care on school-operated property (105 ILCS 
5/22-30, amended by P.A. 96-1460). 

For asthma inhalers, provide the prescription label.  Bring other 
prescription medication to the school in the original package or 
appropriately labeled container.  The container shall display: 

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

Bring non-prescription medications to school in the manufacturer’s 
original container with the label indicating the ingredients and the 
student’s name affixed. 
 

School Office 
Personnel 

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

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

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

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

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

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

Store the medication in a locked drawer or cabinet.  A student may keep 
possession of medication and EpiPen®.   

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

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

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

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

Building Principal Supervise the use of these procedures. 

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

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

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

 

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

 

Board Review:   March 21, 2011  



POLICY AND PROCEDURAL CHANGES: FIRST READING 
May 9, 2011 Board Meeting 

All recommended changes have been reviewed and approved by the Policy Committee, 
relevant staff members, and (where needed) the district attorney. 

Section 6 (Instruction) 

Number Name Proposed Change 
6:235-AP4 Administrative Procedure – 

Personal Use of Student-
Owned Laptops, or 
Netbooks, Mobile Internet 
Devices and Cell Phones in 
School 

Updated name and language to incorporate 
Mobile Internet Devices and cell phones and 
recommendations for MID and cell phone use. 

6:280 Grading and Promotion Changed language regarding repeating courses 
to match 6:280-AP1 to remove “R” and report 
all grades on a transcript and have the better of 
the two figure into the GPA. 

6:280-AP1 Administrative Procedure – 
Repeating Courses 

Added Debate, Mathematical Modeling and 
Research, & STEM to the list of repeated 
courses. In addition, changed language 
regarding repeating courses to match to remove 
“R” and report all grades on a transcript and 
have the better of the two figure into the GPA.   

6:280-AP3 Administrative Procedure – 
Grading 

Updated based upon Administrative feedback. 

6:280-E2 Exhibit – Audit Option 
Request 

Updated to maintain consistency with policies 
regarding auditing courses. 

 
Section 7 (Students) 

Number Name Proposed Change 
7:50-AP2 Administrative Procedure – 

Entrance Requirements 
Minor update to maintain consistency in 
language with Policy 6:280-AP3 

7:190 Student Discipline Added language to address use of cellular 
phones. 

7:240-AP1 Code of Conduct for Extra-
Curricular Activities 

Updated violations. These changes will not be 
implemented until the 2011-12 sy. Removed 
“Athletics” as now the procedure includes all 
extracurricular activities, including athletics. 

7:240-E1 Exhibit – Niles Township 
High Schools Extra-
Curricular Permit Card 

Per recommendation from athletic director, 
added line for parent/guardian email address. 

7:260 Exemption from Physical 
Activity 

Non-substantive change and addition to Legal 
References. 

 
Section 8 (Community Relations) 

Number Name Proposed Change 
8:95 Parental Involvement Non-substantive change, addition/amendment 

to Cross References, and addition of Admin. 
Procedure references.   
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Instruction 
 
Administrative Procedure:  Personal Use of Student-Owned Laptops,  or 
Netbooks, Mobile Internet Devices and Cell Phones in School 
 

Niles Township High Schools provides students access to a wireless network and the option of utilizing a 
personal laptop,  or netbook, Mobile Internet Device (MID) or cell phone 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, MIDs and cell phones.  In addition to this 
procedure, the use of any school computer, including laptop computers,  or netbooks, MIDs and cell 
phones, 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, MIDs and 
cell phones 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, MID or cell phone to school to use as an educational tool.  The use of these laptops,  or 
netbooks, MIDs and cell phones will be at the discretion of the teacher.   
 

1. Students must obtain teacher permission before using a personal laptop, netbook, MID or cell 
phone during classroom instruction. 

 
2. Student use of a personal laptop,  or netbook, MID or cell phone must support the instructional 

activities currently occurring in the instructional environment. 
 

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

 
4. Students should be aware that their use of the laptop,  or netbook, MID or cell phone 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. 

 
6. MIDs may be used in study hall, resource areas, lunch periods, passing periods, or other common 

areas of the school.  MIDs can only be used in a supervised classroom environment with 
expressed consent given by the classroom teacher (This excludes study hall). 

 
7. Cell phones used for non-instructional purposes may be used as directed under Policy 7:190. 
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Consequences of General UsageProhibited Use 
  
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, MID or cell phone will be confiscated until the end of the 

school day, when the student may retrieve it. 
• 2nd Offense = Laptop,  or netbook,  MID or cell phone will be confiscated until the end of the day, 

when the student’s parent must retrieve it. 
• 3rd Offense = Loss of laptop,  netbook, MID or cell phone privileges for an undeterminedperiod 

of timea period of time as decided by School Administration on a case by case basis. 
 
Laptop/Netbook/MID/Cell Phone Security Risks  

Laptops, netbooks,  and MIDs and cell phonesother 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, MIDs and cell phones other personal 
digital devices.  (As found in the Student Handbook under “Personal Property”) 

 
Students who bring a laptop,  or netbook, MID or cell phone to school assume total responsibility 
for the said equipment.  Laptops,  or netbooks, MIDs or cell phones 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, MID or cell phone. 

 
2.  Physical Security 

Users should take the following physical security preventative measures.  

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

• Laptop computers,  and netbooks, MIDs and cell phones must not be:  
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o Left unattended at any time (If a laptop,  or netbook, MID or cell phone 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 provided by the District and using his/her own 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 notetbooks, MID or 
cell phone to illegally collect any electronic data or disrupt networking services (Hacking). 

  
 
 
Board Review:  March 22, 2010  
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Instruction 
Grading and Promotion  
The Superintendent or designee shall establish a system of grading and reporting academic achievement 
to students, their parents /guardians.  The system shall also determine when the requirements for 
promotion and graduation have been met.  The decision to promote a student to the next grade shall be 
based on successful completion of the curriculum, attendance, performance based Standards Achievement 
tests, or other testing.  A student shall not be promoted based upon age or any other social reason not 
related to academic performance.  The Administration shall determine remedial assistance for a student 
who is not promoted. 
 
Every teacher shall maintain an evaluation record for each student enrolled in the teacher's classes. 
 
A District administrator cannot change the final grade assigned by the teacher without notifying the 
teacher.  Reasons for changing a student's final grade include: 

• a miscalculation of test scores, 
• a technical error in assigning a particular grade or score, 
• the teacher agreeing to allow the student to do extra work that may impact the grade, 
• an inappropriate grading system used to determine the grade, or 
• an inappropriate grade based on an appropriate grading system. 

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

Repeating Courses 

Depending on course availability, Sstudents may repeat courses in which they have earned a grade of “F”, 
F*, “WF”, “WP”, “D”, “AU” or, if there are extraordinary circumstances ,and prior approval is received 
from the Assistant Principal for Pupil Personnel Serviced, a grade of “C”.  The first grade will be 
designated as “repeated.” The transcript is a record of all courses attempted.   However, only the grade for 
the last course attempted will be included in the student’s unweighted and weighted GPA’S (see Board 
procedure 6:280-AP1).Both the original and repeat courses and grades will appear on the student’s 
transcript, but the better of the two grades will be used in awarding credit and in calculating the student’s 
unweighted and weighted GPAs.   

 

LEGAL REF.: 105 ILCS 510-20.9a, 5/10-21.8, and 5/27-27. 

CROSS REF.: 6:300 (graduation requirements), 7:50 (school admissions and student transfer to and 
from non-district schools)  

ADOPTED: October 27, 2008  
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Instruction 
 
Administrative Procedures:  Repeating Courses 
 
The following courses may be repeated and will earn credit for each semester in which a passing grade 
is earned: 
 
 Art courses 
 Post-Calculus Topics 
 Advanced Hebrew Topics 
 Advanced Theatre Studio 
 Yearbook Production 
 Newspaper Production 
 Orchestra, Band, Choir (all levels) 
 Fashion Workshop 

Commercial Foods 
 Child Development Workshop 
 Building Trades 
 Independent Study 
 Junior/Senior Physical Education 
 Special Education Reading 1 – 2 
 Special Education Reading 3 -– 4 
 Debate 
 Mathematical Modeling and Research 
 STEM Inquiry and Research 
 
For all other courses, credit can only be given once, and the following rules will apply: 
 

1. Depending on course availability, Sstudents may repeat courses in which they have earned a 
grade of “F”, F*, “WF”, “WP”, “D”, “AU” or, if there are extraordinary circumstances, and 
prior approval is received from the Assistant Principal for Pupil Personnel Services, a grade of 
“C”.  The first grade will be designated as “repeated.”  The transcript is a record of all courses 
attempted.  Only the second grade will appear on the student’s transcript and will be included 
in the student’s unweighted and weighted GPA’S (see Board policy 6:280).Both the original 
and repeat courses and grades will appear on the student’s transcript, but the better of the two 
grades will be used in awarding credit and in calculating the student’s unweighted and 
weighted GPAs. 

