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SECTION 1 - DISTRICT ORGANIZATION
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1:10 District Legal Status

The lllinois Constitution requires the State to provide for an efficient system of high-quality public
educational institutions and services in order to achieve the educational development of all persons to
the limits of their capabilities.

The General Assembly has implemented this constitutional mandate through the creation of joint
agreements of various types for the purpose of providing special education services to children with
disabilities. Perandoe Special Education District is governed by such mandates.

Special education programs and/or services shall be developed in accordance with The lllinois Rules
and Regulations to Govern the Organization and Administration of Special Education as promulgated
under the constitutional authority of the State of lllinois and the Office of the llinois State Board of
Education.

Consistent with 105 ILCS 5/10-22.31, the Administrative District Governing Board shall serve as the
administrative and legal entity for the Special Education District.

The Administrative District Governing Board constitutes a body corporate that possesses all the usual
powers of a corporation for public purposes, and in that name may sue and be sued, purchase, hold
and sell personal property and real estate, and enter into such obligations as are authorized by law.

LEGAL REF.:

lll. Constitution, Art. X, Sec. 1.

105 ILCS 5/10-22.31

CROSS REF.: 2:10 (District Governance), 2:20 (Powers and Duties of the Management Council)

Adopted: August 11, 2021
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1:20 District Organization

The District is organized under the "Perandoe Special Education District Constitution."
LEGAL REF.:

105 ILCS 5/10-22.31

5ILCS 220/, Intergovernmental Cooperation Act.

Adopted: August 11, 2021
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1:30 District Philosophy
Vision

To partner, service and empower children, families, schools and communities. Together we make a
difference.

Mission

To promote life long learning and enhance the health and well being of children, families, schools, and
communities; using a strengths based perspective; and serving children through a proactive,
preventive, team approach.

Adopted: August 11, 2021
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SECTION 2 - MANAGEMENT COUNCIL
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2:10 District Governance

The District is governed by a Management Council whose membership, responsibilities and authority
shall be as described in the Perandoe Special Education District Constitution. The Management
Council is appointed by the Administrative District, under authority granted by the Representative
Assembly, as described in the Perandoe Special Education District Constitution. The ultimate
responsibility for fiscal and personnel matters rests with the Administrative District based on
recommendations from the Management Council.

Official action by the Management Council may only occur at a duly called and legally conducted
meeting. Except as otherwise provided by the Open Meetings Act, a quorum must be physically
present at the meeting.

Management Council members, as individuals, have no authority over school affairs, except as
provided by law or as authorized by the Council.

LEGAL REF.:

5ILCS 120/, Open Meetings Act.

105 ILCS 5/10-1, 5/10-10, 5/10-12, 5/10-16.5, 5/10-16.7, and 5/10-20.5.
CROSS REF.: 1:10 (District Legal Status)

Adopted: August 11, 2021
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2:20 Powers and Duties of the Management Council

The powers and duties of the Management Council are delegated by the Administrative District and
generally include:

1.

© © N O

10.

11.

Formulating, adopting, and modifying District policies, subject to mandatory collective
bargaining agreements and State and federal law.

Employing personnel, other than the Director, making employment decisions, dismissing
personnel including determining whether an employee has willfully or negligently failed to report
an instance of suspected child abuse or neglect as required by 325 ILCS 5/, and establishing an
equal employment opportunity policy that prohibits unlawful discrimination.

Directing, through policy, the Director, in his or her charge of the District's administration.

Advising the Administrative District on the annual budget, major expenditures, payment of
obligations, annual audit, and other aspects of the District's financial operation.

Entering contracts in accordance with applicable federal and State law, including using the
public bidding procedure when required.

Providing, constructing, controlling, supervising, and maintaining adequate physical facilities.
Approving the curriculum, textbooks, and educational services.
Establishing the school year.

Notifying the State Superintendent of Education promptly and in writing of the name of a licensed
teacher who was convicted of a felony, along with the conviction and the name and location of
the court where the conviction occurred.

Notifying the Teachers' Retirement System (TRS) of the State of lll. Board of Trustees promptly
and in writing when it learns that a teacher as defined in the lll. Pension Code was convicted of a
felony, along with the name and location of the court where the conviction occurred, and the case
number assigned by that court to the conviction.

Complying with requirements in the Abused and Neglected Child Reporting Act (ANCRA).
Specifically, each individual Board member must, if an allegation is raised to the member during
an open or closed Board meeting that a student is an abused child as defined in ANCRA, direct
or cause the Board to direct the Director or other equivalent school administrator to comply with
ANCRA'’s requirements concerning the reporting of child abuse.

LEGAL REF.:

105 ILCS 5/10, 5/17-1, 5/21B-85, and 5/27-1.

115 ILCS 5/, ll. Educational Labor Relations Act.

325 ILCS 5/, Abused and Neglected Child Reporting Act.

CROSS REF.: 1:10 (District Legal Status), 2:10 (District Governance), 2:80 (Council Member
Conduct), 2:240 (Council Policy Development), 4:165 (Awareness and Prevention of Sexual Abuse
and Grooming Behaviors), 4:175 (Convicted Child Sex Offender; Screening; Notifications), 5:10
(Equal Employment Opportunity and Minority Recruitment), 5:30 (Hiring Process and Criteria), 5:90
(Abused and Neglected Child Reporting), 5:120 (Employee Ethics; Code of Professional Conduct;
and Conflict of Interest), 5:150 (Personnel Records), 5:210 (Resignations), 5:290 (Employment
Termination and Suspensions), 7:190 (Student Behavior)

Adopted: December 13, 2023
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2:40 Council Member Qualifications

The Administrative District shall appoint the Superintendent of each of the Cooperative's member

districts and the Regional Superintendents of the territory of the member districts to serve on the
Management Council.

The Representative Assembly shall be composed of one member of the School Board of each of the
member districts.

Adopted: May 8, 2019
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2:80 Council Member Oath and Conduct

The Council adopts the lllinois Association of School Boards' "Code of Conduct for Members of
School Boards." A copy of the Code shall be displayed in the regular Council meeting room.

LEG. REF:
105 ILCS 5/10-16.5.

CROSS REF.:1:30 (Perandoe Special Education District Philosophy), 2:20 (Powers and Duties of the
Management Council), 2:50 (Council Member Term of Office), 2:100 (Board Member Conflict of
Interest), 2:105 (Ethics and Gift Ban), 2:210 (Organizational Management Council Meeting)

Adopted: July 12, 2023
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2:80-E Exhibit - Board Member Code of Conduct

As a member of the Governing Board, | will do my utmost to represent the public interest in education
by adhering to the following standards and principles:

1.

10.

11.

12.

I will represent all District constituents honestly and equally and refuse to surrender my
responsibilities to special interest or partisan political groups.

I will avoid any conflict of interest or the appearance of impropriety which could result from my
position, and will not use my Board membership for personal gain or publicity.

I will recognize that a Board member has no legal authority as an individual and that decisions
can be made only by a majority vote at a Board meeting.

. I will take no private action that might compromise the Board or administration and will respect

the confidentiality of privileged information.

I will abide by majority decisions of the Board, while retaining the right to seek changes in such
decisions through ethical and constructive channels.

I will encourage and respect the free expression of opinion by my fellow Board members and will
participate in Board discussions in an open, honest and respectful manner, honoring differences
of opinion or perspective.

I will prepare for, attend and actively participate in Board meetings.

I will be sufficiently informed about and prepared to act on the specific issues before the Board,
and remain reasonably knowledgeable about local, State, national, and global special education
issues.

I will respectfully listen to those who communicate with the Board, seeking to understand their
views, while recognizing my responsibility to represent the interests of the entire community.

I will strive for a positive working relationship with the Director, respecting the Director's authority
to advise the Board, implement Board policy, and administer the District.

I will model continuous learning and work to ensure good governance by taking advantage of
Board member development opportunities, such as those sponsored by my State and national
school board associations, and encourage my fellow Board members to do the same.

| will strive to keep my Board focused on its primary work of clarifying the District purpose,
direction and goals, and monitoring District performance.

DATED : July 12, 2023
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2:100 Council Member Conflict of Interest

No Management Council member shall: (1) have a beneficial interest directly or indirectly in any
contract, work, or business of the District unless permitted by State or federal law; or (2) solicit or
accept gratuities, favors, or anything of monetary value from contractors, potential contractors, or
parties to agreements or contracts with the District. Situations in which the interest is not substantial or
the gift is an unsolicited item of nominal value must comply with State law and Management Council
policy 2:105, Ethics and Gift Ban.

Management Council members and administrators must annually file a "Statement of Economic
Interests” as required by the lllinois Governmental Ethics Act. Each Management Council member is
responsible for filing the statement with the county clerk of the county in which the Perandoe Special
Education District's principle office is located by May 1.

Federal and State Grant Awards

No Management Council member shall participate in the selection, award, or administration of a
contract supported by a federal award or State award governed by the Grant Accountability and
Transparency Act (GATA) (30 ILCS 708/) if he or she has a real or apparent conflict of interest. A
conflict of interest arises when a Management Council member or any of the following individuals has
a financial or other interest in or a tangible benefit from the entity selected for the contract:

1. A member of the Management Council member’s immediate family;
2. The Management Council member’s partner; or

3. Anentity that employs or is about to employ the Management Council member or one of the
individuals listed in one or two above.

LEGAL REF.:

105 ILCS 5/10-9.

5 ILCS 420/, ll. Governmental Ethics Act.

30 ILCS 708/, Grant Accountability and Transparency Act.
50 ILCS 105/3, Public Officer Prohibited Activities Act.

2 C.F.R. §200.318(c)(1).

CROSS REF.: 2:105 (Ethics and Gift Ban), 4:60 (Purchases and Contracts), 5:120 (Employee Ethics;
Code of Professional Conduct; and Conflict of Interest)

Adopted: January 11, 2023
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2:105 Ethics and Gift Ban

Prohibited Political Activity

The following precepts govern political activities being conducted by District employees and Council
members:

1. No employee shall intentionally perform any "political activity" during any "compensated time,"
as those terms are defined herein.

2. No Council member or employee shall intentionally use any District property or resources in
connection with any political activity.

3. At no time shall any Council member or employee intentionally require any other Council
member or employee to perform any political activity: (a) as part of that Council member's or
employee's duties, (b) as a condition of employment, or (c) during any compensated time off,
such as, holidays, vacation, or personal time off.

4. No Council member or employee shall be required at any time to participate in any political
activity in consideration for that Council member or employee being awarded additional
compensation or any benefit, whether in the form of a salary adjustment, bonus, compensatory
time off, continued employment or otherwise; nor shall any Council member or employee be
awarded additional compensation or any benefit in consideration for his or her participationin
any political activity.

A Council member or employee may engage in any activity that: (1) is otherwise appropriate as part of
his or her official duties, or (2) is undertaken by the individual on a voluntary basis that is not prohibited
by this policy.

Limitations on Receiving Gifts

Except as permitted by this policy, no Council member or employee, and no spouse of orimmediate
family member living with a Council member or employee shall intentionally solicit or accept any "gift"
from any "prohibited source," as those terms are defined herein, or that is otherwise prohibited by law
or policy. No prohibited source shall intentionally offer or make a gift that violates this policy.

The following are exceptions to the ban on accepting gifts from a prohibited source:

1. Opportunities, benefits, and services that are available on the same conditions as for the
general public.

2. Anything for which the Council member or employee, or his or her spouse or immediate family
member, pays the fair market value.

3. Any: (a) contribution that is lawfully made under the Election Code, or (b) activities associated
with a fundraising event in support of a political organization or candidate.

4. Educational materials and missions.
5. Travel expenses for a meeting to discuss business.

6. A gift from a relative, meaning those people related to the individual as father, mother, son,
daughter, brother, sister, uncle, aunt, great aunt, great uncle, first cousin, nephew, niece,
husband, wife, grandfather, grandmother, grandson, granddaughter, father-in-law, mother-in-law,
son-in-law, daughter-in-law, brother-in-law, sister-in-law, stepfather, stepmother, stepson,
stepdaughter, stepbrother, stepsister, half brother, half sister, and including the father, mother,
grandfather, or grandmother of the individual's spouse and the individual's fiancé or fiancée.

7. Anything provided by an individual on the basis of a personal friendship unless the recipient has
reason to believe that, under the circumstances, the gift was provided because of the official
position or employment of the recipient or his or her spouse or immediate family member and
not because of the personal friendship. In determining whether a gift is provided on the basis of



personal friendship, the recipient shall consider the circumstances under which the gift was
offered, such as: (a) the history of the relationship between the individual giving the gift and the
recipient of the gift, including any previous exchange of gifts between those individuals; (b)
whether to the actual knowledge of the recipient the individual who gave the gift personally paid
for the gift or sought a tax deduction or business reimbursement for the gift; and (c) whether to
the actual knowledge of the recipient the individual who gave the qift also at the same time gave
the same or similar gifts to other Council members or employees, or their spouses or immediate
family members.

8. Food or refreshments not exceeding $75 per person in value on a single calendar day; provided
that the food or refreshments are: (a) consumed on the premises from which they were
purchased or prepared; or (b) catered. "Catered" means food or refreshments that are
purchased ready to consume which are delivered by any means.

9. Food, refreshments, lodging, transportation, and other benefits resulting from outside business
or employment activities (or outside activities that are not connected to the official duties of a
Council member or employee), if the benefits have not been offered or enhanced because of the
official position or employment of the Council member or employee, and are customarily
provided to others in similar circumstances.

10. Intra-governmental and inter-governmental gifts. "Intra-governmental gift" means any gift given to
a Council member or employee from another Council member or employee, and "inter-
governmental gift" means any gift given to a Council member or employee from an officer or
employee of another governmental entity.

11. Bequests, inheritances, and other transfers at death.

12. Anyitem or items from any one prohibited source during any calendar year having a cumulative
total value of less than $100.

Each of the listed exceptions is mutually exclusive and independent of every other.

A Council member or employee, his or her spouse or an immediate family member living with the
Council member or employee, does not violate this policy if the recipient promptly takes reasonable
action to return a gift from a prohibited source to its source or gives the gift or an amount equal to its
value to an appropriate charity that is exempt from income taxation under 26 U.S.C. §501(c)(3).

Enforcement

The Council Chair and Executive Director shall seek guidance from the Council attorney concerning
compliance with and enforcement of this policy and State ethics laws. The Council may, as necessary
or prudent, appoint an Ethics Advisor for this task.

Written complaints alleging a violation of this policy shall be filed with the Executive Director or Council
Chair. If attempts to correct any misunderstanding or problem do not resolve the matter, the Executive
Director or Council Chair shall, after consulting with the Council attorney, either place the alleged
violation on a Council meeting agenda for the Council's disposition or refer the complainant to Council
policy 2:260, Uniform Grievance Procedure. A Council member who is related, either by blood or by
marriage, up to the degree of first cousin, to the person who is the subject of the complaint, shall not
participate in any decision-making capacity for the Council. If the Council finds it more likely than not
that the allegations in a complaint are true, it shall notify the State's Attorney and/or consider
disciplinary action for the employee.

Definitions

Unless otherwise stated, all terms used in this policy have the definitions given in the State Officials
and Employees Ethics Act, 5 ILCS 430/1-5.

"Political activity" means:



10.
11.

12.

13.

14.
15.

. Preparing for, organizing, or participating in any political meeting, political rally, political

demonstration, or other political event.

Soliciting contributions, including but not limited to the purchase of, selling, distributing, or
receiving payment for tickets for any political fundraiser, political meeting, or other political event.

Soliciting, planning the solicitation of, or preparing any document or report regarding anything of
value intended as a campaign contribution.

. Planning, conducting, or participating in a public opinion poll in connection with a campaign for

elective office or on behalf of a political organization for political purposes or for or against any
referendum question.

Surveying or gathering information from potential or actual voters in an election to determine
probable vote outcome in connection with a campaign for elective office or on behalf of a
political organization for political purposes or for or against any referendum question.

Assisting at the polls on Election Day on behalf of any political organization or candidate for
elective office or for or against any referendum question.

. Soliciting votes on behalf of a candidate for elective office or a political organization or for or

against any referendum question or helping in an effort to get voters to the polls.

Initiating for circulation, preparing, circulating, reviewing, or filing any petition on behalf of a
candidate for elective office or for or against any referendum question.

Making contributions on behalf of any candidate for elective office in that capacity orin
connection with a campaign for elective office.

Preparing or reviewing responses to candidate questionnaires.

Distributing, preparing for distribution, or mailing campaign literature, campaign signs, or other
campaign material on behalf of any candidate for elective office or for or against any referendum
question.

Campaigning for any elective office or for or against any referendum question.

Managing or working on a campaign for elective office or for or against any referendum
question.

Serving as a delegate, alternate, or proxy to a political party convention.
Participating in any recount or challenge to the outcome of any election.

With respect to an employee whose hours are not fixed, "compensated time" includes any period of
time when the employee is on premises under the control of the District and any other time when the
employee is executing his or her official duties, regardless of location.

"Prohibited source" means any person or entity who:

1.

6.

Is seeking official action by: (a) a Council member, or (b) an employee, or by the Council
member or another employee directing that employee;

Does business or seeks to do business with: (a) a Council member, or (b) an employee, or with
the Council member or another employee directing that employee;

Conducts activities regulated by: (a) a Council member, or (b) an employee or by the Council
member or another employee directing that employee;

. Has aninterest that may be substantially affected by the performance or non-performance of the

official duties of the Council member or employee;

Is registered or required to be registered with the Secretary of State under the Lobbyist
Registration Act, except that an entity does not become a prohibited source merely because a
registered lobbyist is one of its members or serves on its Council of directors; or

Is an agent of, a spouse of, or an immediate family member living with a prohibited source.

"Gift" means any gratuity, discount, entertainment, hospitality, loan, forbearance, or other tangible or



intangible item having monetary value including but not limited to, cash, food and drink, and honoraria
for speaking engagements related to or attributable to government employment or the official position
of a Council member or employee.

Complaints of Sexual Harassment Made Against Council Members by Elected Officials

Pursuant to the State Officials and Employees Ethics Act (5 ILCS 430/70-5), members of the Council
and other elected officials are encouraged to promptly report claims of sexual harassment by a
Council member. Every effort should be made to file such complaints as soon as possible, while facts
are known and potential witnesses are available. If the official feels comfortable doing so, he or she
should directly inform the individual that the individual’s conduct or communication is offensive and
must stop.

Council members and elected officials should report claims of sexual harassment against a member
of the Council to the Council President or Director. If the report is made to the Director, the Director
shall promptly notify the President, or if the President is the subject of the complaint, the Vice
President. Reports of sexual harassment will be confidential to the greatest extent practicable.

When a complaint of sexual harassment is made against a member of the Council by another Council
member or other elected official, the Council President shall appoint a qualified outside investigator
who is not a District employee or Council member to conduct an independent review of the
allegations. If the allegations concern the President, or the President is a witness or otherwise
conflicted, the Vice President shall make the appointment. If the allegations concern both the
President and Vice President, and/or they are witnesses or otherwise conflicted, the Council
Secretary shall make the appointment. The investigator shall prepare a written report and submit it to
the Council.

if a Council member has engaged in sexual harassment, the matter will be addressed in accordance
with the authority of the Council.

The Director will post this policy on the District website and/or make this policy available in the
District's administrative office.

LEGAL REF.:

105 ILCS 5/22-93.

5 ILCS 430/, State Officials and Employees Ethics Act.
10 ILCS 5/9-25.1, Election Interference Prohibition Act.

CROSS REF.: 2:100 (Council Member Conflict of Interest), 2:110 (Qualifications, Term, and Duties of
Council Officers), 2:260 (Uniform Grievance Procedure), 4:60 (Purchases and Contracts), 5:120
(Employee Ethics; Code of Professional Conduct; and Conflict of Interest)

Adopted: January 11, 2023
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2:110 Qualifications, Term, and Duties of Council Officers

The Management Council officers are: Chair and Vice Chair. These officers are elected at the
Council's organizational meeting.

Chair

The Management Council elects a Chair from its members for a two-year term. The duties of the Chair
are:

Preside at all meetings;

Make all Council committee appointments, unless specifically stated otherwise;

Be permitted to attend and observe any meeting of a Council committee;

Sign official District documents requiring the Chair's signature, including Council minutes;
Call special meetings of the Council;

Review appeals of record access requests that were denied;

NOoO Ok =

Ensure that a quorum of the Council is physically present at all Council meetings, except as
otherwise provided by the Open Meetings Act;

Serve as or appoint the Council's official spokesperson to the media;

©

Except when the Council Chair is the subject of a complaint of sexual harassment, a witness, or
otherwise conflicted, appoint a qualified outside investigator to conduct an independent review
of allegations of sexual harassment made against a Council member by another Council
member or elected official; and

10. Ensure that all fingerprint-based criminal history records information checks, screenings, and
sexual misconduct related employment history reviews (EHRSs) required by State law and policy
5:30, Hiring Process and Criteria, are completed for the Director.

The Chair is permitted to participate in all Council meetings in a manner equal to all other Council
members, including the ability to make and second motions.

The Vice Chair fills a vacancy in the Chair.
Vice Chair

The Management Council elects a Vice Chair from its members for a two-year term. The Vice Chair
performs the duties of the Chair if:

1. The office of Chair is vacant;
2. The Chair is absent; or
3. The Chairis unable to perform the office's duties.

A vacancy in the Vice Chair is filled by a special Council election.

Secretary

The Administrative Secretary shall serve as Secretary to the Management Council. The Secretary
shall perform or delegate the following duties:

1. Keep Council meeting minutes;

2. Prepare Council meeting agendas and provide them, along with prior meeting minutes, to
Council members before the next meeting;

3. Mail meeting notification and agenda to news media who have officially requested copies;
4. Keep records of the Council's official acts, and sign them, along with the Chair, before



submitting them annually to the Treasurer on the first Monday of April and October and on such
other times as the Treasurer requests;

5. Report to the Treasurer on or before July 7, annually, such information as the Treasurer is
required to include in the Treasurer's report to the Regional Executive Director;

Arrange public inspection of the budget before adoption;

Publish required notices;

Sign official District documents requiring the Secretary's signature;

Maintain Council policy and such other official documents as directed by the Council.
Record all closed meeting minutes; and
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Receive notification from Council members who desire to attend a Council meeting by video or
audio means pursuant to Council policy 2:220, Management Council Meeting Procedure.

Treasurer

The Treasurer of the Council shall be either an elected member of the Council who serves a one-year
term or an appointed non-Council member who serves at the Council's pleasure. A Treasurer who is a
Council member may not be compensated. A Treasurer who is not a Council member may be
compensated provided it is established before the appointment. An appointed Treasurer must:

1. Be atleast 21 years old;
2. Not be a member of the County Board of School Trustees; and

3. Have a financial background or related experience, or 12 credit hours of college-level
accounting.

The Treasurer shall:

Furnish a bond, which shall be approved by a majority of the full Council;
Maintain custody of school funds;

Maintain records of school funds and balances;

Prepare a monthly reconciliation report for the Director and Council; and
Receive, hold, and expend District funds only upon the order of the Council.
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A vacancy in the Treasurer's office is filled by Council appointment.
LEGAL REF.:

105 ILCS 5/8-1, 5/8-2, 5/8-3, 5/8-6, 5/8-16, 5/8-17, 5/10-1, 5/10-5, 5/10-7, 5/10-8, 5/10-13, 5/10-13.1,
5/10-14, 5/10-16.5, 5/10-21.9, 5/17-1, 5/21B-85, and 5/22-94.

5ILCS 120/7, Open Meetings Act.
5ILCS 420/4A-106, ll. Governmental Ethics Act.

CROSS REF.: 2:80 (Council Member Conduct), 2:105 (Ethics and Gift Ban), 2:150 (Committees),
2:210 (Organizational Management Council Meeting), 2:220 (Management Council Meeting
Procedure), 5:30 (Hiring Process and Criteria)

Adopted: May 10, 2023

Perandoe Special Ed Dist



2:125 Council Member Compensation; Expenses

Council Member Compensation Prohibited

Council members provide volunteer service to the community and may not receive compensation for
services, except that a Council member serving as the Council Secretary may be paid an amount up
to the statutory limit if the Council so provides.

Roll Call Vote

All Council member expense requests for travel, meals, and/or lodging must be approved by roll call
vote at an open meeting of the Council.

Reqgulation of District Expenses

The Council regulates the reimbursement of all travel, meal, and lodging expenses in the District by
resolution. No later than approval of the annual budget and when necessary, the Director will
recommend a maximum allowable reimbursement amount for expenses to be included in the
resolution. The recommended amount should be based upon the District's budget and other financial
considerations.

Money shall not be advanced or reimbursed, or purchase orders issued for: (1) the expenses of any
person except the Council member, (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.

Exceeding the Maximum Allowable Reimbursement Amount(s)

All requests for expense advancements, reimbursements, and/or purchase orders that exceed the
maximum allowable reimbursement amount set by the Council may only be approved by it when:

1. The Council'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 Council meeting.

Advancements

The Council may advance to its members actual and necessary expenses to be incurred while
attending:

1. Meetings sponsored by the lllinois State Council of Education or by the Regional Director of
Schools;

2. County or regional meetings and the annual meeting sponsored by any school Council
association complying with Article 23 of the School Code; and

3. Meetings sponsored by a national organization in the field of public school education.

Expense advancement requests must be submitted to the Director or designee on the Council's
standardized estimated expense approval form. After spending expense advancements, Council
members must use the Council's standardized expense reimbursement form and submit to the
Director: (a) the itemized, signed advancement voucher that was issued, and (b) the amount of actual
expenses by attaching receipts. A Council member must return to the District any portion of an
expense advancement not used. If an expense advancement is not requested, expense
reimbursements may be issued by the Council to its members for the activities listed in numbers one
through three, above, along with registration fees or tuition for a course(s) that allowed compliance
with the mandatory trainings described in policy 2:120, Council Member Development, other



professional development opportunities that are encouraged by the School Code, and other training
provided by one of the entities described in the above list (see the Reimbursements and Purchase
Orders subhead, below). Expense advancements and vouchers shall be presented to the Council in
its regular bill process.

Reimbursements and Purchase Orders

Expense reimbursement is not guaranteed and, when possible, Council members should seek pre-
approval of expenses by providing an estimation of expenses on the Council's standardized estimated
expense approval form, except in situations when the expense is diminutive. When pre-approval is not
sought, Council members must seek reimbursement on the Council's standardized expense
reimbursement form. Expense reimbursements and purchase orders shall be presented to the Council
in its regular bill process.

Standardized Expense Form(s) Required

All requests for expense advancement, reimbursement, and/or purchase orders in the District must be
submitted on the appropriate itemized, signed standardized form(s). The form(s) must show the
following information:

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

2. The name and office of the Council member 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 or reimbursement will be
or was expended.

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

Types of Official Business for Expense Advancements, Reimbursements, and Purchase Orders

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

2. Travel. The least expensive method of travel will be used, providing that no hardship will be
caused to the Council member. Council members will be reimbursed for:

a. Airtravel at the coach or economy class commercial airline rate. First class or business
class air travel will be reimbursed only if emergency circumstances warrant. The
emergency circumstances must be explained on the expense form and Council approval
of the additional expense is required. Fees for the first checked bag will be reimbursed.
Copies of airline tickets and baggage receipts must be attached to the expense form.

b. 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.

c. 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.

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

e. Taxis, airport limousines, ride sharing or other local transportation costs.

3. Meals. Meals charged to the District should represent mid-fare selections for the hotel/meeting
facility or general area, consistent with the maximum allowable reimbursement amount set by the
Council. Tips are included with meal charges. Expense forms must explain the meal charges



incurred. Alcoholic beverages will not be reimbursed.

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

5. Miscellaneous Expenses. Council members 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.

Additional Requirements for Travel Expenses Charged to Federal and State Grants

All Council member expenses for travel charged to a federal grant or State grant governed by the
Grant Accountability and Transparency Act (30 ILCS 708/) must comply with Council policy 5:60,
Expenses, and its implementing procedures. Travel expenses include costs for transportation,
lodging, meals, and related items.

LEGAL REF.:

105 ILCS 5/10-20 and 5/10-22.32.

30 ILCS 708/, Government Accountability and Transparency Act.
50 ILCS 150/, Local Government Travel Expense Control Act.

CROSS REF.: 2:100 (Council Member Conflict of Interest), 2:120 (Council Member Development),
2:240 (Council Policy Development), 4:50 (Payment Procedures), 4:55 (Use of Credit and
Procurement Cards), 5:60 (Expenses)

Adopted: May 13, 2020

Perandoe Special Ed Dist



2:125-E1 Exhibit - Board Member Expense Reimbursement Form

Submit to the Superintendent, who will include this request in the monthly list of bills presented to
the School Board. Please print and attach receipts for all expenditures. Use of this form is
required by 2:125-E3, Resolution to Regulate Expense Reimbursements. Please print.

Name: Title/Office:
Travel Destination: Purpose:
Departure Date: Return Date:

[~ Receipts attached Request Date:

[~ Estimated expenses attached (Completed 2:125-E2, Board Member Estimated Expense
Approval Form)(pre-approval is required for federal and State grants).

[~ Approved expense advancement (voucher) attached, if applicable* (Completed 2:125-E2,
Board Member Estimated Expense Approval Form.)

Actual Expense Report

* Board members will be reimbursed for actual and necessary expenses that exceed the amount
advanced, but must refund any expense advancement that exceeds the actual and necessary
expenses incurred. 105 ILCS 5/10-22.32. For federal and State grants, board members will be
reimbursed for actual and necessary expenses that exceed estimated expenses as permitted by
Board policy 2:125, Board Member Compensation; Expenses.

Auto Travel Allowance: per mile
Auto Mileage Transp. . Meals or Per Diem Other Daily

Date E Lodging Total
Miles Cost xpenses Bkfst | Lunch | Dinner tem Cost ota

Subtotal

Advances -

TOTAL (a negative amount indicates refund due from Board member) $

Submitting Board Member's Signature Date

Superintendent Signature Date




School Board Action:
[~ Approved [~ Denied
[~ Approved in Part [~ Exceeds Maximum Allowable Amount

[~ Grant Funding Source (if applicable):

Comments:

DATED : May 13, 2020
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2:125-E2 Exhibit - Board Member Estimated Expense Approval Form

Submit to the Superintendent, who will include this request in the monthly list of bills presented to
the School Board. Use of this form is required (1) by 2:125-E3, Resolution to Regulate
Expense Reimbursements and (2) for pre-approval of expenses to be charged to a federal
grant or State grant governed by the Grant Accountability and Transparency Act. Please print.

Name: Title/Office:
Travel Destination: Purpose:
Departure Date: Return Date:

[~ Estimated Expenses Approval Requested (50 ILCS 150/20 or grant expenditure)

[~ Travel is grant-related* (specify grant):

[~ Purchase Order Requested

Purchase Order #:

[~ Expense Advancement Voucher Requested (105 ILCS 5/10-22.32)

Voucher Amount:

Estimated Expense Report

Auto Travel Allowance: per mile

*Grant-related travel only: Except for mileage and other transportation expenses, expense
reimbursement/per diem is only allowed if on official travel status for 12 hours or more. If lodging

at or belowthe applicable rate cannot be identified, please indicate belowand attach at least three
quotes for review

Auto Mileage Meals or Per Diem Other :
Date Transp. Lodging Daily

Miles Cost Expenses Bkfst Lunch Dinner ltem Cost Total




Total $

Submitting Board Member's Signature Date

Superintendent Signature Date

School Board Action:
[~ Approved [~ Denied

[~ Approved in Part [~ Exceeds Maximum Allowable Amount

[~ Grant Funding Source (if applicable):

Comments:

DATED : May 13, 2020

Perandoe Special Ed Dist



2:140 Communications To and From the Council

The Management Council welcomes communications from staff members, parents/guardians,
students, and community members. Individuals may submit questions or communications for the
Council's consideration to the Director or may use the electronic link to the Council’'s email
address(es) posted on the Cooperative’s website.

The Director or designee shall:

1. Ensure that the home page for the Cooperative's website contains an active electronic link to the
email address(es) for the Management Council, and

2. During the Council’s regular meetings, report for the Council’s consideration all questions or
communications submitted through the active electronic link along with the status of the
Cooperative's response in the Council meeting packet.

If contacted individually, Council members will refer the person to the appropriate level of authority,
except in unusual situations. Council members' questions or communications to staff or about
programs will be channeled through the Director's office. Council members will not take individual
action that might compromise the Management Council or Cooperative. There is no expectation of
privacy for any communication sent to the Council or its members, whether sent by letter, email, or
other means.

Council Member Use of Electronic Communications

For purposes of this section, electronic communications includes, without limitation, electronic mail,
electronic chat, instant messaging, texting, and any form of social networking. Electronic
communications among a majority or more of a Council-quorum shall not be used for the purpose of
discussing Cooperative business. Electronic communications among Council members shall be
limited to: (1) disseminating information, and (2) messages not involving deliberation, debate, or
decision-making. The following list contains examples of permissible electronic communications:

Agenda item suggestions

Reminders regarding meeting times, dates, and places

Council meeting agendas or information concerning agenda items

Individual emails to community members, subject to the other limitations in this policy

In accordance with the Open Meetings Act and the Oath of Office taken by Council members,
individual Council members will not (a) reply to an email on behalf of the entire Council, or (b) engage
in the discussion of Cooperative business through electronic communications with a majority of a
Council-quorum.

LEGAL REF.:
5ILCS 120/, Open Meetings Act.
50 ILCS 205/20, Local Records Act.

CROSS REF.:2:220 (Management Council Meeting Procedure), 3:30 (Chain of Command), 8:110
(Public Suggestions and Concerns)

Adopted: August 14, 2019

Perandoe Special Ed Dist



2:140-E Exhibit - Guidance for Council Member Communications, Including
Email Use

The Open Meetings Act (OMA) requires the Management Council to discuss Cooperative business
only at a properly noticed Council meeting. 5 ILCS 120/. Other than during a Council meeting, a
majority or more of a Council-quorum may not engage in contemporaneous interactive
communication, whether in person or electronically, to discuss Cooperative business. This Guidance
assumes a Council has seven members and covers issues arising from Council policy 2:140,
Communications To and From the Council.

