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INTRODUCTION 
 
The policies and procedures in this manual are not intended to be contractual commitments by Smithton 
CCSD #130, and employees shall not construe them as such. Smithton CCSD #130 reserves the right to 
revoke, change or supplement these guidelines at any time without notice. Every employee is expected 
to read, understand, and follow the provisions of the manual and will be held responsible for knowing its 
contents. 
 
For employees covered under the district’s bargaining agreement, please refer to the “Agreement 
between the Board of Education Smithton Community Consolidated School District #130 and the 
Smithton Federation of Teachers, Local 6220, IFT-AFT, AFL/CIO.” Additionally, administrative 
employees (Superintendent, Principal) are subject to the guidelines and procedures outlined in their 
respective contracts. This Handbook applies to all employees of the District, including administrative 
employees and all individuals who may be under any Collective Bargaining Agreement. In the event of a 
conflict between this Handbook and any valid, existing union agreement or administrative employment 
agreement, then the union or employment agreement as to those employees only, shall prevail. 
 

EQUAL OPPORTUNITY 
 
The School District shall provide equal employment opportunities to all persons regardless of their race, 
color, religion, creed, national origin, sex, sexual orientation, age, ancestry, marital status, arrest record, 
military status, order of protection status, unfavorable military discharge, citizenship status provided the 
individual is authorized to work in the United States, use of lawful products while not at work, being a 
victim of domestic, violence, sexual violence, or gender violence, genetic information, physical or 
mental handicap or disability, if otherwise able to perform the essential functions of the job with 
reasonable accommodation, pregnancy, childbirth, or related medical conditions; credit history, unless a 
satisfactory credit history is an established bona fide occupational requirement of a particular position, 
or other legally protected categories. No one will be penalized solely for his or her status as a registered 
qualifying patient or a registered designated caregiver for purposes of the Compassionate Use of 
Medical Cannabis Pilot Program Act, 410 ILCS 130/. 
 
Persons who believe they have not received equal employment opportunities should report their claims 
to the Nondiscrimination Coordinator and/or a Complaint Manager for the Uniform Grievance 
Procedure. No employee or applicant will be discriminated against because he or she: (1) requested, 
attempted to request, used, or attempted to use a reasonable accommodation as allowed by the Illinois 
Human Rights Act, or (2) initiated a complaint, was a witness, supplied information, or otherwise 
participated in an investigation or proceeding involving an alleged violation of this policy or State or 
federal laws, provided the employee or applicant did not make a knowingly false accusation nor provide 
knowingly false information.  
 
Administrative Implementation 
The Superintendent shall appoint a Nondiscrimination Coordinator for personnel who shall be 
responsible for coordinating the District's nondiscrimination efforts. The Nondiscrimination Coordinator 
may be the Superintendent or a Complaint Manager for the Uniform Grievance Procedure. The 
Superintendent shall insert into this policy the names, addresses, and telephone numbers of the District's 
current Nondiscrimination Coordinator and Complaint Managers. 
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Nondiscrimination Coordinator: 
 

Name: Courtney Castelli 
Address: 316 S. Hickory St., Smithton, IL  62285 
Email: ccastelli@sccsd130.com 
Telephone No.: 618/233-6863, ext. 105 

 
Complaint Managers: 
 

Name Stacy Belosi  Courtney Castelli 
Address 316 S. Hickory St., Smithton, IL  62285  316 S. Hickory St., Smithton, IL  62285 
Email sbelosi@sccsd130.com  ccastelli@sccsd130.com 
Telephone No. 618/233-6863, ext. 103  618/233-6863, ext. 105 

 
The District will attempt to recruit and hire minority employees. The implementation of this policy may 
include advertising openings in minority publications, participating in minority job fairs, and recruiting 
at colleges and universities with significant minority enrollments. This policy, however, does not require 
or permit the District to give preferential treatment or special rights based on a protected status without 
evidence of past discrimination. 
 
American with Disabilities Act 
The District complies with all applicable provisions of the Americans with Disabilities Act (ADA). It is 
the District’s policy not to discriminate against any qualified individual on the basis of disability with 
regard to any phase of employment, including application, advancement, working conditions, and 
benefits. Under the ADA, a “qualified individual” is a person with a disability who is able to perform the 
essential functions of a position, with or without a reasonable accommodation. 
 
Workplace Accommodations for Nursing Mothers (Board Policy 5:10) 
The District accommodates mothers who choose to continue breastfeeding after returning to work. An 
employee who is a nursing mother may take reasonable breaks to express breast milk or breastfeed her 
infant. The employee’s supervisor shall help the employee arrange a break schedule accommodating the 
nursing mother while minimizing disruption. The break time may run concurrently with any break time 
already provided to the employee. 
 
Each Building Principal shall identify a private room or space where, if a request is made, an employee 
may express milk or breastfeed her infant. The private space must: (1) be in close proximity to the work 
area and be other than a bathroom, and (2) be free from intrusion from coworkers and the public, and (3) 
include an electrical outlet for the use of an electric breast pump. 
 
Supervisors should consider ways to accommodate an employee’s needs with minimal disruption of the 
school environment. If possible, supervisors will ensure that employees are aware of these workplace 
accommodations prior to maternity leave. 
 
Title IX 
Title IX prohibits discrimination on the basis of sex in education programs or activities by recipients of 
federal financial assistance. Smithton CCSD #130 does not discriminate on the basis of sex in all aspects 
of its educational programs and activities, and it complies with Title IX of the Education Amendments of 
1972 and its implementing regulations (34 C.F.R. Part 106) concerning everyone in the District’s  
  

http://redirector.microscribepub.com/?cat=cfr&loc=us&id=34&spec=106
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education programs and activities, including applicants for employment, students, parents/guardians, 
employees, and third parties. The Title IX coordinator for the District is Stacy Belosi. The coordinator 
may be contacted at 618-233-6863 or in person at 316 South Hickory Street, Smithton, Illinois 62285. 
Smithton CCSD #130 has jurisdiction over complaints alleging violations of Title IX and grievance 
procedure questions to address sex discrimination claims are to be directed to the district coordinator. A 
person who wishes to make a report under this Title IX Sexual Harassment grievance procedure may 
make a report to the Title IX Coordinator, Nondiscrimination Coordinator, Building Principal, Assistant 
Building Principal, Dean of Students, a Complaint Manager, or any employee with whom the person is 
comfortable speaking. A person who wishes to make a report may choose to report to a person of the 
same gender. Inquiries concerning application of Title IX and its implementing regulations may be 
referred to the Title IX coordinator or to the U.S. Department of Education’s Office for Civil Rights, 
500 W. Madison, Chicago IL 60661. 
 

POLICIES REGARDING EMPLOYMENT 
 

Initial Contact and Interviews 
Initial contact and appointments for interviews may be set by the building principal, or other appropriate 
administrator. Candidates will be interviewed by the building principal, superintendent and/or other 
appropriate staff members. 
 
Selecting and Appointing Applicants 
Candidates selected for employment shall meet all applicable district and state requirements and be 
recommended by the Superintendent to the Board of Education. A candidate recommended to the Board 
should be professionally prepared, fully qualified, and competent or show promise of competency in the 
area for which they are employed. Each and every person connected with the Smithton School District 
on a paid, voluntary, or elected basis is an important member of a large team, whose purpose is to 
provide education for the youth of the district. 
 
Position Descriptions 
The Office of Human Resources will provide job descriptions for full-time positions which occur within 
the district. The job descriptions shall include training and experience requirements in addition to the job 
requirements of the employee. 
 
Posting of Positions 
Certificated or support personnel openings in the district shall be posted in the school and on the 
district’s website (https://www.sccsd130.com/). The openings may also be posted on regional and/or 
state websites as appropriate. 
 
Application Procedures 
Candidates interested in positions with Smithton CCSD #130 must complete the appropriate application 
form (certified, non-certified, volunteer, or coach) and submit the necessary supporting documentation 
(license, resume, cover letter, letters of reference, transcripts, etc.). 
 
Immigration Law Compliance 
As a condition of employment, all new and current employees must show valid proof that they are eligible 
to work in the United States. 
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Background Checks 
Smithton CCSD #130 desires to provide its staff with a reasonably safe and secure environment. It is 
required by law that the district screen persons for positions on the basis of specific criminal conviction 
records that by law prohibit an individual’s employment or raise a reasonable doubt as to an individual’s 
fitness for a particular position. All newly hired regular, temporary and volunteer staff assuming 
positions in Smithton CCSD #130 will be subject to fingerprinting and employee background checks 
through the Illinois State Police, the Federal Bureau of Investigation, and the Department of Children 
and Family Services. Additionally, the district will run a check on potential employees through the 
Illinois Sex Offender Registry and the Illinois Murderer and Violent Offender Against Youth Registry. 
 
Continuous Service 
Individuals who remain in continuous service in the same position from one school year to the next 
(even if they require annual employment action by the Board) will not be required to undergo 
subsequent background screening unless they have a break in service or screening is requested by the 
Board of Education. 
 
Criminal Convictions 
Smithton CCSD #130 reserves the right not to hire or retain anyone who has been convicted of a 
criminal offense outlined in 105 ILCS 5/21B-80 or who falsifies or omits facts from his/her employment 
application or other employment documents. Conviction of a crime that involves dishonesty may result 
in an automatic termination of employment. Before any decision is made, the nature of the crime and 
circumstances surrounding the conviction will be considered. Smithton CCSD #130 may not hire and 
must terminate any individual convicted of one of the enumerated offences in 105 ILCS 5/10-21.9. 
 
Employment Categories 
There are five categories of employees: 
 

1. Regular Full-Time 
An employee who works a normal 40 hour work week on a regular 9, 10, 11, or 12 month basis. 
 

2. Regular Part-Time 
An employee who works less than a normal 40 hour work week including athletic-related 
positions (athletic director, coaches) and activity sponsors. 
 

3. Probationary (not applicable to employees under contractual bargaining agreements) The 
first six months of employment for any regular full-time or regular part-time employee shall be 
considered a probationary period of employment. If the employee has sufficiently met the 
performance standards of their job description, permanent employment with the district will be 
offered. If an employee has not sufficiently met the performance standards of their job 
description within the six month probationary period, that employee will be dismissed from their 
job. 
 

4. Temporary 
An employee hired for a period not exceeding three months and who is not entitled to regular 
benefits. An extension of a temporary work classification for an additional three month period, or 
less, may be granted, if upon review by administration, the assignment is clearly found to be 
necessary. A temporary employee may be full-time or part-time. Students working part-time and 
those who work during the summer are also considered temporary employees. 
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5. Volunteer 
An individual, such as an assistant coach, who is approved by the Board of Education, and 
provides service to students and/or school staff, but does not receive compensation. Volunteers 
must be approved annually by the Board of Education. 

 
Job Classifications (Board Policy 5:35) 
The Superintendent will ensure that all job positions are identified as either “exempt” or “non-exempt” 
according to State law and the Fair Labor Standards Act (FLSA) and that employees are informed 
whether they are “exempt” or “non-exempt.” “Exempt” and “non-exempt” employee categories may 
include certificated and non-certificated job positions. All non-exempt employees, whether paid on a 
salary or hourly basis, are covered by minimum wage and overtime provisions. All employment 
positions are classified as exempt or non-exempt according to these definitions: 
 

Exempt 
Positions of a managerial, administrative, or professional nature, as prescribed by federal and 
state labor statutes, which are exempt from mandatory, overtime payments. Salaried Exempt 
positions in the Smithton School District include: (1) Superintendent, (2) Principal, (3) Business 
Director, (4) Maintenance Director, (5) Technology Director, and (6) Certified Employee 
(teacher, social worker, speech language pathologist, etc.). 
 
Non-Exempt 
Non-exempt positions are of a clerical, technical, or service nature, as defined by statute, which 
are covered by provisions for overtime payments. All positions in the Smithton School District, 
other than the “exempt” jobs described above, are considered “non-exempt.” 
 

Schedules and Employment Year 
The following work schedule rules apply to all non-exempt employees, who are not covered by a 
District collective bargaining agreement or administrative contract: 
 
A regular full time assignment is an 8.5 hour work day. The District provides a 30 minute, unpaid, duty 
free lunch for employees that work 7.5 continuous hours or longer. All comp time or overtime must be 
pre-approved by the employee’s supervisor before the work is completed. 
 

Twelve-Month Employees 
Twelve-Month employees work daily (Monday through Friday) except holidays and earned 
vacation time. During the school calendar year there may be an occurrence of certain 
modifications of the 12-month employees’ work schedule, subject to building needs as 
determined by the building principal and/or superintendent. 
 
Nine-Month Employees 
School-year employees work the school calendar year unless otherwise specified. 
Paraprofessionals and playground monitors work a schedule subject to the building needs as 
determined by the building principal or by collective bargaining agreement. 
 
Hourly Employees 
Hourly employees work as needed and are approved by the building principal and/or 
superintendent. 
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Supervisory Staff 
The work day and work year for supervisory staff shall be similar to other personnel except that 
supervisory personnel are employed for specific tasks and such personnel are expected to work 
beyond their regular work day in order to accomplish such tasks when necessary. No additional 
remuneration shall be provided for such work. 

 
Collective Bargaining Agreements 
The Board of Education recognizes the Smithton Federation of Teachers – Local 6220, as the exclusive 
bargaining agent for all certified teaching personnel. 
 
The Board of Education recognizes the Smithton Federation of Teachers – Local 6220 as the exclusive 
bargaining agent for all paraprofessionals, teacher aides and custodians. 
 
The information contained in this handbook is not intended to supersede any contractual right or 
agreement contained in the Agreement between the Board of Education Smithton Community 
Consolidated School District #130 and the Smithton Federation of Teachers, Local 6220, IFT-AFT, 
AFL/CIO. 
 

PROFESSIONAL STANDARDS OF CONDUCT 
 
Purpose – The Smithton Board of Education has adopted the following Professional Standards of 
Conduct to apply to the District’s officers, administrators and employees. These standards are intended 
to direct officers, administrators and employees on areas of ethical risk; provide guidance to help 
recognize and deal with ethical issues as well as provide mechanisms to report unethical conduct. It is 
intended to foster a culture of honesty and accountability, deter unethical behavior and promote fair and 
accurate disclosure and reporting. 
 
Introduction – Each officer, administrator and employee is expected to adhere to a high standard of 
ethical conduct. The good name of the Smithton CCSD #130 depends on the way officers, 
administrators and employees conduct business and the public’s perception of that conduct. Unethical 
actions are not acceptable. Officers, administrators and employees are expected to be guided by the 
following Standards of Conduct in carrying out their responsibilities: 
 
Standards of Conduct 
Standard 1: Legal Compliance – An employee shall abide by federal, state, and local laws and 
statutes. Unethical conduct includes, but is not limited to, the commission or conviction of a felony or of 
any crime involving moral turpitude; of any other criminal offense involving the manufacture, 
distribution, trafficking, sale, or possession of a controlled substance. 
 