 
2.Students who earn a C grade may register to repeat the course, with permission of the Principal, if 

extraordinary circumstances warrant.  
 

3.The first grade will be designated as a “repeated” (R) and will receive no credit.  
 

4.Credit will be assigned only to the second course.  
 

5.The transcript is a record of all courses attempted.  However, only the second grade will be 
included in the students unweighted & weighted GPA’S. 

 
Board Review:  October 6, 2008  
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Instruction 

Administrative Procedures: Grading 
 
Student academic achievement is assessed in terms of the attainment of measurable specific skills 
and content-area knowledge, as determined by each department’s set of standards for instruction 
and curriculum.  Grading will not be used for disciplinary purposes. 
 
Student academic achievement is reported by using the following percentages and lettering grades 
for quarter and semester grades for all courses: 
 
Grade Percentage Meaning of Grade Count in 

GPA? 
 

May Be Repeated? 

A 90 - 100% high achievement yes no 
B 80 - 89% above average achievement yes no 
C 70 – 79% average achievement yes only in  extraordinary 

circumstances 
D 60 – 69% below average achievement yes yes  
F 59% and 

below 
failing yes yes 

P  passing in a pass/fail course no no 
F*  failing in a pass/fail course no yes 
WF  withdrawn failing yes yes 
WP  withdrawn passing no yes 
Inc  incomplete no N/A 
AU  audit no yes 
R  indicates grade  of course 

repeated 
   no only one repeat is 

allowed, unless it is a 
graduation requirement, 
if the prior grade is C, 

D, F, F*WF 
  
Curriculum Guide and Common Assessment:  Beginning in the 201009-110 school year, all 
departments will review the curriculum guide and develop a common final assessment for each 
course (if one does not exist).  Each course will have a District-wide core curriculum guide and 
complementing common final assessment, which will be administered each semester, beginning 
with Freshman courses in the 201009-20110 school year with all courses, at all levels, meeting 
this requirement by the end of the 20130-20141 school year.  These assessments will be 
administered during the specified final exam days at the end of each semester. 
 
Weight of Final Exams in Computing Students’ Final Course Grade:  Each course must have a 
final exam that counts for between 15 and 25 percent of the final course grade.  The same grading 
scales and percentages for final exams will be implemented for all like courses.  The common 
final assessment in any course may count for the entire final exam grade, or, if used in 
conjunction with a teacher-generated final exam, it must count for at least 10 percent of the final 
course grade.  The teacher-generated final will then count between 5 and 15 percent of the final 
course grade. 
*Note implementation timeline above.  
 
Incomplete Grade:  Teachers may allow students to earn an incomplete grade for the marking 
period in the case of extended illness or other extraordinary emergency that prevents a student 
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from meeting all the requirements of the course within the established time frame.  The teacher 
who issued the incomplete grade determines the deadline for accepting the student’s missed 
assignment(s).  The deadline established by the teacher must be within the first 30 school days of 
the following marking period.  Failure by the student to adhere to the teachers deadline will 
automatically result in the incomplete grade being changed to a failing grade. 
 
Audit Option:  The audit option allows students to explore an area of study without the pressure 
of receiving a grade that impacts grade point average.  Students may audit only courses that are 
not required for graduation.  (Only a grade of "AU" will appear on the transcript.) The student 
must attend the class for at least as many sessions as required for a regular grade for the "AU" 
designation to be recorded on his/her transcript.  
 
1. In order to receive elective credit for an audited course, the student must earn an A, B or C. 
 
1.2. Current students who wish to audit a course must make the request within the first two (2) 

weeks of the semester, using the Audit Option Request Form (6:280-E2).   
 
2.3. Current students may register for an audit only when there are available seats in the course at 

the time of the request. 
 
3.4. Current students may not change an audit grade to a letter grade after the audit request is 

approved. 
 
4.5. Transfer students may be given audit status in one or more courses for the initial semester of 

enrollment (See 7:50-AP2). 
 
5.6. Transfer students who earn the equivalent grade of A, B, or C by the end of the initial 

semester may have the audit grade changed to a letter grade carrying credit, with the approval 
of the teacher and the Director of Instruction (See 7:50-AP2). 

 
Board Review:  July 26, 2010  
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Instruction 

Exhibit:  Audit Option Request 

 
Student Name:  ID#:  Date:  
 
Year of Graduation:  Counselor:  
 
I have read and understand the criteria for an audit in procedure 6:280-AP3.  I request permission to audit 
the following course.:  I understand that I must receive and A, B or C in this course in order to receive 
elective credit.   
  
Course Title:  
  
Course Code:  Teacher:  
 
Periods
Mods: 

 School Year: 20        -  20  Semester:   1         2         summer 

  
Reason for Request:  
 
 
 
If an exception to the procedure is being requested, specify the request here:  
 
 
 
Student Name:  Student Signature:  
 
Parent Name:  Parent Signature:  
 
 
Note:  The teacher must enter the student’s grade as an “AU” at each marking period. 
 
Teacher Approval:  Date:  
 (Signature)   
 
Counselor Approval:  Date:  
 (Signature)   
 
Departmental Director Approval:  Date:  
 (Signature)   
 
Assistant Principal for Pupil 
Personnel Services Approval (for 
exceptions): 

 Date:  

 (Signature)   
 

1.  The Departmental Director keeps a copy of this form and sends a copy to the Teacher(s) 
and Counselor. 

2. The original is sent to the Scheduler who is responsible for checking that the student's 
grade was entered as an audit (AU) at each marking period. 

 
 
Board Review:  April 29, 2002 
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Students 

Administrative Procedure:  Entrance Requirements 

Entrance Examination 
The Registrar and/or the ELL Coordinator or designee shall administer appropriate exams of ability, 
aptitude, and achievement for proper programming, ability placement, classification in grade, and 
orientation counseling.  The Registrar shall record the results of these exams and place them in the 
student's file. 

Ninth Grade Students 

A ninth grade transfer student shall present a certificate of graduation from eighth grade or the equivalent.  
Students without an eighth grade diploma may be accepted on a case-by-case basis. 

Late Transfers Enrollment 

The assigned Counselor may place transfer students in classes on either an audit or credit basis, based on 
available transcript and entrance examination data. The Director of Instruction may advise the Counselor 
on an as-needed basis.   
 
Transfer students taking classes on a credit basis shall receive credit upon satisfactory demonstration of 
completion of the course outcomes and requirements of the District. The Director of Instruction in 
consultation with the teacher shall determine if a student has satisfactorily completed the course 
outcomes. The Assistant Principal for Pupil Personnel Services shall review this decision and may 
approve or disapprove it.  The test instrument(s) and results will be placed in the student's file.  A 
successful student's transcript will show credit earned for the course. 
 
Transfer students who enroll in the District after the first six (6) weeks of the semester will be given audit 
status upon enrollment if they (1) have not previously attended another school that semester or (2) are 
placed in new courses.  Teachers may, with the approval of the Director of Instruction, change the audit 
grade to a letter grade carrying credit if students earn the equivalent grade of A, B or C by the end of the 
initial semester. The Assistant Principal for Pupil Personnel Services shall notify the students of this 
restriction. 
 
Those who enter during the semester and are enrolled in comparable courses will have their transfer 
course grade counted in the calculation of the final grade.  Transfer grades for courses that are not 
continued in District 219 will not be listed on the transcript.  
 
The Building Principal or a designee may grant exceptions to these procedures when unusual or 
extraordinary circumstances require it. 
 
