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      Community Consolidated Schools District 168 

                            Fraud Awareness Training and Fraud Response Plan  
 
Statement  
 
Community Consolidated Schools District 168 is committed to the prevention of fraud and the 
promotion of an anti-fraud culture. 
 
Community Consolidated Schools District 168 operates a zero-tolerance attitude to fraud and 
requires all staff, subcontractors, and volunteers to act honestly and with integrity at all times, and to 
report all reasonable suspicions of fraud.  
 
Community Consolidated Schools District 168 will investigate all instances of actual, attempted or 
suspected fraud and will seek to recover any losses and pursue appropriate sanctions against the 
perpetrators. This may include criminal prosecution, disciplinary action, legal proceedings and 
professional sanctions.  
 
This plan applies to all employees, consultants/subcontractors, and volunteers.   
 
Training 
 
Community Consolidated Schools District 168 is committed to communicating the fraud awareness 
program at least annually to employees and subcontractors, and volunteers. 
 
Training will consist of the following: 

 
Employee Ethics and Standards of Conduct  
Fraud awareness 
Reporting fraud, waste, or abuse 
Employee protection / Whistle Blower Act 
Fraud Response Plan 
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Employee Ethics and Standards of Conduct 

 
TITLE 23: EDUCATION AND CULTURAL RESOURCES SUBTITLE A: EDUCATION  

CHAPTER I: STATE BOARD OF EDUCATION 

SUBCHAPTER b: PERSONNEL 

PART 22 CODE OF ETHICS FOR ILLINOIS EDUCATORS  

SECTION 22.20 CODE OF ETHICS 

 
  

Section 22.20  Code of Ethics 

  

a)         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: 

  

1)         Embody the Standards for the District Support Personnel Endorsements (23 Ill. Adm. 

Code 23), the Illinois Professional Teaching Standards (23 Ill. Adm. Code 24.130), and 

Standards for Administrative Endorsements (23 Ill. Adm. Code 29), as applicable to the 

educator, in the learning environment; 

  

2)         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; 

  

3)         Maintain a professional relationship with students at all times; 

  

4)         Provide a curriculum based on high expectations for each student that addresses 

individual differences through the design, implementation and adaptation of effective 

instruction; and 

  

5)         Foster in each student the development of attributes that will enhance skills and 

knowledge necessary to be a contributing member of society. 

  

b)         Responsibility to Self 

Illinois educators are committed to establishing high professional standards for their practice 

and striving to meet these standards through their performance. Illinois educators: 

  

1)         Assume responsibility and accountability for their performance and continually strive to 

demonstrate proficiency and understanding of current trends in both content knowledge 

and professional practice; 

  

2)         Develop and implement personal and professional goals with attention to professional 

standards through a process of self-assessment and professional development; 

  

3)         Represent their professional credentials and qualifications accurately;  

   

4)        Demonstrate a high level of professional judgment. 
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c)         Responsibility to Colleagues and the Profession 
The Illinois educator is committed to collaborating with District and district colleagues and 

other professionals in the interest of student learning.  Illinois educators: 

  

1)         Collaborate with colleagues in their respective Districts and districts to meet local and 

State educational standards; 

  

2)         Work together to create a respectful, professional and supportive District climate that 

allows all educators to maintain their individual professional integrity; 

  

3)         Seek out and engage in activities that contribute to the ongoing development of the 

profession; 

  

4)         Promote participation in educational decision-making processes; 

  

5)         Encourage promising candidates to enter the education profession; and 

  

6)         Support the preparation, induction, mentoring and professional development of 

educators.  

  

d)         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: 

  

1)         Aspire to understand and respect the values and traditions of the diversity represented in 

the community and in their learning environments; 

  

2)         Encourage and advocate for fair and equal educational opportunities for each student; 

  

3)         Develop and maintain professional relationships with parents, families and 

communities; 

  

4)         Promote collaboration and support student learning through regular and meaningful 

communication with parents, families and communities; and 

  

5)         Cooperate with community agencies that provide resources and services to enhance the 

learning environment. 

  

e)         Responsibility to the Illinois State Board of Education 

Illinois educators are committed to compliance with the District Code [105 ILCS 5] and its 

implementing regulations, and to State and federal laws and regulations relevant to their 

profession.  Illinois educators: 

  

1)         Provide accurate communication to the Illinois State Board of Education concerning all 

educator licensure matters; 

  

2)         Maintain appropriate educator licensure for employment; and 

  

3)         Comply with State and federal laws and regulations. 

