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Introduction
The goal of Pecatonica Community Unit School District No. 321 is to treat each employee with
dignity and respect. Each Educational Support Personnel (ESP) position is considered essential
to the ongoing development of an educational program that will be beneficial to children of the
community. The District expects that ESP employees will understand that the tasks they perform
are critical to the successful operation of District 321. It is further expected that each ESP staff

member will provide the energy and focus necessary to be successful within the scope of his/her
assigned responsibilities.
To assist and support ESP employees in understanding the benefits and obligations of
employment here in District 321, the Board of Education, through its Administration, has
prepared this ESP Handbook. The provisions in this Handbook apply to all ESP employees in
the District (i.e., non-certificated employees).
This 2019 - 2020 ESP Handbook supersedes all previously issued Handbooks. The information
contained in this Handbook will regulate Educational Support Personnel procedures for the year.
However, the District reserves the unilateral right to change, modify, and/or delete any
information or provision contained in this Handbook at any time. The District may also alter or
rescind any policy or practice, or adopt new policies or practices, at any time, with or without
notice. In an emergency or when otherwise deemed necessary to address an area not currently
covered by the Handbook, additional information will be provided to ESP members on a
supplementary basis regarding changes or new rules and regulations which must be initiated by
the District. An ESP employee's decision to continue employment with the District following
publication of this updated Handbook or any future revisions shall be deemed to constitute the
employee's agreement with all such changes.
The contents of this ESP Handbook do not create an express or implied contract of employment.
Because ESP staff members are employed on an at-will basis in District 321 by policy of the
Board of Education, this Handbook is not intended to alter this at-will relationship. Further, no
supervisor or other administrator has any authority to alter or modify, either orally or in writing,
any ESP employee's at-will status.
This Handbook should be referred to when the need arises. It will also serve as a reference and
guide to administrative action that will be taken in the event of a conflict with an employee or
among employees. The Superintendent will serve as the administrator for the ESP Handbook.
It is the desire of Administration and the Board of Education of School District 321 to provide a
safe, secure working environment for all staff members. It is within the scope of this framework

that the information contained in this Handbook should be presented in an understandable
fashion, which is beneficial to all Educational Support Personnel.
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Payroll is issued biweekly. Direct deposit is available to all employees and encouraged.
Forms are available in the District Office. Hard checks will not be re-issued to Staff who elect to
not use the direct-deposit option until two weeks after the original payroll date of the check and
the staff member will be responsible for any banking fees charged to the district for stop payment
before any re-issue of hard checks.
Any and all overtime/compensatory time must be approved by direct supervisor.
Individuals must clock in/clock out daily prior to the start of their workday and at the conclusion
of their work day on the Tru-Time System. Any deviations of the time card/sheet must be
approved by their direct supervisor and so noted on Tm-Time System.

At-will Employment
ESP staff members are employed on an at-will basis in District 321 by policy of the Board of
Education. Employment may be terminated at any time, for any reason or no reason at all. Any
employee who is removed or dismissed or whose hours are reduced as a result of
reduction-in-force shall be given written notice by certified mail, return receipt requested, at least
30 days before the end of the school term. The notice shall include a statement of honorable
dismissal and the reason for the reduction-in-force, if applicable. However, if an employee's
hours are reduced because of an unforeseen reduction in the student population, that employee
shall be given written notice at least 5 days before the hours are reduced. In such cases, the ESP
is granted seniority and recall rights, if the employee is eligible for such rights, as provided in the
Illinois School Code. Nothing in this Handbook or in Board Policy shall be construed as altering
the at-will employment relationship.
Length of Service
Length of service is defined as length of continuous service as an employee, commencing with
the first day of employment, not including subbing days. Length of service automatically
terminates if an employee resigns, is discharged, or fails to report to a position in the district
upon the termination of a leave of absence.
The time away from the job on an approved leave of absence will not be applied to the
employee's length of service status but the employee will not lose the length of service accrued
up to the date of leave, except as noted above.
It is understood that when an individual moves from one job classification to another, total length
of service with the district is retained.
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Hours of Work
1.

Daily hours and workweeks will be assigned for each position at the time of employment.

2.

Employees who work at least 7.5 continuous hours shall receive a 30-minute duty-free
meal break that begins within the first 5 hours of the employee's workday.

3.

If paraprofessional staff are ill or unable to be present for work they must contact
substitute coordinator Cathy Gasparini by 6:30 a.m so that she can arrange for a
substitute. It is preferred, if possible, to notify the substitute coordinator the night prior to
the absence. Do not call after 9:30 p.m. Paraprofessionals are also required to contact
their building principal if they will not be present for work. All other staff are required to
contact their immediate supervisor if they are ill or unable to be present for work.

4.

On inclement weather days, when school is closed for students, employees should not
report for work except the district office personnel and custodians. The district office
personnel and custodians who are not able to get to work because of road conditions may
use a vacation day, a personal day, or be docked in pay. When school is canceled during
the day, the employee will receive regular pay for hours actually worked.

Illinois Municipal Retirement Fund
Employees who are working in a position requiring 600 or more hours per year are required to
participate in the Illinois Municipal Retirement Fund (IMRF).

Leaves of Absence (Appropriate application online in Employee Access.)
1.

Sick Leave
a.

b.
c.

d.

Employees who qualify for the 600-hour IMRF rule will receive 10 sick days per
year; IO-month secretaries employees receive 11 sick days per year; 12-month
employees receive 12 sick days per year; bus drivers (not on IMRF) receive 5 sick
days per year. These days can accumulate to 250.
An employee will be paid sick leave at her/his regular rate of pay and work day
hours.
If an employee is going to be unavailable for work, s/he shall call the supervisor
as soon as possible, but no later than 1 hour prior to the employee's established
reporting times.
Sick leave may also be used to attend the funeral of "immediate" family members
and for illness of "immediate" family members. Immediate family, as defined by
the Illinois School Code, includes parents, spouse, brothers, sisters, children,
grandparents, grandchildren, parents-in-law, brothers-in-law, sisters-in-law, and
legal guardians.
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2.

e.

The superintendent may request a physician's statement ifs/he questions the use
of sick leave benefits. Any person misusing the sick leave benefit will forfeit the
pay due for the sick leave. Misuse of sick leave could lead to suspension without
pay and possible discharge. Medical documentation is required after three
consecutive days of absence due to illness. Medical releases may be requested
prior to return to work after a serious illness or injury.

f.