Communications Between or Among Council Members and/or the Director Outside of a Properly
Noticed Council Meeting

1. The Director or designee is permitted to email information to Council members. For example,
the Director may email Council meeting agendas and supporting information to Council
members. When responding to a single Council member's request, the Director should copy all
other Council members and include a do not reply/forvard alert to the group, such as:
"COUNCIL? MEMBER ALERT: This email is in response to a request. Do not reply or
forward to the group but only to the sender."

2. Council members are permitted to discuss any matter except Cooperative business with each
other, whether in person or by telephone or email, regardless of the number of members
participating in the discussion. For example, they may discuss league sports, work, or current
events.

3. Council members are permitted to provide information to each other, whether in person or by
telephone or email, that is non-deliberative and non-substantive. Examples of this type of
communication include scheduling meetings and confirming receipt of information.

4. A Council member is not permitted to discuss Cooperative business with more than one other
Council member at a time, whether in person or by telephone or email. Stated another way, a
Council member may discuss Cooperative business in person or by telephone or email with only
one other Council member at a time. However, a Council member should not facilitate
interactive communication by discussing Cooperative business in a series of visits with, or
telephone calls or emails to, Council members individually.

5. A Council member should include a do not reply/forvard alert when emailing a message
concerning Cooperative business to more than one other Council member. The following is an
example of such an alert: "COUNCIL MEMBER ALERT: This email is not for interactive
discussion purposes. The recipient should not reply to it or forward it to any other
individual.”

6. Council members should not forward email received from another Council member.

When Must the Electronic Communications Sent or Received by Individual Council Members Be
Disclosed Pursuant to a Freedom of Information Act (FOIA) Request?

An electronic communication must be disclosed if it is a public record as defined by FOIA, unless a
specific exemption applies. A public record is any recorded information "pertaining to the transaction
of public business, regardless of physical form or characteristics, having been prepared by or for, or
having been or being used by, received by, in the possession of, or under the control of any public
body." 5 ILCS 140/2. Email sent or received by an individual Council member may be, depending on
the content and circumstances, subject to disclosure as a public record (unless a FOIA exemption is
applicable).

If a Council member uses a Cooperative-provided device or email address to discuss public
business, the email is subject to disclosure under FOIA, barring an applicable exemption. If a Council
member uses a private device and email address, the communication is subject to FOIA if it satisfies



this test:
First, the communication pertains to the transaction of public business, and

Second, the communication was: (1) prepared by a public body, (2) prepared for a public body, (3)
used by a public body, (4) received by a public body, (5) possessed by a public body, and/or (6)
controlled by a public body.

This test is from the appellate court decision in City of Champaign v. Madigan, 992 N.E.2d 629
(L App.4th 2013).

The following examples describe FOIA's treatment of electronic communications:

1. If an electronic communication does not pertain to public business, it is not a public record and
is not subject to a FOIA request.

2. An electronic communication pertaining to public business that is:

a. Sent and/or received by an individual Council member using a personal electronic device
and personal email address while he or she is at home or work would not be a public
record. Individual Council members, alone, cannot conduct school Cooperative business.
As stated earlier, emails among a majority or more of a Council-quorum violate OMA and,
thus, are subject to disclosure during proceedings to enforce OMA.

b. Sent and/or received by an individual Council member on a Cooperative-issued device or
Cooperative-issued email address will be a public record and subject to FOIA. The
electronic communication is under the control of the Cooperative.

c. Received by an individual Council member on a personal electronic device and then
forwarded by the Council member to a Cooperative-owned device or server will be a
public record and subject to FOIA. The electronic communication is under the control of
the Cooperative.

d. Received by anindividual Council member using a personal electronic device and
personal email address, and then forwarded by the Council member to enough members
to constitute a majority or more of a Council-quorum will be a public record and subject
to FOIA. The electronic communication is in the Cooperative's possession.

e. Either sentto or from a Council member's personal electronic device during a Council
meeting will be a public record and subject to FOIA. The electronic communication s in
the Cooperative's possession because Council members were functioning collectively as
a public body.

The Cooperative's Freedom of Information Officer and/or Council Attorney will help determine when a
specific communication must be disclosed pursuant to a FOIA request.

When Must Electronic Communications Be Retained?

Email that qualifies under FOIA as a public record will need to be stored pursuant to the Local
Records Act (LRA), only if it is evidence of the Cooperative's organization, function, policies,
procedures, or activities or contains informational data appropriate for preservation. 50 ILCS 205/. An
example is any email from a Council officer concerning a decision made in his or her capacity as an
officer. If a Council member uses his or her personal email, he or she must copy this type of email to
the appropriate Cooperative office where it will be stored. If made available, Council members should
use their email accounts provided by the Cooperative, and the Cooperative will automatically store the
official record messages. The Cooperative will delete these official record messages as provided in
an applicable, approved retention schedule. Of course, email pertaining to public business that is
sent or received by a Council Member using a Cooperative-issued device or email address will be
subject to FOIA, even if the email does not need to be retained under the LRA.



Important: Do not destroy any email concerning a topic that is being litigated without obtaining the
Council attorney's direction. In federal lawsuits, there is an automatic discovery of virtually all types of
electronically created or stored data that might be relevant. Attorneys will generally notify their clients at
the beginning of a legal proceeding not to destroy any electronic records that might be relevant. This is
referred to as a litigation hold. For more discussion of a litigation hold, see 2:250-AP2, Protocols for
Record Preservation and Development of Retention Schedules. In addition, any person who
knowingly with the intent to defraud any party destroys, removes, or conceals any public record
commits a Class 4 felony. 50 ILCS 205/4.

DATED : August 14, 2019

Perandoe Special Ed Dist



2:150 Committees

The Management Council may establish committees to assist with the Council's governance function.
These committees are known as Council committees and report directly to the Council. Committee
members may include both Council members and non-Council members depending on the
committee's purpose. The Council Chair makes all Council committee appointments unless
specifically stated otherwise. Council committee meetings shall comply with the Open Meetings Act. A
Council committee may not take final action on behalf of the Council - it may only make
recommendations to the Council.

Special Council Committees

A special committee may be created for specific purposes or to investigate special issues. A special
committee is automatically dissolved after presenting its final report to the Council or at the Council's
discretion.

Nothing in this policy limits the authority of the Executive Director or designee to create and use
committees that report to him or her or to other staff members.

LEGAL REF.:
5ILCS 120/, Open Meetings Act.
105 ILCS 5/10-20.14 and 5/14-8.05.

CROSS REF.: 2:110 (Qualifications, Term, and Duties of Council Officers), 2:200 (Types of
Management Council Meetings), 2:240 (Council Policy Development), 7:190 (Student Behavior),
7:230 (Misconduct by Students with Disabilities)

Adopted: January 11, 2023
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2:160 Council Attorney

The Management Council may retain legal services with one or more attorneys or law firms to be the
Council Attorney(s). The Council Attorney represents the Management Council in its capacity as the
governing body for the District. The Council Attorney serves on a retainer or other fee arrangement as
determined in advance. The Council Attorney will provide services as described in the agreement for
legal services or as memorialized by an engagement letter. The District will only pay for legal services
that are provided in accordance with the agreement for legal services, as memorialized by an
engagement letter, or that are otherwise authorized by this policy or a majority of the Council. The
Executive Director, his or her designee, and Council Chair, are each authorized to confer with and/or
seek the legal advice of the Council Attorney. The Council may also authorize a specific Council
member to confer with the Council Attorney on its behalf.

The Executive Director may authorize the Council Attorney to represent the District in any legal matter
until the Council has an opportunity to be informed of and/or consider the matter.

The Management Council retains the right to consult with or employ other attorneys and to terminate
the service of any attorney.

LEGAL REF.:

Rule 1.7 (Conflict of Interest: Current Clients) and Rule 1.13 (Organization as Client) of the lll. Rules of
Professional Conduct adopted by the lll. Supreme Court.

CROSS REF.: 4:60 (Purchases and Contracts)

Adopted: May 13, 2020
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2:160-E Exhibit - Checklist for Selecting a Board Attorney

The Management Council selects and retains the Council Attorney(s). The Council may use this
checklist for guidance when it selects and retains attorney(s) and/or law firms for legal services. This
checklist is designed for the Council to use a request for proposal (RFP) process to seek outside
attorneys/law firms. The Council may also select an attorney without using an RFP process and adapt
this checklist. The Council may also adapt this checklist and use it for an application process, if the
Council seeks an inhouse attorney. For more information, call the IASB Office of General Counsel; see
its current phone numbers at www.iasb.com/about-us/staff/#office-general-counsel.

[~ Determine what type of legal services the District needs.

1. Review Council policy 2:160, Council Attormey. Note: Critically analyze whether the District’'s
legal needs are best served by in-house attorney(s) or outside attorney(s)/law firms. Many
districts use a combination of these services. Many districts also use multiple attorney(s)/law
firms for their specialties, e.g., different law firms for bond counsel, special education, or labor
law. Some Councils also approve a panel of attorneys and allow the administration to choose
which attorney to use.

2. Consider the following factors to analyze the type(s) of legal services needed for the District
including, but are not limited to:

District’s size;

Any past and current experiences with legal matters;

Complexity of the District’s legal needs;

Availability of expertise; and

Cost of outside fees compared to internal staff expenses for an in-house arrangement.

[~ Develop a list of qualifications necessary for providing quality legal services to the District.

1. Review policy 4:60, Purchases and Contracts. Note: While State law exempts hiring an
attorney from bidding requirements (105 ILCS 10-20.21(a)), the Council may want to review its
procurement processes and align procurement for legal services to its non-bidding-related
standards for purchases, e.g., avoiding favoritism, staying within the District’s budget, etc.

2. Develop the list of qualifications. The major qualifications include, but are not limited to:

Licensed to practice law in lllinois and in good standing with the lll. Attorney Registration
and Disciplinary Commission (ARDC) (see checklist item Conduct a reference check and
other background investigations, below)

Member of the District's assigned United States district court and the Seventh Circuit
Court of Appeals

Substantive knowledge and experience in the legal areas matching District's needs, e.g.,
bidding, civil rights, collective bargaining, education reform, employment law, Freedom of
Information Act, Open Meetings Act, other records laws, special education, student rights,
etc. Note: This list of knowledge and experience must be created by the District's
identified needs and may change from time to time.

Experience in all aspects of contract, employment, and school law

Experience that meets the District's needs, including litigation experience in State and
federal courts

Membership in professional associations, such as, the lll. Council of School Attorneys
(ICSA) and education law sections of bar associations, etc.

Demonstrated knowledge of and ability to apply professional responsibility rules



e Accessibility for the District’s identified needs, e.g., evening Council meetings, phone
calls, etc.

¢ Ability to declare that representation of the District will be to the exclusion of all other
clients having potential conflicts with the District’s interests

e When additional qualifications apply, list those qualifications for providing legal services.
This may include specialties such as bond counsel, etc.

[~ Develop the RFP.

1. Insert the list of qualifications that the Council developed.
2. Include the following information:

¢ The deadline for responses to be submitted
¢ The location (address or email) where responses should be sent

¢ A statement that the Council is soliciting proposals from qualified lawyers and law firms to
provide legal services to the School District

¢ Significant information about the District (see policy 1:30, School District Philosophy, for
the District’'s mission statement that is specific to the community’'s goals)

¢ The scope of work, e.g., “The Council Attorney will provide legal advice concerning [typical
duties, specific duties, excluded duties].”

¢ Qualifications
¢ Details about interviews and presentations

3. Specify what responders must include in their responses, such as the following:

e Cover letter, complete name, address, and legal structure (if the responder is a law firm)

e The individuals who prepared the response, including their titles

e [f different from above, the identity of and directory information for the individuals who have
authority to answer questions regarding the submitted proposal

e A proposed fee schedule, e.g., “Respondents may combine set fees and hourly fees. If
hourly fees are proposed, please provide the minimum time increment for billing purposes.
If a retainer agreement is proposed, please specifically describe options.”

e A summary of the responder’s relevant experience representing public schools

e A writing sample

e An assurance that the responder meets the RFP’s qualifications

e References including current or past clients

[~ Announce the RFP.

1. Title the announcement. Note: How and where the RFP is announced are at the Council’s sole
discretion. The Council may want to announce the RFP during an open meeting, post it on the
District's website, mail or email it to local law firms, and/or place it in the local newspaper(s) or
other legal publications. A directory of those lawyers belonging to the ICSA is on the IASB
website, www.iasb.com. A printed copy is available upon request. Inclusion in the directory does
not represent an IASB endorsement. Some attorneys who practice school law do not belong to
ICSA. Other online sources, such as the lll. State Bar Association, also maintain directories of
information about attorneys. The Council may want to title the announcement “The [Insert
District’s name] School Council Requests Proposals to Provide Legal Services.”

2. Announce that the Council seeks an attorney or law firm to serve as its Council Attorney.

3. Inform the reader that the attorney or law firm selected will serve either at will or from the date of
appointment to [date]. The length of the appointment is at the Council’s discretion.



4. State the School District’s philosophy or mission statement.

5. Insert the RFP location and contact information with the beginning date and time.

6. Tell prospective responders that completed RFPs must be returned by [certain time and date] to
[name and title of person receiving applications].

[~ Receive and manage responses to the RFP.

1. Review policy 2:110, Qualifications, Term, and Duties of Council Officers. The Council
President is a logical officer to accept the applications, but this task may be delegated to the
Secretary or Superintendent’s secretary if the Council determines that it is more convenient.
Who accepts applications is at the Council’s sole discretion and should be decided by the
Council prior to posting the RFP announcement.

2. The Council will discuss, at an open meeting, its process to review the applications and who will
contact RFP responders for an interview.

3. The designated person will contact RFP responders for interviews.

[~ Develop interview questions if the Council interviews attorneys or law firms.

1. Interview questions are at the Council’s discretion.

2. A prospective attorney or law firm to fill the Council Attorney position may raise other specific
issues that the Council will want to cover during an interview.

3. The following non-exhaustive list of interview questions may help the Council tailor its questions
toward finding an attorney or law firm with an approach to the role of the Council Attorney that the
Council desires:

What do you see as your role as Council Attorney?
How many other school districts do you currently represent?

What kind of legal services do you provide to your school clients? Please explain how your
other experience is relevant to this position.

How many years of experience does your firm (or, the attorney) have? How long have you
been practicing law? How long have you been representing school districts?

What methods will you use to ensure all members of the Council, which is your client,
remain informed? See the discussion about the /ll. Professional Rules of Conductin fin 2
of policy 2:160, Council Attorney.

How would you manage a situation in which the Council feels strongly about its position but
you believe that position is not legally supportable? The /ll. Rules of Professional
Conduct, at www.illinoiscourts.gov/supremecourt/rules/art_viii/default_new.asp, require
attorneys to represent the Council in its capacity as the governing body for the District. The
responders should be discussing these rules, specifically Rule 1.7 (Conflict of Interest:
Current Clients) and Rule 1.13 (Organization as Client), among others, in their answers to
this question. See also, PRESS policy 2:160, Council Attormey.

How would you manage a situation in which the Council’s interest may be or become
adverse to one or more of its members? See the discussion about the /ll. Professional
Rules of Conductin f/n 2 of policy 2:160, Council Attorney.

How would you manage a situation in which the Council and Superintendent are in
conflict? How about a divided Council? See the discussion about the lll. Professional
Rules of Conductin f/n 2 of policy 2:160, Council Attorney.

If the Council did something that you had advised against, could you still defend the
Council's action? See the discussion about the /ll. Professional Rules of Conductin fin 2
of policy 2:160, Council Attorney.



Will you try to shape Council decisions or do you have a whatever the Council decides
philosophy? See the discussion about the lll. Professional Rules of Conductin f/n 2 of
policy 2:160, Council Attorney.

Do you give clients specific recommendations or do you advise them of the available
options and let the client decide? See the discussion about the Ill. Professional Rules of
Conductinf/n 2 of policy 2:160, Council Attormey.

Do you provide your school Council clients with any updating services gratis?

How do you keep your Council clients apprised of litigation and other legal matters you are
handling for them?

Will you be handling this business personally, i.e., will you delegate to your associates or
partners?

Can anyone else in your firm handle our inquiries when you are unavailable?
How do you keep current on school law?

When do you tell your school clients to contact you regarding a matter with possible legal
repercussions?

Have you represented a school district in a matter involving the rights of disabled
students? ...involving disabled employees? ... involving a student expulsion? ... involving a
teacher dismissal? ... involving an employee's contract or dismissal? ... involving a
building contract or bidding matter? ... Can you tell us about that case?

How do you bill? How are you to be paid? Please explain your rates and/or fees. The
subject of billing should cover whether the attorney or law firm prepares a budget for
representation and its method for billing in detail, including the date and time, what work
was performed, and who worked on the project, along with expenses.

Did you bring a written agreement for legal services, engagement letter, or a retainer
agreement? If yes, please review it for us now. If not, please explain the options for a
written agreement for legal services, engagement letter, or a retainer agreement.

[~ Develop an interview protocol. Interviews may occur in closed session pursuantto 5 ILCS
120/2(c)(1).

1. The Council President will lead the Council as it interviews responders to its RFP. See 105
ILCS 5/10-13 stating that the Council President presides at all meetings and policy 2:110,
Qualifications, Term, and Duties of Council Officers.

2. The Council may also want to consider allowing an equal amount of time for each interview.
3. Discuss the following items with each responder during the interview:

Introduce Council members to the responder

Describe the Council's interview process, selection process, and ask the responder if he
or she has questions about the Council’s process for selecting its attorney

Describe the District's philosophy or mission statement

Describe the Council Attorney position by reviewing the RFP

Begin asking the interview questions (see Develop interviewquestions, above)
Ask the responder whether he or she has any questions for the Council

Thank the responder and inform him or her when the Council expects to make its decision
and how the responder will be contacted regarding the Council's decision

[~ Conduct a reference check and other background investigation(s).

1. The Council President may perform this check or direct the Superintendent to:



e Check the ARDC’s master roll of attorneys as “Authorized to Practice Law” (To do this,
enter the attorney’s name into the ARDC'’s registration and public disciplinary records
database at: www.iardc.org/lawyersearch.asp.)

e Click on the attorney’s name to review whether any disciplinary actions are pending or
resolved; current and prior actions will appear at the bottom of the screen

¢ [f disciplinary actions are listed, ask the attorney or law firm for more information

2. There are other online attorney review services available. These services may be overly
subjective and/or the attorney may have control over the content in these services. Always check
with the ARDC.

3. Call references provided by the responder.
[~ Enter into a written agreement or engagement letter with the selected attorney or law firm.

1. All agreements for legal services should be in writing. At minimum, the agreement should
provide the fee arrangement and the scope of services. Agreements for legal services and
individual billing statements form the Council Attorney are subject to disclosure pursuant to a
Freedom of Information Act request (PAO 14-02).

2. Discuss the fee arrangements with the responder and decide:

e Whether to enter into a fee arrangement and/or a retainer agreement (Note: Attorneys
typically bill by a pre-determined percentage of the hour, e.g., in one-tenth of an hour
increments. Many districts enter into a retainer agreement for legal services or an
engagement letter that requires them to pay the attorney a pre-determined fee every
month. In return, the attorney provides a pre-determined amount of legal services whenever
the district needs him or her. Districts find this useful because (1) they can budget for legal
expenses, (2) legal advice is available up to the pre-determined amount for lower fees,
and (3) this arrangement often provides for an enhanced, long-term relationship with the
attorney.)

e The appropriate scope of services

3. Review the written contract or memorialized relationship (agreement for legal services or
engagement letter) for these provisions:

¢ Fee arrangement

e Scope of services

¢ Which attorneys will be providing legal services

¢ A statement that the Council controls all legal decisions

¢ A statement that the attorney and his or her law firm have no conflicts of interest or, if a
conflict exists, that the Council understands the conflict and waives it

e Council’s right to terminate the services of the attorney and law firm at any time for any
reason

4. Approve the agreement for legal services or engagement letter during an open Council
meeting.

[~ Announce the appointment to District staff and community.

1. The contents of the announcement and length of time it is displayed are at the Council's sole
discretion.

2. The Council may want to consider announcing during an open meeting. See policy 8:10,
Connection with the Community.



3. The Council may want to include the following information in its announcement:

e The Council appointed [attorney’s name or law firm name] as the Council Attorney
e The appointment will begin on [date] for [length of time]

e The Council previously established qualifications for the Council Attorney in a careful and
thoughtful manner, e.g., “[Attorney or lawfirm’s name] meets these qualifications and has
demonstrated the willingness to accept its duties and responsibilities. [Aftorney or law
firm’s name] brings a clear understanding of the demands and expectations of the Council
Attorney position along with a constructive attitude toward the challenge.”

DATED : May 13, 2020

Perandoe Special Ed Dist



2:170 Procurement of Architectural, Engineering, and Land Surveying Services

The Management Council selects architects, engineers, and land surveyors to provide professional
services to the District on the basis of demonstrated competence and qualifications, and in
accordance with State law.

LEGAL REF.:

40 U.S.C. §1101 et seq.

50 ILCS 510/, Local Government Professional Services Selection Act.
105 ILCS 5/10-20.21.

Shively v. Belleville Twp. High Sch. Dist. 201, 329 lIl.App.3d 1156 (5th Dist. 2002), appeal denied.

Adopted: July 12, 2023

Perandoe Special Ed Dist



2:200 Types of Management Council Meetings

General

For all meetings of the Representative Assembly, the Management Council and its committees, the
Executive Director or designee shall satisfy all notice and posting requirements contained herein as
well as in the Open Meetings Act. This shall include mailing meeting notifications to news media that
have officially requested them and to others as approved by the Management Council. Unless
otherwise specified, all meetings are held in the District's main office. Council policy 2:220,
Management Council Meeting Procedure, governs meeting quorum requirements.

The Executive Director is designated on behalf of the Council and each Council committee to receive
the training on compliance with the Open Meetings Act that is required by Section 1.05(a) of that Act.
The Executive Director may identify other employees to receive the training. In addition, each Council
member must complete a course of training on the Open Meetings Act as required by Section 1.05(b)
or (c) of that Act.

Reqgular Meetings

The Management Council announces the time and place for its regular meetings at the beginning of
each fiscal year. The Executive Director shall prepare and make available the calendar of regular
Management Council meetings. The regular meeting calendar may be changed with 10 days' notice in
accordance with State law.

A meeting agenda shall be posted at the District's main office and the Management Council's meeting
room, or other location where the meeting is to be held, at least 48 hours before the meeting.

Closed Meetings

The Management Council and Management Council committees may meet in a closed meeting to
consider the following subjects:

1. The appointment, employment, compensation, discipline, performance, or dismissal of specific
employees, specific individuals who serve as independent contractors in a park, recreational, or
educational setting, or specific volunteers of the public body or legal counsel for the public body,
including hearing testimony on a complaint lodged against an employee, a specific individual
who serves as an independent contractor in a park, recreational, or educational setting, or a
volunteer of the public body or against legal counsel for the public body to determine its validity.

However, a meeting to consider an increase in compensation to a specific employee of a public
body that is subject to the Local Government Wage Increase Transparency Act may not be
closed and shall be open to the public and posted and held in accordance with [the Open
Meetings Act]. 5 ILCS 120/2(c)(1).

2. Collective negotiating matters between the public body and its employees or their
representatives, or deliberations concerning salary schedules for one or more classes of
employees. 5 ILCS 120/2(c)(2).

3. The selection of a person to fill a public office, as defined in the Open Meetings Act, including a
vacancy in a public office, when the public body is given power to appoint under law or
ordinance, or the discipline, performance or removal of the occupant of a public office, when the
public body is given power to remove the occupant under law or ordinance. 5 ILCS 120/2(c)(3).

4. Evidence or testimony presented in open hearing, or in closed hearing where specifically
authorized by law, to a quasi-adjudicative body, as defined in the Open Meetings Act, provided
that the body prepares and makes available for public inspection a written decision setting forth
its determinative reasoning. 5 ILCS 120/2(c)(4).

5. Evidence or testimony presented to the Board regarding denial of admission to school events or
property pursuant to 105 ILCS 5/24-24, provided that the Board prepares and makes available



for public inspection a written decision setting forth its determinative reasoning. 5 ILCS 120/2(c)
4.5).

6. The purchase or lease of real property for the use of the public body, including meetings held for
the purpose of discussing whether a particular parcel should be acquired. 5 ILCS 120/2(c)(5).

7. The setting of a price for sale or lease of property owned by the public body. SILCS 120/2(c)(6).
The sale or purchase of securities, investments, or investment contracts. 5 ILCS 120/2(c)(7).

9. Security procedures, school building safety and security, and the use of personnel and
equipment to respond to an actual, a threatened, or a reasonably potential danger to the safety
of employees, students, staff, the public, or public property. 5ILCS 120/2(c)(8).

10. Student disciplinary cases. 5 ILCS 120/2(c)(9).

11. The placement of individual students in special education programs and other matters relating to
individual students. 5 ILCS 120/2(c)(10).

12. Litigation, when an action against, affecting or on behalf of the particular public body has been
filed and is pending before a court or administrative tribunal, or when the public body finds that
an action is probable or imminent, in which case the basis for the finding shall be recorded and
entered into the minutes of the closed meeting. 5 ILCS 120/2(c)(11).

13. The establishment of reserves or settlement of claims as provided in the Local Governmental
and Governmental Employees Tort Immunity Act, if otherwise the disposition of a claim or
potential claim might be prejudiced, or the review or discussion of claims, loss or risk
management information, records, data, advice or communications from or with respect to any
insurer of the public body or any intergovernmental risk management association or self
insurance pool of which the public body is a member. 5 ILCS 120/2(c)(12).

14. Self-evaluation, practices and procedures, or professional ethics, when meeting with a
representative of a statewide association of which the public body is a member. 5 ILCS 120/2(c)
(16).

15. Discussion of minutes of meetings lawfully closed under the Open Meetings Act, whether for

purposes of approval by the body of the minutes or semi-annual review of the minutes as
mandated by Section 2.06. 5 ILCS 120/2(c)(21).

16. Meetings between internal or external auditors and governmental audit committees, finance
committees, and their equivalents, when the discussion involves internal control weaknesses,
identification of potential fraud risk areas, known or suspected frauds, and fraud interviews
conducted in accordance with generally accepted auditing standards of the United States of
America. 5 ILCS 120/2(c)(29).

o

The Council may hold a closed meeting, or close a portion of a meeting, by a majority vote of a
quorum, taken at an open meeting. The vote of each Management Council member present, and the
reason for the closed meeting, will be publicly disclosed at the time of the meeting and clearly stated in
the motion and the meeting minutes.

A single motion calling for a series of closed meetings may be adopted when such meetings will
involve the same particular matters and are scheduled to be held within 3 months of the vote.

No final Management Council action will be taken at a closed meeting.

Reconvened or Rescheduled Meetings

A meeting may be rescheduled or reconvened. Public notice of a rescheduled or reconvened meeting
shall be given in the same manner as that for a special meeting, except that no public notice is
required when the original meeting is open to the public and: (1) is to be reconvened within 24 hours,
or (2) an announcement of the time and place of the reconvened meeting was made at the original
meeting and there is no change in the agenda.

Special Meetings




Special meetings may be called by the Chair or by any 4 members of the Management Council by
giving notice thereof, in writing, stating the time, place, and purpose of the meeting to remaining
Council members by mail at least 48 hours before the meeting, or by personal service at least 24
hours before the meeting.

Public notice of a special meeting is given by posting a notice at the District's main office at least 48
hours before the meeting and by notifying the news media that have filed a written request for notice. A
meeting agenda shall accompany the notice.

All matters discussed by the Management Council at any special meeting must be related to a subject
on the meeting agenda.

Emergency Meetings

Public notice of emergency meetings shall be given as soon as practical, but in any event, before the
meeting to news media that have filed a written request for notice.

LEGAL REF.:
5ILCS 120/, Open Meetings Act.
105 ILCS 5/10-6 and 5/10-16.

CROSS REF.: 2:210 (Organizational Management Council Meetings), 2:220 (Management Council
Meeting Procedure), 2:230 (Public Participation at Management Council Meetings and Petitions to
the Council), 6:235 (Access to Electronic Networks), 8:30 (Visitors to and Conduct on School

Property)
Adopted: December 13, 2023
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2:210 Organizational Management Council Meeting

At the organizational meeting, the Management Council shall elect its officers who assume office
immediately upon their election, and fix a time and date for its regular meetings.

The Representative Assembly shall meet annually in July to approve Perandoe bylaws and
Constitution and give the Administrative District approval to appoint the members of the Management
Council.

LEGAL REF.:
105 ILCS 5/10-5, 5/10-16, and 5/10-16.5.
10 ILCS 5/2A-1 et seq., Election Code.

CROSS REF.: 2:110 (Qualifications, Term, and Duties of Council Officers), 2:200 (Types of
Management Council Meetings), 2:220 (Management Council Meeting Procedure), (2:230 Public
Participation at Management Council Meetings and Petitions to the Council)

Adopted: January 11, 2023

Perandoe Special Ed Dist



2:220 Management Council Meeting Procedure

Agenda

The Executive Director shall prepare agendas in consultation with the Council Chair.

Each Management Council meeting agenda shall contain the general subject matter of any item that
will be the subject of final action at the meeting. tems submitted by Management Council members to
the Executive Director or the Chair shall be placed on the agenda for an upcoming meeting. District
residents may suggest inclusions for the agenda. The Management Council will take final action only
on items contained in the posted agenda; items not on the agenda may still be discussed.

The Executive Director shall provide a copy of the agenda, with adequate data and background
information, to each Management Council member at least 48 hours before each meeting, except a
meeting held in the event of an emergency. The meeting agenda shall be posted in accordance with
Council policy 2:200, Types of Management Council Meetings.

The Council Chair shall determine the order of business at regular Management Council meetings.
Upon consent of a majority of members present, the order of business at any meeting may be
changed.

Voting Method

Unless otherwise provided by law, when a vote is taken upon any measure before the Management
Council, with a quorum being present, a majority of the votes cast shall determine its outcome. A vote
of "abstain" or "present," or a vote other than "yea" or "nay," or a failure to vote, is counted for the
purposes of determining whether a quorum is present. A vote of "abstain" or "present," or a vote other
than "yea" or "nay," or a failure to vote, however, is not counted in determining whether a measure has
been passed by the Council, unless otherwise stated in law. The sequence for casting votes shall be
rotated.

On all questions involving the expenditure of money and on all questions involving the closing of a
meeting to the public, a roll call vote shall be taken and entered in the Council's minutes.An individual
Council member may request that a roll call vote be taken on any other matter; the Council Chair or
other presiding officer may approve or deny the request but a denial is subject to being overturned by
a majority vote of the members present.

Minutes

The Council Secretary shall keep written minutes of all Management Council meetings (whether open
or closed), which shall be signed by the Chair and the Secretary. The minutes include:

1. The meeting's date, time, and place;
2. Management Council members recorded as either present or absent;

3. A summary of the discussion on all matters proposed, deliberated, or decided, and a record of
any votes taken;

4. On all matters requiring a roll call vote, a record of who voted "yea" and "nay";
5. If the meeting is adjourned to another date, the time and place of the adjourned meeting;

6. The vote of each member present when a vote is taken to hold a closed meeting or portion of a
meeting, and the reason for the closed meeting with a citation to the specific exception
contained in the Open Meetings Act (OMA) authorizing the closed meeting;

7. A record of all motions, the members making the motion and the second; and

8. The type of meeting, including any notices and, if a reconvened meeting, the original meeting's
date.



The minutes shall be submitted to the Management Council for approval or modification at its next
regularly scheduled open meeting. Minutes for open meetings must be approved within 30 days after
the meeting or at the second subsequent regular meeting, whichever is later.

Every six months, or as soon after as is practicable, in an open meeting, the Council: (1) reviews
minutes from all closed meetings that are currently unavailable for public release, and (2) determines
which, if any, no longer require confidential treatment and are available for public inspection. This is
also referred to as a semi-annual review. The Management Council may meet in a prior closed
session to review the minutes from closed meetings that are currently unavailable for public release,
but it reports its determination in open session.

The official minutes are in the custody of the Council Secretary. Open meeting minutes are available
for inspection during regular office hours within 10 days after the Council's approval; they may be
inspected in the District's main office, in the presence of the Secretary, the Executive Director or
designee, or any Management Council member.

Minutes from closed meetings are likewise available, but only if the Management Council has
released them for public inspection, except that Management Council members may access closed
session minutes not yet released for public inspection (1) in the District's administrative offices or their
official storage location, and (2) in the presence of the Council Secretary, the Executive Director or
designated administrator, or any elected Council member. The minutes, whether reviewed by
members of the public or the Management Council, shall not be removed from the District's
administrative offices or their official storage location except by vote of the Management Council or by
court order.

Verbatim Record of Closed Meetings

The Executive Director, or the Council Secretary when the Executive Director is absent, shall audio
record all closed meetings. If neither is present, the Council Chair or presiding officer shall assume
this responsibility. After the closed meeting, the person making the audio recording shall label the
recording with the date and store it in a secure location. The Executive Director shall ensure that: (1)
an audio recording device and all necessary accompanying items are available to the Council for
every closed meeting, and (2) a secure location for storing closed meeting audio recordings is
maintained close to the Council's regular meeting location.

After 18 months have passed since being made, the audio recording of a closed meeting is destroyed
provided the Council approved: (1) its destruction, and (2) minutes of the particular closed meeting.

Individual Council members may access verbatim recordings in the presence of the Recording
Secretary, the Executive Director or designated administrator, or any elected Council member.
Access to the verbatim recordings is available at the District's administrative offices or the verbatim
recording's official storage location. Requests shall be made to the Executive Director or Council
Chair. While a Council member is listening to a verbatim recording, it shall not be re-recorded or
removed from the District's main office or official storage location, except by vote of the Council or by
court order.

Before making such requests, Council members should consider whether such requests are germane
to their responsibilities or service to District. In the interest of encouraging free and open expression
by Council members during closed meetings, the recordings of closed meetings should not be used
by Council members to confirm or dispute the accuracy of recollections.

Quorum and Participation by Audio or Video Means

A quorum of the Council must be physically present at all Council meetings. A majority of the full
membership of the Management Council constitutes a quorum.



