North Greene Unit District No. 3 5:10

General Personnel

Equal Employment Opportunity and Minority Recruitment

The School District shall provide equal employment opportunities to all persons regardless of their
race; color; creed; religion; 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 or sexual violence; genetic information; physical or mental
handicap or disability, if otherwise able to perform the essential functions of the job with reasonable
accommodation; 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. These individuals are listed below. No employee or applicant will be discriminated or
retaliated 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, rules or regulations, 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 pelicy the names, addresses, and telephone
numbers of the District’s current Nondiscrimination Coordinator and Complaint Managers.
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Nondiscrimination Coordinator:

Mark Scott

Name

250 East Sherman Street
Address

White Hall 1L 62092
Email
mscotti@northeresne.com
Telephone 217-374-2842

Complaint Managers:

Mark Scott Jaclyn Kuchy

Name Name

250 East Sherman Street 403 West North Street
Address Address

White Hall I, 62092 Roodhouse 1L 62082
Email Email
mscott{@northereene.com ikuchyinorthereene, com
Telephone 217-374-2842 Telephone 217-589-4623

The Superintendent shall also use reasonable measures to inform staff members and applicants that
the District is an equal opportunity employer, such as, by posting required notices and including this
policy in the appropriate handbooks.

Minority Recruitment

The District will attempt to recruit and hire minority employees. The implementation of this policy
may include advertising openings in minority publications, participating in minority job fairs, and
recruiting at colleges and universities with significant minority enrollments. This policy, however,
does not require or permit the District to give preferential freatment or special rights based on a
protected status without evidence of past discrimination.

LEGAL REF.: 8 U.S.C. §1324a et seq., Immigration Reform and Control Act.

20 US.C. §1681 et seq., Title IX of the Education Amendments of 1972,
implemented by 34 C.F.R. Part 106.

29 U.S.C. §206(d), Equal Pay Act.

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

29 U.S.C. §791 et seq., Rehabilitation Act of 1973.

38 U.S.C. §4301 et seqg., Uniformed Services Employment and Reemployment
Rights Act (1994).

42 U.S.C. §1981 et seq., Civil Rights Act of 1991.

42 U.S.C. §2000e et seq., Title VII of the Civil Rights Act of 1964, implemented
by 29 C.F.R. Part 1601.

42 1.8.C. §2000ff et seq., Genetic Information Nondiscrimination Act of 2008.

42 U.S.C. §2000d et seq., Title VI of the Civil Rights Act of 1964.

42 U.S.C. §2000¢(k), Pregnancy Discrimination Act.

42 U.S.C. §12111 et seq., Americans with Disabilities Act, Title L.

Ili. Constitution, Art. I, §§17, 18, and 19.

105 ILCS 5/10-20.7, 5/20.7a, 5/21.1, 5/22.4, 5/23.5, 5/22-19, 5/24-4, 5/24-4.1, and
5/24-7.

410 ILCS 130/40, Compassionate Use of Medical Cannabis Pilot Program Act.
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CROSS REF.:

ADOPTED:

5:10

410 ILCS 513/25, Genetic Information Protection Act.

740 ILCS 174/, 1ll. Whistleblower Act.

775 TLCS 5/1-103, 5/2-102, 103, and 5/6-101, Iil. Human Rights Act.
775 ILCS 35/5, Religious Freedom Restoration Act.

820 I.CS 55/10, Right to Privacy in the Workplace Act.

820 ILCS 70/, Employee Credit Privacy Act.

820 ILCS 75/, Job Opportunities for Qualified Applicants Act.

820 ILCS 112/, Il Equal Pay Act of 2003,

820 ILCS 180/30, Victims® Economic Security and Safety Act.

820 [LCS 260/, Nursing Mothers in the Workplace Act.

2:260 (Uniform Grievance Procedure), 5:20 (Workplace Harassment Prohibited),
5:30 (Hiring Process and Criteria), 5:40 (Communicable and Chronic Infectious
Disease), 5:50 (Drug- and Alcohol-Free Workplace; Tobacco Prohibition), 5:70
(Religious Holidays), 5:180 (Temporary Illness or Temporary Incapacity), 5:200
(Terms and Conditions of Employment and Dismissal), 5:250 (Leaves of
Absence), 5:270 (Employment, At-Will, Compensation, and Assignment), 5:300,
(Schedules and Employment Year), 5:330 (Sick Days, Vacation, Holidays, and
Leaves), 7:10 (Equal Educational Opportunities), 7:180 (Prevention of and
Response to Bullying, Intimidation, and Harassment), 8:70 (Accommodating
Individuals with Disabilities)

September 19, 2005; REVISED: January 22, 2008; February 17, 2010;
April 16, 2014; January 21, 2015; October, 2015; December 19, 2016; Dec. 20,
2017
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North Greene Unit District No. 3 5:20

General Personnel

Workplace Harassment Prohibited

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 race, religion, national origin, sex, sexual orientation,
age, citizenship status, disability, or 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 policy 7:20, Harassment of Students Prohibited.

The District will take remedial and corrective action to address unlawful workplace harassment,
including sexual harassment.

Sexual Harassment Prohibited

The School 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,

Making a Complaint

Employees are encouraged to promptly report information regarding violations of this policy.
Employees may choose to report to a person of the employee’s same gender. Every effort should be
made to file such complaints as soon as possible, while facts are known and potential witnesses are
available,

Aggrieved employees, 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.

Whom to Contact with a Report or Complaint

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. Employees may also report claims
using Board policy 2:260, Uniform Grievance Procedure. If a claim is reported using Board policy
2:260, then the Complaint Manager shall process and review the complaint according to that policy,
in addition to any response required by this policy 5:20, Workplace Harassment Prohibited.

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;

Mark Scott

Name

250 East Sherman Street
Address

White Hall IL. 62092

Email
mscoft@northereens,com
Telephone 217-374-2842, ext. 5

Complaint Managers:

Mark Scott Jaclyn Kuchy

Name Name

250 East Sherman Street 403 East North Street
Address _ Address

White Hall IL 62092 Roodhouse 1L 62082
Email Email
mscoft@northgreene.com ikuchvignorthgreene.com
Telephone 217-374-2842, ext, 5 Telephone 217-589-4623

Investigation Process

Supervisors, Building Principals, or administrators who receive a report or complaint of harassment
must promptly forward the report or complaint to the Nondiscrimination Coordinator or a Complaint
Manager. A supervisor or administrator 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. The District shall investigate alleged
workplace harassment when a Complaint Manager becomes aware of an allegation, regardless of
whether a written report or complaint is filed.

Enforcement

A violation of this policy by an employee may result in discipline, up to and including discharge. A
violation of this policy by a third party will be addressed in accordance with the authority of the
Board in the context of the relationship of the third party to the District, i.e., vendor, parent, invitee,
etc. Any employee making a knowingly false accusation regarding harassment will likewise be
subject to disciplinary action, up fo 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
bona fide complaints or providing information about harassment is prohibited (see Board policy
2:260, Uniform Grievance Procedure), and whistleblower protection may be available under the State
Officials and Employees Ethics Act (5 ILCS 430/), the Whistleblower Act (740 ILCS 174/), and the
1. Human Rights Act (775 ILCS 5/).

An employee should report allegations of retaliation to hisrher immediate supervisor, the Building
Principal, an administrator, the Nondiscrimination Coordinator, and/or a Complaint Manager.

5:20 Page 2 of 3




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 1o State and Federa] 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 Ill. Dept. of Human Rights and the U. S. Equal Employment Opportunity

Commission.

The Superintendent shall also use reasonable measures to inform staff members and applicants of this
policy, which shall include reprinting this policy in the appropriate handbooks.

LEGAL REF.:

CROSS REF.

ADOPTED:

5:20

Title VII of the Civil Rights Act of 1964, 42 U.S.C. §2000e et seq., implemented
by 29 C.F.R. §1604.11.

Title IX of the Education Amendments of 1972, 20 US.C. §1681 et seg., implemented
by 34 C.F.R. Part 106.

State Officials and Employees Ethics Act, 5 ILCS 430/70-5(a).

I11. Human Rights Act, 775 ILCS 5/2-101(E), 5/2-102(D), 5/2-102(E-5), 5/5-102,
and 5/5-102.2.

56 I1l. Admin.Code Parts 2500, 2510, 5210, and 5220.

Burlingion Industries v. Ellerth, 524 .S, 742 (1998).

Crawford v. Metro. Gov’t of Nashville & Davidson County, 555 U.S. 271
(2009).

Faragher v. City of Boca Raton, 524 11.8. 775 (1998).

Franklin v. Gwinnett Co. Public Schools, 503 1U.S. 60 (1992).

Harris v. Forklifi Systems, 510 U.S. 17 {1993).

Jackson v, Birmingham Bd. of Educ., 544 U.S. 167 (2005).

Meritor Savings Bank v. Vinson, 477 U.S. 57 (1986).

Oncale v. Sundown Offshore Services, 523 U.S. 75 (1998).

Porter v. Erie Foods International, Inc., 576 F.3d 629 (7th Cir. 2009).

Sangamon_County Sheriff's Dept. v. Ill. Human Rights Com’n, 233 H1.2d 125
(111. 2009).

Vance v. Ball State University, 133 S. Ct. 2434 (2013).

2:260 (Uniform Grievance Procedure), 5:10 (Equal Employment Opportunity
and Minority Recruitment), 7:20 (Harassment of Students Prohibited)

April 16, 2007, REVISED: April 19, 2010; November 20, 2013; July 15,
2015; July 1, 2017; April 18, 2018

Page 3 of 3




North Greene Unit District No. 3 5:90

General Personnel
Abused and Neglected Child Reporting

Any District employee who suspects or receives knowledge that a student may be an abused or
neglected child or, for a student aged 18 through 21, an abused or neglected individual with a
disability, shall: (1) immediately report or cause a report to be made to the Illinois Dept. of Children
and Family Services (DCFS) on its Child Abuse Hotline 1-800-25-ABUSE (1-800-252-2873)(within
Illinois); 1-217-524-2606 (outside of Illinois); or 1-800-358-5117 (TTY), and (2) follow directions
given by DCFS concerning filing a written report within 48 hours with the nearest DCFS field office.
Any District employee who believes a student is in immediate danger of harm, shall first call 911.
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, the applicable school resource officer
(SRO), and/or local law enforcement.

Any District employee who discovers chiid pornography on electronic and information technology
equipment shall immediately report it to local law enforcement, the National Center for Missing and
Exploited  Children’s  CyberTipline  1-800-THE-LOST  (1-800-843-5678) or onling at
report.cybertip.org/ or 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 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.

Abused and Neglected Child Reporting Act (ANCRA). School Code, and Erin’s Law Training

The Superintendent or designee shall provide staff development opportunities for District employees
in the detection, reporting, and prevention of child abuse and neglect.
All District employees shall:

1. Before beginning employment, sign the Acknowledgement of Mandated Reporter Status form
provided by DCFS. The Superintendent or designee shall ensure that the signed forms are
retained.

2. Complete mandated reporter training as required by law within one year of initial
employment and at least every five years after that date.

The Superintendent will encourage all District educators to complete continuing professional
development that addresses the traits and identifiers that may be evident in students who are victims
of child sexual abuse, including recognizing and reporting child sexual abuse and providing
appropriate follow-up and care for abused students as they return to the classroom setting.

Special Superintendent Responsibilities

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

The Superintendent shall notify the State Superintendent and the Regional Superintendent in writing
when he or she has reasonable cause to believe that a license holder was dismissed or resigned from
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the District as a result of an act that made a child an abused or neglected child. The Superintendent
must make the report within 30 days of the dismissal or resignation and mail a copy of the
notification to the license holder,

Special School Board Member Responsibilities

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

LEGAL REF.: 105 ILCS 5/10-21.9.
20 TLCS 1305/1-1 et seq., Department of Human Services Act.
325 ILCS 5/, Abused and Neglected Child Reporting Act.
720 ILCS 5/12C-50.1, Criminal Code of 2012.

CROSS REF.: 2:20 (Powers and Duties of the School Board; Indemnification), 5:20 (Workplace
Harassment Prohibited), 5:100 (Staff Development Program), 5:120 (Employee
Ethics; Conduct; and Conflict of Interest), 5:150 (Personnel Records), 6:120
(Education of Children with Disabilities), 6:250 (Community Resource Persons
and Volunteers), 7:20 (Harassment of Students Prohibited), 7:150 {Agency and
Police Interviews)

ADOPTED: January 22, 2008; REVISED: January 21, 2009; December 16, 2009;

December 18, 2013; December 16, 2015; December 20, 2017
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North Greene Unit District No. 3 6:140

Instruction

Education of Homeless Children

Each child of a homeless individual and each homeless youth has equal access to the same free,
appropriate public education as provided to other children and youths, including a public pre-school
education. A homeless child is defined as provided in the McKinney-Vento Homeless Assistance Act
and the Ill. Education for Homeless Children Act. The Superintendent or designee shall act as or
appoint a Liaison for Homeless Children to coordinate this policy’s implementation.

A homeless child may attend the District school that the child attended when permanently housed or
in which the child was last enrolled. A homeless child living in any District school’s attendance area
may attend that school.

The Superintendent or designee shall review and revise rules or procedures that may act as barriers to
the enrollment of homeless children and youths. In reviewing and revising such procedures,
consideration shall be given to issues concerning transportation, immunization, residency, birth
certificates, school records and other documentation, and guardianship. Transportation shall be
provided in accordance with the McKinney-Vento Homeless Assistance Act and State law. The
Superintendent or designee shall give special attention to ensuring the enrollment and attendance of
homeless children and youths who are not currently attending school. If a child is denied enrollment
or transportation under this policy, the Liaison for Homeless Children shall immediately refer the
child or his or her parent/guardian to the ombudsperson appointed by the Regional Superintendent
and provide the child or his or her parent/guardian with a written explanation for the denial.
Whenever a child and his or her parent/guardian who initially share the housing of another person due
to loss of housing, economic hardship, or a similar hardship continue to share the housing, the Liaison
for Homeless Children shall, after the passage of 18 months and annually thereafter, conduct a review
as to whether such hardship continues to exist in accordance with State law.

LEGAL REF. McKinney-Vento Homeless Assistance Act, 42 U.S.C. §11431 et seq.
Ill. Education for Homeless Children Act, 105 ILCS 45/.

CROSS REF.; 2:260 (Uniform Grievance Procedure), 4:110 (Transportation), 7:10 (Equal
Educational Opportunities), 7:30 (Student Assignment}, 7:50 {School
Admissions and Student Transfers To and From Non-District Schools), 7:60
(Residence), 7:100 (Health, Eye, and Dental Examinations; Immunizations; and
Exclusion of Students)

ADMIN. PROC.: 6:140-AP (Education of Homeless Children)

ADOPTED: September 15, 2010; REVISED: October, 2010; October 21, 2015;
Dec. 19, 2016; December 20, 2017
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North Greene Unit District No. 3 7:90

Students

Release During School Hours

For safety and security reasons, a prior written or oral consent of a student’s custodial parent/guardian
is required before a student is released during school hours: (1) at any time before the regular
dismissal time or at any time before school is otherwise officially closed, and/or (2) to any person
other than a custodial parent/guardian.

Early Dismissal Announcement

The Superintendent or designee shall make reasonable efforts to issue an announcement whenever it
is necessary to close school early due to inclement weather or other reason.

CROSS REF . 4:170 (Safety)

ADOPTED: October 15, 2007; REVISED: September 15, 2010; Reviewed: 2015
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North Greene Unit District No. 3 7:340

Students

Student Records

School student records are confidential. Information from them shall not be released other than as
provided by law. A school student record is any writing or other recorded information concerning a
student and by which a student may be identified individually that is maintained by a school or at its
direction by a school employee, regardless of how or where the information is stored, except as
provided in State or federal law as summarized below:

1. Records kept in a staff member’s sole possession.
2. Records maintained by law enforcement officers working in the school.

3. Video and other electronic recordings (including without limitation, electronic recordings
made on school buses) that are created in part for law enforcement, security, or safety reasons
or purposes. The content of these recordings may become part of a school student record to the
extent school officials create, use, and maintain this content, or it becomes available to them by
law enforcement officials, for disciplinary or special education purposes regarding a particular
student.