 
 
Board Review:  September 15, 2008  
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Students 
Student Discipline  

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

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

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

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

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

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

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

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

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

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

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

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

4. Using, possessing, controlling, or transferring a weapon as that term is defined in the 
Weapons section of this policy, or violating the Weapons section of this policy. 
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5. Using or possessing an electronic paging device out of compliance with this section or Policy 
6:235-AP4.  Using a cellular telephone, video recording device, personal digital assistant 
(PDA), or other electronic device in any manner that disrupts the educational environment or 
violates the rights of others, including using the device to take photographs in locker rooms 
or bathrooms, cheat, or otherwise violate student conduct rules.  Prohibited conduct 
specifically includes, without limitation, creating, sending, sharing, viewing, possessing an 
indecent visual depiction of oneself or another person through the use of a computer, 
electronic communication device, or cellular phone.  Unless otherwise permittedbanned 
under this policy, Policy 6:235-AP4 or by the Building Principal, all electronic devices must 
be kept powered-off and out of sight during the regular school day.  Permission for electronic 
devices is allowed if 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; or. 

(d) the electronic device is a cellular phone, which may be used respectfully (1) in the 
hallways and during passing periods, and (2) in the cafeteria and student activities 
center/office during lunch periods. 

6. Using a MID out of compliance with Policy 6:235-AP4. 

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

7.8. 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.  

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

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

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

11.12.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.  
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12.13.Being involved in gangs or gang-related activities, including displaying gang symbols or 
paraphernalia.  

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

14.15. 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.  

For purposes of this policy, the term "possession" includes having control, custody, or care, currently 
or in the past, of an object or substance, including situations where the item is (a) on the student's 
person; (b) contained in another item belonging to, or under the control of, the student, such as in the 
student's clothing, backpack, automobile, or (c) in a school's student locker, desk, or other school 
property, or (d) any other location on school property or at a school-sponsored event. 

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

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

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

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

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

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

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

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

Disciplinary measures may include: 

1. Disciplinary conference. 

2. Withholding of privileges. 

3. Seizure of contraband. 

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

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

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

8. Notification of parent(s)/guardian(s). 

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 is prohibited.  Corporal punishment is defined as slapping, paddling, or 
prolonged maintenance of students in physically painful positions, or intentional infliction of 
bodily harm.  Corporal punishment does not include reasonable force as needed to maintain 
safety for students, staff, or other persons, or for the purpose of self-defense or defense of 
property.   

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

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

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

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

 
The expulsion requirement under either paragraph 1 or 2 above may be modified by the 
Superintendent, and the Superintendent’s determination may be modified by the Board on a case-
by-case basis. The Superintendent or designee may grant an exception to this policy, upon the 
prior request of an adult supervisor, for students in theatre, cooking, ROTC, martial arts, and 
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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), 6:235-AP4 (administrative 
procedure: personal use of student-owned laptops, netbooks, mobile internet devices 
and cell phones in school), 7:70 (attendance and truancy), 7:130 (student rights and 
responsibilities), 7:140 (search and seizure), 7:150 (agency and police interrogation), 
7:160 (student appearance), 7:170 (vandalism), 7:180 (preventing bullying, 
intimidation, and harassment), 7:200 (suspension procedures), 7:210 (expulsion 
procedures), 7:220 (bus conduct), 7:230 (misconduct by student with disabilities), 
7:240 (code of conduct for participants in extracurricular activities), 7:270 
(administering medicines to students), 8:30 (visitors to and conduct on school 
property) 

ADOPTED: March 21, 2011 
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Students 
 

Administrative Procedure - Code of Conduct for Extra-Curricular Activities 
 
This Code of Conduct applies to all school-sponsored extra-curricular activities, and including athletics, 
that are neither part of an academic class nor otherwise carry credit or a grade.  Sponsors shall create a 
roster of students who are members or participants in an extra-curricular activity and maintain attendance 
records in order to implement this procedure. 
 
The goal of our extra-curricular program is to provide opportunities for students to pursue interests and 
develop life skills beyond the classroom.  An additionalA goal of our athletic program is to develop the 
physical skills of our athletes, which will allow them to compete to the best of their ability within the 
Board of Education policies and the by-laws of the Illinois High School Association. 
 
Students must behave in ways which are consistent with good sportsmanship, leadership, and appropriate 
moral conduct. The Code of Conduct below describes the expectations and goals of the athletic program 
and otherour extra-curricular programs.  This code does not contain a complete list of inappropriate 
behaviors for students in extra-curricular activities and athletics. 
 
A student may be excluded from competition or activities during any period of time in which an 
investigation is being conducted by the school regarding that student’s conduct.  Members of ALL extra-
curricular programs and athleticsactivities will be expected to demonstrate good citizenship and 
exemplary conduct in the classroom, in the community, and during all facets of the activity or 
competitions. 
 
This Code of Conduct will be enforced 365 days a year 24 hours a day.  Students and their parents are 
encouraged to seek assistance from the Student Assistance Program (SAP) coordinator reporting 
adolescent alcohol or other drug problems.  Family referrals or self-referrals to the SAP or like personnel 
and related matters of confidentiality, health and safety, will be taken into consideration in determining 
consequences for Code of Conduct violationsthe context of implementing the Code of Conduct policy.   
 
Code of Conduct 

 
A student participating in the athletic or activity program in the Niles Township High Schools will be 
subject to disciplinary action if he or she violates the Athletic and Extra-Curricular Activities Code of 
Conduct.  Anonymous reports of Code violations may will be investigated by District administrators.  
Students not currently involved in extra-curricular activities at the time of an investigation will have the 
results of any such investigation entered into the violation record.  Should such a student later become 
involved in the extra-curricular program, additional violations will be treated cumulatively. 
 
Violations will be treated cumulatively, with disciplinary penalties increasing with subsequent violations.  
The student shall not: 
 

a. use a beverage containing alcohol (except for religious purposes, culinary course work or the use 
of containers or packaging as props for theater); 

b. use tobacco in any form; 
c. use, possess, buy, sell, barter, or distribute any illegal substance (including mood-altering and 

performance enhancing drugs or chemicals) or paraphernalia; 
d. use, possess, buy, sell, barter, or distribute any object that is or could be considered a weapon or 

any item that is denominated as a “look alike” weapon (except that this prohibition does not 
prohibit legal use of weapons in cooking and in sports, such as archery, martial arts practice, 
target shooting, hunting, and skeet); 
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e. attend be present at a party or other gathering and/or ride in a vehicle where alcoholic beverages 
and/or controlled substances are being consumed by minors; 

f. act in an unsportsmanlike manner; 
g. substantial vandalize or stealvandalism or theft; 
h. haze other students; 
i. violate the written rules for the activity or sport;  
j. behave in a manner which is detrimental to the good of the group or organization; 
k. falsify any of the information contained on any permit or permission form required by the activity 

or sport.; 
l. fighting; 
m. bullying/harassment/intimidation; 
n. gross misconduct that causes a major disruption to the safe operation of the school. 

 
Statute of limitations and related issues:   

a. No violation brought to the attention of the administration more than one calendar year after its 
occurrence will be considered under this policy; 

b. No violation which occurred prior to a student’s documented first violation will be considered 
under this policy as a subsequent (e.g. second, third, etc) violation.  Only violations that occurred 
subsequent to a first violation will be considered as such for the purposes of this policy. 

 
Due Process Procedures 
 
Students who are accused of violating the District Code of Conduct for Extra-Curricular Activities are 
entitled to the following due process: 
 

1.The student should be advised of the disciplinary infraction with which he or she is being charged. 
2.The student, along with his/her parents, shall be entitled to a hearing before the appropriate 

administrator leveling the charges against him or her and the school’s Student Assistance 
Program Coordinator. 

3.The student will be able to respond to any charges leveled by the administrator against him or her. 
4.The student may provide any additional information he or she wishes for the administrator to 

consider. 
5.The administrator may interview material witnesses or others with evidence concerning the case.  If 

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

6.Sanctions for violations other than drug and alcohol will be based on the nature of the offense, and 
the number of previous offenses, and may include suspension from all activities or sports for one 
of the time periods described below, to be determined by the Building Principal or designee: 
•for a specified period of time or percentage of events, competitions, or practices; 
•for the remainder of the season or for the next season; 
•for an entire calendar year; 
•for the remainder of the student’s high school career. 