Provided a quorum is physically present, a Council member may attend a meeting by video or audio
conference if he or she is prevented from physically attending because of: (1) personal iliness or
disability, (2) employment or District business, (3) a family or other emergency, or (4) unexpected
childcare obligations. If a member wishes to attend a meeting by video or audio means, he or she
must notify the recording secretary or Executive Director at least 24 hours before the meeting unless
advance notice is impractical. The recording secretary or Executive Director will inform the Council
Chair and make appropriate arrangements. A Council member who attends a meeting by audio or
video means, as provided in this policy, may participate in all aspects of the Council meeting including
voting on any item.

No Physical Presence of Quorum and Participation by Audio or Video; Disaster Declaration

The ability of the Council to meet in person with a quorum physically present at its meeting location
may be affected by the Governor or the Director of the lll. Dept. of Public Health issuing a disaster
declaration related to a public health emergency. The Council Chair or, if the office is vacant or the
Chair is absent or unable to perform the office’s duties, the Vice Chair determines that an in-person
meeting or a meeting conducted under the Quorum and Participation by Audio or Video Means
subhead above, is not practical or prudent because of the disaster declaration; if neither the Chair nor
Vice Chair is present or able to perform this determination, the Executive Director shall serve as the
duly authorized designee for purposes of making this determination.

The individual who makes this determination for the Council shall put it in writing, include it on the
Council’s published notice and agenda for the audio or video meeting and in the meeting minutes, and
ensure that the Council meets every OMA requirement for the Council to meet by video or audio
conference without the physical presence of a quorum.

Rules of Order

Unless State law or Council-adopted rules apply, the Council Chair, as the presiding officer, will use
the most recent edition of Robert’s Rules of Order Newly Revised, as a guide when a question arises
concerning procedure.

Broadcasting and Recording Council Meetings

Any person may record or broadcast an open Management Council meeting. Special requests to
facilitate recording or broadcasting an open Council meeting, such as seating, writing surfaces,
lighting, and access to electrical power, should be directed to the Executive Director at least 24 hours
before the meeting.

Recording meetings shall not distract or disturb Council members, other meeting participants, or
members of the public. The Council Chair may designate a location for recording equipment, may
restrict the movements of individuals who are using recording equipment, or may take such other
steps as are deemed necessary to preserve decorum and facilitate the meeting.

LEGAL REF.:
5ILCS 120/2a, 120/2.02, 120/2.05, 120/2.06, and 120/7, Open Meetings Act.
105 ILCS 5/10-6, 5/10-7, 5/10-12, and 5/10-16.

CROSS REF.: 2:150 (Committees), 2:200 (Types of Management Council Meetings), 2:210
(Organizational Management Council Meeting), 2:230 (Public Participation at Management Council
Meetings and Petitions to the Council)

Adopted: December 13, 2023
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2:220-E1 Exhibit - Council Treatment of Closed Meeting Verbatim Recordings

and Minutes

The following procedures govern the verbatim audio recordings and minutes of Management Council
meetings that are closed to the public.

Actor Action

Before any Arranges to have an audio recording device with adequate storage capacity

Council meeting: | and a back-up audio recording device in the Council meeting room during every
Council meeting regardless of whether a closed meeting is scheduled.

Executive

Director or The Council may close a portion of a public meeting without prior notice; it

designee cannot, however, have a closed meeting unless it can record the session.

Before a closed
meeting:

Council Chair or
presiding officer
(#3 and #4 may
be delegated to
the Council
Secretary or
Recording
Secretary)

On the closed meeting date: (1) convenes an open meeting, (2) requests a
motion to adjourn into closed meeting making sure the reason for the meeting is
identified in the motion, (3) takes a roll call vote, (4) ensures that the minutes
record the vote of each member present and the reason for the closed meeting
with a citation to the specific exception contained in the Open Meetings Act
authorizing the closed meeting (5 ILCS 120/2a), and (5) adjourns the open
meeting.

Before a closed
meeting:

Executive
Director or
Council Secretary

Immediately before a closed meeting, tests and activates the audio recording
device.

During a closed
meeting:

Council Chair or
presiding officer

Convenes the closed meeting stating:

Seeing a quorum of the Council of Education gathered today, __ date, at
___o'clock,at____location, for the purpose of holding a closed meeting in
order to confidentially discuss ___, I call the meeting to order. In order to record
who is present, | request that each individual state his or her name and position
with the District.

Limits discussion to the topics that were included in the motion to go into a
closed meeting.

The failure to immediately call a person out-of-order who strays from the
purposes included in the motion may result in an appearance of acquiescence.
This responsibility to call a person out-of-order falls on each Council member in
the event of the Chair's failure.

Once the closed meeting is finished, announces a return to an open meeting or
adjournment, and states the time.

For Verbatim Recordinas:




After a closed
meeting:

Executive
Director, Council
Secretary, or
Council Secretary

Takes possession of the audio recording of the closed meeting and labels it
with identification information, specifically the date and items discussed.

Adds the identification information contained on the audio recording's label to a
cumulative list of closed meeting recordings.

As soon as possible, puts the recording of the closed meeting in the previously
identified secure location for storing recordings of closed meetings.

Upon request of a Council member:

1. Provides access to the verbatim recordings minutes at a reasonable time
and place without disrupting District operations;

2. Supervises the access to the closed session minutes or delegates it to
one of the following individuals in the District:

a. The Council Secretary,
b. The Executive Director or designated administrator, or
c. Any elected Council member; and

3. Logs the access to the recordings in 2:220-E7, Access to Closed
Meeting Minutes and Verbatim Recordings.

For Closed Meeting Minutes:
Prepares written closed meeting minutes that include:

e The date, time, and place of the closed meeting

e The Council members present and absent

e A summary of discussion on all matters proposed or discussed
¢ The time the closed meeting was adjourned

Upon request of a Council member:

1. Provides access to the closed session minutes at a reasonable time and
place without disrupting District operations;

2. Supervises the access to the closed session minutes or delegates it to
one of the following individuals in the District:

a. The Council Secretary,
b. The Executive Director or designated administrator, or
c. Any elected Board member; and

3. Logs the access in 2:220-E7, Access to Closed Meeting Minutes and
Verbatim Recordings.

After a closed
meeting:

Management
Council

Approves the previous closed meeting minutes at the next open meeting.

Every six months, prepares a recommendation concerning the continued need




In preparation for
the semi-annual
review

Executive
Director or
designee

for confidential treatment of all of the Council's closed meéting minutes; includes
this recommendation in the packet for the meeting in which the Council will
conduct its semi-annual review.

This step is in preparation of the Council's meeting to decide whether the need
for confidential treatment of specific closed meeting minutes continues to exist.

If the Council wants to discuss closed meeting minutes in closed session,
places "review of unreleased closed meeting minutes" on a closed meeting
agenda.

Places "result of Council's review of unreleased closed meeting minutes" on a
subsequent open meeting agenda.

In preparation for
the semi-annual
review

Individual
Management
Council members

Before the meetings in which the Council will conduct its semi-annual review,
examines the material supplied by the Executive Director.

Individual Council members should consider: (1) the Executive Director's
recommendation, (2) the recommendation of the attorney representing the
District, (3) other Council members' opinions, (4) the minutes themselves, and/or
(5) whether the minutes would be exempted from public disclosure under the
llinois Freedom of Information Act.

During the semi-
annual review:

Management
Council

During an open meeting, decides whether the need for confidential treatment of
specific closed meeting minutes continues to exist.

The Council may have an earlier meeting in closed session to discuss the
continued need for confidential treatment.

During the semi-annual review, the Council decides in open session whether: (1)
the need for confidentiality still exists as to all or part of closed meeting minutes,
or (2) the minutes or portions thereof no longer require confidential treatment
and are available for public inspection.

After the semi-
annual review

Executive
Director or
designee

Re-labels and re-files closed meeting minutes as appropriate.

Monthly,
beginning July
2005:

Council Chair

Adds "destruction of closed meeting audio recording" as an agenda item to an
upcoming open meeting.

Monthly,
beginning July
2005:

Management
Council

Approves the destruction of particular closed meeting recording(s) that are at
least 18 months old and for which approved minutes of the closed meeting
already exist.




LEGAL REF.:
5ILCS 120/, Open Meetings Act.
DATED : January 12, 2022

Perandoe Special Ed Dist



2:220-E2 Exhibit - Motion to Adjourn to Closed Meeting

Motion to Adjourn to Closed Meeting

Date: Time:

Location:
A motion was made by , and seconded
by , to adjourn to closed meeting to
discuss:

* The appointment, employment, compensation, discipline, performance, or dismissal of

specific employees, specific individuals who serve as independent contractors, or specific volunteers
of the District or legal counsel for the District, including hearing testimony on a complaint lodged
against an employee, a specific individual who serves as an independent contractor, or a volunteer of
the District or against legal counsel for the District to determine its validity. However, a meeting to
consider an increase in compensation to a specific employee of a public body that is subject to the
Local Government Wage Increase Transparency Act may not be closed and shall be open to the
public and posted and held in accordance with this Act. 5 ILCS 120/2(c)(1).

* Collective negotiating matters between the District and its employees or their representatives, or
deliberations concerning salary schedules for one or more classes of employees. 5 ILCS 120/2(c)(2).

* The selection of a person to fill a public office, including a vacancy in a public office, when the District
is given power to appoint under law or ordinance, or the discipline, performance or removal of the
occupant of a public office, when the District is given power to remove the occupant under law or
ordinance. 5 ILCS 120/2(c)(3).

» Evidence or testimony presented in open hearing, or in closed hearing where authorized by law, to a
quasi-adjudicative body, as defined in the Open Meetings Act, provided that the body prepares and
makes available for public inspection a written decision with its determinative reasoning. 5 LCS
120/2(c)(4).

» Evidence or testimony presented to the Board regarding denial of admission to school events or
property pursuant to 105 ILCS 5/24-24, provided that the Board prepares and makes available for
public inspection a written decision setting forth its determinative reasoning. 5 ILCS 120/2(c)(4.5),
added by P.A. 103-311.

* The purchase or lease of real property for the use of the District, including meetings held for the
purpose of discussing whether a particular parcel should be acquired. 5 ILCS 120/2(c)(5).

* The setting of a price for sale or lease of property owned by the District. 5ILCS 120/2(c)(6).
* The sale or purchase of securities, investments, or investment contracts. 5 ILCS 120/2(c)(7).

» Security procedures, school building safety and security, and the use of personnel and equipment to
respond to an actual, a threatened, or a reasonably potential danger to the safety of employees,
students, staff, the public, or public property. 5 ILCS 120/2(c)(8).

* Student disciplinary cases. 5 ILCS 120/2(c)(9).

* The placement of individual students in special education programs and other matters relating to



individual students. 5 ILCS 120/2(c)(10).

» Litigation, when an action against, affecting or on behalf of the particular District has been filed and
is pending before a court or administrative tribunal, or when the District finds that an action is probable
or imminent, in which case the basis for the finding shall be recorded and entered into the closed
meeting minutes. 5 ILCS 120/2(c)(11).

* The establishment of reserves or settlement of claims as provided in the Local Government and
Governmental Employees Tort Immunity Act, if otherwise the disposition of a claim or potential claim
might be prejudiced, or the review or discussion of claims, loss or risk management information,
records, data, advice or communications from or with respect to any insurer of the District or any
intergovernmental risk management association or self insurance pool of which the Districtis a
member. 5 ILCS 120/2(c)(12).

* Self-evaluation, practices and procedures or professional ethics, when meeting with a representative
of a statewide association of which the Districtis a member. 5 ILCS 120/2(c)(16).

* Discussion of minutes of meetings lawfully closed, whether for purposes of approval by the body of
the minutes or semi-annual review of the minutes as mandated by Section 2.06. 5 ILCS 120/2(c)(21).

* Meetings between internal or external auditors and governmental audit committees, finance
committees, and their equivalents, when the discussion involves internal control weaknesses,
identification of potential fraud risk areas, known or suspected frauds, and fraud interviews conducted
in accordance with generally accepted auditing standards of the United States of America. 5 ILCS
120/2(c)(29).

Closed Meeting Roll Call:

"YeaS" n Naysll

Motion: [~ Carried|” Failed

DATED : December 13, 2023

Perandoe Special Ed Dist



2:220-E3 Exhibit - Closed Meeting Minutes

Closed Meeting Minutes

Items in bold are required by 5 ILCS 120/2.06(a)(1)-(3). Non-bolded items align with best practices.

Date: Time:

Location:

Name of person(s) taking and recording the minutes:

Name of person presiding:

Members in attendance:

1.

5 Members absent:
3. 1.

4. 2.

5. 3.

6.

7.

Summary of the discussion on all matters (as specified in the vote to close the meeting):

Basis for the finding that litigation is probable or imminent, if applicable (5 ILCS 120/2(c)
(11)):

Time of adjournment or return to open meeting:

The Council, during its semi-annual reviewof closed session minutes, has decided these
minutes no longer need confidential treatment. Semi-annual means every six months, or as soon
after as is practicable, taking into account the nature and meeting schedule of the board. 5 ILCS
120/2.06(d), amended by P.A. 102-653.

I~ These minutes are available for public inspection as
of:

(Date)

DATED : January 12, 2022

Perandoe Special Ed Dist



2:220-E4 Exhibit - Open Meeting Minutes

Meeting Minutes Protocol

1.

Meeting minutes are the permanent record of the proceedings during a Council meeting. All
Council action must be recorded in the minutes; thus, the minutes focus on Council action.

The minutes only include information provided at the meeting. Information may not be corrected
or updated in the minutes unless it was discussed at the meeting.

Minutes include a summary of the Council's discussion on an agenda topic; the minutes do not
state what is said verbatim. The minutes do not repeat the same point made by different
individuals. If appropriate, the minutes include a brief background and an explanation of the
circumstances surrounding an issue discussed. The minutes do not include the names of
members making specific points during discussion. Requests from individual Council members
to include their vote or an opinion are handled according to Council policy 2:220, Council
Meeting Procedure.

The minutes include the topic of reports that are made to the Council including reports from the

Executive Director or a Council committee. Written reports are filed with the minutes but do not
become part of the minutes.

. The minutes note when a member is not present for the entire meeting due to late arrival and/or

early departure.

Although items may be considered by the Council in a different order than appeared on the
agenda, items in the minutes are generally recorded in the same order as they appeared on the
agenda. When a meeting is reconvened on a different date, the minutes must describe what
happened on each meeting date.

7. The minutes should be recorded in an objective but positive/constructive tone. Answers and
explanations, rather than questions, are recorded. Writing style, including choice of words and
sentence structure, is at the discretion of the individual recording the minutes.

8. The minutes include individuals' names who speak during the meeting's public participation
segment as well as the topics they address. All written documents presented at a Council
meeting are filed with the minutes but do not become part of the minutes.

9. The following template generally governs meeting minutes..

Open Meeting Minutes
Date: Time:
Location:

Type of meeting: [T Regular [~ Special [~ Reconvened or rescheduled [~ Emergency

Name of person taking the minutes:

Name of person presiding:




Members in attendance:

1.

5 Members absent:
3. 1.

4, 2.

5. 3.

6.

7.

Approval of Agenda

List any items removed from the consent agenda:

Motion made by:

Motion:[~ To approve

[~ To add items as follows: (No action may be taken on newagenda items.)

Motion seconded by:

Action:[~ Passed[” Failed

Approval of Previous Meeting Minutes (Needed only if this item is not on the consent agenda.)

Minutes from the Council meeting held on:

Motion made by:

Motion:[~ To approve




[~ To approve subject to incorporation of the following amendment(s):

Motion seconded by:

Action:[” Passed[” Failed

Public Comments (Reproduce this section for each individual making a comment.)

The following individual appeared and commented on the topic noted below: (Include the title of any
documents presented to the Council.)

Name:

Topic:

Remaining Agenda ltems (Reproduce this section for each agenda item.)

Agenda item:

Summary of discussion:

Motion made by:

Motion to:

Motion seconded by:

Action:[” Passed[ Failed

(If a roll call vote occurred, record the vote of individual Council members.)

"YeaS“ “NayS"




If Applicable, Approval of Motion to Adjourn to Closed Meeting (Insert 2:220-E2, Motion to
Adjoumn to Closed Meeting.)

Approval of Motion to Adjourn

Motion to adjourn made by:

Motion seconded by:

Action:[” Passed[” Failed

Time of adjournment:

Post-Meeting Action

Date minutes approved:

Date minutes were available for public inspection:

Date minutes were posted on District website:

DATED : August 11, 2021

Perandoe Special Ed Dist



2:220-E5 Exhibit - Semi-Annual Review of Closed Meeting Minutes

Loaging and Review Process

Step 1. The Council Secretary or Recording Secretary maintains a log of the closed meeting minutes
that are unavailable for public inspection. The meeting minutes are logged according to the reason the
Council held the closed meeting. 2:220-E6, Log of Closed Meeting Minutes.

Step 2. The Council meets in closed session to review the log of unreleased closed meeting minutes.
The Council or Recording Secretary brings a copy of all unreleased closed meeting minutes and, if
requested, allows Council members to review the actual minutes. The Council identifies which closed
meeting minutes or portions thereof no longer need confidential treatment. Use Report Following the
Council’'s Semi-Annual Reviewof Closed Meeting Minutes, below.

Step 3. At least semi-annually (every six months, or as soon after as is practicable, taking into account
the nature and meeting schedule of the Council), in an open meeting, the Council takes action to
release for public inspection those minutes, or portions thereof, no longer needing confidential
treatment. Use Action to Accept, below. Closed meeting minutes will not be released for public
inspection if confidential treatment is needed to protect the public interest or the privacy of an
individual, including: (1) student disciplinary cases or other matters relating to an individual student,
and (2) personnel files and employees' and Council members' personal information. 5 ILCS
120/2.06(d), amended by P.A. 102-653.

Step 4. The Board or Recording Secretary: (1) updates the log of unreleased closed meeting minutes
to remove any minutes that the Board made available for public inspection; (2) makes a notation on
any applicable closed meeting minutes of the Board's action to release it or a portion of it for public
inspection; (3) continues to log new closed meeting minutes that the Board has not released for public
inspection (2:220-E6, Log of Closed Meeting Minutes), and (4) maintains logs for access to closed
session minutes pursuantto 5 ILCS 120/2.06(e).

Report Following the Council's Semi-Annual Review of Closed Meeting Minutes

The Council met on in closed session to conduct its semi-annual review of
closed meeting minutes that have not been released for public inspection.

The closed meeting minutes, or portions thereof, from the following dates no longer require
confidential treatment: (insert closed meeting dates)

The need for confidentiality still exists as to all remaining closed meeting minutes to protect an
individual's privacy or the District's interests.

Action to Accept the Council's Semi-Annual Review of Closed Meeting Minutes

Open meeting date:

Motion to approve the Council's semi-annual review of unreleased closed meeting minutes and to
release for public inspection those minutes, or portions thereof, that the Council identified as no
longer needing confidential treatment made by:




Motion seconded by:

Action:[” Passed[” Failed

DATED : January 12, 2022

Perandoe Special Ed Dist



2:220-E6 Exhibit - Log of Closed Meeting Minutes

The purpose of this log is to facilitate the Council's semi-annual review of closed meeting minutes.
Semi-annual means every six months, or as soon after as is practicable, taking into account the
nature and meeting schedule of the Council. 5 ILCS 120/2.06(d), amended by P.A. 102-653. See

2:220-E5, Semi-Annual Reviewof Closed Meeting Minutes.

The Council Secretary or Recording Secretary shall maintain a list of closed meeting minutes,
arranged according to the reason for the closed meeting, that have not been released for public

inspection.

Closed Session Held to Discuss:

Dates of
Closed
Sessions

Specific employee(s), specific independent contractors, specific volunteers, or District
legal counsel; however, a meeting to consider an increase in compensation to a
specific employee of a public body that is subject to the Local Government Wage
Increase Transparency Act may not be closed and shall be open to the public and
posted and held in accordance with [the Open Meetings Act]. 5 ILCS 120/2(c)(1).

Collective negotiating matters or deliberations concerning salary schedules for one or
more classes of employees. 5 ILCS 120/2(c)(2).

Selection of a person to fill a vacancy on the Council. 5 ILCS 120/2(c)(3).

Evidence or testimony presented in a hearing where authorized by law. 5 ILCS 120/2(c)

(4).

Evidence or testimony presented to the Board regarding denial of admission to school
events or property pursuant to 105 ILCS 5/24-24, provided that the Board prepares and
makes available for public inspection a written decision setting forth its determinative
reasoning. 5 ILCS 120/2(c)(4.5), added by P.A. 103-311.

Purchase or lease of real property. 5 ILCS 120/2(c)(5).

Setting of a price for sale or lease of District property. 5ILCS 120/2(c)(6).

Sale or purchase of securities, investments, or investment contracts. 5 ILCS 120/2(c)(7).

Security procedures and the use of personnel and equipment to respond to an actual, a
threatened, or a reasonably potential danger. 5 ILCS 120/2(c)(8).

Student disciplinary cases. 5 ILCS 120/2(c)(9). Minutes of meetings held for this
reason shall never be released to protect the individual student's privacy.

Any matter involving an individual student. 5 ILCS 120/2(c)(10). Minutes of meetings
held for this reason shall never be released to protect the individual student's privacy.

Litigation, when an action against, affecting, or on behalf of the District has been filed
and is pending before a court or administrative tribunal, or when the Council finds that
an action is probable or imminent. 5 ILCS 120/2(c)(11).




Establishment of reserves or settlement of claims as provided in the Local Government
and Governmental Employees Tort Immunity Act or discussion of claims, loss or risk
management information, records, data, advice or communications from or with respect
to any insurer of the District or any intergovernmental risk management association or
self insurance pool. 5 ILCS 120/2(c)(12).

Self-evaluation, practices and procedures or professional ethics, when meeting with an
IASB representative. 5 ILCS 120/2(c)(16).

Minutes of meetings lawfully closed, whether for purposes of approval or semi-annual
review. 5 ILCS 120/2(c)(21).

Meetings between internal or external auditors and governmental audit committees,
finance committees, and their equivalents, when the discussion involves internal control
weaknesses, identification of potential fraud risk areas, known or suspected frauds, and
fraud interviews conducted in accordance with generally accepted auditing standards of
the United States of America. 5 ILCS 120/2(c)(29).

DATED : December 13, 2023

Perandoe Special Ed Dist



2:220-E7 Exhibit - Access to Closed Meeting Minutes and Verbatim Recordings

The Board must allow its duly elected officials or appointed officials filling a vacancy of an elected
office access to closed session minutes and verbatim recordings. 5 ILCS 120/2.06(e). The following
subheads implement the logistics of granting this access.

Access to Closed Meeting Minutes

Duplicate this section for each grant of access to closed meeting minutes.

Date: Time: Storage Location:

Name of person(s) responsible for storing the closed meeting minutes:

I~ Access granted

Date access occurred: Start time:

Requesting Board member's name (Please print)

In the presence of: (Check appropriate box and insert name on line.)
[~ Council Secretary

[~ Executive Director or designated administrator

[~ Elected Council member

For requesting Board member: (Read the following and sign below,)

While the Open Meetings Act does not provide a cause of action against me or the Board for
disclosing closed session discussions (Swanson v. Bd. of Police Commissioners, 197 ll.App.3d 592
(2nd Dist. 1990)), | acknowledge and understand that any disclosures by me of information in the
closed session minutes not yet released to the public could subject me to a possible civil action
alleging that | created harm to another, i.e., an intentional tort(s).

Requesting Board Member Signature Date

Verbatim Recording Access

Duplicate this section for each grant of access to verbatim recordings.

Date: | | Time: | Storaae Location:



Name of person(s) responsible for storing the verbatim recording:

[~ Access granted

Date access occurred: Start time: End time:

Requesting Board member's name (Please print)

In the presence of: (Check appropriate box and insert name on line.)
[~ Council Secretary

[~ Executive Director or designated administrator

[~ Elected Council member

[~ Access denied [~ Access unavailable. Verbatim recording requested is older than 18 months
and was destroyed pursuantto 5 ILCS 120/2.06(c).

For requesting Board member: (Read the following and sign below,)

While the Open Meetings Act does not provide a cause of action against me or the Board for
disclosing closed session discussions (Swanson v. Bd. of Police Commissioners, 197 . App.3d 592
(2nd Dist. 1990)), l acknowledge and understand that any disclosures by me of information in the
closed session verbatim recordings could subject me to a possible civil action alleging that | created
harm to another, i.e., an intentional tort(s).

Requesting Board Member Signature Date

DATED : August 11, 2021

Perandoe Special Ed Dist



2:220-E8 Exhibit - Management Council Records Maintenance Requirements and
FAQs

Open Meetings Act

The Open Meetings Act (OMA) requires public bodies to “keep written minutes of all their meetings,
whether open or closed, and a verbatim record of all their closed meetings in the form of an audio or
video recording.” 5 ILCS 120/2.06(a). Minutes must include, but are not limited to: (1) the date, time,
and place of the meeting; (2) the members of the public body recorded as either present or absent
and whether the members were physically present or present by means of video or audio conference;
and (3) a summary of discussion on all matters proposed, deliberated, or decided, and record of any
votes taken. Id.

The remainder of Section 2.06 addresses the approval of open meeting minutes, the treatment of
verbatim recordings of closed meetings, the semi-annual review of closed meeting minutes, the
confidential nature of closed meeting minutes, and the right of persons to address public officials
under rules established and recorded by the public body. The requirements of Section 2.06, as well as
OMA requirements pertaining to Management Council agendas, are included in policy 2:220,
Management Council Meeting Procedure.

Exhibit 2:220-E3, Closed Meeting Minutes, provides a sample template for keeping closed meeting
minutes that incorporates the requirements of Section 2.06 of OMA. It also includes an area to
designate if the Management Council has determined, pursuant to Section 2.06(d), that the closed
meeting minutes no longer need confidential treatment.

Exhibit 2:220-E4, Open Meeting Minutes, contains a protocol for open meeting minutes that
incorporates the requirements of Section 2.06 of OMA. It also provides a sample template for keeping
open meeting minutes.

Exhibit 2:220-E5, Semi-Annual Reviewof Closed Meeting Minutes, contains a process for
implementing the semi-annual review of closed meeting minutes, and exhibit 2:220-E6, Log of Closed
Meeting Minutes, is designed to facilitate this semi-annual review

(every six months, or as soon after as is practicable, taking into account the nature and meeting
schedule of the Management Council). 5 ILCS 120/2.06(d), amended by P.A. 102-653.

Exhibit 2:220-E9, Requirements for No Physical Presence of Quorum and Participation by Audio or
Video During Disaster Declaration, contains a process for compliance with 105 ILCS 120/7(e),
added by P.A. 101-640, when a Management Council is meeting without a physical quorum present at
the meeting location during a disaster declaration related to public health concerns.

Local Records Act

The Local Records Act (LRA) provides that public records, including “any book, paper, map,
photograph, digitized electronic material, or other official documentary material, regardless of physical
form or characteristics, made, produced, executed or received by any agency or officer pursuant to
law or in connections with the transaction of public business and preserved or appropriate for
preservation by such agency or officer” must be preserved unless the State Local Records
Commission has given permission to destroy those records. 50 ILCS 205/3 and 7. Management
Council records, including agendas, meeting packets and meeting minutes, fall into this definition.

Public bodies located in Cook County must work with the Local Records Commission of Cook County
to determine how long they must retain public records. Public bodies located outside of Cook County
must work with the Downstate Local Records Commission to determine how long they must retain
public records.



Policy 2:250, Access to District Public Records, contains a subhead entitled Preserving Public

Records which provides as follows:

Public records, including email messages, shall be preserved and cataloged if: (1) they are
evidence of the District’s organization, function, policies, procedures, or activities, (2) they contain
informational data appropriate for preservation, (3) their retention is required by State or federal
law, or (4) they are subject to a retention request by the Management Council Attorney (e.g., a
litigation hold), District auditor, or other individual authorized by the School Management Council or
State or federal law to make such a request. Unless its retention is required as described in items
numbered 3 or 4 above, a public record, as defined by the lllinois Local Records Act, may be
destroyed when authorized by the Local Records Commission.

See the sample policy, 2:220, Management Council Meeting Procedure, for all relevant footnotes.
Also see administrative procedure 2:250-AP2, Protocols for Record Preservation and Development
of Retention Schedules, for recommendations regarding school district records retention protocols
and links to web-based record management resources.

Open Meeting Minutes

ithe next subsequent

meeting, whicheveris ~ [Unlike the closed

later. meeting requirement,
OMA does not contain
A public body shall semi-annual review

requirements for open
meeting minutes.

approve the minutes of its
open meeting within 30
days after that meeting or
at the public body's
second subsequent
regular meeting,
whichever is later. 5 ILCS
120/2.06(b).

Are we required to [Must they be semi- |[May we release them to Mav we destrov them?
approve them? annually reviewed? [the public? y y '
Yes, within 30 days or at |No. Yes, must within 10 days |No.

after minutes are
approved.

The minutes of meetings
open to the public shall
be available for public
inspection within 10 days

There is no OMA
provision permitting the
destruction of open
meeting minutes, and
they must be
preserved unless the
State Local Records

after the approval of
such minutes by the
public body. Beginning
July 1, 2006, at the time
it complies with other
requirements of this
subsection, a public
body that has a website
that the full-time staff of
the public body
maintains shall post the
minutes of a reqular
meeting of its goverming
body open to the public
on the public body's
website within 10 days
after the approval of the
minutes by the public
body. Beginning July 1,
2006, any minutes of
meetings open to the
public posted on the
public body's website
shall remain posted on

Commission has given
permission to destroy
them.

If a public body would
like to destroy open
meeting minutes, then it
must comply with the
LRA and work with its
Local Records
Commission. Itis highly
unlikely, however, that the
Local Records
Commission would
approve of their
destruction.




the website for at least 60
days after their initial
posting. 5 ILCS

120/2.06(b).

Open Meeting Verbatim Recordings

Are we required to

[Must they be semi-

May we release them to

May we destroy them?

public bodies to approve
verbatim recordings of
open meetings.

meeting requirement,
OMA does not require
public bodies to keep
verbatim recordings of

{the public body is
meeting without the
physical presence of a
quorum during a
disaster declaration
related to public health
concerns. 5 ILCS
120/7(e). OMA does
not contain semi-
annual review
requirements for open
meeting verbatim
recordings.

open meetings, unless

meeting requirement,
OMA does not require
public bodies to keep
verbatim recordings of
open meetings, unless
{the public body is
meeting without the
physical presence of a
quorum during a disaster
declaration related to

approve them? annually reviewed? [the public?

No. No. Yes. Open meeting verbatim
recordings made of

OMA does notrequire  |Unlike the closed |Unlike the closed meetings held without the

physical presence of a
quorum of a public body
during a disaster
declaration related to
public health concerns
may be destroyed after
18 months if
prerequisites are met.
(See Closed Meeting
Verbatim Recordings

public health concerns. 5
ILCS 120/7(e). If a public
body makes verbatim
recordings of open
meetings, then such
recordings are subject to
public disclosure
pursuant to the Freedom
of Information Act. 5 ILCS
140/.

subhead, below).

[PJublic bodies holding
open meetings under
this subsection (e) must
also keep a verbatim
record of all their
meetings in the form of
an audio or video
recording. Verbatim
records made under this
paragraph (9) shall be
made available to the
public under, and are
othervise subject to, the
provisions of Section
2.06.5ILCS 120/7(e)(9).

In all other cases, if a
public body would like to
destroy open meeting
verbatim recordings,
then it must comply with
the LRA and work with its
Local Records
Commission.

Closed Meeting Minutes

Are we required to
approve them?

Must they be semi-
annually reviewed?

May we release them to
the public?

May we destroy them?

Voc

IVDQ

Vac if nraramiicitac ara  INlA




1CO.

OMA does not directly
state public bodies are
required to approve
closed meeting minutes,
nor does it set a time
Iframe for such approval.
However, OMA Section
2.06(d) requires public
bodies to meet at least
semi-annually to “review
minutes of all closed
meetings.” 5 ILCS
120/2.06(d).

IMoreover, OMA Section
2.06(c) specifically allows
{the destruction of closed
meeting verbatim
recordings only if certain
conditions are met, one of
which is that “the public
body approves minutes of
fthe closed meeting that
meet the written minutes
requirements of
subsection (a) of this
Section.” 5 ILCS
120/2.06(c)(2). Both of
ithese tasks would be
difficult to achieve if
closed meeting minutes
were not first approved.

One practice is to
approve closed meeting
minutes within the same
ftime frame that open
meeting minutes are
approved — within 30 days
of the meeting or at the
next subsequent meeting,
whichever is later.

1CO.

Each public body
shall periodically
meet to reviewall
existing minutes of all
prior closed meetings
(this includes records
from all time that the
Management Council
has been in
existence). Meetings
to reviewminutes
shall occur every 6
months, or as soon
thereafter as is
practicable, taking
into account the
nature and meeting
schedule of the public
body. At such
meetings a

made, and reported in
an open session that
(1) the need for
confidentiality still
exists as to all or part

that the minutes or
portions thereof no
longer require
confidential treatment
and are available for
public inspection. 5
ILCS 120/2.06(d),
amended by P.A. 102-
653.

determination shall be

of those minutes or (2)

1CO, Il MITITYUIOILCO AT

met.

Minutes of meetings
closed to the public shall
be available only after
the public body
determines that it is no
longer necessary to
protect the public interes
or the privacy of an
individual by keeping
them confidential. 5
ILCS 120/2.06(f).

1INV,

There is no OMA
provision permitting the
destruction of closed
meeting minutes, and
they must be
preserved unless the
State Local Records
Commission has given
permission to destroy
them.

In addition:

No minutes of meetings
closed to the public
shall be removed from
the public body’s main
office or official storage
location, except by vote
of the public body or by
court order. 5 ILCS
120/2.06(f).

If a public body would
like to destroy closed
meeting minutes, then it
must comply with the
LRA and work with its
Local Records
Commission. Itis highly
unlikely, however, that the
Local Records
Commission would
approve of their
destruction.