Paid sick leave may not be used for the purpose of extending a Staff member's
scheduled break period (i.e., Thanksgiving or winter break), an established
holiday, or weekend (i.e., Monday or Friday). This does not preclude the use of
sick leave at the beginning or end of a break period, an established holiday or
weekend when a staff member or a member of his/her immediate family or
household is legitimately ill, but is intended to eliminate the use of sick leave to
extend a break period, an established holiday or weekend period. The
administration may require a staff member to submit a physician's certificate to
substantiate his/her use of paid sick leave immediately upon his/her return to work
when the administration, in its sole discretion, questions the appropriateness of
the staff member's request for sick leave.
Staff members shall submit a
physician's certificate evidencing his/her need for sick leave to attend to a
pre-scheduled medical appointment for himself/herself or a member of his/her
immediate family or household who is ill that cannot be scheduled outside of the
staff member's workday.

g.

Retiring IMRF members may qualify for additional pension service credit for
unpaid, unused sick leave accumulated with their last employer, at the rate of one
month for every 20 days.

Personal Business Days
a.

b.
c.
d.

3.

One non-cumulative personal business day per year will be given to all full-time
employees (over 1200 hours worked per year); IO-month employees will receive
2 personal business days per year; 12-month employees receive 3 personal days
per year.
Personal business days may be used for business that cannot be conducted outside
of the normal working hours.
Requests for personal business days must be completed via employee access
available online.
Unused personal days will roll into your total accumulation of sick days at the end
of each fiscal year.

Vacation
a.

Following the first anniversary of employment, each 12-month employee will
receive 5 vacation days; after 2 years through 4 years, l 0 vacation days; five plus
years, 15 vacation days; 15 plus years, 20 vacation days per year.
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b.

4.

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

Holidays
a.

All legal public school holidays for eligible 10 and 12-month employees will be
paid at the employee's regular hours and pay rate. If the holiday falls on a

weekend, it may be observed on a Friday or Monday, as directed by the
superintendent. 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.
5.

Bereavement Day
a.

Full-time personnel will receive a bereavement day each year for the funeral of
those close in relationship that are not considered "immediate" family. This day,
if unused, does not carry over to the next year.

Termination/Retirement

Employees must provide a minimum of two-week notice prior to voluntary resignation or
retirement.
Questions regarding retirement or termination for any other reason should be directed to the
immediate supervisor. Proper forms will be made available at that time.
a.

COBRA Insurance forms (If applicable)

Job Descriptions
Each position shall have a job description. If the responsibilities of the position change, the job
description is to be revised accordingly and submitted to the immediate supervisor, principal, and
superintendent for review. When the job responsibilities change, all changes are to be discussed
in full with the employee, the supervisor, and the superintendent so that the employee fully
understands her/his new responsibilities.
Evaluation Procedures
1.

Employees will be evaluated on an annual basis, by the person noted on the job
description. Evaluations may be conducted more frequently if deemed necessary. The
7

employee shall receive a copy of the written evaluation to be reviewed in a private
conference. One copy of the evaluation will be placed in the employee's personnel file.
2.

Both the supervisor and the employee must sign evaluations. The employee's signature
on the evaluation does not necessarily indicate approval or concurrence with the
evaluation; it does indicate that the evaluation was reviewed with the employee.

3.

Evaluations shall be based on the job description and made with the objective to provide
the employee positive feedback and to assist the employee in improving her/his work
techniques and skills, if necessary.
Wh ere areas of improvement are indicated,
suggestions will be given to the employee as to how to improve job performance.

4.

If an employee feels that the evaluation is unfair unjustified, or inaccurate, s/he should
discuss any concerns with the supervisor. If the situation is not resolved, the employee
should express the concerns to the Superintendent who will attempt to resolve the
concerns by meeting with the employee and the supervisor.

5.

An employee may respond to the written evaluation in letterform, which would be

attached to the evaluation.
Grievance Procedure
If a problem or misunderstanding arises between the employee and her/his supervisor or if an
employee has complaints or feels that there has been a misinterpretation or misapplication of any
of the conditions of employment, the problem is to be resolved in the following manner:
a.
b.
c.
d.

The problem is to be discussed between the employee and her/his supervisor and
principal.
If the problem is not resolved to the employee's satisfaction, s/he may discuss the
problem with the superintendent.
The superintendent will meet with the employee and supervisor in an attempt to
mutually resolve the problem.
If the problem still exists, the employee has the right to discuss the situation with
the Board of Education, upon written notification to the Board President.

This grievance procedure does not apply to complaints governed by the Uniform Grievance
Procedure Act, such as sexual harassment complaints. Rather, Board Policy 2:260 governs those
complaints.
Work Rules and Regulations
The Pecatonica Community Unit School District #321, in an effort to assure the fair treatment
and safety of all employees, reaffirms and establishes the following employee work rules.

8

In general, any act, the consequence of which might result in harm to the District, its employees
or its students, or which interferes or tends to interfere with the rights, health, safety or property
of the District, its employees or its students, may subject the offender to disciplinary action.
The following rules are intended to provide a general guide to the type of conduct that may be
considered sufficient grounds for disciplinary action or termination from employment. The types
of misconduct listed below are not an exhaustive list of misconduct and other actions may be
considered sufficient grounds for disciplinary action or termination from employment. The
disciplinary action, ranging from reprimand to immediate discharge, will depend upon the
circumstances of each case. Repeated violations of these rules may result in discharge even
where separate offenses might be considered minor.
An ESP employee who commits any of the following violations of acceptable work behavior will
be subject to disciplinary action. The nature of the disciplinary action will depend on the
seriousness of the offense, the surrounding circumstances, and/or the prior work record of the
employee involved:

1.

Theft of private or school property includes property of fellow employees.

2.

Removing school property, records, or other materials from the school without
proper authorization.

3.

Falsification of records or reports, including personnel, absence, sickness,
accident, injury, work records, and employment applications and related materials.

4.

Deliberate destruction or abuse of school property, tools, or equipment.

5.

Causing, leading, or engaging in a strike, walkout, or other work stoppage,
slowdown or interference with work.

6.

Bringing firearms or weapons of any kind onto school property or possessing it on
school property.

7.

Use, possession, manufacture, distribution, dispensation, transportation or sale of
illegal drugs, controlled substances, alcoholic beverages or any other substance
which affects or may affect an employee's ability to competently or safely
perform, or reporting for duty in an unfit condition.

8.

Insubordination, including the use of profane or threatening language to a school
official or other supervisor.

9.