Standard 2: Conduct with Students – An employee shall always maintain a professional relationship 
with all students, both in and outside the classroom. Unethical conduct includes but is not limited to: 
 

1. Committing any act of child abuse, including physical and verbal abuse; 
2. Committing any sexual act with a student or soliciting such from a student; 
3. Engaging in or permitting harassment of or misconduct toward a student that would violate a state 

or federal law; 
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4. Soliciting, encouraging, or consummating an inappropriate written, verbal, electronic, or physical 
relationship with a student; 

5. Furnishing tobacco, alcohol, or illegal/unauthorized drugs to any student; or 
6. Failing to prevent the use of alcohol or illegal or unauthorized drugs by students who are under 

the educator’s supervision (including but not limited to at the educator’s residence or any other 
private setting). 

 
Standard 3: Alcohol or Drugs – An employee shall refrain from the use of alcohol or illegal or 
unauthorized drugs during the course of professional practice. Unethical conduct includes but is not 
limited to: 
 

1. Being on school premises or at a school-related activity while under the influence of, possessing, 
using, or consuming illegal or unauthorized drugs; and 

2. Being on school premises or at a school-related activity involving students while under the 
influence of, possessing, or consuming alcohol. A school-related activity includes, but is not 
limited to, any activity sponsored by the school or school system (booster clubs, parent teacher 
organizations, or any activity designed to enhance the school curriculum i.e., Foreign Language 
trips, etc.). 

 
Standard 4: Honesty – An employee shall exemplify honesty and integrity in the course of professional 
practice. Unethical conduct includes but is not limited to falsifying, misrepresenting or omitting: 
 

1. Job employment qualifications, criminal history, college or staff development credit and/or 
degrees, academic award, and employment history; 

2. Information submitted to federal, state, local school districts and other governmental agencies; 
3. Information regarding the evaluation of students and/or personnel; 
4. Reasons for absences or leaves; 
5. Information submitted in the course of an official inquiry/investigation; and 
6. Information submitted in the course of professional practice. 

 
Standard 5: Public Funds and Property – An employee entrusted with public funds and property shall 
honor that trust with a high level of honesty, accuracy, and responsibility. Unethical conduct includes 
but is not limited to: 
 

1. Failing to account for funds collected from students or parents; 
2. Submitting fraudulent requests or documentation for reimbursement of expenses or for pay 

(including fraudulent or purchased degrees, documents, or coursework); 
3. Co-mingling public or school-related funds with personal funds or checking accounts; 
4. Unauthorized use of school/district funds or school/district property; and 
5. The taking or selling of district educational materials or equipment. 

 
Standard 6: Remunerative Conduct – An employee shall maintain integrity with students, colleagues, 
parents, patrons, or businesses when accepting gifts, gratuities, favors, and additional compensation. 
Unethical conduct includes but is not limited to: 
 

1. Soliciting students or parents of students to purchase equipment, supplies, or services from an 
employee or to participate in activities that financially benefit the employee unless approved by 
the local board of education or authorized designee; 
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2. Accepting gifts from vendors or potential vendors for personal use or gain where there may be 
the appearance of a conflict of interest (please reference the “Gift Ban Act” in Employee 
Handbook). 

3. Tutoring students for remuneration, on district property, unless approved by the local board of 
education or authorized designee; and 

4. Coaching, instructing, promoting athletic camps, summer leagues, or camps, on district property, 
that involves students in the district and from whom the employee receives remuneration unless 
approved by the local board of education or authorized designee. These types of activities must 
also be in compliance with all rules and regulations of the related state and regional athletic 
associations. 

 
Standard 7: Confidential Information – An educator shall comply with state and federal laws and 
state school board policies relating to the confidentiality of student and personnel records, standardized 
test material and other information. Unethical conduct includes but is not limited to: 
 

1. Sharing of confidential information concerning student academic and disciplinary records, health 
and medical information, family status and/or income, and assessment/testing results unless 
disclosure is required or permitted by law; 

2. Sharing of confidential information restricted by state or federal law; 
3. Violation of confidentiality agreements related to standardized testing including copying or 

teaching identified test items, publishing or distributing test items or answers, discussing test 
items, or violating local school system or state directions for the use of tests or test items. 

 
Standard 8: Political Activities – An employee will not engage in prohibited political activities during 
any time in which they are being compensated to perform the job for which they have been hired by 
District 130 (please reference the “Prohibited Political Activities” section in the Employee Handbook). 
 
Standard 9: Sexual Harassment – Sexual harassment is defined as conduct on the basis of an individual’s 
sex that satisfies one or more of the following: 
 

1. A District employee conditions the provision of an aid, benefit, or service on an individual’s 
participation in unwelcome sexual conduct; or 

2. Unwelcome conduct determined by a reasonable person to be so severe, pervasive, and 
objectively offensive that it effectively denies a person equal access to the District’s educational 
program or activity; or 

3. Sexual assault as defined in 20 U.S.C. §1092(f)(6)(A)(v), dating violence as defined in 34 U.S.C. 
§12291(a)(10), domestic violence as defined in 34 U.S.C. §12291(a)(8), or stalking as defined 
in 34 U.S.C. §12291(a)(30). 

 
Examples of sexual harassment include, but are not limited to, touching, crude jokes or pictures, 
discussions of sexual experiences, teasing related to sexual characteristics, spreading rumors related to a 
person’s alleged sexual activities, rape, sexual battery, sexual abuse, and sexual coercion.  
 
Any actions of this nature exhibited toward students or staff is prohibited and deemed as inappropriate, 
unethical, illegal and unacceptable (please reference the “Sexual Harassment” section in the Employee 
Handbook). 
 
  

http://redirector.microscribepub.com/?cat=usc&loc=us&id=20-1092&
http://redirector.microscribepub.com/?cat=USC&loc=us&id=34-12291&
http://redirector.microscribepub.com/?cat=USC&loc=us&id=34-12291&
http://redirector.microscribepub.com/?cat=USC&loc=us&id=34-12291&
http://redirector.microscribepub.com/?cat=USC&loc=us&id=34-12291&
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Compliance with the Professional Standards of Conduct 
The District shall provide a workplace environment free of verbal, physical, or other conduct or 
communications constituting harassment on the basis of sex as defined and otherwise prohibited by State 
and federal law. District employees shall not make unwelcome sexual advances or request sexual favors 
or engage in any unwelcome conduct of a sexual nature when: (1) submission to such conduct is made 
either explicitly or implicitly a term or condition of an individual's employment; (2) submission to or 
rejection of such conduct by an individual is used as the basis for employment decisions affecting such 
individual; or (3) such conduct has the purpose or effect of substantially interfering with an individual's 
work performance or creating an intimidating, hostile, or offensive working environment. Sexual 
harassment prohibited by this policy includes, but is not limited to, verbal, physical, or other conduct. 
The terms intimidating, hostile, or offensive include, but are not limited to, conduct which has the effect 
of humiliation, embarrassment or discomfort. Sexual harassment will be evaluated in light of all the 
circumstances.  
 
A violation of this policy may result in discipline, up to and including discharge. Any person making a 
knowingly false accusation regarding harassment will likewise be subject to disciplinary action, up to 
and including discharge. An employee’s employment, compensation, or work assignment shall not be 
adversely affected by complaining or providing information about harassment. Retaliation against 
employees for bringing bona fide complaints or providing information about harassment is prohibited 
(see Board policy 2:260, Uniform Grievance Procedure). Aggrieved persons, who feel comfortable 
doing so, should directly inform the person engaging in harassing conduct or communication that such 
conduct or communication is offensive and must stop. 
 
Employees should report claims of harassment, including making a confidential report, to any of the 
following: his/her immediate supervisor, the Building Principal, an administrator, the Nondiscrimination 
Coordinator, and/or a Complaint Manager. Employees may choose to report to a person of the 
employee’s same sex. There are no express time limits for initiating complaints and grievances under 
this policy; however, every effort should be made to file such complaints as soon as possible, while facts 
are known and potential witnesses are available. 
 

Bullying, Intimidation, and Harassment Prohibited (Board Policy 7:20) 
No person, including a District employee or agent, or student, shall harass, intimidate, or bully a student 
on the basis of actual or perceived: race; color; national origin; military status; unfavorable discharge 
status from military service; sex; sexual orientation; gender identity; gender-related identity or 
expression; ancestry; age; religion; physical or mental disability; order of protection status; status of 
being homeless; actual or potential marital or parental status, including pregnancy; association with a 
person or group with one or more of the aforementioned actual or perceived characteristics; or any other 
distinguishing characteristic. The District will not tolerate harassing, intimidating conduct, or bullying, 
including sexual harassment, whether verbal, physical, sexual, or visual, that affects tangible benefits of 
education, that unreasonably interferes with a student’s educational performance, or that creates an 
intimidating, hostile, or offensive educational environment. Examples of prohibited conduct include 
name-calling, using derogatory slurs, stalking, sexual violence, causing psychological harm, threatening 
or causing physical harm, threatened or actual destruction of property, or wearing or possessing items 
depicting or implying hatred or prejudice of one of the characteristics stated above. 
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Sexual Harassment Prohibited. The District shall provide an educational environment free of 
verbal, physical, or other conduct or communications constituting harassment on the basis of sex as 
defined and otherwise prohibited by State and federal law. 
 

Making a Complaint; Enforcement. Students are encouraged to report claims or incidences of 
bullying, harassment, sexual harassment, or any other prohibited conduct to the Nondiscrimination 
Coordinator, Building Principal, Complaint Manager, or any employee with whom the student is 
comfortable speaking. A student may choose to report to a person of the student's same sex. Complaints 
will be kept confidential to the extent possible given the need to investigate. The District’s 
Nondiscrimination Coordinator will evaluate all express requests for confidentiality, considering 
whether and to what extent it can honor such request while also meeting its obligations under the law to 
respond to unlawful harassment. Students who make good faith complaints will not be disciplined. 
 
The Nondiscrimination Coordinator or designee shall use interventions as necessary to protect the 
Complainant during the investigation, such as but not limited to, physically separating the Complainant 
and accused with minimum burden on the Complainant, providing an adult escort for safety, academic 
support (including recalculating grades if necessary), school social work services or other counseling at 
no cost to Complainant, and school psychological services. 
 
An allegation that a student was a victim of any prohibited conduct perpetrated by another student shall 
be referred to the Complaint Manager or Building Principal for appropriate action. A student may 
choose to report to a person of the student’s same sex. Complaints will be kept confidential to the extent 
possible given the need to investigate. Students who make good faith complaints will not be disciplined.  
 
All district employees who personally observe or become aware of a formal or informal complaint of 
prohibited conduct shall immediately notify a designated District Complaint Manager or 
Nondiscrimination Coordinator. Failure to report known acts or complaints of harassment to a District 
Complaint Manager is a work rule violation and could result in disciplinary action against the employee, 
including but not limited to a letter of reprimand, suspension with or without pay or termination. 
 
In addition to making reports of bullying and harassment to the Complaint Manager, if an employee 
observes prohibited acts, they are encouraged to intervene to stop the harassment unless circumstances 
would make such intervention dangerous.  
 
The District Complaint Managers will inform the Nondiscrimination Coordinator of all complaints and 
reports received under this policy.  
 
The Superintendent shall insert into this policy the names, addresses, and telephone numbers of the 
District's current Nondiscrimination Coordinator and Complaint Managers. At least one of these 
individuals will be female, and at least one will be male. 
 
Nondiscrimination Coordinator: 
 

Name: Courtney Castelli 
Address: 316 S. Hickory St., Smithton, IL  62285 
Email: ccastelli@sccsd130.com 
Telephone No.: 618/233-6863, ext. 105 
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Complaint Managers: 
 

Name Stacy Belosi  Courtney Castelli 
Address 316 S. Hickory St., Smithton, IL  62285  316 S. Hickory St., Smithton, IL  62285 
Email sbelosi@sccsd130.com  ccastelli@sccsd130.com 
Telephone No. 618/233-6863, ext. 103  618/233-6863, ext. 105 

 
The Superintendent shall use reasonable measures to inform staff members and students of this policy, 
such as, by including it in the appropriate handbooks.  
 
Any District employee who is determined, after an investigation, to have engaged in conduct prohibited 
by this policy will be subject to disciplinary action up to and including discharge. Any District student 
who is determined, after an investigation, to have engaged in conduct prohibited by this policy will be 
subject to disciplinary action, including but not limited to, suspension and expulsion consistent with the 
behavior policy. Any person making a knowingly false accusation regarding prohibited conduct will 
likewise be subject to disciplinary action up to and including discharge, with regard to employees, or 
suspension and expulsion, with regard to students. A reprisal or retaliation against any person who 
reports an act of harassment or sexual harassment is prohibited. 
 
Workplace Harassment Prohibited (Board Policy 5:20) 
The School District expects the workplace environment to be productive, respectful, and free of 
unlawful discrimination, including harassment. District employees shall not engage in harassment or 
abusive conduct on the basis of an individual’s actual or perceived race, color, religion, national origin, 
ancestry, sex, sexual orientation, age, citizenship status, disability, pregnancy, marital status, order of 
protection status, military status, or unfavorable discharge from military service, nor shall they engage in 
harassment or abusive conduct on the basis of an individual’s other protected status identified in Board 
policy 5:10, Equal Employment Opportunity and Minority Recruitment. Harassment of students, 
including, but not limited to, sexual harassment, is prohibited by Board policies 2:260; 2:265; 7:20; 
7:180; and 7:185. 
 
The District will take remedial and corrective action to address unlawful workplace harassment, including 
sexual harassment. 
 
Sexual Harassment Prohibited. The District shall provide a workplace environment free of verbal, 
physical, or other conduct or communications constituting harassment on the basis of sex as defined and 
otherwise prohibited by State and federal law.  
 
District employees shall not make unwelcome sexual advances or request sexual favors or engage in any 
unwelcome conduct of a sexual nature when: (1) submission to such conduct is made either explicitly or 
implicitly a term or condition of an individual’s employment; (2) submission to or rejection of such 
conduct by an individual is used as the basis for employment decisions affecting such individual; or (3) 
such conduct has the purpose or effect of substantially interfering with an individual’s work 
performance or creating an intimidating, hostile, or offensive working environment. Sexual harassment 
prohibited by this policy includes, but is not limited to, verbal, physical, or other conduct. The terms 
intimidating, hostile, or offensive include, but are not limited to, conduct that has the effect of 
humiliation, embarrassment, or discomfort. Sexual harassment will be evaluated in light of all the 
circumstances. 
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Making a Report or Complaint. Employees are encouraged to promptly report information regarding 
violations of this policy. Individuals may choose to report to a person of the individual’s same gender. 
Every effort should be made to file such reports or complaints as soon as possible, while facts are known 
and potential witnesses are available. 
 
Aggrieved individuals, if they feel comfortable doing so, should directly inform the person engaging in 
the harassing conduct or communication that such conduct or communication is offensive and must stop. 
An employee should report claims of harassment, including making a confidential report, to any of the 
following: his/her immediate supervisor, the Building Principal, an administrator, the Nondiscrimination 
Coordinator, and/or a Complaint Manager. Employee may also report claims using Board policy 2:260, 
Uniform Grievance Procedure. 
 
