
 

 1 

 

 

 

 

 

 

 

 

Washington GSD #52 
 

 

 

 

 

 

 

 

Risk Management 

Program 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 2 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

This Risk Management Program was provided as a service to Washington GSD 
#52.  This Risk Management Program or excerpts thereof may not be reprinted or 

distributed without the written permission of Bushue HR, Inc. Copyright 2022, 
Bushue HR, Inc. All rights reserved. 

 
 

Bushue HR, Inc. 
P.O. Box 89 

Effingham, IL 62401 
Phone: 217-342-3046 

Fax: 217-342-5673 
www.bushuehr.com 

http://www.bushuehr.com/


 

 3 

TABLE OF CONTENTS 
 
Tort Immunity Act Summary 
 
Development & Implementation of Risk Management Program 
 
Appendix A – Written Risk Management Plan – Part 1 
 
Appendix B – Time Study Worksheet 
 
Appendix C – Risk Management Committee Materials / Four Step Process 
 
Appendix D – Expense Allocation Information 
 
Appendix E – Written Risk Management Plan – Part 2 
 



 

 4 

TORT IMMUNITY ACT 

SUMMARY 
The Local Governmental and Governmental Employees Tort Immunity Act allows school districts to 
levy tort funds to pay expenses related to risk management for the district.“Risk Management” is 
defined as a process that consists of identifying and analyzing loss exposures, selecting a 
technique or combination thereof to be used to handle each exposure, implementing the 
chosen techniques, and monitoring the decision made and implementing appropriate 
changes.  It does not include safety practices of employees as part of their normal duties 
and arising out of their own common sense.   
 
A local public entity may annually levy or have levied on its behalf taxes upon all taxable property 
within its territory at a rate that will produce a sum that will be sufficient to: 

1. pay the cost of insurance, including all operating and administrative costs and expenses 
directly associated with claims services and risk management directly related to loss 
prevention and loss reduction, legal services 

2. pay the costs of and principal and interest on bonds issued 
3. pay judgments and settlements 
4. pay the cost of risk management programs 
5. fund wages and salaries of personnel only when part of a formal risk management process 

 
The use of tort levy to partially fund wages and salaries of personnel is authorized only when part 
of a formal risk management process, which is designed to specifically address, and then reduce 
or eliminate the risk of exposure to tort liability.  The process includes development of a risk 
management committee and following these four steps as a risk management committee: 

1. Identify and analyze loss exposures; 
2. Select techniques for treating loss exposure; 
3. Implement selected techniques; and 
4. Monitor and modify the risk management program. 

 
Actions undertaken by employees “in the ordinary care for the safety of others” do not constitute 
risk management under the Act.  The court decision affirms that with a proper risk management 
plan and process in place, a school district may allocate a portion of its employee compensation 
directly related to risk management responsibilities under the Act to its tort levy. 
 
Legislation has stated that the purpose of the tort levy is to provide an “extraordinary tax” for a 
limited purpose, not to fund expenses more properly paid from general operating funds.  Therefore; 
it is important for school districts utilizing tort money to review the risk management plan annually 
and the expenses being paid by the fund. 
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DEVELOPMENT AND IMPLEMENTATION OF THE 
RISK MANAGEMENT PROGRAM 

 
The following information outlines the steps to implementing a risk program for your district. 
 
STEP 1:  Development of Risk Management Committees 
The district will develop committees within the district to be responsible for development, 
implementation, and monitoring of the risk management plan.   
 
ADMINISTRATIVE COMMITTEE 
The Administrative Committee should include the Superintendent, Bookkeeper, and their 
respective staff.   
 
BUILDING COMMITTEE(S) 
Depending on the size of the district, the Administrative Committee shall develop one or 
more building committees.  Members of the building committee(s) should include the 
Building Principal, Assistant Principal, and a member from each department within the 
building (ex. – food service, custodial, certified staff, paraprofessional, transportation, etc.)  
The number of members for each committee should only be as many as are needed to 
provide a broad overview of the District’s risks, but should be sufficient to include a group of 
employees that are knowledgeable about the full breadth of the District’s operations, 
including those most directly related to:  (1) the health and safety of all visitors, employees, 
and students; (2) district buildings and grounds; and (3) district property. 
 
