
DEPARTMENT OF HUMAN RESOURCES 
Wilmette Public Schools 

 

ACTION ITEM 

Date: September 23, 2019 

 
To: Kari Cremascoli, PhD 
 
From: Heather Glowacki, EdD, Assistant Superintendent 

 
Subject: Second and Final Reading of Board of Education Policies 5:10 

Equal Employment Opportunity and Minority Recruitment; 5:20 
Workplace Harassment Prohibited; 5:30 Hiring Process and 

Criteria; 5:35 Compliance with Fair Labor Standards Act; 5:40 
Communicable and Chronic Infectious Diseases; 5:60 Expenses; 
5:70 Religious Holidays; 5:80 Court Duty; 5:90 Abused and 

Neglected Child Reporting; and 5:100 Staff Development 
Program and Professional Opportunities 

 

 
PROPOSED ACTION BY THE BOARD OF EDUCATION 

Motion to approve as second and final reading of Board of Education Policies 5:10 
Equal Employment Opportunity and Minority Recruitment; 5:20 Workplace 
Harassment Prohibited; 5:30 Hiring Process and Criteria; 5:35 Compliance with Fair 
Labor Standards Act; 5:40 Communicable and Chronic Infectious Diseases; 5:60 
Expenses; 5:70 Religious Holidays; 5:80 Court Duty; 5:90 Abused and Neglected 
Child Reporting; and 5:100 Staff Development Program and Professional 
Opportunities. 

 

BACKGROUND 

The policies have been reviewed and revised as suggested by Board of Education 
Members during the first reading in August, and changes are highlighted in 
yellow. If polices did not require revisions at this time, it is noted that they were 
reviewed. 
 
 
 

HG/hg 

Recommended for approval by the Board of Education, 

 
 
 
Dr. Kari Cremascoli, Superintendent 
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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; gender identity; age; 
ancestry; marital status; arrest record alone; military status; order of protection status; 
unfavorable military discharge; citizenship status provided the individual is authorized to 
work in the United States; use of lawful products while not at work; being a victim of 
domestic or sexual violence; genetic information; physical or mental handicap or disability, if 
otherwise able to perform the essential functions of the job with reasonable accommodation; 
pregnancy, childbirth, or related medical conditions; credit history, unless a satisfactory 
credit history is an established bona fide occupational requirement of a particular position; or 
other legally protected categories. No one will be penalized solely for his or her status as a 
registered qualifying patient or a registered designated caregiver for purposes of the 
Compassionate Use of Medical Cannabis Pilot Program Act, 410 ILCS 130/, subject to 
provisions in policy 5:50 Drug-, Alcohol-, and Tobacco-Free Workplace. No individual will 
be employed who has been convicted of a criminal offense listed in Section 5/21B-80 of the 
School Code. 

Persons who believe they have not received equal employment opportunities should report 
their claims to the Nondiscrimination Coordinator and/or a Complaint Manager for the 
Uniform Grievance Procedure. These individuals are listed below. No employee or applicant 
will be discriminated or retaliated against because he or she: (1) requested, attempted to 
request, used, or attempted to use a reasonable accommodation as allowed by the Illinois 
Human Rights Act, or (2) initiated a complaint, was a witness, supplied information, or 
otherwise participated in an investigation or proceeding involving an alleged violation of this 
policy or State or federal laws, rules or regulations, provided the employee or applicant did 
not make a knowingly false accusation nor provide knowingly false information. 

Administrative Implementation 
The Superintendent shall appoint a Nondiscrimination Coordinator for personnel who shall 
be responsible for coordinating the District’s nondiscrimination efforts. The 
Nondiscrimination Coordinator may be the Superintendent or a Complaint Manager for the 
Uniform Grievance Procedure.  

Whom to Contact with a Report or Complaint 
The Superintendent shall insert into this policy the positions, addresses, and telephone 
numbers of the District’s current Nondiscrimination Coordinator and Complaint Managers. 
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Nondiscrimination Coordinator:  

Administrator for Human Resources Heather Glowacki   
Position   
 
615 Locust Rd. 

  

Address   
 
Wilmette, IL 60091 

  

 
847 / 256-2450 512-6003 

  

Telephone   
 
 

Complaint Managers: 
 
Administrator for Human Resources  Katie Lee 

  
Business Manager Tony DeMonte 

Position  Position 
 
615 Locust Rd. 

  
615 Locust Rd. 

Address  Address 
 
Wilmette, IL 60091 

  
Wilmette, IL 60091 

 
847 / 256-2450 512-6002 

  
847 / 256-2450 512-6007 

Telephone  Telephone 
 

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.  