7.Sanctions for alcohol and other drug violations will be based on the following minimum guidelines 
and may increase, based on the severity of the offense and the determination of the relevant 
administrator(s): 

1. The administrator may interview material witnesses or others with evidence concerning the case. 
2. Upon conclusion of the investigation, the student and parent or guardian will be informed of the 

pending violation by the appropriate administrator.  The parent or guardian and student will be 
notified of the student’s right to respond to the charges, including the right to offer to the 
appropriate administrator any additional information to be considered; 

3. If the administrator finds, after reviewing the evidence, that the violation occurred, he/she will 
impose sanctions on the student, as follows: 
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(NOTE:  Students involved in multiple activities will be required to serve equivalent suspensions for each 
activity.  A suspension may carry over from season to season and/or year to year.  The consequences may 
exceed the minimum guidelines below due to the egregious nature of the infraction.) 

 
First violation: 
a. A suspension of one-third sixth of performances, activities, or competitions (or the equivalent 

time period). 
b. The student will be required to practice with the group, regardless of the violation (unless 

suspended from school by the Deans). 
c. The suspension for a first violation may be eliminated if the student participates in and 

completes a school-approved reduction program. 
 

Second violation: 
a. A suspension of one-third of season, including suspension from all performances, activities; , 

or competitions during this period.; 
b. The student may be required to practice with the group.; 
c. To participate again in any activities, the student must successfully participate in and 

complete a school-approved alcohol and other drug abuse assessment and follow all 
recommendations from that assessment. 

c. The student may reduce by 50% the suspension if he or she participates in and completes a 
school-approved reduction program.  

 
Third violation: 
a. A suspension of one-half of performances, calendar year from the date of the suspension, 

including all extra-curricular activities, or competitions during this period.; 
b.To participate again in any activities, the student must successfully participate in and complete 

a school-approved alcohol and other drug abuse assessment and follow all recommendations 
from that assessment. 

b. The student may be required to practice with the group;  
c. The student may reduce by 50% the suspension if he or she participates in and completes a 

school-approved reduction program.  
 

Fourth violation: 
a.A suspension from all extra-curricular activities for the remainder of the student's high school 

career. 
a. A suspension for the entire season or equivalent time period; 
b. The student may be required to practice with the group; 
d. Students may reduce by 50% the suspension if he or she participates in and completes a 

school-approved reduction program.  
 
Fifth violation: 
a. A suspension from all extra-curricular activities for one calendar year. 
b. Students may reduce by 50% their suspension if they choose to participate in and   complete a 

school-approved reduction program.  
 

Sixth violation: 
a. A suspension from all extra-curricular activities and athletics for the remainder of the 

student’s high school career; 
b. No reduction of the suspension is available upon a sixth violation. 
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4. Students will be required to serve any suspensions immediately, or at the start of competition of 
the next athletic or activity season.  Students involved in multiple activities will be required to 
serve equivalent suspensions for each activity. 
a. The penalty will be reduced by one week for students who self-report a violation of the Code 

of Conduct.  (This reduction may be applied to any single violation, including and beyond the 
first.)  

b. Students who self report may earn back the privilege of competing in one contest that 
otherwise would have been part of the student’s suspension. (This reduction may be applied 
to any single violation, including and beyond the first.) 

 
8.Students may reduce sanctions for their first Code of Conduct violation by taking part in any of the 

following, although no suspension may be eliminated entirely by a combination of these 
activities: 
a.The penalty will be reduced by one week if the student successfully participates in and 

completes a school-approved awareness program. 
b.The penalty will be reduced at a rate of one day for every two hours of community service 

completed in coordination with the school’s Student Assistance Program Coordinator.  The 
maximum reduction for community service will be seven days. 

c.The penalty will be reduced by one week for students who self-report a violation of the Code of 
Conduct.  (This reduction may be applied to any single violation, including and beyond the 
first.) 

5. Students shall have the opportunity to appeal the finding of a Code of Conduct violation to a 
Code of Conduct Review Board, but shall not review the length of the sanctions imposed as the 
result of such a finding.  A parent has the right to accompany a student during the student’s 
appearance before the Review Board.  The Code of Conduct Review Board shall be composed of 
the following, all appointed by the Building Principal: 
a. Three administrators, and none of which shall be the administrator(s) responsible for the 

initial determination of a Code of Conduct violation; 
b. One activities sponsor, who shall not supervise or coach the student in question; 
c. One athletic head coach, who shall not supervise or coach the student in question. 

 
9.Students shall have the opportunity to appeal the finding of a Code of Conduct violation to a Code 

of Conduct Review Board, but shall not review the length of the sanctions imposed as the result 
of such a finding.  The Code of Conduct Review Board shall be composed of the following, all 
appointed by the Building Principal: 
a.Three administrators, one of which shall be a Dean and none of which shall be the 

administrator(s) responsible for the initial determination of a Code of Conduct violation; 
b.One activities sponsor, who shall not supervise or coach the student in question; 
c.One athletic head coach, who shall not supervise or coach the student in question; 
d.Two students acting in an ex officio capacity: one an athlete and one a non-athlete, neither of 

which shall participate in an activity or sport with the student in question. 
 
Students may be excluded from the Code of Conduct Review Board at the Building Principal’s 
discretion, on a case by case basis, if a rationale is provided. 

 
11.6. The Code of Conduct Review Board will make a written report of its decision and 

rationale.  The decision of this Review Board is final, except where the sanction removes the 
student from sports and activities for one year or more.  In these cases, the student may appeal the 
decision to the Building Principal.  For students attending Niles Central, the appeal decision will 
be made by the primary Building Principal, in consultation with the Niles Central Principal. 

 
Board Review:    November 15, 2010  
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Exhibit: Niles Township High Schools Extra-Curricular Permit Card 
Students, parent(s)/guardian(s), need only sign this Extra-Curricular Permit Card once while enrolled in Niles Township High School 
District 219.  Students must have a signed Permit Card on file in order to participate in extra-curricular activities (as defined in 
procedure 6:190-AP1).  The Board reserves the right to modify this policy and procedures and will annually notify parents and 
students of any changes.  At any time parents may call the Main Office to rescind or reinstate their permission. 

Directions:  After reviewing the District 219 Board of Education policy statement regarding the Code of Conduct for Extra-Curricular 
Activities (7:240-AP1) your signature and date below will authorize your son or daughter to participate during their high school career 
in any of the school's extra-curricular activities.  In addition, parent(s)/guardian(s) of student athletes must sign below allowing 
consent for ImPACT Concussion Cognitive testing and IHSA Random Steroid testing. 
 
Student and their parent(s) and/or guardian(s) must complete Sections One and Two 
Section One:   Student 
  I have read the Code of Conduct for Extra-Curricular Activities (7:240-AP1).  I understand that students who participate in any of the 
school's extra-curricular activities will be held to the rules in the Code of Conduct, and may be suspended from activities if they 
violate the rules.   I understand that sanctions may be imposed, including suspension from the activity if I violate the Code of Conduct.  
In consideration for participating in the District’s extra-curricular program, I hereby release the School District and its Board 
members, employees and agents from any claims and damages arising from my participation in these activities.   
 
STUDENT NAME  ID NUMBER  
 
STUDENT SIGNATURE 

   

 
Section Two:  Parent(s) and/or Guardian(s) Authorization 
I understand that names and pictures of my son/daughter, in the role of a participant in an extra-curricular activity, may appear in 
rosters, programs, and the media, including newspapers, television, radio and the Internet, and I agree to the release of the same as a 
condition of his/her participation in an extra-curricular activity in District 219.  I also understand that I am responsible for the 
transportation of my son/daughter to and from the Niles Township School for practice and competition.  

The undersigned grants permission to the staff member in charge or their designated representative to authorize emergency treatment 
considered necessary by qualified medical personnel for the student whose name appears above.  This authorization is for the school 
days and at school-sponsored events while the student is in attendance.  It is understood that every effort will be made to contact the 
parents immediately when an emergency occurs. 

INSURANCE:  I understand that my son/daughter is covered by the District's insurance for accidents that occur while participating in 
school sponsored and supervised activities, as well as travel to and from such events.  I further understand that the District insurance 
does NOT cover my son/daughter for accidents that occur at other times.  I understand that 24 hour accident coverage is available at 
an additional cost through the District approved insurance provider, and that the District recommends but does not require the 
purchase of this insurance.  In both cases I understand that, in the event of an accident, I must first file a claim under my own 
insurance, as all school policies are secondary plans of coverage.  (If I have no other insurance, these plans will provide primary 
coverage.)  