4.  Any information, either written or oral, received from law enforcement officials concerning a
student less than the age of 17 years who has been arrested or taken into custody.

State and federal law grants students and parents/guardians certain rights, including the right to
inspect, copy, and challenge school student records. The information contained in school student
records shall be kept current, accurate, clear, and relevant. All information maintained concerning a
student receiving special education services shall be directly related to the provision of services to
that child. The District may release directory information as permitted by law, but a parent/guardian
shall have the right to object to the release of information regarding his or her child. However, the
District will comply with an ex parte court order requiring it to permit the U.S, Attorney General or
designee to have access to a student’s school records without notice to, or the consent of, the student’s
parent/guardian. Upon request, the District discloses school student records without consent to
officials of another schootl district in which a student has enrolled or intends to enroll, as well as to
any person as specifically required by State or federal law,

The Superintendent shall fully implement this policy and designate an afficial records custodian for
each school who shall maintain and protect the confidentiality of school student records, inform staff
members of this policy, and inform students and their parents/guardians of their rights regarding
school student records.

Student Biometric Information Collection

The Superintendent or designee may recommend a student biometric information collection system
solely for the purposes of identification and fraud prevention. Such recommendation shall be
consistent with budget requirements and in compliance with State law. Biometric information means
any information that is collected through an identification process for individuals based on their
unique behavioral or physiological characteristics, including fingerprint, hand geometry, voice, or
facial recognition or iris or retinal scans.

Before collecting student biometric information, the District shall obtain written permission from the
person having legal custody/parental responsibility or the student (if over the age of 18). Upon a
student’s 18th birthday, the District shall obtain written permission from the student to collect student
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biometric information. Failure to provide written consent to collect biometric information shall not be
the basis for refusal of any services otherwise available to a student.

All collected biometric information shall be stored and transmitted in a manner that protects it from
disclosure. Sale, lease, or other disclosure of biometric information to another person or entity is
strictly prohibited.

The District will discontinue use of a student’s biometric information and destroy all collected
biometric information within 30 days after: (1) the student graduates or withdraws from the School
District, or (2) the District receives a written request to discontinue use of biometric information from
the person having legal custody/parental responsibility of the student or the student (if over the age of
18). Requests to discontinue using a student’s biometric information shall be forwarded to the
Superintendent or designee.

The Superintendent or designee shall develop procedures to implement this policy consistent with
State and federal law.

LEGAL REF. 20 U.S.C. §1232¢, Family Educational Rights and Privacy Act, implemented by 34
C.F.R. Part 99.
50 ILCS 205/7. ‘
105 ILCS 5/10-20.21b, 5/20.37, 5/20.40, and 5/14-1.01 et seq.
105 HLCS 10/, 1ll. School Student Records Act.
325 ILCS 17/, Children’s Privacy Protection and Parental Empowerment Act.
750 1L.CS 5/602.11, Ill. Marriage and Dissolution of Marriage Act.
23 1. Admin.Code Parts 226 and 375.
Owasso 1.S.D. No. I-011 v. Falvo, 534 U.S. 426 (2002),
Chicago Tribune Co. v. Chicago Bd. of Ed., 332 Til. App.3d 60 (1st Dist. 2002).

CROSS REF.; 5:100 (Staff Development Program), 5:130 (Responsibilities Concerning Internal
Information), 7:15 (Student and Family Privacy Rights)}, 7:220 (Bus Conduct)

ADMIN. PROC.: 7:15-E (Notification to Parents of Family Privacy Rights), 7:340-AP1 (School
Student Records), 7:340-AP1, E1 (Notice to Parents/Guardians and Students of
Their Rights Concerning a Student’s School Records), 7:340-AP1, E3 (Letter to
Parents and Eligible Students Concerning Military Recruiters and Postsecondary
Institutions Receiving Student Directory Information), 7:340-AP1, E4
(Frequently Asked Questions Regarding Military Recruiter Access to Students
and Student Information, 7:340-AP1, E5 (Biometric Information Collection
Authorization), 7:340-AP2 (Storage and Destruction of School Student Records),
7:340-AP2, EI (Schedule for Destruction of School Student Records)

ADOPTED: October 16, 2006; REVISED: January 22, 2008; January 21, 2009; November
20,2013; December 19, 2016; July 18, 2018
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North Greene Unit District No. 3 5:50

General Personnel

Druga- and Alcohoil-Free Workplace: Tobacco Prohibition

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;

I. Unlawful manufacture, dispensing, distribution, possession, or use of an illegal or controlled
substance.

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. Possession or use of medical cannabis.
For purposes of this policy, a controlied 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.
As a condition of employment, each employee shall:
. 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 eriminal 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.

To make employees aware of the dangers of drug and alcohol abuse, the Superintendent or designee
shall perform each of the following:

1. Provide each employee with a copy of this policy.
2. Post notice of this policy in a place where other information for employees is posted.

3. Make available materials from local, State, and national anti-drug and alcohol-abuse
organizations.

4. Enlist the aid of community and State agencies with drug and alcohol informational and
rehabilitation programs to provide information to District employees.

5. Establish a drug-free awareness program to inform employees about:

a. The dangers of drug abuse in the workplace,

b. Available drug and alcohol counseling, rehabilitation, re-entry, and any employee
assistance programs, and

¢. The penalties that the District may impose upon employees for violations of this policy.
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Tobacco Prohibition

All employees are covered by the conduct prohibitions contained in policy 8:30, Visitors to and
Conduct on School Property. 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. Tobacco shall have the meaning provided in section
10-20.5b of the School Code.

District Action Upon Violation of Policy

An employee who violates this policy may be subject to disciplinary action, including termination.
Alternatively, the School Board may require an employee to successfully complete an appropriate
drug- or alcohol-abuse rehabilitation program.

The Board shall take disciplinary action with respect to an employee convicted of a drug offense in
the workplace within 30 days after receiving notice of the conviction,

Should District employees be engaged in the performance of work under a federal contract or grant,
or under a State contract or grant of $5,000 or more, the Superintendent shall notify the appropriate
State or federal agency from which the District receives contract or grant monies of the employee’s
conviction within 10 days after receiving notice of the conviction.

LEGAL REF.: Americans With Disabilities Act, 42 U.S.C. §12114.
Compassionate Use of Medical Cannabis Pilot Program, 410 ILCS 130/.
Controlled Substances Act, 21 U.S.C, §812; 21 C.F.R. §1308.11-1308.15.
Drug-Free Workplace Act of 1988, 41 U.S.C. §8101 et seq.
Safe and Drug-Free School and Communities Act of 1994, 20 U.S.C. §7101 et seq.
Drug-Free Workplace Act, 30 ILCS 580/. '

105 ILCS 5/10-20.5b.
CROSS REF.: 8:30 (Visitors to and Conduct on School Property)
ADOPTED: May 14, 2007, REVISED: December 20, 2013; October 21, 2015
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North Greene Unit District No. 3 5:130

General Personnel

Responsibilities Concerning Internal Information

District employees are responsible for maintaining: (1) the integrity and security of all internal
information, and (2) the privacy of confidential records, including but not limited to: student school
records, personnel records, and the minutes of, and material disclosed in, a closed School Board
meeting. Internal information is any information, oral or recorded in electronic or paper format,
maintained by the District or used by the District or its employees. The Superintendent or designee
shall manage procedures for safeguarding the integrity, security, and, as appropriate, confidentiality
of internal information.

LEGAL REE. Family Educational and Privacy Rights Act, 20 U.5.C. §1232g,
Uses and Disclosures of Protected Health Information; General Rules, 45 C.F.R.
§164.502,
HI. Freedom of Information Act, 5 ILCS 1440/,
Local Records Act, 50 ILCS 205/,
105 TLCS 10/.
Personnel Record Review Act, 820 ILCS 40/

CROSS REY. 2:140 (Communications To and From the Board), 2:250 (Access to District
Public Records), 5:150 (Personnel Records), 7:340 (Student Records)

ADOPTED: October 15, 2007, REVISED: January 21, 2015
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North Greene Unit District No, 3 5:120

General Personnel

Employee Ethics; Conduct; and Conflict of Interest

Professional and Appropriate Conduct

All District employees are expected to maintain high standards in their school relationships, to
demonstrate integrity and honesty, to be considerate and cooperative, and to maintain professional
and appropriate relationships with students, parents, staff members, and others. In addition, the Code
of Ethics for lllinois 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.

Statement of Economic Interests

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

1. Superintendent;

2. Building Principal;

3. Head of any department;

4. Any employee who, as the District’s agent, is responsible for negotiating one or more

contracts including collective bargaining agreement(s), in the amount of $1,000 or greater;

Hearing officer;

Any employee having supervisory authority for 20 or more employees; and

7. Any employee in a position that requires an administrative or a chief school business official
endorsement.

Ethics and Gift Ban

e

School 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.

Prohibited Interests; Conflict of Interest; and Limitation of Authority

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. This
includes participation in the selection, award or administration of a contract supported by a federal
award when the employee has a real or apparent conflict of interest as defined by 2 C.F.R.
§200.318(c)(1). Employees shall neither solicit nor accept gratuities, favors, or anything of monetary
value from contractors, potential contractors, or parties to agreements or contracts. Situations in
which the interest is not substantial or the gift is an unsolicited item of nominal value must comply
with State law and Board policy 2:105, Ethics and Gift Ban.
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Qutside Employment

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.

Incorporated
by reference: 5:120-E (Code of Ethics for Illinois Educators)

LEGAL REF.: U.S. Constitution, First Amendment.
2 C.FR. §200.318(c)(1).
5 ILCS 420/4A-101 and 430/,
50 ILCS 135/,
105 1LCS 5/10-22.39 and 5/22-5.
775 ILCS 5/5A-102.
23 1ll.Admin.Code Part 22, Code of Ethics for Hlinois Educators,
Pickering v. Board of Township H.S. Dist. 205, 391 U.S. 563 (1968).
Garcetti v. Ceballos, 547 U.S. 410 (2006).

CROSS REF.: 2:105 (Ethics and Gift Ban), 4:60 (Purchases and Contracts), 5:100 (Staff
Development Program)

ADOPTED: October 18, 2004; REVISED: May 20, 2009; December 16, 2009; December 20,
2013; July 15,2015; May 17,2017
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North Greene Unit District No. 3 5:120-AP2
General Personnel

Administrative Procedure - Employee Conduct Standards

Professional and ethical behavior is expected of all District staff members. The standards listed below
serve as a notice of expected conduct. The standards are intended to protect the health, safety, and
general welfare of students and employees, ensure the community a degree of accountability within
the School District, and define misconduct justifying disciplinary action, up to and including
dismissal. The listed standards are not a complete list of expectations, and depending on the factual
context, an employee may be disciplined for conduct that is not specifically listed. The conduct
standards apply to all District employees to the extent they do not conflict with an applicable
collective bargaining agreement; in the event of a conflict, the provision is severable and the
applicable bargaining agreement will control. In addition, each educator must comply with 5:120-E,
Code of Ethics for lilinois Educators, adopted by the Illinois State Board of Education (23
Il.Admin.Code Part 22).

All school employees shall:

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

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

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

4, Maintain a safe and healthy environment, free from harassment, intimidation, bullying,
hazing, substance abuse, and violence, and free from bias and discrimination. Violations of
this standard include, but are not limited to: (a) using alcohol or illegal or unauthorized
substances when on school property or at school-sponsored events, or whenever engaged in
job responsibilities; (b) using or possessing medical cannabis in a school bus or on school
grounds; (c) unless specifically permitted by the Firearm Concealed Carry Act, carrying a
firearm on or into any District controlled building, real property, or parking area, or any
transportation vehicle paid for in whole or in part with public funds; (d) failing to report
suspected cases of child abuse or neglect or of gender harassment; (e) knowingly failing to
report hazing to supervising educational authorities or, in the event of death or great bodily
harm, to law enforcement; and (f) failing to appropriately respond to a witnessed or reported
incident of student-on-student bullying, harassment, hazing, or teen dating violence.

5. Comply with the Professional Testing Practices for Educators, prepared and published by the
Mllinois State Board of Education for educators who administer any standardized test (at
www.isbe net/assessment/pdfs/2014/isat/prof-test-pracl4.pdf). This document contains
numerous examples of actions that violate test security; actions that must not be part of test
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preparation; actions that must not occur during test administration; and actions that must be
avoided when reporting test results.

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

7. Maintain integrity with students, colleagues, parents/guardians, community members, and
businesses concerning business dealings and when accepting gifts and favors. Violations of
this standard, include but are not limited to, soliciting studenfs or parents/guardians to
purchase supplies or services from the employee or to participate in activities that financially
benefit the employee without fully disclosing the interest.

8. Respect the confidentiality of student and personnel records, standardized test material, and
other information covered by confidentiality agreements. Violations of this standard include,
but are not limited to: (a) disclosing confidential information concerning student academic
and disciplinary records, health and medical information, family status and/or income, and
assessment/testing results, unless disclosure is required or permitted by law; and (b)
disclosing confidential information restricted by State or federal law.

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

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

Conviction of any employment disqualifying criminal offense listed in Section 5/10-21.9 or 5/21B-80
of the School Code will result in dismissal.

Before disciplinary action is taken, the supervisor will conduct a fair and objective investigation to
determine whether the employee violated a standard or other work rule and the extent that any
violation impacts educational or operational activities, effectiveness, or efficiency. Discipline must be
appropriate and reasonably related to the seriousness of the misconduct and the employee’s record.
Any applicable provision in a contract, bargaining agreement, or State law will control the
disciplinary process. ADOPTED:  December 20, 2013; September 17,2014
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North Greene Unit District No. 3 5:120-E

General Personnel

Exhibit - Code of Ethics for lllinois Educators

Code of Ethics for Iilinois Educators, Illinois State Board of Education (23 Ill.Admin.Code §22.20)
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. [llinois educators:

1) Embody the Standards for the School Support Personnel Endorsements (23 Ill.Adm.Code
23), the Ilinois Professional Teaching Standards (23 11l.Adm.Code 24, 130), and Standards
for Administrative Endorsements (23 [l 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

Iilinois 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; and
4) Demonstrate a high level of professional judgment.
¢) 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. Ilinois educators:

1} Collaborate with colleagues in their respective schools and districts to meet local and State
educational standards;

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

3) Seek out and engage in activitics that contribute to the ongoing development of the
profession;

4) Promote participation in educational decision-making processes;

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

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

Responsibility to the Illinois State Board of Education

[llinois educators are committed to compliance with the School Code [105 TLCS 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.

ADOPTED: December 20,2013; REVISED: July 15, 2015
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Notth Greene Unit District No, 3 6:235

Instruction

Access to Electronic Networks

Electronic networks, including the Internet, are a part of the District’s instructional program and serve
to promote educational excellence by facilitating resource sharing, innovation, and communication.
The Superintendent shall develop an implementation plan for this policy and appoint system
administrator(s).

The School District is not responsible for any information that may be lost or damaged, or become
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)
cyberbullying 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.

Acceptable Use

All use of the District’s electronic networks must be: (1) in sapport of education and/or research, and
be in furtherance of the goals stated herein, 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 networks or District computers. General
rules for behavior and communications apply when using electronic networks. The District’s
administrative procedure, Acceptable Use of the District’s Electronic Networks, 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 federal law and as determined by the Superintendent or designee. The Superintendent or
designee shall enforce the use of such filtering devices. An administrator, supervisor, or other
authorized person may disable the filtering device for bona fide research or other lawful purpose,
provided the person receives prior permission from the Superintendent or system administrator. 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,
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2. Restrict student access to inappropriate matter as well as restricting access to harmful

materials,

Ensure student and staff privacy, safety, and security when using electronic communications,

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.

bl

Authorization for Electronic Network Access

Each staff member must sign the Authorization for Access to the District’s Electronic Networks 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 Disirict’s administrative
procedure, Acceptable Use of the District’s Electronic Networks, or this policy, will result in the loss
of privileges, disciplinary action, and/or appropriate legal action.

LEGAL REF.: No Child Left Behind Act, 20 U.S.C. §6777.
Children’s Internet Protection Act, 47 U.S.C. §254(h) and (1).
Enhancing Education Through Technology Act, 20 U.S.C §6751 et seq.
47 C.F.R. Part 54, Subpart F, Universal Service Support for Schools and Libraries.
720 ILCS 5/26.5.