Fighting on school property or threats of physical violence to others.
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10.

Operation and/or use of machines, telephones, tools or other Board owned
equipment without approval from the employee's supervisor; abuse, misuse or
destruction of Board and/or other's property, tools or equipment.

11.

Employee misuse or removal from the Board's premises without proper written
authorization from the imm ediate supervisor, of Board property, records, or other
Board materials.

12.

Threatening, intimidating, coercmg, or interfering with the work of other
employees.

13.

False statements knowingly or recklessly made, or violently abusive and
personally defamatory statements or slander of another employee, student, parent
or Board member and where such conduct is related to and interferes with the
educational process and administration thereof.

14.

Distribution of obscene, vulgar or indecent written or printed matter which tends
to disrupt the school or school district or results in danger to other persons on
school property or interferes with school work or discipline.

15.

Improper conduct which is at variance with concepts that are generally accepted
and approved in the comm unity; engaging in conduct which is prescribed by the
criminal statutes.

16.

Unlawful or improper conduct of an employee, on and off district property during
work or non-work hours which affects the employee's relationship to her/his job,
fellow employees, supervisors, students or Board property, or reputation of good
will in the comm unity.

17.

Failure to be at workstation, ready to work, at starting time.

18.

Stopping work before break time, lunchtime, or quitting time.

19.

Refusal to do job assignm ent.

20.

Conducting personal business during work hours or on school district premises, or
use of district equipment for personal reasons.

21.

Unauthorized or unexcused absence, reporting late to work, leaving work area or
building during work hours without authorization.

22.

Irregular work attendance so that the services of employee are of little value to the
Board, or intermittent absenteeism amounting to part-time employment.

23.

Inattention to duties, loafing or wasting time during work hours.
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24.

Slowdown in performance or causing slowdown in performance.

25.

Any conduct that impedes the productivity of one's self or others.

26.

Vending, soliciting, and collecting of funds or distribution of literature in work
areas during employee's on-duty time.

27.

Violation of safety rules or Board policies.

28.

Unsatisfactory work performance.

29.

Violation of district, state, or federal safety rules or practices and/or engaging in
any conduct which tends to create a safety hazard which endangers self and/or
others.

30.

Failure to report injuries or accidents to the employee's immediate supervisor.

31.

Violation of comm on sense health and sanitation rules, including maintenance of
personal hygiene.

32.

Discourtesy to other employees, supervisors or visitors to the building.

33.

Dress or grooming that disrupts the school setting.

34.

Poor housekeeping, creating or contributing to unhealthy or unsanitary
conditions.

35.

Technology Use
a.

The District provides access to an electronic mail system whose data files
are owned and controlled by the School District. The School District
provides email and Internet service to aid staff members in fulfilling their
duties and responsibilities and as an educational tool. Staff members are
not allowed to establish e-mail accounts for student use. (Board policy
6:235 and 6:235 AP2)

b.

The District reserves the right to access and disclose the contents of any
account on the system, without prior notice or permission from the
account's user.

c.

Each person should use the same degree of care in drafting an electronic
mail 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.
11

d.

Electronic messages transmitted via the School District's Internet
gateway carry with them an identification of the user's Internet "domain".
This domain name is a registered domain name and identifies the author
as being with this School District. Users will be held personally
responsible for the content of any and all electronic mail messages
transmitted to external recipients.
e.

Any inappropriate message received from an unknown sender via the
Internet should be immediately deleted or forwarded to the Technology
Coordinator. 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 transmitted.

The foregoing rules are not intended to be all inclusive of the required discipline, proper
standards of conduct or obligation of employees. The Board shall, when it deems appropriate,
establish additional rules, and building administrators and other supervisors may set up particular
rules to govern their employees' conduct, as they deem necessary by the nature of their operation.
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APPENDIX D
School PestManagement Statement
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NAEPP's Suggested Emergency Protocol for Students With Asthma Symptoms

AMERICAN

LUNG
=t= ASSOCIATION.

Asthma Emergency Protocol for Children with Asthma
Who Do Not Have Their Own Emergency Plan
ASTHMA
(or Respiratory Distress)
Standard Protocol for Students
without a Personal Asthma Action Plan
POSSIBLE OBSERVATIONS/SYMPTOMS
(May include one or more of the following.)
• Coughing, wheezing, noisy breathing, or whistling in the chest
• Difficult breathing, tightness in chest, shortness of breath, or chest pain
• Self reporting/complaints of discomfort when breathing
• Breathing hard and fast
• Nasal flaring (front part of nose opens wide to get in more air)
• Can only speak in short sentences or not able to speak
• Blueness around the lips or fingernails
ACTIONS
I. Quickly evaluate the child. Call 91 I and immediately administer quick-relief
medication if in severe distress! (For example: unable to speak, lips blue or
peak flow < 50% of predicted best). Administer oxygen, if available, and patient is in
respiratory distress.
2. Restrict physical activity and allow student to rest. Encourage student to breathe slowly and relax.
3. Place the student in an area where he/she can be closely observed. Never send a student to the
health room alone.
4. Check and record:
a. Peak flow meter reading. (If personal best is unknown, use prediction chart.)
CALL 91 I if peak flow is less than 50% of personal or predicted best.
b. Respirations and pulse (Normal rates listed on back. Report to MD or EMS)
5. Administer quick-relief medication. Medication must be ordered by a personal physician
order or a standing order signed by a school physician or public health physician.
Administer albuterol from school supply, if available and student does not have a personal albuterol
inhaler. Use a spacer and disposable mouthpiece.
6. Contact parents (even if situation does not appear severe).
7. Reassess student after I 0-15 minutes. Check for ease of breathing, peak flow, pulse, and respirations.
8. If student is improving, keep the student in the health room under supervision until breathing
returns to normal.
9. If student is not improving contact student's physician or call 911.
I 0. With parental permission, provide report of health room encounter to student's physician.
I I. Obtain a personal asthma action plan for this student from the student's family or physician.

Normal Breathing and Pulse Rates by Age
Age
Breathing Rate
< 2 months
<60/minute
2-12 months
<SO/minute
l-5 years
<40/minute
<30/minute
6-8 years
9-15 years
<30/minute
<20/minute
I6-18 years

(from EPR-2)
Pulse Rate
< 160/minute
< 120/minute
< I I 0/minute
< I I 0/minute
<] 00/minute
<90/minute

SOURCE: NAEPP School Asthma Committee
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2:260

School Board
Uniform Grievance Procedure
A student, parent/guardian, employee, or community member should notify any District Complaint
Manager if he or she believes that the School Board, its employees, or its agents have violated his or
her rights guaranteed by the State or federal Constitution, State or federal statute, or Board policy, or
have a complaint regarding any one of the following:
1.
2.
3.