Nondiscrimination Coordinator: 
 

Name: Courtney Castelli 
Address: 316 S. Hickory St., Smithton, IL  62285 
Email: ccastelli@sccsd130.com 
Telephone No.: 618/233-6863, ext. 105 

 
Complaint Managers: 
 

Name Stacy Belosi  Courtney Castelli 
Address 316 S. Hickory St., Smithton, IL  62285  316 S. Hickory St., Smithton, IL  62285 
Email sbelosi@sccsd130.com  ccastelli@sccsd130.com 
Telephone No. 618/233-6863, ext. 103  618/233-6863, ext. 105 

 
Investigation Process. Any District employee who receives a report or complaint of harassment must 
promptly forward the report or complaint to the Nondiscrimination Coordinator or a Complaint 
Manager. Any employee who fails to promptly forward a report or complaint may be disciplined, up to 
and including discharge. 
 
Reports and complaints of harassment will be confidential to the greatest extent practicable, subject to 
the District’s duty to investigate and maintain a workplace environment that is productive, respectful, 
and free of unlawful discrimination, including harassment. 
 
Reports That Involve Alleged Incidents of Sexual Abuse of a Child by School Personnel. An alleged 
incident of sexual abuse is an incident of sexual abuse of a child, as defined in 720 ILCS 5/11-9.1A(b), 
that is alleged to have been perpetrated by school personnel, including a school vendor or volunteer, that 
occurred: on school grounds during a school activity; or outside of school grounds or not during a school 
activity. 
 
Enforcement. A violation of this policy by an employee may result in discipline, up to and including 
discharge. Any person making a knowingly false accusation regarding harassment will likewise be 
subject to disciplinary action, which for an employee that may be up to and including discharge. 
 
Retaliation Prohibited. An employee’s employment, compensation, or work assignment shall not be 
adversely affected by complaining or providing information about harassment. Retaliation against 
employees for bringing complaints or providing information about harassment is prohibited, and  
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depending upon the law governing the complaint, whistleblower protection may be available under the 
State Officials and Employees Ethics Act (5 ILCS 430/), the Whistleblower Act (740 ILCS 174/), and 
the Ill. Human Rights Act (775 ILCS 5/). 
 
An employee should report allegations of retaliation to his/her immediate supervisor, the Building 
Principal, an administrator, the Nondiscrimination Coordinator, and/or a Complaint Manager. 
Employees who retaliate against others for reporting or complaining of violations of this policy or for 
participating in the reporting or complaint process will be subject to disciplinary action, up to and 
including discharge. 
 
Recourse to State and Federal Fair Employment Practice Agencies. The District encourages all 
employees who have information regarding violations of this policy to report the information pursuant to 
this policy. The following government agencies are available to assist employees: the Illinois 
Department of Human Rights and the U.S. Equal Employment Opportunity Commission. 
 
Illinois Governmental Ethics Act Requirement (Board Policy 5:120) 
All District employees are expected to maintain high standards in their school relationships, to 
demonstrate integrity and honesty, to be considerate and cooperative, and to maintain professional and 
appropriate relationships with students, parents, staff members, and others. In addition, the Code of 
Ethics for Illinois Educators, adopted by the Illinois State Board of Education, is incorporated by 
reference into this policy. Any employee who sexually harasses a student or otherwise violates an 
employee conduct standard will be subject to discipline up to and including dismissal. Written 
complaints alleging a violation of ethics shall be filed with the Superintendent or Board President. 
Additional details of this process may be found in Board Policy 5:120. 
 
The following employees must file a “Statement of Economic Interests” as required by the Illinois 
governmental Ethics Act: 

1. Superintendent; 
2. Building Principal; 
3. Head of any department; 
4. Any employee responsible for negotiation contracts, including collective bargaining agreement, 

in the amount of $1,000 or greater; 
5. Hearing officer; 
6. Any employee having supervisory authority for 20 or more employees; and 
7. Any employee in a position that requires an administrative or chief school business official 

endorsement. 
 
Ethics and Gift Ban Act (Board Policy 2:105) 
Board policy 2:105, Ethics and Gift Ban, applies to all District employees. Students shall not be used in 
any manner for promoting a political candidate or issue. 
 
Limitations on Receiving Gifts (Board Policy 2:105) 
Except as permitted by this policy, no employee, and no spouse of or immediate family member living 
with an employee shall intentionally solicit or accept any “gift” from any “prohibited source,” as those 
terms are defined below, or that is otherwise prohibited by law or policy.  
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Prohibited source. No employee may solicit or accept any Prohibited Gift. A gift is considered a 
Prohibited Gift if the person or entity that is offering the gift: 

● Is seeking official action by the employee or by any Board member, officer or employee who 
directs the covered employee. 

● Does business or seeks to do business with the employee or any Board member, officer or 
employee who directs the covered employee. 

● Conducts activities regulated by the covered employee or any Board member, officer or 
employee who directs the covered Employee. 

● Has an interest that may be substantially affected by the performance or non-performance of 
the official duties of the covered employee. 

● Is registered or required to be registered with the Secretary of State under the Lobbyist 
Registration Act. 

● Is an agent of, a spouse of, or an immediate family member living with a prohibited source.  
 
Gift means any gratuity, discount, entertainment, hospitality, loan, forbearance, or other tangible or 
intangible item having monetary value including but not limited to, cash, food and drink, and honoraria 
for speaking engagements related to or attributable to government employment or the official position of 
a Board member or employee. 

 
The following are exceptions to the ban on accepting gifts from a prohibited source: 
1. Opportunities, benefits, and services that are available on the same conditions as for the general 

public. 
2. Anything for which the employee, or his or her spouse or immediate family member, pays the 

fair market value. 
3. Any: (a) contribution that is lawfully made under the Election Code, or (b) activities associated 

with a fund-raising event in support of a political organization or candidate. 
4. Educational materials and missions. 
5. Travel expenses for a meeting to discuss business. 
6. A gift from a relative, meaning those people related to the individual as father, mother, son, 

daughter, brother, sister, uncle, aunt, great aunt, great uncle, first cousin, nephew, niece, 
husband, wife, grandfather, grandmother, grandson, granddaughter, father-in-law, mother-in-law, 
son-in-law, daughter-in-law, brother-in-law, sister-in-law, stepfather, stepmother, stepson, 
stepdaughter, stepbrother, stepsister, half brother, half sister, and including the father, mother, 
grandfather, or grandmother of the individual’s spouse and the individual’s fiancé or fiancée. 

7. Anything provided by an individual on the basis of a personal friendship unless the recipient has 
reason to believe that, under the circumstances, the gift was provided because of the official 
position or employment of the recipient or his or her spouse or immediate family member and 
not because of the personal friendship. In determining whether a gift is provided on the basis of 
personal friendship, the recipient shall consider the circumstances under which the gift was 
offered, such as: (a) the history of the relationship between the individual giving the gift and the 
recipient of the gift, including any previous exchange of gifts between those individuals; (b) 
whether to the actual knowledge of the recipient the individual who gave the gift personally paid 
for the gift or sought a tax deduction or business reimbursement for the gift; and (c) whether to 
the actual knowledge of the recipient the individual who gave the gift also at the same time gave 
the same or similar gifts to other employees, or their spouses or immediate family members. 
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8. Food or refreshments not exceeding $75 per person in value on a single calendar day; provided 
that the food or refreshments are: (a) consumed on the premises from which they were purchased 
or prepared; or (b) catered. “Catered” means food or refreshments that are purchased ready to 
consume which are delivered by any means. 

9. Food, refreshments, lodging, transportation, and other benefits resulting from outside business or 
employment activities (or outside activities that are not connected to the official duties of an 
employee), if the benefits have not been offered or enhanced because of the official position or 
employment of the employee, and are customarily provided to others in similar circumstances. 

10. Intra-governmental and inter-governmental gifts. “Intra-governmental gift” means any gift given 
to an employee from another employee, and “intergovernmental gift” means any gift given to an 
employee from an officer or employee of another governmental entity. 

11. Bequests, inheritances, and other transfers at death. 
12. Any item or items from any one prohibited source during any calendar year having a cumulative 

total value of less than $100. 
 
The employee, his or her spouse or an immediate family member living with the employee, does not 
violate this policy if the recipient promptly takes reasonable action to return a gift from a prohibited 
source to its source or gives the gift or an amount equal to its value to an appropriate charity that is 
exempt from income taxation under Section 501(c)(3) of the Internal Revenue Code. 
 
Prohibited Political Activities (Board Policy 2:105) 
The following guidelines govern political activities being conducted by District employees: 

1. No employee shall intentionally perform any prohibited “political activity” during any 
compensated time. 

2. No employee shall intentionally use any District property or resources in connection with any 
political activity. 

3. At no time shall any employee intentionally require any other employee to perform any political 
activity: (a) as part of that employee’s duties, (b) as a condition of employment, or (c) during any 
compensated time off, such as, holidays, vacation, or personal time. 

4. No employee shall be required at any time to participate in any political activity in consideration 
for that employee being awarded additional compensation or any benefit, whether in the form of 
a salary adjustment, bonus, compensatory time off, continued employment or otherwise; nor 
shall any Board member or employee be awarded additional compensation or any benefit in 
consideration for his or her participation in any political activity. 

 
An employee may engage in any activity that: (1) is otherwise appropriate as part of his or her official 
duties, or (2) is undertaken by the individual on a voluntary basis that is not prohibited by this policy. 
 
Prohibited political activity means: 

1. Preparing for, organizing, or participating in any political meeting, political rally, political 
demonstration, or other political event. 

2. Soliciting contributions, including but not limited to the purchase of, selling, distributing, or 
receiving payment for tickets for any political fundraiser, political meeting, or other political 
event. 

3. Soliciting, planning the solicitation of, or preparing any document or report regarding anything 
of value intended as a campaign contribution. 

4. Planning, conducting, or participating in a public opinion poll in connection with a campaign for 
elective office or on behalf of a political organization for political purposes or for or against any 
referendum question. 
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5. Surveying or gathering information from potential or actual voters in an election to determine 
probable vote outcome in connection with a campaign for elective office or on behalf of a 
political organization for political purposes or for or against any referendum question. 

6. Assisting at the polls on Election Day on behalf of any political organization or candidate for 
elective office or for or against any referendum question. 

7. Soliciting votes on behalf of a candidate for elective office or a political organization or for or 
against any referendum question or helping in an effort to get voters to the polls. 

8. Initiating for circulation, preparing, circulating, reviewing, or filing any petition on behalf of a 
candidate for elective office or for or against any referendum question. 

9. Making contributions on behalf of any candidate for elective office in that capacity or in 
connection with a campaign for elective office. 

10. Preparing or reviewing responses to candidate questionnaires. 
11. Distributing, preparing for distribution, or mailing campaign literature, campaign signs, or other 

campaign material on behalf of any candidate for elective office or for or against any referendum 
question. 

12. Campaigning for any elective office or for or against any referendum question. 
13. Managing or working on a campaign for elective office or for or against any referendum 

question. 
14. Serving as a delegate, alternate, or proxy to a political party convention. 
15. Participating in any recount or challenge to the outcome of any election. 

 
With respect to an employee whose hours are not fixed, compensated time includes any period of time 
when the employee is on premises under the control of the District and any other time when the 
employee is executing his or her official duties, regardless of location. 
 
Access to Electronic Networks (Board Policy 6:235) 
Electronic networks, including the Internet, are a part of the District's instructional program in order to 
promote educational excellence by facilitating resource sharing, innovation, and communication. The 
Superintendent or designee shall develop an implementation plan for this policy and appoint a system 
administrator. The School District is not responsible for any information that may be lost, damaged, or 
unavailable when using the network, or for any information that is retrieved or transmitted via the 
Internet. Furthermore, the District will not be responsible for any unauthorized charges or fees resulting 
from access to the Internet. 
 

Curriculum and Appropriate Online Behavior. The use of the District’s electronic networks shall: 
(1) be consistent with the curriculum adopted by the District as well as the varied instructional needs, 
learning styles, abilities, and developmental levels of the students, and (2) comply with the selection 
criteria for instructional materials and library resource center materials. As required by federal law and 
Board policy 6:60, Curriculum Content, students will be educated about appropriate online behavior, 
including but not limited to: (1) interacting with other individuals on social networking websites and in 
chat rooms, and (2) cyber-bullying awareness and response. Staff members may, consistent with the 
Superintendent’s implementation plan, use the Internet throughout the curriculum. The District’s 
electronic network is part of the curriculum and is not a public forum for general use. 
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Acceptable Use. All use of the District's electronic network must be (1) in support of education 
and/or research, and be in furtherance of the Board of Education's stated goal, or (2) for a legitimate 
school business purpose. Use is a privilege, not a right. Students and staff members have no expectation 
of privacy in any material that is stored, transmitted, or received via the District's electronic network or 
District computers. General rules for behavior and communications apply when using electronic 
networks. The District's Authorization for Electronic Network Access contains the appropriate uses, 
ethics, and protocol. Electronic communications and downloaded material, including files deleted from a 
user's account but not erased, may be monitored or read by school officials. 
 

Internet Safety. Technology protection measures shall be used on each District computer with 
Internet access. They shall include a filtering device that protects against Internet access by both adults 
and minors to visual depictions that are:(1) obscene, (2) pornographic, or (3) harmful or inappropriate 
for students, as defined by the Children’s Internet Protection Act and as determined by the 
Superintendent or designee. The Superintendent or designee shall enforce the use of such filtering 
devices. The Superintendent or designee shall include measures in this policy’s implementation plan to 
address the following:  

 
1. Ensure staff supervision of student access to online electronic networks,  
2. Restrict student access to inappropriate matter as well as restricting access to harmful materials,  
3. Ensure student and staff privacy, safety, and security when using electronic communications,  
4. Restrict unauthorized access, including “hacking” and other unlawful activities, and  
5. Restrict unauthorized disclosure, use, and dissemination of personal identification information, 

such as, names and addresses. 
 

Authorization for Electronic Network Access. Each staff member must sign the District's 
Authorization for Electronic Network Access as a condition for using the District's electronic network. 
Each student and his or her parent(s)/guardian(s) must sign the Authorization before being granted 
unsupervised use. All users of the District’s computers to access the Internet shall maintain the 
confidentiality of student records. Reasonable measures to protect against unreasonable access shall be 
taken before confidential student information is loaded onto the network. The failure of any student or 
staff member to follow the terms of the Authorization for Electronic Network Access, or this policy, will 
result in the loss of privileges, disciplinary action, and/or appropriate legal action. 
 
Personal Technology and Social Media: Usage and Conduct (Board Policy 5:125) 
 

Definitions 
● Includes - Means “includes without limitation” or “includes, but is not limited to.”  
● Social media - Media for social interaction, using highly accessible communication techniques 

through the use of web-based and mobile technologies to turn communication into interactive 
dialogue. This includes, but is not limited to, services such as Facebook, LinkedIn, Twitter, 
Instagram, Snapchat, and YouTube. 