  

(Source:  Amended at 38 Ill. Reg. 6224, effective February 27, 2014) 
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FRAUD AWARENESS 
 
What is Fraud? 
The term ‘fraud’ is often used to describe complex financial offences such as false accounting. 
However, in its simplest form, fraud is lying. Some people will lie, or withhold information, or generally 
abuse their position to try to trick someone else into believing something that isn’t true. Examples 
might include, but are not limited to: 
 

• Failure to report time off work.  

• Clocking in or requesting payment for time not worked. 

• Reporting additional extra duty hours that are in excess of time required to complete the job. 

• Sending false invoices for goods and services that were not ordered or received. 

• Submitting false claims for sickness or expenses.  

• Misuse of items donated to the District.  

  

Individuals caught committing fraud can be prosecuted under the Fraud Act 2006 if they make a false 
representation, fail to disclose information or abuse their position.   
 
 
Fraud Definitions 
 

FRAUD – An intentional deception or misrepresentation made by a person with the 
knowledge that the deception could result in some unauthorized benefit to him/herself or 
some other person.  It includes any act that constitutes fraud under applicable Federal or 
State law. 

 
WASTE – Is overutilization of services, or other practices that result in excessive or 
unnecessary costs.  Generally not considered caused by criminally negligent actions but 
rather misuse of resources. 

 
ABUSE – An individual’s activities that are inconsistent with sound fiscal, business that result 
in an unnecessary cost. 

 
Employee Responsibilities 
 

Administrators: 
 

• Developing, implementing and maintaining adequate systems of internal control that prevent 
and detect fraud.  

• Testing the system of internal control and seeking independent assurance when appropriate.  

• Regularly reviewing the District’s anti-fraud plan and compliance with it to ensure it remains 
effective and relevant to the needs of the District. 

• Reporting allegations of actual, attempted or suspected fraud to the Human Resources 
Coordinator, Karen Rice-Harris. 

• Ensuring all allegations of fraud are investigated appropriately, in compliance with relevant 
policies, procedures and legislation and commencing disciplinary and/or legal action where 
appropriate. 

All employees are responsible for: 
 

• Being familiar with the various types of fraud that might affect the District, as described during 
District trainings. 

http://www.legislation.gov.uk/ukpga/2006/35/section/1
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• Adhering to the agreed district policies and procedures, thereby protecting the District’s 
reputation and assets from fraud. 

• Reporting allegations of actual, attempted or suspected fraud to the Human Resources 
Coordinator, Karen Rice-Harris.   

• Assisting in the investigation of suspected fraud when requested to do so, for example; by 
providing witness statements.  

 
REPORTING FRAUD, WASTE, or ABUSE 

 
Employees should immediately report any concerns about actual, attempted or suspected fraud to 
the Human Resources Coordinator, Karen Rice-Harris. 
 
Under no circumstances should staff investigate the matter themselves.  
 
Should a member of staff, wish to seek advice about how to deal with an allegation of fraud, or want 
to report the matter anonymously, they can contact the Human Resources Coordinator, Karen Rice-
Harris. 
 

EMPLOYEE PROTECTION / WHISTLE BLOWER ACT 
 
Under Illinois' Whistleblower Act: 
• An employee may not be retaliated against for disclosing suspected violations of state or 

federal law to a government or law enforcement agency. The employee's suspicion does not 
need to actually be true, nor is the employee required to prove conclusively that the violation 
happened. Rather, the employee needs to only have reasonable cause to believe that a violation 
had occurred. Note, however, that the disclosure must be made to a government or law 
enforcement agency: disclosures to other persons (such as a supervisor or the media) are not 
protected under the statute. 740 Ill. Comp. Stat. 174/15. 
http://www.ilga.gov/legislation/ilcs/ilcs3.asp?ActID=2495&ChapterID=57 
 

FRAUD RESPONSE PLAN 
 
Community Consolidated Schools District 168 has established guidelines for administrators regarding 
the immediate actions to be taken in the event of a fraud being discovered or suspected. It covers 
how and when to seek professional advice, securing evidence and preventing further losses. 
Employees should report suspected fraud to the immediate supervisor, who would then, initiate the 
Fraud Response Plan. (see Appendix 1).  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.ilga.gov/legislation/ilcs/ilcs3.asp?ActID=2495&ChapterID=57
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Appendix 1 
 

Fraud Response Plan 
 
It is important that allegations of actual, attempted and suspected fraud aren’t ignored. Even 
seemingly insignificant concerns may later reveal a larger, previously unknown problems.     
 