STEP 2:  Preparation & Approval of the written Risk Management Plan 

(Part I) 
A Sample Risk Management Plan is included in Appendix A for the Administrative 
Committee to review and approve as the basis for the district.   
 
A copy of this plan should be distributed to all committee members. 
 
STEP 3:  Conduct Time Studies 
In order for the school district to properly levy for the wage and salary expenses of a Risk 
Management Plan, it is necessary to determine what portion of each school district 
employee’s salary is attributed to his/her responsibilities under the Risk Management Plan.   
 
The Administrative Committee should have each position that has a percentage of their 
salary paid by the tort to complete a time study of their position.  A sample form is included 
in Appendix B.  The time study should be completed three times a year for a period of two 
weeks. 
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Once this data has been compiled, use the time studies to determine which positions are 
actually performing risk management duties as part of their job and determine the amount 
(percentage) of time that the individual is performing risk management duties.   
 
Review and/or update the current job descriptions to ensure that they include the risk 
management duties as determined from the time studies. 
 
STEP 4:  Risk Management Committee Meetings 
The Risk Management Administrative and Building Committees will meet initially in 
April/May to begin developing the written Risk Management Plan for the following school 
year.  During the initial meeting the committees shall evaluate the broad areas of risk to 
focus on for the school year.  The individual Building Committees will then evaluate the 
specific risks associated with these areas and develop a plan of action throughout the 
school year to address the risks. 
 
The initial meeting(s) shall identify the expenses to be paid from the tort fund for the school 
year.  When identifying the list of expenses to be paid from the tort fund for the district you 
may use the information in Appendix D. 
 
After the initial meeting, the risk management committee will meet regularly throughout the 
school year to monitor and modify the Risk Management Plan.   
 
The goal of the risk management committee meetings is to complete the following four-step 
process: 

1. Identify and Analyze Loss Exposures 
2. Select Techniques for Treating Loss Exposures 
3. Implement the Selected Techniques 
4. Monitor and Modify the Selected Techniques 

 
Each of the steps above must be carefully developed and documented to support the use of 
the tort funds.  This should be an ongoing process for the school district as a method of loss 
prevention and loss reduction.  Appendix C of this program provides you with the tools 
necessary to complete this four-step process.  The goal of the risk management committee 
should be to have each member of the committee complete one (1) or multiple four-step 
processes for each committee meeting. 
 
Appendix C includes a sample meeting agenda for the committee to use when planning 
each meeting.   
 
A member of the risk management committee must type up detailed notes following each 
meeting and distribute to each member.  These notes will be used between the end of one 
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meeting and the beginning of another as a reference.  In addition, the administrative risk 
management committee will use the notes to prioritize the projects that will be completed 
utilizing tort funds. 
 
STEP 5:  DEVELOPMENT OF THE WRITTEN RISK MANAGEMENT PLAN 

The information developed during the risk management committee meetings and the four-
step process will allow the district to complete the written risk management plan.  The 
written risk management plan must be reviewed and updated annually in July.  A sample 
template has been included in Appendix A. 
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Washington GSD #52 Risk Management Plan 
 

POLICY 
The Board of Education of Washington GSD #52 recognizes its role of stewardship over the assets of the 
District, both human and financial.  It interprets its responsibility in this area as requiring the highest 
possible concern for the safety of its students, employees, and the public.  The District shall therefore have 
in operation a comprehensive Risk Management Program designed to protect the District against liability or 
loss which may be imposed upon it or one of its employees for a tortuous act, and to identify risk 
management, educational, inspectional and supervisory expenses directly attributable or relating to loss 
prevention and loss reduction. 
 
The District recognizes its ability to budget for and thereby retain limited and predictable exposures to loss.  
It shall not be the District’s practice to attempt to insure such foreseeable and bearable exposures, if 
alternatives can be achieved with due regard to sound risk management practices.  Only when it is deemed 
that the District cannot eliminate or economically retain an exposure to loss shall it be transferred by 
purchase of insurance.  Moreover, even if insurance is purchased, the District shall continue to perform 
sound risk management practices pursuant to this policy in order to minimize liability or loss and to reduce 
insurance premiums. 
 