CROSS REF.: 5:100 (Staff Development Program), 5:170 (Copyright), 6:40 (Curriculum
Development), 6:60 (Curriculum Content), 6:210 (Instructional Materials), 6:220
(Bring Your Own Technology (BYOT) Program; Responsible Use and Conduct),
6:230 (Library Media Program), 6:260 (Complaints About Curriculum,
Instructional Materials, and Programs), 7:130 (Student Rights and
Responsibilities), 7:190 (Student Behavior), 7:310 (Restrictions on Publications;
Elementary)

ADMIN PROC.:  6:235-AP1 (Administrative Procedure - Acceptable Use of the District’s
Electronic Networks), 6:235-AP1, E1 (Student Authorization for Access to the
District’s Electronic Networks), 6:235-AP1, E2 (Exhibit - Staff Authorization for
Access to the District’s Electronic Networks)

ADOPTED: May 14, 2007, REVISED: Oct 25, 2007, July 18, 2012; October 19, 2016

6:235 - Page 2 of 2




North Greene Unit District No. 3 6:235-AP1

Instruction

Administrative Procedure - Acceptable Use of the District’s Electronic Networks

All use of the District’s electronic networks shall be consistent with the District’s goal of promoting
educational excellence by facilitating resource sharing, innovation, and communication. These
procedures do not attempt to state all required or prohibited behavior by users, However, some
specific examples are provided. The failure of any user to follow these procedures will result in
the loss of privileges, diseiplinary action, and/or legal action.

Terms and Conditions

Acceptable Use - Access to the District’s electronic networks must be: (a) for the purpose of
education or research, and be consistent with the District’s educational objectives, or (b) for
legitimate business use.

Privileges - Use of the District’s electronic networks is a privilege, not a right, and inappropriate use
will result in a cancellation of those privileges. The system administrator or Building Principal will
make all decisions regarding whether or not a user has violated these procedures and may deny,
revoke, or suspend access at any time. His or her decision is final.

Unacceptable Use - The user is responsible for his or her actions and activities involving the
networks. Some examples of unacceptable uses are:

a. Using the networks for any illegal activity, including violation of copyright or other contracts,
or transmitting any material in violation of any State or federal law;

Unauthorized downloading of software, regardiess of whether it is copyrighted or de-virused;
Downloading of copyrighted material for other than personal use;

Using the networks for private financial or commercial gain;

Wastefully using resources, such as file space;

Hacking or gaining unauthorized access to files, resources, or entities;

Invading the privacy of individuals, that includes the unauthorized disclosure, dissemination,
and use of information about anyone that is of a personal nature including a photograph;
Using another user’s account or password;

Posting material authored or created by another without his/her consent;

Posting anonymous messages;

Using the networks for commercial or private advertising;

Accessing, submitting, posting, publishing, or displaying any defamatory, inaccurate,
abusive, obscene, profane, sexually oriented, threatening, racially offensive, harassing, or
iliegal material; and

m. Using the networks while access privileges are suspended or revoked.

N

—Fe e

Network Etiquette - The user is expected to abide by the generally accepted rules of network
etiquette. These include, but are not limited to, the following:

a. Be polite. Do not become abusive in messages to others.

b. Use appropriate language. Do not swear, or use vulgarities or any other inappropriate
language.

¢. Do not reveal personal information, including the addresses or telephone numbers, of
students or colleagues.

d. Recognize that email is not private. People who operate the system have access to all email.
Messages relating to or in support of illegal activities may be reported to the authorities.

e. Do not use the networks in any way that would disrupt its use by other users.
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f. Consider all communications and information accessible via the networks to be private
property.

No Warranties - The District makes no warranties of any kind, whether expressed or implied, for the
service it is providing. The District will not be responsible for any damages the user suffers. This
includes loss of data resulting from delays, non-deliveries, missed-deliveries, or service interruptions
caused by its negligence or the user’s errors or omissions. Use of any information obtained via the
Internet is at the user’s own risk. The District specifically denies any responsibility for the accuracy
or quality of information obtained through its services.

Indemnification - The user agrees to indemnify the School District for any losses, costs, or damages,
including reasonable attorney fees, incurred by the District relating to, or arising out of, any violation
of these procedures.

Security - Network security is a high priority. If the user can identify a security problem on the
Network, the user must notify the system administrator or Building Principal. Do not demonstrate the
problem to other users. Keep your account and password confidential. Do not use another individual’s
account without written permission from that individual. Attempts to log-on to the Network as a
system administrator will result in cancellation of user privileges. Any user identified as a security
risk may be denied access to the networks.

Vandalism - Vandalism will result in cancellation of privileges and other disciplinary action.
Vandalism is defined as any malicious attempt to harm or destroy data of another user, the Internet, or
any other network. This includes, but is not limited to, the uploading or creation of computer viruses.

Telephone Charges - The District assumes no responsibility for any unauthorized charges or fees,
including telephone charges, long-distance charges, per-minute surcharges, and/or equipment or line
costs.

Copyright Web Publishing Rules - Copyright law and District policy prohibit the re-publishing of
text or graphics found on the web or on District websites or file servers without explicit written
permission.

a. For each re-publication (on a website or file server) of a graphic or a text file that was
produced externally, there must be a notice at the bottom of the page crediting the original
producer and noting how and when permission was granted. If possible, the notice should
also include the web address of the original source.

b. Students and staff engaged in producing web pages must provide library media specialists
with email or hard copy permissions before the web pages are published. Printed evidence of
the status of “public domain™ documents must be provided. ‘

¢. The absence of a copyright notice may not be interpreted as permission to copy the materials,
Only the copyright owner may provide the permission. The manager of the website
displaying the material may not be considered a source of permission.

d. The fair use rules governing student reports in classrooms are less stringent and permit
limited use of graphics and text.

e, Student work may only be published if there is written permission from both the
parent/guardian and student.

Use of Email - The District’s email system, and its constituent software, hardware, and data files, are
owned and controlled by the School District. The School District provides email to aid students and
staff membeys in fulfilling their duties and responsibilities, and as an education tool.

a. The District reserves the right to access and disclose the contents of any account on its
system, without prior notice or permission from the account’s user. Unauthorized access by
any student or staff member to an email account is strictly prohibited.

6:235-AP1 Page 2 of 3




b. Each person should use the same degree of care in drafting an email message as would be put

€.

into a written memorandum or document. Nothing should be transmitted in an email message
that would be inappropriate in a letter or memorandum.

Electronic messages transmitted via the School District’s Internet gateway carry with them an
identification of the user’s Internet domain. This domain is a registered name and identifies
the author as being with the School District. Great care should be taken, therefore, in the
composition of such messages and how such messages might reflect on the name and
reputation of the School District, Users will be held personally responsible for the content of
any and all email messages transmitted to external recipients,

Any message received from an unknown sender via the Internet should either be immediately
deleted or forwarded to the system administrator. Downloading any file attached to any
Internet-based message is prohibited unless the user is certain of that message’s authenticity
and the nature of the file so fransmitted.

Use of the School District’s email system constitutes consent to these regulations.

Internet Safety

Internet access is limited to only those acceptable uses as detailed in these procedures. Internet safety
is almost assured if users will not engage in wnacceptable uses, as detailed in these procedures, and
otherwise follow these procedures.

Staff members shall supervise students while students are using District Internet access to ensure that
the students abide by the Terms and Conditions for Internet access contained in these procedures.

Each District computer with Internet access has a filtering device that blocks entry 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 system administrator and Building Principals shall monitor student Internet access.

LEGAL REF.: No Child Left Behind Act, 20 U.S.C. §6777.

Children’s Internet Protection Act, 47 U.S.C. §254(h) and (1).
Enhances Education Through Technology Act of 2001, 20 U.5.C §6751 et seq.
Harassing and Obscene Communications Act, 720 ILCS 135/0.01,

ADOPTED: July, 2005; REVISED: May, 2006; October 19, 2016
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North Greene Unit District No. 3 6:235-AP1, El

instruction

Exhibit - Student Authorization for Access to the District’s Electronic Networks

This form accompanies Administrative Procedure 6:235-AP1, Acceptable Use of the District’s
Electronic Networks. It must be signed when students will have unsupervised Internet access or when
supervision will be minimal. Please submit this form to the Building Principal,

Dear Parents/Guardians:

Our School District has the ability to enhance your child’s education through the use of electronic
networks, including the Internet. Our goal in providing this service is to promote educational
excellence by facilitating resource sharing, innovation, and communication. Students and their
parents/guardians need only sign this Authorization for Access to the District’s Electronic Networks
once while the student is enrolled in the Schoo! District.

The District filfers access to materials that may be defamatory, inaccurate, offensive, or otherwise
inappropriate in the school setting. If a filter has been disabled or malfunctions it is impossible to
control all material and a user may discover inappropriate material. Ultimately, parents/guardians are
responsible for setting and conveying the standards that their child should follow, and the School
District respects each family’s right to decide whether or not to authorize Internet access.

With this educational opportunity also comes responsibility. The use of inappropriate material or
language, or violation of copyright laws, may result in the loss of the privilege to use this resource.
Remember that you are legally responsible for your child’s actions. If you agree to allow your child to
have a network account, sign the duthorization form below and return it to your school.
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Authorization for Access to the District’s Electronic Networks Form

Students must have a parent/guardian read and agree to the following before being granted
unsupervised access:

All use of the Internet shall be consistent with the District’s goal of promoting educational excellence
by facilitating resource sharing, innovation, and communication. The failure of any user to follow
the terms of the Acceptable Use of the District’s Electronic Networks will result in the loss of
privileges, disciplinary action, and/or appropriate legal action. The signatures at the end of this
document are legaily binding and indicate the parties who signed have read the terms and conditions
carefully and understand their significance,

I have read this Auwthorization form. 1 understand that access is designed for educational
purposes and that the District has taken precautions to eliminate controversial material.
However, | also recognize it is impossible for the District to restrict access to all controversial
and inappropriate materiais. [ will hold harmless the District, its employees, agents, or Board
members, for any harm caused by materials or software obtained via the network. I accept
full responsibility for supervision if and when my child’s use is not in a school setting. [ have
discussed the Acceptable Use of the District’s Electronic Networks with my child. I hereby
request that my child be allowed access to the District’s electronic networks, including the
Internet.

Parent/Guardian Name (please ?rint)

Parent/Guardian Signature Date

Students must also read and agree to the following before being granted unsupervised access:

1 understand and will abide by the Acceptable Use of the District’s Electronic Networks. |
understand that the District and/or its agents may access and monitor my use of the District’s
electronic networks, including the Internet, my email and downloaded material, without prior
notice to me. [ further understand that should I commit any violation, my access privileges
may be revoked, and school disciplinary action and/or legal action may be taken. In
consideration for using the District’s electronic network connection and having access to
public networks, I hereby release the School District and its Board members, employees, and
agents from any claims and damages arising from my use of, or inability to use the District’s
electronic networks, including the Internet.

Student Name (please prini)

Student Signature Date

Revised: 12-20-2017
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North Greene Unit District No. 3 6:235-AP1, E2

Instruction

Exhibit - Staff Authorization for Access to the District’s Electronic Networks

This form accompanies Administrative Procedure 6:235-AP1, Acceptable Use of the District’s
Electronic Networks. Each staff member must sign this Authovization as a condition for using the
District’s Electronic Networks. Please submit this form to the Building Principal.

All use of the Internet shall be consistent with the District’s goal of promoting educational excellence
by facilitating resource sharing, innovation, and communication. Administrative Procedure 6:235-
AP1, Acceptable Use of the District's Electronic Networks, does not attempt to state all required or
prohibited behavior by users. However, some specific examples are provided. The failure of any
user to follow the terms of Acceptable Use of the District’s Electronic Networks, will result in the
loss of privileges, disciplinary action, and/or legal action. The signature at the end of this
document is legally binding and indicates that the individual has read the terms and conditions
carefully and understands their significance.

Staff members need only sign this Authorization for Access to the District’s Electronic Networks once
while employed by the School District.

I understand and will abide by the Acceptable Use of the District’s Electronic Networks. 1
understand that the District and/or its agents may access and monitor my use of the District’s
electronic networks, including the Internet, my email and downloaded material, without prior
notice to me. I further understand that should I commit any violation, my access privileges
may be revoked, and disciplinary action and/or legal action may be taken. In consideration
for using the District’s electronic network connection and having access to public networks, I
hereby release the School District and its School Board members, employees, and agents
from any claims and damages arising from my use of, or inability to use the District’s
electronic networks, including the Internet.

User Name (please print)

User Signature Date

July, 2017
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North Greene Unit District No. 3 6:235-E3

Instruction

Exhibit - Online Privacy Statement

Online Privacy Statement

The School District respects the privacy of all website visitors to the extent permitted by law. This
Online Privacy Statement is intended to inform you of the ways in which this website collects
information, the uses to which that information will be put, and the ways in which we will protect any
information you choose to provide us.

There are four types of information that this site may collect during your visit: network traffic logs,
website visit logs, cookies, and information voluntarily provided by you.

Network Traffic Logs

In the course of ensuring network security and consistent service for all users, the District employs
software programs to do such things as monitor network traffic, identify unauthorized access or
access to nonpublic information, detect computer viruses and other software that might damage
District computers or the network, and monitor and tune the performance of the District network. In
the course of such monitoring, these programs may detect such information as e-mail headers,
addresses from network packets, and other information. Information from these activities is used only
for the purpose of maintaining the security and performance of the District’s networks and computer
systems. Personally identifiable information from these activities is not released to external parties
without your consent unless required by law.

Website Visit Logs

District websites routinely collect and store information from online visitors to help manage those
sites and improve service. This information includes the pages visited on the site, the date and time of
the visit, the Internet address (URL or IP address) of the referring site (often called “referrers™), the
domain name and IP address from which the access occurred, the version of browser used, the
capabilities of the browser, and search terms used on our search engines. This site makes no attempt
to identify individual visitors from this information; any personally identifiable information is not
released to external parties without your consent unless required by law.

Cookies

Cookies are pieces of information stored by your web browser on behalf of a website and returned to
the website on request. This site may use cookies for two purposes: to carry data about your current
session at the site from one webpage to the next and to identify you to the site between visits. If you
prefer not to receive cookies, you may turn them off in your browser, or may set your browser to ask
you before accepting a new cookie. Some pages may not function properly if the cookies are turned
off. Unless otherwise notified on this site, we will not store data, other than for these two purposes, in
cookies. Cookies remain on your computer, and accordingly we neither store cookies on our
computers nor forward them to any external parties. We do not use cookies to track your movement
among different websites and do not exchange cookies with other entities.

Information Voluntarily Provided by You

In the course of using this website, you may choose to provide us with information to help us serve
your needs. For example, you may send us an email to request information, an application or other
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material, and you may sign up for a mailing list. Any personally identifiable information you send us
will be used only for the purpose indicated. Requests for information will be directed to the
appropriate staff and may be recorded to help us update our site. We will not sell, exchange, or
otherwise distribute your personally identifiable information without your consent, except to the
extent required by law, We do not retain the information longer than necessary for normal operations.

Each webpage requesting information discloses the purpose of that information. If you do not wish to
have the information used in that manner, you are not required to provide it. Please contact the person
listed on the specific page, or listed below, with questions or concerns on the use of personally
identifiable information.

While no system can provide guaranteed security, we take reasonable efforts to keep information you
provide to us secure, including encryption technology (if any), and physical security at the location of
the server where the information is stored.

Communication Preferences

You can stop the delivery of informational emails from the District by following the specific
instructions in the email you receive. Depending on the respective service, you may also have the
option of proactively making choices about the receipt of email, telephone calls, and postal mail for
particular District information and activities.

Links to Non-District Websites

District websites provide links to other websites or resources. We do not control these sites and
resources, do not endorse them, and are not responsible for their availability, content, or delivery of
services. In particular, external sites are not bound by this Online Privacy Statement; they may have
their own policies or none at all. Often you can tell you are leaving a District website by noting the
URL of the destination site. These links to external websites open a new browser window as well.

Please email your questions or concerns to the System Administrator [insert contact information).

ADOPT: 2005; REVISED: Septembér 18, 2013; Sept. 21, 2016
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North Greene Unit District No. 3 6:235-E4

Instruction

Exhibit - Keeping Yourself and Your Kids Safe On Social Networks

For students:

. ® & & @

Put everything behind password protected walls, where only friends can see.