 

 

 

Adopted: November 10, 1997 
Revised: January 22, 2008, February 23, 2015;  
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General Personnel 

Workplace Harassment Prohibited 
The School District expects the workplace environment to be productive, respectful, and free 
of unlawful discrimination, including harassment. District employees shall not engage in 
harassment or abusive conduct on the basis of an individual’s race, religion, national origin, 
sex, sexual orientation, gender identity; age, citizenship status, disability, or other legally 
protected status identified in Board policy 5:10, Equal Employment Opportunity and 
Minority Recruitment. Harassment of students, including, but not limited to, sexual 
harassment, is prohibited by Board policy 7:20, Harassment of Students Prohibited.  

Sexual Harassment Prohibited 
The School District shall provide a workplace environment free of unwelcome sexual 
advances, requests for sexual favors, and other verbal or physical conduct, or 
communications constituting harassment on the basis of sex as defined and otherwise 
prohibited by state and federal law. 
District employees shall not make unwelcome sexual advances or request sexual favors or 
engage in any unwelcome conduct of a sexual nature when: (1) submission to such conduct is 
made either explicitly or implicitly a term or condition of an individual’s employment; 
(2) submission to or rejection of such conduct by an individual is used as the basis for 
employment decisions affecting such individual; or (3) such conduct has the purpose or 
effect of substantially interfering with an individual’s work performance or creating an 
intimidating, hostile, or offensive working environment. Sexual harassment prohibited by 
this policy includes, but is not limited to, verbal, physical, or cyber other contact. The terms 
intimidating, hostile, or offensive include, but are not limited to, conduct that has the effect 
of humiliation, embarrassment, or discomfort. Sexual harassment will be evaluated in light of 
all the circumstances. 
The School District will take reasonable remedial and corrective measures in response to 
sexual harassment of District employees committed by nonemployees when the School 
District is made aware of such harassment. 

Making a Complaint 
Employees who believe they have suffered harassment in the workplace are encouraged to 
promptly submit their complaint are expected to promptly report information regarding 
violations of this policy. Employees who have witnessed, or are aware of, or suspect 
harassing conduct in the workplace are expected to promptly report such information. The 
School District will take remedial and corrective action to prevent and respond to unlawful 
employment practices and sexual harassment. There are no express time limits for initiating 
complaints and reports under this policy; however, every effort should be made to file such 
complaints and reports as soon as possible, while facts are known and potential witnesses are 
available. 

Aggrieved employees, who feel comfortable doing so, should directly inform the person 
engaging in the harassing conduct or communication that such conduct or communication is 
offensive and must stop. 
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Employees should report claims of harassment to the Nondiscrimination Coordinator and/or 
use the Board policy 2:260, Uniform Grievance Procedure. There are no express time limits 
for initiating complaints and grievances under this policy; however, every effort should be 
made to file such complaints as soon as possible, while facts are known and potential 
witnesses are available. 

Whom to Contact with a Report or Complaint 
Employees should report violations of this policy to any of the following:  

1. A Complaint Manager 
2. The Nondiscrimination Coordinator  
3. Any Supervisor 
4. Any Administrator. 

Employees may choose to report to a person of the employee’s same sex. 
The Superintendent shall insert into this policy, and keep current, the positions, addresses, 
and telephone numbers of the District’s current Nondiscrimination Coordinator and 
Complaint Managers.  
 
Nondiscrimination Coordinator: 

Heather Glowacki 
Name 

615 Locust Rd., Wilmette, IL  60091 
Address 

glowackh@wilmette39.org 
Email 

847-512-6003  
Telephone 

Complaint Managers: 

Katie Lee      Tony DeMonte    
Name       Name 

615 Locust Rd., Wilmette, IL 60091   615 Locust Rd., Wilmette, IL 60091 
Address          Address 

leek@wilmette39.org     demontet@wilmette39.org  
Email         Email 

847-512-6004             847-512-6007  
Telephone              Telephone 
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Investigation Process 
Upon receipt of any report or complaint of allegations that this policy has been violated, any 
Ssupervisors or administrators who receive in receipt of such a report or complaint of 
allegations that this policy has been violated, must forward refer the report or complaint it to 
the Nondiscrimination Coordinator or Complaint Managers without delay. Failure of A 
supervisors or administrators failure to forward such reports or complaints in a timely 
manner of violations of this policy, sexual harassment, or unlawful employment 
discrimination without delay may result in discipline, up to and including discharge.  