Closed Meeting Verbatim Recordings

Are we required to

[Must they be semi-

May we release them to

May we destroy them?

approval of closed
meeting verbatim
recordings.

semi-annual review of
closed meeting
verbatim recordings.

has made a
determination that the
verbatim recording no

approve them? annually reviewed? [the public?

No. No. [Possibly but unlikely. Yes, after 18 months if
prerequisites are met.

OMA does not require OMA does not require |Unless the public body

The verbatim record
may be destroyed
without notification to or




longer requires
confidential treatment or
otherwise consents to
disclosure, the verbatim
record of a meeting
closed to the public shall
not be open for public
inspection or subject to
discovery in any
administrative or judicial
proceeding other than
one brought to enforce
this Act. 5 ILCS
120/2.06(e).

|But see Kodish v.
Oakbrook Terrace Fire
Protection Dist. (235
F.R.D.447 (N.D. IlI.
2006), where a federal
district court ordered that
closed meeting verbatim
recordings be disclosed
fto the Plaintiff in
discovery because his
primary claim was
brought under federal
law.

the approval of a
records commission or
the State Archivist under
the Local Records Act or
the State Records Act
no less than 18 months
after the completion of
the meeting recorded
but only after: 1.) the
public body approves
the destruction of a
particular recording; and
2.) the public body
approves minutes of the
closed meeting that
meet the witten minutes
requirements of
subsection (a) of this
Section. 5 ILCS
120/2.06(c).

In addition:

No verbatim recordings
shall be recorded or
removed from the public
body’s main office or
official storage location,
except by vote of the
public body or by court
order. 5 ILCS
120/2.06(e).

DATED : March 9, 2022
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2:220-E9 Exhibit - Requirements for No Physical Presence of Quorum and
Participation by Audio or Video During Disaster Declaration

Use this exhibit to document the Board's and/or its committee(s)’s (5 ILCS 120/1.02) processes to
comply with the requirements of the Open Meetings Act (OMA) when a board and/or its
committee(s) must meet during a disaster declaration related to a public health emergency/concem
and the meeting will have no physical presence of a quorum and participation by audio or video.

Note: If a Board committee uses this exhibit, replace Board President, Vice President, and Supt.
with the appropriate committee leaders.

Consult the Board Attorney for guidance.

Documentation of OMA Requirements for Board Members to Participate in a Meeting with No
Physical Presence of Quorum

[~ The Governor or the Director of the lll. Dept. of Public Health has issued a disaster declaration
related to a public health emergency because of a disaster as defined in 20 ILCS 3305/4, and all or
part of the jurisdiction of the Board is covered by the disaster area. 5 ILCS 120/7(e)(1), amended by
P.A. 101-640. Note: OMA uses “public health concerns,” but the ll. Emergency Management Act
(IEMA) uses “public health emergency;” this exhibit matches the IEMA term because it governs
disaster declarations.

Insert Disaster Declaration or Executive Order number | | or attach to this document.

[~ The Council Chair or, if the office is vacant or the Council Chair is absent or unable to perform the
office’s duties, the Vice Chair, or if neither the President nor Vice President are present or able to
perform this determination, the Superintendent (5 ILCS 120/7(e)(2), amended by P.A. 101-640, and
140/2(e)) signs below that the following three Steps were executed by:

Step 1. Determining whether the meeting is a bona fide emergency (5 ILCS 120/7(e)(7), amended by
P.A. 101-640) (check Yes or No, below):

[ Yes; itis an emergency meeting, and I:

A. Notified the Board members and the public, including any news medium which has filed an
annual request for notice of meetings as soon as practicable, but in any event prior to the holding
of such meeting pursuantto 5 ILCS 120/2.02(a) and 120/7(e)(7)(A), amended by P.A. 101-640;

Stated the nature of the emergency at the beginning of the meeting; and

o

C. Provided the Executive Director or Board Secretary the resources necessary during the meeting
to keep a verbatim record of the meeting, for both open and closed, and managed it the
same way that the Board complies with the verbatim recording requirements for closed
meetings (see exhibit 2:220-E1, Board Treatment of Closed Meeting Verbatim Recordings
and Minutes). Note: In this situation, a verbatim recording is not limited to closed meetings only.

D. Move to Step 2, below.
I~ No; itis a regular or special meeting, and I:

A. Ensured that the Board provided 48 hours’ notice of the meeting to all Board members, to any
news medium on file in the District that have requested notice of meetings pursuantto 5 ILCS
120/2.02(a), and to members of the public by posting it on the District's website. 5 ILCS
120/7(e)(7), amended by P.A. 101-640. Note: 5 ILCS 120/7(e), amended by P.A. 101-640
does not have the “if any” exception for school boards that do not have websites. Consult the
board attorney regarding alternate ways to communicate notice of a meeting when the district



does not have a website and a Disaster Declaration or Executive Order has been issued.

Insert meeting date and time, and a link to the meeting notice or attach a copy of the notice to this
document.

B. Moves to Step 2, below.

Step 2. Determining whether it is practical, prudent, or feasible for any in-person attendance at the
regular meeting location (5 ILCS 120/7(e)(2), amended by P.A. 101-640). (check Yes or No, below):

[~ Yes; in-person attendance is practical, prudent, or feasible, and I:

A. Ensured that at least one Board member, the Board Attorney, or the Executive Director was
physically present at the regular meeting location (5 ILCS 120/7(e)(5), amended by P.A. 101-
640), and

B. Verified that members of the public who were present could hear all discussion and testimony
and all votes of the members of the Board. 5 ILCS 120/7(e)(4), amended by P.A. 101-640.

C. Move to Step 3, below.
[~ No; in-person attendance is not practical, prudent, or feasible, and I:

A. Made a written determination referring to the specific Executive Order or Disaster Declaration
citing the public health concern/emergency that applies to the Board and the meeting. 5 ILCS
120/7(e)(1) and (2), amended by P.A. 101-640.

B. Included the written determination made in letter A., above, on the Board’s published notice and
agenda for the alternative arrangements for the meeting. 5 ILCS 120/7(e)(7)(A)-(B), amended by
P.A. 101-640.

C. Offered the alternative arrangements to the public by offering a telephone number or a web-
based link. 5 ILCS 120/7(e)(4), amended by P.A. 101-640.

Insert a link to the meeting notice or attach a copy of the notice or refer to above if already attached
to this document (see above).

Include this written determination on the Board/committee’s published notice and agenda for the
audio or video meeting, and in the meeting minutes.

D. Move to Step 3, below.
Step 3. During the meeting, I:

[~ Directed the Recording Secretary to, in addition to the requirements for open meetings under
OMA, also keep verbatim record of the open meeting by recording it and making it open and available
to the public under all provisions of OMA. 5 ILCS 120/7(e)(9), amended by P.A. 101-640. Sample text
follows belowin the subhead belowReport to the Public Following the Board’s Meeting with No
Physical Presence of Quorum.

[~ Read my written determination referring to the specific Executive Order or Disaster Declaration
citing the public health concern/emergency that applies to the Board and the meeting and directed the
Recording Secretary to include it in the meeting minutes.

[~ Ensured that any interested member of the public has access to contemporaneously hear all
discussion, testimony, and roll call votes. 5 ILCS 120/7(e)(4), amended by P.A. 101-640.

[~ Requested the Recording Secretary to enter into the appropriate minutes of the Board that each



Board member participating in the meeting, wherever their physical locations, announced:

1. Themselves present (5 ILCS 120/7(e)(3), amended by P.A. 101-640), and
2. A verification that they could hear one another and all discussion and testimony. Id.

See 2:220-E3, Closed Meeting Minutes and/or 2:220-E4, Open Meeting Minutes.

Aftach to this document copies or information about where these minutes may be found.

[~ Announced and considered each Board member participating in the meeting present at the
meeting for purposes of determining a quorum and participating in all proceedings (5 ILCS 120/7(e)
(8), amended by P.A. 101-640) and directed the Recording Secretary to reflect it in the minutes (best
practice for transparency).

[~ Conducted all votes by roll call, so each Board member’s vote on each issue could be identified
and recorded (5 ILCS 120/7(e)(6), amended by P.A. 101-640), and ensured that the Recording
Secretary entered all votes as Roll Call Votes (Use exhibit 2:220-E4, Open Meeting Minutes but
ensure all votes are recorded as roll call votes pursuant to the example below):

“Yeas” “Nays”

Motion:[” Carried [~ Failed

[~ Executed or directed execution of the subhead below Report to the Public Following the
Board’s Meeting with No Physical Presence of Quorum.

Report to the Public Following the Board’s Meeting with No Physical Presence of Quorum

The text belowmay be used for the actual report.
The School Board met on [insert date] with no physical presence of quorum to conduct its business.

The verbatim [circle one] audio | video recording of this meeting is available to the public under all
provisions of OMA and will be destroyed pursuantto 5 ILCS 120/2.06(c)(no less than 18 months after
the completion of the meeting recorded but only after: (1) the Board approves the destruction of the
particular recording; and (2) the Board approves minutes of the meeting that meet the written minutes
requirements of OMA). 5 ILCS 120/7(e)(9), amended by P.A. 101-640.

Insert links to the verbatim recording of meeting here or attach to this document.

Note: Consult the board attorney for guidance on the destruction of a verbatim recording of an open
meeting without the physical presence of a quorum. While 5 ILCS 120/2.06(c) refers to the process for
destroying closed session verbatim recordings, 5 ILCS 120/7(e)(9), amended by P.A. 101-640,
applies that process for destroying closed session verbatim recordings to the destruction of the
verbatim open session recordings that are required when a board determines itis necessary for it to
meet without the physical presence of a quorum due to a public health emergency.

Completed By:

Title:

DATED : August 12, 2020
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2:230 Public Participation at Management Council Meetings and Petitions to the
Council

During each regular and special open meeting of the Council, any person may comment to or ask
questions of the Council (public participation), subject to the reasonable constraints established and
recorded in this policy’s guidelines below. The Council listens to comments or questions during public
participation; responses to comments to or questions of the Council are most often managed through

policy 3:30, Chain of Command.

To preserve sufficient time for the Council to conduct its business, any person appearing before the
Council is expected to follow these guidelines:

1. Address the Council only at the appropriate time as indicated on the agenda and when
recognized by the Council Chair. This includes following the directives of the Council Chair to
maintain order and decorum for all.

2. Use a sign-in sheet, if requested.

3. Identify oneself and be brief. Ordinarily, the time for any one person to address the Board during
public participation shall be limited to five minutes. In unusual circumstances, and when an
individual has made a request to speak for a longer period of time, the Council Chair may allow
a person to speak for more than five minutes. If multiple individuals wish to address the Council
on the same subject, the group is encouraged to appoint a spokesperson.

4. Observe, when necessary and appropriate, the Council Chair’s authority to:
a. Shorten the time for each person to address the Council during public participation to
conserve time and give the maximum number of people an opportunity to speak; and/or

b. Determine procedural matters regarding public participation not otherwise covered in
Council policy.
5. Conduct oneself with respect and civility toward others and otherwise abide by Council policy
8:30, Visitors to and Conduct on School Property.

Petitions or written correspondence to the Council shall be presented to the Management Council at
the next regularly scheduled Council meeting.

LEGAL REF.:
105 ILCS 5/10-6 and 5/10-16.
5ILCS 120/2.06, Open Meetings Act.

CROSS REF.: 2:220 (Management Council Meeting Procedure), 8:30 (Visitors to and Conduct on
School Property)

Adopted: July 13, 2022
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2:240 Policy Development

The Management Council governs using written policies. Written policies ensure legal compliance,
establish Council processes, articulate District ends, delegate authority, and define operating limits.
Council policies also provide the basis for monitoring progress toward District ends.

Policy Development

Anyone may propose new policies, changes to existing policies, or elimination of existing policies.
Staff suggestions should be processed through the Executive Director. Suggestions from all others
should be made to the Council Chair or the Executive Director.

The Executive Director is responsible for: (1) providing relevant policy information and data to the
Council, (2) notifying those who will implement or be affected by or required to implement a proposed
policy and obtaining their advice and suggestions, and (3) having policy recommendations drafted into
written form for Council deliberation. The Executive Director shall seek the counsel of the Council
attorney when appropriate.

Policy Adoption and Dissemination

Policies or policy revisions will not be adopted at the Council meeting at which they are first
introduced, except when: (1) appropriate for a consent agenda because no Council discussion is
required, or (2) necessary or prudent in order to meet emergency or special conditions or to be legally
compliant. Further Council consideration may be given at a subsequent meeting(s) and after
opportunity for community input. The adoption of a policy will serve to supersede all previously
adopted policies on the same topic.

The Management Council policies are available for public inspection in the District's main office
during regular office hours. Copy requests should be made pursuant to Council policy 2:250, Access
to District Public Records.

Council Policy Review and Monitoring

The Management Council will periodically review its policies for relevancy, monitor its policies for
effectiveness, and consider whether any modifications are required.

Words Importing Gender

Throughout this policy manual, words importing the masculine and/or feminine gender include all
gender neutral/inclusive pronouns.

Executive Director Implementation

The Council will support any reasonable interpretation of Management Council policy made by the
Executive Director. If reasonable minds differ, the Council will review the applicable policy and
consider the need for further clarification.

In the absence of Management Council policy, the Executive Director is authorized to take appropriate
action.

Suspension of Policies

The Council, by a majority vote of members present at any meeting, may temporarily suspend a
Council policy except those provisions that are controlled by law or contract. The failure to suspend
with a specific motion does not invalidate the Council action.

LEGAL REF.:



105 ILCS 5/10-20.5.

CROSS REF.: 2:150 (Committees), 2:250 (Access to District Public Records), 3:40 (Executive
Director)

Adopted: August 11, 2021
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2:240-E1 Exhibit - PRESS Issue Updates

This procedure is for PRESS subscribers. For subscribers to PRESS Plus, IASB's full-maintenance
policy update service, the PRESS Plus Online User Guide, available at www.iasb.com/policy,
provides further guidance.

Actor Action
Manages the process for the Council to receive PRESS updates to
policies.
Manages the Council's compliance with the Open Meetings Act. Ensures
that, as appropriate, the agendas for the Policy Committee and
Management Council include discussion and list action to consider, adopt,
or revise Council policies and Council exhibits.

Director

Manages the process for approving new or revised administrative
procedures, administrative procedure exhibits, and changes to employee
and student handbooks.

Communicates all policy and administrative procedure revisions or
adoptions, as appropriate, to staff members, parents, students, and
community members.

Designated support
staff

Logs into PRESS Online as follows:

1. Go to www.iasb.com and click on the Member Login button.

2. Log in using your email address and password. If you do not know
your password, use the “forgot your password?" link.

3. Under “My Account Links,” click “PRESS Login.”

To each member of the Policy Committee, full Board, or other interested
school official, emails or otherwise distributes the following:

1. PRESS Update Memo;

2. PRESS video tutorial link at: www.iasb.com/policy;
3. Committee worksheets; and

4. Current District policy in relevant areas.

As appropriate, includes new and revised policies in the Council meeting
packets.

After a policy is adopted or revised, updates the District’s policy manual
master electronic file and adds or updates adoption dates.

Archives previous version of revised policy.
Follows district process for updating paper and online manuals.

Considers distributing PRESS Update Memo to Building Principals.

Considers each PRESS update. Reviews all footnote changes.

Decides which changes require Management Council discussion and which




Policy Committee (or

are appropriate as consent agenda items.

The following are appropriate for the consent agenda: changes to the Legal
References and Cross References, and minor policy edits that do not

Full Council) require Council discussion.
Requests review of recommended revisions by the Council Attorney, as
appropriate.
Presents recommendations regarding PRESS updates to the Council at a
regularly scheduled meeting.
Conducts a first reading of the policies that are recommended for adoption
or revision.
During the next regular meeting, conducts a second reading.

Full Council A second reading allows the Council to hear feedback from interested

parties, including staff, parents, students, and community members;
however, State law does not require two readings.

After the second reading, consider and take action to approve the policies
at a duly convened open meeting.

Assistant Directors,
Directors, Building
Principals, and

Reads PRESS Update Memo (if applicable) and adopted policies, follows
the Director’s process for updating administrative procedures, and makes
necessary changes to employee and student handbooks within their

SUpEVIsory assigned building(s).
employees

For further clarification, view the online tutorial for PRESS, available at
Anyone

www.iasb.com/policy.

DATED : August 11, 2021
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2:240-E2 Exhibit - Developing Local Policy

Actor

Action

Anyone (Director, Council
member, staff, parent,
student, community
member, or
CouncilAttorney)

Brings a concern that may necessitate a new policy or a current policy's
revision to the attention of the Management Council.

Director

Confers with the Council Attorney as appropriate.

Manages the Council's compliance with the Open Meetings Act.
Ensures that, as appropriate, the agendas for the Policy Committee and
Management Council include discussion and list action to consider,
adopt, or revise Council policies and Council exhibits.

Manages the process for approving new or revised administrative
procedures, administrative procedure exhibits, and changes to
employee and student handbooks.

Communicates all policy and administrative procedure revisions or
adoptions as appropriate to staff members, parents, students, and
community members.

Policy Committee (or Full
Council)

First, answers these questions to decide whether new policy language
is needed:

1. Does the IASB Policy Reference Manual provide guidance?

2. Is the request something that should be covered in policy (i.e.,
Council work) or is it something that should be handled by the staff
(i.e., staff work)?

3. Isitalready covered in policy? Checks for policies that cover
similar or connected topics using tools such as search engines,
Tables of Contents, cross references, and indexes.

Second, uses a 3-step process to draft new policy language:

1. Frames the question and discusses the topic.

2. Requests the Director to provide research, including appropriate
data, and input from others, such as, those who may be affected
by the policy and those who will implement the policy.

3. Drafts or requests the Director or Council Attorney to draft
language addressing the concern that aligns with the Council's
mission, vision, goals, and objectives.

Third, decides whether the new language should be included in an
existing policy or added as a new policy. Assigns any new policy an
appropriate location and number.

The PRESS coding system reserves policy numbers ending ina '0" and
'5' for PRESS material. Locally developed District policies should use
policy numbers ending in 2, 4, 6, or 8.




Full Council

Conducts a first reading of the policy that is recommended for adoption
or revision.

During the next regular meeting, conducts a second reading.

A second reading allows the Council to hear feedback from interested
parties, including staff, parents, students, and community members;
however, State law does not require two readings.

After the second reading, consider and take action to approve the
policies at a duly convened open meeting.

Designated support staff

After a policy is adopted or revised, updates the District's policy manual
master electronic file and adds or updates adoption dates.

Archives previous version of revised policy.

Follows district process for updating paper and online manuals.

Assistant Directors,
Directors, Building
Principals, and
supervisory employees

Reads PRESS Update Memo (if applicable) and adopted policies,
follows the Director’s process for updating administrative procedures,
and makes necessary changes to employee and student handbooks
within their assigned building(s).

DATED : August 11, 2021
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2:250 Access to Cooperative Public Records

Full access to the Cooperative's public records is available to any person as provided in the lllinois
Freedom of Information Act (FOIA), this policy, and implementing procedures. The Director or
designee shall: (1) provide the Board with sufficient information and data to permit the Board to
monitor the Cooperative's compliance with FOIA and this policy, and (2) report any FOIA requests
during the Board's regular meetings along with the status of the Cooperative's response.

Freedom of Information Officer

The Executive Director shall appoint an employee, who may be himself or herself, to serve as the
District's Freedom of Information Officer. That appointee assumes all the duties and powers of that
office as provided in FOIA and this policy.

Definition

The Cooperative's public records are defined as records, reports, forms, writings, letters,
memoranda, books, papers, maps, photographs, microfilms, cards, tapes, recordings, electronic data
processing records, electronic communications, recorded information and all other documentary
material pertaining to the transaction of public business, regardless of physical form or characteristics,
having been prepared by or for, or having been or being used by, received by, in the possession of, or
under the control of the School Cooperative.

Requesting Records

A request for inspection and/or copies of public records must be made in writing and may be
submitted by personal delivery, mail, telefax, or email directed to the Cooperative's Freedom of
Information Officer.Individuals making a request are not required to state a reason for the request
other than to identify when the request is for a commercial purpose or when requesting a fee waiver.
Oral requests may be accepted provided personnel are available to handle them. The Director or
designee shall instruct Cooperative employees to immediately forward any request for inspection and
copying of a public record to the Cooperative's Freedom of Information Officer or designee.

Responding to Requests

The Freedom of Information Officer shall approve all requests for public records unless:

1. The requested material does not exist;

2. The requested material is exempt from inspection and copying by the Freedom of Information
Act; or

3. Complying with the request would be unduly burdensome.

Within five business days after receipt of a request for access to a public record, the Freedom of
Information Officer shall comply with or deny the request, unless the time for response is extended as
specified in Section 3 of FOIA. The Freedom of Information Officer may extend the time for a
response for up to five business days from the original due date. If an extension is needed, the
Freedom of Information Officer shall: (1) notify the person making the request of the reason for the
extension, and (2) either inform the person of the date on which a response will be made, or agree
with the person in writing on a compliance period.

The time periods are extended for responding to requests for records made for a commercial
purpose, requests by a recurrent requester, or voluminous requests, as those terms are defined in
Section 2 of FOIA. The time periods for responding to those requests are governed by Sections 3.1,
3.2, and 3.6 of FOIA.

When responding to a request for a record containing both exempt and non-exempt material, the



Freedom of Information Officer shall redact exempt material from the record before complying with the
request.

Fees

Persons making a request for copies of public records must pay any and all applicable fees. The
Freedom of Information Officer shall establish a fee schedule that complies with FOIA and this policy
and is subject to the Board's review. The fee schedule shall include copying fees and all other fees to
the maximum extent they are permitted by FOIA, including without limitation, search and review fees
for responding to a request for a commercial purpose and fees, costs, and personnel hours in
connection with responding to a voluminous request.

Copying fees, except when fixed by statute, shall be reasonably calculated to reimburse the
Cooperative's actual cost for reproducing and certifying public records and for the use, by any person,
of its equipment to copy records. In no case shall the copying fees exceed the maximum fees
permitted by FOIA. If the Cooperative's actual copying costs are equal to or greater than the maximum
fees permitted by FOIA, the Freedom of Information Officer is authorized to use FOIA's maximum fees
as the Cooperative's fees. No copying fees shall be charged for: (1) the first 50 pages of black and
white, letter or legal sized copies, or (2) electronic copies other than the actual cost of the recording
medium, except if the response is to a voluminous request, as defined in FOIA.

A fee reduction is available if the person requesting the record states a specific purpose for the
request and indicates that a fee reduction is in the public interest by having as its principal purpose the
preservation of the general public's health, safety, welfare, or legal rights and is not for the principal
purpose of personal or commercial benefit. The Freedom of Information Officer shall set the amount of
the reduction, taking into consideration the amount of material requested and the cost of copying it.

Provision of Copies and Access to Records

A public record that is the subject of an approved access request will be available for inspection or
copying at the Cooperative's administrative office during regular business hours, unless other
arrangements are made by the Freedom of Information Officer.

Some public records are available for immediate access including a description of the process for
requesting a public record, and a list of all types or categories of records under its control.

Preserving Public Records

Public records, including email messages, shall be preserved and cataloged if: (1) they are evidence
of the Cooperative's organization, function, policies, procedures, or activities, (2) they contain
informational data appropriate for preservation, (3) their retention is required by State or federal law,
or (4) they are subject to a retention request by the Board Attorney (e.g., a litigation hold), Cooperative
auditor, or other individual authorized by the School Board or State or federal law to make such a
request. Unless its retention is required as described initems numbered 3 or 4 above, a public
record, as defined by the llinois Local Records Act, may be destroyed when authorized by the Local
Records Commission.

LEGAL REF.:

5 ILCS 140/, llinois Freedom of Information Act.
105 ILCS 5/10-16 and 5/24A-7 1.

820 ILCS 40/11.

820 ILCS 130/5.



CROSS REF.: 2:140 (Communications To and From the Board), 5:150 (Personnel Records), 7:340
(Student Records)

Adopted: January 11, 2023
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2:260 Uniform Grievance Procedure

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

1. Title Il of the Americans with Disabilities Act, 42 U.S.C. §12101 et seq.

2. Title IX of the Education Amendments of 1972, 20 U.S.C. §1681 et seq., excluding Title IX
sexual harassment complaints governed by policy 2:265, Title IX Sexual Harassment
Grievance Procedure

Section 504 of the 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.
Equal Employment Opportunities Act (Title VIl of the Civil Rights Act), 42 U.S.C. §2000e et seq.

Sexual harassment prohibited by the State Officials and Employees Ethics Act, 5 ILCS 430/70-
5(a); llinois Human Rights Act, 775 ILCS 5/; and Title VIl of the Civil Rights Act of 1964, 42
U.S.C. §2000e et seq. (Title IX sexual harassment complaints are addressed under policy
2:265, Title IX Sexual Harassment Grievance Procedure)

7. Breastfeeding accommodations for students, 105 ILCS 5/10-20.60
Bullying, 105 ILCS 5/27-23.7

9. Misuse of funds received for services to improve educational opportunities for educationally
disadvantaged or deprived children

10. Curriculum, instructional materials, and/or programs

11. Victims’ Economic Security and Safety Act, 820 ILCS 180/
12. llinois Equal Pay Act of 2003, 820 ILCS 112/

13. Provision of services to homeless students

14. lllinois Whistleblower Act, 740 ILCS 174/

15. Misuse of genetic information prohibited by the llinois Genetic Information Privacy Act, 410
ILCS 513/; and Titles I and Il of the Genetic Information Nondiscrimination Act, 42 U.S.C. §2000ff
et seq.

16. Employee Credit Privacy Act, 820 ILCS 70/

o0 koW

o

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 will 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.

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 Council 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 Council 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.

Investigation Process

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 parents/guardians 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, this policy, or any collective bargaining
agreement, (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, this policy, 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 or
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 after the date the
complaint was filed, the Complaint Manager shall file a written report of his or her findings with the
Director. The Complaint Manager may request an extension of time.

The Director will keep the Council informed of all complaints.

If a complaint contains allegations involving the Director or Council member(s), the written report shall
be filed directly with the Management Council, 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 Director shall
mail his or her written decision to the Complainant and the accused by registered mail, return receipt
requested, and/or personal delivery as well as to the Complaint Manager. All decisions shall be
based upon the preponderance of evidence standard.

Within 10 school business days after receiving the Director’s decision, the Complainant or the
accused may appeal the decision to the Management Council 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 Management Council.

Within 30 school business days after an appeal of the Director’s decision, the Council shall affirm,
reverse, or amend the Director’s decision or direct the Director to gather additional information. Within
five school business days after the Management Council’s decision, the Director shall inform the
Complainant and the accused of the Council's action.

For complaints containing allegations involving the Director or Board member(s), within 30 school
business days after receiving the Complaint Manager’s or outside investigator's report, the

Council shall mail its written decision to the Complainant and the accused by registered mail, return
receipt requested, and/or personal delivery as well as to the Complaint Manager.

This policy shall not be construed to create an independent right to a hearing before the Director or the
Management Council. The failure to strictly follow the timelines in this grievance procedure shall not
prejudice any party.

Appointing a Nondiscrimination Coordinator and Complaint Managers

The Director 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
X Coordinator.

The Director shall appoint at least one Complaint Manager to administer this policy. If possible, the
Director will appoint two Complaint Managers, one of each gender. The District’'s Nondiscrimination
Coordinator may be appointed as one of the Complaint Managers.

The Director shall insert into this policy and keep current the names, office addresses, email
addresses, and telephone numbers of the Nondiscrimination Coordinator and the Complaint
Managers.

Nondiscrimination Coordinator:
Kathleen Trantham Hopkins

1525 Locust St., Red Bud, IL 62278
khopkins@perandoe.org

618/282-6251, ext. 117

Complaint Managers:

Chad Stolte Cheryl Ebers

500 W South 4th St., Suite A, Red Bud, IL

62278 1525 Locust St., Red Bud, IL 62278

cstolte@perandoe.org cebers@perandoe.org

618/282-6251, ext. 150 & 618/282-7228, ext.

618/282-7228, ext. 8003 8005

LEGAL REF.:



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

20 U.S.C. §1232g, Family Education Rights Privacy Act.

20 U.S.C. §1400, The Individuals with Disabilities Education Act.

20 U.S.C. §1681 et seq., Title IX of the Education Amendments; 34 C.F.R. Part 106.
29 U.S.C. §206(d), Equal Pay Act.

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

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

29 U.S.C. §2612, Family and Medical Leave Act.

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

42 U.S.C. §2000e et seq., Equal Employment Opportunities Act (Title VIl of the Civil Rights Act).
42 U.S.C. §2000ff et seq., Genetic Information Nondiscrimination Act.

42 U.S.C. §11431 et seq., McKinney-Vento Homeless Assistance Act.

42 U.S.C. §12101 et seq., Americans With Disabilities Act.

105 ILCS 5/2-3.8, 5/3-10, 5/10-20, 5/10-20.5, 5/10-20.7a, 5/10-20.60, 5/10-20.69 5/10-20.75 (final
citation pending), 5/10-22.5, 5/22-19, 5/24-4, 5/27-1, 5/27-23.7, and 45/1-15.

5ILCS 415/10(a)(2), Government Severance Pay Act.

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

410 ILCS 513/, lll. Genetic Information Privacy Act.

740 ILCS 174/, Whistleblower Act.

740 ILCS 175/, lll. False Claims Act.

775 ILCS 5/, lll. Human Rights Act.

820 ILCS 180/, Victims’ Economic Security and Safety Act; 56 ll.LAdmin.Code Part 280.
820 ILCS 112/, Equal Pay Act of 2003.

820 ILCS 70/, Employee Credit Privacy Act, 70/10(b), and 70/25

23 ll.LAdmin.Code §§1.240, 200.40, 226.50, and 226.570.

CROSS REF.: 2:105 (Ethics and Gift Ban), 2:265 (Title IX Sexual Harassment Grievance
Procedure), 5:10 (Equal Employment Opportunity and Minority Recruitment), 5:20 (Workplace
Harassment Prohibited), 5:30 (Hiring Process and Criteria), 5:90 (Abused and Neglected Child
Reporting), 6:120 (Education of Children with Disabilities), 6:140 (Education of Homeless Children),
6:260 (Complaints About Curriculum, Instructional Materials, and Programs), 7:10 (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), 7:185 (Teen Dating
Violence Prohibited), 7:310 (Restrictions on Publications; Elementary Schools), 7:315 (Restrictions
on Publications; High Schools), 8:70 (Accommodating Individuals with Disabilities), 8:95 (Parental



Involvement), 8:110 (Public Suggestions and Concerns)

Adopted: January 12, 2022
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2:265 Title IX Sexual Harassment Grievance Procedure

Sexual harassment affects a student’s ability to learn and an employee’s ability to work. Providing an
educational and workplace environment free from sexual harassment is an important District goal. The
District does not discriminate on the basis of sex in any of its education programs or activities, and it
complies with Title IX of the Education Amendments of 1972 (Title IX) and its implementing
regulations (34 C.F.R. Part 106) concerning everyone in the District's education programs and
activities, including applicants for employment, students, parents/guardians, employees, and third
parties.

Title IX Sexual Harassment Prohibited

Sexual harassment as defined in Title IX (Title IX Sexual Harassment) is prohibited. Any person,
including a District employee or agent, or student, engages in Title IX Sexual Harassment whenever
that person engages in conduct on the basis of an individual's sex that satisfies one or more of the
following:

1. A District employee conditions the provision of an aid, benefit, or service on anindividual's
participation in unwelcome sexual conduct; or

2. Unwelcome conduct determined by a reasonable person to be so severe, pervasive, and
objectively offensive that it effectively denies a person equal access to the District’s educational
program or activity; or

3. Sexual assault as defined in 20 U.S.C. §1092(f)(6)(A)(v), dating violence as defined in 34

U.S.C. §12291(a)(11), domestic violence as defined in 34 U.S.C. §12291(a)(12), or stalking as
defined in 34 U.S.C. §12291(a)(36).

Examples of sexual harassment include, but are not limited to, touching, crude jokes or pictures,
discussions of sexual experiences, teasing related to sexual characteristics, spreading rumors related
to a person’s alleged sexual activities, rape, sexual battery, sexual abuse, and sexual coercion.

Definitions from 34 C.F.R. §106.30

Complainant means an individual who is alleged to be the victim of conduct that could constitute
sexual harassment.

Education program or activity includes locations, events, or circumstances where the District has
substantial control over both the Respondent and the context in which alleged sexual harassment
OCCurs.

Formal Title IX Sexual Harassment Complaint means a document filed by a Complainant or signed
by the Title IX Coordinator alleging sexual harassment against a Respondent and requesting that the
District investigate the allegation.

Respondent means an individual who has been reported to be the perpetrator of the conduct that
could constitute sexual harassment.

Supportive measures mean non-disciplinary, non-punitive individualized services offered as
appropriate, as reasonably available, and without fee or charge to the Complainant or the
Respondent before or after the filing of a Formal Title IX Sexual Harassment Complaint or where no
Formal Title IX Sexual Harassment Complaint has been filed.

Title X Sexual Harassment Prevention and Response

The Superintendent or designee will ensure that the District prevents and responds to allegations of
Title IX Sexual Harassment as follows:



1. Ensures that the District's comprehensive health education program in Board policy 6:60,

Curriculum Content, incorporates (a) age-appropriate sexual abuse and assault awareness
and prevention programs in grades pre-K through 12, and (b) age-appropriate education about
the warning signs, recognition, dangers, and prevention of teen dating violence in grades 7-12.
This includes incorporating student social and emotional development into the District’s
educational program as required by State law and in alignment with Board policy 6:65, Student
Social and Emotional Development.

. Incorporates education and training for school staff pursuant to policy 5:100, Staff Development
Program, and as recommended by the Superintendent, Title X Coordinator, Nondiscrimination

Coordinator, Building Principal, Assistant Building Principal, or a Complaint Manager.

3. Notifies applicants for employment, students, parents/guardians, employees, and collective
bargaining units of this policy and contact information for the Title X Coordinator by, ata
minimum, prominently displaying them on the District's website, if any, and in each handbook
made available to such persons.