Protect your password and make sure you really know who someone is before you allow them onto your
friend’s list.

Blur or morph your photos a bit so they won’t be abused by cyberbullies or predators.

Don’t post anything your parents, principal or a predator couldn’t see.
What you post online stays online - forever!!!! So ThinkB4UClick!
Don’t do or say anything online you wouldn’t say offline.

Protect your privacy and your friends’ privacy too...get their okay before posting something about them
or their pics online.

Check what your friends are posting/saying about you, Even if you are careful, they may not be and may
be putting you at risk.

That cute 14-year old boy may not be cute, may not be 14 and may not be a boy! You never know!

And, unless you’re prepared to attach your blog to your college/job/internship/scholarship or sports team
application. ..don’t post it publicly!

Stop, Block and Tell! (don’t respond to any cyberbullying message, block the person sending it to you
and tell a trusted adult).

R-E-S-P-E-C-T! (use good netiquette and respect the feelings and bandwidth of others).

Keep personal information private (the more information someone has about you, the more easily they
can bully you).

Google yourself! {conduct frequent searches for your own personal information online and set alerts ...
to spot cyberbullying early). '

Take 5! (walk away from the computer for 5 minutes when something upsets you, so you don’t do some-
thing you will later regret).

And for parents:

Talk to your kids - ask questions (and then confirm to make sure they are telling you the truth!)

Ask to see their profile page (for the first time)...tomorrow! (It gives them a chance to remove every-
thing that isn’t appropriate or safe...and it becomes a way to teach them what not to post instead of being
a gotcha moment! Think of it as the loud announcement before walking downstairs to a teen party you're
hosting.)

Don’t panic...there are ways of keeping your kids safe online. It’s easier than you think!

Be involved and work with others in your community. (Think about joining WiredSafety.org and help
create a local cyber-neighborhood watch program in your community.)

Remember what you did that your parents would have killed you had they known, when you were fif-
teen.

This too will pass! Most kids really do use social networks just to communicate with their friends. Take a
breath, gather your thoughts and get help when you need it. (You can reach out to WiredSafety.org.)

I£’s not an invasion of their privacy if strangers can see it. There is a difference between reading their pa-
per diary that is tucked away in their sock drawer...and reading their blog. One is between them and the
paper it’s written on; the other between them and 700 million people online!

Don’t believe everything you read online - especially if your teen posts it on her blog!

For more information, visit www.WiredSafety.org; www.stopcyberbulling.org,

Reprinted with permission from “Parry Aftab’s Guide to Keeping Your Kids Safe Online, MySpace, Facebook
and Xanga, Oh! My!” Parry Aftab, Esq., www.aftab.com.
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Resources for Students and Parents

Resources for students:

Federal Trade Commission - Kids and Socializing Online www.onguardonline.gov/articles/0012-
kids-and-socializing-online.

Connect Safely - Social Web Tips for Teens www.connectsafely.com/Safety-Tips/social-web-
tips-for-teens.htmi (2014).

Life online (Girls Scouts and Windows) - Imik.girlscouts.org/Online-Safety-Topics/Social-
Networking/ls-1t-Safe-/Test-Your-Knowiedge-on-Social-Networking-Safetv.aspx. Test for
knowledge of networking safety. National Center for Missing and Exploited Children — Teens
Talk Back, Social Networking www.netsmartz.org/TeensTalkBack/SocialNetworking.

Resources for parents:

National Crime Prevention Council —~ Social Networking Safety, Tips for Parents
www.ncpe.org/topics/internet-safety/social-networking-safety. Great comprehensive article
for parents.

Connect Safely - Social Web Tips for Parents www.connectsafelv.com/Safety-Tips/social-web-
tips-for-parents.htmi (2014).

National Cyber Security Alliance - Raising Digital Citizens www.staysafeonline.org/stay-safe-
online/for-parents/raising-digital-citzens,

Illinois Attorney General - Stay Connected Stay Informed
www.illinoisattorneveeneral.gov/eyvberbullving/.

DHS U.S. CERT - Socializing Securely: Using Social Networking Services www.us-
cert.gov/sites/default/files/publications/safe social networking.pdf,

DHS U.S Computer Emergency Readiness Team - Staying Safe on Social Network Sites
www.us-cert. poy/neas/tips/$T06-003 (January 26, 2011).

Internet Safety: Social Networking Sites for Children blog.privatewifi.com/internet-safety-social-
networking-sites-for-children/ (March 30, 2011).

8 Safe Social Networks for Kids kommein.com/8-safe-social-networks-for-kids/ (Jan. 5, 2011).
List of sites that are compliant with Children’s Online Privacy Protection Act and have paren-
tal controls.

ADOPTED: October, 2006;  REVISED: August 17, 2001; October 19, 2016
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North Greene Unit District No. 3 6:235-E5

instruction

Exhibit - Children’s Online Privacy Protection Act

NORTH GREENE UNIT DISTRICT NO, 3
August, 2018

RE:  Children’s Online Privacy Protection Act
Dear Parent(s)/Guardian(s):

This letter is being sent as part of the District’s continuing effort to educate parents and students about
privacy protection and Internet use.

The Children’s Online Privacy Protection Act gives parents control over what information websites
can collect from their children. Many companies, however, are not providing information about what
data a mobile app collects, who will have access to that data, and how it will be used. Allowing your
child access to games and other seemingly harmless applications on a smartphone or computer risks
his or her exposure to intrusive marketing and access to personal information,

A recent survey of apps for children by the Federal Trade Commission found that 10 percent of apps
with social networking services did not disclose their presence; 17 percent of the apps allowed chil-
dren to make purchases without parent/guardian consent; and 58 percent contained constant advertis-
ing, while less than 20 percent disclosed that advertising would appear.

The following suggestions may help keep children from being bombarded by unwanted advertising,
from making unwanted purchases and from disciosing personal information and location:

¢ Be choosy about the applications that you let your child use. Try the app yourself to
check for advertising messages and/or social networking and purchase options before al-
lowing your child access.

» Select activities that do not require access to the Internet or an application, such as look-
ing at family pictures or listening to preselected music, screened and approved by you.
Make certain that the ability to make purchases is password protected.

Set up family rules and consequences explaining that all purchases made via a
smartphone or computer must have parent/guardian consent.

¢ Caution children about the use of social networking and other sites and/or apps that can
pinpoint locations.

¢ Monitor computer and smartphone use whenever and wherever possible.

For more information on the Children’s Online Privacy Protection Act, please see the following links:

www.fic.gov/opa/2012/12/kidsapp.shtm
www.fte.sov/opa/reporter/privacv/coppa.shiml

Sincerely, Mark Scott, Superintendent

APPROVED: June 19, 2013
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North Greene Unit District No. 3 6:235-AP2

Instruction

Administrative Procedure - Web Publishing Guidelines

General Requirements

All material published on the District’s website must have educational value and/or support the
District guidelines, goals, and policies. Material appropriate for web publishing includes information
about the District and its School Board members, agendas, policies, appropriate administrative
procedures, Department activities or services, schools, teachers or classes, student projects, and
student extracurricular organizations. Personal information, not related to education, will not be
allowed on the District’s website.

The District webmaster shall implement a centralized process for review and uploading of material
onto the District’s website to ensure that, before material is published, it complies with District policy
and procedures, The District webmaster shall supervise the efforts of all staff members responsible
for web publishing at each level of District web publishing and, when appropriate, hold in-service
opportunities for those staff members. The staff members responsible for web publishing are
identified in these procedures in the section Different Levels of Web Publication. The District
webmaster shall provide regular feedback and suggestions to the Superintendent regarding these
Guidelines.

All content published on the District’s website must:

1. Comply with all State and federal law concerning copyright, intellectual property rights, and
legal uses of network computers.

2. Comply with Board policies, administrative procedures, these Guidelines, and other District
guidelines provided for specific levels of publishing. This specifically includes the Board’s
Access to Electronic Networks policy and the District’s procedures on Acceptable Use of the
District’s Electronic Networks.

3. Due to limited storage space and varying network speeds, file sizes must be kept under 500
kilobytes unless the District webmaster approves otherwise.

4, Comply with the publishing expectations listed below.

Material that fails to meet these Guidelines or is in violation of Board policy and/or procedures shall
not be published on the District’s website. The District reserves the right to remove any material in
violation of its policy or procedures. Failure to follow these Guidelines or Board policy and/or
procedures may result in loss of privileges, disciplinary action, and/or appropriate legal action.

Publishing Expectations

The following are minimum expectations for all District web pages:

1. The style and presentation of web published material should be of high quality and designed
for clarity and readability. Material shall not be published in violation of the District’s
procedures on Acceptable Use of the District’s Electronic Networks, including material that is
defamatory, abusive, obscene, profane, sexually oriented, threatening, racially offensive, or
harassing, or material that invades the privacy of any individual. Anonymous messages are
prohibited,

2. Correct grammar and spelling are expected.
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3. All information must be verifiable.

4. Publications must include a statement of copyright when appropriate and indicate that
permission has been secured when including copyrighted materials.

5. Publications must identify affiliation with the District, school, and/or department.

6. Widespread use of external finks to non-District websites is discouraged, but if used, the
external sites must contain appropriate educational materials and information as exclusively
determined by the District. Every effort should be made to ensure that all links are
operational. Every link to an external website must open a new browser window.

7. Relevant dates are required on all publications, including the date on which the publication
was placed on the District’s website. Each site should contain the date the page was last
updated.

8. All publications must include the District email address of the staff member responsible for
the page. This provides a contact person for questions or comments. If a student is the
publisher, the sponsoring staff member’s email must be included as the responsible person.
Only District staff members may act as student sponsors.

9. Use of the District’s website for personal or financial gain is prohibited. No commercial or
private accounts should be listed on any District web pages.

10. All documents should be previewed on different web browsers, especially Google Chrome,
Mozilla Firefox, or Microsoft Internet Explorer, before being posted on the District’s website.

For more information about these expectations or other issues related to web publishing, please
contact the System Administrator.

Protecting Student and Staff Privacy

Personal information concerning students or staff members, including home addresses and telephone
numbers, shall not be published on District web pages.

A student’s last name, last name initial, and grade-level shall not be published on District web pages.
In addition, student records shall not be disclosed. In special circumstances (e.g., where accolades are
warranted), the sponsoring staff member should contact the Building Principal who may seek
permission from the student’s parents/guardians. Web pages shall not display student pictures with a
student identified by his or her name unless written parental permission was first granted (e.g., by
executing the form Using a Photograph or Videotape of a Student). Student email addresses, whether
a personal or District account, shall not be listed on any District web page.

Submitting Material to Be Published

Everyone submitting material for publication on the District’s website shall have signed an
Authorization for Access to the District’s Electronic Networks. Before material is published on the
District’s website, the author must authorize the District in writing to publish the material, unless the
District owns the copyright. All material submitted by a teacher or other staff member for publication
on the District’s website is deemed “work for hire,” and the copyright in those works vests in the
District. All material submitted for the District’s website is subject to treatment as a District-
sponsored publication.

Different Levels of Web Publication

The following guidelines provide specific information regarding web publishing at different levels
within the District. At each level, a staff member is identified as being responsible for web publishing
at that level. This individual’s web publishing efforts are supervised by the District webmaster,
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District-Level

The District webmaster conducts the District-level web publishing efforts and supervises other
levels of web publishing. District-level publishing includes the District’s homepage as well as any
publishing activities representing the District as a whole, e.g., information about Board meetings,
Board policy, and schedules. The District homepage shall have a link to an Online Privacy
Statement.

Department-Level

District departments {e.g., Transportation, Personnel, or Curriculum) may publish their own web
pages as part of the District’s website. The department supervisor or director is ultimately
responsible for his or her respective department’s web pages, but may appoint a staff member as
the department’s webmaster to fulfill the maintenance, reviewing, and uploading tasks. The
department supervisor or director shall keep the District webmaster informed of who is the
department webmaster.

The web-published material should coincide with that department’s printed material. The District
webmaster should be consulted before publishing potentially sensitive material, e.g., school
comparisons or student data.

The department front pages should maintain the look and feel of the District homepage — the
connection to the District should be obvious. Links to the main website’s “home” must be
included at the bottom of main pages, and the District’s logo must be included at the top of main
front pages of each department.

School-Level

The Building Principal is ultimately responsible for his or her respective school’s webpages, but
may appoint a staff member as the school webmaster to fulfill the maintenance, reviewing, and
uploading tasks. The Building Principal shall keep the District webmaster informed of who is the
school webmaster. All official material originating from the school will be consistent with the
District style and content guidelines. The Building Principal or school webmaster may develop
guidelines for the various sections of and contributors to the school’s web pages.

Staff-Level

Any teacher or other staff member wanting to create web pages for use in class activities or to
provide a resource for other teachers or staff members shall notify the school webmaster of his or
her desired publishing activities.

Student-Level

A student wanting to create web pages on the District’s website as part of a class or school-
sponsored activity should request a teacher or staff member to sponsor the student’s publishing
efforts. The sponsoring teacher or staff member shall notify the school webmaster of the desired
publishing activities. The student’s web page must include an introduction written by the sponsor
that describes the intent of the student’s web page and contains the sponsor’s District email
address. Student web pages will be removed at the end of the school year unless special
arrangements are made.

Personal web pages are not allowed on the School District’s web server. Likewise, student web
pages may not contain commercial or advertising links, including links to games and
advertisements for games.
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CROSS REF.: 6:235 (Access to Electronic Networks)

ADMIN. PROC.: 5:170-AP1 (Administrative Procedure - Copyright Compliance), 6:235-AP1
(Administrative Procedure - Acceptable Use of the District’s Electronic
Networks), 6:235-AP1, E1 (Exhibit - Student Authorization for Access to the
District’s Electronic Networks), 6:235-AP1, E2 (Exhibit - Staff Authorization for
Access to the District’s Electronic Networks), 6:235-E3 (Exhibit - Online
Privacy Statement)

ADOPTED: July, 2005; REVISED: July 16, 2014; Oct. 19, 2016
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North Greene Unit District No. 3 5:125

General Personnel

Personal Technology and Social Media; Usage and Conduct

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, Linkedln, 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 Phone®), and other devices (e.g., iPod®).

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,
Employee Ethics; Conduct;, and Conflict of Interest, 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,
Employee Ethics; Conduct; and Conflict of Interest; 6:235, Access to Electronic Networks;
7:20, Harassment of Students Prohibited, and the lll. Code of Educator Ethics, 23
M. 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.
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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.

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.

The Superintendent shall:

1.

Inform District employees about this policy during the in-service on educator ethics, teacher-
student conduct, and school employee-student conduct required by Board policy 5:120,
Employee Ethics; Conduct; and Conflict of Interest.

2. Direct Building Principals to annually:
a. Provide their building staff with a copy of this policy.
b. Inform their building staff about the importance of maintaining high standards in their
school relationships.
c. Remind their building staff that those who violate this policy will be subject to remedial
and any other appropriate disciplinary action up to and including dismissal.

3. Build awareness of this policy with students, parents, and the community.

4. Ensure that no one for the District, or on its behalf, requests of an employee or applicant
access in any manner to his or her social networking website or requests passwords to such
sites.

5. Periodically review this policy and any procedures with District employee representatives and
electronic network system administrator(s} and present proposed changes to the Board.

LEGAL REF.: 105 ILCS 5/21B-75 and 5/21B-80.
11l Human Rights Act, 775 ILCS 5/5A-102.
Code of Ethics for I1l. Educators, 23 IIL Admin.Code §22.20.
Garcetti v. Ceballos, 547 U.S. 410 (2006).
Pickering v. High School Dist. 205, 391 U.S. 563 (1968).
Mayer v. Monroe County Community School Corp., 474 F.3d 477 (7th Cir. 2007).
CROSS REF.: 5:20 (Workplace Harassment Prohibited), 5:30 (Hiring Process and Criteria),
5:100 (Staff Development Program), 5:120 (Employee Ethics; Conduect; and
Conflict of Interest), 5:130 (Responsibilities Concerning Internal Information),
5:150 (Personnel Records), 5:170 (Copyright), 5:200 (Terms and Conditions of
Employment and Dismissal), 6:235 (Access to Electronic Networks}, 7:20
(Harassment of Students Prohibited), 7:340 (Student Records)
ADOPTED: August 17,2011;  REVISED: March 21, 2012; December 19, 2012;
April 16, 2014; December 19, 2016
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North Greene Unit District No. 3 5:125-E

General Personnel

Exhibit - Employee Receipt of Board Policy on Personal Technology and Social Media

I, the individual whose signature appears below, acknowledge receipt of the Board policy 5:125,
Personal Technology and Social Media; Usage and Conduct. | affirm that I have read the policy and
agree to comply with its requirements.