Employee complaints of sexual harassment will be considered confidential to the greatest 
extent permitted by law, notwithstanding the School District’s duty to investigate and 
maintain a workplace environment that is productive, respectful, and free of unlawful 
discrimination, including harassment. The School District reserves the right to investigate 
alleged violations of this policy at its discretion whenever the District becomes aware of the 
allegations, regardless of whether a written complaint is filed.  
Employee complaints of sexual harassment will be investigated and acted upon in accordance 
with the procedures set forth in Board policy 2:260, Uniform Grievance Procedure. However, 
any additional procedures, protections, or consequences outlined in this policy shall also 
apply. 
 
Enforcement 
A violation of this policy by an employee may result in discipline, up to and including 
discharge. A violation of this policy by a third party will be addressed in accordance with the 
authority of the Board of Education in the context of the relationship of the third party to the 
School District (e.g., vendor, parent, invitee, etc.). 
Any employee person making a knowingly false accusation regarding a violation of this 
policy will be subject to disciplinary action, up to and including discharge. 
 

Retaliation Prohibited 
The School District will not unlawfully take adverse action with the purpose of retaliating 
against employees for complaining about violations of this policy or assisting others 
complaints about violations of the policy, including but not limited to providing information 
or testifying regarding violations of this policy. Employees should report allegations of 
retaliations under this policy to their supervisors, the Nondiscrimination Coordinator, 
Complaint Managers, or administrators. During the course of the investigation and for a 
reasonable period following the completion of the investigation, the Complaint Manager will 
inform, at regular intervals, the person(s) reporting or filing a complaint under this policy 
about the status of the investigation and to ensure they have not been retaliated against 
because of their report or complaint. 
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Whistleblower protection is available, in accordance with law, under the State Officials and 
Employees Ethics Act (5 ILCS 430/), the Whistleblower Act (740 ILCS 174/), and the 
Illinois Human Rights Act (775 ILCS 5/).  
Employees who retaliate against others for reporting or complaining of violations of this 
policy or for participating in the reporting or complaint process will be subject to disciplinary 
action, up to and including discharge. 
 
Recourse to State and Federal Fair Employment Practice Agencies 
The School District encourages all employees who have information regarding violations of 
this policy to report the information to their supervisors, the Nondiscrimination Coordinator, 
Complaint Managers, or administrators so the School District can take prompt remedial and 
corrective action. Government agencies are available to assist employees who believe their 
employer has committed or permitted violations of state and federal employment laws 
including the prohibition against employment discrimination and sexual harassment. The 
Illinois Department of Human Rights and United States Equal Employment Opportunity may 
be able to assist employees with additional resources, including the ability to make 
confidential reports regarding employment law violations or sexual harassment.  

 
The Superintendent shall also use reasonable measures to inform staff members and 
applicants of this policy, which shall include reprinting this policy in the appropriate 
handbooks. 
 
Adopted: June 8, 1998 
 

Revised: February 23, 2015; January 22, 2018; June 18, 2018;  
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General Personnel 

Hiring Process and Criteria  
The District hires the most qualified personnel consistent with budget and staffing 
requirements, and in compliance with School Board of Education policy on equal 
employment opportunity and minority recruitment. The Superintendent is responsible for 
recruiting personnel, and making hiring recommendations to the Board of Education. The 
Superintendent may select personnel on a short-term basis for a specific project or 
emergency condition before the Board’s of Education approval. No individual will be 
employed who has been convicted of a criminal offense listed in Section 5/21B-80 of the 
School Code, except that convictions for certain drug offenses become reviewable by the 
Board of Education after 7 years following the end of the sentence for the offense.  

All applicants must complete a District application in order to be considered for employment.  

Job Descriptions 
The Board of Education maintains the Superintendent’s job description and directs, through 
policy, the Superintendent, in his or her charge of the District’s administration. The 
Superintendent shall develop and maintain a current comprehensive job description for each 
position or job category; however, a provision in a collective bargaining agreement or 
individual contract will control in the event of a conflict.  