● Personal technology -any device that is not owned or leased by the District or otherwise 
authorized for District use and: (1) transmits sounds, images, text, messages, videos, or 
electronic information, (2) electronically records, plays, or stores information, or (3) accesses the 
Internet, or private communication or information networks. This includes laptop computers 
(e.g., laptops, ultrabooks, and chromebooks), tablets (e.g., iPads, Kindle, Microsoft Surface, and 
other Android platform or Windows devices), smartphones (e.g., iPhone, Blackberry, Android 
platform phones, and Windows Phones), and other devices (e.g., iPod).  
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Usage and Conduct. All District employees who use personal technology and social media shall: 
1. Adhere to the high standards for appropriate school relationships required by policy 5:120, 

Ethics and Conduct at all times, regardless of the ever-changing social media and personal 
technology platforms available. This includes District employees posting images or private 
information about themselves or others in a manner readily accessible to students and other 
employees that is inappropriate as defined by policy 5:20, Workplace Harassment Prohibited; 
5:100, Staff Development Program; 5:120, Ethics and Conduct; 6:235, Access to Electronic 
Networks; 7:20, Harassment of Students Prohibited; and the Ill. Code of Educator Ethics, 23 Ill. 
Admin. Code §22.20.  

2. Choose a District-provided or supported method whenever possible to communicate with 
students and their parents/guardians.  

3. Not interfere with or disrupt the educational or working environment, or the delivery of 
education or educational support services. 

4. Comply with policy 5:130, Responsibilities Concerning Internal Information. This means that 
personal technology and social media may not be used to share, publish, or transmit information 
about or images of students and/or District employees without proper approval. For District 
employees, proper approval may include implied consent under the circumstances.  

5. Refrain from using the District’s logos without permission and follow Board policy 5:170, 
Copyright, and all District copyright compliance procedures.  

6. Use personal technology and social media for personal purposes only during non-work times or 
hours. Any duty-free use must occur during times and places that the use will not interfere with 
job duties or otherwise be disruptive to the school environment or its operation. 

7. Assume all risks associated with the use of personal technology and social media at school or 
school-sponsored activities, including students’ viewing of inappropriate Internet materials 
through the District employee’s personal technology or social media. The Board expressly 
disclaims any responsibility for imposing content filters, blocking lists, or monitoring of its 
employees’ personal technology and social media. 

8. Be subject to remedial and any other appropriate disciplinary action for violations of this policy 
ranging from prohibiting the employee from possessing or using any personal technology or 
social media at school to dismissal and/or indemnification of the District for any losses, costs, or 
damages, including reasonable attorney fees, incurred by the District relating to, or arising out of, 
any violation of this policy. 

 
GENERAL POLICIES AND PROCEDURES 

 
Attendance and Punctuality 
Punctuality and regular attendance are important to the smooth operation of Smithton CCSD #130. If 
you are consistently late or excessively absent, Smithton CCSD #130’s ability to perform work and 
serve our public is affected and an unfair burden is placed on your co-workers. Therefore, unless your 
absence is permitted or excused under Smithton CCSD #130’s holiday, vacation, sick or other policies, 
you are responsible for being at work and arriving on time. If you are going to be absent or late, it is 
your responsibility to report your absence as directed, preferably in advance of lateness and not later 
than one hour after the start of the workday. If you anticipate an absence beyond one day, please notify 
your supervisor. If an employee uses all allowed leave days, he/she will be docked for days not worked. 
When dock status is reached, the employee may be asked for documentation for days he/she is absent 
(including doctor’s notes). 
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Procedures for reporting an absence. If an employee who requires a substitute is unable to be in 
attendance, he/she should call the AESOP system no later than 6:00 a.m. on the morning of the required 
absence. When possible, the employee should call the system the night before a substitute is needed. For 
a pre-planned absence, the employee should complete a Request to be Absent Form and submit the form 
to the main office. Employees who do not require substitutes should call the school office at 233-6863, 
ext. 100 or 104, the morning of an absence or should submit a completed Request to be Absent Form 
when a prearranged absence is known. 
 

Additional information related to attendance. Employees not covered under a collective 
bargaining agreement: Employees who are absent for reasons other than those permitted or excused by 
Smithton CCSD’s holiday, vacation, or leave policies, or who repeatedly fail to provide notice as 
required, will be subject to appropriate disciplinary action, up to and including discharge. An employee 
who fails to report to work without notice to his/her supervisor may be assumed to have resigned and 
abandoned the job. In such case, the employee may be subject to termination.  
 
Employees covered under a collective bargaining agreement: Unexcused absences and job 
abandonment are subject to specific procedures as outlined in the bargaining agreement. 
 
Emergency School Closing and Dismissal 
If there are emergency weather conditions during school hours, Radio Station KMOX, and Television 
Stations KMOV, KDNL, KTVI, and KSDK will be notified and will begin announcements. The 
superintendent will send out an all call broadcast to all staff and parents of an early release due to an 
emergency during the day. The principal may hold the student population at the end of a school day 
because of severe weather conditions. The principal will release children to parents who request taking 
their own children with them. Children who ride the school bus will be dismissed to buses in the regular 
fashion when the weather has cleared. 
 
Weather Cancellation 
In the event that school is cancelled due to inclement weather, the superintendent will send out a 
telephone broadcast to all staff and parents by 6:30 a.m. or as soon as possible. If a decision has been 
made to cancel school the following day, the broadcast will be made the previous evening. Additionally, 
Radio Station KMOX, and Television Stations KMOV, KDNL, KTVI, and KSDK will be notified and 
will begin announcements. Notification of the cancellation will also be posted to the district’s website. 
 
On days when school sessions are canceled due to emergency situations and certificated personnel are 
not required to report for work, employees whose positions are less than 12-months will not be required 
to work, unless specifically communicated to the employee and necessary for building safety and 
security. Salaried twelve-month employees will not be required to report to work; however, it is the 
administration’s expectation that deadlines and building safety and security measures be met. Based on 
the circumstances, this may mean twelve-month employees may need to work from home and/or arrive 
at school when safe travel is possible to handle building security as well as snow and ice removal. 
 
Building Access 
A keyless entry system is used for the purpose of establishing proper access control, attendance and 
safety of employees.  
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Smoke-Free Environment  
All Smithton CCSD #130 functions will be smoke-free. The use of any form of tobacco on Smithton 
CCSD #130 properties, including vehicles, is expressly prohibited. Tobacco products are defined as: 
cigarettes, electronic cigarettes, cigars, smokeless, cut, shredded, ground, powdered, compressed, or leaf 
tobacco that is to be placed in the mouth with or without smoking. The prohibition on the use of tobacco 
products applies both (1) when an employee is on school property, and (2) while an employee is 
performing work for the District at a school event regardless of the event’s location.  
 
Drug and Alcohol Policy (Board Policy 5:50) 
All District workplaces are drug- and alcohol-free workplaces. All employees are prohibited from 
engaging in any of the following activities while on District premises or while performing work for the 
District:  

1. Unlawful manufacture, dispensing, distribution, possession, or use, of an illegal or controlled 
substance, or being under the influence of any illegal substance or any detectible use of any 
illegal substance regardless of when or where the use occurred. 

2. Distribution, consumption, use, possession, or being under the influence of an alcoholic 
beverage; being present on District premises or while performing work for the District when 
alcohol consumption is detectible, regardless of when and/or where the use occurred. 

3. Distribution, consumption, possession, use, or being impaired by or under the influence of 
cannabis; being present on District premises or while performing work for the District when 
impaired by or under the influence of cannabis, regardless of when and/or where the use 
occurred, unless distribution, possession, and/or use is by a school nurse or school administrator 
pursuant to Ashley’s Law, 105 ILCS 5/22-33. The District considers employees impaired by or 
under the influence of cannabis when there is a good faith belief that an employee manifests the 
specific articulable symptoms listed in the Cannabis Regulation and Tax Act (CRTA). 

 
In the event an employee is disciplined for being under the influence of or being impaired by cannabis 
under Paragraph 3 above, the employee will be afforded an opportunity to contest the determination that 
the employee was under the influence or impaired. The Superintendent shall establish procedures to 
contest such determination. However, to the extent any employees are covered by a labor contract, the 
procedures in the applicable collective bargaining unit shall apply to those employees.  
 
The Fitness for Duty checklist will be completed by the employee’s supervisor/administrator to 
determine whether or not an employee will be tested for a current impairment from controlled 
substances or alcohol. 
 
Any employee who is employed in a position designated as a safety-sensitive position within the 
District, including bus drivers, bus mechanics, and any employee who transports students in a district 
vehicle or privately owned vehicle while performing such transportation duties within the scope of 
employment may be subject to drug and alcohol testing at any time. If such employee is found to have 
any identifiable levels of a controlled substance in his/her system, including any level of cannabis or 
active tetrahydrocannabinol (THC), or a blood alcohol level of any amount, the employee will be in 
violation of this policy. 
 
For purposes of this policy a controlled substance means a substance that is: 

1. Not legally obtainable,  
2. Being used in a manner different than prescribed,  
3. Legally obtainable, but has not been legally obtained, or  
4. Referenced in federal or State controlled substance acts.  
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As a condition of employment, each employee shall: 
1. Abide by the terms of the Board policy respecting a drug- and alcohol-free workplace; and  
2. Notify his or her supervisor of his or her conviction under any criminal drug statute for a 

violation occurring on the District premises or while performing work for the District, no later 
than 5 calendar days after such a conviction.  

 
Unless otherwise prohibited by this policy, prescription and over-the-counter medications are not 
prohibited when taken in standard dosages and/or according to prescriptions from the employee’s 
licensed health care provider, provided that an employee’s work performance is not impaired. 
 
Communicable and Chronic Infectious Disease (Board Policy 5:40) 
An employee with a communicable or chronic infectious disease is encouraged to inform the 
Superintendent immediately and grant consent to being monitored by the District’s Communicable and 
Chronic Infectious Disease Review Team. The Review Team provides information and 
recommendations to the Superintendent concerning the employee’s conditions of employment and 
necessary accommodations. The Review Team shall hold the employee’s medical condition and records 
in strictest confidence, except to the extent allowed by law.  
 
Employees with a communicable or chronic infectious disease will be permitted to retain their positions 
whenever, after reasonable accommodations and without undue hardship, there is no substantial risk of 
transmission of the disease to others, provided an employee is able to continue to perform the position's 
essential functions. An employee with a communicable and chronic infectious disease remains subject to 
the Board’s employment policies including sick and/or other leave, physical examinations, temporary 
and permanent disability, and termination. 
 
Abused and Neglected Child Reporting (Board Policy 5:90) 
Any District employee who suspects or receives knowledge that a student may be an abused or 
neglected child shall: (1) immediately report or cause a report to be made to the Illinois Department of 
Children and Family Services (DCFS) on its Child Abuse Hotline 800/25-ABUSE or 217/524-2606, and 
(2) follow directions given by DCFS concerning filing a written report within 48 hours with the nearest 
DCFS field office. The employee shall also promptly notify the Superintendent or Building Principal 
that a report has been made. The Superintendent or Building Principal shall immediately coordinate any 
necessary notifications to the student’s parent(s)/guardian(s) with DCFS and/or local law enforcement. 
 
Negligent failure to report occurs when a District employee personally observes an instance of suspected 
child abuse or neglect and reasonably believes, in his or her professional or official capacity, that the 
instance constitutes an act of child abuse or neglect under the Abused and Neglected Child Reporting 
Act (ANCRA) and he or she, without willful intent, fails to immediately report or cause a report to be 
made of the suspected abuse or neglect to DCFS. 
 
Any District employee who discovers child pornography on electronic and information technology 
equipment shall immediately report it to local law enforcement, the National Center for Missing and 
Exploited Children’s Cyber Tip line 800/843-5678, or online at www.cybertipline.com. The 
Superintendent or Building Principal shall also be promptly notified of the discovery and that a report 
has been made. 
 
Any District employee who observes any act of hazing that does bodily harm to a student must report 
that act to the Building Principal, Superintendent, or designee who will investigate and take appropriate  
  

http://www.cybertipline.com/
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action. If the hazing results in death or great bodily harm, the employee must first make the report to law 
enforcement and then to the Superintendent or Building Principal. Hazing is defined as any intentional, 
knowing, or reckless act directed to or required of a student for the purpose of being initiated into, 
affiliating with, holding office in, or maintaining membership in any group, organization, club, or 
athletic team whose members are or include other students. 
 
Outside Employment and Conflict of Interest (Board Policy 5:120) 
In accordance with Section 22-5 of the School Code, no school officer or teacher shall be interested in 
the sale, proceeds, or profits of any book, apparatus, or furniture used or to be used in any school with 
which such officer or teacher may be connected, except when the employee is the author or developer of 
instructional materials listed with the Illinois State Board of Education and adopted for use by the 
Board. An employee having an interest in instructional materials must file an annual statement with the 
Board Secretary.  
 
For the purpose of acquiring profit or personal gain, no employee shall act as an agent of the District nor 
shall an employee act as an agent of any business in any transaction with the District. Employees shall 
neither solicit nor accept gratuities, favors, or anything of monetary value from contractors, potential 
contractors, or parties to agreements or contracts. 
 
Employees shall not engage in any other employment or in any private business during regular working 
hours or at such other times as are necessary to fulfill appropriate assigned duties.  
 
Bringing Children to Work 
To maintain a professional working environment, the district prohibits employees from bringing their 
children to work at any time during the work day if the purpose for bringing a child to work is to provide 
child care or supervision for the child because other arrangements have failed. 
 
If a child is brought to work, it must be done with the knowledge and permission of the building 
principal. 
 
Copyright for Publication or Sale of Instructional Materials (Board Policy 5:170) 
The Superintendent shall manage the development of instructional materials and computer programs by 
employees during the scope of their employment in accordance with State and federal laws and School 
Board policies. Whenever an employee is assigned to develop instructional materials and/or computer 
programs, or otherwise performs such work within the scope of his or her employment, it is assumed the 
District shall be the owner of the copyright. 
 
Copyright Compliance (Board Policy 5:170) 
While staff members may use appropriate supplementary materials, it is each staff member’s 
responsibility to abide by the District’s copyright compliance procedures and to obey the copyright laws. 
The District is not responsible for any violations of the copyright laws by its staff or students. A staff 
member should contact the Superintendent or designee whenever the staff member is uncertain about 
whether using or copying material complies with the District’s procedures or is permissible under the 
law, or wants assistance on when and how to obtain proper authorization. No staff member shall, 
without first obtaining the permission of the Superintendent or designee, install or download any 
program on a District-owned computer. At no time shall it be necessary for a District staff member to 
violate copyright laws in order to properly perform his or her duties. 
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Release of Credit Information 
Smithton CCSD #130 will only confirm employment when requested for credit information about a 
District employee. An employee requesting the release of employment, salary, and/or wage information 
must do so in writing. 
 
Telephone Use 
A large percentage of Smithton CCSD #130 business is transacted by telephone. The telephone 
equipment is provided for the purpose of providing service to our parents and community. Therefore, 
please limit personal phone calls using district telephone equipment to an absolute minimum. 
Nonemergency personal calls using personal cellular or district telephone equipment should be made, 
whenever possible, during break or lunch times so as to minimize loss of instructional or work time. 
District telephones should not be moved by employees from one room or location to another without the 
authorization of the Technology Department. 
 