PURPOSE 
The Washington GSD #52 shall have in operation a comprehensive Risk Management Program, which 
shall reduce or prevent the District’s exposure to liability.  It is of the utmost importance for the District:  (1) 
to follow and abide by statutory/common law, to ensure health and safety rights are extended to all visitors, 
employees and students; (2) ensure District buildings and grounds are maintained in a safe condition; and  
(3) provide careful supervision of District property. 
 
Risk management is a management tool to assess and mitigate events that might adversely impact the 
District.  This Risk Management Program presents the process for implementing proactive risk 
management as part of the overall management of the District.  This Program describes the framework for 
identifying, analyzing, prioritizing, and tracking loss exposures, and planning adequate resources to 
manage loss exposures.  It assigns specific responsibilities for the management of risk and prescribes the 
processes to be followed. 
 

 LEGAL AUTHORITY 
The Illinois Local Government and Governmental Employees Tort Immunity Act (745 ILCS 10/1-101 
et.seq.) authorizes a school district to levy a tax which, when collected, will pay the cost of risk 
management for the district.  In addition, 745 ILCS 10 Section 9-107 provides for funds raised pursuant to 
this Section to be used to pay the cost of insurance, including all operating and administrative costs and 
expenses directly associated therewith, claim services and risk management directly attributable to loss 
prevention, loss reduction, educational, inspectional and supervisory services directly relating to loss 
prevention and loss reduction, to purchase claim services, to pay for judgments or settlements, or to 
otherwise pay the cost of risk management programs. 
 

 PROGRAM SUMMARY 
This Risk Management Program identifies and establishes an effective risk management process that uses 
the District’s physical and human resources to effectuate the policy and achieve the purposes set forth 
herein.  The basis of this Risk Management Program include: (1) Identify and analyze loss exposures; (2) 
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Select techniques for treating loss exposures; (3) Implement selected techniques; and (4) Monitor and 
modify the selected techniques.  The district finds that the most effective manner in which to implement this 
Risk Management Program is to thoroughly integrate risk management into every level of the District’s 
operations.  All employees shall have the duty to perform all four steps of the risk management process for 
those areas over which they have responsibility and to report on their findings and recommendations. 
 

SUPPLEMENTATION, CLARIFICATION, AND AMENDMENT 
The policy, purpose, authority and program provided for in this Risk Management Program are not new to 
the District.  Most if not all District employees already perform the risk management process pursuant to the 
District’s Safety and Risk Management Plan and pursuant to the Districts’ policies, practices and 
procedures prior to that date.  This Risk Management Program is therefore intended to supplement, and to 
the extent necessary clarify and amend the Safety and Risk Management Plan, and the District’s policies, 
practices and procedures, in order to implement risk management activities in the manner stated in this 
Risk Management Program. 
 

RISK MANGEMENT PROCESS 
The Risk Management Process is a cyclical process, with each step in the process building on the results 
of the previous step.  A loss exposure is a set of circumstances that presents a possibility of loss, whether 
or not a loss actually takes place.  More specific in terms of this Risk Management Program, the loss 
exposures to be addressed are circumstances that would give rise to liability or loss which may be imposed 
upon the District or one of its employees for a tortuous act.  A tort is a wrong against another for which the 
law provides money damages as a remedy.  A tort may include physical and/or emotional harm to a 
person, a violation of a person’s legal rights, and/or physical harm to a person’s property. 
 
Identify and Analyze Loss Exposures 
The first step in the Risk Management Process is to identify and analyze loss exposures.  The steps to 
accomplish this include:  (1) identifying persons and property exposed to loss and the circumstances that 
can cause loss and (2) measuring the possible frequency and severity of the loss exposures.  Identification 
should be both an organized and continuing process that reviews all property, activities, and personnel to 
determine the loss exposures faced by the District.  Measurement should review the number of accidents 
that are likely to occur, the severity of the dollar losses, and the various potential losses to be able to 
prioritize the exposures in order of importance. 
 