I have read the Code of Conduct for Extra-Curricular Activities.  I understand that students who participate in any of the school's 
extra-curricular activities will be held to the rules in the Code of Conduct, and may be suspended from activities if they violate the 
rules.   I will hold harmless the District, its employees, agents, or Board members, for any harm caused by my child’s participation in 
these activities. I have discussed the terms of the Code of Conduct with my child.  I hereby request that my child be allowed to 
participate in the District’s extra-curricular activities.   

PLEASE READ CODE OF CONDUCT ON BACK SIDE BEFORE SIGNING 
PARENT/GUARDIAN 
NAME:   ____________________________________   DATE: _____________________________ 
            PARENT/GUARDIAN 
SIGNATURE  ____________________________________   EMAIL ADDRESS: _____________________________ 
 

PARENT’S OF STUDENT ATHLETES 
By signing below I consent to having the administration of an ImPACT Baseline Concussion Assessment and Cognitive Test to my 
child every other year while a student at Niles Township High Schools.  I also understand that in the event my son/daughter sustains a 
concussion while participating in athletics, they may need to be tested post-concussion.  There is no charge for testing. 

I consent to random testing in accordance with the Illinois High School Association’s steroid testing policy.  The cost of all testing 
will be covered by IHSA. 
PARENT/GUARDIAN SIGNATURE:  DATE:  
 

Board Review: April 19, 2010  
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Code of Conduct for Extra Curricular Activities 
[See procedure 7:240-AP1 on the Niles Township High Schools website for the entire  

Code of Conduct for Extra Curricular Activities] 
 

A student may be excluded from competition of activities during and period of time in which an investigation is being 
conducted by the school regarding that student’s conduct. 
 
A student participating in the athletic or activity program in the Niles Township High Schools will be subject to 
disciplinary action if he or she violates the Athletic and Extra-Curricular Code of Conduct. 
Third-party reports of Code violations (including those made anonymously) may be investigated by District 
administrators. Students not currently involved in extra-curricular activities at the time of an investigation will have the 
results of any such investigation entered into the violation record. Should such student later become involved in the extra-
curricular program, additional violations will be treated cumulatively.  All violations will be treated cumulatively, with 
disciplinary penalties increasing with subsequent violations.  The student shall not: 
 

a. use a beverage containing alcohol (except for religious purposes); 
b. use tobacco in any form; 
c. use, possess, buy, sell, barter, or distribute any illegal substance or paraphernalia; 
d. use, possess, buy, sell, barter, or distribute any object that is or could be considered a weapon or any item that is 

denominated as a “look alike” weapon (except that this prohibition does not prohibit legal use of weapons in 
cooking and in sports, such as archery, martial arts practice, target shooting, hunting, and skeet); 

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

f. act in an unsportsmanlike manner; 
g. vandalize or steal; 
h. haze other students; 
i. violate the written rules for the activity or sport; 
j. behave in a manner which is detrimental to the good of the group or organization; 
k. falsify any of the information contained on any permit or permission form required by the activity or sport. 

 
Due Process Procedures 
 
Students who are accused of violating the District Code of Conduct for Extra-Curricular Activities are entitled to the 
following due process: 
 

The student should be advised of the disciplinary infraction with which he or she is being charged. 
The student and his/her parent/guardian(s) shall be entitled to a hearing with the school’s Student Assistance Program 

Coordinator and the appropriate administrator leveling the charges against the student. 
The student will be able to respond to any charges leveled by the administrator against him or her. 
The student may provide any additional information he or she wishes for the administrator to consider. 
The administrator may interview material witnesses or others with evidence concerning the case.  If the administrator 

finds, after reviewing the evidence, that the violation occurred, he/she will impose sanctions on the student, as 
follows: 

Sanctions for violations other than drug and alcohol will be based on the nature of the offense, and the number of 
previous offenses, and may include suspension from all activities or sports, to be determined by the Building 
Principal or designee: 
• for a specified period of time or percentage of events, competitions, or practices; 
• for the remainder of the season or for the next season; 
• for an entire calendar year; 
• for the remainder of the student’s high school career. 

 
This Code of Conduct will be enforced 365 days a year 24 hours a day. 
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Students 
Exemption From Physical Activity 

A child may be exempted from some or all physical activities when thean appropriate excuses 
areis submitted to the school by parent(s)/guardian(s) or by a person licensed under the Medical 
Practice Act.  

Alternative activities and/or units of instruction will be provided for pupils whose physical or 
emotional condition, as determined by a person licensed under the Medical Practice Act, prevents 
their participation in the physical education courses. 

Students receiving special education services may also be provided alternative or adapted 
physical activities as determined by the IEP conference participants. 

LEGAL REF.: 105 ILCS 5/27-6. 
 225 ILCS 60/, Medical Practice Act. 

23 Ill. Admin. Code § 1.420(p). 

CROSS REF.: 6:60 (curriculum content) 

ADOPTED: November 23, 1998 
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Community Relations 

Parental Involvement 

In order to assure collaborative relationships between students' families and the Board of Education 
and District personnel, and to enable parent(s)/guardian(s) to become active partners in education, the 
Superintendent shall develop and implement administrative procedures to: 

1. Keep parent(s)/guardian(s) thoroughly informed about their child's school and education. 

2. Encourage involvement in their child's school and education. 

3. Establish effective two-way communication between all families and the Board of Education 
and District personnel. 

4. Seek input from parent(s)/guardian(s) on significant school-related issues. 

5. Inform parents/guardians on how they can assist their children's learning. 

The Superintendent shall periodically report to the Board on the implementation of this policy. 

CROSS REF.: 6:170 (title I programs), 6:250 (community resource persons and volunteers), 8:90 
(parent organizations and booster clubs) 

ADMIN. PROC.: 6:170-E1 (district level parental involvement compact), 6:170-E2 (school level 
parental involvement compact) 

ADOPTED: July 21, 1997 
 



Paul O’Malley 
Assistant Superintendent for Business Services 

847‐626‐3967 

 

 
To:  Board of Education 

From:  Paul O’Malley 
Susan Husselbee 

Date:  May 9, 2011 

Re:  School Fees 

 

On April 27, 2011 a Superintendent’s Financial Advisory Meeting was held.  In past years this 
has been attended by approximately 30 people, many of whom were District 219 employees.  
This year we expanded this group by inviting active parents of various school organizations at 
North and West.  There were 104 invitees, 37 of which attended.  Although this was a smaller 
turnout than we would have liked, the attendees did offer beneficial feedback and there was 
lively and useful discussion. 

The school finances were discussed in depth.  We provided information on school fees for 
surrounding schools and private driver education school rates (copy attached).  With this 
information, each table discussed and offered their opinion of what school fees should be for 
the upcoming school year.   

All were in agreement that school and parking fees remain the same.  There was a suggestion to 
increase driver education by $50 to $450 and also a suggestion to increase the bus fee by $10 
to $310.   

It is recommended that the Board of Education concur with the Superintendent’s Financial 
Advisory Committee and for the 2011‐12 school year have the school fees remain at $450, $300 
for additional children in the same family, parking remain at $300, increase driver education to 
$450 and increase bus fee to $310, with $225 for each additional child in the same family. 

 

MOTION:  I move fees for the 2011‐12 school year be school fees $450, additional child school 
fees $300, driver education $450, bus $310, additional child for bus $225, and parking $300. 