Name (please print)

Signature Date
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North Greene Unit District No. 3 5:300

Educational Support Personnel

Schedules and Employment Year

The Superintendent shall supervise a process for setting work schedules and an employment year for
educational support employees in accordance with State and federal law, School Board policy, and
applicable agreements and shall:

1.

Breaks

Assign each employee one supervisor who will establish a work schedule, including breaks,
as required by building or District needs, work load, and the efficient management of human
resources;

Allow for the ability to respond to changing circumstances by altering work schedules as
needed; and

Consider the well-being of the employee. The Superintendent’s approval is required to
establish a flexible work schedule or job-sharing,

An employee who works at least 7.5 continuous hours shall receive 2 30-minute duty-free meal break
that begins within the first five hours.of the employee’s workday. The District accommodates
employees who are nursing mothers according to State and federal law.

LEGAL REF.: Fair Labor Standards Act, 29 U.S.C. §207 et seq.

105 1LCS 5/10-20.14a, 5/10-22.34, and 5/10-23.5.

740 ILCS 137/, Right to Breastfeed Act.

820 ILCS 105/, Minimum Wage Law.,

820 ILCS 260/, Nursing Mothers in the Workplace Act.

CROSS REF . 5:35 (Compliance with the Fair Labor Standards Act)
ADOPTED: May 17, 2017
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North Greene Unit District No. 3 5:40

General Personnel

Communicable and Chronic Infectious Disease

The Superintendent or designee shall develop and implement procedures for managing known or
suspected cases of a communicable and chronic infectious disease involving District employees that
are consistent with State and federal law, IHinois Department of Public Health rules, and School
Board policies.

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, if used, provides information and
recommendations to the Superintendent concerning the employee’s conditions of employment and
necessary accommodations. The Review Team shali hold the employee’s medical condition and
records in strictest confidence, except to the extent allowed by law.

An employee with a communicable or chronic infectious disease will be permitted to retain his or her
position 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.

LEGAL REF.: Americans With Disabilities Act, 42 U.S.C. §12101 et seq.; 29 CF.R. §1630.1 et

seq., amended by the Americans with Disabilities Act Amendments Act
(ADAAA), Pub. L. 110-325.

Rehabilitation Act of 1973, 29 U.S.C. §791, 34 CF.R. §104.1 et seq.

Department of Public Health Act, 20 ILCS 2305/6.

105 ILCS 5/24-5.

Personnel Record Review Act, 820 1LCS 40/,

Control of Communicable Diseases, 77 1ll.Admin.Code Part 690,

CROSS REF.: 2:150 (Committees), 5:30 (Hiring Process and Criteria), 5:180 (Temporary
Illness or Temporary Incapacity)

ADOPTED: April 20, 2011; REVISED: July 15, 2015
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North Greene Unit District No. 3 5:40-AP

General Personnel

Administrative Procedure - Communicable and Chronic Infectious Disease

The following procedures will be implemented when a District employee has a communicable and/or
chronic infectious disease. A copy of the procedures will be given to the employee.

The District shall not discriminate against an employee disabled by a communicable or chronic
infectious disease. An employee with a communicable or chronic infectious disease will be permitted
to retain his or her position 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.

Evaluation of the Emplovee’s Condition

1. The employee who has or is suspected of having a communicable and chronic infectious
disease is encouraged to inform the Superintendent immediately.

2. The Superintendent will inform the Communicable and Chronic Infectious Disease Review
Team within three days.

3. The Communicable and Chronic Infectious Disease Review Team will meet within three
days to:

a. Meet with the employee or a member of the employee’s family to review the status of the
employee’s health, and

b. Evaluate the employee and submit a written report with recommendations to the
Superintendent.

4. The School Board will receive a report, both written and verbal, of the Communicable and
Chronic Infectious Disease Review Team’s evaluation from the Superintendent.

5. The employee or a member of the employee’s family will receive a report, both written and
verbal, of the Communicable and Chronic Infectious Disease Review Team’s evaluation from
the Superintendent.

6. The employee may be required to submit to a physical examination, given by a physician
chosen and paid for by the District.

Monitoring the Employee’s Condition

The employee’s health condition will be reviewed on a schedule determined by the Communicable
and Chronic Infectious Disease Review Team, The Team’s employee status report will be given to
the Superintendent.

Each status report will indicate an empioyment recommendation for the employee, such as:

1. Continued employment at the same position, with possible accommodations,

2. Continued employment but transfer to another position, with possible accommodations,
3. Temporary exclusion from the work place, or
4

Dismissal.
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Employee Dismissal

The dismissal of an employee on contractual continued service shall be in accordance with 105 ILCS
5/24-12.

The dismissal of an employee not on contractual continued service shall be in accordance with the
law or policy applicable to his or her position,
Confidentiality

The employee’s medical condition and records shall be held in strictest confidence and shared only
with members of the Communicable and Chronic Infectious Discase Review Team, the employee’s
direct supervisor, and someone who would need to know in the event of an emergency. Medical
records will not become part of the employee’s personnel file.

September 21, 2016
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UTH GREENE UNIT DISTRICT NO. 3

Administrative Education Center tark Seott, Superintendent
256 East Sherman Street mseottgnnorthgreene.com
Whiie Hall I, 62692 Ph. 217-374-2842
www.northgreene.com FAX, 217-374-284%
TO: Certified Personnel

FROM:; Mark Scott, Superintendent

DATE: August, 2018

RE: Bloodborne Pathogens Exposure-Administrative Procedure

Each classroom teacher is being supplied with a plastic bag with protective gloves, gauze
pads, hand wipes, and plastic closure bags.

If you encounter bloody noses, cuts, scratches, etc. you should provide the student with a
facial tissue or gauze pad to help contain the bleeding. The student should be sent to the
nurse or office to receive treatment. If you use protective gloves and they have any traces
of blood on them, they should be put in the plastic closure bag, along with any other
blood-contaminated items. If you use a hand towelette, it can be deposited in the waste
basket. The plastic closure disposal bag should be scaled and placed in an approved
container as soon as it is convenient. Approved “Red” containers will be in the Nurse’s
Office, School Office, and Janitor’s Room.,

Bloodspots on clothing may be chemically disinfected or washed with soap. Disinfectant
will be located in the Nurse’s Office, School Office, and Janitor’s Room.

Facial tissues used to contain blood can be flushed down the toilets. Gauze pads should
be put in the disposal bag,

July, 2005, Revised, 2018
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North Greene Unit District No. 3 7:270

Students

Administering Medicines to Students

Students should not take medication during school hours or during school-related activities unless it is
necessary for a student’s health and well-being. When a student’s licensed health care provider and
parent/guardian believe that it is necessary for the student to take a medication during school hours or
school-related activities, the parent/guardian must request that the school dispense the medication to
the child and otherwise follow the District’s procedures on dispensing medication.

No School District employee shall administer to any student, or supervise a student’s self-
administration of, any prescription or non-prescription medication until a completed and signed
“School Medication Authorization Form” is submitted by the student’s parent/guardian. No student
shall possess or consume any prescription or non-prescription medication on school grounds or at a
school-related function other than as provided for in this policy and its implementing procedures.

Nothing in this policy shall prohibit any school employee from providing emergency assistance to
students, including administering medication.

The Building Principal shall include this policy in the Student Handbook and shall provide a copy to
the parents/guardians of students.

Self-Administration of Medication

A student may possess an epinephrine auto-injector, e.g. EpiPen®, and/or asthma medication
prescribed for use at the student’s discretion, provided the student’s parent/guardian has completed
and signed a School Medication Authorization Form. The School District shall incur no liability,
except for willful and wanton conduct, as a result of any injury arising from a student’s self-
administration of medication or epinephrine auto-injector or the storage of any medication by school
personnel. A student’s parent/guardian must indemnify and hold harmless the School District and its
employees and agents, against any claims, except a claim based on willful and wanton conduct,
arising out of a student’s self-administration of an epinephrine auto-injector and/or medication, or the
storage of any medication by school personnel.

School District Supply of Undesignated Epinephrine Auto-Injectors

The Superintendent or designee shall implement Section 22-30(f) of the School Code and maintain a
supply of undesignated epinephrine auto-injectors in the name of the District and provide or
administer them as necessary according to State law. Undesignated epinephrine auto-infector means
an epinephrine auto-injector prescribed in the name of the District or one of its schools. A school
nurse or trained personnel, as defined in State law, may administer an undesignated epinephrine auto-
injector to a person when they, in good faith, believe a person is having an anaphylactic reaction.
Each building administrator and/or his or her corresponding school nurse shall maintain the names of
trained personnel who have received a statement of certification pursuant to State law.

School District Supply of Undesignated Opicid Antagonists

The Superintendent or designee shall implement Section 22-30(f) of the School Code and maintain a
supply of undesignated opioid antagonists in the name of the District and provide or administer them
as necessary according to State law. Opioid antagonist means a drug that binds to opioid receptors
and blocks or inhibits the effect of opioids acting on those receptors, including, but not limited to,
naloxone hydrochloride or any other similarly acting drug approved by the U.S. Food and Drug
Administration. Undesignated opioid antagonist is not defined by the School Code; for purposes of
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this policy it means an opioid antagonist prescribed in the name of the District or one of its schools. A
school nurse or trained personnel, as defined in State law, may administer an undesignated opioid
antagonist to a person when they, in good faith, believe a person is having an opioid overdose. Each
building administrator and/or his or her corresponding school nurse shall maintain the names of
trained personnel who have received a statement of certification pursuant to State law.

Void Policy; Disclaimer

The School District Supply of Undesignated Epinephrine Auto-Injectors section of the policy is
void whenever the Superintendent or designee is, for whatever reason, unable to: (1) obtain for the
District a prescription for undesignated epinephrine auto-injectors from a physician or advanced
practice nurse licensed to practice medicine in all its branches, or (2) fill the District’s prescription for
undesignated school epinephrine auto-injectors.

The School District Supply of Undesignated Opioid Antagonists section of the policy is void
whenever the Superintendent or designee is, for whatever reason, unable to: (1) obtain for the District
a prescription for opioid antagonists from a health care professional who has been delegated
prescriptive authority for opioid antagonists in accordance with Section 5-23 of the Alcoholism and
Other Drug Abuse and Dependency Act, or (2) fill the District’s prescription for undesignated school
opioid antagonists.

Upon any administration of an undesignated epinephrine auto-injector or an opioid antagonist, the
Superintendent or designee{s) must ensure all notifications required by State law and administrative
procedures oceur.

Upon implementation of this policy, the protections from liability and hold harmless provisions as
explained in Section 22-30(c) of the School Code apply.

No one, including without limitation parents/guardians of students, should rely on the District for the
availability of an epinephrine auto-injector and/or opioid antagenist. This policy does not guarantee
the availability of an epinephrine auto-injector and/or opioid antagonist; students and their
parents/guardians should consult their own physician regarding such medication(s).

LEGAL REF.: 105 [LCS 5/10-20.14b, 5/10-22.21b, and 5/22-30.
23 L. Admin.Code §1.540.
CROSS REF.: 7:285 (Food Allergy Management)

ADMIN. PROC.: 7:270-AP1 (Dispensing Medication), 7:270-AP2 (Checklist for District Supply of
Undesignated Epinephrine Auto-Injectors and/or Opioid Antagonists), 7:270-E
(School Medication Authorization Form})

ADOPTED: August 16,2004; REVISED: January 21, 2015; December 19, 2016;
December 20, 2017
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North Greene Unit District No. 3 T:270-AP2

Students

Administrative Procedure - Checklist for District Supply of Undesignated Epinephrine
Auto-Injectors and/or Opicid Antagonists

[
L1

The Superintendent, school nurse, and/or other necessary school officials should consult the
Board Attorney to develop a plan to implement Section 22-30 of the School Code.

Obtain a prescription to maintain a supply of either or both undesignated epinephrine auto-
injector(s) (UEAs) and/or opioid antagonist(s) (OAs) in the District’s name pursuant to 105
ILCS 5/22-30(f), amended by P.A.s 98-795, 99-480, and 100-513.

Designate a secure location(s) to store UEAs and/or OAs where persons needing these
medications are most at risk (105 ILCS 5/22-30(f)), amended by P.A.s 99-480 and 100-513).
For UEAs, this includes but is not limited to, classrooms and lunchrooms. Id.

Develop a method for maintaining an inventory of UEAs and OAs, The inventory should list
the expiration dates of the UEAs and OAs.

Identify procedures for a log or other recordkeeping of provisions, or administrations of UEAs
OAs.

Maintain a list in each building administrator and/or his or her corresponding school nurse’s
office that includes the names of trained personnel who have received a statement of
certification pursuant to State law,

Develop procedures to implement the prescribed standing protocol for the provision, or
administration of UEAs and/or OAs, including calling 911 and noting any instructions given by
Emergency Management Services (EMS) (23 Ill.Admin.Code §1.540(d)). Upon any
administration of arny epinephrine auto-injector or opioid antagonist, procedures must include:

1. Immediate activation of the EMS system. 105 ILCS 5/22-30(f-5), amended by P.A. 99-480.
2. Notification to the student’s parent, guardian, or emergency contact, if known, Id.

3. The following reports and/or notifications by the school nurse when a(n):

UEA was administered: OA was administered:

a. Physician, physician assistant, or advance | a. The health care professional (20 ILCS
practice registered nurse who provided the 301/5-23(d){(4), amended by P.A. 100-

standing protocol or prescription for the 201) who provided the preseription for
UEA within 24 hours. 105 ILCS 5/22- the opioid antagonist within 24 hours.
30(f-10), amended by P.A. 100-513. 105 ILCS 5/22-30(f-10), amended by
b. Ill. State Board of Education (ISBE) P.A.5 99-480 and 100-513.
within three (3) days. 105 ILCS 5/22- b. Ill. State Board of Education (ISBE)
30(i). Notification will be on an ISBE- within three (3) days. 105 [LCS 5/22-
prescribed form, and will include: 30(i-5), amended by P.A. 99-480.
i. Age and type of person receiving Notification will be on an ISBE-
epinephrine (student, staff, visitor); prescribed form, and will include:
il.  Any previously known diagnosis i. Age and type of person receiving the
of a severe allergy; opioid antagonist (student, staff, or
visitor);

iii,  Trigger that precipitated allergic
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episode; ii. Location where symptoms

iv. Location where symptoms developed,
developed; iii. Type of person administering the
v, Number of doses administered; opioid antagonist (school nurse or

vi.  Type of person administering trained personnel); and

epinephrine (school nurse, trained iv. Any other information required by
personnel, student); and [SBE on the form.

vii.  Any other information required by
ISBE on the form.

[ Determine how the District will identify the student populations whose parents/guardians:
1. Have not completed and signed a Schoo! Medication Authorization Form, or

2. Have not provided an epinephrine auto-injector and/or opioid antagonist, as applicabie to
the student, for a student for use at school, even though they have completed the School
Medication Authorization Form.

[[] Determine when the school nurse will provide or administer the UEAs and/or OAs, as
applicable, to students,

The school nurse or trained personnel may:

1. Provide a UEA or OA, as applicable to the situation, that meets the prescription on file in
the School Medication Authorization Form to:

a. Any student for his or her seif-administration only (105 ILCS 5/22-30(a) & (b-10),
amended by P.A. 99-480), or

b. A student in need of his or her student-specific or UEA who has an Individual Health
Care Action Plan, Food Allergy Emergency Action Plan and Treatment Authorization
Form, or Section 504 plan. Such medication may be provided by any personnel
authorized. 105 ILCS 5/22-30 (b-5). Any personnel authorized under these plans is
limited to a school nurse, registered nurse, or a properly trained administrator in
accordance with Section 10-22.21b of the School Code.