Making a Report

A person who wishes to make a report under this Title X Sexual Harassment grievance procedure
may make a report to the Title IX Coordinator, Nondiscrimination Coordinator, Building Principal,
Assistant Building Principal, a Complaint Manager, or any employee with whom the personis

comfortable speaking. A person who wishes to make a report may choose to report to a person of the

same gender.

School employees shall respond to incidents of sexual harassment by promptly making or forwarding
the report to the Title IX Coordinator. An employee who fails to promptly make or forward a report may

be disciplined, up to and including discharge.

The Superintendent shall insert into this policy and keep current the name, office address, email
address, and telephone number of the Title X Coordinator.

Title IX Coordinator:

Name:

Kathleen Trantham Hopkins
Address:

1525 Locust St., P.O. Box 169
Red Bud, IL 62278

Email:

khopkins@perandoe.org

Telephone:

618-282-6251

Processing and Reviewing a Report or Complaint

Upon receipt of a report, the Title X Coordinator and/or designee will promptly contact the

Complainant to: (1) discuss the availability of supportive measures, (2) consider the Complainants

wishes with respect to supportive measures, (3) inform the Complainant of the availability of
supportive measures with or without the filing of a Formal Title IX Sexual Harassment Complaint,
and (4) explain to the Complainant the process for filing a Formal Title IX Sexual Harassment



Complaint.

Further, the Title IX Coordinator will analyze the report to identify and determine whether there is
another or an additional appropriate method(s) for processing and reviewing it. For any report
received, the Title IX Coordinator shall review Board policies 2:260, Uniform Grievance Procedure;
5:20, Workplace Harassment Prohibited, 5:90, Abused and Neglected Child Reporting; 5:120,
Employee Ethics; Code of Professional Conduct; and Conflict of Interest; 7:20, Harassment of
Students Prohibited, 7:180, Prevention of and Response to Bullying, Intimidation, and Harassment,
7:185, Teen Dating Violence Prohibited; and 7:190, Student Behavior, to determine if the allegations
in the report require further action.

Reports of alleged sexual harassment will be confidential to the greatest extent practicable, subject to
the District’s duty to investigate and maintain an educational program or activity that is productive,
respectful, and free of sexual harassment.

Formal Title IX Sexual Harassment Complaint Grievance Process

When a Formal Title IX Sexual Harassment Complaintis filed, the Title IX Coordinator will
investigate it or appoint a qualified person to undertake the investigation.

The Superintendent or designee shall implement procedures to ensure that all Formal Title IX Sexual
Harassment Complaints are processed and reviewed according to a Title X grievance process that
fully complies with 34 C.F.R. §106.45. The District’s grievance process shall, at a minimum:

1. Treat Complainants and Respondents equitably by providing remedies to a Complainant
where the Respondentis determined to be responsible for sexual harassment, and by following
a grievance process that complies with 34 C.F.R. §106.45 before the imposition of any
disciplinary sanctions or other actions against a Respondent.

2. Require an objective evaluation of all relevant evidence — including both inculpatory and
exculpatory evidence — and provide that credibility determinations may not be based on a
person’s status as a Complainant, Respondent, or witness.

3. Require that any individual designated by the District as a Title X Coordinator, investigator,
decision-maker, or any person designated by the District to facilitate an informal resolution
process:

a. Not have a conflict of interest or bias for or against complainants or respondents generally
or an individual Complainant or Respondent.

b. Receive training on the definition of sexual harassment, the scope of the District's
education program or activity, how to conduct an investigation and grievance process
(including hearings, appeals, and informal resolution processes, as applicable), and how
to serve impartially.

4. Require that any individual designated by the District as an investigator receiving training on
issues of relevance to create an investigative report that fairly summarizes relevant evidence.

5. Require that any individual designated by the District as a decision-maker receive training on
issues of relevance of questions and evidence, including when questions and evidence about
the Complainant’s sexual predisposition or prior sexual behavior are not relevant.

6. Include a presumption that the Respondent is not responsible for the alleged conduct until a
determination regarding responsibility is made at the conclusion of the grievance process.

7. Include reasonably prompt timeframes for conclusion of the grievance process.

8. Describe the range of possible disciplinary sanctions and remedies the District may implement
following any determination of responsibility.

9. Base all decisions upon the preponderance of evidence standard.



10. Include the procedures and permissible bases for the Complainant and Respondent to appeal.
11. Describe the range of supportive measures available to Complainants and Respondents.

12. Not require, allow, rely upon, or otherwise use questions or evidence that constitute, or seek
disclosure of, information protected under a legally recognized privilege, unless the person
holding such privilege has waived the privilege.

Enforcement

Any District employee who is determined, at the conclusion of the grievance process, to have
engaged in sexual harassment will be subject to disciplinary action up to and including discharge. Any
third party who is determined, at the conclusion of the grievance process, to have engaged in sexual
harassment will be addressed in accordance with the authority of the Board in the context of the
relationship of the third party to the District, e.g., vendor, parent, invitee, etc. Any District student who is
determined, at the conclusion of the grievance process, to have engaged in sexual harassment will be
subject to disciplinary action, including, but not limited to, suspension and expulsion consistent with
student behavior policies. Any person making a knowingly false accusation regarding sexual
harassment will likewise be subject to disciplinary action.

This policy does not increase or diminish the ability of the District or the parties to exercise any other
rights under existing law.

Retaliation Prohibited

The District prohibits any form of retaliation against anyone who, in good faith, has made a report or
complaint, assisted, or participated or refused to participate in any manner in a proceeding under this
policy. Any person should report claims of retaliation using Board policy 2:260, Uniform Grievance
Procedure.

Any person who retaliates against others for reporting or complaining of violations of this policy or for
participating in any manner under this policy will be subject to disciplinary action, up to and including
discharge, with regard to employees, or suspension and expulsion, with regard to students.

LEGAL REF.:
20 U.S.C. §1681 et seq., Title IX of the Educational Amendments of 1972; 34 C.F.R. Part 106.
Davis v. Monroe County Bd. of Educ., 526 U.S. 629 (1999).

Gebser v. Lago Vista Independent Sch. Dist., 524 U.S. 274 (1998).

CROSS REF.: 2:260 (Uniform Grievance Procedure), 5:10 (Equal Employment Opportunity and
Minority Recruitment), 5:20 (Workplace Harassment Prohibited), 5:90 (Abused and Neglected Child
Reporting), 5:100 (Staff Development Program), 5:120 (Employee Ethics; Code of Professional
Conduct; and Conflict of Interest), 6:65 (Student Social and Emotional Development), 7:10 (Equal
Educational Opportunities), 7:20 (Harassment of Students Prohibited), 7:180 (Prevention of and
Response to Bullying, Intimidation, and Harassment), 7:185 (Teen Dating Violence Prohibited), 7:190
(Student Behavior)

Adopted: January 11, 2023
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SECTION 3 - GENERAL ADMINISTRATION
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3:30 Chain of Command

The Executive Director shall develop an organizational chart indicating the channels of authority and
reporting relationships for school personnel. These channels should be followed, and no level should
be bypassed except in unusual situations.

All personnel should refer matters requiring administrative action to the responsible administrator, and
may appeal a decision to a higher administrative officer. Whenever possible, each employee should
be responsible to only one immediate supervisor. When this is not possible, the division of
responsibility must be clear.

CROSS REF.: 1:20 (District Organization, Operations, and Cooperative Agreements), 2:140
(Communications To and From the Council), 3:70 (Succession of Authority), 8:110 (Public
Suggestions and Concerns)

Adopted: August 11, 2021
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3:40 Director

Duties and Authority

The Director is the District's executive officer and is responsible for the administration and
management of the District programs and services in accordance with Board policies and directives,
and State and federal law. District management duties include, without limitation, preparing,
submitting, publishing, and posting reports and notifications as required by State and federal law,
including the special reporting responsibilities in policy 5:90, Abused and Neglected Child Reporting.
The Director is authorized to develop administrative procedures to implement Board policy.

The Director may delegate to other District staff members the exercise of any powers and the
discharge of any duties imposed upon the Director by Board policies or by Board vote. The
delegation of power or duty, however, shall not relieve the Director of responsibility for the action that
was delegated.

Qualifications and Appointment

The Director must be of good character and of unquestionable morals and integrity. The Director shall
have the experience and the skills necessary to work effectively with the Administrative District, the
Representative Assembly, the Management Council, District employees, students, and the community.
The Director shall hold proper state licensure/approval.

When the office of the Director becomes vacant, the Management Council will conduct a search to find
the most capable person for the position and make recommendations to the Administrative District's
School Board. Qualified staff members who apply for the position will be considered for the vacancy.

Evaluation

The Management Council will evaluate, at least annually, the Director's performance, using standards
and objectives developed by the Director and Board that are consistent with State law and the
District's mission and goal statements. A specific time should be designated for a formal evaluation
session. The evaluation should include a discussion of professional strengths as well as performance
areas needing improvement.

Compensation and Benefits

The Administrative District and the Director shall enter into a contract that conforms to this policy and
State law. This contract shall govern the employment relationship between the Special Education
District and the Director. The terms of the Director's employment agreement, when in conflict with this
policy, will control.

LEGAL REF.:

105 ILCS 5/10-16.7, 5/10-20.47, 5/10-21.4, 5/10-21.9, 5/10-23.8, 5/21B-20, 5/21B-25, 5/24-11, and
5/24A-3.

5ILCS 120/7.3, Open Meetings Act.
23 llLAdmin.Code §§1.310, 1.705, and 25.355.

CROSS REF: 2:20 (Powers and Duties of the Management Council), 2:240 (Policy Development),
4:165 (Awareness and Prevention of Child Sexual Abuse and Grooming Behaviors), 4:175 (Convicted
Child Sex Offender; Screening; Notifications), 5:30 (Hiring Process and Criteria), 5:90 (Abused and
Neglected Child Reporting), 5:120 (Employee Ethics; Code of Professional Conduct; and Conflict of
Interest), 5:150 (Personnel Records), 5:210 (Resignations), 5:290 (Employment Termination and
Suspensions)



Adopted: January 12, 2022
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3:40-E Exhibit - Checklist for the Director Employment Contract Negotiation
Process

The Management Council hires and employs the Director. The Director shall be in charge of the
administration of the schools under the direction of the Council, through its policies. See 105 ILCS
5/10-21.4 and 105 ILCS 5/10-16.7. As an effective employer, the Council must develop and maintain
a productive relationship with the Director. See IASB’s Foundational Principles of Effective
Governance, Principle 3. The board employs a superintendent, at: www.iasb.com/conference-
training-and-events/training/training-resources/foundational-principles-of-effective-governance/.

The foundation for a productive employment relationship begins when the Council identifies the most
qualified director candidate (successful director candidate) after an established interview process.
The Council then extends an offer of employment to the successful director candidate. The
employment search process and resulting relationship should consist of mutual respect and a clear
understanding of respective roles, responsibilities, and expectations. This relationship should begin
with the Council’s policy, a thoughtfully crafted employment contract and job description, and
procedures for communications and ongoing assessment. See Principles at the link above.

Below, the Checklist for the Director Employment Contract Negotiation Process (Checklist) provides
a column entitled Director Contract Term Considerations for the Council. It lists common director
employment contract terms and points of consideration for boards to prepare for during the contract
formation process. Another column entited Explanation, Special Considerations, and Resources
provides extra information about these common director employment contract terms.

The Checklistis intended to serve as a resource to educate and guide the Council through the
employment contract negotiation process with its successful director candidate. Council members
who are educated about the content within the Checklist are crucial to successful negotiation
processes. An educated contract formation and negotiation process, along with a well-written contract
and job description for the Director, all set the foundation for mutual respect and a clear understanding
of the Council and Director’s respective roles, responsibilities, and expectations. Important: This
Checkilist is a resource for contract formation; it is not a list of must have items for a director’s
employment contract or a basis for a board to re-open contracts currently in effect.

Prior to providing the successful director candidate an offer for employment and contract for review,
consideration, and negotiation, consult the Council Attorney about the Checklist and the scope of the
terms the Council wishes to offer the successful director candidate. The Council and the successful
director candidate should expect and encourage the other to seek the advice of their respective
attorneys during the employment contract formation process.

Many attorneys agree and best practices suggest that boards and successful director candidates
work with their own separate attorneys in an amicable and cooperative manner to complete the
employment contract negotiation process.

[~ Council Attorney. Prior to providing any successful director candidate with an offer for
employment and a contract for review, consideration, and negotiation, best practices suggest
consulting the Council Attorney about the Checklist. Note: Councils should view a successful director
candidate retaining his or her own attorney as a best practice (as opposed to a warning sign). Each
party is beginning the employment relationship in a cooperative manner to set an appropriate
foundation to the future working relationship.

I~ Power and Duties of the Director

Director Contract Term Considerations for|[Explanation, Special Considerations, and
the Council Resources
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in the employment contract?

1. Are the statutory duties of the Director listed?

2. Has the Council incorporated policy references
to the other duties related to the Director's
employment?

See 105 ILCS 5/10-21.4 and 105 ILCS 5/10-16.7.

|[Full-time, Attention and Energy Clause

How will the Council address outside activities of the
Director?

1. How will the Council define outside activities?

2. Will the Council restrict the Director from
engaging in outside activities during the term of
the employment contract?

3. Will the Council require approval/notification
before the Director engages in outside
activities?

[ Employment and Compensation

Director Contract Term
Considerations for the Council

Explanation, Special Considerations, and Resources

|Duration of Contract

A director's employment contract may not exceed five years. ff its
duration is two to five years, the contract must reference goals and
suspension of tenure.

No performance-based contract shall be extended or rolled over
prior to its scheduled expiration unless all the performance and
improvement goals contained in the contract have been met. See
105 ILCS 5/10-23.8.

If the duration is one year or less, then the contract need not
reference goals or suspension of tenure.

Salary

Special Considerations for the Council may include:

1. What is the estimated Council contribution to the Teachers’
Retirement System (TRS) for any raises above six percent
(40 ILCS 5/15-155(g)) prior to retirement?

2. What s the cost shift implication for the District if the Council
offers or later agrees to a salary that is equal to or greater
than the governor’s statutory salary? School districts are
responsible for paying the actuarial cost of the pension
benefits earned on the portion of a TRS member’s salary
that exceeds the governor’s statutory salary. The governor's
annual salary is published by TRS at:
www.trsil.org/employers/payments/contribution-
rates_earnings-limitations.

3. Do any administrative cost cap triggers exist (105 ILCS
5/17-1.5)?




ltems the Council may see the successful director candidate
request of it:

1. A fixed salary for each year of the contract.
2. A guaranteed minimum salary.
3. Compensation increases.

Severance Agreements

Any contract that contains a condition of severance pay must
include the following provisions required by the Government
Severance Pay Act (GSPA), 5ILCS 415/10:

1. A restriction to an amount not exceeding 20 weeks of
compensation; and

2. A prohibition for any severance if the Director is fired for
misconduct by the Council. See the Severance Pay row
under the Changes to the Director’'s Employment Contract
subhead below for a definition of what misconduct means in
the context of this law.

Teachers Retirement System
(TRS) & Teacher Health Insurance
(THIS)

|How does the Council want to address:

1. Pension contributions (TRS-THIS)?

2. Inclusion of salary and other compensation in the payment of
TRS and THIS? Or, will TRS and THIS be in addition to
salary and other compensation?

3. Unforeseen pension reform issues?

[~ Conditions of Employment

Director Contract Term Considerations for|[Explanation, Special Considerations, and

the Council

Resources

Administrative License

Does the Council want to require the successful
director candidate to guarantee that as the future
Director of the District, he or she has and will maintain
the appropriate licensure throughout the employment
contract?

Criminal Background Check Law

105 ILCS 5/10-21.9. See also PRESS sample policy
5:30, Hiring Process and Criteria, and the subhead
entitled Fingerprint-based Criminal History Records
Information Check in administrative procedure 5:30-
AP2, Investigations.

[History Review Law

105 ILCS 5/22-94, added by P.A. 102-702, eff. 7-1-
23. See also PRESS sample policy 5:30, Hiring

Sexual Misconduct Related Employment Process and Criteria and PRESS sample

administrative procedure 5:30-AP3, Sexual
Misconduct Related Employment History Review
(EHR).

Does the Council want to require additional
background inquiries beyond the fingerprint-based
criminal history records information check required by




Other Background Check Laws

105 ILCS 5/10-21.9 and sexual misconduct related
employment history review required by 105 ILCS
5/22-94, added by P.A. 102-702, eff. 7-1-23 and
discussed above? If yes, consult the Council Attorney
and consider the following laws:

15 U.S.C. § 1681 et seq., Federal Fair Credit
Reporting Act (FCRA), is a federal law that regulates
the gathering and use of information about consumers
by third party consumer reporting agencies, including
credit information, criminal background, driving
record, personal characteristics/reputation, etc. The
law requires consumer reporting agencies to comply
with certain procedural notice requirements when
gathering information from a consumer.

820 ILCS 75/, lll. Job Opportunities for Qualified
Applicants Act, prohibits employers from inquiring
about an applicant’s criminal history until the
application has been determined qualified and
notified that he/she has been selected for an interview
(a/k/a ban the box law).

820 ILCS 55/, lll. Right to Privacy in the Workplace Act
(RPWA), prohibits employers from:

1. Requesting, coercing, or requiring any
employee or prospective employee to provide a
user name and password for any personal
online account;

2. Requesting, coercing, or requiring an employee
or applicant to invite the employer to have
access to that individual’s personal online
account; and

3. Taking an adverse employment action against
anindividual (including refusal to hire) based on
that individual's use of a lawful product off
District property during nonworking hours, i.e.,
tobacco, cannabis, or alcohol. (Note: RPWA
allows employers to regulate employees’ use of
those lawful products that impair an employee’s
ability to perform the employee’s assigned
duties. See policy 5:50, Drug- and Alcohol-Free
Workplace; E-Cigarette, Tobacco, and
Cannabis Prohibition, and its f/ns).

820 ILCS 70/, ll. Employee Credit Privacy Act,
prohibits employers from inquiring into an individual's
credit history or taking action against an employee
based such history unless a satisfactory credit history
is a bona fide occupational requirement, which is
further defined in the statute. The job descriptions of
directors generally meet this standard because they:
(1) describe a managerial position that involves

direction of school districts; (2) include signatory



power over more than $100; and (3) involve having
access to confidential and financial information. Note:
Any one of these grounds alone is sufficient.

IMedical Examination

105 ILCS 5/24-5 requires new employees to submit
evidence of physical fitness to perform assigned
duties and freedom from communicable diseases.

The Americans with Disabilities Act allows medical
inquiries of current employees only when they are job-
related and consistent with business necessity or part
of a voluntary employee wellness program. 42 U.S.C.
§12112(d)(4). Districts may deny jobs to individuals
with disabilities who pose a direct threat to the health
or safety of others in the workplace, provided that a
reasonable accommodation would not either eliminate
the risk or reduce it to an acceptable level. 42 U.S.C.
§12113; 29 C.F.R. §1630.2(r).

See also PRESS sample policy 5:30, Hiring Process
and Criteria, specifically f/ns 25 and 26.

Tenure

Suspension of Tenure

With multi-year contracts and multi-year extensions,
directors waive their rights to tenure in a school
district, but no previously acquired tenure may be lost.

Continued Tenure

Directors serving multiple one year contracts may still
accrue service toward and acquire tenure.

See 105 ILCS 5/10-23.8 and the Duration of Contract
row in the Employment and Compensation checkbox,
above.

[~ Evaluations and Goals

Director Contract Term
Considerations for the Council

Explanation, Special Considerations, and Resources

105 ILCS 5/10-23.8 requires each performance-based contract to
include the goals and indicators of student performance and
academic improvement determined and used by the Council to
measure the performance and effectiveness of the Director and
other information as the Council may determine.

Regarding its goals and indicators, has the Council:

1. At minimum, addressed student performance and academic
achievement (105 ILCS 5/10-23.8 states “and other
information as the Council may determine”)?

2. Included them in the body of the employment contract? Or as
an exhibit to it?

3. Setthemto be:




Council Goals and Indicators of
Student Performance and
Academic Achievement for the
Director

a. Measurable and achievable, i.e., are they within the
Director’s control?

b. Objective, subjective or a combination of both?

4. Set a timeline for achievement, and if so is it on an:
a. Annual basis?

b. Priorto completion of the employment contract?

5. Setthem as procedural, substantive, or a combination of
both?

For more information about setting goals and indicators for
directors regarding student performance and academic
achievement, see:

www.iasb.com/conference-training-and-events/training/workshops/

Contact a Field Services Director regarding the following IASB
workshops and/or offerings that may set the stage for school
boards to hold their directors accountable for district performance,
including academic achievement:

Setting District Goals and Direction (leads a board and director to
develop their own district language for specific measurable, and
attainable goals and indicators)

The Superintendent Evaluation Process (describes an effective
method of holding the director accountable)

IDirector Evaluation

Once the Council has developed its goals and indicators (as
discussed immediately above), 105 ILCS 5/10-20, 5/10-23, and
5/10-23.8 require the Council to:

1. “Direct, through policy, its superintendent in his or her charge
of the administration of the school district;” and

2. Evaluate the director in his or her “administration of school
board policies and his or her stewardship of the assets of the
district.”

How will the Council evaluate the successful director candidate
upon its outlined goals and indicators?

Does the Council state when it will evaluate the successful director
candidate upon the goals and indicators that it set? Note: Some
districts do not consider the director evaluation to be a one-time
event and put an on-going process into place. Contrast other
districts, which depending upon their preferences, generally find the
best time of year to evaluate is in the winter or early springtime.

Is the Council or the successful director candidate responsible to
trigger the components of the Director’s evaluation process?

\What evaluation instrument will be used? How will the evaluation be
documented?

Will an evaluation instrument be outlined by the Council in its
employment contract with the successful director candidate?




Is the evaluation instrument the Council will use tied to its goals and
indicators of student performance and academic improvement and
other information as the Council may determine?

For more information about best practices when planning for and
evaluating the Director, see:

The Superintendent Evaluation Process at:
www.iasb.com/iasb/media/documents/superintendent-evaluation-
process.pdf;

IASB’s Foundational Principles of Effective Govemance,
Principle 3. The board employs a superintendent, at:
www.iasb.com/conference-training-and-events/training/training-
resources/foundational-principles-of-effective-governance/; stating
“the board employs and evaluates one person — the
superintendent — and holds that person accountable for district
performance and compliance with written board policy.”

[ Expenses and Benefits

Director Contract Term Considerations for|[Explanation, Special Considerations, and

the Council

Resources

|[Expenses and Allowances

How will the Council address expenses and
allowances in its employment contract negotiations
with the successful director candidate?

Business

1. What standard will the Council use, e.g.,
reasonable, itemized, etc.?

2. Will the Council designate the Council Chair or
another individual to review and/or approve the
Director’s expenses?

Transportation

Will the Council reimburse travel? If yes, what types of
travel will the council reimburse? Some transportation
topics that successful director candidates request
discussion about include:

1. Vehicle insurance reimbursement(s)
2. Vehicle repair reimbursement(s)

3. A travel allowance only at either a set amount or
the District’s per mile rate

4. A vehicle
5. Out-of-district travel

Will the Council address insurance in its employment
contract negotiations with the successful director
candidate?




Insurance

Some items successful director candidates request
include:

1. Insurance contributions as part of a Cafeteria
Plan, or in the alternative, the Council paying the
premiums.

2. Specific insurance coverages from the Council,
such as health, dental, vision, life, disability, etc.

\Vacation

Will the Council address vacation days in its
employment contract negotiations with the successful
director candidate? If yes, then:

1. How many days?
2. Will vacation days accumulate? And, if so, how?

3. Will the Council designate itself, the Council
Chair, or a Council officer to approve or receive
notification from the Director prior to taking a
vacation? If yes, describe the process.

4. Will the Council address reimbursement for
unused days?

5. Will vacation days need to be used for days off
during winter or spring breaks?

Sick Leave/Days

Will the Council address sick days in its employment
contract negotiations with the successful director
candidate? If yes, then:

1. Will sick leave be limited to annual sick leave
days in the District’s teachers’ contract or will a
different amount be provided?

2. How will sick day accumulation be addressed?

3. Will the Council designate itself, the Council
Chair, or a Council officer to approve or receive
notification from the Director prior to taking or
upon returning from a sick day? If yes, describe
the process.

Professional Activities and Organizations |
Memberships in Community Organizations

Will the Council address memberships in professional
activities/organizations and/or community
organizations its employment contract negotiations
with the successful director candidate? If yes, then:

1. How many organizations will the Council allow
the Director to join?

2. Which organizations will be allowed?

3. What is the Council’s limit for the cost of dues to
professional organizations?

Will the Council address any type of payment(s) upon
the Director’s retirement? If yes, then:

1. Has the Council thoroughly examined and




IRetirement

addressed:
a. Any consequences or other penalties to it?

b. The impact of any prior salary increases?
c. Potential pension reform issues?

2. Often, a successful director candidate’s attorney
has interest in the following issues:

a. Available post-retirement options
available, e.g., payments for sick/vacation
days, post-retirement insurance, longevity
annuity payment, etc.

b. Whether a potential retirement payment
will be properly creditable for TRS
purposes. Note: Ultimately, only TRS has
the authority to determine creditability.

Annuities and Other Deferred Compensation

Will the Council address any type of annuities and
other deferred compensation issues? If yes, then:

1. Willit offer such compensation in addition to the
Director’'s agreed-upon salary?

2. Will it contribute creditable earnings for TRS
purposes?

[~ Changes to the Director's Employment Contract

[Director Contract Term Considerations [Explanation, Special Considerations, and
for the Council Resources

Non-Renewal at End of Contract

[How will the Council and successful director candidate
agree to address orderly end to the employment contract
when the Council chooses not to renew it?

1. Will there be a non-renewal notification date? Do
both parties’ attorneys find it reasonable?

2. Will the Council require the Director to remind it of
the non-renewal date?

3. Will there be any agreement to a clause for an
automatic one-year renewal if the Council fails to
provide end-of-contract non-renewal notification?

4. Will the Council agree to language in the
employment contract that would provide the
Director with a hearing upon non-renewal?

IRenewal at End of Contract

Will the Council agree to a procedure for renewing the
employment contract at its end? If yes, then:

1. What date would be the earliest that the Council
could renew its employment contract with the
Director?

2. What criteria will the Council base its renewal
upon? For example, some boards base renewal
upon directors achieving their stated goals and
indicators of student performance and academic




improvement and other information they required.

Contract Extensions

\Will the Council agree to allow for an extension of its
employment contract during its term? If yes, then:

1. Will the Council agree to extend it during its term if
the Council determines that the Director
successfully met all of the Council's stated goals
and indicators of student performance and
academic improvement and other information it
required?

2. Will the Council agree to extend a one-year contract
when the Director is not required to meet any
goals?

See 105 ILCS 5/10-23.8.

Terminations

|if the successful director candidate accepts employment
with the Council and becomes the Director, how will the
Council outline the grounds and procedures for
terminating the Director’'s employment during the
contract's term?

1. Will the Council and the successful director
candidate agree to terminate it upon mutual
agreement?

2. Will the Council allow retirement to be an
appropriate reason for terminating its employment
contract with the Director? And if so, will the Council
require reasonable notice from its Director?

3. Could either the Council or Director terminate the
employment contract without cause by providing
notice to the other?

4. Will the Council terminate the employment contract
for permanent disability of the Director?
a. How will the Council define permanent
disability in the contract?

b. Will the Council require the Director to obtain
a permanent disability determination through
physician certification, and/or

c. Will the Council consider duration of absence;
e.g., 90-days after exhaustion of available
leave, whichever is greater?

See PRESS sample policy 5:180, Temporary
lliness or Temporary Incapacity.

5. What standard will the Council use to terminate the
employment contract for cause? ltems to consider
include:

a. Any conduct detrimental/prejudicial to the
District;*

b. Just cause;

c. Sufficient to dismiss a tenured teacher;



d. Material breach of contract; or
e. Not arbitrary and capricious.

*50 ILCS 205/3c, requires a school district to post
on its website and make available to news media
specific information about severance agreements
that it enters into because an employee or
contractor was found to have engaged in sexual
harassment or sexual discrimination, as defined by
the lll. Human Rights Act or Title VIl of the Civil
Rights Act of 1964. See Severance Pay row
directly below.

6. Will the Council agree to provisions for hearing and
due process for the Director?

7. How will the Council address death of its Director
during the duration of the employment contract?

Severance Pay

Any renewal or renegotiation that adds a condition of
severance pay must include the following provisions of
GSPA, 5ILCS 415/10(a)(1):

1. Arestriction to an amount not exceeding 20 weeks
of compensation; and

2. A pronhibition for any severance if the Director is
fired for misconduct by the Council. This law
defines misconduct to include sexual harassment
and/or discrimination. But 50 ILCS 205/3c limits
sexual harassment or discrimination to instances
when an employee is “found to have engaged in
sexual harassment or sexual discrimination, as
defined by the ll. Human Rights Act or Title VIl of the
Civil Rights Act of 1964.” For more discussion
about these laws, see f/n 6 in policy 2:260, Uniform
Grievance Procedure.

|Liquidated Damages

Will the Council agree to liquidate damages with its
Director if one or the other terminates the employment
contract?

1. Have both the Council and the successful director
candidate discussed the practical consequences of
a liquidated damages clause with their respective
attorneys?

2. Ifthe Council terminates the contract, has it
discussed with the Council Attorney how it can
avoid litigation with its former Director?

Amendments

|[How will the Council and Director agree to allow for
amendments to the employment contract?

[~ What technical clauses need to be in the Director's employment contract?

|Director Contract Term Considerations for |Explanation. Special Considerations. and




|the Council

|Resou rces

Technical clauses (common in contracts)

If the employment contract contains any of the
following technical provisions, have the Council
Attorney and Director’s attorney reviewed them?

Notice
Applicable law
Headings and numbers

N~

Complete understanding, i.e., do the Council
members and Director share the same

understanding of the various provisions written
in the employment contract?

Counterparts
Effect of Policy Amendments
Severability

®© N O O

Advice of Counsel

[T Miscellaneous Issues

Director Contract Term Considerations for |[Explanation, Special Considerations, and

the Council

Resources

Council Obligations Under the Employment
Contract

Do all members of the Council understand the
District’s obligations under the employment contract
and what not complying with them will mean to the
District?

Specifically, are Council members aware of the
Council’s specific obligations regarding:

1. The Director Evaluation
2. Goal setting

3. Required notifications/actions by each party
prior to termination of the employment contract

Ongoing Monitoring of Each Party’'s
Compliance with the Contract

Are the Council and Director actually complying with
the terms of the employment contract? Has the
Council Attorney explained how the Council should
monitor compliance with the employment contract?

|Legislative Issues

|[How might pending pension reform legislation or other
trending legislation affect the employment contract?

DATED : May 10, 2023
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3:50 Administrative Personnel Other Than the Director

Duties and Authority

District administrative and supervisory positions are established by the Executive Board in
accordance with State law. This policy applies to all administrators other than the Superintendent,
including without limitation, Building Principals. The general duties and authority of each administrative
or supervisory position are approved by the Management Council, upon the Director's
recommendation, and contained in the respective position's job description.

Qualifications

All administrative personnel shall have a valid administrative license and appropriate endorsements
issued by the State Educator Preparation and Licensure Board and such other qualifications as
specified in the position's job descriptions.

Evaluation

The performance of all administrative personnel will be evaluated by the Director or designee; the
Director shall make employment and salary recommendations to the Management Council.

Administrative Work Year

The administrators' work year shall be the same as the District's fiscal year, July 1 through June 30, as
stated in the employment agreement. Each individual administrative contract shall govern the
contractual days. All administrators shall be available for work when their services are necessary.

Compensation and Benefits

The Management Council and each administrator shall enter into an employment agreement that
complies with Board policy and State law. The terms of an individual employment contract, when in
conflict with this policy, will control.

The Management Council will consider the Director's recommendations regarding compensation for
individual administrators. The Director's recommendations should be presented to the Council no later
than the March Board meeting.

Unless stated otherwise in individual employment contracts, all benefits and leaves of absence
available to teaching personnel are available to administrative personnel.

LEGAL REF:
105 ILCS 5/10-21.4a, 5/10-23.8a, 5/10-23.8b, 5/21B, and 5/24A.
23 llLAdmin.Code §§1.310, 1.705, and 50.300; and Parts 25 and 29.

CROSS REF: 3:60 (Administrative Responsibility of the Building Principal), 4:165 (Awareness
and Prevention of Child Sexual Abuse and Grooming Behaviors), 4:175 (Convicted Child Sex
Offender; Screening; Notifications), 5:30 (Hiring Process and Criteria), 5:90 (Abused and Neglected
Child Reporting), 5:120 (Employee Ethics; Code of Professional Conduct; and Conflict of Interest),
5:150 (Personnel Records), 5:210 (Resignations), 5:250 (Leaves of Absence), 5:290 (Employment
Termination and Suspensions)

Adopted: January 12, 2022



Perandoe Special Ed Dist



3:60 Administrative Responsibility of the Building Principal

Duties and Authority

The Management Council, upon the recommendation of the Executive Director, employs Building
Principals as the chief administrators and instructional leaders of their assigned schools, and may
employ Assistant Principals. The primary responsibility of a Building Principal is the improvement of
instruction. Each Building Principal shall perform all duties as described in State law as well as such
other duties as specified in his or her employment agreement or as agreed upon by the Building
Principal and Executive Director.

Each Building Principal shall complete State law requirements to be a prequalified evaluator before
conducting an evaluation of a teacher.

Evaluation Plan

The Executive Director or designee shall implement an evaluation plan for Principals that complies
with Section 24A-15 of the School Code and relevant lllinois State Board of Education rules. Using
that plan, the Executive Director or designee shall evaluate each Building Principal. The Executive
Director or designee may conduct additional evaluations.

Qualifications and Other Terms and Conditions of Employment

Qualifications and other terms and conditions of employment are found in Board policy 3:50,
Administrative Personnel Other Than the Superintendent.