SCHOOL FEES 

District
School 
Year

Registration Books
Driver 

Education
Transportation Parking

District 214 08‐09 $250  $350  <1.5 $400 $145 

09‐10 $325  $350  <1.5 $401 $155 

10‐11 <1.5 $402 $165 

11‐12 $375  $350  $175 

08‐09 $160  $350  <1.5 $170 $65 per semester

09‐10

10‐11

11‐12

08‐09 Purchase $225  $100 So  $85 E   $85 W

09‐10

10‐11 $109/ seniors $134 Purchase $225  $115 So  $90 E   $90 W

11‐12 $114/seniors $139 Purchase $250  $120 So  $95 E   $95 W

Glenbrook 225 08‐09 Purchase $250  $675  $270 year/$140 sem

09‐10

10‐11 Purchase $350  $285 year/$142 sem

11‐12

08‐09 $285 $50 $150

09‐10 $285 $50 $150

10‐11 $285  $50  $175 

11‐12

New Trier 08‐09 Purchase $350  $880 

09‐10

10‐11 Purchase $350  $465/semester

11‐12 Purchase/ Rent $500  $485/semester

08‐09 $438 $350 Seniors only $270

09‐10

10‐11

11‐12 $445  $355  $274 

District 211 ‐ 
Conant, Fremd, 
Schaumburg, 

Same as 10‐11

Fees not yet established

Same as 08‐09

Same as 08‐09

Same as 08‐09

Same as 08‐09

Same as 08‐09

Same as 08‐09

Same as 08‐09

Same as 08‐09

Barrington District 
220

Evanston Township 
High School

Maine Township HS 
District 207

 

Local Driving Schools Rates 
Name Location Cost 

Adams Morton Grove $495 

Viking Park Ridge $496 

Northwest Suburban Mount Prospect $495 

Walters Des Plaines $395 

FY 07 FY 08 FY 09 FY 10 FY 11 FY 12*

School fee 450$      450$     450$     450$      450$       $450

Add'l child 337$      337$     300$     300$      300$       $300

Driver ed 350$      350$     350$     350$      400$       $450

Bus 300$      300$     300$     300$      300$       $310

Add'l child 225$      225$     225$     225$      225$       $225

Parking 300$      300$     300$     300$      300$       $300

Niles Township High Schools

 

* SFAC Recommendations 



Board Report        
 
To:  Nanciann Gatta, Superintendent
  Board of Education
 
From:  Anne Roloff, Assistant Superintendent

 
Date:  May 9, 2011
 
Re:  Summer Curriculum Projects for the 2011-12 School Year

(Discussion and Action)
 

Introduction

The following summer curriculum project requests are indicative of a district that concentrates 
its resources on every student since courses taken by all levels of students are represented on 
the following pages. Each project has passed a rigorous screening process (with curriculum 
directors and me) to ensure that it will be of direct benefit to students. Most of these projects 
began during the school year, institutes, and late start collaboration meetings. Many of the 
summer projects involve the development of learning targets and common final exams, as well 
as analyses of the 2010-11 common final exam data. The projects have also been aligned with 
our five board goals.
 
Financial Implications 
 
The projects and accompanying descriptions appear on the following pages. The total cost for 
these projects is $99,229.68 ($44.22 x 2,244 hours). All summer projects will be paid by federal 
grants. Please note that each summer project is structured to require a maximum of 30 hours of 
work, regardless of the number of teachers participating.

 
Recommendation: That the Board approve the proposed summer projects appearing on the 
following pages for a total of no more than $99,229.68 from Board of Education funds. 
 

 



Department Project Title Description Teachers Hours Cost Hourly Rate: $44.22

Special Ed Anchor Program Mission,
Vision, and Program Guide

A comprehensive and updated guide for the Anchor
program.

Natalie Komo, Mark
Trerotola, Jen Pope,
Jennifer Mills

30 $1,326.60

ELL / Foreign
Language

Development of AP Chinese,
Chinese 7-8, and Chinese 71-

81 Courses
Develop a new curriculum guide for the courses listed. Yan Qian, Wileen Hsing 30 $1,326.60

ELL / Foreign
Language

Learning Targets & Common
Assessment Development for

ELL 3-4 EN

The learning targets and common assessment will be
prepared.

Frederick Wulfrum,
Susan Dobinsky 30 $1,326.60

ELL / Foreign
Language

Learning Targets & Common
Assessment Development for

ELL 3-4 ES

The learning targets and common assessment will be
prepared.

Frederick Wulfrum,
Susan Dobinsky 30 $1,326.60

ELL / Foreign
Language

Learning Targets & Common
Assessment Development for

ELL Reading 3-4

The learning targets and common assessment will be
prepared. Lisa Fretzin 30 $1,326.60

ELL / Foreign
Language

Introduction to ELL &
Technology

Re-write "Intro to ELL" curriculum to incorporate skills to
succeed in ELL 1-2 and a tech initiative to support AAL.

Leslie Natzke, Tricia
Brown 30 $1,326.60

ELL / Foreign
Language

Creating an AFL Curriculum
for German 5-6, 51-61 The classes listed will be reconfigured and aligned to AFL.

Lydia Ronning, Caroline
Ahearn, Josef
Neumayer, Sara
Shuster, Natalie Bartl

30 $1,326.60

ELL / Foreign
Language

Creating an AFL Curriculum
for German 1-2. 11-21, 3-4,

31-41

The classes listed will be reconfigured and aligned to AFL
including a digital component.

Lydia Ronning, Caroline
Ahearn, Josef
Neumayer, Sara
Shuster, Natalie Bartl

30 $1,326.60

ELL / Foreign
Language

Learning Targets & Common
Assessment for ELL Intro to

Social Studies

The learning targets and common assessment will be
prepared. Barb Ude, Liz Kolany 30 $1,326.60

ELL / Foreign
Language

Review of PCA Results for
First Year Exams

Review PCA results and make recommendations for
curriculum guide for ELL 1-2 ES, ELL 1-2 EN, ELL 1-2 RD

Brad Wilson, Cynthia
Philbin, Frederick
Wulfrum, Susan
Dobinsky

30 $1,326.60

ELL / Foreign
Language

Evaluation of First Year
Spanish Common

Assessments

Review PCA results and make recommendations for
curriculum guide.

Steve Lander, Alejandra
Arteaga, Pam Benitez,
Guiliermo Lupi, Luisa
Karimighovanloo,
Andrew Suarez,
Carolyne Sanchez

30 $1,326.60



Department Project Title Description Teachers Hours Cost Hourly Rate: $44.22

ELL / Foreign
Language

Spanish Teachers Grades 7
-12 Collaborative Website

Spanish language website to be used by teachers at both
schools.

Steve Lander, Carolyn
Sanchez 30 $1,326.60

ELL / Foreign
Language

Evaluation of First Year
German, Chinese, French,

and Hebrew Common
Assessments

Review PCA results and make recommendations for
curriculum guide.

Lydia Ronning, Josef
Neumayer, Eva
Greenspan, Tanya
Orloske, Linda
Capuzelo, Wileen Hsing.

30 $1,326.60

Science Physics 12 Moodle Resources Create a Moodle repository for Physics 12 instruction.

Neil Koreman, Jason
Widdes, Scott Reed,
Harry Kyriazes, John
Metzler, Elizabeth
Ramseyer, Richard
Decoster

30 $1,326.60

Student
Services

Freshmen Orientation
Planning for Class of 2015

Revise and update of information and activities for class of
2015 orientation.

Susan Nash, Larissa
Petrakis 30 $1,326.60

Student
Services

Homeroom Curriculum
Revision & Planning Update homeroom curriculum. Larissa Petrakis, Sarah

Fishburne, Matt Topham 10 $442.20

Science Re-Writing AP Biology
Curriculum Re-Writing AP Biology Curriculum Ruth Gleicher, Ami

LeFevre, Tom Chung 15 $663.30

English Developing Common
Placement Criteria Criteria for moving students up. Jason Schmitt, Lia Sosa,

Sharon Swanson 10 $442.20

English /
Reading Tutor Training Program Develop materials for training peer-to-peer coaches.

Scott Bramley, Mary
Richards, Christine
Lubarsky

30 $1,326.60

English /
Reading

Support of Tier 3 Reading
Universal Screener and
Progress Monitoring in
Intervention Classes

Develop plan for how literacy coaches and literary center
coordinator will assist reading specialist in admin of

universal screener for Lexile measures.