Select Techniques for Treating Loss Exposures 
Once the loss exposures have been identified and analyzed, the second step in the Risk Management 
Process is to develop techniques to manage those exposures that are significant and select the best fit for 
each exposure.  There are essentially four risk-managing techniques: 
 
Loss Exposure Avoidance, which eliminates the sources of loss exposures and replaces them with lower 
risk solutions; 
Loss Transfer, which reallocates the exposures to others, such as the purchase of insurance; 
Loss Exposure Control, which manages the loss in order to reduce the likelihood of its occurrence and/or 
minimizes the ramifications on the District and; 
Loss Exposure Assumption, (also known as self-insurance) which acknowledges the existence of a 
specific loss exposure and a decision to accept the associated level of loss exposure with or without 
engaging any special efforts to control it. 
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It is possible that a combination of all four methods could be used.  The District will determine the best 
method for treating loss exposures using the criteria of (1) feasibility of the method, (2) expected 
effectiveness of the method, (3) cost of the method, and (4) effect on the District’s performance. 
 
Implement Selected Techniques 
The third step in the Risk Management Process is to implement the selected techniques using the District’s 
physical and human resources.  This includes determining how to implement the selected techniques, 
identify what person(s) will perform and monitor the techniques, and communicating that to the appropriate 
personnel, and may also include any educational, inspectional and supervisory tasks related thereto.  The 
components of implementation may include but are not limited to educating the person(s) identified, and 
then supervising and inspecting the implementation of the technique to ensure that the technique is 
properly implemented and that the technique is achieving the desired results. 
 
Monitor and Modify the Selected Techniques 
The fourth step in the Risk Management Process is to monitor the implemented techniques to determine if 
they should be modified.  The most effective way to monitor the selected techniques includes supervision 
and inspection by the District administration.  In addition, it also requires self-reporting by the person(s) that 
has been selected to implement the techniques.  If the technique is not working and a correction is needed, 
the first three steps in the risk management process should be repeated. 
 

RISK MANAGEMENT ORGANIZATION 
The District finds that the most effective manner in which to implement this Risk Management Program is to 
thoroughly integrate risk management into every level of the District’s operations.  Every District employee, 
from the top to bottom, should understand the District’s risks and his or her role in preventing and 
controlling potential losses. 
 
The Administrative Committee shall oversee, coordinate, and assign responsibilities for implementing this 
Risk Management Program, and shall report to the School Board.  The individual Building Committees 
should implement the performance of the Risk Management Process by all District employees, and shall 
report to the Administrative Committee.  All levels of employees have a duty to perform the four steps of the 
Risk Management Process for those areas over which they have responsibility and to report on their 
findings and recommendations.  The below illustrates the risk management organization. 
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Administrative Committee 
The Administrative Committee will be the Superintendent and the Bookkeeper.  The Administrative 
Committee may include other District employees at the discretion of the Superintendent.  The general 
responsibility for the implementation and maintenance of this Risk Management Program rests with the 
Administrative Committee.  The Committee should continually evaluate the effectiveness of the Program 
and be apprised of needed revisions, additions or deletions to the components and assigned 
responsibilities. 
 
The Administrative Committee should assign District employees to serve on the Building Committees, and 
the members of the Administrative Committee should also serve on the Building Committees. 
 
The Administrative Committee should review and consider the results of the Risk Management Process 
performed by all District employees, and perform the Risk Management Process for the areas over which 
they have sole responsibility. 
 
In performing their responsibilities, the Administrative Committee should: 

 Finalize the District’s Risk Management Plan and changes, if any, to District policies, practices and 
procedures and job descriptions to implement and/or monitor the selected risk management 
techniques and communicate them to all District employees. 