LEGAL REF.:

105 ILCS 5/2-3.53a, 5/10-20.14, 5/10-21.4a, 5/10-23.8a, 5/10-23.8b, and 5/24A-15.
10 ILCS 5/4-6.2, Election Code.

105 ILCS 127/, School Reporting of Drug Violations Act.

23 llLAdmin.Code Parts 35 and 50, Subpart D.

CROSS REF.: 3:50 (Administrative Personnel Other Than the Superintendent), 4:165
(Awareness and Prevention of Child Sexual Abuse and Grooming Behaviors), 4:175 (Convicted Child
Sex Offender; Screening; Notifications), 5:90 (Abused and Neglected Child Reporting), 5:120
(Employee Ethics; Code of Professional Conduct; and Conflict of Interest), 5:150 (Personnel
Records), 5:210 (Resignations), 5:250 (Leaves of Absence), 5:290 (Employment Termination and
Suspensions)

Adopted: January 12, 2022
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3:70 Succession of Authority

If the Director, Assistant Director, or other administrator is temporarily unavailable, the succession of

authority and responsibility of the respective office shall follow a succession plan, developed by the
Director and submitted to the Management Council.

Adopted: July 13, 2022
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SECTION 4 - OPERATIONAL SERVICES
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4:10 Fiscal and Business Management

The Director is responsible for the District's fiscal and business management. This responsibility
includes annually preparing and presenting the District's statement of affairs to the Management
Council and publishing it before December 1, as required by State law.

The Director shall ensure the efficient and cost-effective operation of the District's business
management using computers, computer software, data management, communication systems, and
electronic networks, including electronic mail, the Internet, and security systems. Each person using
the District's electronic network shall complete an Authorization for Access to the District's Electronic
Netvork.

Budget Planning

The District's fiscal year is from July 1 until June 30. The Director shall cause the preparation of a
tentative budget for the next fiscal year. This tentative budget, with supporting fiscal data, shall be

circulated to all members of the Management Council on or before June 9st annually or prior to any
action obligating expenditures from the next fiscal year's budget. The proposed budget shall be
adopted at the regular July meeting of the Management Council and forwarded to the Administrative
District for appropriate public hearing and adoption as required by law. This budget shall represent the
culmination of an ongoing process of planning for the fiscal support needed for the District's programs.
The District's budget shall be entered upon the lll. State Board of Education's (ISBE) District Budget
Form. To the extent possible, the tentative budget shall be balanced as defined by ISBE guidelines.
The Director shall complete a tentative deficit reduction plan if one is required by ISBE guidelines.

Preliminary Adoption Procedures

The School Board of the Administrative District sets the date, place, and time for:

1. A public hearing on the proposed budget, and
2. The proposed budget to be available to the public for inspection.

The Board Secretary shall arrange to publish a notice in a local newspaper stating the date, place,
and time of the proposed budget's availability for public inspection and the public hearing. The
proposed budget shall be available for public inspection at least 30 days before the time of the budget
hearing.

At the public hearing, the proposed budget shall be reviewed, including the cash reserve balance of all
funds held by the District related to its operational levy and, if applicable, any obligations secured by
those funds, and the public shall be invited to comment, question, or advise the Board.

Final Adoption Procedures

The School Board of the Administrative District adopts a budget before August 31 or by such
alternative procedure as State law may define. To the extent possible, the budget shall be balanced as
defined by ISBE; if not balanced, the Board will adopt a deficit reduction plan to balance the District's
budget within 3 years according to ISBE requirements.

The Board adopts the budget by roll call vote. The budget resolution shall be incorporated into the
meeting's official minutes. Board members' names voting yea and nay shall be recorded in the
minutes.

The Director or designee shall: (1) post the District's final annual budget, itemized by receipts and
expenditures, on the District's Internet website, and (2) notify parents/guardians that the budget is
posted and provide the website's address.



The Director or designee shall present a written report that includes the annual average expenditures
of the District's operational funds for the previous three fiscal years. In the event the District's
combined cash reserve balance of its operational funds is more than 2.5 times the annual average
expenditures of those funds for the previous three fiscal years, the Board will adopt and file with ISBE
a reserve reduction plan by December 31.

The Director or designee shall submit the annual budget, a deficit reduction plan if one is required by
State Board of Education guidelines, and other financial information to the State Board of Education
according to its requirements.

Budget Amendments

The School Board of the Administrative District may amend the budget by the same procedure as
provided for in the original adoption.

Implementation

The Director or designee shall implement the District's budget and provide the Management Council
with a monthly financial report that includes all fund balances. The amount budgeted as the expenditure
in each fund is the maximum amount that may be expended for that category, except when a transfer
of funds is authorized by the Management Council.

The Management Council shall act on all interfund loans, interfund transfers, transfers within funds, and
transfers from the working cash fund or abatements of it, if one exists.

LEGAL REF.:

105 ILCS 5/10-17, 5/10-22.33, 5/17-1,5/17-1.2, 5/17-1.3, 5/17-1.10, 5/17-2A, 5/17-3.2, 5/17-11,
5/20-5, 5/20-8, and 5/20-10.

35 ILCS 200/18-55 et seq., Truth in Taxation Law.
23 llLAdmin.Code Part 100.
CROSS REF.: 4:40 (Incurring Debt), 4:60 (Purchases and Contracts)

Adopted: December 13, 2023
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4:15 Identity Protection

The collection, storage, use, and disclosure of social security numbers by the District shall be
consistent with State and federal laws. The goals for managing the District’s collection, storage, use,
and disclosure of social security numbers are to:

1. Limit all activities involving social security numbers to those circumstances that are authorized
by State or federal law.

2. Protect each social security number collected or maintained by the District from unauthorized
disclosure.

The Director is responsible for ensuring that the District complies with the Identity Protection Act, 5
ILCS 179/. Compliance measures shall include each of the following:

1. Allemployees having access to social security numbers in the course of performing their duties
shall be trained to protect the confidentiality of social security numbers. Training should include
instructions on the proper handling of information containing social security numbers from the
time of collection through the destruction of the information.

2. Only employees who are required to use or handle information or documents that contain social
security numbers shall have access to such information or documents.

3. Social security numbers requested from an individual shall be provided in a manner that makes
the social security number easily redacted if the record is required to be released as part of a
public records request.

4. When collecting a social security number or upon request by an individual, a statement of the
purpose(s) for which the District is collecting and using the social security number shall be
provided. The stated reason for collection of the social security number must be relevant to the
documented purpose.

5. Allemployees must be advised of this policy's existence and a copy of the policy must be made
available to each employee. The policy must also be made available to any member of the
public, upon request.

6. Ifthis policy is amended, employees will be advised of the existence of the amended policy and
a copy of the amended policy will be made available to each employee.

No District employee shall collect, store, use, or disclose an individual's social security number unless
specifically authorized by the Director. An employee who has substantially breached the confidentiality
of social security numbers may be subject to disciplinary action or santions up to and including
dismissal in accordance with District policy and procedures. This policy shall not be interpreted as a
guarantee of the confidentiality of social security numbers and/or other personal information. The
District will use best efforts to comply with this policy, but this policy should not be construed to convey
any rights to protection of information not otherwise afforded by law.

Treatment of Personally Identifiable Information Under Grant Awards

The Director ensures that the District takes reasonable measures to safeguard: (1) protected
personally identifiable information, (2) other information that a federal awarding agency, pass-through
agency or State awarding agency designates as sensitive, such as personally identifiable
information (PIl) and (3) information that the District considers to be sensitive consistent with
applicable laws regarding privacy and confidentiality (collectively, sensitive information), when
administering federal grant awards and State grant awards governed by the Grant Accountability and
Transparency Act (30 ILCS 708/).

The Director shall establish procedures for the identification, handling, storage, access, disposal and
overall confidentiality of sensitive information. The Director shall ensure that employees and
contractors responsible for the administration of a federal or State award for the District receive



regular training in the safeguarding of sensitive information. Employees mishandling sensitive
information are subject to discipline, up to and including dismissal.

LEGAL REF.:

2 C.F.R. §200.303(e).

5ILCS 179/, ldentity Protection Act.

30 ILCS 708/, Grant Accountability and Transparency Act
50 ILCS 205/3, Local Records Act.

105 ILCS 10/, llinois School Student Records Act.

CROSS REF: 2:250 (Access to District Public Records), 5:150 (Personnel Records), 7:340
(Student Records)

Adopted: January 8, 2020
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4:30 Revenue and Investments

Revenue
This program shall be financed by all Member Districts as follows:

1. The cost of that portion of the special education program related to administrative personnel (*),
space, rental, utilities, supplies, travel, materials, and equipment shall be divided among the
Member Districts on the basis of the proportion of students residing in each individual district,
whether school attendance is public or non-public, whether attending their district's public
schools or another district's school, including those students being sent by their district to private
facilities, to the total enrollment of all participating districts. The Perandoe office shall obtain the
enroliment figures from the parochial schools and make the necessary adjustments to each
individual district's enrollment figure. The computation shall be based on 85% of the previous
year's Fall Enrolliment, including non-public enroliment, and 15% three year average of DHS
poverty figures.

One-fourth of the payment shall be on or before July 15th, one-fourth on or before October 15th, one-
fourth on or before January 15th and one-fourth on or before April 15th.

2. Any other expenditures incurred in the operation of the program shall be prorated among the
Member Districts on a per capita, or flat rate, basis using the same 85/15 calculation as above.

Investments

The Executive Director shall either appoint a Chief Investment Officer or serve as one. The Chief
Investment Officer shall invest money that is not required for current operations, in accordance with this
policy and State law.

The Chief Investment Officer and Executive Director shall use the standard of prudence when making
investment decisions. They shall use the judgment and care, under circumstances then prevailing, that
persons of prudence, discretion, and intelligence exercise in the management of their own affairs, not
for speculation, but for investment, considering the safety of their capital as well as its probable
income.

Investment Objectives

The objectives for the Perandoe Special Education District's investment activities are:

1. Safety of Principal - Every investment is made with safety as the primary and over-riding
concern. Each investment transaction shall ensure that capital loss, whether from credit or
market risk, is avoided.

2. Liquidity - The investment portfolio shall provide sufficient liquidity to pay District obligations as
they become due. In this regard, the maturity and marketability of investments shall be
considered.

3. Rate of Return - The highest return on investments is sought, consistent with the preservation of
principal and prudent investment principles.

4. Diversification - The investment portfolio is diversified as to materials and investments, as
appropriate to the nature, purpose, and amount of the funds.

Authorized Investments

The Chief Investment Officer may invest District funds in one or more of the following:

1. Bonds, notes, certificates of indebtedness, treasury bills, or other securities now or hereafter
issued, that are guaranteed by the full faith and credit of the United States of America as to



10.

principal and interest.

Bonds, notes, debentures, or other similar obligations of the United States of America, its
agencies, and its instrumentalities.

The term “agencies of the United States of America” includes: (a) the federal land banks, federal
intermediate credit banks, banks for cooperative, federal farm credit banks, or any other entity
authorized to issue debt obligations under the Farm Credit Act of 1971 and Acts amendatory
thereto, (b) the federal home loan banks and the federal home loan mortgage corporation, and
(c) any other agency created by Act of Congress.

Interest-bearing savings accounts, interest-bearing certificates of deposit or interest-bearing
time deposits or any other investments constituting direct obligations of any bank as defined by
the lllinois Banking Act.

Short-term obligations of corporations organized in the United States with assets exceeding
$500,000,000 if: (a) such obligations are rated at the time of purchase at one of the three
highest classifications established by at least two standard rating services and that mature not
later than 270 days from the date of purchase, (b) such purchases do not exceed 10% of the
corporation’s outstanding obligations, and (c) no more than one-third of the District's funds may
be invested in short-term obligations of corporations under this paragraph.

Obligations of corporations organized in the United States with assets exceeding $500,000,000
if: (@) such obligations are rated at the time of purchase at one of the three highest
classifications established by at least two standard rating services and which mature more than
270 days but less than three years from the date of purchase, (b) such purchases do not exceed
10% of the corporation's outstanding obligations, and (c) no more than one-third of the District's
funds may be invested in obligations of corporations under this paragraph.

Money market mutual funds registered under the Investment Company Act of 1940, provided that
the portfolio of any such money market mutual fund is limited to obligations described in
paragraph (1) or (2) and to agreements to repurchase such obligations.

Interest-bearing bonds of any county, township, city, village, incorporated town, municipal
corporation, school district, the State of llinois, any other state, or any political subdivision or
agency of the State of lllinois or any other state, whether the interest earned is taxable or tax-
exempt under federal law. The bonds shall be (a) registered in the name of the municipality,
county, or other governmental unit, or held under a custodial agreement at a bank, and (b) rated
at the time of purchase within the four highest general classifications established by a rating
service of nationally recognized expertise in rating bonds of states and their political
subdivisions.

Short term discount obligations of the Federal National Mortgage Association or in shares or
other forms of securities legally issuable by savings banks or savings and loan associations
incorporated under the laws of this State or any other state or under the laws of the United
States. Investments may be made only in those savings banks or savings and loan associations,
the shares, or investment certificates that are insured by the Federal Deposit Insurance
Corporation. Any such securities may be purchased at the offering or market price thereof at the
time of such purchase. All such securities so purchased shall mature or be redeemable on a
date or dates prior to the time when, in the judgment of the Chief Investment Officer, the public
funds so invested will be required for expenditure by the District or its governing authority.

Dividend-bearing share accounts, share certificate accounts, or class of share accounts of a
credit union chartered under the laws of this State or the laws of the United States; provided,
however, the principle office of any such credit union must be located within the State of lllinois.
Investments may be made only in those credit unions the accounts of which are insured by
applicable law.

A Public Treasurers' Investment Pool created under Section 17 of the State Treasurer Act. The
District may also invest any public funds in a fund managed, operated, and administered by a
bank, subsidiary of a bank, or subsidiary of a bank holding company or use the services of such



an entity to hold and invest or advise regarding the investment of any public funds.
11. The lllinois School District Liquid Asset Fund Plus.

12. Repurchase agreements of government securities having the meaning set out in the Government
Securities Act of 1986, as now or hereafter amended or succeeded, subject to the provisions of
said Act and the regulations issued there under. The government securities, unless registered or
inscribed in the name of the District, shall be purchased through banks or trust companies
authorized to do business in the State of lllinois.

Except for repurchase agreements of government securities that are subject to the Government
Securities Act of 1986, as now or hereafter amended or succeeded, the District may not
purchase or invest in instruments that constitute repurchase agreements, and no financial
institution may enter into such an agreement with or on behalf of the District unless the instrument
and the transaction meet all of the following requirements:

a.

The securities, unless registered or inscribed in the name of the District, are purchased
through banks or trust companies authorized to do business in the State of lllinois.

The Chief Investment Officer, after ascertaining which firm will give the most favorable rate
of interest, directs the custodial bank to "purchase" specified securities from a designated
institution. The "custodial bank" is the bank or trust company, or agency of government that
acts for the District in connection with repurchase agreements involving the investment of
funds by the District. The State Treasurer may act as custodial bank for public agencies
executing repurchase agreements.

. A custodial bank must be a member bank of the Federal Reserve System or maintain

accounts with member banks. All transfers of book-entry securities must be accomplished
on a Reserve Bank's computer records through a member bank of the Federal Reserve
System. These securities must be credited to the District on the records of the custodial
bank and the transaction must be confirmed in writing to the District by the custodial bank.

. Trading partners shall be limited to banks or trust companies authorized to do business in

the State of lllinois or to registered primary reporting dealers.

. The security interest must be perfected.

The District enters into a written master repurchase agreement that outlines the basic
responsibilities and liabilities of both buyer and seller.

Agreements shall be for periods of 330 days or less.

The Chief Investment Officer informs the custodial bank in writing of the maturity details of
the repurchase agreement.

. The custodial bank must take delivery of and maintain the securities in its custody for the

account of the District and confirm the transaction in writing to the District. The custodial
undertaking shall provide that the custodian takes possession of the securities exclusively
for the District; that the securities are free of any claims against the trading partner; and
that any claims by the custodian are subordinate to the District's claims to rights to those
securities.

The obligations purchased by the District may only be sold or presented for redemption or
payment by the fiscal agent bank or trust company holding the obligations upon the written
instruction of the Chief Investment Officer.

The custodial bank shall be liable to the District for any monetary loss suffered by the
District due to the failure of the custodial bank to take and maintain possession of such
securities.

13. Anyinvestment as authorized by the Public Funds Investment Act, and Acts amendatory thereto.
Paragraph 13 supersedes paragraphs 1-12 and controls in the event of conflict.

Except as provided herein, investments may be made only in banks, savings banks, savings and loan



associations, or credit unions that are insured by the Federal Deposit Insurance Corporation or other
approved share insurer.

The Chief Investment Officer and Director shall regularly consider material, relevant, and decision-
useful sustainability factors in evaluating investment decisions, within the bounds of financial and
fiduciary prudence. Such factors include, but are not limited to: (1) corporate governance and
leadership factors, (2) environmental factors, (3) social capital factors, (4) human capital factors, and
(5) business model and innovation factors, as provided under the lll. Sustainable Investing Act, 30
ILCS 238/.

Selection of Depositories, Investment Managers, Dealers, and Brokers

The Chief Investment Officer shall establish a list of authorized depositories, investment managers,
dealers and brokers based upon the creditworthiness, reputation, minimum capital requirements,
qualifications under State law, as well as a long history of dealing with public fund entities. The Council
will review and approve the list at least annually.

In order to be an authorized depository, each institution must submit copies of the last two sworn
statements of resources and liabilities or reports of examination that the institution is required to
furnish to the appropriate State or federal agency. Each institution designated as a depository shall,
while acting as such depository, furnish the District with a copy of all statements of resources and
liabilities or all reports of examination that it is required to furnish to the appropriate State or federal
agency.

The above eligibility requirements of a bank to receive or hold public deposits do not apply to
investments in an interest-bearing savings account, interest-bearing certificate of deposit, or interest-
bearing time deposit if: (1) the District initiates the investment at or through a bank located in lllinois,
and (2) the invested public funds are at all times fully insured by an agency or instrumentality of the
federal government.

The District may consider a financial institution's record and current level of financial commitment to its
local community when deciding whether to deposit funds in that financial institution. The District may
consider factors including:

1. Forfinancial institutions subject to the federal Community Reinvestment Act of 1977, the current
and historical ratings that the financial institution has received, to the extent that those ratings are
publicly available, under the federal Community Reinvestment Act of 1977,

2. Any changes in ownership, management, policies, or practices of the financial institution that
may affect the level of the financial institution's commitment to its community;

3. The financial impact that the withdrawal or denial of District deposits might have on the financial
institution;

4. The financial impact to the District as a result of withdrawing public funds or refusing to deposit
additional public funds in the financial institution; and

5. Any additional burden on the District's resources that might result from ceasing to maintain
deposits of public funds at the financial institution under consideration.

Collateral Requirements

All amounts deposited or invested with financial institutions in excess of any insurance limit shall be
collateralized in accordance with the Public Funds Investment Act, 30 ILCS 235/. The Executive
Director or designee shall keep the Council informed of collateral agreements.

Safekeeping and Custody Arrangements

The preferred method for safekeeping is to have securities registered in the District's name and held



by a third-party custodian. Safekeeping practices should qualify for the Governmental Accounting
Standards Council (GASB) Statement No. 3, Deposits with Financial Institutions, Investments
(including Repurchase Agreements), and Reverse Repurchase Agreements, Category |, the highest
recognized safekeeping procedures.

Controls and Report

The Chief Investment Officer shall establish a system of internal controls and written operational
procedures to prevent losses arising from fraud, employee error, misrepresentation by third parties, or
imprudent employee action.

The Chief Investment Officer shall provide a quarterly investment report to the Council. The report will:
(1) assess whether the investment portfolio is meeting the District's investment objectives, (2) identify
each security by class or type, book value, income earned, and market value, (3) identify those
institutions providing investment services to the District, and (4) include any other relevant information.
The investment portfolio's performance shall be measured by appropriate and creditable industry
standards for the investment type.

The Management Council will determine, after receiving the Executive Director's recommendation,
which fund is in most need of interest income and the Executive Director shall execute a transfer. This
provision does not apply when the use of interest earned on a particular fund is restricted.

Ethics and Conflicts of Interest

The Management Council and District officials will avoid any investment transaction or practice thatin
appearance or fact might impair public confidence. Council members are bound by the Council policy
2:100, Council Member Confiict of Interest. No District employee having influence on the District's
investment decisions shall:

1. Have any interest, directly or indirectly, in any investments in which the District is authorized to
invest,

2. Have any interest, directly or indirectly, in the sellers, sponsors, or managers of those
investments, or

3. Receive, in any manner, compensation of any kind from any investments in that the agency is
authorized to invest.

LEGAL REF.:

30 ILCS 235/, Public Funds Investment Act.

30 ILCS 238/, lll. Sustainable Investing Act.

105 ILCS 5/8-7, 5/10-22.44,5/17-1, and 5/17-11.

CROSS REF.: 2:100 (Council Member Conflict of Interest), 4:10 (Fiscal and Business Management),
4:80 (Accounting and Audits)

Adopted: December 13, 2023

Perandoe Special Ed Dist



4:40 Incurring Debt

The District may borrow up to 50% of any State categorical or grant payments due and payable to the
District, if a hardship exists. Interest shall not be in excess of that provided for by the Bond
Authorization Act. Principal and interest shall be repaid from the categorical or grant payments
immediately upon receipt of those payments. The Director shall notify the State Board of Education
before the District issues any form of long-term or short-term debt that will result in outstanding debt
that exceeds 75% of the debt limit specified in State law.

LEGAL REF.:

Securities Act of 1933, 15 U.S.C. §77a et seq.
Securities Exchange Act of 1934, 15 U.S.C. §78a et seq.
17 C.F.R. §240.15¢c2-12.

Bond Authorization Act, 30 ILCS 305/2

Bond Issue Notification Act, 30 ILCS 352/

Local Government Debt Reform Act, 30 ILCS 350/.

Tax Anticipation Note Act, 50 ILCS 420/.

Adopted: May 10, 2023

Perandoe Special Ed Dist



4:45 Insufficient Fund Checks and Debt Recovery

Insufficient Fund Checks

The Executive Director or designee is responsible for collecting up to the maximum fee authorized by
State law for returned checks written to the District that are not honored upon presentation to the
respective bank or other depository institution for any reason. The Executive Director is authorized to
contact the Board attorney whenever necessary to collect the returned check amount, fee, collection
costs and expenses, and interest.

Delinguent Debt Recovery

The Executive Director is authorized to seek collection of delinquent debt owed the District to the
fullest extent of the law.

A Local Debt Recovery Program may be available through the lllinois Office of the Comptroller (IOC).
To participate in it, an intergovernmental agreement (IGA) between the District and the IOC must be in
existence. The IGA establishes the terms under which the District may refer a delinquent debt to the
IOC for an offset (deduction). The IOC may execute an offset, in the amount of the delinquent debt
owed to the District, from a future payment that the State makes to an individual or entity responsible
for paying the delinquent debt.

The Executive Director or designee shall execute the requirements of the IGA. While executing the
requirements of the IGA, the Executive Director or designee is responsible, without limitation, for each
of the following:

1. Providing a District-wide, uniform, method of notice and due process to the individual or entity
against whom a claim for delinquent debt payment (c/laim) is made. Written notice and an
opportunity to be heard must be given to the individual or entity responsible for paying a
delinquent debt before the claim is certified to the IOC for offset. The notice must state the
claim’s amount, the reason for the amount due, the claim’s date or time period, and a
description of the process to challenge the claim. If reimbursable meals or snacks provided
under the Hunger-Free Students’ Bill of Rights Act are the basis of the District’s delinquent debt
claim of no less than $500, the notice must be sent to a student’s parent(s)/guardian(s) only
after: (a) the student owes the District more than five meals and/or snacks; (b) the Executive
Director or designee made: (i) repeated contacts to collect the amounts owed, and (ii)
reasonable efforts to collect the amount due for at least one year; and (c) the District requested
the student’s parent(s)/guardian(s) to apply for meal benefits pursuant to policy 4:130, Free and
Reduced-Price Food Services, and they either: (i) did not qualify, or (ii) refused to apply.

2. Anindividual or entity challenging a claim shall be provided an informal proceeding to refute the
claim’s existence, amount, or current collectability; the decision following this proceeding shall
be reviewable.

a. Ifa waiver of student fees is requested as a challenge to paying the claim, and the waiver
of student fees is denied, an appeal of the denial of a fee waiver request shall be handled
according to 4:140, Waiver of Student Fees. If no waiver of student fees is requested,
reviews regarding payment of the claim shall be handled according to this policy before
certification to the IOC for offset.

b. If application for meal benefits pursuant to policy 4:130, Free and Reduced-Price Food
Services, is requested as a challenge to paying the claim, and the request is denied, an
appeal of the denial of the request shall be handled according to 4:130, Free and
Reduced-Price Food Services. If no request for meal benefits is received, review of the
claim’s payment shall be handled according to this policy before certification to the I0C for
offset.

3. Certifying to the IOC that the debt is past due and legally enforceable, and notifying the IOC of
any change in the status of an offset claim for delinquent debt.



4. Responding to requests for information from the IOC to facilitate the prompt resolution of any
administrative review requests received by the IOC.

LEGAL REF.:

15 ILCS 405/10.05 and 10.05d, State Comptroller Act.
105 ILCS 123/, Hunger-Free Students’ Bill of Rights Act.
810 ILCS 5/3-806, Uniform Commercial Code.
Adopted: July 12, 2023

Perandoe Special Ed Dist



4:50 Payment Procedures

The Treasurer shall prepare a list of all due and payable bills, indicating vendor name and amount, and
shall present it to the Management Council in advance of the Council's regular monthly meeting or, if
necessary, a special meeting. These bills shall be reviewed by the Management Council, after which
they will be accepted and presented to Red Bud Community Unit School #132, the fiscal agent, for
approval and payment. Approval of all bills shall be given by a roll call vote and the votes shall be
recorded in the minutes. The Treasurer shall pay the bills after receiving an order or pertinent portions
of the Council minutes, even if the minutes are unapproved, provided the order or minutes are signed
by the Council Chair and Secretary, or a majority of the Council.

The Treasurer is authorized, without further approval, to pay Social Security taxes, wages, pension
contributions, utility bills, and other recurring bills. These disbursements shall be included in the listing
of bills presented to the Management Council.

The Council authorizes the Executive Director or designee to establish revolving funds and a petty
cash fund system for school cafeterias, lunchrooms, athletics, or similar purposes, provided such
funds are maintained in accordance with Council policy 4:80, Accounting and Audits, and remain in
the custody of an employee who is properly bonded according to State law.

LEGAL REF.:
105 ILCS 5/8-16, 5/10-7, and 5/10-20.19.
23 ll.LAdmin.Code §100.70.

CROSS REF.: 4:55 (Use of Credit and Procurement Cards), 4:60 (Purchases and Contracts), 4:80
(Accounting and Audits)

Adopted: May 13, 2020

Perandoe Special Ed Dist



4:55 Use of Credit and Procurement Cards

The Executive Director and employees designated by the Executive Director are authorized to use
District credit and procurement cards to simplify the acquisition, receipt, and payment of purchases
and travel expenses incurred on the District's behalf. Credit and procurement cards shall only be used
for those expenses that are for the District's benefit and serve a valid and proper public purpose; they
shall not be used for personal purchases. Cardholders are responsible for exercising due care and
judgment and for acting in the District's best interests.

The Executive Director or designee shall manage the use of District credit and procurement cards by
employees. It is the Management Council's responsibility, through the audit and approval process, to
determine whether District credit and procurement card use by the Executive Director is appropriate.

In addition to the other limitations contained in this and other Council policies, District credit and
procurement cards are governed by the following restrictions:

1. Credit and/or procurement cards may only be used to pay certain job-related expenses or to
make purchases on behalf of the Council or District, or for purposes that would otherwise be
addressed through a conventional revolving fund.

2. The Executive Director or designee shall instruct the issuing bank to block the cards' use at
unapproved merchants.

3. Each cardholder, other than the Executive Director, may charge no more than $500 in a single
purchase and no more than $1000 within a given month without prior authorization from the
Executive Director.

4. The Executive Director or designee must approve the use of a District credit or procurement
card whenever such use is by telephone, fax, and the Internet. Permission shall be withheld when
the use violates any Council policy, is from a vendor whose reputation has not been verified, or
would be more expensive than if another available payment method were used.

5. The consequences for unauthorized purchases include, but are not limited to, reimbursing the
District for the purchase amount, loss of cardholding privileges, and, if made by an employee,
discipline up to and including discharge.

6. All cardholders must sign a statement affirming that they are familiar with this policy.

7. The Executive Director shall implement a process whereby all purchases using a District credit
or procurement card are reviewed and approved by someone other than the cardholder or
someone under the cardholder's supervision.

8. Cardholders must submit the original, itemized receipt to document all purchases.

9. No individual may use a District credit or procurement card to make purchases in a manner
contrary to State law, including, but not limited to, the bidding and other purchasing requirements
in 105 ILCS 5/10-20.21, or any Council policy.

10. The Superintendent or designee shall account for any financial or material reward or rebate
offered by the company or institution issuing the District credit or procurement card and shall
ensure that it is used for the District's benefit.

LEGAL REF.:
105 ILCS 5/10-20.21.
23 lLAdmin.Code §100.70(d).

CROSS REF.: 4:50 (Payment Procedures), 4:60 (Purchases and Contracts), 4:80 (Accounting and
Audits), 5:60 (Expenses)

Adopted: January 11, 2023
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4:60 Purchases and Contracts

The Director shall manage the District's purchases and contracts in accordance with the law, the
standards set forth in this policy, and other applicable Council policies.

Standards for Purchasing and Contracting

All purchases and contracts shall be entered into in accordance with applicable federal and State law.
The Council Attorney shall be consulted as needed regarding the legal requirements for purchases or
contracts. All contracts shall be approved or authorized by the Management Council.

All purchases and contracts should support a recognized District function or purpose as well as
provide for good quality products and services at the lowest cost, with consideration for service,
reliability, and delivery promptness, and in compliance with State law. No purchase or contract shall be
made or entered into as a result of favoritism, extravagance, fraud, or corruption.

Adoption of the annual budget authorizes the Director or designee to purchase budgeted supplies,
equipment, and services, provided that State law is followed. Purchases of items outside budget
parameters require the approval of the Management Council of the Administrative District, exceptin
an emergency.

When presenting a contract or purchase for Council approval, the Director or designee shall ensure
that it complies with applicable federal and State law, including but not limited to, those specified
below:

1. Supplies, materials, or work involving an expenditure in excess of $35,000 must comply with the
State law bidding procedure, 105 ILCS 5/10-20.21, unless specifically exempted.

2. Construction, lease, or purchase of school buildings must comply with State law and Council
Policy.

3. Guaranteed energy savings must comply with 105 ILCS 5/19b-1 et seq.
4. Third party non-instructional services must comply with 105 ILCS 5/10-22.34c.

5. Goods and services that are intended to generate revenue and other remunerations for the
District in excess of $1,000, including without limitation vending machine contracts, sports and
other attire, class rings, and photographic services, must comply with 105 ILCS 5/10-20.21(b-5).

6. Any contract to purchase food with a bidder or offeror must comply with 105 ILCS 5/10-20.21(b-
10).

7. Each contractor with the District is bound by each of the following:

a. Inaccordance with 105 ILCS 5/10-21.9(f): (1) prohibit any of its employees who is or was
found guilty of a criminal offense listed in 105 ILCS 5/10-21.9(c) and 5/21B-80(c) to have
direct, daily contact at a District school or school-related activity with one or more
student(s); (2) prohibit any of the contractor's employees from having direct, daily contact
with one or more students if the employee was found guilty of any offense in 5/21B-80(b)
(certain drug offenses) until seven years following the end of the employee's sentence for
the criminal offense; and (3) require each of its employees who will have direct, daily
contact with student(s) to cooperate during the District's fingerprint-based criminal history
records check on him or her.

b. Inaccordance with 105 ILCS 5/22-94: (1) prohibit any of its employees from having direct
contact with children or students if the contractor has not performed a sexual misconduct
related employment history review (EHR) of the employee or if the District objects to the
employee’s assignment based on the employee’s involvement in an instance of sexual
misconduct as provided in 105 ILCS 5/22-94(j)(3), which the contractor is required to
disclose; (2) discipline, up to and including termination or denial of employment, any
employee who provides false information or willfully fails to disclose information required



by the EHR; (3) maintain all records of EHRs and provide the District access to such
records upon request; and (4) refrain from entering into any agreements prohibited by 105
ILCS 5/22-94(g).

c. Inaccordance with 105 ILCS 5/24-5: (1) concerning each new employee of a contractor
that provides services to students or in schools, provide the District with evidence of
physical fitness to perform the duties assigned and freedom from communicable disease;
and (2) require any new or existing employee who provides services to students orin
schools to complete additional health examinations as required by the District and be
subject to additional health examinations, including tuberculosis screening, as required by
the lll. Dept. of Public Health rules or order of a local health official.

8. Any pavement engineering project using a coal tar-based sealant product or high polycyclic
aromatic hydrocarbon sealant product for pavement engineering-related use must comply with
the Coal Tar Sealant Disclosure Act.

9. Design-build contracts must comply with 105 ILCS 5/15A-1 et seq.
10. Any new contract for a district-administered assessment must comply with 105 ILCS 5/10-20.85.

11. Purchases made with federal or State awards must comply with 2 C.F.R. Part 200 and 30 ILCS
708/, as applicable, and any terms of the award.

The Director or designee shall keep a record of: (1) each vendor, product, or service provided, (2) the
actual net revenue and non-monetary remuneration from each contract or agreement, and (3) how the
revenue was used and to whom the non-monetary remuneration was distributed. The Director or
designee shall report this information to the Management Council of the Administrative District by
completing the necessary forms that must be attached to the District's annual budget.

LEGAL REF.:
2 C.F.R. Part 200.

105 ILCS 5/10-20.19c¢, 5/10-20.21, 5/10-20.85, 5/10-21.9, 5/10-22.34c, 5/15A-1 et seq., 5/19b-1 et
seq., 5/22-94, and 5/24-5.

30 ILCS 708/, Grant Accountability and Transparency Act.
410 ILCS 170/, Coal Tar Sealant Disclosure Act.
820 ILCS 130/, Prevailing Wage Act.