Scott Bramley, Mary
Richards, Christine
Lubarsky, Katie Gillies

30 $1,326.60

English / Social
Studies

ALCUSH (Grade Weights II,
III)

New teams will learn each others' curricula and prepare
common assignments. 30 $1,326.60

English /
Reading F19 New teams will develop curriculum and activities to

implement F19 course learning targets. 30 $1,326.60

English / Social
Studies

ALCUSH (Grade Weights II,
III)

New teams will learn each others' curricula and prepare
common assignments. 30 $1,326.60

All Departments Departmental Literacy Liason Liaisons will read "Do I Really Have to Teach Reading?" 30 $1,326.60

English /
Reading

Develop a Timeline for Online
Publishing of North Star

Newspaper
Timeline for moving to online edition. Charles Pratt, Ivan

Silverberg, Evelyn Lauer 30 $1,326.60

Lit Center Literacy Coaching
Development Literacy coaching plan for 2011-12. Christine Lubarsky, Mary

Fahy 30 $1,326.60



Department Project Title Description Teachers Hours Cost Hourly Rate: $44.22

English /
Reading

Integration of Technology in
Freshman 12-22 Curriculum Supplement 12-22 with AAL. Ivan Silverberg, Jean

Ordonez, Dan Quinlin 30 $1,326.60

English /
Reading

RtI Tier 1, 2, & 3 Progress
Monitoring Sequences

Detailed overview of literacy assessment tolls that meet
RtI guidelines. Katie Gillies, Ellen Foley 30 $1,326.60

Student
Services IGNITION Prepare to implement IGNITION freshmen homeroom

program.
Jackie Lipka, Hope
Kracht, Anne Alegnani 30 $1,326.60

Science Integrated Lab Science Analyze data. Christine Camel 30 $1,326.60

Science Biology 12-22 Analyze data for freshman Common Final Assessments. Christine Camel 30 $1,326.60

Science Biology 11-21 Analyze data for freshman Common Final Assessments. Christine Camel 30 $1,326.60

Math Developing Video Lectures for
Flipping the Classroom

Develop videos for Alg 12-22 to all teachers to flip the
classroom.

Amy Koning, Matt
Fahrenbacher 30 $1,326.60

Student
Services

Tier 1 Pregnancy Prevention
Intervention An RtI program focusing on pregnancy prevention. Jackie Lipka, Monica

Weitzel 10 $442.20

Student
Services School Motivation Intervention Create a Tier 2 group intervention targeting school

motivation.
Stephanie Hentz, Jackie
Lipka, Anna Hemilton 30 $1,326.60

Student
Services Suicide Prevention Training Create a suicide prevention training module pursuant to

state law (Jason Flatt Act.)
Stephanie Hentz,
Jennifer Pape 30 $1,326.60

Math
Mathematical Modeling and

Research Curriculum
Development

Year-long overview that depicts order & pacing of topics;
MMR unit & instructional material development

Tim Miller, Amy Kaye,
Ankur Joshi, Katherine
France

30 $1,326.60

Math ELL Algebra Year long overview order and topics to be learned. Happi Bills, Lisa Stone,
Tayyaba Ahmad 30 $1,326.60

Math Geo 12-22 Benchmark Exam
Creation 5-6 benchmark exams for 1st sem of Geo 12-22.

Amy Koning, Vanessa
Brechling, Matt
Sokolowski, Nevin Van
Roeyen

30 $1,326.60



Department Project Title Description Teachers Hours Cost Hourly Rate: $44.22

Math Data Analysis of CRT Exams Summarize implications of data and suggest changes to
improve instruction.

Hetal Shah, Kathie
Kajmowicz, Natalie
Moscovitch, Collee
Gogerty, James
Krzeminski, Katherine
France

30 $1,326.60

Math PreCalc Course Alignment Explore if it is feasible, and if so, how pre-calc courses
may be aligned.

Katherine France,
Shawn Martin, Suzy
Bohigian, Ankur Joshi,
Tayyaba Ahmad, Lynn
Rauser, Ryan Geu,
Colleen Gogerty, George
Bravos, Natalie
Moscovitch, Rick Meyer

30 $1,326.60

Math Algebra 12-22 Benchmark
Exam Development

5-6 benchmark exams, timing of exams, finalize review
process

Kate Buttita, Shana
Goldman, Jody Trapani,
Sean Delahanty

30 $1,326.60

Math Algebra 32-42 Learning
Targets Update and align learning targets.

Andy Swedberg, Christy
Erickson, Drew Roche,
James Krzeminski

30 $1,326.60

Math Algebra 12-22 CRT Revision Revise 1st semester CRT to reflect change in learning
targets.

Hetal Shah, Matt
Sokolowski, James
Krzeminski, Georgia
Makris, Andrew
Swedborg

30 $1,326.60

Math Algebra 12-22 / 12-22 Ext
Curriculum Development

Prepare year-long overview of order, pacing, unit
development, instructional materials.

Kathie Kajmowicz, Matt
Fahrenbacher, Jeff
Tackes, Jasminka Jukic,
Dominic Savino

30 $1,326.60

Math Functional Pre-Calc
Curriculum Guide Revision Prepare revised FPC curriculum guide.

Colleen Gogerty, Natalie
Moscovitch, Suzy
Bohegian, Richard
Meyer

30 $1,326.60

Math Revision of the Math Dept
External Website

Revise website to reflect best practices found among
high-performing schools.

Shawn Martin, Matt
Fahrenbacher 15 $663.30

Science Analyze Data for Freshman
Common Assessments

Analyze Data for Freshman Common Assessments for
Physical Science Christine Camel 30 $1,326.60

English, Social
Studies, IRC

Flip Camera & Adobe
Software Learn digital storytelling software.

Sally Graham, Matt
Weatherington, Sherry
Baehr, Beverly Zbinda

30 $1,326.60



Department Project Title Description Teachers Hours Cost Hourly Rate: $44.22

Student
Services

Matrix of Researched-Based
Interventions & Strategies

(Social & Emotional)

Compilation of research-based materials and strategies
for use by problem-solving teams.

Felix Caceres, Monica
Weitzel 30 $1,326.60

Fine Arts Intro to Drama Curriculum guide to a one-semester special education
drama course.

Tim Ortmann, Andy
Sinclair 30 $1,326.60

Fine Arts Digital Photo II Common assessment for new course. Rush, Sortino, Wismer 30 $1,326.60

District Work with PAR consulting
teachers Planning and procedures for 2011-12.

Pankaj Sharma, Amy
Koning, Sarah Barney,
Ann Goethals, Ruth
Gleischer

30 $1,326.60

Fine Arts Digital Art & Design Final
Common Assessment Develop common assessment. Sortino, Rush, Wismer 30 $1,326.60

English Planning for Restructuring F19 Study data relative to college readiness and generate
instruction paradigms. Gillies, Foley 30 $1,326.60

English End-of-Course Assessment
Analysis Analyze end-of-course assessments. 30 $1,326.60

Fine Arts Advanced Art Studio Common
Assessment Generate common assessment. Real, Zilewicz 30 $1,326.60

Fine Arts AP Art Studio Common Final
Assessment Generate common assessment. Real, Zilewicz 30 $1,326.60

Special Ed Biology Create learning targets and curriculum guide. Erick Kaiser, Dan Casey,
Brandy Divito 16 $707.52

Fine Arts Drawing / Painting Common
Assessment Generate common assessment. Real, Zilewicz 30 $1,326.60

Fine Arts Ceramics II Common
Assessment Generate common assessment. Real, Wismer 30 $1,326.60

Special Ed Geometry Create learning targets and curriculum guide. Klayman, Choldin,
Brandes 30 $1,326.60

Science Create a Bio-11 Moodle Moodle site organized by unit and learning targets. Jodelka, Czupryna,
Jarad, Erickson 30 $1,326.60

Physical
Welfare

Sophomore Common
Assessment Generate common assessment.

Fitzgerald, Macejak,
Egofske, Heselton,
Metoyer, Vanderjeugdt,
Swanson

30 $1,326.60



Department Project Title Description Teachers Hours Cost Hourly Rate: $44.22

Physical
Welfare

Freshman Common
Assessment Generate common assessment.

Fitzgerald, Macejak,
Egofske, Heselton,
Metoyer, Vanderjeugdt,
Swanson

30 $1,326.60

Physical
Welfare Sophomore Curriculum Guide Generate curriculum guide.

Fitzgerald, Macejak,
Egofske, Heselton,
Metoyer, Vanderjeugdt,
Swanson

30 $1,326.60

Physical
Welfare Freshmen Curriculum Guide Generate curriculum guide.

Fitzgerald, Macejak,
Egofske, Heselton,
Metoyer, Vanderjeugdt,
Swanson

30 $1,326.60

Student
Services

Matrix of Researched-Based
Interventions & Strategies

(Academic)

Compilation of research-based materials and strategies
for use by problem-solving teams.