 Modify job descriptions for each employee who will be implementing and/or monitoring the selected 
risk management techniques; 

 Ensure that each employee is aware of his/her revised job description that relates to his/her part in 
implementing and/or monitoring the selected risk management techniques; 

School 

Board 

 

Administrative Committee 

 

Building Committee 

All District Employees Perform 

The Risk Management Process 
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 Provide training to an employee if necessary to support his/her responsibilities for implementing 
and/or monitoring the selected risk management techniques; 

 Monitor and track sources and uses of funds; 

 Monitor the overall success/failure of the selected risk management techniques on a regular basis, 
and revise the techniques, Risk Management Plan and District policies, practices and procedures 
and job descriptions as necessary; and 

 Report to the Board on the Risk Management Program. 
 
Building Committees 
The members of the Building Committees should be appointed by the Administrative Committee, and 
should include their respective staffs.  The Building Committees should implement the performance of the 
Risk Management Process by all District employees. 
 
The Building Committee should review and consider the results of the Risk Management Process 
performed by all District employees, and perform the Risk Management Process for the areas over which 
they have sole responsibility. 
 
In performing their responsibilities, the Building Committee should: 

 Create & Communicate the risk management plan to all District employees; 

 Communicate the results of their individual and employees’ performances of the Risk Management 
Process to the other members of the Building Committee; 

 Recommend job descriptions to the Administrative Committee for each employee who will be 
implementing and/or monitoring the selected risk management techniques; 

 Ensure that each employee is aware of his/her revised job description that relates to his/her part in 
implementing and/or monitoring the selected risk management techniques; 

 Provide training to an employee if necessary to support his/her responsibilities for implementing 
and/or monitoring the selected risk management techniques; 

 Monitor the overall success/failure of the selected risk management techniques on a regular basis, 
and revise the techniques and Risk Management Plan as necessary; and 

 Report to the Administrative Committee 
 
Employee Participation 
The District has determined that the most effective manner in which to implement this Risk Management 
Program is to thoroughly integrate risk management into every level of the District’s operations.  Every 
District employee, from top to bottom, should understand the District’s risks and his or her role in preventing 
and controlling potential losses.  All levels of employees have a duty to perform the four steps of the Risk 
Management Process for those areas over which they have responsibility and to report on their findings 
and recommendations. 
 
It is critical that all District employees participate in this Risk Management Program to effectively implement 
the policy and achieve the purposes set forth herein.  All District employees must perform the Risk 
Management process in the areas for which they have responsibility. 
 
Accordingly, all District employees shall be expected to perform their additional duties in accordance with 
this Risk Management Program, and the job description of every employee position is hereby revised to 
include the extra duties and responsibilities required to fully implement and evaluate the risk management 
components of this Risk Management Program. 



 

 14 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

APPENDIX B 

Time Study 



 

 15 

Time Study Worksheet 

Risk Management Planning 

 

Job Assignment:  _______________________________________ 

 

Employee Name:  _______________________________________ 

 

Date:  _________________________________ 

 

ACTIVITES  ACTIVITIES 

6:00   12:00  

6:15   12:15  

6:30   12:30  

6:45   12:45  

7:00   1:00  

7:15   1:15  

7:30   1:30  

7:45   1:45  

8:00   2:00  

8:15   2:15  

8:30   2:30  

8:45   2:45  

9:00   3:00  

9:15   3:15  

9:30   3:30  

9:45   3:45  

10:00   4:00  

10:15   4:15  

10:30   4:30  

10:45   4:45  

11:00   5:00  

11:15   5:15  

11:30   5:30  

11:45   5:45  
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Risk Management Committee Meeting 

Materials 
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Risk Management Committee Meeting Agenda 
 

 

Date: 
Time: 
Committee Meeting Members Present: 
 
Identify and Analyze Loss Exposures: 

 Analyze the loss exposures submitted by committee members and rate by priority 
level 

 
Treating Loss Exposures: 

 Develop a method to manage the exposures.  Use the following methods: 
o Loss Exposure Avoidance 
o Loss Transfer 
o Loss Exposure Control 
o Loss Exposure Assumption 

 
Implement Selected Techniques 

 This step includes determining how to implement the selected techniques, identify 
what person(s) will perform and monitor the techniques, and communicate with the 
appropriate personnel. 