Dress Guidelines 
Smithton CCSD #130 wishes to cultivate a work environment that exemplifies respect and 
professionalism. Your appearance should reflect not only good taste and good hygiene, but also your 
status as a school district professional. The administration reserves the right to work with employees to 
discuss the prohibition of clothing that may cause disruption to the work environment or be 
counterproductive to the professional image that the district would like to portray. Jeans that are clean 
and hole-free may be worn on Fridays with the donation of $1.00. Monies collected will be used to 
support school activities and charities. 
 
Solicitations and Fundraisers (Board Policy 5:140) 
District employees shall not solicit donations or sales, nor shall they be solicited for donations or sales, 
on school grounds without prior approval from the Superintendent. 
 
No fundraising efforts should take place in a school unless the fundraising directly supports our 
students; however, fundraising or awareness campaigns for humanitarian causes that are sponsored by a 
school or a school organization are permitted but they must have the permission of the building principal 
prior to a public awareness or advertisement of such fundraising. As a rule, the district will not use 
district equipment, time or resources to support causes that do not directly support our students.  
 
No employee will collect money from students for the purpose of fundraising without prior written 
approval of the building principal. Please consult the principal concerning policy or procedures 
related to handling money for events such as: field trips, book fairs, lunch money, etc. 
 
Seeking Grants and Accepting Donations 
Before writing a grant or seeking donations on behalf of the district, school, classroom, or department, 
staff members should inform and seek permission from the building principal. While seeking financial 
and instructional resources for the district is encouraged, consideration for any related legal, logistical, 
financial, and liability must be weighed by the building administrator. 
 
Safety Rules and Regulations (Board Policy 4:170) 
Smithton CCSD #130, through its supervisory personnel, shall develop and implement safety rules and 
regulations. This process will be ongoing and will require periodic safety audits. Safety audits will be 
undertaken to determine the necessity and feasibility of providing protective devices, or safeguards to 
make the workplace safe and healthy. Smithton CCSD #130 shall also undertake the responsibility to 
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educate employees as to hazards of the workplace and to train employees as to such hazards and the 
proper and safe method to perform job tasks. 
 
Employees shall devote their full time, skill and attention to the performance of their job responsibilities 
utilizing the highest standard of care and good judgment. Employees will follow all safety rules and 
regulations at all times including the use of provided protective clothing, devices, or equipment, 
attendance at all training sessions related to employee’s job description, and follow the directions of 
warning signs or signals or the commands or directions of supervisory personnel. 
 
Smithton CCSD #130 will take measures to ensure that the district is a safe and healthy place for 
employees to work. If you feel that an existing situation is a safety or health hazard, please notify the 
building principal or superintendent. Safety rules and regulations will be issued or modified from time to 
time and shall be effective immediately. Rules and regulations will be distributed to employees and 
posted on the employee bulletin board. 
 
Safety hazards include wet floors, equipment left unattended, defective or broken equipment, defective 
electrical outlets and appliances, etc.  
 
The school’s crisis plan is comprehensive and each classroom or office has been provided with a quick 
reference manual and an emergency backpack. Staff members are expected to familiarize themselves 
with the location, content and instructions of the crisis plan. A summary of the procedures for 
emergency drills required by state law follow: 
 

Fire Procedures 
● Signal – fire alarm buzzer 
● Students form a line in classroom and walk to designated safety area 
● Teachers check to insure area is vacated 
● Teachers turn lights out 
● Teachers take grade book, keys and Crisis Management Backpack outside 
● Exterior and interior doors should be pulled shut 
● Teachers take attendance once outside 
● Non-teaching staff exit the building to designated safety area 
● Await further instructions and all-clear signal 

 
Tornado Procedures 
TORNADO WATCH - conditions are right for a tornado to occur 
TORNADO WARNING means a tornado has been sighted 
● Signal – series of short rings on the school bell system or an announcement on the PA system 
● Students and staff move to hallway 
● Teachers take grade book, keys and Crisis Management Backpack with them 
● Students and staff face walls, crouch down with legs tucked under body 
● Students and staff cover heads with hands 
● Everyone remains silent 
● Everyone moves to another part of the building, if needed 
● Await further instructions and all-clear signal 
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Intruder Procedures 
● Signal – announcement of “Lock-down” alert is made over the school PA system 
● Staff lock doors (staff should be prepared to create barriers or use classroom items for defense in 

the event doors cannot be secured) 
● Students in hallways and restrooms should move to the nearest “safe” room available  
● Staff on the 2nd floor should secure the doors at the ends of the corridor 
● Students and staff in the cafeteria should move to the north end and close/lock the double 

set of doors; if doors cannot be secured, move into the teacher work room. 
● Students and staff in the library should secure the lock on the door or push chair racks 

against doors to secure them 
● Students and staff in the gym should move into the music room, locker room and/or PE 

office and secure the doors 
● Students and staff in main office should move into the supply room and lock the doors 
● Students and staff on the playground should move away from the threat and “stop and 

drop” as close to the ground as possible behind any barriers such as playground equipment, 
sheds, etc. 

● Staff turns lights out in rooms/offices 
● Staff and students silence technology devices, including cellular telephones 
● Staff closes shades/blinds, if applicable 
● Staff moves students quickly and quietly to the wall least visible from the glass panel in the hall 

door 
● Await further instructions and/or the all-clear 

 
Earthquake procedures 
● Signal – announcement of alert is made over the school PA system 
● Staff should issue the command to “take cover” 
● Students and staff take cover under desks, tables or heavy furniture 
● Students and staff stay away from windows 
● Students and staff move away from light fixtures and other suspended objects 
● Staff turn off lights 
● If outside, move away from the building, drop to a sitting position avoiding overhead wires and 

utility poles 
● Await further instructions and/or the “all clear” 

 
Job Injuries 
All job-related injuries or illnesses are to be reported to the school administration immediately. In the case 
of serious injury, an employee’s reporting obligation will be deferred until circumstances reasonably 
permit a report to be made. Failure to report an injury or illness may preclude or delay the payment of any 
benefits to the employee and could subject Smithton CCSD #130 to fines and penalties. 
 
If medical care becomes necessary due to an injury on the job provide both your supervisor and 
Smithton CCSD #130 with any and all medical documentation related to initial work status and any 
subsequent changes to it. Your authorized medical care provider must support, in writing, all injury-
related time away from work. 
 
Contact your supervisor daily or according to a schedule established by the school administration in 
order to keep him/her informed about your treatment and recovery. 
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Attend all of your scheduled medical appointments. Failure to do so could result in disciplinary action 
up to and including termination. 
 
When the medical care provider permits you to return to work, you must be willing and available to 
return to the workplace (regardless of your assigned limitations or restrictions). 
 
Access to Personnel Files (Board Policy 5:150) 
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. 
 
The Superintendent or designee shall manage the maintenance of personnel records in accordance with 
State and federal law and School Board 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. 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.  

2. An employee’s supervisor or other management employee who has an employment or business-
related reason to inspect the record 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.  
 
Payday 
Employees are paid on the 15th and the 31st (or last day if less than 31 days) of each month. Direct 
deposit is available for all employees and is the district’s preferred method to disburse employee 
earnings. 
 
Payroll Deductions 
The following mandatory deductions will be made from every employee’s gross wages: applicable taxes 
and retirement contributions. Every employee must fill out and sign a federal withholding allowance 
certificate, IRS Form W-4, on or before his/her first day on the job. This form must be completed in 
accordance with federal regulations. The employee must complete a replacement W-4 any time his/her 
circumstances change. If an employee did not pay federal income tax for the preceding year and expects 
not to pay income tax for the current year he/she may complete an Exemption for Withholding 
Certificate, IRS Form W4E. Employees are expected to comply with the instructions on Form W-4. 
Questions regarding the propriety of claimed deductions may be referred to the IRS. Other optional 
deductions include the portion of group health insurance not paid by the district, which is deducted from 
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each payroll check. Other voluntary contributions, such as tax shelter annuities, union dues, or charitable 
contributions, etc. are also deducted each pay period. 
 
Workweek and Compensation (Board Policy 5:35) 
The workweek for District employees will be 12:00 a.m. Saturday until 11:59 p.m. Friday. Non-exempt 
employees will be compensated for all hours worked in a workweek including overtime. For non-exempt 
employees paid a salary, the salary is paid for a 40-hour workweek even if an employee is scheduled for 
less than 40 hours. “Overtime” is time worked in excess of 40 hours in a single workweek.  
 
Overtime (Board Policy 5:35) 
The Board of Education discourages overtime work by non-exempt employees. A non-exempt employee 
shall not work overtime without his or her supervisor’s express approval. All supervisors of non-exempt 
employees shall: (1) monitor overtime use on a weekly basis and report such use to the business office, 
(2) seek the Superintendent or designee’s written pre-approval for any long term or repeated use of 
overtime that can be reasonably anticipated, (3) ensure that overtime provisions of this policy and the 
FLSA are followed, and (4) ensure that employees are compensated for any overtime worked. Accurate 
and complete time sheets of actual hours worked during the workweek shall be signed by each employee 
and submitted to the business office. The business office will review work records of employees on a 
regular basis, make an assessment of overtime use, and provide the assessment to the Superintendent.  
 
Breaks (Board Policy 5:300) 
An employee who works at least 7.5 continuous hours shall receive a 30-minute duty-free meal break 
that begins within the first 5 hours of the employee’s workday. The District accommodates employees 
who are nursing mothers according to State and federal law. 
 
Flex Time 
When school is not in session, employees will work flexible times as directed by the administration. 
Employees may request a variance in their work schedule; this variance is subject to the 
superintendent’s approval. 
 
Employee Recognition (Board Policy 5:110) 
Smithton CCSD #130 believes that the good efforts of its employees are to be encouraged and rewarded. 
To that end, the school district will recognize the faithful service of its employees by providing 
recognition through various venues and methods. The District encourages the involvement of its 
employees in cultural, social, service, and recreational activities during their non-work hours. Smithton 
CCSD #130 will be happy to recognize individual honors and achievements in these areas as well by 
reporting such items in district communication avenues, including the district’s website. 
 
Evaluation 
Non-certified employees, not covered under the collective bargaining agreement, shall be evaluated at 
least once each year. A copy of the written evaluation shall be given to the employee after signatures are 
affixed at the post conference. In the event that the employees feels his/her written evaluation was 
incomplete or inaccurate, the employee may, within a reasonable period not to exceed 15 business days 
of the post conference put his or her objections in writing and have them attached to the written 
evaluation to be place in the individuals’ personnel file. A signed copy shall be given to and retained by 
the employee when signed by both parties. 
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The superintendent shall be responsible for evaluating the building principal, the technology director, 
the business director and the buildings and grounds director. The buildings and grounds director will 
evaluate the custodial personnel. The principal shall be responsible for evaluating all other building 
personnel. 
 
Discontinuance of Employment (Board Policies 5:210 and 5:290) 
Tenured teachers may resign at any time with consent of the Board of Education or by written notice 
sent to the Board of Education Secretary at least 30 days before the intended date of resignation. No 
teacher may resign during the school term in order to accept another teaching position without the 
consent of the Board of Education. Probationary teachers may resign during their contract period only 
with the Board of Education's consent. 
 
A non-certified employee is requested to provide 2 weeks' notice of a resignation. A resignation notice 
cannot be revoked once given. An employee planning to retire should notify his or her supervisor at least 
2 months before the retirement date. The district will use every legal method available to them to pursue 
the recovery of district property if employees do not return district property once employment with the 
district has ceased. 
 
Suicide and Depression Awareness and Prevention (Board Policy 7:290) 
Youth suicide impacts the safety of the school environment. It also affects the school community, 
diminishing the ability of surviving students to learn and the school’s ability to educate. Suicide and 
depression awareness and prevention are important Board goals. The District maintains and 
communicates suicide and depression awareness and prevention to its staff and students to advance the 
Board’s goals. Staff members who observe warning signs of suicidal or depressive behavior should 
report the information to the Superintendent, Building Principal and/or school social worker so that 
prompt intervention and referral may take place. 
 
Visitors/Guests 
Visitors, including volunteers, guests, contractors, substitutes, etc., must sign into and out of the school 
office and will be asked to present a valid, state-issued identification card. Using the IDs, the office staff 
will screen visitors against a nationwide sex offender database using the Raptor Visitor Management 
software program. Visitors approved to enter the building will be issued a name/photo badge which must 
be worn at all times. 
 
Uniform Grievance Procedure (Board Policy 2:260) 
Students, parents/guardians, employees, or community members should notify any District Complaint 
Manager if they believe that the Board of Education, its employees, or agents have violated their rights 
guaranteed by the State or federal Constitution, State or federal statute, or Board policy, or have a 
complaint regarding any one of the following:  

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

seq.; 
6. Sexual harassment prohibited by the State Officials and Employees Ethics Act, 5 ILCS 430/70-

5(a); Illinois Human Rights Act, 775 ILCS 5/; and Title VII of the Civil Rights Act of 1964, 42 
U.S.C. §2000e et seq. (Title IX sexual harassment complaints are addressed under policy 2:265, 
Title IX Sexual Harassment Grievance Procedure); 



For employees covered under the district’s bargaining agreement, please refer to the “Agreement between the Board of Education Smithton 
Community Consolidated School District #130 and the Smithton Federation of Teachers, Local 6220, IFT-AFT, AFL/CIO.” 

29 

7. Breastfeeding accommodations for students, 105 ILCS 5/10-20.60  
8. Bullying, 105 ILCS 5/27-23.7;  
9. The misuse of funds received for services to improve educational opportunities for educationally 

disadvantaged or deprived children;  
10. Curriculum, instructional materials, programs;  
11. Victims’ Economic Security and Safety Act, 820 ILCS 180;  
12. Illinois Equal Pay Act of 2003, 820 ILCS 112;  
13. Provision of services to homeless students; 
14. Illinois Whistleblower Act, 740 ILCS 174/;  
15. Misuse of genetic information (Illinois Genetic Information Privacy Act (GIPA), 410 ILCS 513/ 

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

16. Employee Credit Privacy Act, 820 ILCS 70. 
 
The Complaint Manager will first attempt to resolve complaints without resorting to this grievance 
procedure. If a formal complaint is filed under this procedure, the Complaint Manager will address the 
complaint promptly and equitably. A student and/or parent/guardian filing a complaint under this 
procedure may forego any informal suggestions and/or attempts to resolve it and may proceed directly to 
the grievance procedure. The Complaint Manager will not require a student or parent/guardian 
complaining of any form of harassment to attempt to resolve allegations directly with the accused (or the 
accused’s parents/guardians); this includes mediation. 
 

Right to Pursue Other Remedies Not Impaired. The right of a person to prompt and equitable 
resolution of a complaint filed hereunder shall not be impaired by the person's pursuit of other remedies, 
e.g., criminal complaints, civil actions, etc. Use of this grievance procedure is not a prerequisite to the 
pursuit of other remedies and use of this grievance procedure does not extend any filing deadline related 
to the pursuit of other remedies. If a person is pursuing another remedy subject to a complaint under this 
policy, the District will continue with a simultaneous investigation under this policy. 
 