CROSS REF.: 2:100 (Council Member Conflict of Interest), 4:175 (Convicted Child Sex Offender;
Screening; Notifications), 5:90 (Abused and Neglected Child Reporting)

Adopted: December 13, 2023

Perandoe Special Ed Dist



4:70 Resource Conservation

The Executive Director shall manage a program of energy and resource conservation for the District
that includes:

1. Periodic review of procurement procedures and specifications to ensure that purchased
products and supplies are reusable, durable, or made from recycled materials, if economically
and practically feasible.

2. Purchasing recycled paper and paper products in amounts that will, at a minimum, meet the
specifications in the School Code, if economically and practically feasible.

3. Periodic review of procedures on the reduction of solid waste generated by academic,
administrative, and other institutional functions. These procedures shall: (a) require recycling the
District's waste stream, including landscape waste, computer paper, and white office paper, if
economically and practically feasible; (b) include investigation of the feasibly of potential
markets for other recyclable materials that are present in the District's waste stream; and (c) be
designed to achieve, before July 1, 2020, at least a 50% reduction in the amount of solid waste
that is generated by the District.

4. Adherence to energy conservation measures.
LEGAL REF.:
105 ILCS 5/10-20.19c and 5/19b.
CROSS REF.: 4:60 (Purchases and Contracts)
Adopted: July 13, 2022

Perandoe Special Ed Dist



4:80 Accounting and Audits

The District's accounting and audit services shall comply with the Requirements for Accounting,
Budgeting, Financial Reporting, and Auditing, as adopted by the lll. State Council of Education
(ISBE), State and federal laws and regulations, and generally accepted accounting principles.
Determination of liabilities and assets, prioritization of expenditures of governmental funds, and
provisions for accounting disclosures shall be made in accordance with government accounting
standards as directed by the auditor designated by the Council. The Director, in addition to other
assigned financial responsibilities, shall report monthly on the District's financial performance, both
income and expense, in relation to the financial plan represented in the budget.

Annual Audit

At the close of each fiscal year, the Director shall arrange an audit of the District funds, accounts,
statements, and other financial matters. The audit shall be performed by an independent certified
public accountant designated by the Council and be conducted in conformance with prescribed
standards and legal requirements. A complete and detailed written audit report shall be provided to
each Council member, each School Council member of the Administrative District and to the Director.

The Director shall annually, on or before October 15, submit an original and one copy of the audit to
the Regional Director of Schools.

Annual Financial Report

The Director or designee shall annually prepare and submit the Annual Financial Report on a timely
basis using the form adopted by the ISBE. The Director shall review and discuss the Annual Financial
Report with the Council before itis submitted.

Inventories

The Director or designee is responsible for establishing and maintaining accurate inventory records.
The inventory record of supplies and equipment shall include a description of each item, quantity,
location, purchase date, and cost or estimated replacement cost, unless the supplies and equipment
are acquired by the District pursuant to a federal or State grant award, in which case the inventory
record shall also include the information required by 2 C.F.R. §200.313, if applicable. The Director
shall establish procedures for the management of property acquired by the District under grant awards
that comply with federal and State law.

Capitalization Threshold

To be considered a capital asset for financial reporting purposes, a capital item must be at or above a
capitalization threshold of $5,000 and have an estimated useful life greater than one year.

Disposition of District Property

The Director or designee shall notify the Council, as necessary, of the following so that the Council
may consider its disposition: (1) District personal property (property other than buildings and land) that
is no longer needed for school purposes, and (2) school site, building, or other real estate that is
unnecessary, unsuitable, or inconvenient. Notwithstanding the above, the Director or designee may
unilaterally dispose of personal property of a diminutive value. The Director shall establish procedures
for the disposition of property acquired by the District under grant awards that comply with federal and
State law.

Taxable Fringe Benefits

The Director or designee shall: (1) require that all use of District property or equipment by employees
is for the District's convenience and best interests unless it is a Council-approved fringe benefit, and



(2) ensure compliance with the Internal Revenue Service regulations regarding when to report an
employee's personal use of District property or equipment as taxable compensation.

Controls for Revolving Funds and Petty Cash

Revolving funds and the petty cash system are established in Council policy 4:50, Payment
Procedures. The Director shall: (1) designate a custodian for each revolving fund and petty cash fund,
(2) obtain a bond for each fund custodian, and (3) maintain the funds in compliance with this policy,
State law, and ISBE rules. A check for the petty cash fund may be drawn payable to the designated
petty cash custodian. Bank accounts for revolving funds are limited to a maximum balance of $500.00.
All expenditures from these bank accounts must be directly related to the purpose for which the
account was established and supported with documentation, including signed invoices or receipts. All
deposits into these bank accounts must be accompanied with a clear description of their intended
purpose. The Director or designee shall include checks written to reimburse revolving funds on the
Council's monthly listing of bills indicating the recipient and including an explanation.

Control Requirements for Checks

The Council of the Administrative District must approve all bank accounts opened or established in the
District's or a District school's name or with the District's Federal Employer Identification Number. Al
checks issued by the District must be signed by either the Treasurer or Council Chair, except that
checks from accounts containing student activity funds or fiduciary funds and checks from revolving
accounts may be signed by their respective account custodians.

Internal Controls

The Director is primarily responsible for establishing and implementing a system of internal controls
for safeguarding the District's financial condition; the Council, however, will oversee these safeguards.
The control objectives are to ensure efficient business and financial practices, reliable financial
reporting, and compliance with State law and Council policies, and to prevent losses from fraud,
waste, and abuse, as well as employee error, misrepresentation by third parties, or other imprudent
employee action.

The Director or designee shall annually audit the District's financial and business operations for
compliance with established internal controls and provide the results to the Council. The Council may
from time-to-time engage a third-party to audit internal controls in addition to the annual audit.

LEGAL REF.:
2 C.F.R. §200 et seq.

30 ILCS 708/, Grant Accountability and Transparency Act, implemented by 44 llLAdm.Code 7000 et
seq.

105 ILCS 5/2-3.27, 5/2-3.28, 5/3-7, 5/3-15.1, 5/5-22, 5/10-21 .4, 5/10-20.19, 5/10-22.8, and 5/17-1 et
seq.

23 ll.LAdmin.Code Part 100.

CROSS REF.: 4:10 (Fiscal and Business Management), 4:50 (Payment Procedures), 4:55 (Use of
Credit and Procurement Cards)

Adopted: January 13, 2021
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4:100 Insurance Management

The Executive Director shall recommend and maintain all insurance programs that provide the
broadest and most complete coverage available at the most economical cost, consistent with sound
insurance principles.

The insurance program shall include each of the following:

1. Liability coverage to insure against any loss or liability of the Perandoe Special Education
District and the listed individuals against civil rights damage claims and suits, constitutional
rights damage claims and suits, and death and bodily injury and property damage claims and
suits, including defense costs, when damages are sought for negligent or wrongful acts allegedly
committed in the scope of employment or under the Management Council's direction or related
to any mentoring services provided to the District's licensed staff members; Management
Council members; employees; volunteer personnel authorized by 105 ILCS 5/10-22.34, 5/10-
22.34a, and 5/10-22.34b; mentors of licensed staff members authorized in 105 ILCS 5/21A-5 et
seq. (new teacher), 105 ILCS 5/2-3.53a (new principal), and 2-3.53b (new superintendents); and
student teachers.

2. Students who attend the Perandoe Educational Program and participants in their home district
extra curriculum sports activities will be covered by the resident district catastrophic insurance.

3. Comprehensive property insurance covering a broad range of causes of loss involving building
and personal property. The coverage amount shall normally be for the replacement cost or the
insurable value.

4. Workers' Compensation to protect individual employees against financial loss in case of a work-
related injury, certain types of disease, or death incurred in an employee-related situation.

Student Insurance

The Board shall annually designate a company to offer student accident insurance coverage. The
Board does not endorse the plan nor recommend that parents/guardians secure the coverage, and
any contract is between the parents/guardians and the company.

LEGAL REF.:

Consolidated Omnibus Budget Reconciliation Act, Pub. L. 99-272, §10001, 26 U.S.C. §4980B(f), 42
U.S.C. §300bb-1 et seq.

105 ILCS 5/2-3.53a, 5/2-3.53b, 5/10-20.20, 5/10-22.3, 5/10-22.3a, 5/10-22.3b, 5/10-22.3f, 5/10-
22.34,5/10-22.344a, 5/10-22.34b, 5/21A-5 et seq., and 5/22-15.

215 ILCS 5/, lll. Insurance Code.

750 ILCS 75/, lll. Religious Freedom Protection and Civil Union Act.
820 ILCS 305/, Workers’ Compensation Act.

Adopted: July 12, 2023
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4:120 Food Services

Good nutrition shall be promoted in the Cooperative's meal programs and in other food and
beverages that are sold to students during the school day. The Director shall manage a food service
program that complies with this policy and is in alignment with School Board policy 6:50, School
Wellness.

Food or beverage items sold to students as part of a reimbursable meal under federal law must follow
the nutrition standards specified in the U.S. Dept. of Agriculture rules that implement the National
School Lunch and Child Nutrition Acts. Schools being reimbursed for meals under these laws are
participating schools.

The food service program in participating schools shall comply with the nutrition standards specified in
the U.S. Dept. of Agriculture's Smart Snacks rules when it offers competitive foods to students on the
school campus during the school day. Competitive foods are all food and beverages that are offered
by any person, organization or entity for sale to students on the school campus during the school day
that are not reimbursed under programs authorized by federal law. The food service programs in
participating schools shall also comply with any applicable mandates in the lllinois State Board of
Education's School Food Service rules implementing these federal laws and the lll. School Breakfast
and Lunch Program Act.

All revenue from the sale of any food or beverages sold in competition with the School Breakfast
Program or National School Lunch Program to students in food service areas during the meal period
shall accrue to the nonprofit school lunch program account.

LEGAL REF.:

Russell B. National School Lunch Act, 42 U.S.C. §1751 et seq.

Child Nutrition Act of 1966, 42 U.S.C. §1771 et seq.

7 C.F.R. Parts 210 (National School Lunch Program) and 220 (School Breakfast Program).
105 ILCS 125/, School Breakfast and Lunch Program Act.

23 ll.LAdmin.Code Part 305, School Food Service.

CROSS REF.: 4:130 (Free and Reduced-Price Food Services), 6:50 (School Wellness)

Adopted: January 12, 2022
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4:130 Free and Reduced-Price Food Services

Notice

The Executive Director shall be responsible for implementing the District's free and reduced-price
food services policy.

If State funding is available for the Healthy School Meals for All Program, the Board will annually
determine if it will participate in the program.

Eligibility Criteria and Selection of Children

A student's eligibility for free and reduced-price food services shall be determined by the income
eligibility guidelines, family-size income standards, set annually by the U.S. Department of Agriculture
and distributed by the lllinois State Council of Education. From time to time, the income eligibility
guidelines and standards may not be necessary when reimbursements for students' free breakfasts
and lunches are claimed through the U.S. Depts. of Agriculture and Education's Community Eligibility
Provision (CEP). When claiming the CEP, the District will follow its requirements.

Notification

At the beginning of each school year, by letter, the District shall notify students and their
parents/guardians of: (1) eligibility requirements for free and reduced-price food service, (2) the
application process, and (3) other information required by federal law.

Nondiscrimination Assurance

The District shall avoid publicly identifying students receiving free or reduced-price meals and shall
use methods for collecting meal payments that prevent identification of children receiving assistance.

Appeal

A family may appeal the District's decision to deny an application for free and reduced-price food
services or to terminate such services as outlined by the U.S. Department of Agriculture in 7 C.F.R.
§245.7, Determining Eligibility for Free and Reduced-Price Meals and Free Milk in Schools. The
Executive Director shall establish a hearing procedure for adverse eligibility decisions and provide by
mail a copy of them to the family. The District may also use these procedures to challenge a child's
continued eligibility for free or reduced-price meals or milk.

During an appeal, students previously receiving food service benefits shall not have their benefits
terminated. Students who were denied benefits shall not receive benefits during the appeal. The status
of a student’s appeal or eligibility for free or reduced-price food services shall not relieve the District of
its obligation to provide him or her with a free meal or snack under the Hunger-Free Students’ Bill of
Rights Act if he or she requests one, regardless of his or her ability to pay.

The Executive Director shall keep on file for a period of three years a record of any appeals made and
the hearing record. The District shall also maintain accurate and complete records showing the data
and method used to determine the number of eligible students served free and reduced-price food
services. These records shall be maintained for three years.

LEGAL REF.:

U.S. Dept. of Agriculture, Food and Nutrition Service, National School Lunch Program, 7 C.F.R. Part
210.

U.S. Dept. of Agriculture, Food and Nutrition Service, Determining Eligibility for Free and Reduced-
Price Meals and Free Milk in Schools, 7 C.F.R. Part 245.



105 ILCS 125/, School Breakfast and Lunch Program Act.
105 ILCS 126/, Childhood Hunger Relief Act.
23 llLAdmin.Code §305.10 et seq.

Adopted: December 13, 2023
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4:130-E Exhibit - Free and Reduced-Price Food Services; Meal Charge
Notifications

On District letterhead, website, in student handbook, newsletters, bulletins, and/or calendars
Date:

To: Parents/Guardians, Students, and Staff

Re: Eligibility and Meal Charge Notifications

The following notification is provided to all households of students at the beginning of each school year
as federally required notification regarding eligibility requirements and the application process for the
free and reduced-price food services that are listed in Board policy 4:130, Free and Reduced-Price
Food Services, and 4:140, Waiver of Student Fees. This notification is also provided to households
of students transferring to the District during the school year. For more information, see
www.fns.usda.gov/school-meals/unpaid-meal-charges, and/or contact the Building Principal or
designee.

Free and Reduced-Price Food Services Eligibility

When the parents/guardians of students are unable to pay for their child(ren)’s meal services, meal
charges will apply per a student's eligibility category and will be processed by the District accordingly.

A student's eligibility for free and reduced-price food services shall be determined by the income
eligibility guidelines, family-size income standards, set annually by the U.S. Dept. of Agriculture, and
distributed by the lll. State Board of Education.

Meal Charges for Meals Provided by the District

The Building Principal and District staff will work jointly to prevent meal charges from accumulating.
Every effort to collect all funds due to the District will be made on a regular basis and before the end of
the school year. Contact your Building Principal or designee about whether your child(ren)’s

charges may be carried over at the end of the school year, i.e., beyond June 3oth,

Unpaid meal charges are considered delinquent debt when payment is overdue as defined by Board
policy 4:45, Insufficient Fund Checks and Debt Recovery and the Hunger-Free Students’ Bill of
Rights Act (105 ILCS 123/). The District will make reasonable efforts to collect charges classified as
delinquent debt, including repeated contacts to collect the amounts and, when necessary, requesting
that the student's parent(s)/guardian(s) apply for meal benefits to determine if the student qualifies for
such benefits under Board policy 4:130, Free and Reduced-Price Food Services. The District will
provide a federally reimbursable meal or snack to a student who requests one, regardless of the
student's ability to pay or negative account balance.

When a student’s funds are low and when there is a negative balance, reminders will be provided to
the staff, students, and their parent(s)/guardian(s) at regular intervals during the school year. State law
allows the Building Principal to contact parents(s)/guardian(s) to attempt collection of the owed money
when the amount owed is more than the amount of five lunches. If a parent/guardian regularly fails to
provide meal money for the child(ren) that he/she is responsible for in the District and does not qualify
for free meal benefits or refuses to apply for such benefits, the Building Principal or designee will
direct the next course of action. Continual failure to provide meal money may require the District to
notify the lll. Dept. of Children and Family Services (DCFS) and/or take legal steps to recover the
unpaid meal charges, up to and including seeking an offset under the State Comptroller Act, if
applicable.

LEGAL REF.:



Healthy Hunger-Free Kids Act of 2010 (P.L. 111-296).

7 C.F.R. §2455.

105 ILCS 123/, Hunger-Free Students’ Bill of Rights Act.
23 llLAdmin.Code Part 305, School Food Service.

DATED : December 13, 2023
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4:160 Environmental Quality of Buildings and Grounds

The Executive Director shall take all reasonable measures to protect: (1) the safety of District
personnel, students, and visitors on District premises from risks associated with hazardous materials
and (2) the environmental quality of the District's buildings and grounds.

Pesticides

Pesticides will not be applied on the paved surfaces, playgrounds, or playing fields of any school
serving grades K-8 during a school day or partial school day when students are in attendance for
instructional purposes. Additionally, the application of any restricted use pesticides is prohibited on or
within 500 feet of school property during normal school hours. The Executive Director or designee
shall maintain a registry of employees and parents/guardians of students requesting notification
before the application of pesticide(s) and notify those people as required by the Structural Pest
Control Act, 225 ILCS 235/, and the Lawn Care Products Application and Notice Act, 415 ILCS 65/.

Coal Tar Sealant

Before coal tar-based sealant products or high polycyclic aromatic hydrocarbon sealant products are
used on District premises, the Superintendent or designee shall notify employees and
parents/guardians of students in writing or by telephone as required by the Coal Tar Sealant
Disclosure Act.

LEGAL REF.:
105 ILCS 5/10-20.17a; 5/10-20.48.

29 C.F.R. §1910.1030, Occupational Exposure to Bloodborne Pathogens, as adopted by the lllinois
Department of Labor, 56 llLAdmin.Code §350.700(b).

29 C.F.R. §1910.1200, Occupational Safety and Health Administration Hazard Communication
Standards, as adopted by 820 ILCS 255/1.5, Toxic Substances Disclosure to Employees Act.

20 ILCS 3130/, Green Buildings Act.

105 ILCS 135/, Toxic Art Supplies in Schools Act.

105 ILCS 140/, Green Cleaning School Act.

105 ILCS 160/, Pesticide Application at Schools Act.

225 ILCS 235/, Structural Pest Control Act.

415 ILCS 60/14, lllinois Pesticide Act.

415 ILCS 65/, Lawn Care Products Application and Notice Act.
410 ILCS 170/, Coal Tar Sealant Disclosure Act.

820 ILCS 255/, Toxic Substances Disclosure to Employees Act. (inoperative)
23 ll.LAdmin.Code §1.330.

CROSS REF.: 4:170 (Safety)

Adopted: December 13, 2023
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4:165 Awareness and Prevention of Child Sexual Abuse and Grooming
Behaviors

Child sexual abuse and grooming behaviors harm students, their parents/guardians, the District's
environment, its school communities, and the community at large, while diminishing a student’s ability
to learn. The Board has a responsibility and obligation to increase awareness and knowledge of: (1)
issues regarding child sexual abuse, (2) likely warning signs that a child may be a victim of sexual
abuse, (3) grooming behaviors related to child sexual abuse and grooming, (4) how to report child
sexual abuse, (5) appropriate relationships between District employees and students based upon
State law, and (6) how to prevent child sexual abuse.

To address the Board'’s obligation to increase awareness and knowledge of these issues, prevent
sexual abuse of children, and define prohibited grooming behaviors, the Superintendent or designee
shall implement an Awareness and Prevention of Sexual Abuse and Grooming Behaviors Program.
The Program will:

1. Educate students with:
a. Anage-appropriate and evidence-informed health and safety education curriculum that
includes methods for how to report child sexual abuse and grooming behaviors to
authorities;

b. Information in policy 7:250, Student Support Services, about: (i) District counseling
options, assistance, and intervention for students who are victims of or affected by sexual
abuse, and (ii) community-based Children’s Advocacy Centers and sexual assault crisis
centers and how to access those serving the District.

2. Train District employees about child sexual abuse and grooming behaviors by January 31 of
each school year with materials that include:
a. A definition of prohibited grooming behaviors and employee-student boundary violations
pursuant to policy 5:120, Employee Ethics; Code of Professional Conduct; and Confiict
of Interest;

b. Evidence-informed content on preventing, recognizing, reporting, and responding to child
sexual abuse, grooming behaviors, and employee-student boundary violations pursuant to
policies 2:260, Uniform Grievance Procedure; 2:265, Title IX Sexual Harassment
Grievance Procedure; 5:90, Abused and Neglected Child Reporting; 5:100, Staff
Development Program; and 5:120, Employee Ethics; Code of Professional Conduct;
and Confiict of Interest, and

c. How to report child sexual abuse, grooming behaviors, and/or employee-student boundary
violations pursuant to policies 2:260, Uniform Grievance Procedure; 2:265, Title IX
Sexual Harassment Grievance Procedure; and 5:90, Abused and Neglected Child
Reporting.

3. Provide information to parents/guardians in student handbooks about the warning signs of child
sexual abuse, grooming behaviors, and employee-student boundary violations with evidence-
informed educational information that also includes:

a. Assistance, referral, or resource information, including how to recognize grooming
behaviors, appropriate relationships between District employees and students based
upon policy 5:120, Employee Ethics; Code of Professional Conduct; and Conflict of
Interest, and how to prevent child sexual abuse from happening;

b. Methods for how to report child sexual abuse, grooming behaviors, and/or employee-
student boundary violations to authorities; and

c. Available counseling and resources for children who are affected by sexual abuse,
including both emotional and educational support for students affected by sexual abuse, so
that the student can continue to succeed in school pursuant to policy 7:250, Student
Support Services.



4. Provide parents/guardians of students in any of grades K through 8 with not less than five days’
written notice before commencing any class or course providing instruction in recognizing and
avoiding sexual abuse, as well as the opportunity to object in writing.

LEGAL REF.:

105 ILCS 5/10-23.13, 5/22-85.5, 5/27-9.1a, and 5/27-13.2.

105 ILCS 110/3, Critical Health Problems and Comprehensive Health Education Act.
325 ILCS 5/, Abused and Neglected Child Reporting Act.

720 ILCS 5/11-25, Criminal Code of 2012.

CROSS REF.: 2:260 (Uniform Grievance Procedure), 2:265 (Title IX Sexual Harassment
Grievance Procedure), 4:175 (Convicted Child Sex Offender; Screening; Notifications), 5:90 (Abused
and Neglected Child Reporting), 5:100 (Staff Development Program), 5:120 (Employee Ethics; Code
of Professional Conduct; and Conflict of Interest), 7:20 (Harassment of Students Prohibited), 7:250
(Student Support Services)

Adopted: January 11, 2023
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4:170 Safety

Safety and Security

All District operations, including the education program, shall be conducted in a manner that will
promote the safety and security of everyone on District property or at a District event. The Executive
Director or designee shall develop, implement, and maintain a comprehensive safety and security
plan that includes, without limitation:

1. An emergency operations and crisis response plan(s) addressing prevention, preparation,
response, and recovery for each school;

2. Provisions for a coordinated effort with local law enforcement and fire officials, emergency
medical services personnel, and the Board Attorney;

3. A school safety drill plan;
4. Instruction in safe bus riding practices; and
5. A clear, rapid, factual, and coordinated system of internal and external communication.

In the event of an emergency that threatens the safety of any person or property, students and staff are
encouraged to follow the best practices discussed for their building regarding the use of any available
cellular telephones.

School Safety Drill Plan

During every academic year, each school building that houses school children shall conduct, at a
minimum, each of the following in accordance with the School Safety Drill Act (105 ILCS 128/):

1. Three school evacuation drills to address and prepare students and school personnel for fire
incidents. One of these three drills shall require the participation of the local fire department or
district.

2. One bus evacuation drill.

3. One severe weather and shelter-in-place drill to address and prepare students and school
personnel for possible tornado incidents.

4. One law enforcement lockdown drill to address a school shooting incident and to evaluate the
preparedness of school personnel and students. This drill shall occur no later than 90 days after
the first day of school of each year, and shall require the participation of all school personnel and
students present at school at the time of the drill, except for those exempted by administrators,
school support personnel, or a parent/guardian.

Annual Review

The Board or its designee will annually review each school building’s emergency operations and crisis
response plan(s), protocols, and procedures, as well as each building’s compliance with the school
safety drill plan. This annual review shall be in accordance with the School Safety Drill Act (105 ILCS
128/) and the Joint Rules of the Office of the State Fire Marshal and the lll. State Board of Education
(ISBE) 29 ll.LAdmin.Code Part 1500.

Automated External Defibrillator (AED)

The Executive Director or designee shall implement a written plan for responding to medical
emergencies at the District’s physical fitness facilities in accordance with the Fitness Facility Medical
Emergency Preparedness Act and shall file a copy of the plan with the lll. Dept. of Public Health
(IDPH). The plan shall provide for at least one automated external defibrillator (AED) to be available at
every physical fithess facility on the premises according to State law requirements.



The District shall have an AED on site as well as a trained AED user: (1) on staff during staffed
business hours; and (2) available during activities or events sponsored and conducted or supervised
by the District. The Executive Director or designee shall ensure that every AED on the District's
premises is properly tested and maintained in accordance with rules developed by the IDPH. This
policy does not create an obligation to use an AED.

Carbon Monoxide Alarms
The Executive Director or designee shall implement a plan with the District’s local fire officials to:

1. Determine which school buildings to equip with approved carbon monoxide alarms or carbon
monoxide detectors,

2. Locate the required carbon monoxide alarms or carbon monoxide detectors within 20 feet of a
carbon monoxide emitting device, and

3. Incorporate carbon monoxide alarm or detector activation procedures into each school building
that requires a carbon monoxide alarm or detector. The Executive Director or designee shall
ensure each school building annually reviews these procedures.

Soccer Goal Safety

The Executive Director or designee shall implement the Movable Soccer Goal Safety Actin
accordance with the guidance published by the IDPH. Implementation of the Act shall be directed
toward improving the safety of movable soccer goals by requiring that they be properly anchored.

Unsafe School Choice Option

The unsafe school choice option allows students to transfer to another District school or to a public
charter school within the District. The unsafe school choice option is available to:

1. All students attending a persistently dangerous school, as defined by State law and identified by
the lll. State Council of Education.

2. Any student who is a victim of a violent criminal offense, as defined by 725 ILCS 120/3, that
occurred on school grounds during regular school hours or during a school-sponsored event.

The Executive Director or designee shall develop procedures to implement the unsafe school choice
option.

Lead Testing in \Water

The Executive Director or designee shall implement testing for lead in each source of drinking water in
school buildings in accordance with the lll. Plumbing License Law and guidance published by the
IDPH. The Superintendent or designee shall notify parent(s)/guardian(s) about the sampling results
from their children’s respective school buildings.

Emergency Closing

The Executive Director is authorized to close school(s) in the event of hazardous weather or other
emergency that threatens the safety of students, staff members, or school property.

LEGAL REF.:
105 ILCS 5/10-20.2, 5/10-20.57, 5/18-12, and 5/18-12.5.
105 ILCS 128/, School Safety Drill Act; 29 llLAdmin.Code Part 1500.

210 ILCS 74/, Physical Fitness Facility Medical Emergency Preparedness Act.



225 ILCS 320/35.5, lll. Plumbing License Law.

CROSS REF.: 4:110 (Transportation), 4:175 (Convicted Child Sex Offender; Screening;
Notifications), 4:180 (Pandemic Preparedness; Management; and Recovery), 4:190 (Targeted School
Violence Prevention Program), 5:30 (Hiring Process and Criteria), 8:30 (Visitors to and Conduct on
School Property), 8:100 (Relations with Other Organizations and Agencies)

Adopted: January 12, 2022
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4:175 Convicted Child Sex Offender; Screening; Notifications

Persons Prohibited on School Property without Prior Permission

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

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

2. The offender received permission to be present from the Governing Board, Management
Council, Director, or Director's designee. If permission is granted, the Director or
Council President shall provide the details of the offender's upcoming visit to the Building
Principal.

In all cases, the Director or designee shall supervise a child sex offender whenever the offender is in a
child's vicinity. If a student is a sex offender, the Director or designee shall develop guidelines for
managing his or her presence in school.

Screening

The Director or designee shall perform fingerprint-based criminal history records information checks
and/or screenings required by State law or Council policy for employees; student teachers; students
doing field or clinical experience other than student teaching; contractors' employees who have direct,
daily contact with one or more children; and resource persons and volunteers. The Council President
shall ensure that these checks are completed for the Director. He or she shall take appropriate action
based on the result of any criminal background check and/or screen.

Notification to Parents/Guardians

The Director shall develop procedures for the distribution and use of information from law enforcement
officials under the Sex Offender Community Notification Law and the Murderer and Violent Offender
Against Youth Community Notification Law. The Director or designee shall serve as the Cooperative
contact person for purposes of these laws. The Director and Building Principal shall manage a
process for schools to notify the parents/guardians during school registration that information about
sex offenders is available to the public as provided in the Sex Offender Community Notification Law.
This notification must occur during school registration and at other times as the Director or Building
Principal determines advisable.

LEGAL REF.:

20 U.S.C. §7926, Elementary and Secondary Education Act.

20 ILCS 2635/, Uniform Conviction Information Act.

720 ILCS 5/11-9.3, Criminal Code of 2012.

730 ILCS 152/, Sex Offender Community Notification Law.

730 ILCS 154/75-105, Murderer and Violent Offender Against Youth Community Notification Law.

CROSS REF.: 2:110 (Qualifications, Term, and Duties of Council Officers), 3:40 (Director), 3:50



(Administrative Personnel Other Than the Director), 3:60 (Administrative Responsibility of the Building
Principal), 4:165 (Awareness and Prevention of Child Sexual Abuse and Grooming Behaviors), 5:30
(Hiring Process and Criteria), 5:260 (Student Teachers), 6:250 (Community Resource Persons and
Volunteers), 8:30 (Visitors to and Conduct on School Property), 8:100 (Relations with Other
Organizations and Agencies)

Adopted: January 12, 2022
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4:180 Pandemic Preparedness; Management; and Recovery

The School Board recognizes that the District will play an essential role along with the local health
department and emergency management agencies in protecting the public’s health and safety during
a pandemic.

A pandemic is a global outbreak of disease. Pandemics happen when a new virus emerges to infect
individuals and, because there is little to no pre-existing immunity against the new virus, it spreads
sustainably.

To prepare the School District community for a pandemic, the Superintendent or designee shall: (1)
learn and understand how the roles that the federal, State, and local government function; (2) form a
pandemic planning team consisting of appropriate District personnel and community members to
identify priorities and oversee the development and implementation of a comprehensive pandemic
school action plan; and (3) build awareness of the final plan among staff, students, and community.

Emergency School Closing

In the case of a pandemic, the Governor may declare a disaster due to a public health emergency that
may affect any decision for an emergency school closing. Decisions for an emergency school closing
will be made by the Superintendent in consultation with and, if necessary, at the direction of the
Governor, lll. Dept. of Public Health, District’s local health department, emergency management
agencies, and/or Regional Office of Education.

During an emergency school closing, the Board President and the Superintendent may, to the extent
the emergency situation allows, examine existing Board policies pursuant to Policy 2:240, Board
Policy Development, and recommend to the Board for consideration any needed amendments or
suspensions to address mandates that the District may not be able to accomplish or implement due to
a pandemic.

Board Meeting Procedure; No Physical Presence of Quorum and Participation by Audio or Video

A disaster declaration related to a public health emergency may affect the Board’s ability to meetin
person and generate a quorum of members who are physically present at the location of a meeting.
Policy 2:220, School Board Meeting Procedure, governs Board meetings by video or audio
conference without the physical presence of a quorum.

Payment of Employee Salaries During Emergency School Closures

The Superintendent shall consult with the Board to determine the extent to which continued payment of
salaries and benefits will be made to the District's employees, pursuant to Board policies 3:40,
Superintendent, 3:50, Administrative Personnel Other Than the Superintendent, 5:35, Compliance
with the Fair Labor Standards Act, 5:200, Terms and Conditions of Employment and Dismissal, and
5:270, Employment At-Will, Compensation, and Assignment, and consistent with: (1) applicable
laws, regulations, federal or State or local emergency declarations, executive orders, and agency
directives; (2) collective bargaining agreements and any bargaining obligations; and (3) the terms of
any grant under which an employee is being paid.

Suspension of In-Person Instruction; Remote and/or Blended Remote Learning Day Plan(s)

When the Governor declares a disaster due to a public health emergency pursuant to 20 ILCS 3305/7,
and the State Superintendent of Education declares a requirement for the District to use Remote
Leaming Days or Blended Remote Learning Days, the Superintendent shall approve and present to
the Board for adoption a Remote and/or Blended Remote Learning Day Plan (Plan) that:

1. Recommends to the Board for consideration any suspensions or amendments to curriculum-



related policies to reduce any Board-required graduation or other instructional requirements in
excess of minimum curricular requirements specified in School Code that the District may not be
able to provide due to the pandemic;

2. Implements the requirements of 105 ILCS 5/10-30; and

3. Ensures a plan for periodic review of and/or amendments to the Plan when needed and/or
required by statute, regulation, or State guidance.

LEGAL REF.:

105 ILCS 5/10-16.7, 5/10-20.5, 5/10-20.56, and 5/10-30.
5ILCS 120/2.01 and 120/7(e), Open Meetings Act.

20 ILCS 2305/2(b), ll. Dept. of Public Health Act (Part 1).
20 ILCS 3305/, ll. Emergency Management Agency Act.
115 ILCS 5/, ll. Educational Labor Relations Act.

CROSS REF.: 1:20 (District Organization, Operations, and Cooperative Agreements), 2:20
(Powers and Duties of the School Board; Indemnification), 2:220 (School Board Meeting Procedure),
2:240 (Board Policy Development), 3:40 (Superintendent), 3:50 (Administrative Personnel Other Than
the Superintendent), 3:70 (Succession of Authority), 4:170 (Safety), 5:35 (Compliance with the Fair
Labor Standards Act), 5:200 (Terms and Conditions of Employment and Dismissal), 5:270
(Employment At-Will, Compensation, and Assignment), 6:20 (School Year Calendar and Day), 6:60
(Curriculum Content), 6:300 (Graduation Requirements), 7:90 (Release During School Hours), 8:100
(Relations with Other Organizations and Agencies)

Adopted: August 12, 2020

Perandoe Special Ed Dist



4:190 Targeted School Violence Prevention Program

Threats and acts of targeted school violence harm the District’'s environment and school community,
diminishing students’ ability to learn and a school’s ability to educate. Providing students and staff with
access to a safe and secure District environment is an important Board goal. While it is not possible
for the District to completely eliminate threats in its environment, a Targeted School Violence
Prevention Program (Program) using the collective efforts of local school officials, staff, students,
families, and the community helps the District reduce these risks to its environment.