Investigations 
The Superintendent or designee shall ensure that a fingerprint-based criminal history records 
check and a check of the Statewide Sex Offender Database, the Statewide Murderer and 
Violent Offender Against Youth Database is performed on each applicant as required by 
Sstate law. When the applicant is a successful superintendent candidate who has been offered 
employment by the Board of Education, the Board President shall ensure that these checks 
are completed. The Superintendent or designee shall notify an applicant if the applicant is 
identified in either database. The School Code requires the Board President to keep a 
conviction record confidential and share it only with the Superintendent or designee, 
Regional Superintendent, State Superintendent, State Educator Preparation and Licensure 
Board, or any other person necessary to the hiring decision, or for purposes of clarifying the 
information, the Department of State Police and/or Statewide Sex Offender Database. The 
Board of Education reserves its right to authorize additional background inquiries beyond a 
fingerprint-based criminal history records check when it deems it appropriate to do so, in 
accordance with applicable laws. 
Each newly hired employee must complete an Immigration and Naturalization Service Form 
as required by federal law.  
The District retains the right to discharge any employee whose criminal background 
investigation reveals a conviction for committing or attempting to commit any of the offenses 
outlined in Section 5/21B-80 of the School Code or who falsifies, or omits facts from, his or 
her employment application or other employment documents. 

Wilmette Public Schools District 39 



5:30 
Page 2 of 2 

 
The Superintendent shall ensure that the District does not engage in any investigation or 
inquiry prohibited by law and complies with each of the following: 

1. The District uses an applicant’s credit history or report from a consumer reporting 
agency only when a satisfactory credit history is an established bona fide 
occupational requirement of a particular position.  

2. The District does not ask an applicant or applicant’s previous employers about 
claim(s) made or benefit(s) received under the Workers’ Compensation Act.  

3. The District does not request of an applicant or employee access in any manner to 
his or her social networking website, including a request for passwords to such 
sites.  

4. The District provides equal employment opportunities to all persons. See Policy 
5:10, Equal Employment Opportunity and Minority Recruitment. 

5. The District does not ask or require an applicant to disclose his/her wage or salary 
history or use an applicant’s wage or salary history as an employment screening 
tool. 

 
Physical Examinations 
New employees must furnish evidence of physical fitness to perform assigned duties and 
freedom from communicable disease. All physical fitness examinations must be performed 
by a physician licensed in Illinois, or any other state, to practice medicine and surgery in any 
of its branches, or 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 
supervising physician to perform health examinations. The employee must have the physical 
examination performed no more than 90 days before submitting evidence of it to the District. 

Any employee may be required to have an additional examination by a physician who is 
licensed in Illinois to practice medicine and surgery in all its branches, or 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 supervising physician to perform 
health examinations, if the examination is job-related and consistent with business necessity. 
The District will pay the expenses of any such examination. 

Orientation Program 
The District’s staff will provide an orientation program for new employees to acquaint them 
with the District’s policies and procedures, the school’s rules and regulations, and the 
responsibilities of their position. Before beginning employment, each employee must sign the 
Acknowledgement of Mandated Reporter Status form as provided in Policy 5:90, Abused and 
Neglected Child Reporting. 

 
Adopted: November 10, 1997 
Revised: February 20, 2007, February 23, 2015; 
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General Personnel 

Compliance with the Fair Labor Standards Act 

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

Workweek and Compensation 
The workweek for District employees for the purposes of overtime will be 12:01 a.m. 
Monday until 12:00 midnight on Sunday.  

Overtime 
Non-exempt employees will be compensated for all hours worked in a workweek including 
overtime. For non-exempt employees, overtime shall be defined as work performed beyond 
40 hours in a work week, with the exceptions governed by the employment contract.  

A non-exempt employee shall not work overtime without his or her supervisor’s express 
approval. All supervisors of non-exempt employees shall: (1) monitor overtime use on a 
weekly basis and report such use to the business office, (2) seek the Superintendent or 
designee’s written pre-approval for any long term or repeated use of overtime that can be 
reasonably anticipated, (3) ensure that overtime provisions of this policy and the FLSA are 
followed, and (4) ensure that employees are compensated for any overtime worked. The 
business office will review work records of employees on a regular basis, make an 
assessment of overtime use, and provide the assessment to the Superintendent.  