Deadlines. All deadlines under this procedure may be extended by the Complaint Manager as he 
or she deems appropriate. As used in this policy, school business days means days on which the 
District’s main office is open. 
 

Filing a Complaint. A person (hereinafter Complainant) who wishes to avail him or herself of 
this grievance procedure may do so by filing a complaint with any District Complaint Manager. The 
Complainant shall not be required to file a complaint with a particular Complaint Manager and may 
request a Complaint Manager of the same sex. The Complaint Manager may request the Complainant to 
provide a written statement regarding the nature of the complaint or require a meeting with the 
parent(s)/guardian(s) of a student. The Complaint Manager shall assist the Complainant as needed.  
For bullying and cyber-bullying, the Complaint Manager shall process and review the complaint 
according to Board policy 7:180, Prevention of and Response to Bullying, Intimidation, and 
Harassment, in addition to any response required by this policy. For any complaint alleging sexual 
harassment or other violation of Board policy 5:20, Workplace Harassment Prohibited, the Complaint 
Manager shall process and review the complaint according to that policy, in addition to any response 
required by this policy. 
 

Investigation. The Complaint Manager will investigate the complaint or appoint a qualified 
person to undertake the investigation on his or her behalf. The Complaint Manager shall ensure both 
parties have an equal opportunity to present evidence during an investigation. If the Complainant is a 
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student, under 18 years of age, the Complaint Manager will notify his or her parent(s)/guardian(s) that 
they may attend any investigatory meetings in which their child is involved. The complaint and identity 
of the Complainant will not be disclosed except: (1) as required by law or this policy, or (2) as necessary 
to fully investigate the complaint, or (3) as authorized by the Complainant. The identity of any student 
witnesses will not be disclosed except: (1) as required by law or any collective bargaining agreement, or 
(2) as necessary to fully investigate the complaint, or (3) as authorized by the parent/guardian of the 
student witness, or by the student if the student is 18 years or age or older.  
 
The Complaint Manager will inform, at regular intervals, the person(s) filing a complaint under this 
procedure about the status of the investigation. Within 30 school business days of the date the complaint 
was filed, the Complaint Manager shall file a written report of his or her findings with the 
Superintendent. The Complaint Manager may request an extension of time. If a complaint of sexual 
harassment contains allegations involving the Superintendent, the written report shall be filed with the 
Board of Education, which will make a decision in accordance with Section 3 of this policy. The 
Superintendent will keep the Board informed of all complaints.  
 

Title IX Complaints. As stated above, the right of a person to a prompt and equitable resolution 
of a complaint filed hereunder shall not be impaired by the person’s pursuit of other remedies. The 
Complainant in any Title IX investigation shall have the option to pursue a criminal complaint with an 
appropriate law enforcement agency, to pursue a sexual harassment complaint under the District’s 
complaint procedures, or to pursue both processes simultaneously. Even if a criminal investigation is 
ongoing, the District will conduct its own Title IX investigation and will not wait for the conclusion or 
criminal investigation or proceeding to begin its Title IX investigation. Moreover, the District will 
process all complaints of sexual violence regardless where the conduct occurred in order to determine 
(1) whether the conduct occurred in the context of an educational program or activity; or (2) has had 
continuing effects on campus or in an off-campus program or activity. In investigating complaints of 
sexual violence, evidence of past relationships with anyone other than the alleged assailant is 
disallowed. 
 

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

Nondiscrimination Coordinator and Complaint Managers. The Superintendent shall appoint a 
Nondiscrimination Coordinator to manage the District’s efforts to provide equal opportunity 
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employment and educational opportunities and prohibit the harassment of employees, students, and 
others. The Nondiscrimination Coordinator also serves as the District’s Title IX Coordinator. 
The Superintendent shall appoint at least one Complaint Manager to administer the complaint process in 
this policy. The District’s Nondiscrimination Coordinator may be appointed as one of the Complaint 
Managers. The current Nondiscrimination Coordinator and Complaint Managers are: 
 
Nondiscrimination Coordinator: 
 

Name: Courtney Castelli 
Address: 316 S. Hickory St., Smithton, IL  62285 
Email: ccastelli@sccsd130.com 
Telephone No.: 618/233-6863, ext. 105 

 
Complaint Managers: 
 

Name Stacy Belosi  Courtney Castelli 
Address 316 S. Hickory St., Smithton, IL  62285  316 S. Hickory St., Smithton, IL  62285 
Email sbelosi@sccsd130.com  ccastelli@sccsd130.com 
Telephone No. 618/233-6863, ext. 103  618/233-6863, ext. 105 

 
 
Title IX Sexual Harassment Grievance Procedure (Board Policy 2:265) 
Sexual harassment affects a student’s ability to learn and an employee’s ability to work. Providing an 
educational and workplace environment free from sexual harassment is an important District goal. The 
District does not discriminate on the basis of sex in any of its education programs or activities, and it 
complies with Title IX of the Education Amendments of 1972 (Title IX) and its implementing 
regulations (34 C.F.R. Part 106) concerning everyone in the District’s education programs and activities, 
including applicants for employment, students, parents/guardians, employees, and third parties. 
 
Title IX Sexual Harassment Prohibited 
Sexual harassment as defined in Title IX (Title IX Sexual Harassment) is prohibited. Any person, 
including a District employee or agent, or student, engages in Title IX Sexual Harassment whenever that 
person engages in conduct on the basis of an individual’s sex that satisfies one or more of the following:  

1. A District employee conditions the provision of an aid, benefit, or service on an individual’s 
participation in unwelcome sexual conduct; or 

2. Unwelcome conduct determined by a reasonable person to be so severe, pervasive, and 
objectively offensive that it effectively denies a person equal access to the District’s educational 
program or activity; or 

3. Sexual assault as defined in 20 U.S.C. §1092(f)(6)(A)(v), dating violence as defined in 34 U.S.C. 
§12291(a)(10), domestic violence as defined in 34 U.S.C. §12291(a)(8), or stalking as defined in 
34 U.S.C. §12291(a)(30).  

 
Examples of sexual harassment include, but are not limited to, touching, crude jokes or pictures, 
discussions of sexual experiences, teasing related to sexual characteristics, spreading rumors related to a 
person’s alleged sexual activities, rape, sexual battery, sexual abuse, and sexual coercion. 
 
Definitions from 34 C.F.R. §106.30 
Complainant means an individual who is alleged to be the victim of conduct that could constitute sexual 
harassment.  



For employees covered under the district’s bargaining agreement, please refer to the “Agreement between the Board of Education Smithton 
Community Consolidated School District #130 and the Smithton Federation of Teachers, Local 6220, IFT-AFT, AFL/CIO.” 

32 

 
Education program or activity includes locations, events, or circumstances where the District has 
substantial control over both the Respondent and the context in which alleged sexual harassment occurs. 
 
Formal Title IX Sexual Harassment Complaint means a document filed by a Complainant or signed by 
the Title IX Coordinator alleging sexual harassment against a Respondent and requesting that the 
District investigate the allegation.  
 
Respondent means an individual who has been reported to be the perpetrator of the conduct that could 
constitute sexual harassment.  
 
Supportive measures mean non-disciplinary, non-punitive individualized services offered as appropriate, 
as reasonably available, and without fee or charge to the Complainant or the Respondent before or after 
the filing of a Formal Title IX Sexual Harassment Complaint or where no Formal Title IX Sexual 
Harassment Complaint has been filed.  
 
Title IX Sexual Harassment Prevention and Response 
The Superintendent or designee will ensure that the District prevents and responds to allegations of Title 
IX Sexual Harassment as follows: 

1. Ensures that the District’s comprehensive health education program in Board policy 6:60, 
Curriculum Content, incorporates (a) age-appropriate sexual abuse and assault awareness and 
prevention programs in grades pre-K through 12, and (b) age-appropriate education  
about the warning signs, recognition, dangers, and prevention of teen dating violence in grades 
7-12. This includes incorporating student social and emotional development into the District’s 
educational program as required by State law and in alignment with Board policy 6:65, Student 
Social and Emotional Development. 

2. Incorporates education and training for school staff as recommended by the Superintendent, Title 
IX Coordinator, Nondiscrimination Coordinator, Building Principal, Assistant Building 
Principal, Dean of Students, or a Complaint Manager.  

3. Notifies applicants for employment, students, parents/guardians, employees, and collective 
bargaining units of this policy and contact information for the Title IX Coordinator by, at a 
minimum, prominently displaying them on the District’s website, if any, and in each handbook 
made available to such persons. 

 
Making a Report 
A person who wishes to make a report under this Title IX Sexual Harassment grievance procedure may 
make a report to the Title IX Coordinator, Nondiscrimination Coordinator, Building Principal, Assistant 
Building Principal, Dean of Students, a Complaint Manager, or any employee with whom the person is 
comfortable speaking. A person who wishes to make a report may choose to report to a person of the 
same gender.  
 
School employees shall respond to incidents of sexual harassment by promptly making or forwarding 
the report to the Title IX Coordinator. An employee who fails to promptly make or forward a report may 
be disciplined, up to and including discharge. 
 
The Superintendent shall insert into this policy and keep current the name, office address, email address, 
and telephone number of the Title IX Coordinator. 
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Title IX Coordinator: 
 

Name: Stacy Belosi 
Address: 316 S. Hickory St., Smithton, IL  62285 
Email: sbelosi@sccsd130.com 
Telephone No.: 618/233-6863, ext. 103 

 
Processing and Reviewing a Report or Complaint 
Upon receipt of a report, the Title IX Coordinator and/or designee will promptly contact the 
Complainant to: (1) discuss the availability of supportive measures, (2) consider the Complainant’s 
wishes with respect to supportive measures, (3) inform the Complainant of the availability of supportive 
measures with or without the filing of a Formal Title IX Sexual Harassment Complaint, and (4) explain 
to the Complainant the process for filing a Formal Title IX Sexual Harassment Complaint. 
 
Further, the Title IX Coordinator will analyze the report to identify and determine whether there is 
another or an additional appropriate method(s) for processing and reviewing it. For any report received, 
the Title IX Coordinator shall review Board policies 2:260, Uniform Grievance Procedure; 5:20, 
Workplace Harassment Prohibited; 5:90, Abused and Neglected Child Reporting; 5:120, Employee 
Ethics; Conduct; and Conflict of Interest; 7:20, Harassment of Students Prohibited; 7:180, Prevention of 
and Response to Bullying, Intimidation, and Harassment; 7:185, Teen Dating Violence Prohibited; and 
7:190, Student Behavior, to determine if the allegations in the report require further action. 
 
Reports of alleged sexual harassment will be confidential to the greatest extent practicable, subject to the 
District’s duty to investigate and maintain an educational program or activity that is productive, 
respectful, and free of sexual harassment. 
 
Formal Title IX Sexual Harassment Complaint Grievance Process 
When a Formal Title IX Sexual Harassment Complaint is filed, the Title IX Coordinator will investigate 
it or appoint a qualified person to undertake the investigation. 
 
The Superintendent or designee shall implement procedures to ensure that all Formal Title IX Sexual 
Harassment Complaints are processed and reviewed according to a Title IX grievance process that fully 
complies with 34 C.F.R. §106.45. The District’s grievance process shall, at a minimum:  

1. Treat Complainants and Respondents equitably by providing remedies to a Complainant 
where the Respondent is determined to be responsible for sexual harassment, and by 
following a grievance process that complies with 34 C.F.R. §106.45 before the imposition of 
any disciplinary sanctions or other actions against a Respondent.  

2. Require an objective evaluation of all relevant evidence – including both inculpatory and 
exculpatory evidence – and provide that credibility determinations may not be based on a 
person’s status as a Complainant, Respondent, or witness. 

3. Require that any individual designated by the District as a Title IX Coordinator, investigator, 
decision-maker, or any person designated by the District to facilitate an informal resolution 
process:  
a. Not have a conflict of interest or bias for or against complainants or respondents 

generally or an individual Complainant or Respondent. 
  



For employees covered under the district’s bargaining agreement, please refer to the “Agreement between the Board of Education Smithton 
Community Consolidated School District #130 and the Smithton Federation of Teachers, Local 6220, IFT-AFT, AFL/CIO.” 

34 

b. Receive training on the definition of sexual harassment, the scope of the District’s 
education program or activity, how to conduct an investigation and grievance process 
(including hearings, appeals, and informal resolution processes, as applicable), and how 
to serve impartially.  

4. Require that any individual designated by the District as an investigator receiving training on 
issues of relevance to create an investigative report that fairly summarizes relevant evidence. 

5. Require that any individual designated by the District as a decision-maker receive training on 
issues of relevance of questions and evidence, including when questions and evidence about 
the Complainant’s sexual predisposition or prior sexual behavior are not relevant. 

6. Include a presumption that the Respondent is not responsible for the alleged conduct until a 
determination regarding responsibility is made at the conclusion of the grievance process. 

7. Include reasonably prompt timeframes for conclusion of the grievance process. 
8. Describe the range of possible disciplinary sanctions and remedies the District may 

implement following any determination of responsibility. 
9. Base all decisions upon the preponderance of evidence standard. 
10. Include the procedures and permissible bases for the Complainant and Respondent to appeal. 
11. Describe the range of supportive measures available to Complainants and Respondents. 
12. Not require, allow, rely upon, or otherwise use questions or evidence that constitute, or seek 

disclosure of, information protected under a legally recognized privilege, unless the person 
holding such privilege has waived the privilege. 

 
Enforcement 
Any District employee who is determined, at the conclusion of the grievance process, to have engaged in 
sexual harassment will be subject to disciplinary action up to and including discharge. Any third party 
who is determined, at the conclusion of the grievance process, to have engaged in sexual harassment will 
be addressed in accordance with the authority of the Board in the context of the relationship of the third 
party to the District, e.g., vendor, parent, invitee, etc. Any District student who is determined, at the 
conclusion of the grievance process, to have engaged in sexual harassment will be subject to disciplinary 
action, including, but not limited to, suspension and expulsion consistent with student behavior policies. 
Any person making a knowingly false accusation regarding sexual harassment will likewise be subject 
to disciplinary action. 
 
This policy does not increase or diminish the ability of the District or the parties to exercise any other 
rights under existing law. 
 
Retaliation Prohibited  
The District prohibits any form of retaliation against anyone who, in good faith, has made a report or 
complaint, assisted, or participated or refused to participate in any manner in a proceeding under this 
policy. Any person should report claims of retaliation using Board policy 2:260, Uniform Grievance 
Procedure. 
 
Any person who retaliates against others for reporting or complaining of violations of this policy or for 
participating in any manner under this policy will be subject to disciplinary action, up to and including 
discharge, with regard to employees, or suspension and expulsion, with regard to students. 
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Pesticide Notification (Board Policy 4:160) 
In accordance with the state law, the District has adopted an Integrated Pest Management Policy. The 
district uses pesticides to keep its buildings and grounds free from insects, rodents, weeds, and other 
unwanted pests. 
 
These pesticides are applied by licensed contractors or employees at times when students are not 
present. Although the District has no intention of spraying or fogging with pesticides, in the unlikely 
event that this is found necessary, we are creating a voluntary registration. By putting your name on this 
list, you are asking to be notified two days before an airborne pesticide application. In the event of an 
extreme emergency when pesticides must be used immediately, we will notify you as soon as possible. 
Contact your school's office if you wish to be added to the registry. Please contact the building 
administrator if you desire more information or to be put on a notification list. 
 