Title II of the Americans with Disabilities Act
Title IX of the Education Amendments of 1972
Section 504 of the Rehabilitation Act of 1973

4. Title VI of the Civil Rights Act, 42 U.S.C. $2000d et seq.
5.

Equal Employment Opportunities Act (Title VII of the Civil Rights Act), 42 U.S.C. §2000e

et seq.
6.

Sexual harassment (State Officials and Employees Ethics Act, Illinois Human Rights Act,
Title VII of the Civil Rights Act of 1964, and Title IX of the Education Amendments of
1972)
7. Breastfeeding accommodations for students, I 05 ILCS 5/10-20.60
8. Bullying, 105 ILCS 5/27-23.7
9. Misuse of funds received for services to improve educational opportunities for educationally
disadvantaged or deprived children
I 0. Curriculum, instructional materials, and/or programs
11. Victims' Economic Security and Safety Act, 820 ILCS 180/
12. Illinois Equal Pay Act of 2003, 820 ILCS 112/
13. Provision of services to homeless students
14. Illinois Whistleblower Act, 740 ILCS 174/
15. Misuse of genetic information (Illinois Genetic Information Privacy Act (GIPA), 410 ILCS
513/ and Titles I and II of the Genetic Information Nondiscrimination Act (GINA), 42 U.S.C.

$2000ff et seq.
16.

Employee Credit Privacy Act, 820 ILCS 70/

The Complaint Manager will first attempt to resolve complaints without resorting to this grievance
procedure. If a formal complaint is filed under this policy, the Complaint Manager will address the
complaint promptly and equitably. A student and/or parent/guardian filing a complaint under this
policy may forego any informal suggestions and/or attempts to resolve it and may proceed directly to
this grievance procedure. The Complaint Manager wil I not require a student or parent/guardian
complaining of any form of harassment to attempt to resolve allegations directly with the accused (or
the accused's parents/guardians); this includes mediation.
Right to Pursue Other Remedies Not Impaired
The right of a person to prompt and equitable resolution of a complaint filed under this policy shall
not be impaired by the person's pursuit of other remedies, e.g., criminal complaints, civil actions, etc.
Use of this grievance procedure is not a prerequisite to the pursuit of other remedies and use of this
grievance procedure does not extend any filing deadline related to the pursuit of other remedies. If a
person is pursuing another remedy subject to a complaint under this policy, the District will continue
with a simultaneous investigation under this policy.

2:260
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Deadlines
All deadlines under this policy may be extended by the Complaint Manager as he or she deems
appropriate. As used in this policy, school business days means days on which the District's main
office is open.
Filing a Complaint
A person (hereinafter Complainant) who wishes to avail him or herself of this grievance procedure
may do so by filing a complaint with any District Complaint Manager. The Complainant shall not be
required to file a complaint with a particular Complaint Manager and may request a Complaint
Manager of the same gender. The Complaint Manager may request the Complainant to provide a
written statement regarding the nature of the complaint or require a meeting with a student's
parent(s)/guardian(s). The Complaint Manager shall assist the Complainant as needed.
For any complaint alleging bullying and/or cyberbullying of students, the Complaint Manager shall
process and review the complaint according to Board policy 7: 180, Prevention of and Response to
Bullying, Intimidation, and Harassment, in addition to any response required by this policy. For any
complaint alleging sexual harassment or other violation of Board policy 5:20, Workplace Harassment
Prohibited, the Complaint Manager shall process and review the complaint according to that policy,
in addition to any response required by this policy 2:260, Uniform Grievance Procedure.
Investigation
The Complaint Manager will investigate the complaint or appoint a qualified person to undertake the
investigation on his or her behalf. The Complaint Manager shall ensure both parties have an equal
opportunity to present evidence during an investigation. If the Complainant is a student under 18
years of age, the Complaint Manager will notify his or her parent(s)/guardian(s) that they may attend
any investigatory meetings in which their child is involved. The complaint and identity of the
Complainant will not be disclosed except: (1) as required by law or this policy, (2) as necessary to
fully investigate the complaint, or (3) as authorized by the Complainant.
The identity of any student witnesses will not be disclosed except: ( 1) as required by law or any
collective bargaining agreement, (2) as necessary to fully investigate the complaint, or (3) as
authorized by the parent/guardian of the student witness, or by the student if the student is 18 years of
age or older.
The Complaint Manager will inform, at regular intervals, the person(s) filing a complaint under this
policy about the status of the investigation. Within 30 school business days of the date the complaint
was filed, the Complaint Manager shall file a written report of his or her findings with the
Superintendent. The Complaint Manager may request an extension of time.
The Superintendent will keep the Board informed of all complaints.
If a complaint contains allegations involving the Superintendent, the written report shall be filed
directly with the Board, which will make a decision in accordance with paragraph four of the
following section of this policy.
Decision and Appeal
Within five school business days after receiving the Complaint Manager's report, the Superintendent
shall mail his or her written decision to the Complainant and the accused by first class U.S. mail as
well as to the Complaint Manager. All decisions shall be based upon the preponderance of evidence
standard.

2:260
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Within IO school business days after receiving the Superintendent's decision, the Complainant or the
accused may appeal the decision to the Board by making a written request to the Complaint Manager.
The Complaint Manager shall promptly forward all materials relative to the complaint and appeal to
the Board.
Within 30 school business days, the Board shall affirm, reverse, or amend the Superintendent's
decision or direct the Superintendent to gather additional information. Within five school business
days of the Board's decision, the Superintendent shall inform the Complainant and the accused of the
Board's action.
For complaints containing allegations involving the Superintendent, within 30 school business days
after receiving the Complaint Manager's report, the Board shall mail its written decision to the
Complainant and the accused by first class U.S. mail as well as to the Complaint Manager.
This policy shall not be construed to create an independent right to a hearing before the
Superintendent or Board. The failure to strictly follow the timelines in this grievance procedure shall
not prejudice any party.
Appointing a Nondiscrimination Coordinator and Complaint Managers
The Superintendent shall appoint a Nondiscrimination Coordinator to manage the District's efforts to
provide equal opportunity employment and educational opportunities and prohibit the harassment of
employees, students, and others. The Nondiscrimination Coordinator also serves as the District's Title
IX Coordinator.
The Superintendent shall appoint at least one Complaint Manager to administer the complaint process
in this policy. If possible, the Superintendent will appoint two Complaint Managers, one of each
gender. The District's Nondiscrimination Coordinator may be appointed as one of the Complaint
Managers.
The Superintendent shall insert into this policy and keep current the names, addresses, and telephone
numbers of the Nondiscrimination Coordinator and the Complaint Managers.