Suspension Without Pay 
No exempt employee shall have his or her salary reduced, such as by an unpaid suspension, if 
the deduction would cause a loss of the exempt status. Employees may be suspended without 
pay in accordance with Board Policy 5:245, Employee Suspension.  

Implementation   
The Superintendent or designee shall implement the policy in accordance with the FLSA, 
including its required notices to employees. In the event of a conflict between the policy and 
Sstate or Ffederal law, the latter shall control. 

Adopted: February 23, 2015 
Revised: 

Wilmette Public Schools District 39 



5:40 
Page 1 of 1 

 

General Personnel 

Communicable and Chronic Infectious Diseases 

The Superintendent or designee shall develop and implement procedures for managing 
known or suspected cases of a communicable and chronic infectious disease involving 
District employees that are consistent with Sstate and Ffederal law, Illinois Department of 
Public Health rules, and School Board of Education policies.  
An employee with a communicable or chronic infectious disease is encouraged to inform the 
Superintendent immediately and grant consent to being monitored by the District’s 
Communicable and Chronic Infectious Disease Review Team. The Review Team, if used, 
provides information and recommendations to the Superintendent concerning the employee’s 
conditions of employment and necessary accommodations. The Review Team shall hold the 
employee’s medical condition and records in strictest confidence,  to the extent allowed by 
law.  
An employee with a communicable or chronic infectious disease will be permitted to retain 
his or her position whenever, after reasonable accommodations and without undue hardship, 
there is no substantial risk of transmission of the disease to others, provided an employee is 
able to continue to perform the position’s essential functions. An employee with a 
communicable and chronic infectious disease remains subject to the Board’s of Education’s 
employment policies including sick and/or other leave, physical examinations, temporary and 
permanent disability, and termination. 

 
 
 
 
Adopted: November 10, 1997 
Revised: August 23, 1999, February 23, 2015;  
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General Personnel 

Expenses 

The Board of Education regulates the reimbursement of all travel, meal, and lodging 
expenses by resolution. All expense requests must be related to official District business.  
Money shall not be advanced or reimbursed, or purchase orders issued for: (1) the expenses 
of any person except the employee, (2) anyone’s personal expenses, or (3) entertainment 
expenses. Entertainment includes, but is not limited to, shows, amusements, theaters, 
circuses, sporting events, or any other place of public or private entertainment or amusement, 
unless the entertainment is ancillary to the purpose of the program or event. The District is 
not responsible for reimbursing losses due to an employee’s own negligence, losses due to 
normal wear, or losses due to theft, unless the theft was a result of the District’s negligence.  
Employees must submit the appropriate itemized, signed, standardized form(s) to support any 
requests for expense advancements, reimbursements, or purchase orders that show the 
following:   

1. The amount of the estimated or actual expense, with attached receipts for actual 
incurred expenses.  

2. The name and title of the employee who is requesting the expense advancement or 
reimbursement. Receipts from group functions must include the names, offices, and 
job titles of all participants. 

3. The date(s) of the official business on which the expense advancement, 
reimbursement, or purchase order will be or was expended. 

4. The nature of the official business conducted when the expense advancement, 
reimbursement, or purchase order will be or was expended. 

 
Advancements 
The Superintendent may advance expenses to teachers and other licensed employees for the 
anticipated actual and necessary expenses to be incurred while attending meetings that are 
related to their duties and will contribute to their professional development, provided they 
fall below the maximum allowed in the Board’s of Education’s expense regulations. 
Expense advancement requests must be submitted to the Superintendent or designee on the 
District’s standardized estimated expense approval/reimbursement form for employees. After 
spending expense advancements, employees must use the District’s expense form and submit 
to the Superintendent: (a) the itemized, signed advancement voucher that was issued, and (b) 
the amount of actual expenses by attaching receipts. Any portion of an expense advancement 
not used must be returned to the District. Expense advancements shall be presented to the 
Board of Education in its regular bill process. 
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Reimbursements and Purchase Orders  
Expense reimbursements and purchase orders may be issued by the Superintendent or 
designee to employees, along with other expenses necessary for the performance of their 
duties, provided the expenses fall below the maximum allowed in the Board’s of Education’s 
expense regulations. 
Expense reimbursements and purchase order approvals are not guaranteed and, when 
possible, employees should seek pre-approval of expenses by providing an estimation of 
expenses on the District’s standardized estimated expense approval form for employees, 
except in situations when the expense is diminutive. When pre-approval is not sought, 
employees must seek reimbursement on the District’s standardized expense reimbursement 
form for employees. Expense reimbursements and purchase orders shall be presented to the 
Board of Education in its regular bill process. 