2. Administer a UEA to any student that the school nurse or frained personnel in good faith
believes is having an anaphylactic reaction even though the parent/guardian has not
completed and signed a School Medication Authorization Form or otherwise granted
permission to administer the epinephrine auto-injector. 105 ILCS 5/22-30(b-10), amended
by P.A. 98-795. Note: Trained personnel are different than any personnel authorized in
1.b., above. 105 ILCS 5/22-30(a), amended by P.A. 99-480, Trained personnel means any
school employees or volunteer personnel who are (a) authorized in Sections 10-22.34, 10-
22.34a, and 10-22.34b of the School Code, (b) annually trained online or in person to
recognize and respond to anaphylaxis through a training curriculum developed by the 1.
State Board of Education (ISBE), and (¢) submitting proof to their school’s administration
that they have completed the annual training. 105 ILCS 5/22-30(g). The law does not
provide a deadline for [SBE to complete this training curriculum.

3. Administer an OA to any student that the school nurse or fraimed personnel in good faith
believes is having an opioid overdose even though the parent/guardian has not completed and
signed a School Medication Authorization Form or otherwise granted permission to
administer the opiod antagonist. 105 ILCS 5/22-30(b-10), amended by P.A. 99-480. Note:
Trained personnel are different than any personnel aurhorized, See number 2, directly above.
105 ILCS 5/22-30(a), amended by P.A. 99-480. Trained persomnel means any school
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employees or volunteer personnel who are (a) authorized in Sections 10-22.34, 10-22.34a,
and 10-22.34b of the School Code, (b} annually trained online or in person to recognize and
respond to opioid overdoses through a training curriculum developed by in compliance with
the Alcoholism and Other Drug Abuse and Dependency Act, 20 ILCS 301/5-23, and (c) who
have submitted proof to their school’s administration that they have completed the annual
training. 105 OLCS 5/22-30(g), amended by P.A. 99-480; 23 Hl.Admin.Code §1.540(e). The
law does not provide a deadline for a training curriculum, but it does require ISBE to develop
a heroin and opioid prevention pilot program by Jan. 1, 2017. 105 ILCS 5/22-80, added by
P.A. 99-480.

[[] Assess how to manage requests from parents/guardians who wish to opt-out of the UEAs and/or
OAs being available to their child. ‘

The School Code does not provide a mechanism for a student or his or her parent/guardian to
opt-out of the administration of the District’s supply of UEAs or OAs when a nurse and/or
trained personnel in good faith professionally believe a student is having an anaphylactic
reaction or opioid overdose. While there may be religious, health, or other reasons that a
student’s parent/guardian may wish to opt-our of the administration of a UEA or QA to their
child, the law does not provide a way for parents/guardians to do so. Management of this issue
should be discussed with the Board Attorney. For additional guidance on this issue, see Board
palicy 7:275, Orders to Forgo Life-Sustaining Treatment.

[1 Determine how to notify all parents/gnardians about how UEAs and/or OAs may be provided
or administered to students.

If the District maintains a supply of UEAs and/or OAs, it must notify parents/guardians of the
protections from liability granted to it and the prescribing physician by 105 ILCS 5/22-30(c).
There are two groups of parents/guardians that the District must notify: (1) parents/guardians of
students who have previously signed a School Medication Authorization Form, and (2)
parents/guardians of all students.

For parents/guardians who have previously signed the School Medication Authorization Form,
105 ILCS 5/22-30(c) requires the District to provide additional notice that the
physician(s)/individual(s) with prescriptive authority providing the standing protocol and
prescription for the District’s supply of UEAs and OAs are protected from liability, except for
willful or wanton conduet arising from the use of a UEA or OA regardless of whether
authorization was given by the student, parent/guardian, or student’s physician. Discuss with
the Board Attorney whether to amend the District’s form(s) to include this language.

For parents/guardians of all students, 105 ILCS 5/22-30(c) requires parents/guardians to be
informed that: (1) the District maintains a supply of UEAs and/or OAs, and (2) the District and
the prescribing physician(s)/physician assistant(s)/advanced practice registered nurse(s) are
protected from liability when the school nurse and/or trained personnel administer a UEA
and/or OA to any student when these individuals in good faith professionally believe that the
student is having an anaphylactic reaction. There are several methods to inform
parent/guardians of this information, e.g., receipt of handbook signature, or see Exhibit 7:270-
E, School Medication Authorization Form. Discuss with the Board Attorney the method that
works best for the District.

January 21, 2015; REVISED: December 20, 2017
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North Greene Unit District No. 3 7:270-AP1

Students

Administrative Procedure - Dispensing Medication

Actor

Action

Parents/Guardians

Ask the child’s physician, dentist, or other health care provider who has
authority to prescribe medications if a medication, either prescription or
non-prescription, must be administered during the school day. Medication
includes an epinephrine auto-injector, e.g., EpiPen®, and asthma inhaler
medication (105 ILCS 5/22-30(a), amended by P.A.s 100-201 and 100-
513).

For a student with diabetes: The parent(s)/guardian(s) are
responsible to share the health care provider’s instructions. When the
student is at school, the student’s diabetes will be managed according
to a diabetes care plan, if one exists, and not this Procedure. See Care
of Students with Diabetes Act, 105 ILCS 145/, Last, the Public Self-
Care of Diabetes Act allows a person with diabetes (or a
parent/guardian of a person with diabetes) to self-administer insulin
(or administer insulin) in any location, public or private, where the
person is authorized to be irrespective of whether the injection site is
uncovered during or incidental to the administration of insulin (410
ILCS 135/).

For a student with asthma: The parent(s)/guardian(s) are responsible
for sharing the student’s asthma action plan. When the student is at
school, the student’s asthma will be managed according to an asthma
action plan, if one exists, and not this Procedure. See 105 ILCS 5/22-
30(-5), added by P.A. 99-843. Asthma emergencies shall be managed
pursuant to the District’s asthma emergency response protocol. 105
ILCS 5/22-30(3-10).

Note: The 1li. State Board of Education’s model] asthma episode
emergency response protocol required by 105 ILCS 5/22-30(3-10),
added by P.A. 99-843, that must be incorporated in the District’s
procedure is available at:

www.isbe net/Documents/asthma response protogol.pdfl

When developing the District’s model protocol, consider that a
district may be liable for injury to an asthmatic student during a
medical emergency if the district does not respond by immediately
calling 911. See In re Estate of Stewart, 406 Ili.Dec. 345 (2nd Dist.
2016); In re Estate of Stewart, 412 Ill.Dec. 914 (11l 2017)(school
district’s appeal denied). Consult the board attorney about: (1)
whether all asthma action plans should require immediate 911 calls
based upon Stewart; and (2) the duties and responsibilities of a
district when it asks for, but does not receive, an asthma action plan
from a parent/guardian and the logistics of distributing any received
plans to those employees who need to know based upon Stewart.

A student with asthma is allowed to self-administer and self-carry

7:270-AP]
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Actor

Action

asthma medication if the student’s parent(s)/guardian(s) provide the
school with: (1) written authorization for the self-administration
and/or self-care of asthma medication; and (2) the prescription label
containing the name of the asthma medication, the prescribed dosage,
and the time at which or circumstances under which the asthma
medication is to be administered. 105 ILCS 5/22-30(b), amended by
P.A. 100-513.

If so, ask the health care provider to complete a School Medicine
Authorization Form. This form must be completed and given to the
school before the school will store or dispense any medication and
before a child may possess asthma medication or an epinephrine auto-
injector.

If a student is on a medication indefinitely, the parent/guardian must file a
new “School Medication Authorization Form™ every year.

Bring the medication to the school office. If the medicine is for asthma or
is an epinephrine auto-injector, a student may keep possession of it for
immediate use at the student’s discretion: (1) while in school, (2) while at a
school-sponsored activity, (3) while under the supervision of school
personnel, or {4) before or after normal school activities, such as while in
before-school or after-school care on school-operated property. 105 ILCS
5/22-30(e).

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

Student’s name

Prescription number

Medication name and dosage
Administration route and/or other direction
Dates to be taken

Licensed prescriber’s name

Pharmacy name, address, and phone number

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

At the end of the treatment regime, remove any unused medication from
the school.

School Office
Personnel

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

If the building has no school nurse and a student is identified as having
asthma, request the student’s parent(s)/guardian(s) to share their child’s
asthma action plan. If the plan is provided, keep it on file in the school
nurse’s office or, in the absence of a school nurse, the Building Principal’s
or designee’s office. Tell the school nurse or Building Principal or
designee of the receipt of the plan as soon as possible so that he/she may

7:270-AP1

provide copies of it to appropriate school staff interacting with the student

Page 2 of 4




Actor

Action

on a regular basis and, if applicable, attach it to the student’s Section 504
plan or individualized education plan (IEP). 105 ILCS 5/22-30(j-5), added
by P.A. 99-843.

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

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

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

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

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

If a student is identified as having asthma, request the student’s
parent(s)/guardian(s) to share their child’s asthma action plan. If the plan is
provided, keep it on file in the school nurse office. Provide copies of it to
appropriate school staff who interact with the student on a regular basis
and, if applicable, attach it to the student’s Section 504 plan or
individualized education plan (IEP). 105 ILCS 5/22-30(j-5), added by P.A.
99-843.

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

Store the medication in a locked drawer or cabinet. A student may keep
possession of medication for asthma or an epinephrine auto-injector.
Medications requiring refrigeration should be refrigerated in a secure area.

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

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

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

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

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

Building Principal

Supervise the use of these procedures.

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

7:270-AP1
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Actor

Action

while on a field trip.

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

Make arrangements, in conjunction with the parent/guardian, supervising
teachers, and/or bus drivers for the student to receive needed medication

LEGAL REF.:

April, 2011;

7:270-AP1

105 ILCS 5/10-20.14b, 5/10-22.21h, and 5/22-30.
23 Hl.Admin.Code §1.540.
In re Estate of Stewart, 406 111.Dec. 345 (2nd Dist. 2016).

In re Estate of Stewart, 412 11l.Dec. 914 (111. 2017).

REVISED: January 21, 2015; December 19, 2016; December 20, 2017
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North Greene Unit District No, 3 7:270-E

Students

Exhibit - School Medication Authorization Form

To be completed by the child’s parent(s)/guardian(s). A new form must be completed every school
vear, Keep in the school nurse’s office or, in the absence of a school nurse, the Building Principal’s

office.

Stadent’s Name: Birth Date:
Address:

Home Phone: Emergency Phone:

School: Grade: Teacher:

To be completed by the student’s physician, physician assistoni with prescriptive authority, or
advanced practice RN with prescriptive authority (Note: for asthma inhalers only, use the Asthma
Inhalers section below):

Prescriber’s Printed Name:

Office Address:

Office Phone; Emergency Phone:
Medication name:

Purpose:

Dosage: Frequency:

Time medication is to be administered or under what circumstances:

Prescription date: Order date: Discontinuation date:

Diagnosis requiring medication:

Is it necessary for this medication to be administered during the school day? [ ]Yes []No
Expected side effects, if any:

Time interval for re-evaluation:

Other medications student is receiving:

Prescriber’s Signature Date

Asthma Inhalers

Parent(s)/Guardian(s) please attach prescription label here:
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For only parents/guardians of students who need to carry and use their asthma medication or an
epinephrine auto-injector:

I authorize the School District and its employees and agents, to allow my child to self-carry and self-
administer his or her asthma medication and/or epinephrine auto-injector: {1) while in school, (2)
while at a school-sponsored activity, (3) while under the supervision of school personnel, or (4)
before or after normal school activities, such as while in before-schootl or after-school care on school-
operated property. lilinois law requires the School District to inform parent(s)/guardian(s) that it, and
its employees and agents, incur no liability, except for willful and wanton conduct, as a result of any
injury arising from a student’s self-carry and self-administraticn of asthma medication or epinephrine
auto-injector, 105 ILCS 5/22-30.

Please initial to indicate (a) receipt of this information, and (b) authorization for your child to
carry and use his or her asthma medication or epinephrine auto-injector,

Parent/Guardian Initials

For all parenis/guardians:

By signing below, I agree that [ am primarily responsible for administering medication to my chiid.
However, in the event that I am unable to do so or in the event of a medical emergency, 1 hereby
authorize the School District and its employees and agents, on my behalf, to administer or to attempt
to administer to my child (or to allow my child to self-administer pursuant to State law, while under
the supervision of the employees and agents of the School District), lawfully prescribed medication in
the manner described above. This includes administration of undesignated epinephrine auto-injectors
or opiocid antagonists to my child when there is a good faith belief that my child is having an
anaphylactic reaction or opioid overdose, whether such reactions are known to me or not. [05 ILCS
5/22-30, amended by P.A. 99-480. I acknowledge that it may be necessary for the administration
of medications to my child to be performed by an individual other than a school nurse and
specifically consent to such practices, and

I agree to indemnify and hold harmless the School District and its employees and agents against any
claims, except a claim based on willful and wanton conduct, arising out of the administration or the
child’s self-administration of medication.

Parent/Guardian Printed Name

Address (if different from Student’s above):

Phone: Emergency Phone:

Parent/Guardian Signature Date

ADOPTED: December 15, 2010; REVISED: January 21, 2015; October 19, 2016; Dec. 20, 2017
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North Greene Unit District No. 3 8:30

Community Relations

Visitors to and Conduct on School Property

The following definitions apply to this policy:

School property - District and school buildings, grounds, and parking areas; vehicles used
for school purposes; and any location used for a School Board meeting, school athletic event,
or other school-sponsored event.

Visitor - Any person other than an enrolled student or District employee.

All visitors to school property are required to report to the Building Principal’s office and receive
permission to remain on school property. All visitors must sign a visitors” log, show identification,
and wear a visitor’s badge. When leaving the school, visitors must return their badge. On those
occasions when large groups of parents and friends are invited onto school property, visitors are not
required to sign in but must follow school officials® instructions. Persons on school property without
permission will be directed to leave and may be subject to criminal prosecution.

Except as provided in the next paragraph, any person wishing to confer with a staff member should
contact that staff member by telephone or email to make an appointment. Conferences with teachers
are held, to the extent possible, outside school hours or during the teacher’s conference/preparation
period.

Requests to access a school building, facility, and/or educational program, or to interview personnel
or a student for purposes of assessing the student’s special education needs, should be made at the
appropriate building. Access shall be facilitated according to guidelines from the Superintendent or
designee.

The School District expects mutual respect, civility, and orderly conduct among all people on school
property or at a school event. No person on school property or at a school event (including visitors,
students, and employees) shall perform any of the following acts:

1. Strike, injure, threaten, harass, or intimidate a staff member, a Board member, sports official
or coach, or any other person.

Behave in an unsportsmanlike manner, or use vulgar or obscene language.

%)

Unless specifically permitted by State law, possess a weapon, any object that can reasonably
be considered a weapon or looks like a weapon, or any dangerous device.

Damage or threaten to damage another’s property.
Damage or deface school property.
Violate any Illinois law, or town or county ordinance.

Smoke or otherwise use tobacco products.

© N oo oA

Distribute, consume, use, possess, or be under the influence of an alcoholic beverage or illegal
drug; be present when the person’s alcohol or illegal drug consumption is detectible, regardless
of when and/or where the use occurred.

Use or possess medical cannabis.

16. Impede, delay, disrupt, or otherwise interfere with any school activity or function (including
using celiular phones in a disruptive manner).
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11. Enter upon any portion of school premises at any time for purposes other than those that are
lawful and authorized by the Board.

12. Operate a motor vehicle: (a) in a risky manner, (b) in excess of 20 miles per hour, or (¢) in
violation of an authorized District employee’s directive.

13. Engage in any risky behavior, including roller-blading, roller-skating, or skateboarding.

14. Violate other District policies or regulations, or a directive from an authorized security officer
or District employee.

15. Engage in any conduct that interferes with, disrupts, or adversely affects the District or a
School function.

Convicted Child Sex Offender

State law prohibits a child sex offender from being present on school property or loitering within 500
feet of school property when persons under the age of 18 are present, unless the offender is:

1. A parent/guardian of a student attending the school and has notified the Building Principal of
his or her presence at the school for the purpose of: (i) attending a conference at the school
with school personnel to discuss the progress of his or her child academically or socially, (ii)
participating in child review conferences in which evaluation and placement decisions may
be made with respect to his or her child regarding special education services, or (iii) attending
conferences to discuss other student issues concerning his or her child such as retention and
promotion; or

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

In all cases, the Superintendent, or designee who is a certified employee, shall supervise a child sex
offender whenever the offender is in a child’s vicinity.