Asbestos 
Smithton CCDS #130 is in compliance with the Asbestos Hazard Emergency Response Act (AHERA). 
The AHERA law required that a visual surveillance of asbestos containing areas be completed every six 
months, and a re- inspection conducted every three years. The Inspection/Management Plan is available 
for public review in the District Office. Should you wish to review the plans, please call to make an 
appointment between 8:00 a.m. and 4:00 p.m. The findings of the inspection indicate that safe 
conditions exist in all buildings; however, operation and maintenance programs will maintain and 
monitor the district continually to sustain this safety standard. 
 

 
EMPLOYEE BENEFITS 

 
Medical (including Prescription), Dental, and Vision Insurance 
Smithton CCSD #130 provides health insurance to eligible employees with access for their dependents 
to medical, dental, vision and prescription benefits. Employees who work a minimum of 30 hours in a 
week in a permanent position are eligible to participate in the health insurance plan. 
 
Eligible employees may participate in the medical, dental and vision insurance plans subject to all terms 
and conditions of the agreement between the district and the contracted policy providers.  
 
A change in employment classification that would result in loss of eligibility to participate in the health 
insurance plan may qualify an employee for benefits continuation under the Consolidated Omnibus 
Budget Reconciliation Act (COBRA). As a courtesy reminder, any change in family status such as 
marriage, divorce, births or deaths, requires contacting the Business Office immediately about these 
changes so that proper adjustments can be made to insurance records. 
 
Since health insurance is a very complex and expensive employee benefit, employees should consult the 
plan summary document given to all eligible employees. 
 
Health Benefits Continuation (COBRA) 
The Federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives employees and their 
qualified dependents the opportunity to continue health insurance coverage under the district’s health 
plan when a "qualifying event" would normally result in the loss of eligibility. Some common qualifying  
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events are resignation, termination of employment, or death of an employee; a reduction in an 
employee's hours or a leave of absence; an employee's divorce or legal separation; and a dependent child 
no longer meeting eligibility requirements. 
 
Under COBRA, the employee or beneficiary pays the full cost of coverage at the district's group rates 
plus an administration fee. Smithton CCSD #130 provides each eligible employee with a written notice 
describing rights granted under COBRA when the employee becomes eligible for coverage under the 
company's health insurance plan. The notice contains important information about the employee's rights 
and obligations. 
 
Hepatitis and Flu Vaccinations 
Smithton CCSD #130 will pay for the actual cost of an employee’s hepatitis shot (excluding the cost of 
the related office visit) upon request to the Business Office. Smithton CCSD #130 will provide an 
annual no-cost, on-site flu clinic for employees. 
 
Life Insurance 
Smithton CCSD #130 provides a basic $10,000 term life insurance plan for employees who work a 
minimum of 30 hours in a week in a permanent position. In addition, full-time employees may purchase 
additional life insurance subject to all terms and conditions of the agreement between Smithton CCSD 
#130 and the life insurance company. Employees who retire from the district will not be eligible for this 
benefit. 
 
Workers' Compensation Insurance 
Workers’ Compensation Law coverage begins on the date of employment and covers any injury or 
illness sustained in the course of employment that requires medical, surgical, or hospital treatment. 
Employees must report all accidents immediately to the building administration within 24 hours. If the 
administrator is not available the employee should notify the building secretary or school nurse. No 
matter how minor an on-the-job injury may appear, it is important that it is reported immediately. This 
procedure will enable an eligible employee to qualify for coverage, in a timely manner. 
 
Retirement Benefits 
IMRF or Illinois Municipal Retirement Fund benefits are provided to all support staff working 600 or 
more hours in a 12 month period. Your benefits include: retirement benefits, disability benefits and 
death benefits. 
 
As a member of IMRF making contributions toward a Regular Plan pension, you contribute 4.5% of 
your salary: 3.75% for your pension and 0.75% for a surviving spouse pension. These contributions are 
tax deferred. You have the option of making additional voluntary contributions to IMRF. If you choose, 
you can contribute a maximum of 10% of your gross wages. 
 
All eligible new hires upon completion of enrollment documents receive an IMRF booklet detailing your 
benefits under the IMRF Regular Plan. 
 
Those employees who qualify for the retirement incentive may continue medical and dental insurance on 
Board-provided policies after the date of retirement at their own expense. 
 
Employees should contact the district’s Director of Business for questions about the retirement plan. For 
additional information, teachers may contact the Illinois Teacher Retirement Service at 1-800-877-7896 
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or http://www.trs.illinois.gov/; all other staff who are Illinois Municipal Retirement Fund employees 
may contact 1-800-275-4673 or http://www.imrf.org. 
 
Tax Shelter Annuities 
What is a Tax Sheltered Annuity? 
Annuities are designed to be long term investments to retirement goals. The tax sheltered annuity 
arrangement permits an employee to contribute tax-deferred dollars to an annuity program. By 
contributing to a TSA program, an employee's gross income is reduced and state and federal income 
taxes are reduced. Interest earned on this investment is also exempt from taxes until the money is 
withdrawn. 
 
Why is a TSA Worth Considering? 
The tax shelter annuity program serves as a supplemental retirement annuity, in addition to Social 
Security and a retirement annuity from your employer. The tax sheltered annuity can provide a much 
higher income replacement ratio in retirement than Social Security and a retirement annuity. Although 
the TSA program is intended to supplement retirement income, it may be used for emergencies 
(financial hardship) and can provide a source of income to a survivor in the event of death or as income 
for disability. When money is withdrawn from a tax shelter annuity it is reported as income for tax 
purposes. The tax impact is generally not as great on withdrawal, especially at age 65 and retirement 
when annual income is lower. 
 
Tax Sheltered Annuity (TSA) Programs 403(b) 
American Fidelity is the District’s third party administrator (TPA) for employees that elect to participate 
in a TSA. This plan is completely voluntary. Vendors are invited in the beginning of the school year to a 
vendor fair. Staff at this time has the opportunity to meet with different vendors. It is the vendors 
responsibility to sign up employees, fill out the Salary Reduction or District Contribution Agreement for 
403(b) Programs and return it to Human Resources. 
 
How Much May Be Contributed To a TSA? 
Employee Pre-tax Contribution: The Internal Revenue Service determines the deferral and “Age 50 
Catch-up” limits annually. Check with the Business Office for information about the current limit 
information.  
 
How and When May I Make Withdrawals From a TSA Account? 
The Tax Reform Act of 1986 placed restrictions on withdrawal of contributions to a TSA program. 
Contributions may be withdrawn due to: 

1. Financial Hardship* 
2. Termination of Employment 
3. Death or Disability 
4. Age 59 1/2 

*The Internal Revenue Service has not defined "financial hardship." It is believed that the hardship 
definition related to 401(k) plans will also apply to 403(b) plans. This definition is "immediate and heavy 
financial needs of the employee that cannot reasonably be met through other resources." Distribution 
based on financial hardship will be salary contributions only and will not include any earned interest. 
With any early distribution there is a 20 percent penalty in addition to state and federal taxes. The Tax 
Reform Act also requires mandatory distribution of your TSA benefits no later than April 1 of the 
calendar year following the year in which you become age 70 ½ regardless of your actual retirement date. 
If you do not begin distribution by this time you will be subject to an additional tax equal to 50 percent of 
the minimum required distribution.  
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How Many Changes Can I Make? 
In accordance with Internal Revenue Service, effective January 1, 1997, 403(b) participants can legally 
make unlimited changes in a calendar year. However, you may not exceed the maximum allowable 
contribution for the calendar year. A Salary Reduction Agreement must be completed with each change 
and submitted to the Business Office. 
 
Expense Reimbursement 
The district will reimburse employees for pre-approved expenses related to performance of their duties; 
such as travel expenses, and expenses for material purchases made if the purchase is pre-approved by 
the employees’ immediate supervisor prior to any purchases. Employees may not be reimbursed in full 
for expenses that exceed the pre-approved amount. Receipts must be submitted for all material 
purchases. Due to the district’s tax exempt status, sales tax is not a reimbursable expense. Individuals 
making authorized purchases for approved business purposes should supply a copy of the District’s sales 
tax exemption letter to merchants and request that sales tax not be charged. 
 
Employees must submit a signed travel expense form showing the amount of actual expenses. All 
receipts must be attached to the travel expense form for the reimbursement request to be processed. 
Requests for reimbursement of expenses should be turned in on a quarterly basis (September 30, 
December 31, March 31, and June 30). 
 
Reimbursement requests could take up to 45 working days for the request to be processed to conclusion. 
 
Break Room 
Smithton CCSD #130 provides a break room for the benefit of its employees. Each employee shall be 
responsible for the general cleanup of the area, including the washing of personal dishes and utensils and 
microwave spills caused by the individual employee. All trash should be disposed of in the trash 
container. 
 
Vacation 
Regular full-time twelve-month employees not covered by individual employment contracts or 
collective bargaining agreements shall be eligible for paid vacation days as of July 1 each year. 
Vacations for 12-month employees shall be provided as follows: 
 

After one (1) year of service 5 days 
After two (2) years of service 10 days 
After eight (8) years of service 15 days 
After eighteen (18) years of service 20 days 

 
Regular full-time twelve -month employees should take vacation when regular school is not in session, 
unless a variance is granted by the Superintendent who will have the final approval over all vacation 
scheduling. 
 
Unused Vacation Days 
Vacation days that become available to an employee on July 1 of a fiscal year must be used by the end 
of the fiscal year unless approved by the superintendent. In no case, will vacation days be carried more 
than 45 days beyond the end of the fiscal year. Unused days will be lost. Upon separation from the 
district, employees will be compensated for unused vacation days earned but not taken in the current 
fiscal year.  
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Holidays 
Unless the district receives a waiver or modification of The School Code allowing it to schedule school 
on a holiday listed below, regular full-time 12-month employees will be paid for, but will not be 
required to work on: 

 
Independence Day* 
Labor Day 
Columbus Day General Election Day 2022 
Veterans’ Day 
Thanksgiving Day (plus day before and after) 
Christmas Eve* 
Christmas Day* 

New Year’s Eve* 
New Year’s Day* 
Martin Luther King Jr. Day 
Presidents’ Day 
Easter Friday 
Memorial Day 
June 19 (Juneteenth) in accordance with state law 
 

* If the holiday falls on a Saturday or a Sunday, an equivalent day off during the workweek will be designated 
by the Superintendent. 

 
Only regular full-time 12 month employees are eligible for full holiday pay. 
 
The district may require educational support personnel to work on a school holiday during an emergency 
or for the continued operation and maintenance of facilities or property. 
 
Salary Placement and Advancement 
New employees will begin at the starting hourly salary as indicated for the job position. Employees may 
receive an annual percentage increase in salary as established by the Board of Education. Salary 
increases, if approved, will be effective for twelve-month employees on July 1. If increases are not 
approved until later in the fiscal year, they will be retroactive to the preceding July 1.  
 
 

EMPLOYEE LEAVES 
 
Funeral Leave 
Employees will be given up to 3 days off with pay for the death of an immediate family member. The 
immediate family, for this purpose, includes spouse, children, parents, sisters, brothers, grandparents, 
grandchildren, parent-in-law, brothers-in-law, sisters-in-law, sons-in-law, daughters-in-law, 
grandparents-in-law, or guardian. Funeral leave not utilized will not accumulate and/or be carried over 
as sick leave. 
 
Sick Leave 
Temporary incapacity or other capacity of ill-being that renders an employee physically or mentally 
unable to perform assigned duties will be considered a temporary illness. During such a period, the 
employee can use accumulated sick leave benefits. 12 month full-time employees earn twelve (12) sick 
leave days per year and may roll unused sick leave forward. Full-time employees hired after the 
beginning of the school year shall have sick leave prorated for the first year of service. All IMRF 
employees will receive a minimum of 10 sick days. 
 
Upon separation, unused sick leave will be reported to the applicable retirement system (TRS or IMRF). 
Any additional unused sick leave benefit earned by members covered under a collective bargaining 
agreement will also be calculated.  



For employees covered under the district’s bargaining agreement, please refer to the “Agreement between the Board of Education Smithton 
Community Consolidated School District #130 and the Smithton Federation of Teachers, Local 6220, IFT-AFT, AFL/CIO.” 

40 

Sick leave includes: 
● Personal illness, serious illness of immediate family or household, quarantine at home, or death 

in the immediate family. The immediate family, for this purpose, includes spouse, children, 
grandparents, grandchildren, parents-in-law, brothers-in-law, sisters-in-law, sons-in-law, 
daughters-in-law, uncles, aunts, nephews, nieces or guardian. 

● Funeral leave. Such requests must be requested in advance, in writing, and approved by the 
Superintendent. 

 
The district may require an employee to provide a medical release statement after more than 3 days of 
consecutive absence. The employee should check with the principal to determine if a statement is 
needed for return from temporary illness. 
 
A medical release statement must be submitted to the principal for review before the employee returns to 
work in the following situations: 

● The employee sustains a work-related injury that has resulted in the employee being unable to 
work after the time of the injury; 

● The employee has been on an approved medical leave of absence, including maternity leaves 
related to a medical condition. 

 
Personal Business Leave 
Unless specified under an individual employment contract, 12 month full-time employees earn four (4) 
personal days per year. Personal leave may be taken in half-day or full-day increments upon request of 
the building administration. If personal leave is not taken, the day(s) will be added to accumulated sick 
leave at the beginning of the next year. Employees hired after the beginning of the school year shall 
have personal leave days pro-rated for the first year of service. 
 
Religious Leaves (Board Policy 5:70) 
Supervisors shall grant an employee's request for time off to observe a religious holiday if the employee 
gives at least 5 days prior notice and the absence does not cause an undue hardship.  
Employees may use earned vacation time, or personal leave to make up the absence, provided such time 
is consistent with the District’s operational needs. A per diem deduction may also be requested by the 
employee. 
  
School Visitation Leave (Board Policy 5:250) 
Upon approval of the Superintendent, an eligible professional staff member is entitled to 8 hours unpaid 
leave during any school year, no more than 4 hours of which may be taken on any given day, to attend 
school conferences or classroom activities related to the teacher's child, if the conference or activity 
cannot be scheduled during non-work hours. Professional staff members must first use all accrued 
vacation leave, personal leave, compensatory leave, and any other leave that may be granted to the 
professional staff member, except sick and disability leave. 
 
Unpaid Leave of Absence 
Leaves of absence may be granted without pay as determined by the Board of Education. Written 
request for leaves of absence without pay should be made at least one month in advance. 
 
Family and Medical Leave of Absence (Board Policy 5:185) 
An eligible employee may use unpaid family and medical leave (FMLA leave), guaranteed by the 
federal Family and Medical Leave Act. The U.S. Department of Labor’s rules (federal rules) 
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implementing FMLA, as they may be amended from time to time, control FMLA leave. An eligible 
employee may take FMLA leave for up to a combined total of 12 weeks each 12-month period, 
beginning September 1 and ending August 31 of the next year. During a single 12-month period, an 
eligible employee’s FMLA leave entitlement may be extended to a total of 26 weeks of unpaid leave to 
care for a covered service member (defined in the federal rules) with a serious injury or illness. The 
“single 12-month period” is measured forward from the date the employee’s first FMLA leave to care 
for the covered service member begins.  
 