Nondiscrimination Coordinator:
William Faller
Name

I 300 Main St., Pecatonica, IL 61063
Address

williamfaller@pecschools.com
Email

815-239-1639
Telephone

Complaint Managers:
Valerie Abel

Elizabeth Himes

Name

Name

1300 Main Street, Pecatonica, IL 61063

I 200 Main Street, Pecatonica, IL 61063

Address

Address
lizhimes@pecschools.com
Email

valerieabel@pecschools.com
Email
815-239-26 11
Telephone

815-239-1612
Telephone

Page 3 of 4
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LEGAL REF.:

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

Americans With Disabilities Act, 42 U.S.C. $12101 et seq.
Equal Employment Opportunities Act (Title VII of the Civil Rights Act), 42 U.S.C.
$2000e et seq.
Equal Pay Act, 29 U.S.C. §206(d).
Genetic Information Nondiscrimination Act, 42 U .S.C. $2000ff et seq.

Immigration Reform and Control Act, 8 U.S.C. $1324a et seq.
McKinney-Vento Homeless Assistance Act, 42 U .S.C. § 11431 et seq.
Rehabilitation Act of 1973, 29 U.S.C. $791 et seq.

Title VI of the Civil Rights Act, 42 U.S.C. $2000d et seq.
Title IX of the Education Amendments, 20 U .S.C. § 1681 et seq.
State Officials and Employees Ethics Act, 5 ILCS 430/70-5(a).

105 ILCS 5/2-3.8, 5/3-10, 5/10-20.7a, 5/10-20.60, 5/10-22.5, 5/22-19, 5/24-4,
5/27-1, 5/27-23.7, and 45/1-15.
Illinois Genetic Information Privacy Act, 410 ILCS 513/.
Illinois Whistleblower Act, 740 ILCS 174/.
Illinois Human Rights Act, 775 ILCS 5/.
Victims' Economic Security and Safety Act, 820 ILCS 180/, 56 111.Admin.Code
Part 280.
Equal Pay Act of 2003, 820 ILCS 112/.
Employee Credit Privacy Act, 820 ILCS 70/.
23 111.Admin.Code §§ 1.240 and 200.40.
CROSS REF.:

2: I 05 (Ethics and Gift Ban), 5: IO (Equal Employment Opportunity and Minority
Recruitment), 5:20 (Workplace Harassment Prohibited), 5:30 (Hiring Process and
Criteria), 6: 120 (Education of Children with Disabilities), 6: 140 (Education of
Homeless Children), 6: 170 (Title I Programs), 6:260 (Complaints About
Curriculum, Instructional Materials, and Programs), 7: IO (Equal Educational
Opportunities), 7: 15 (Student and Family Privacy Rights), 7:20 (Harassment of
Students Prohibited), 7: 180 (Prevention of and Response to Bullying,
Intimidation, and Harassment), 7:310 (Restrictions on Publications; Elementary
Schools), 7:315 (Restrictions on Publications; High Schools), 8:70
(Accommodating Individuals with Disabilities), 8:95 (Parental Involvement),
8: I IO (Public Suggestions and Concerns)
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5:10

Pecatonica CUSD 321 (June 2012)

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.
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 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 policy the names, addresses, and telephone numbers of the District's current Nondiscrimination
Coordinator and Complaint Managers.
Nondiscrimination Coordinator:
Name

William Faller, Superintendent
Address

1300 Main Street, PO Box 419
Pecatonica, IL 61063
Telephone 815-239-1639

Complaint Managers:
Name

Name

Todd France

Tim King

Address

Address

1300 Main Street, PO Box 419

1200 Main Street, PO Box 419

Pecatonica, IL 61063

Pecatonica, IL 61063

Telephone 815-239-2611

Telephone 815-239-2612
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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 treatment or special rights based on a protected status without evidence
of past discrimination.

Page 2 of 3
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LEGAL REF.:

Age Discrimination in Employment Act, 29 U.S.C. $621 et seq.
Americans With Disabilities Act, Title I, 42 U.S.C. § 12111 et gm.
Civil Rights Act of 1991, 29 US.C. $$621 et seq., 42 U.S.C. $1981 et seq., $2000e et
seq., and $12101 et seq.
Equal Employment Opportunities Act (Title VII of the Civil Rights Act of 1964), 42

U.S.C. $2000e et seq., 29 CF.R. Part 1601.
Equal Pay Act, 29 U.S.C. §206(d).

Genetic Information Nondiscrimination Act, 42 U.S.C. $2000ff et seq.
Immigration Reform and Control Act, 8 U.S.C. $1324a et seq.
Rehabilitation Act of 1973, 29 U.S.C. $791 et seq.
Title VI of the Civil Rights Act of 1964, 42 U.S.C. §2000d ~ gm.
Pregnancy Discrimination Act, 42. U.S.C. §2000e(k).

Title IX of the Education Amendments, 20 U.S.C. $1681 et seq., 34 CF.R. Part 106.
Uniformed Services Employment and Reemployment Rights Act (1994), 38 U.S.C.
$$4301 et seq.
Ill. Constitution, Art. I, § § 17, 18, and 19.
105 ILCS 5/10-20.7, 5/I0-20.7a, 5/10-21.l, 5/10-22.4, 5/10-23.5, 5/22-19, 5/24-4,
5/24-4.1, and 5/24-7.
Genetic Information Protection Act, 410 ILCS 513/25.
Ill. Whistleblower Act, 740 ILCS 174/.
Ill. Human Rights Act, 775 ILCS 5/1-103 and 5/2-102.
Religious Freedom Restoration Act, 775 ILCS 35/5.
Employee Credit Privacy Act, 820 ILCS 70/.
Ill. Equal Pay Act of 2003, 820 ILCS 112/.
Victims' Economic Security and Safety Act, 820 ILCS 180/30.
23 Ill.Admin.Code § 1.230.
CROSS REF.:

2:260 (Uniform Grievance Procedure), 5:20 (Workplace Harassment Prohibited), 5:30
(Hiring Process and Criteria, 5:40 (Communicable and Chronic Infectious Disease), 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 (Preventing Bullying, Intimidation, and Harassment),
8:70 (Accommodating Individuals with Disabilities)
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6:235

Pecatonica CUSD 321 (October 2012)

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: (I) 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 on line behavior, including but not limited to: (I)
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: (I) in support 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
Authorization for Electronic Network Access contains the appropriate uses, ethics, and protocol.
Electronic communications and downloaded material, including files deleted from a user's account
but not erased, may be monitored or read by school officials.
Internet Safety
Technology protection measures shall be used on each District computer with Internet access. They
shall include a filtering device that protects against Internet access by both adults and minors to visual
depictions that are: (I) 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:
I.