Securing Evidence 
 
Ensure that any concerns are recorded fully. Whenever possible keep written notes that cover: 
 

• Name(s) 

• Dates and times of key events. 

• Details of any conversations had or overheard. 

• Details of any actions or incidents that were observed. 
 
Secure physical evidence such as original invoices, receipts, letters, checks and application forms. 
Try to minimize how many people and how often evidence is handled.   
 
If any of the evidence is on a computer, immediately unplug the computer from its power source. 
Don’t attempt to shut the computer down through its operating system as this can alter or destroy key 
files and documents.  
 
While initially securing the evidence, it is important not to be tempted to begin a more substantial 
investigation, or accuse individuals directly, without seeking professional advice (see ‘Seeking 
Advice’ below).   
 
If an investigation is undertaken without following the appropriate policies and procedures, or if 
individuals are accused without sufficient evidence, it may lead to the perpetrators avoiding a 
disciplinary, criminal or civil sanction.  
 
Preventing Further Losses 
 
It is important to minimize any additional losses. For example, if the allegations concern the theft or 
loss or passwords, PIN’s or similar credentials, immediately notify the Human Resources 
Coordinator, Karen Rice-Harris.  
 
Equally, if the losses relate to a weak process, for example cash is routinely kept unsecured in a 
drawer, ensure that the process is changed, at least temporarily, until more permanent and improved 
processes can be implemented.  
 

Seeking Advice 
 
When an allegation of fraud is discovered it is important to seek professional advice as soon 
as possible. Advice can be sought from the Human Resources Coordinator.  
 
You can contact the CCSD 168 District Human Resources and Complaint Team as follows: 
 
Ms. Karen Rice-Harris, Human Resources Coordinator:  
Email: kharris@d168.org 
 
Dr. Jeremiah Johnson, Complaint Manager: 
Email: jjohnson@168.org 
 
Ms. Sharlyne Williams, Complaint Manager: 
Email: swilliams@d168.org  
 

mailto:kharris@d168.org
mailto:jjohnson@168.org
mailto:swilliams@d168.org
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Employees and subcontractors, may be feeling vulnerable before, during and after they have 
brought an allegation of fraud to the attention of the District.  
 
Reassure witnesses that they have acted appropriately by raising their concerns. Members 
of staff should be provided with a copy of the Whistleblowing Policy and reminded that the 
District does not tolerate reprisals, victimization or harassment and will take all reasonable 
action to protect them.  
 
In addition, the District will take steps to minimize any difficulties members of staff may 
experience as a result of raising a concern. For instance, if they are required to give 
evidence in criminal or disciplinary proceedings, the District will advise or arrange for them to 
receive advice and support about the process being followed. 
  
 
CCSD 168 Board Policy References: 
2:105 Ethics and Gift Ban  
4:60 Purchases and Contracts 
5.120 Employee Ethics; Conduct; and Conflict of Interest    
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Appendix 2 
 

Fraud Reporting Form 
 
If you have any concerns about fraud please contact Karen Rice-Harris, Human Resources 
Coordinator at (708) 758-1610 x 124 or at kharris@d168.org. You may also print and complete 
this form and send it to the address shown below. 
 

You do not need to give your name. All the information provided will be treated in 
confidence. 
  
Name of the person(s) you 
suspect: 

 
 

 
 

Place of work / department / 
job title: (If known) 

 
 

 

Please provide details of your suspicions. You should include as much information as possible. 
For example, what was said in telephone or other conversations, dates, times and places, as 
well as the names of any other parties involved: (Continue on a separate page if necessary 
and attach any additional evidence you may have) 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Your details: (please leave blank if you wish to remain anonymous) 
 

Name:  
 

 

 

Telephone number or contact 
address: 

 
 
 

 

 
Please return this form in an envelope marked “Private & Confidential” to 
Karen Rice-Harris, Human Resources Coordinator, CCSD168 District Office,            
21899 Torrence Ave., Sauk Village, IL 60411.  You may also report suspected abuse on 
the District Website www.168.org under “File a Suspected Fraud Report.” Under the 
Employee tab.  

mailto:kharris@d168.org
http://www.168.org/