Use of Credit and Procurement Cards 
Credit and procurement card usage is governed by Policy 4:55, Use of Credit and 
Procurement Cards. 

Exceeding the Maximum Allowable Expense Amount(s)  
All requests for expense advancements, reimbursements, and purchase orders exceeding the 
maximum allowed in the Board’s of Education’s expense regulations may only be approved 
when: 

1. The Board’s of Education’s resolution to regulate expenses allows for such approval; 
2. An emergency or other extraordinary circumstance exists; and  
3. The request is approved by a roll call vote at an open Board of Education meeting. 

Registration  
When possible, registration fees will be paid by the District in advance. 

Travel 
The least expensive method of travel will be used, provided that no hardship will be caused 
to the employee. Employees will be reimbursed for:  

1. Air travel at the coach or economy class commercial airline rate. First class or 
business class air travel may be reimbursed only if emergency circumstances warrant. 
The emergency circumstances must be explained on the expense form and Board of 
Education approval of the additional expense is required. Copies of airline tickets 
must be attached to the expense form. 

2. Rail or bus travel at actual cost. Rail or bus travel costs may not exceed the cost of 
coach airfare. Copies of tickets must be attached to the expense form to substantiate 
amounts. 
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3. Use of personal automobiles at the standard mileage rate approved by the Internal 

Revenue Service for income tax purposes. The reimbursement may not exceed the 
cost of coach airfare. Mileage for use of personal automobiles in trips to and from 
transportation terminals will also be reimbursed. Toll charges and parking costs will 
be reimbursed. 

4. Automobile rental costs when the vehicle’s use is warranted. The circumstances for 
such use must be explained on the expense form. 

5. Taxis, airport limousines, or other local transportation costs, including tips when 
appropriate. 

Meals 
Meals charged to the District should represent mid-fare selections for the hotel/meeting 
facility or general area. Tips are included with meal charges. Expense forms must explain the 
meal charges incurred. Alcoholic beverages will not be reimbursed. 

Lodging 
Employees should request conference rate or mid-fare room accommodations. A single room 
rate will be reimbursed. Employees should pay personal expenses at checkout. If that is 
impossible, deductions for the charges should be made on the expense reimbursement form. 

Miscellaneous Expenses 
Employees may seek reimbursement for other expenses incurred while attending a meeting 
sponsored by organizations described herein by fully describing the expenses on the expense 
form, attaching receipts. 
 
 
 
 

Adopted: February 23, 2015 

Revised: January 23, 2017;      
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General Personnel 

Religious Holidays 
The Superintendent shall grant an employee’s request for time off to observe a religious 
holiday if the employee gives at least 5 days prior notice and the absence does not cause an 
undue hardship.  

Employees may use earned vacation time, or personal leave to make up the absence, 
provided such time is consistent with the District’s operational needs. A per diem deduction 
may also be requested by the employee  An employee may also request a per diem deduction.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: February 23, 2015  
Revised:    
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General Personnel 

Court Duty 
The District will pay full salary during the time an employee is absent while on court duty or, 
pursuant to a subpoena, serves as a witness or has a deposition taken in any school-related 
matter pending in court. 

An employee should give at least 5 days prior notice of pending court duty to the District.  

 
 
 
 
 
 
 
 
 
 
 
Adopted: May 4, 1998 
Revised: February 23, 2015;  
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General Personnel 

Abused and Neglected Child Reporting 
A District employee who has reasonable cause to suspect that a student may be an abused or 
neglected child shall: immediately report immediately such a case to the Illinois Department 
of Children and Family Services (DCFS) on its Child Abuse Hotline 800/25-ABUSE and 
follow directions given by DCFS concerning the filing of a written report within 48 hours 
with the nearest DCFS field office. Any District employee who believes a student is in 
immediate danger of harm, shall first call 911. The employee shall notify the Superintendent 
or Bbuilding Pprincipal that a report has been made.  
Any District employee who discovers child pornography on electronic and information 
technology equipment shall immediately report it to local law enforcement, the National 
Center for Missing and Exploited Children’s Cyber Tipline 800/843-5678, or online at 
www.cybertipline.com. The Superintendent or Bbuilding Pprincipal shall also be promptly 
notified of the discovery and that a report has been made.  
Hazing is defined as any intentional, knowing, or reckless act directed to or required of a 
student for the purpose of being initiated into, affiliating with, holding office in, or 
maintaining membership in any group, organization, club, or athletic team whose members 
are or include other students. If the hazing results in death or great bodily harm, the employee 
must first also make the report to law enforcement and then to the Superintendent or Building 
Principal. Any District employee who observes any act of hazing that does bodily harm 
toward a student must report that act to the Bbuilding Pprincipal, Superintendent, or designee 
who will investigate and take appropriate action.  
 