Ensure staff supervision of student access to online electronic networks,
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2.
3.
4.
5.

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
Restrict unauthorized disclosure, use, and dissemination of personal identification
information, such as, names and addresses.

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

No Child Left Behind Act, 20 U.S.C. §6777.
Children's Internet Protection Act, 47 U.S.C. §254(h) and (I).
Enhancing Education Through Technology Act, 20 U .S.C §6751 ~ ~47 C.F.R. Part 54, Subpart F, Universal Service Support for Schools and Libraries.
720 ILCS 135/0.01.

CROSS REF.:

5: I 00 (Staff Development Program), 5: 170 (Copyright), 6:40 (Curriculum
Development), 6:60 (Curriculum Content), 6:210 (Instructional Materials), 6:230
(Library Media Program), 6:260 (Complaints About Curriculum, Instructional
Materials, and Programs), 7: 130 (Student Rights and Responsibilities), 7: 190
(Student Discipline), 7:310 (Restrictions on Publications)

ADMIN PROC.:

6:235-AP1 (Administrative Procedure - Acceptable Use of Electronic Networks),
6:235-API, EI (Student Authorization for Electronic Network Access), 6:235APl, E2 (Exhibit - Staff Authorization for Electronic Network Access)

6:235
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6:235-API, EI

Pecatonica CUSD 321 (August 2018)

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 School District.
The District filters 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 Authorization form below and return it to your school.

6.235-API, EI

Page I of 2
©2017 Policy Reference Education Subscription Service
Illinois Association of School Boards. All Rights Reserved.
Please review this material with your school board attorney before use.

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 legally binding and indicate the parties who signed have read the terms and conditions
carefully and understand their significance.
I have read this Authorization form. I understand that access is designed for educational
purposes and that the District has taken precautions to eliminate controversial material.
However, I also recognize it is impossible for the District to restrict access to all controversial
and inappropriate materials. I 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. I 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 print)
Parent/Guardian Signature

Date

Students must also read and agree to the following before being granted unsupervised access:
I understand and will abide by the Acceptable Use of the District's Electronic Networks. I
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 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 print)
Student Signature

Date

6:235-API, EI
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7:20

Pecatonica CUSD 321 (September 2018)

Students
Harassment of Students Prohibited
Bullying, Intimidation, and Harassment Prohibited
No person, including a District employee or agent, or student, shall harass, intimidate, or bully a
student on the basis of actual or perceived: race; color; national origin; military status; unfavorable
discharge status from military service; sex; sexual orientation; gender identity; gender-related identity
or expression; ancestry; age; religion; physical or mental disability; order of protection status; status
of being homeless; actual or potential marital or parental status, including pregnancy; association with
a person or group with one or more of the aforementioned actual or perceived characteristics; or any
other distinguishing characteristic. The District will not tolerate harassing, intimidating conduct, or
bullying whether verbal, physical, sexual, or visual, that affects the tangible benefits of education, that
unreasonably interferes with a student's educational performance, or that creates an intimidating,
hostile, or offensive educational environment. Examples of prohibited conduct include name-calling,
using derogatory slurs, stalking, sexual violence, causing psychological harm, threatening or causing
physical harm, threatened or actual destruction of property, or wearing or possessing items depicting
or implying hatred or prejudice of one of the characteristics stated above.
Sexual Harassment Prohibited
Sexual harassment of students is prohibited. Any person, including a district employee or agent, or
student, engages in sexual harassment whenever he or she makes sexual advances, requests sexual
favors, and/or engages in other verbal or physical conduct, including sexual violence, of a sexual or
sex-based nature, imposed on the basis of sex, that:
1.

Denies or limits the provision of educational aid, benefits, services, or treatment; or that
makes such conduct a condition of a student's academic status; or

2.

Has the purpose or effect of:
a.
b.
c.
d.

Substantially interfering with a student's educational environment;
Creating an intimidating, hostile, or offensive educational environment;
Depriving a student of educational aid, benefits, services, or treatment; or
Making submission to or rejection of such conduct the basis for academic decisions
affecting a student.

The terms intimidating, hostile, and offensive include conduct that has the effect of humiliation,
embarrassment, or discomfort. Examples of sexual harassment include touching, crude jokes or
pictures, discussions of sexual experiences, teasing related to sexual characteristics, and spreading
rumors related to a person's alleged sexual activities. The term sexual violence includes a number of
different acts. Examples of sexual violence include, but are not limited to, rape, sexual assault, sexual
battery, sexual abuse, and sexual coercion.
Making a Complaint; Enforcement
Students are encouraged to report claims or incidences of bullying, harassment, sexual harassment, or
any other prohibited conduct to the Nondiscrimination Coordinator, Building Principal, Assistant
Building Principal, Dean of Students, a Complaint Manager, or any staff member with whom the
student is comfortable speaking. A student may choose to report to a person of the student's same sex.

7:20
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Complaints will be kept confidential to the extent possible given the need to investigate. Students
who make good faith complaints will not be disciplined.
An allegation that a student was a victim of any prohibited conduct perpetrated by another student
shall be referred to the Building Principal, Assistant Building Principal, or Dean of Students for
appropriate action.
The Superintendent shall insert into this policy the names, addresses, and telephone numbers of the
District's current Nondiscrimination Coordinator and Complaint Managers. At least one of these
individuals will be female, and at least one will be male.