 
Monitor and Modify the Selected Techniques 
Review the loss exposures that were identified in the first part of the meeting and review the 
status of controlling the exposure. 
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Worksheet 
 
Committee Member: ______________________________________________ 
 
Step 1:  Identify and Analyze Loss Exposures 
Loss Exposure Identified: 
________________________________________________________________
________________________________________________________________
________________________________________________________________ 
 
Explain accidents/potential losses likely to occur due to the loss exposure 
identified above: 
________________________________________________________________
________________________________________________________________
________________________________________________________________ 
 
Potential dollar amount of losses: 
________________________________________________________________
________________________________________________________________
________________________________________________________________ 
 
Step 2:  Method to Treat Loss Exposure 

 Loss Exposure Avoidance 

 Loss Transfer 

 Loss Exposure Control 

 Loss Exposure Assumption 

 Other: ________________________________ 
 
Explain in detail the feasibility of the method chosen: 
________________________________________________________________
________________________________________________________________
________________________________________________________________ 
________________________________________________________________
________________________________________________________________
________________________________________________________________ 
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What is the expected effectiveness of the method? 
________________________________________________________________
________________________________________________________________
________________________________________________________________ 
________________________________________________________________
________________________________________________________________
________________________________________________________________ 
 
Cost of the method: 
________________________________________________________________
________________________________________________________________
________________________________________________________________ 
 
Effect on the District’s Performance: 
________________________________________________________________
________________________________________________________________
________________________________________________________________ 
________________________________________________________________
________________________________________________________________
________________________________________________________________ 
 
Step 3:  Implementation 
Employee responsible for implementation: __________________________ 
 
Explain the plan for treating the loss exposure and the employees, tools, 
equipment, information, etc. needed to complete the task: 
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________ 
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Step 4:  Monitor and Modify 
Explain the plan and frequency of monitoring the effectiveness of the efforts to 
control the loss exposure identified: 
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________ 
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With the implementation of this Risk Management Plan the district acknowledges that tort 
funds may be used for the purchase of services or thinking to be used by the district in 
risk management.  No items or goods can be paid through tort.  The following are allowable 
tort items that the district will allow through tort funds: 

 Partially funding wages and salaries of personnel only when part of a formal risk 
management process which is designed to identify, specifically address, and then 
reduce or eliminate the risk of exposure to tort liability. 

 Safety-related expenditures only where such expenditures are required as part of the 
formal risk management process, and are not merely routine safety-related 
expenses. 

 Claims, services and risk management directly attributable to loss prevention and 
loss reduction; 

 Educational, inspectional and supervisory services directly relating to loss prevention 
and loss reduction; 

 Purchase of Risk Management and Consultant Services including Human 
Resources, Safety, Insurance, and Background Screening, if needed; 

 To pay the cost of insurance premiums for the various necessary insurances, 
including all liability insurance, workers compensation, student insurance, etc. 

 Pay judgments or settlements arising against the district 

 Pay for all legal fees connected with protecting or defending the district against 
liability including unfair labor practice charges. 
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APPENDIX E 

WGSD #52 Written Risk Management Plan 

– Part 2 
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Administrative Committee 
Members of the district’s Administrative Committee for the 2022-2023 school year include: 
 
 

Pat Minasian 
 

Betty Loyd 
 

Cathe Kellenberger 
 
 

 
 
 
Building Committee 
The members of the district’s Building Committee (s) for the 2022-2023 school year include: 
 
 
 

Heather Bowman 
 

Scott Lawson 
 

Mike Rutledge 
 

Sonya Link 
 

Kevin James 
 

Sarah Olivito 
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Superintendent’s Report of Recommended Compensation Allocations  

Pursuant for the Tort Immunity Levy 
 

The following compensation allocations are recommended to be charged to, and payable with, Tort Immunity Levy Funds 
during the 2022-2023 fiscal year. Specific job duties for each included employees are described in the Risk Management 
Program and District policies, practices and procedures and job descriptions. 
 
 

TITLE         COMPENSATION ALLOCATION 
 

We will not use Tort funds for any specific compensation towards salaries but will only use it to 
fund insurance policies. 

Auto Policy Insurance 
Workers Comp Insurance 
Umbrella Insurance Policy  