Exclusive Bargaining Representative Agent

Authorized agents of an exclusive bargaining representative, upon notifving the Building Principal’s
office, may meet with a school employee (or group of employees) in the school building during duty-
free times of such employees.

Enforcement

Any staff member may request identification from any person on school property; refusal to provide
such information is a criminal act. The Building Principal or designee shall seek the immediate
removal of any person who refuses to provide requested identification.

Any person who engages in conduct prohibited by this policy may be ejected from school property.
The person is also subject to being denied admission to school events or meetings for up to one
calendar year.

Procedures to Deny Future Admission to School Events or Meetings

Before any person may be denied admission to school events or meetings as provided in this policy,
the person has a right to a hearing before the Board. The Superintendent may refuse the person
admission pending such hearing. The Superintendent or designee must provide the person with a
hearing notice, delivered or sent by certified mail with return receipt requested, at least ten days
before the Board hearing date. The hearing notice must contain:

1. The date, time, and place of the Board hearing;
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2. A description of the prohibited conduct;
3. The proposed time period that admission to school events will be denied; and
4. Instructions on how to waive a hearing,.

LEGAL REF.:

CROSS REF.;

ADOPTED:

8:30

Nuding v. Cerro Gorde Community Unit School Dist,, 730 N.E.2d 96 (IlL.App.4,
2000).

Pro-Children Act of 1994, 20 U.5.C. §7181 et seq.

105 ILCS 5/10-20.5b, 5/24-24, and 5/24-25.

410 ILCS 130/, Compassionate Use of Medical Cannabis Pilot Program.

430 ILCS 66/, Fircarm Concealed Carry Act.

720 1ILCS 5/11-9.3.

4:170 (Safety), 5:50 (Drug- and Alcohol-Free Workplace; Tobacco Prohibition),
6:120 (Education of Children with Disabilities), 6:250 (Community Resource
Persons and Volunteers), 7:190 (Student Behavior), 8:20 (Community Use of
Schootl Facilities)

May 19, 2008, REVISED: April 19, 2010; December 18, 2013; December
16, 2015; December 19, 2016
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North Greene Unit District No. 3 8:30-AP

Community Relations

Administrative Procedure - Definifion of Child Sex Offender

Child Sex Offender
720 ILCS 5/11-9.3(d) amended by P.A. 100-428, eff. 1-1-18.

(1Y Child sex offender means any person who:

)

(ii)

(iif)

Has been charged under Illincis law, or any substantially similar federal law or law of
another state, with a sex offense set forth in paragraph (2} of this subsection (d) or the
attempt to commit an included sex offense, and

(A) Is convicted of such offense or an atterpt to commit such offense; or

(B) Is found not guilty by reason of insanity of such offense or an attempt to commit
such offense; or

(C) Is found not guilty by reason of insanity pursuant to subsection (c) of Section
104-25 of the Code of Criminal Procedure of 1963 of such offense or an attempt
to commit such offense; or

(D)  Is the subject of a finding not resulting in an acquittal at a hearing conducted
pursuant to subsection (a) of Section 104-25 of the Code of Criminal Procedure
of 1963 for the alleged commission or attempted commission of such offense; or

(E) Is found not guilty by reason of insanity following a hearing conducted pursuant
to a federal law or the law of another state substantially similar to subsection (c)
of Section 104-25 of the Code of Criminal Procedure of 1963 of such offense or
of the attempted commission of such offense; or

(£ Is the subject of a finding not resulting in an acquittal at a hearing conducted
pursuant to a federal law or the law of another state substantially similar to
subsection (a) of Section 104-25 of the Code of Criminal Procedure of 1963 for
the alleged violation or attempted commission of such offense; or

Is certified as a sexually dangerous person pursuant to the I[llinois Sexually Dangerous
Persons Act, or any substantially similar federal law or the law of another state, when any
conduct giving rise to such certification is committed or attempted against a person less
than I8 years of age; or

Is subject to the provisions of Section 2 of the Interstate Agreements on Sexually
Dangerous Persons Act.

Convictions that result from or are connected with the same act, or result from offenses
committed at the same time, shall be counted for the purpose of this Section as one conviction.
Any conviction set aside pursuant to law is not a conviction for purposes of this Section.

{2) Except as otherwise provided in paragraph (2.5}, sex offense means:

(D)

8:30-AP

A violation of any of the following Sections of the Criminal Code of 1961 or the
Criminal Code of 2012:

10-4 (forcible detention),

10-7 (aiding or abetting child abduction under Section 10-5(b)(10)),

10-5(b)(10) (child laring),

11-1.40 (predatory criminal sexual assault of a child),
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11-6 (indecent solicitation of a child), 11-6.5 (indecent solicitation of an adult),

11-9.1 (sexual exploitation of a child),

11-9.2 (custodial sexual misconduct),

11-9.5 (sexual misconduct with a person with a disability),

11-14.3(a){1) (promoting prostitution by advancing prostitution),

11-14.3(a)(2)(A) (promoting prostitution by profiting from prostitution by compelling a
person to be a prostitute),

11-14.3(a)(2)(c) (promoting prostitution by profiting from prostitution by means other
than as described in subparagraphs (A) and(B) of paragraph (2) of subsection (a) of
Section 11-14.3),

11-14.4 (promoting juvenile prostitution),

11-18.1(patronizing a juvenile prostitute),

11-20.1 (child pornography},

11-20.1B (aggravated child pornography),

11-21 (harmful material),

11-25 (grooming),

11-26 (traveling to meet a minor or traveling to meet a child),

12-33 (ritualized abuse of a child),

11-20 (obscenity) (when that offense was committed in any school, on real property
comprising any school, in any conveyance owned, leased, or contracted by a school
to transport students to or from school or a school related activity, or in a public
park),

11-30 (public indecency) (when commitied in a school, on real property comprising a
school, in any conveyance owned, leased, or contracted by a school to transport
students to or from school or a school related activity, or in a public park). An
attempt to commit any of these offenses.

(ii) A violation of any of the following Sections of the Criminal Code of 1961 or the
Criminal Code of 2012, when the victim is a person under 18 years of age:

11-1.20 {criminal sexual assault),

11-1.30 (aggravated criminal sexual assault),
11-1.50 {criminal sexual abuse),

11-1.60 {aggravated criminal sexual abuse},
An attempt to commit any of these offenses.

(iif) A violation of any of the following Sections of the Criminal Code of 1961 or the
Criminal Code of 2012, when the victim is a person under 18 years of age and the
defendant is not a parent of the victim:

10-1 (kidnapping),

10-2 (aggravated kidnapping),

10-3 (unlawful restraint),

10-3.1 (aggravated unlawful restraint),
11-9.1(A) (vermitting sexual abuse of a child).
An attempt to commit any of these offenses.

(iv) A violation of any former law of this State substantially equivalent to any offense listed
in clause (2)(i) or (2)(ii) of subsection (d) of this Section.

(2.5) For the purposes of subsections (b-5) and (b-10) only, a sex offense means:

(i} A violation of any of the following Sections of the Criminal Code of 1961or the Criminal
Code 0of 2012:

10-5(b)(10) (child luring),
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10-7 (aiding or abetting child abduction under Section 10-5(b)(10)),

11-1.40 (predatory criminal sexual assault of a child),

11-6 (indecent solicitation of a child),

11-6.5 (indecent solicitation of an adult),

11-9.2 (custodial sexual misconduct),

11-9.5 (sexual misconduct with a person with a disability),

11-11 (sexual relations within families),

11-14.3(a)(1) (promoting prostitution by advancing prostitution),

11-14.3(a)}(2)(A) (promoting prostitution by profiting from prostitution by compelling a
person to be a prostitute),

11-14.3(a)(2)(C) (promoting prostitution by profiting from prostitution by means other
than as described in subparagraphs (A and (B} of paragraph (2) of subsection (a) of
Section 11-14.3),

11-14.4 (promoting juvenile prostitution),

11-18.1 (patronizing a juvenile prostitute),

11-20.1 (child pornography),

11-20.1B (aggravated child pornography),

11-25 (grooming),

11-26 (traveling to meet a minor or traveling to meet a child), or

12-33 (ritualized abuse of a child).

An attempt to commit any of these offenses.

(ii) A violation of any of the following Sections of the Criminal Code of 1961 or the
Criminal Code of 2012, when the victim is a person under 18 years of age:

11-1.20 (criminal sexual assalt),

11-1.30 (aggravated criminal sexual assault),

11-1.60 (aggravated criminal sexual abuse), and
subsection {a) of Section 11-1.50 (criminal sexual abuse).
An attempt to commit any of these offenses.

(itiy A violation of any of the following Sections of the Criminal Code of 1961 or the
Criminal Code of 2012, when the victim is a person under 18 years of age and the
defendant is not a parent of the victim:

10-1 (kidnapping),

10-2 (aggravated kidnapping),

10-3 (unlawful restraint),

10-3.1 (aggravated unlawful restraint),
11-9.1{A)(permitting sexual abuse of a child).
An attempt to commit any of these offenses.

(iv) A violation of any former law of this State substantially equivalent to any offense listed
in this paragraph (2.5) of this subsection,

(3) A conviction for an offense of federal law or the law of another state that is substantially
equivalent to any offense listed in paragraph (2) of subsection (d) of this Section shall
constitute a conviction for the purpose of this Section. A finding or adjudication as a sexually
dangerous person under any federal law or law of another state that is substantially equivalent
to the Sexually Dangerous Persons Act shall constitute an adjudication for the purposes of this
Section.

Adopted: 2005; Revised: December 19, 2012; December 20, 2017
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North Greene Unit District No. 3 8:30-El

Community Relations

Exhibit - Letter to Parent Regarding Visits to School by Child Sex Offenders

Date

Dear Parent/Guardian;

Student’s Name (Please print) School

The purpose of this letter is to help the school and District comply with the State law placing
restrictions on child sex offenders’ access to school property (720 ILCS 5/11-9.3). State law prohibits
a child sex offender from being present on school property or loitering within 500 feet of school
property when persons under the age of 18 are present, unless the offender: (1) is a parent/guardian
of a student and the parent/guardian is: (a) attending a conference at the school with school personnel
to discuss the progress of his or her child academically or socially, (b) participating in child review
conferences in which evaluation and placement decisions may be made with respect to his or her
child regarding special education services, or (c) attending conferences to discuss other student issues
concerning his or her child such as retention and promotion and notifies the Building Principal of his
or her presence at the school; or (2) has permission to be present from the Superintendent or the
School Board. A child sex offender present on school property must remain under the direct
supervision of a school official. A child sex offender who violates these provisions of the law is guilty
of a Class 4 felony.

Instructions for Child Sex Offenders

To lawfully visit school property, a child sex offender must complete 8:30-E2, Child Sex Offender’s
Request for Permission to Visit School Property. This form must be completed for each visit to
school property.

Sincerely,

School Administrator

Revised: October 21, 2015
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North Greene Unit District No. 3 8:30-E2

Community Relations

Exhibit - Child Sex Offender’s Request for Permission to Visit School Property

If you are a child sex offender, you must complete this form to lawfully visit school property
whenever students are present. After a decision is made concerning your request, whether to grant or
deny permission to visit, a copy will be returned to you. This information will be kept in the District’s
main office as well as in the Building Principal’s office where you are seeking permission to visit.

Name (Please print) Address
Signature Date
School (Visit Location) Date of Visit

Complete the following if you are a parent/guardian of a student attending the above listed school.

I request permission to visit the school for the following reason(s):

[ ] To attend a conference with school personnel to discuss the academic or social progress of
my child.

[] To participate in my child’s review conference in which evaluation and placement decisions
may be made with respect to my child regarding special education services.

[] To attend a conference to discuss other student issues concerning my child such as retention
and promotion.

[] Other (Piease be specificy:

Complete the following if you are not a parent/guardian of a student who atiends the school you are
requesting to visit.

[ 1request permission to visit the school for the following reason(s) (Please be specificy:

The following is to be completed by District personnel only:
[ ] Permission Granted [} Permission Denied

Date Signature (Superiniendent, Designee, or Board President)

Visit Supervision (To be completed by the staff member supervising the child sex affender)

Supervisor’s Name (Please print)

Visitor’s Time In Visitor’s Time Out

Date Supervisor’s Signature

Revised: October 21, 2015
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North Greene Unit District No. 3 5:190

Professional Personnel

Teacher Qualifications

A teacher, as the term is used in this policy, refers to a District employee who is required to be
licensed under State law. The following qualifications apply:

1.

Each teacher must;

a. Have a valid Illinois Professional Educator License issued by the State Superintendent of
Education with the required endorsements as provided in the School Code.

b. Provide the District Office with a complete transcript of credits earned in institutions of
higher education.

c. On or before September 1 of each year, unless otherwise provided in an applicable
collective bargaining agreement, provide the District Office with a transcript of any
credits earned since the date the 1ast transcript was filed.

d. Notify the Superintendent of any change in the teacher’s transcript.

All teachers working in a program supported with federal funds under Title I, Part A must
meet applicable State certification and licensure requirements.

The Superintendent or designee shall:

1.

Monitor compliance with State and federal law requirements that teachers be appropriately
licensed;

2. Through incentives for voluntary transfers, professional development, recruiting programs, or
other effective strategies, ensure that minority students and students from low-income
families are not taught at higher rates than other students by unqualified, out-of-field, or
inexperienced teachers; and

3. Ensure parents/guardians of students in schools receiving Title 1 funds are notified of their
right to request their students’ classroom teachers’ professional qualifications.

LEGAL REF.. 20 U.S.C. §6312(e)(1)(A).
105 ILCS 5/10-20.15, 5/21-11 4, 5/21B-15, 5/21B-20, 5/21B-25, and 5/24-23.
23 lll.Admin.Code §1.610 et seq., §1.705 et seq., and Part 25,
CROSS REF.: 6:170 (Title I Programs)
ADOPTED: October 18, 2004; REVISED: November, 2010; April 16, 2014; Dec. 19, 2016
5:190 Page 1 of 1




North Greene Unit District No, 3 5:280

Educational Support Personnel

Duties and Qualifications

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

Paraprofessionals

Paraprofessionals provide supervised instructional support. Service as a paraprofessional requires an
educator license with stipulations endorsed for a paraprofessional educator unless a specific
exemption is authorized by the Illinois State Board of Education (ISBE).

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

Noncertificated and Unlicensed Personnel Working with Students and Performing Non-Instructional
Duties
Noncertificated and unlicensed personnel performing non-instructional duties may be used:

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

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

3. For non-teaching duties not requiring instructional judgment or student evaluation.
Nothing in this policy prevents a noncertificated person from serving as a guest lecturer or resource
person under a certificated teacher’s direction and with the administration’s approval.

Coaches and Athletic Trainers

Athletic coaches and trainers shall have the qualifications required by any association in which the
School District maintains a membership. Regardless of whether the athletic activity is governed by an
association, the Superintendent or designee shall ensure that each athletic coach: (1) is knowledgeable
regarding coaching principles, (2) has first aid training, and (3) is a trained Automated External
Defibrillator user according to rules adopted by the Illinois Department of Public Health. Anyone
performing athletic training services shall be licensed under the Illinois Athletic Trainers Practice
Act, be an athletic trainer aide performing care activities under the on-site supervision of a licensed
athletic trainer, or otherwise be qualified to perform athletic trainer activities under State law.

Bus Drivers

All school bus drivers must have a valid school bus driver permit. The Superintendent or designee
shall inform the Illinois Secretary of State, within 30 days of being informed by a school bus driver,
that the bus driver permit holder has been called to active duty. New bus drivers and bus drivers who
are returning from a lapse in their employment are subject to the requirements contained in Board
policy 5:30, Hiring Process and Criteria and Board policy 5:285, Drug and Alcohol Testing for
School Bus and Commercial Vehicle Drivers.
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LEGAL REF.:

CROSS REF .

ADOPTED:

5:280

No Child Left Behind Act of 2001, 20 U.S.C. §6319(c).
34 CF.R. §§200.58 and 200.59.

105 ILCS 5/10-22.34, 5/10-22.34a, and 5/10-22.34b,
625 ILCS 5/6-104 and 5/6-106.1.

23 lfl.Admin.Code §§1.630 and 25.510.