Nondiscrimination Coordinator:
Name
Address
Email
Telephone

Complaint Managers:
Name

Name

Address

Address

Email

Email

Telephone

Telephone

The Superintendent shall use reasonable measures to inform staff members and students of this
policy, such as, by including it in the appropriate handbooks.
Any District employee who is determined, after an investigation, to have engaged in conduct
prohibited by this policy will be subject to disciplinary action up to and including discharge. Any
District student who is determined, after an investigation, to have engaged in conduct prohibited by
this policy will be subject to disciplinary action, including but not limited to, suspension and
expulsion consistent with the behavior policy. Any person making a knowingly false accusation
regarding prohibited conduct will likewise be subject to disciplinary action up to and including
discharge, with regard to employees, or suspension and expulsion, with regard to students.
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LEGAL REF.:

20 U.S.C. § 1681 et seq., Title IX of the Educational Amendments of 1972.
34 C.F .R. Part 106.
105 ILCS 5/10-20.12, 10-22.5, 5/27-1, and 5/27-23.7.
775 ILCS 5/1-10 I et seq., Illinois Human Rights Act.
23 111.Admin.Code § 1.240 and Part 200.
Davis v. Monroe County Bd. of Educ., 526 U.S. 629 (1999).
Franklin v. Gwinnett Co. Public Schs., 503 U.S. 60 ( 1992).
Gebser v. Lago Vista Independent Sch. Dist., 524 U.S. 274 (1998).
West v. Derby Unified Sch. Dist. No. 260,206 F.3d 1358 (10th Cir. 2000).

CROSS REF.:

2:260 (Uniform Grievance Procedure), 5:20 (Workplace Harassment Prohibited),
7: 10 (Equal Educational Opportunities), 7: 180 (Prevention of and Response to
Bullying, Intimidation, and Harassment), 7: 185 (Teen Dating Violence
Prohibited), 7: I 90 (Student Behavior), 7:240 (Conduct Code for Participants in
Extracurricular Activities)
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Pecatonica CUSD 321 (October 2017)

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 Illinois Educators, adopted by the Illinois State Board of Education, is incorporated by
reference into this policy. Any employee who sexually harasses a student or otherwise violates an
employee conduct standard will be subject to discipline up to and including dismissal.
Statement of Economic Interests
The following employees must file a Statement of Economic Interests as required by the Illinois
Governmental Ethics Act:
I.
2.
3.

Superintendent;
Building Principal;
Head of any department;

4.

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

5.
6.
7.

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

Ethics and Gift Ban
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.
§200.3 18( c )(I). 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: I 05, Ethics and Gift Ban.
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Outside 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.F.R. §200.318( c )( 1 ).
5 ILCS 420/4A-10 I and 430/.
50 ILCS 135/.
I 05 ILCS 5/10-22.39 and 5/22-5.
775 ILCS 5/SA-102.
23 Ill.Adm in.Code Part 22, Code of Ethics for Illinois 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: I 05 (Ethics and Gift Ban), 4:60 (Purchases and Contracts), 5: I 00 (Staff
Development Program)

Page 2 of2

5:120
©2017 Policy Reference Education Subscription Service
Illinois Association of School Boards. All Rights Reserved.
Please review this material with your school board attorney before use.

5: 125

Pecatonica CUSD 321 (April 2017)

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 tum communication into interactive
dialogue. This includes, but is not limited to, services such as Facebook, linkedin, Twitter,
Instagram, Snapchat, and YouTube.
Personal technology - Any device that is not owned or leased by the District or otherwise authorized
for District use and: (I) 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:

I.

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 everchanging 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 Ill. Code of Educator Ethics, 23
111.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.
Page I of 2
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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.

8.

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

The Superintendent shall:
I.

Inform District employees about this policy during the in-service on educator ethics, teacherstudent 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.
b.
c.

Provide their building staff with a copy of this policy.
Inform their building staff about the importance of maintaining high standards in their
school relationships.
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.:

I 05 ILCS 5/21B-75 and 5/2 1B-80.
Ill. Human Rights Act, 775 ILCS 5/5A-102.
Code of Ethics for Ill. Educators, 23 111.Admin.Code §22.20.
Garcetti v. Ceballos, 547 U.S. 410 (2006).
Pickering v. High School Dist. 205,391 U.S. 563 (I 968).
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; Conduct; 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)

5:125
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5: 185

Pecatonica CUSD 321 (April 2017)

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 3 1 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 injury or illness. The "single 12-month period" is measured forward from the date the
employee's first FMLA leave to care for the covered 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 FMLA leave will count against the employee's FMLA leave entitlement. Use of
FMLA leave shall not preclude the use of other applicable unpaid leave that will extend the
employee's leave beyond 12 weeks, provided that the use of FMLA leave shall not serve to extend
such other unpaid leave. Any full workweek period during which the employee would not have been
required to work, including summer break, winter break and spring break, is not counted against the
employee's FMLA leave entitlement.
FMLA leave is available in one or more of the following instances:
1.
2.

3.
4.
5.

6.

The birth and first-year care of a son or daughter.
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.
The serious health condition of an employee's spouse, child, or parent.
The employee's own serious health condition that makes the employee unable to perform the
functions of his or her job.
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.
To care for the employee's spouse, child, parent, or next of kin who is a covered
servicemember with a serious injury or illness, as provided by federal rules.

If spouses are employed by the District, they may together take only 12-weeks for FMLA leaves
when the reason for the leave is I 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.

5: 185
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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:
I.

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 fulfillment 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:
I.

2.
3.

4.

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

The District may require an employee to obtain a second and third opinion at its expense when it has
reason to doubt the validity of a medical certification.
The District may require recertification at reasonable intervals, but not more often than once every 30
days. Regardless of the length of time since the last request, the District may request recertification
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when the, (I) employee requests a leave extension, (2) circumstances described by the original
certification change significantly, or (3) District receives information that casts doubt upon the
continuing validity of the original certification. Recertification is at the employee's expense and must
be provided to the District within 15 calendar days after the request. The District may request
recertification every 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 result
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 return to
work.
Return to Work
If returning from FMLA leave occasioned by the employee's own serious health condition, the
employee is required to obtain and present certification from the employee's health care provider that
he or she is able to resume work.
An employee returning from FMLA leave will be given an equivalent position to his or her position
before the leave, subject to: (I) permissible limitations the District may impose as provided in the
FMLA or implementing regulations, and (2) the District's reassignment policies and practices.
Classroom teachers may be required to wait to return to work until the next semester in certain
situations as provided by the FMLA regulations.
Implementation
The Superintendent or designee shall ensure that: (I) all required notices and responses to leave requests
are provided to employees in accordance with the FMLA; and (2) this policy is implemented in
accordance with the FMLA. In the event of a conflict between the policy and the FMLA or its regulations,
the latter shall control. The terms used in this policy shall be defined as in the FMLA regulations.