While FMLA leave is normally unpaid, the District will substitute an employee’s accrued compensatory 
time-off and/or paid leave for unpaid FMLA leave. All policies and rules regarding the use of paid leave 
apply when paid leave is substituted for unpaid FMLA leave. Any substitution of paid leave for unpaid 
FMLA leave will count against the employee’s FMLA leave entitlement. Use of FMLA leave shall not 
preclude the use of other applicable unpaid leave that will extend the employee’s leave beyond 12 
weeks, provided that the use of FMLA leave shall not serve to extend such other unpaid leave. Any full 
workweek period during which the employee would not have been required to work, including summer 
break, winter break and spring break, is not counted against the employee’s FMLA leave entitlement. 
 
FMLA leave is available in one or more of the following instances: 
 

1. The birth and first-year care of a son or daughter. 
2. The adoption or foster placement of a son or daughter, including absences from work that are 

necessary for the adoption or foster care to proceed and expiring at the end of the 12-month 
period beginning on the placement date. 

3. The serious health condition of an employee’s spouse, child, or parent. 
4. The employee’s own serious health condition that makes the employee unable to perform the 

functions of his or her job. 
5. The existence of a qualifying exigency arising out of the fact that the employee’s spouse, child, 

or parent is a military member on covered active duty or has been notified of an impending call 
or order to active duty, as provided in federal rules. 

6. To care for the employee’s spouse, child, parent, or next of kin who is a covered service member 
with a serious injury or illness, as provided by federal rules.  

 
If spouses are employed by the District, they may together take only 12-weeks for FMLA leaves when 
the reason for the leave is 1 or 2, above, or to care for a parent with a serious health condition, or a 
combined total of 26 weeks for item 6 above.  
 
An employee may be permitted to work on an intermittent or reduced-leave schedule in accordance with 
federal rules.  
 

Eligibility. To be eligible for FMLA leave, an employee must be employed at a worksite where 
at least 50 employees are employed within 75 miles. In addition, one of the following provisions must 
describe the employee: 

1. The employee has been employed by the District for at least 12 months and has been employed 
for at least 1,000 hours of service during the 12-month period immediately before the beginning 
of the leave. The 12 months an employee must have been employed by the District need not be 
consecutive. However, the District will not consider any period of previous employment that 
occurred more than 7 years before the date of the most recent hiring, except when the service 
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break is due to National Guard or Reserve military service or when a written agreement exists 
concerning the District’s intention to rehire the employee. 

2. The employee is a full-time classroom teacher.  
 

Requesting Leave. If the need for the FMLA leave is foreseeable, an employee must provide the 
Superintendent or designee with at least 30 days’ advance notice before the leave is to begin. If 30 days’ 
advance notice is not practicable, the notice must be given as soon as practicable. The employee shall 
make a reasonable effort to schedule a planned medical treatment so as not to disrupt the District’s 
operations, subject to the approval of the health care provider administering the treatment. The employee 
shall provide at least verbal notice sufficient to make the Superintendent or designee aware that he or 
she needs FMLA leave, and the anticipated timing and duration of the leave. Failure to give the required 
notice for a foreseeable leave may result in a delay in granting the requested leave until at least 30 days 
after the date the employee provides notice. 
 

Certification. Within 15 calendar days after the Superintendent or designee makes a request for 
certification for a FMLA leave, an employee must provide one of the following: 

1. When the leave is to care for the employee’s covered family member with a serious health 
condition, the employee must provide a complete and sufficient certificate signed by the family 
member’s health care provider. 

2. When the leave is due to the employee’s own serious health condition, the employee must 
provide a complete and sufficient certificate signed by the employee’s health care provider. 

3. When the leave is to care for a covered service member with a serious illness or injury, the 
employee must provide a complete and sufficient certificate signed by an authorized health care 
provider for the covered service member. 

4. When the leave is because of a qualified exigency, the employee must provide: (a) a copy of the 
covered military member’s active duty orders or other documentation issued by the military 
indicating that the military member is on active duty or call to active duty status, and the dates of 
the covered military member’s active duty service, and (b) a statement or description, signed by 
the employee, of appropriate facts regarding the qualifying exigency for which FMLA leave is 
requested. 

 
The District may require an employee to obtain a second and third opinion at its expense when it has 
reason to doubt the validity of a medical certification. 
 
The District may require recertification at reasonable intervals, but not more often than once every 30 
days. Regardless of the length of time since the last request, the District may request recertification 
when the, (1) employee requests a leave extension, (2) circumstances described by the original 
certification change significantly, or (3) District receives information that casts doubt upon the 
continuing validity of the original certification. Recertification is at the employee’s expense and must be 
provided to the District within 15 calendar days after the request. The District may request 
recertification every 6 months in connection with any absence by an employee needing an intermittent 
or reduced schedule leave for conditions with a duration in excess of 6 months. 
 
Failure to furnish a complete and sufficient certification on forms provided by the District may result in 
a denial of the leave request. 
 
  



For employees covered under the district’s bargaining agreement, please refer to the “Agreement between the Board of Education Smithton 
Community Consolidated School District #130 and the Smithton Federation of Teachers, Local 6220, IFT-AFT, AFL/CIO.” 

43 

Continuation of Health Benefits. During FMLA leave, employees are entitled to continuation of 
health benefits that would have been provided if they were working. Any share of health plan premiums 
being paid by the employee before taking the leave, must continue to be paid by the employee during the 
FMLA leave. A District’s obligation to maintain health insurance coverage ceases if an employee’s 
premium payment is more than 30 days late and the District notifies the employee at least 15 days before 
coverage will cease.  
 

Changed Circumstances and Intent to Return. An employee must provide the Superintendent or 
designee reasonable notice of changed circumstances (i.e., within 2 business days if the changed 
circumstances are foreseeable) that will alter the duration of the FMLA leave. The Superintendent or 
designee, taking into consideration all of the relevant facts and circumstances related to an individual’s 
leave situation, may ask an employee who has been on FMLA leave for 8 consecutive weeks whether he 
or she intends to return to work. 
 

Return to Work. If returning from FMLA leave occasioned by the employee’s own serious health 
condition, the employee is required to obtain and present certification from the employee’s health care 
provider that he or she is able to resume work.  
 
An employee returning from FMLA leave will be given an equivalent position to his or her position 
before the leave, subject to: (1) permissible limitations the District may impose as provided in the 
FMLA or implementing regulations, and (2) the District’s reassignment policies and practices.  
 
Classroom teachers may be required to wait to return to work until the next semester in certain situations 
as provided by the FMLA regulations.  
 

Implementation. The Superintendent or designee shall ensure that: (1) all required notices and 
responses to leave requests are provided to employees in accordance with the FMLA; and (2) this policy 
is implemented in accordance with the FMLA. In the event of a conflict between the policy and the 
FMLA or its regulations, the latter shall control. The terms used in this policy shall be defined as in the 
FMLA regulations. 
 
Jury Duty (Board Policy 5:80) 
The District will pay full salary during the time an employee is on court duty or, pursuant to a subpoena, 
serves as a witness or has a deposition taken in any school-related matter pending in court. The 
employee is expected to report for work when it does not conflict with court obligations. 
 
The District will deduct the court duty remuneration, less mileage and meal expenses, from the 
employee's compensation. 
 
An employee should give at least 5 days' prior notice of pending court duty to the District. It is the 
employee’s responsibility to keep his/her supervisor informed about the amount of time required for jury 
duty or court appearances. 
 
Leaves for Victims of Domestic or Sexual Violence (Board Policy 5:250) 
An unpaid leave from work is available to any staff member who: (1) is a victim of domestic violence, 
sexual violence, or gender violence, or (2) has a family, or household member who is a victim of such 
violence, whose interests are not adverse to the employee as it relates to the domestic violence, sexual  
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violence, or gender violence. The unpaid leave allows the employee to seek medical help, legal 
assistance, counseling, safety planning, and other assistance without suffering adverse employment 
action. 
 
The Victims’ Economic Security and Safety Act governs the purpose, requirements, scheduling, and 
continuity of benefits, and all other terms of the leave. Accordingly, if the District employs at least 50 
employees, an employee is entitled to a total of 12 work weeks of unpaid leave during any 12-month 
period. Neither the law nor this policy creates a right for an employee to take unpaid leave that exceeds 
the unpaid leave time allowed under, or is in addition to the unpaid leave time permitted by, the federal 
Family and Medical Leave Act of 1993 (29 U.S.C. § 2601, et seq.).  
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COVID Self-Certification 
By reporting to work, you are certifying you have screened yourself and you meet all the following 
criteria to report to work. 
 
Criteria to Report to Work – Checked Daily 
 
� I do not have a temperature of 100.4F or greater. 
 
� I am not taking fever-reducing medicines, such as those that contain aspirin, ibuprofen or 
acetaminophen, in order to reduce a fever. 
 
� For unvaccinated individuals, I have not had close contact or cared for someone with COVID-19 
within the past 14 days. 
 
� I have not been directed to self-quarantine by a health care provider. 
 
� I have not been directed to self-quarantine by the County or State Department of Public Health. 
 
 

I do not have any of the following symptoms: 

� New Cough 
� Shortness of breath  
� Fatigue from unknown cause 
� Muscle or body aches from unknown cause 

� New onset of moderate or severe headache 
� New loss of sense of taste or smell 
� Sore Throat 
� Vomiting 
� Diarrhea 
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APPENDIX A 
ILLINOIS EDUCATOR CODE OF ETHICS 

 
Preamble: Educators fundamentally believe that meeting the educational needs of each student is 
critical to the profession. The Illinois Educators’ Code of Ethics is a set of core principles, values, and 
responsibilities that sets expectations to guide practice and inspire professional excellence in relation to 
federal, state, and local policies, rules, regulations, and collective bargaining agreements. Illinois 
educators encourage the application of these core principles throughout the education community.  
 
Definition of Educator: An educator is a person who holds or is applying for a certificate or approval, 
or is enrolled in an Illinois pre-service education preparation program.  
 

PRINCIPLES 
 
The Illinois Educator Code of Ethics contains five core principles which provide a foundation for the 
responsibilities and commitments of Illinois Educators. 
 

1. Responsibility to Students  
2. Responsibility to Self  
3. Responsibility to Colleagues and the Profession  
4. Responsibility to Parents, Families and Communities  
5. Responsibility to the Illinois State Board of Education  

 
PRINCIPLE 1: RESPONSIBILITY TO STUDENTS 
The Illinois educator is committed to creating, promoting, and implementing a learning 
environment that is accessible to each student, enables students to achieve the highest 
academic potential, and maximizes their ability to succeed in academic and employment 
settings as a responsible member of society. Illinois educators: 

▪ Embody the Standards for the School Service Personnel Certificate (23 Ill. Adm. Code 
23), the Illinois Professional Teaching Standards (23 Ill. Adm. Code 24), and 
Standards for Administrative Certification (23 Ill. Adm. Code 29), as applicable to the 
educator, in the learning environment; 

▪ Respect the inherent dignity and worth of each student by assuring that the learning 
environment is characterized by respect and equal opportunity for each student, 
regardless of race, color, national origin, sex, sexual orientation, disability, religion, 
language or socio-economic status; 

▪ Maintain a professional relationship with students at all times; 
▪ Provide a curriculum based on high expectations for each student that addresses 

individual differences through the design, implementation, and adaptation of effective 
instruction; and 

▪ Foster in each student the development of attributes that will enhance skills and 
knowledge necessary to be a contributing member of society. 
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PRINCIPLE 2: RESPONSIBILITY TO SELF 
The Illinois Educator is committed to establishing high professional standards for their 
practice and striving to meet these standards through their performance. Illinois Educators: 

▪ Assume responsibility and accountability for their performance and continually strive 
to demonstrate proficiency and currency in both content knowledge and professional 
practice; 

▪ Develop and implement personal and professional goals with attention to professional 
standards through a process of self assessment and professional development; 

▪ Represent their professional credentials and qualifications accurately; and 
▪ Demonstrate a high level of professional judgment. 

 
 

PRINCIPLE 3: RESPONSIBILITY TO COLLEAGUES AND THE PROFESSION 
The Illinois Educator is committed to collaborating with school and district colleagues and 
other professionals in the interest of student learning. Illinois Educators: 

▪ Collaborate with colleagues in the local school and district to meet local and state 
educational standards; 

▪ Work together to create a respectful, professional and supportive school climate that 
allows all educators to maintain their individual professional integrity; 

▪ Seek out and engage in activities that contribute to the ongoing development of the 
profession; 

▪ Promote participation in educational decision making processes; 
▪ Encourage promising candidates to enter the education profession; and 
▪ Support the preparation, induction, mentoring and professional development of 

educators. 
 

 
PRINCIPLE 4: RESPONSIBILITY TO PARENTS, FAMILIES AND COMMUNITIES 
The Illinois Educator will collaborate, build trust, and respect confidentiality with parents, 
families, and communities to create effective instruction and learning environments for each 
student. Illinois Educators: 

▪ Aspire to understand and respect the values and traditions of the diversity represented 
in the community and in their learning environments; 

▪ Encourage and advocate for fair and equal educational opportunities for each student; 
▪ Develop and maintain professional relationships with parents, families, and 

communities; 
▪ Promote collaboration and support student learning through regular and meaningful 

communication with parents, families, and communities; and 
▪ Cooperate with community agencies that provide resources and services to enhance 

the learning environment. 
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PRINCIPLE 5: RESPONSIBILITY TO THE ILLINOIS STATE BOARD OF 
EDUCATION 
The Illinois Educator is committed to supporting the Administrative and School Codes, state 
and federal laws and regulations, and the Illinois State Board of Education’s standards for 
highly qualified educators. Illinois Educators: 

▪ Provide accurate communication to the Illinois State Board of Education concerning 
all certification matters; 

▪ Maintain appropriate certification for employment; and 
▪ Comply with state and federal codes, laws, and regulations. 
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ACKNOWLEDGMENT RECEIPT OF EMPLOYEE HANDBOOK 
2022-2023 

 
I have received a copy of Smithton CCSD #130’s employee handbook, specifying policies, practices, 
and regulations. A district supervisor or administrator also reviewed with me the district’s professional 
standards of conduct, and I had opportunities to ask questions on anything that I did not understand. I 
understand that it is my responsibility to be familiar with the contents of this handbook and to ask 
questions on any matters I do not understand. 
 
I agree to abide by the Smithton CCSD #130’s written and unwritten policies, procedures, rules and 
regulations. 
 
Since the information, policies, and benefits described here are necessarily subject to change, I 
understand that revised information will supersede, modify, or eliminate existing policies. Only the 
Board of Education and the Superintendent have the ability to adopt any revisions to the policies in this 
manual. 
 
 

 
 
Name 
 
 
 
Signature 
 
 
 

 

Date 
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