Felix Caceres, Monica
Weitzel 8 $353.76

Special Ed Sophomore English
Curriculum Create learning targets and curriculum guide. Whitefield, Klenetsky,

Gillies, Shey 30 $1,326.60

Special Ed Health Create learning targets and curriculum guide. Shaoul, LaPointe, Shay 30 $1,326.60

Special Ed Algebra 3-4 Create learning targets and curriculum guide. Hall, Klayman, Choldin 30 $1,326.60

Special Ed Consumer Ed Create learning targets and curriculum guide. Shaoul, LaPointe, Davis 30 $1,326.60

Special Ed Reading Curriculum Revise learning targets and curriculum guide. Whitefield, Rogers,
Schnabel 30 $1,326.60

Science Interactive Lessons on Moodle Creating effective lessons on Moodle. Heinz, Boll, Metzler 30 $1,326.60

Science Online biology 12-22 Course Create an online supplemental bio 12-22 course. Foster, Lacey, Slife 30 $1,326.60

Science
STEM Inquiry & Research

Database of Research
Projects

Construct a database of student projects with searchable
capabilities.

Gleicher, Villa,
Czupryna, Naughton 30 $1,326.60



Department Project Title Description Teachers Hours Cost Hourly Rate: $44.22

Science
Common End-of-Unit Exams

for Anatomy/Physiology
Coded by Learning Targets

Common End-of-Unit Exams for Anatomy/Physiology
Coded by Learning Targets

Pauley, Erickson,
Thielsen, Milanesio,
Brenner

30 $1,326.60

Science Physics 10-20 Learning
Targets Create learning targets and curriculum guide. Musleh, Swider 30 $1,326.60

Science Tech / Moodle for Chem 12-22 Create tech resources and online collaboration tools for all
district chem teachers. Klamm, Koreman, Boll 30 $1,326.60

Science Bio 13-23 Common Final
Assessment Create a common final assessment Serafini, Greenspan,

Donnelly 30 $1,326.60

TOTALS 2,244 $99,229.68



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

FUND BALANCE REVENUE EXPENDITURES BALANCE OUTSTANDING
EDUCATIONAL $74,493,932 $75,682,411 ($67,733,153) $82,443,190 $3,063,062
OPERATIONS & MAINT. $8,832,928 $6,639,648 ($15,222,413) $250,163 $3,396,364
DEBT SERVICE $2,594,282 $65,712,367 ($66,643,974) $1,662,675 $0
TRANSPORTATION $3,742,139 $1,589,511 ($2,158,195) $3,173,455 $2,327,257
IMRF/FICA $3,374,416 $1,924,110 ($2,352,229) $2,946,297 $0
CAPITAL PROJECTS $0 $16,126,209 ($106,800) $16,019,409 $0
WORKING CASH $23,625,483 $1,086,063 $0 $24,711,546 $0
TORT/LIABILITY $7,291,783 $1,480,377 ($1,983,987) $6,788,173 $840,985
LIFE SAFETY $3,538,767 $1,060,712 ($830,141) $3,769,338 $238,693

TOTAL ALL FUNDS $127,493,730 $171,301,408 ($157,030,892) $141,764,246 $9,866,361

CASH & OTHER FUND
FUND INVESTMENTS ASSETS LIABILITIES BALANCE
EDUCATIONAL $81,244,112 $36,573 $1,162,505 $82,443,190
OPERATIONS & MAINT. $250,163 $0 $0 $250,163
DEBT SERVICE $1,662,675 $0 $0 $1,662,675
TRANSPORTATION $3,173,455 $0 $0 $3,173,455
IMRF/FICA $2,946,297 $0 $0 $2,946,297
CAPITAL PROJECTS $16,019,409 $0 $0 $16,019,409
WORKING CASH $24,711,546 $0 $0 $24,711,546
TORT/LIABILITY $6,788,173 $0 $0 $6,788,173
LIFE SAFETY $3,769,338 $0 $0 $3,769,338

TOTAL ALL FUNDS $140,565,168 $36,573 $1,162,505 $141,764,246

 BUDGET FY 2011 MONTH MONTH MONTH
TO DATE TO DATE TO DATE

FUND REVENUE EXPENDITURES REVENUE EXPENDITURES POs CREATED
EDUCATIONAL $112,279,137 $98,795,026 $13,641,059 $6,798,816 $588,121
OPERATIONS & MAINT. $13,646,700 $18,837,816 $1,430,779 $1,527,858 $594,724
DEBT SERVICE $7,913,648 $6,477,472 $912,334 $0 $0
TRANSPORTATION $3,507,698 $6,211,729 $959,477 ($196,745) $3,665
IMRF/FICA $4,870,482 $3,220,796 $517,053 $296,114 $0
CAPITAL PROJECTS $0 $0 $24,640 $0 $0
WORKING CASH $779,483 $791,000 ($81,787) $0 $0
TORT/LIABILITY $261,898 $4,119,508 ($30,889) ($35,669) $10,941
LIFE SAFETY $3,167,423 $2,802,779 $453,483 $29,256 $16,547

TOTAL ALL FUNDS $146,426,469 $141,256,126 $17,826,149 $8,419,630 $1,213,998

NILES TOWNSHIP HIGH SCHOOL DISTRICT #219

MARCH 31, 2011
FINANCIAL REPORT

(INCLUDES OPERATING TRANSFERS)



NILES TOWNSHIP HIGH SCHOOL DISTRICT 219
REVENUE, EXPENDITURES AND FUND BALANCES
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To:   Dr. Nanciann Gatta 
Board of Education 

 
From:  Dr. Anne Roloff 
 
Date:  May 3, 2011 
 
Re:  Summer School 
 
 
In alignment with Board Goals 1 and 2, the following are four additions to the 2011 
Summer School program.  All will be offered for credit.  Common final exams are in 
place for the Algebra and Biology courses and will be used to gauge the effectiveness of 
offering these programs over the summer.  All of the courses below fall under at least 
one of the four areas defined in the summer school mission statement: graduation 
requirements, advancement, remediation, or exploration. 
 
Algebra 12‐22 for students who are not on the college readiness track: 

- Students who did not take algebra in 8th grade may take Algebra 12‐22 in the 
summer so that they may take Geometry freshman year; 

- Students who took Algebra 10‐20 may take Algebra 12‐22 in the 
summer and move into Geometry 12‐22; 

- Students who took Geometry 10‐20 (and took Algebra 10‐20 previously) 
may take Algebra 12‐22 in the summer and move into Algebra 32‐42 

 
Biology 12‐22 freshman students who took Biology 13‐23 or ILS will take Biology 12‐22 
in order to be on track for college readiness.  After successful completion of Biology 12‐
22, these students will be on the college readiness track and able to take Chemistry 12‐
22 in the fall of their sophomore year.  This class may meet in a different time frame 
than the regular 6 week, 8‐12 schedule. 
 
Introduction to Online Journalism  This enrichment course is designed for students of 
any grade level, especially incoming freshmen, and introduces students to the 
interviewing, writing, and technological skills required to produce an online newspaper.  
Students will get to practice composing pieces and taking photographs which could 
spark an interest in working on the newspaper staff during the school year. 
 
The Chicago Visual Art Experience….A Journaling Journey 
Students will take part in a variety of themed visual art experience in and around the 
Chicago land area such as visiting art museums, cultural institutions, art galleries, artist‐
run studio spaces, important architectural sites, and ethnic neighborhoods. During this 
experience students will be documenting their journey in the way of a visual journal. 
Students will use these journals as a way to observe and illustrate the environment 



surrounding them, documenting life and as a way to record experiences all while 
developing artistic skills under the watchful eye of their art teacher. 
 This elective course will focus on three main goals: 

1. Cultural awareness (Museums, cultural centers, architecture and ethnicity) 
2. Drawing methods (line, color, shape, design and image) 
3. Writing (expressing thoughts, feelings, memories and ideas) 

Course Structure: (much like the current Arts Appreciation Tim Ortmann does in 
Drama/Theatre‐it may be possible to utilize the same course code and just use 2 
sections of it=Drama and Visual Arts) 
Classroom: Students will utilize the themed travels as their classroom. 
Transportation method: Bus will be required. 
Supplies: Hardcover sketchbook, pencil, pen, brush and watercolors. 
Time frame: 2‐3 week course/ 4‐8 hour days 
Cost to student: TBA (must set‐up venues first) 
 