4:110 (Transportation), 4:170 (Safety), 5:30 (Hiring Process and Criteria), 5:35
(Compliance with the Fair Labor Standards Act), 5:285 (Drug and Alcohol
Testing for School Bus and Commercial Vehicle Drivers), 6:250 (Community
Resource Persons and Volunteers)

December 26, 2009, REVISED: November, 2010; August 20, 2014;

December 19, 2016
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North Greene Unit District No. 3 5:35

General Personnel

Compliance with the Fair Labor Standards Act

Job Classifications

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.

Workweek and Compensation

The workweek for District employees will be 12:00 am. Satorday 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

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. In lieu of overtime compensation, non-exempt
employees may receive compensatory time-off, according to Board policy 5:310, Compensatory
Time-Off:

Suspension Without Pay

No exempt employee shall have his or her salary docked, such as by an unpaid suspension, if the
deduction would cause a loss of the exempt status. Licensed employees may be suspended without
pay in accordance with Board policy 5:240, Professional Persomnel - Suspension. Non-licensed
employees may be suspended without pay in accordance with Board policy 5:290, Educational
Support Personnel - Employment Termination and Suspensions.

Implementation

The Superintendent or designee shall implement the policy in accordance with the FLSA, including
its required notices to employees. In the event of a conflict between the policy and State or federal
law, the latter shall control.
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LEGAL REF.: 820 ILCS 105/4a.
Fair Labor Standards Act, 29 U.S.C. §201 et seq., 29 C.F.R. Parts 516, 541, 548,

553, 778, and 785.

CROSS REF.: 5:240 (Suspension), 5:290 (Employment Termination and Suspensions), 5:310
{Compensatory Time-Off)

ADOPTED: January 17, 2005; REVISED: May 20, 2009; April 16,2014
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North Greene Unit District No, 3 5:290

Educational Support Personnel

Employment Termination and Suspensions

Resignation and Retirement

An employee is requested to provide two 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 two
months before the retirement date.

Non-RIF Dismissal

The District may terminate an at-will employee at any time for any or no reason, but not for a reason
prohibited by State or federal law.

Employees who are employed annually or have a contract, or who otherwise have a legitimate
expectation of continued employment, may be dismissed: (1) at the end of the school year or at the
end of their respective contract after being provided appropriate notice and after compliance with any
applicable contractual provisions, or (2) mid-year or mid-confract provided appropriate due process
procedures are provided.

The Superintendent is responsible for making dismissal recommendations to the School Board
consistent with the Board’s goal of having a highly qualified, high performing staff.

Reduction in Force and Recall

The Board may, as necessary or prudent, decide to decrease the number of educational support
personnel or to discontinue some particular type of educational support service and, as a result of that
action, dismiss or reduce the hours of one or more educational support employees. When making
decisions concerning reduction in force and recall, the Board will follow Sections 10-22.34c
(outsourcing non-instructional services) and 10-23.5 (procedures) of the School Code, to the extent
they are applicable and not superseded by legislation or an applicable collective bargaining
agreement.

Final Paycheck

A terminating employee’s final paycheck will be adjusted for any unused, earned vacation credit.
Employees are paid for all earned vacation, Terminating employees will receive their final pay on the
next regular payday following the date of termination, except that an employee dismissed due to a
reduction in force shall receive his or her final paycheck on or before the next regular pay date
following the last day of employment.

Suspension

Except as provided below, the Superintendent is authorized to suspend an employee without pay as a
disciplinary measure, during an investigation into allegations of misconduct or pending a dismissal
hearing whenever, in the Superintendent’s judgment, the employee’s presence is detrimental to the
District. A disciplinary suspension shall be with pay: (1)} when the employee is exempt from the
overtime provisions, or (2) until an employee with an employment contract for a definite term is
provided a notice and hearing according to the suspension policy for professional employees. Upon
receipt of a recommendation from the Ill. Dept. Children and Family Services (DCFS) that the
District remove an employee from his or her position when he or she is the subject of a pending
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DCFS investigation that relates to his or her employment with the District, the Board or
Superintendent or designee, in consultation with the Board Attorney, will determine whether to:

1. Let the employee remain in his or her position pending the outcome of the investigation; or

2. Remove the employee as recommended, proceeding with:

a. A suspension with pay; or
b. A suspension without pay.

Any criminal conviction resulting from the investigation or allegations shall require the employee to
repay to the District all compensation and the value of all benefits received by the employee during
the suspension. The Superintendent will notify the employee of this requirement when the employee
is suspended.

LEGAL REF.:  5ILCS 430 et seq.
105 ILCS 5/10-22.34c and 5/10-23.5.
325 ILCS 5/7.4(c-10).
820 ILCS 105/4a.

CROSS REF.: 5:240 (Professional Personnel - Suspension), 5:270 (Educational Support
Personnel - Employment At-Will, Compensation, and Assignment)

ADOPTED: January 17, 2005; REVISED: January 22, 2008; January 21, 2009; October 21,
2015; December 20, 2017
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North Greene Unit District No. 3 5:250

Professional Personnel

Leaves of Absence

Each of the provisions in this policy applies to all professional personnel to the extent that it does not
conflict with an applicable collective bargaining agreement or individual employment contract or
benefit plan; in the event of a conflict, such provision is severable and the applicable bargaining
agreement or individual agreement will control.

Sick and Bereavement Leave

Please refer to the “Professional Negotiation Agreement between the Board of Education of
North Greene Unit District No. 3 and the North Greene Education Assoeciation Local #3818,
IFT/AFT” and the “Negotiations Agreement between the Board of Education of North Greene
Unit District No. 3 and Teamsters Union Local #916”.

Each full-time professional staff member is granted 12 days sick leave each school year at full pay.
Unused days are allowed to accumulate to 340 days. Sick leave is defined in State law as personal
illness, quarantine at home, serious illness or death in the immediate family or household, or birth,
adoption, or placement for adoption.

The Scheol Board or Superintendent may require that the staff member provide a certificate from; (1)
a physician licensed in Illinois to practice medicine and surgery in all its branches, (2} a chiropractic
physician licensed under the Medical Practice Act, (3) an advanced practice nurse who has a written
collaborative agreement with a collaborating physician that authorizes the advanced practice nurse to
perform health examinations, (4) a physician assistant who has been delegated the authority to
perform health examinations by his or her supervising physician, or (5) if the treatment is by prayer or
spiritual means, a spiritual adviser or practitioner of the employee’s faith. If the Board or
Superintendent requires a certificate during a leave of less than 3 days for personal illness, the District
shall pay the expenses incurred by the employee,

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

Sabbatical Leave

Sabbatical leave may be granted in accordance with The School Code.

Personal Leave

Please refer to the “Professional Negotiation Agreement between the Board of Education of
North Greene Unit District No. 3 and the North Greene Education Association Local #3818,
IFT/AET” and the “Negotiations Agreement between the Board of Education of North Greene
Unit District No. 3 and Teamsters Union Loecal #916”.

Professional staff members are granted two personal leave days per year. A personal leave day is
defined as a day to allow professional personnel time to conduct personal business (but not vacation,
travel, or work stoppage), which is impossible to schedule at a time other than during a school day.
Any unused personal leave day in a school year will be credited to the cumulative sick leave.
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Leave of Absence Without Pay

Please refer to the “Professional Negotiation Agreement between the Board of Education of
North Greene Unit District No. 3 and the North Greene Education Association Local #3818,
IFT/AFT” and the “Negotiations Agreement between the Board of Education of North Greene
Unit District No. 3 and Teamsters Union Local #9167,

The Board may grant a leave of absence without pay to tenured professional staff members who have
rendered satisfactory service and desire to return to employment in a similar capacity at a time
determined by the Board.

Each leave of absence shall be of the shortest possible duration required to meet the leave’s purpose
consistent with a reasonable continuity of instruction for students.

Child-Rearing Leave

Please refer to the “Professional Negotiation Agreement between the Board of Education of
North Greene Unit District No. 3 and the North Greene Education Association Local #3818,
IFT/AFT” and the “Negotiations Agreement between the Board of Education of North Greene
Unit District No. 3 and Teamsters Union Local #916”.

The Board shall grant a professional staff member’s request for a non-paid, child-rearing leave.
Nothing in this section shall prohibit a professional staff member from using paid sick days.

A teacher must request, if possible, a child-rearing leave by notifying the Superintendent in writing
before the requested leave’s beginning date. The request should include the proposed leave dates and
intent to return to work. Failure to give notice of intent to return to work by the established date shall
be a resignation. The staff member shall have the option to use all or part of the employee’s
accumulated sick leave for any maternity-related causes.

A professional staff member desiring to return before the leave’s expiration will be assigned to an
available vacancy for which the teacher is qualified, subject to scheduling efficiency and instruction
continuity.

Leaves for Service in the Military

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

General Assembly Leave

Leaves for service in the General Assembly, as well as re-employment rights, will be granted in
accordance with State and federal law. A professional staff member hired to replace one in the
General Assembly does not acquire tenure.

Leave for Employment in Department of Defense

The Board may grant teachers a leave of absence to accept employment in a Department of Defense
overseas school.

School Visitation Leave

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

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

Leaves for Victims of Domestic or Sexual Violence

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

The Victims® Economic Security and Safety Act governs the purpose, requirements, scheduling, and
continuity of benefits, and all other terms of the leave. Accordingly, if the District employs at least 50
employees, an employee is entitled to a total of 12 work weeks of 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.).

Leaves to Serve as an Officer or Trustee of a Specific Organization

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

LEGAL REF.: - 20 ILCS 1805/30.1 et seq.
105 ILCS 5/24-6, 5/24-6.1, 5/24-6.2, 5/24-6.3, 5/24-13, and 5/24-13.1.
820 ILCS 147/] et seq. and 180/1 et seq.

CROSS REF.: 5:180 (Temporary Illness or Temporary Incapacity), 5:185 (Family and Medical
Leave), 5:330 (Educational Support Personnel - Sick Days, Vacation, Holidays,
and Leaves)

ADOPTED: February 19, 2007 REVISED: January 22, 2008; January 21, 2009;

December 16, 2009; Dec. 20, 2017
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North Greene Unit District No. 3 5:185

General Personnel

Family and Medical Leave

Leave Description

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)
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 servicemember (defined in the federal rules)
with a serious injory or illness. The “single 12-month period” is measured forward from the date the
employee’s first FMLA leave to care for the covered servicemember 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 FMILA 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 by federal rules.

6. To care for the employee’s spouse, child, parent, or next of kin who is a covered
servicemember with a serious injury or iliness, 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 | 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.
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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 1,250 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 seven years before the date of the most recent
hiring, except when the service break is due to fulfiflment of a covered service obligation
under the employee’s Uniformed Services Employment and Reemployment Rights Act
(USERRA), 38 U.S.C. 4301, et seq., 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 servicemember 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 servicemember,

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 Jeave 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
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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 six months in connection with any absence by an employee needing an
intermittent or reduced schedule leave for conditions with a duration in excess of six months.

Failure to furnish a complete and sufficient certification on forms provided by the District may resuit
in a denial of the leave request.

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 two 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 eight consecutive weeks whether he or she intends to retum 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 fo wait fo 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 shalf be defined as in the FMLA regulations.
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LEGAL REF.. Family and Medical Leave Act, 29 U.S.C. §2601 et seq., 29 C.IF R. Part 825.

CROSS REF.: 5:180 (Temporary Illness or Temporary Incapacity), 5:250 (Leaves of Absence),
5:310 (Compensatory Time-Off), 5:330 (Sick Days, Vacation, Holidays, and
Leaves)

ADOPTED: May 20, 2009, REVISED: December 15, 2010; January 21, 2015,

December 19, 2016
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North Greene Unit District No. 3 5:330

Educational Support Personnel

Sick Days, Vacation, Holidays, and Leaves

Each of the provisions in this policy applies to all educational support personnel to the extent that it
does not conflict with an applicable collective bargaining agreement or individual employment
contract or benefit plan; in the event of a conflict, such provision is severable and the applicable
bargaining agreement or individual agreement will control,

Sick and Bereavement Leave

Full or part-time educational support personnel who work at least 600 hours per year receive 12 paid
sick leave days per year. Part-time employees will receive sick leave pay equivalent to their regular
workday. Unused sick leave shall accumulate to a maximum of 340 days, including the leave of the
current year.

Sick leave is defined in State law as personal illness, quarantine at home, serious illness or death in
the immediate family or household, or birth, adoption, or placement for adoption. The Superintendent
and/or designee shall monitor the use of sick leave.

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

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

Vacation

Please refer to the “Professional Negotiations Agreement between the Board of Education of North
Greene Unit District No. 3 and the North Greene Education Association Local #3818, IFT/AFT>.
Otherwise, twelve-month employees shall be eligible for paid vacation days. Educational support
personnel who have completed one (1) year of employment through their fifteenth (15) year of
employment shall receive ten (10) days of paid vacation per year. Those educational support
employees with fifteen (15) or more years of employment shall receive fifteen (15) days of paid
vacation per year. Vacation days may not be taken until the completion of the first year of
employment. Vacation shall be scheduled in advance whenever possible with the employee’s
supervisor and shall not be unreasonably denied.

Vacation days earned in one fiscal year must be used by the end of the following fiscal year; they do
not accumulate. Employees resigning or whose employment is terminated are entitled to the monetary
equivalent of all earned vacation.

5:330 Page 1 of 3




Holidays

Unless the District has a waiver or modification of the School Code pursuant to Section 2-3.25g or
24-2(b) allowing it to schedule school on a holiday listed below, District employees will not be
required to work on:

New Year’s Day Labor Day

Martin Luther King JIr.’s Birthday Columbus Day
Abraham Lincoln’s Birthday Veteran’s Day
Casimir Pulaski’s Birthday Thanksgiving Day
Memorial Day Christmas Day
Independence Day

A holiday will not cause a deduction from an employee’s time or compensation. The District may
require educational support personnel to work on a school holiday during an emergency or for the
continued operation and maintenance of facilities or property.

Personal Leave

Fuli-time educational support personnel have two (2) paid personal leave days per year and part-time
employees shall be granted two (2) pro-rata paid personal leave days. Please refer to the “Professional
Negotiations Agreement between the Board of Education of North Greene Unit District No. 3 and the
North Greene Education Association Local #3818 IFT/AFT” and the “Negotiations Agreement
between the Board of Education of North Greene Unit District No.3 and the Teamster’s Union Local
#916.The use of a personal day is subject to the following conditions:

1. Personal leave may not be used in increments of less than one-half day.

2. Requests must be submitted in writing to the Principal or supervisor at lease twenty-four (24)
Hours in advance of the proposed leave except in cases of emergency or unavoidable
situations as determined by the Superintendent.

3. The reason for the personal leave need not be stated in detail but shall not be used for
recreational purposes, for example hunting, athletic games, and vacations.

In the event an employee does not use a personal leave day during a school year, such personal leave
day(s) shall be accumulated as sick leave for those employees who qualify for the sick leave benefit.

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

Upon request, the Board will grant 20 days of paid leave of absence per year to a trustee of the Illinois
Municipal Retirement Fund in accordance with 105 1LCS 5/24-6.3.

Other Leaves

Educational support persennel receive the following leaves on the same terms and conditions granted
professional personnel in Board policy 5:250, Leaves of Absence:

Leaves for Service in the Military and General Assembly.
School Visitation Leave.

Leaves for Victims of Domestic or Sexual Violence.
Child Bereavement Leave.

Leave to serve as an election judge.
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LEGAL REF.: 20 ILCS 1805/30.1 et seq.
105 ILCS 5/10-20.7b, 5/24-2, and 5/24-6.
820 1LCS 147 and 180/.
820 1LCS 154/.
School Dist. 151 v. ISBE, 154 1L App.3d 375 (Ist Dist. 1987); Elder v. Sch. Dist.

No.127 1/2, 60 TI.App.2d 56 (1st Dist. 1965).

CROSS REF.: 5:180 (Temporary Illness or Temporary [ncapacity), 5:185 (Family and Medical
Leave), 5:250 (Professional Personnel - Leaves of Absence)

ADOPTED: February 19,2007, REVISED: January 22, 2008; January 21, 2009;
June 19, 2013; December 20, 2017
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