LEGAL REF.:

Family and Medical Leave Act, 29 U.S.C. $2601 et seq., 29 C.F.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)

5: I 85
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Pecatonica CUSD 321 (August 2014)

5: 180

General Personnel
Temporary Illness or Temporary Incapacity
A temporary illness or temporary incapacity is an illness or other capacity of ill-being that renders an
employee physically or mentally unable to perform assigned duties. During such a period, the
employee can use accumulated sick leave benefits. However, income received from other sources
(worker's compensation, District-paid insurance programs, etc.) will be deducted from the District's
compensation liability to the employee. The School Board's intent is that in no case will the
employee, who is temporarily disabled, receive more than I 00 percent of his or her gross salary.
Those insurance plans privately purchased by the employee and to which the District does not
contribute, are not applicable to this policy.
If illness, incapacity, or any other condition causes a teacher or other licensed employee to be absent
in one school year, after exhaustion of all available leave, for more than 90 consecutive work days,
such absence may be considered a permanent disability and the Board may begin dismissal
proceedings subject to State and federal law, including the Americans with Disabilities Act. The
Superintendent may recommend this paragraph's use when circumstances strongly suggest that the
teacher or other licensed employee returned to work intermittently in order to avoid this paragraph's
application. This paragraph shall not be considered a limitation on the Board's authority to take any
action concerning an employee that is authorized by State and federal law.
Any employee may be required to have an examination, at the District's expense, by a physician who
is licensed in Illinois to practice medicine and surgery in all its branches, an advanced practice nurse
who has a written collaborative agreement with a collaborating physician that authorizes the advanced
practice nurse to perform health examinations, or a physician assistant who has been delegated the
authority by his or her supervisor to perform health examinations if the examination is job-related and
consistent with business necessity.
LEGAL REF.:

Americans with Disabilities Act, 42 U .S.C. § 12102.
105 ILCS 5/10-22.4, 5/24-12, and 5/24-13.
Elder v. School Dist. No.127 l /2, 208 N .E.2d 423 (Ill.App.I, 1965).
School District No. 151 v. ISBE, 507 N.E.2d 134 (Ill.App.I, 1987).

CROSS REF.:

5:30 (Hiring Process and Criteria), 5:185 (Family and Medical Leave), 5:250
(Leaves of Absence), 5:330 (Sick Days, Vacation, Holidays, and Leaves)

5: 180
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Pecatonica CUSD 321 (August 2014)

5:270

Educational Support Personnel
Employment At-Will, Compensation, and Assignment
Employment At-Will
Unless otherwise specifically provided, District employment is at-will, meaning that employment
may be terminated by the District or employee at any time for any reason, other than a reason
prohibited by law, or no reason at all. Nothing in School Board policy is intended or should be
construed as altering the employment at-will relationship.
Exceptions to employment at-will may include employees who are employed annually, have an
employment contract, or are otherwise granted a legitimate interest in continued employment. The
Superintendent is authorized to make exceptions to employing non-certificated employees at-will but
shall maintain a record of positions or employees who are not at-will and the reason for the exception.
Compensation
The Board will determine salary and wages for educational support personnel. Increments are
dependent on evidence of continuing satisfactory performance. An employee covered by the
overtime provisions in State or federal law, shall not work overtime without the prior authorization
from the employee's immediate supervisor. Educational support personnel are paid every two weeks.
Assignment
The Superintendent is authorized to make assignments and transfers of educational support personnel.
LEGAL REF.:

105 ILCS 5/10-22.34 and 5/10-23.5.
Cook v. Eldorado Community Unit School District, No. 03-MR-32 (111.App.5,
2004).
Duldulao v. St. Mary of Nazareth Hospital, 483 N.E. 2d 956 (Ill.App.I, 1985),
affd in part and remanded, 505 N.E.2d 314 (Ill. 1987).
Kaiser v. Dixon, 468 N.E. 2d 822 (111.App.2, 1984).

CROSS REF.:

5: IO (Equal Employment Opportunity and Minority Recruitment) 5 :3 5
(Compliance with the Fair Labor Standards Act), 5:290 (Educational Support
Personnel - Employment Termination and Suspensions), 5:310 (Educational
Support Personnel - Compensatory Time-Off)
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5:280

Pecatonica CUSD 321 (May 2017)

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 School 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.

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

2.

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

3.

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

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

34 C.F.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.
23 111.Admin.Code §§ 1.630 and 25.510.

CROSS REF.:

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)

5:280
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Pecatonica CUSD 321 (July 2018)

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-contract 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 I 0-22.34c
( outsourcing non-instructional services) and I 0-23 .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: (I) 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
5:290
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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:
I.

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.
b.

A suspension with pay; or
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.:

5 ILCS 430 et seq.
105 ILCS 5/10-22.34c and 5/10-23.5.
325 ILCS 5/7.4(c-10).
820 ILCS I 05/4a.

CROSS REF.:

5:240 (Professional Personnel - Suspension), 5:270 (Educational Support
Personnel - Employment At-Will, Compensation, and Assignment)
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Pecatonica CUSD 321 (October 2017)

5:230

Professional Personnel
Maintaining Student Discipline
Maintaining an orderly learning environment is an essential part of each teacher's instructional
responsibilities. A teacher's ability to foster appropriate student behavior is an important factor in the
teacher's educational effectiveness. The Superintendent shall ensure that all teachers, other
certificated employees, and persons providing a student's related service(s): (I) maintain discipline in
the schools as required in the School Code, and (2) follow the School Board policies and
administrative procedures on student conduct, behavior, and discipline.
When a student's behavior is unacceptable, the teacher should first discuss the matter with the
student, if appropriate. If the unacceptable behavior continues, the teacher should consult with the
Building Principal and/or discuss the problem with the parent(s)/guardian(s). A teacher may remove
any student from the learning setting whose behavior interferes with the lessons or participation of
fellow students. A student's removal must be in accordance with Board policy and administrative
procedures.
Teachers shall not use disciplinary methods that may be damaging to students, such as ridicule,
sarcasm, or excessive temper displays. Corporal punishment (including slapping, paddling, or
prolonged maintenance of a student in physically painful positions, and intentional infliction of bodily
harm) may not be used. Teachers may use reasonable force as needed to keep students, school
personnel, and others safe, or for self-defense or defense of property.

LEGAL REF.:

I 05 ILCS 5/24-24.
23 Ill.Adm in.Code § 1.280.

CROSS REF.:

2: 150 (Committees), 7: 190 (Student Behavior), 7:230 (Misconduct by Students
with Disabilities)

5:230
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