Abused and Neglected Child Reporting Act (ANCRA), School Code, and Erin’s 
Law Training 
The Superintendent or designee shall provide staff development opportunities for District 
employees in the detection, reporting, and prevention of child abuse and neglect.  

 
All District employees shall: 

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

2. Complete mandated reporter training as required by law within one year of initial 
employment and at least every 5 years after that date.  
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Superintendent Responsibilities 
The Superintendent shall execute the requirements in Board Policy 5:150, Personnel 
Records, whenever another school district requests a reference concerning an applicant who 
is or was a District employee and was the subject of a report made by a District employee to 
DCFS.  
The Superintendent shall notify the State Superintendent and the Regional Superintendent in 
writing when he or she has reasonable cause to believe that a certificate license holder was 
dismissed or resigned from the District as a result of an act that made a child an abused or 
neglected child. The Superintendent must make the report within 30 days of the dismissal or 
resignation and mail a copy of the notification to the certificate license holder.  

 
School Board of Education Member Responsibilities 
If an allegation is raised—during an open or closed Board of Education meeting—that a 
student is an abused or neglected child as defined in the Act, each Board of Education 
member is accountable for directing or causing the Board to direct the Superintendent or 
another equivalent school administrator to comply with the requirements of the Act 
concerning the reporting of child abuse. 

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

Staff Development Program and Professional Opportunities 
The Superintendent or designee shall implement a staff development program. The goal of 
such program shall be to update and improve the skills and knowledge of staff members in 
order to achieve and maintain a high level of job performance and satisfaction. Additionally, 
the dDevelopment pProgram for licensed staff members shall be designed to aid staff so that 
student learning objectives meet or exceed goals established by the District and State 
including, but not limited to, programs to effectuate the District and School Improvement 
Plans Strategic Plan. The sStaff dDevelopment pProgram shall include all annually required 
training as detailed by the Regional Office of Education training plan. 
The sStaff dDevelopment pProgram shall provide, at a minimum, at least once every 2 years, 
the in-service training of licensed school personnel and administrators on current best 
practices regarding the identification and treatment of attention deficit disorder and attention 
deficit hyperactivity disorder, the application of non-aversive behavioral interventions in the 
school environment, and the use of psychotropic or psychostimulant medication for school-
age children.   
The sStaff dDevelopment pProgram shall provide, at a minimum, once every two years, the 
in-service training of all District staff on educator ethics, teacher-student conduct, and school 
employee-student conduct. 
At least every 2 years, the Superintendent or designee shall arrange an inservice to train 
school personnel to understand, provide information and referrals, and address issues 
pertaining to youth who are parents, expectant parents, or victims of domestic or sexual 
violence.  
The District will provide staff development opportunities through: 

1. planned inservice programs, courses, seminars, and workshops offered within the 
District; 

2. visits to other classrooms and schools, and attendance at conferences, workshops, and 
other meetings. 

With the Superintendent’s approval, staff members may be released with full pay to attend 
conventions, professional meetings and workshops, visit exemplary programs, and participate 
in other professional growth activities. At the time of approval, the Superintendent will 
indicate which expenses, if any, will be reimbursed by the District. 
With the Superintendent’s approval, staff members may be released with full pay to serve as 
speakers, consultants, or resource persons outside the District. The staff member accepting 
such assignments may not accept any fee or honorarium other than a reasonable fee for 
preparation done outside of the workday. The employee or the institution receiving the 
service is responsible for travel, lodging, and meal expenses and for substitute costs if any 
are incurred. 
The Superintendent shall develop protocols for administering youth suicide awareness and 
prevention education to staff consistent with Board policy 7:290, Suicide and Depression 
Awareness and Prevention. 
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