The Superintendent or designee shall develop and implement the Program. The Program oversees
the maintenance of a District environment that is conducive to learning and working by identifying,
assessing, classifying, responding to, and managing threats and acts of targeted school violence. The
Program shall be part of the District's Comprehensive Safety and Security Plan, required by Board
policy 4:170, Safety, and shall:

1. Establish a District-level School Violence Prevention Team to: (a) develop a District-level
Targeted School Violence Prevention Plan, and (b) oversee the District’s Building-level Threat
Assessment Team(s).

2. Establish Building-level Threat Assessment Team(s) to assess and intervene with individuals
whose behavior may pose a threat to safety. This team may serve one or more schools.

3. Comply with State and federal law and align with Board policies.

The Local Governmental and Governmental Employees Tort Immunity Act protects the District from
liability. The Program does not: (1) replace the care of a physician licensed to practice medicine in all
of its branches or a licensed medical practitioner or professional trained in violence prevention,
assessments and counseling services, (2) extend beyond available resources within the District, (3)
extend beyond the school day and/or school-sponsored events, or (4) guarantee or ensure the safety
of students, District staff, or visitors.

LEGAL REF.:

105 ILCS 5/10-20.14, 5/10-21.7, 5/10-27 1A, 5/10-27.1B, 5/24-24, and 5/27-23.7 .
105 ILCS 128/, School Safety Drill Act.

745 ILCS 10/, Local Governmental and Governmental Employees Tort Immunity Act.
29 llLAdmin.Code Part 1500.

CROSS REF.: 2:240 (Board Policy Development), 4:170 (Safety), 5:90 (Abused and Neglected
Child Reporting), 5:100 (Staff Development Program), 5:230 (Maintaining Student Discipline), 6:65
(Student Social and Emotional Development), 6:270 (Guidance and Counseling Program), 7:140
(Search and Seizure), 7:150 (Agency and Police Interviews), 7:180 (Prevention of and Response to
Bullying, Intimidation, and Harassment), 7:185 (Teen Dating Violence Prohibited), 7:190 (Student
Behavior), 7:250 (Student Support Services), 7:290 (Suicide and Depression Awareness and
Prevention), 7:340 (Student Records), 8:30 (Visitors to and Conduct on School Property), 8:100
(Relations with Other Organizations and Agencies)

Adopted: May 8, 2019
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General Personnel
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5:10 Equal Employment Opportunity and Minority Recruitment

The Perandoe Special Education 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, work authorization
status; use of lawful products while not at work; being a victim of domestic violence, sexual violence,
gender violence, or any other crime of 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;
conviction record, unless authorized by law; 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 Program Act, 410 ILCS 130/.

Persons who believe they have not received equal employment opportunities should report their
claims to the Nondiscrimination Coordinator and/or a Complaint Manager for the Uniform Grievance
Procedure. These individuals are listed below. No employee or applicant will be discriminated or
retaliated against because he or she: (1) requested, attempted to request, used, or attempted to use a
reasonable accommodation as allowed by the lllinois 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 Director shall appoint a Nondiscrimination Coordinator for personnel who shall be responsible for
coordinating the District's nondiscrimination efforts. The Nondiscrimination Coordinator may be the
Director or a Complaint Manager for the Uniform Grievance Procedure. The Nondiscrimination
Coordinator also serves as the District's Title X Coordinator.

The Director shall insert into this policy the names, office addresses, email addresses, and telephone
numbers of the District's current Nondiscrimination Coordinator and Complaint Managers.

Nondiscrimination Coordinator:

Kathleen Trantham Hopkins
1525 Locust St., Red Bud, IL 62278
khopkins@perandoe.org

618/282-6251, ext. 117

Complaint Managers:

Chad Stolte Cheryl Ebers

500 W South 4th St., Suite A, Red Bud, IL

62278 1525 Locust St., Red Bud, IL 62278

cstolte@perandoe.org cebers@perandoe.org

AdninAA mAAA 4 AnAn 618/282-6251. ext. 150 & 618/282-7228. ext.
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The Director 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.

LEGAL REF.:

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

20 U.S.C. §1681 et seq., Title IX of the Education Amendments of 1972; 34 C.F.R. Part 106.
29 U.S.C. §206(d), Equal Pay Act.

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

29 U.S.C. §701 et seq., Rehabilitation Act of 1973.

38 U.S.C. §4301 et seq., Uniformed Services Employment and Reemployment Rights Act (1994).
42 U.S.C. §1981 et seq., Civil Rights Act of 1991.

42 U.S.C. §2000¢€ et seq., Title VIl of the Civil Rights Act of 1964; 29 C.F.R. Part 1601.

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

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

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

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

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

105 ILCS 5/10-20.7, 5/10-20.7a, 5/10-21.1, 5/10-22.4, 5/10-23.5, 5/22-19, 5/24-4, 5/24-4 1, and 5/24-
7.

410 ILCS 130/40, Compassionate Use of Medical Cannabis Program Act.
410 ILCS 513/25, Genetic Information Privacy Act.
740 ILCS 174/, ll. Whistleblower Act.

775 ILCS 5/1-103, 5/2-101, 5/2-102, 5/2-103, 5/2-103.1, 5/2-104(D) and 5/6-101, ll. Human Rights
Act.

775 ILCS 35/, Religious Freedom Restoration Act.

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



820 ILCS 70/, Employee Credit Privacy Act.

820 ILCS 75/, Job Opportunities for Qualified Applicants Act.
820 ILCS 112/, ll. Equal Pay Act of 2003.

820 ILCS 180/30, Victims’ Economic Security and Safety Act.
820 ILCS 260/, Nursing Mothers in the Workplace Act.

CROSS REF.: 2:260 (Uniform Grievance Procedure), 2:265 (Title IX Sexual Harassment Grievance
Procedure), 5:20 (Workplace Harassment Prohibited), 5:30 (Hiring Process and Criteria), 5:40
(Communicable and Chronic Infectious Disease), 5:50 (Drug- and Alcohol-Free Workplace; E-
Cigarette, Tobacco, and Cannabis Prohibition), 5:70 (Religious Holidays), 5:180 (Temporary liness or
Temporary Incapacity), 5:200 (Terms and Conditions of Employment and Dismissal), 5:250 (Leaves
of Absence), 5:270 (Employment, At-Will, Compensation, and Assignment), 5:300 (Schedules and
Employment Year), 5:330 (Sick Days, Vacation, Holidays, and Leaves), 7:10 (Equal Educational
Opportunities),7:180 (Prevention of and Response to Bullying, Intimidation, and Harassment), 8:70
(Accommodating Individuals with Disabilities)

Adopted: January 12, 2022
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5:20 Workplace Harassment Prohibited

The Perandoe Special Education 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 actual or perceived race,
color, religion, national origin, ancestry, sex, sexual orientation, age, citizenship status, work
authorization status, disability, pregnancy, marital status, order of protection status, military status, or
unfavorable discharge from military service, nor shall they engage in harassment or abusive conduct
on the basis of anindividual's other protected status identified in Board policy 5:10, Equal
Employment Opportunity and Minority Recruitment. Harassment of students, including, but not
limited to, sexual harassment, is prohibited by Board policies 2:260, Uniform Grievance Procedure;
2:265, Title IX Sexual Harassment Grievance Procedure; 7:20, Harassment of Students Prohibited;
7:180, Prevention of and Response to Bullying, Intimidation, and Harassment, and 7:185, Teen
Dating Violence Prohibited.

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

Sexual Harassment Prohibited

The District shall provide a workplace environment free of verbal, physical, or other conduct or
communications constituting harassment on the basis of sex as defined and otherwise prohibited by
State and federal law. The District provides annual sexual harassment prevention training in
accordance with State law.

District employees shall not make unwelcome sexual advances or request sexual favors or engage in
any unwelcome conduct of a sexual nature when: (1) submission to such conduct is made either
explicitly or implicitly a term or condition of an individual’'s employment; (2) submission to or rejection
of such conduct by an individual is used as the basis for employment decisions affecting such
individual; or (3) such conduct has the purpose or effect of substantially interfering with an individual’'s
work performance or creating an intimidating, hostile, or offensive working environment. Sexual
harassment prohibited by this policy includes, but is not limited to, verbal, physical, or other conduct.
The terms intimidating, hostile, or offensive include, but are not limited to, conduct that has the effect of
humiliation, embarrassment, or discomfort. Sexual harassment will be evaluated in light of all the
circumstances.

Making a Report or Complaint

Employees and nonemployees (persons who are not otherwise employees and are directly
performing services for the District pursuant to a contract with the District, including contractors, and
consultants) are encouraged to promptly report information regarding violations of this policy.
Individuals may choose to report to a person of the individual's same gender. Every effort should be
made to file such reports or complaints as soon as possible, while facts are known and potential
witnesses are available.

Aggrieved individuals, if they feel comfortable doing so, should directly inform the person engaging in
the harassing conduct or communication that such conduct or communication is offensive and must
stop.

Whom to Contact with a Report or Complaint

An employee should report claims of harassment, including making a confidential report, to any of the
following: his/her immediate supervisor, the Building Principal, an administrator, the Nondiscrimination
Coordinator, and/or a Complaint Manager. An employee may also report claims using Board policy
2:260, Uniform Grievance Procedure. If a claim is reported using Board policy 2:260, then the



Complaint Manager shall process and review the claim according to that policy, in addition to any
response required by this policy.

The Director shall insert into this policy the names, office addresses, email addresses, and telephone
numbers of the District’'s current Nondiscrimination Coordinator and Complaint Managers. The
Nondiscrimination Coordinator also serves as the District's Title X Coordinator.

Nondiscrimination Coordinator:
Kathleen Trantham Hopkins

1525 Locust St., Red Bud, IL 62278
khopkins@perandoe.org

618/282-6251, ext. 117

Complaint Managers:

Chad Stolte Cheryl Ebers

500 W South 4th St., Suite A, Red Bud, IL 1525 Locust St., Red Bud, IL 62278
62278
cstolte@perandoe.org cebers@perandoe.org

618/282-6251, ext. 150 & 618/282-7228, ext.

618/282-7228, ext. 8003 8005

Investigation Process

Any District employee who receives a report or complaint of harassment must promptly forward the
report or complaint to the Nondiscrimination Coordinator or a Complaint Manager. Any employee who
fails to promptly forward a report or complaint may be disciplined, up to and including discharge.

Reports and complaints of harassment will be confidential to the greatest extent practicable, subject to
the District’s duty to investigate and maintain a workplace environment that is productive, respecitful,
and free of unlawful discrimination, including harassment.

For any report or complaint alleging sexual harassment that, if true, would implicate Title IX of the
Education Amendments of 1972 (20 U.S.C. §1681 et seq.), the Nondiscrimination Coordinator or
designee shall consider whether action under policy 2:265, Title IX Sexual Harassment Grievance
Procedure, should be initiated.

For any other alleged workplace harassment that does not require action under policy 2:265, Title IX
Sexual Harassment Grievance Procedure, the Nondiscrimination Coordinator or a Complaint
Manager or designee shall consider whether an investigation under policy 2:260, Uniform Grievance
Procedure, and/or 5:120, Employee Ethics; Code of Professional Conduct, and Confiict of Interest,
should be initiated, regardless of whether a written report or complaint is filed.

Reports That Involve Alleged Incidents of Sexual Abuse of a Child by School Personnel

An alleged incident of sexual abuse is an incident of sexual abuse of a child, as defined in 720 ILCS
5/11-9.1A(b), that is alleged to have been perpetrated by school personnel, including a school vendor



or volunteer, that occurred: on school grounds during a school activity; or outside of school grounds or
not during a school activity.

Any complaint alleging an incident of sexual abuse shall be processed and reviewed according to
policy 5:90, Abused and Neglected Child Reporting. In addition to reporting the suspected abuse, the
complaint shall also be processed under policy 2:265, Title IX Sexual Harassment Grievance
Procedure, or policy 2:260, Uniform Grievance Procedure.

Enforcement

A violation of this policy by an employee may result in discipline, up to and including discharge. A
violation of this policy by a third party will be addressed in accordance with the authority of the Board
in the context of the relationship of the third party to the District, e.g., vendor, parent, invitee, etc. Any
person making a knowingly false accusation regarding harassment will likewise be subject to
disciplinary action, which for an employee may be up to and including discharge.

Retaliation Prohibited

An employee’s employment, compensation, or work assignment shall not be adversely affected by
complaining or providing information about harassment. Retaliation against employees for bringing
complaints or providing information about harassment is prohibited (see Board policy 2:260, Uniform
Grievance Procedure), and depending upon the law governing the complaint, whistleblower protection
may be available under the State Officials and Employees Ethics Act (5 ILCS 430/), the Whistleblower
Act (740 ILCS 174/), and the ll. Human Rights Act (775 ILCS 5/).An employee should report
allegations of retaliation to his/her immediate supervisor, the Building Principal, an administrator, the
Nondiscrimination Coordinator, and/or a Complaint Manager.

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 District encourages all employees who have information regarding violations of this policy to
report the information pursuant to this policy. The following government agencies are available to
assist employees: the lll. Dept. of Human Rights and the U. S. Equal Employment Opportunity
Commission.

The Director shall also use reasonable measures to inform staff members, applicants, and
nonemployees of this policy, which shall include posting on the District website and/or making this
policy available in the District's administrative office, and including this policy in the appropriate
handbooks.

LEGAL REF.:

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

20 U.S.C. §1681 et seq., Title IX of the Education Amendments of 1972; 34 C.F.R. Part 106.
5ILCS 430/70-5(a), State Officials and Employees Ethics Act.

7751LCS 5/2-101(E) and (E-1), 5/2-102(A), (A-10), (D-5), 5/2-102(E-5), 5/2-109, 5/5-102, and 5/5-
102.2, ll. Human Rights Act.

56 Ill. Admin.Code Parts 2500, 2510, 5210, and 5220.
Vance v. Ball State Univ., 570 U.S. 421 (2013).




Crawford v. Metro. GoVv't of Nashville & Davidson Cnty., 555 U.S. 271 (2009).

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

Oncale v. Sundowner Offshore Servs., 523 U.S. 75 (1998).

Burlington Indus. v. Ellerth, 524 U.S. 742 (1998).

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

Harris v. Forklift Systems, 510 U.S. 17 (1993).

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

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

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

Williams v. Waste Mgmt., 361 F.3d 1021 (7th Cir. 2004).

Berry v. Delta Airlines, 260 F.3d 803 (7th Cir. 2001).

Sangamon Cnty. Sheriff's Dept. v. lll. Human Rights Com’n, 233 1l.2d 125 (lll. 2009).

CROSS REF.: 2:260 (Uniform Grievance Procedure), 2:265 (Title IX Sexual Harassment
Grievance Procedure), 4:60 (Purchases and Contracts), 5:10 (Equal Employment Opportunity and
Minority Recruitment), 5:90 (Abused and Neglected Child Reporting), 5:120 (Employee Ethics; Code
of Professional Conduct; and Conflict of Interest), 7:20 (Harassment of Students Prohibited), 8:30
(Visitors to and Conduct on School Property)

Adopted: January 11, 2023
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5:20-E Resolution to Prohibit Sexual Harassment

WHEREAS, Section 10-20 of the School Code (105 ILCS 5/10-20) grants school boards other
powers that are not inconsistent with their duties;

WHEREAS, Section 1-5 of the State Officials and Employees Ethics Act (5 ILCS 430/1-5) includes
school districts within the definition of a governmental entity;,

WHEREAS, Section 5-65 of the State Officials and Employees Ethics Act (5 ILCS 430/5-65, added
by P.A. 100-554) provides that all persons have a right to work in an environment free from sexual
harassment;

WHEREAS, Section 70-5 of the State Officials and Employees Ethics Act (5 ILCS 430/70-5,
amended by P.A.s 100-554 and 101-221) requires governmental entities to adopt an ordinance or
resolution establishing a policy to prohibit sexual harassment which, at a minimum, includes: (1) a
prohibition on sexual harassment; (2) details on how an individual can report an allegation of sexual
harassment, including options for making a confidential report to a supervisor, ethics officer, Inspector
General, or the lll. Dept. of Human Rights; (3) a prohibition on retaliation for reporting sexual
harassment allegations, including availability of whistleblower protections under the Act, the
Whistleblower Act (740 ILCS 174/), and the lll. Human Rights Act (775 ILCS 5/); (4) the consequences:
(a) of a violation of the prohibition on sexual harassment; and (b) for knowingly making a false report;
and (5) a mechanism for reporting and independent review of allegations of sexual harassment made
against a Board member by a fellow Board member or other elected official;

THEREFORE, BE IT RESOLVED, by the Management Council of Perandoe Special Education
District, Monroe/Randolph Counties , lllinois, as follows:

Section 1: The Board adopts Board policies 2:105, Ethics and Gift Ban, and 5:20, Workplace
Harassment Prohibited, attached as Exhibit A, which collectively contain the following: (1) a
prohibition on sexual harassment; (2) detail regarding how an individual can report an allegation of
sexual harassment, including options for making a confidential report to an immediate supervisor,
the Building Principal, an administrator, the Nondiscrimination Coordinator, a Complaint Manager,
or the lll. Dept. of Human Rights; (3) a prohibition on retaliation for reporting sexual harassment
allegations and a statement regarding the availability of whistleblower protections under the State
Officials and Employees Ethics Act, the Whistleblower Act, and the lll. Human Rights Act; and (4)
the consequences: (a) of a violation of the prohibition on sexual harassment; and (b) for knowingly
making a false report, and (5) a mechanism for reporting and independent review of allegations of
sexual harassment made against a Board member by a fellow Board member or other elected
official.

Section 2: Any prior versions of Board policies 2:105, Ethics and Gift Ban, and 5:20, Workplace
Harassment Prohibited, adopted by the Board are superseded by this Resolution.

Adopted this 8th day of January, 2020.
Attested by: Eric Frankford, Board President

Attested by: Kelton Davis, Board Secretary
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5:30 Hiring Process and Criteria

The District hires the most qualified personnel consistent with budget and staffing requirements and in
compliance with Management Council policy on equal employment opportunity and minority
recruitment. The Director is responsible for recruiting personnel and making hiring recommendations
to the Management Council. If the Director's recommendation is rejected, the Director must submit
another. No individual will be employed who has been convicted of a criminal offense listed in 105
ILCS 5/21B-80(c).

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

Job Descriptions

The Management Council maintains the Director’s job description and directs, through policy, the
Director, in his or her charge of the District’'s administration.

The Director 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 Director or designee shall ensure that a fingerprint-based criminal history records check and a
check of the Statewide Sex Offender Database and Violent Offender Against Youth Database is
performed on each applicant as required by State law. When the applicant is a successful Director
candidate who has been offered employment by the Council, the Council Chair shall ensure that these
checks are completed. The Director or designee, or if the applicant is a successful Director
candidate, then the Council Chair shall notify an applicant if the applicant is identified in either
database. The School Code requires the Council Chair to keep a conviction record confidential and
share it only with the Director, Regional Superintendent, State Superintendent, State Educator
Preparation and Licensure Management Council, any other person necessary to the hiring decision,
the Ill. State Police and/or Statewide Sex Offender Database for purposes of clarifying the information,
and/or the Teachers' Retirement System of the State of lllinois when required by law. The Management
Council 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 a U.S. Citizenship and Immigration Services 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 105 ILCS
5/21B-80 or who falsifies, or omits facts from, his or her employment application or other employment
documents. If an indicated finding of abuse or neglect of a child has been issued by the lll. Department
of Children and Family Services or by a child welfare agency of another jurisdiction for any applicant
for student teaching, applicant for employment, or any District employee, then the Management
Council must consider that person’s status as a condition of employment.

The Director 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 screen applicants based on their current or prior wages or salary histories,
including benefits or other compensation, by requiring that the wage or salary history satisfy



minimum or maximum criteria.

3. The District does not request or require a wage or salary history as a condition of being
considered for employment, being interviewed, continuing to be considered for an offer of
employment, an offer of employment, or an offer of compensation.

4. The District does not request or require an applicant to disclose wage or salary history as a
condition of employment.

5. The District does not ask an applicant or applicant’s current or previous employers about wage
or salary history, including benefits or other compensation.

6. 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.

7. The District does not request of an applicant or employee access in any manner to his or her
personal online account, such as social networking websites, including a request for passwords
to such accounts.

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

Sexual Misconduct Related Employment History Review (EHR)

Prior to hiring an applicant for a position involving direct contact with children or students, the Director
shall ensure that an EHR is performed as required by State law. When the applicant is a director
candidate, the Management Council Chair shall ensure that the EHR is initiated before a successful
superintendent candidate is offered employment by the Management Council.

Physical Examinations

Each new employee must furnish evidence of physical fithess to perform assigned duties and freedom
from communicable disease. The physical fitness examination must be performed by a physician
licensed in lllinois, or any other state, to practice medicine and surgery in any of its branches, a
licensed advanced practice registered nurse, or a licensed 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
llinois to practice medicine and surgery in all its branches, a licensed advanced practice registered
nurse, or a licensed 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 Management Council 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 Acknowedgement of
Mandated Reporter Status form as provided in policy 5:90, Abused and Neglected Child Reporting.

LEGAL REF.:

42 U.S.C. §12112, Americans with Disabilities Act; 29 C.F.R. Part 1630.

15 U.S.C. §1681 et seq., Fair Credit Reporting Act.

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

105 ILCS 5/10-16.7, 5/10-20.7, 5/10-21.4, 5/10-21.9, 5/10-22.34, 5/10-22.34b, 5/21B-10, 5/21B-80,



5/21B-85, 5/22-6.5, 5/22-94, and 5/24-5.

20 ILCS 2630/3.3, Criminal ldentification Act.

820 ILCS 55/, Right to Privacy in the Workplace Act.
820 ILCS 70/, Employee Credit Privacy Act.

820 ILCS 112/, Equal Pay Act of 2003.

Duldulao v. St. Mary of Nazareth Hospital, 136 ll. App. 3d 763 (1st Dist. 1985), affd in part and
remanded 115 1ll.2d 482 (ll. 1987).

Kaiser v. Dixon, 127 lll. App. 3d 251 (2nd Dist. 1984).

Molitor v. Chicago Title & Trust Co., 325 lll. App. 124 (1st Dist. 1945).

CROSS REF.: 2:260 (Uniform Grievance Procedure), 3:50 (Administrative Personnel Other Than the
Director), 4:60 (Purchases and Contracts), , 4:175 (Convicted Child Sex Offender; Screening;
Notifications), 5:10 (Equal Employment Opportunity and Minority Recruitment), 5:40 (Communicable
and Chronic Infectious Disease), 5:90 (Abused and Neglected Child Reporting), 5:120 (Employee
Ethics; Code of Professional Conduct; and Conflict of Interest), 5:125 (Personal Technology and
Social Media; Usage and Conduct), 5:220 (Substitute Teachers), 5:280 (Duties and Qualifications)

Adopted: December 13, 2023

Perandoe Special Ed Dist



5:35 Compliance with the Fair Labor Standards Act

Job Classifications

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

Workweek and Compensation

The workweek for District employees will be 12:00 a.m. Saturday until 11:59 p.m. Friday. Non-exempt
employees will be compensated for all hours worked in a workweek including overtime. For non-
exempt employees paid a salary, the salary is paid for a 40-hour workweek even if an employee is
scheduled for less than 40 hours. "Overtime" is time worked in excess of 40 hours in a single
workweek.

Overtime
Please refer to the applicable collective bargaining agreement(s).
For employees not covered by a current applicable bargaining agreement:

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 Director or designee's written pre-approval for any long
term or repeated use of overtime that can be reasonably anticipated, (3) ensure that overtime
provisions of this policy and the FLSA are followed, and (4) ensure that employees are compensated
for any overtime worked. Accurate and complete time sheets of actual hours worked during the
workweek shall be signed by each employee and submitted to the business office. The business
office will review work records of employees on a regular basis, make an assessment of overtime use,
and provide the assessment to the Director. In lieu of overtime compensation, non-exempt employees
may receive compensatory time-off, according to Council policy 5:310, Compensatory Time-Off.,

Suspension Without Pay

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

Implementation

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

LEGAL REF.:
820 ILCS 105/4a.
Fair Labor Standards Act, 29 U.S.C. §201 et seq., 29 C.F.R. Parts 516, 541, 548, 553, 778, and 785.

CROSS REF.: 5:240 (Suspension), 5:290 (Employment Termination and Suspensions), 5:310



(Compensatory Time-Off)
Adopted: July 21, 2021

Perandoe Special Ed Dist



5:40 Communicable and Chronic Infectious Disease

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

An employee with a communicable or chronic infectious disease is encouraged to inform the
Executive Director 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 Executive Director 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, except to the extent allowed by law.

An employee with a communicable or chronic infectious disease will be permitted to retain his or her
position whenever, after reasonable accommodations and without undue hardship, there is no
substantial risk of transmission of the disease to others, provided an employee is able to continue to
perform the position's essential functions. An employee with a communicable and chronic infectious
disease remains subject to the Council's employment policies including sick and/or other leave,
physical examinations, temporary and permanent disability, and termination.

LEGAL REF.:

42 U.S.C. §12101 et seq., Americans With Disabilities Act, amended by the Americans with
Disabilities Act Amendments Act (ADAAA), Pub. L. 110-325; 29 C.F.R. §1630.1 et seq.

29 U.S.C. §791, Rehabilitation Act of 1973; 34 C.F.R. §104.1 et seq.
105 ILCS 5/24-5.

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

820 ILCS 40/, Personnel Record Review Act.

77 L Admin.Code Part 690, Control of Communicable Diseases.

CROSS REF.: 2:150 (Committees), 4:180 (Pandemic Preparedness; Management; and Recovery),
5:30 (Hiring Process and Criteria), 5:180 (Temporary liness or Temporary Incapacity)

Adopted: August 14,2019

Perandoe Special Ed Dist



5:50 Drug- and Alcohol-Free Workplace; E-Cigarette, Tobacco, and Cannabis
Prohibition

All District workplaces are drug- and alcohol-free workplaces.

All employees are prohibited from engaging in any of the following activities while on District premises
or while performing work or being on call for the District:

1. Unlawful manufacture, dispensing, distribution, possession, or use of an illegal or controlled
substance, or being impaired by or under the influence of any illegal substance or any detectible
use of any illegal substance regardless of when or where the use occurred.

2. Distribution, consumption, use, possession, or being impaired by or under the influence of an
alcoholic beverage; being present on District premises or while performing work for the District
when alcohol consumption is detectible, regardless of when and/or where the use occurred.

3. Distribution, consumption, possession, use, or being impaired by or under the influence of
cannabis; being present on District premises or while performing work for the District when
impaired by or under the influence of cannabis, regardless of when and/or where the use
occurred, unless distribution, possession, and/or use is by a school nurse or school
administrator pursuant to Ashley’s Law; 105 ILCS 5/22-33. The District considers employees
impaired by or under the influence of cannabis when there is a good faith belief that an
employee manifests specific articulable symptoms while working that decrease or lessen the
employee’s performance of the duties or tasks of the employee’s job position.

Specific articulable symptoms listed in 410 ILCS 705/10-50(d), added by P.A. 101-27, include: the
employee’s speech, physical dexterity, agility, coordination, demeanor, irrational or unusual behavior,
or negligence or carelessness in operating equipment or machinery; disregard for the safety of the
employee or others, or involvement in any accident that results in serious damage to equipment or
property; disruption of a production or manufacturing process; or carelessness that results in any injury
to the employee or others.

Upon the Director or designee’s reasonable suspicion of an employee’s violation of any of the
prohibited activities stated above, the Director or designee may direct the employee to undergo a
drug and/or alcohol test to corroborate or refute the alleged violation. State law protects the District
from liability when it takes actions pursuant to a reasonable workplace drug policy, including but not
limited to subjecting an employee or applicant to reasonable drug and alcohol testing, reasonable and
nondiscriminatory random drug testing, discipline, termination of employment, or withdrawal of a job
offer due to a failure of a drug test.

For purposes of this policy a controlled substance means a substance thatis:

Not legally obtainable,

Being used in a manner different than prescribed,
Legally obtainable, but has not been legally obtained, or
Referenced in federal or State controlled substance acts.

N =

For purposes of this policy, District premises means workplace as defined in the Cannabis
Regulation and Tax Act (CRTA) in addition to District and school buildings, grounds, and parking
areas; vehicles used for school purposes; and any location used for a School Council meeting, school
athletic event, or other school-sponsored or school-sanctioned events or activities. School grounds
means the real property comprising any school, any conveyance used to transport students to school
or a school-related activity, and any public way within 1,000 feet of any school ground, designated
school bus stops where students are waiting for the school bus, and school-sponsored or school-
sanctioned events or activities. “Vehicles used for school purposes” means school buses or other
school vehicles.



As a condition of employment, each employee shall:

1. Abide by the terms of this Council policy respecting a drug-and alcohol-free workplace; and

2. Notify his or her supervisor of his or her conviction under any criminal drug statute for a violation
occurring on the District premises or while performing work for the District, no later than five
calendar days after such a conviction.

Unless otherwise prohibited by this policy, prescription and over-the-counter medications are not
prohibited when taken in standard dosages and/or according to prescriptions from the employee's
licensed health care provider, provided that an employee's work performance is not impaired.

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

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

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

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

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

a. The dangers of drug abuse in the workplace,

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

c. The penalties that the District may impose upon employees for violations of this policy.

6. Remind employees that policy 6:60, Curriculum Content, requires the District to educate
students, depending upon their grade, about drug and substance abuse prevention and
relationships between drugs, alcohol, and violence.

E-Cigarette, Tobacco, and Cannabis Prohibition

All employees are covered by the conduct prohibitions contained in policy 8:30, Visitors to and
Conduct on School Property. The prohibition on the use of e-cigarettes, tobacco, and cannabis
products applies both (1) when an employee is on school property, and (2) while an employee is
performing work for the District at a school event regardless of the event’s location.

Tobacco has the meaning provided in 105 ILCS 5/10-20.5b.
Cannabis has the meaning provided in the CRTA, 410 ILCS 705/1-10.

E-Cigarette is short for electronic cigarette and includes, but is not limited to, any electronic nicotine
delivery system (ENDS), electronic cigar, electronic cigarillo, electronic pipe, electronic hookah, vape
pen, or similar product or device, and any components or parts that can be used to build the product or
device.

District Action Upon Violation of Policy

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

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



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

Disclaimer

The Council reserves the right to interpret, revise or discontinue any provision of this policy pursuant to
the Suspension of Policies subhead in policy 2:240, Council Policy Development.

LEGAL REF.:

LEGAL REF.:

20 U.S.C. §7101 et seq., Safe and Drug-Free School and Communities Act of 1994.
21 U.S.C. §812; 21 C.F.R. §1308.11-1308.15, Controlled Substances Act.
41 U.S.C. §8101 et seq., Drug-Free Workplace Act of 1988.

42 U.S.C. §12114, Americans With Disabilities Act.

21 C.F.R. Parts 1100, 1140, and 1143.

30 ILCS 580/, Drug-Free Workplace Act.

105 ILCS 5/10-20.5b.

410 ILCS 82/, Smoke Free lllinois Act.

410 ILCS 130/, Compassionate Use of Medical Cannabis Program Act.
410 ILCS 705/1-1 et seq., Cannabis Regulation and Tax Act.

720 ILCS 675, Prevention of Tobacco Use by Persons under 21 Years of Age and Sale and
Distribution of Tobacco Products Act.

820 ILCS 55/, Right to Privacy in the Workplace Act.
23 ll.LAdmin.Code §22.20.

CROSS REF.: 5:10 (Equal Employment Opportunity and Minority Recruitment), 5:120 (Employee
Ethics; Code of Professional Conduct; and Conflict of Interest), 6:60 (Curriculum Content), 8:30
(Visitors to and Conduct on School Property)

Adopted: January 12, 2022

Perandoe Special Ed Dist



5:60 Expenses

The Council regulates the reimbursement of all travel, meal, and lodging expenses by resolution.
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 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 Director 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 Council's expense regulations.

Expense advancement requests must be submitted to the Director or designee on the District's
standardized estimated expense approval form for employees. After spending expense
advancements, employees must use the District's standardized expense reimbursement form and
submit to the Director: (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 and vouchers shall be presented to the
Council in its regular bill process.

Reimbursements and Purchase Orders

Expense reimbursements and purchase orders may be issued by the Director 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 Council'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 Council in its regular bill process.

Exceeding the Maximum Allowable Expense Amount(s)

All requests for expense advancements, reimbursements, and purchase orders exceeding the
maximum allowed in the Council's expense regulations may only be approved when:



1. The Council's resolution to regulate expenses allows for such approval;
2. An emergency or other extraordinary circumstance exists; and
3. The requestis approved by a roll call vote at an open Council 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 will be reimbursed only if emergency circumstances warrant. The emergency
circumstances must be explained on the expense form and Council approval of the additional
expense is required. Fees for the first checked bag will be reimbursed. Copies of airline tickets
and baggage receipts 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.

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.

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 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.

Additional Reqguirements for Travel Expenses Charged to Federal and State Grants

All grant-related travel expenses must be pre-approved by the Executive Director or designee.

Expenses for travel, including expenses for transportation, lodging, meals, and related items incurred
by employees and charged to a federal grant or State grant governed by the Grant Accountability and
Transparency Act (30 ILCS 708/) must also meet the following requirements:

1. The participation of the employee is necessary to the award, and the costs are specifically



related to the award.
. Expenses must be permissible under the terms and conditions of the award.
. Expenses must be reasonable and consistent with this policy.

. The Council does not reimburse actual expenses or pay a per diem allowance unless the
employee is on official travel status for more than 12 hours. However, employees remain eligible
for mileage reimbursement (minus regular commuting mileage/costs) and other transportation
expenses if on travel status less than 12 hours.

. Expenses may be charged based on an actual cost basis or on a per diem basis in lieu of actual
costs incurred; however, only one method may be applied per trip.

. Commercial airfare costs in excess of the least expensive coach or economy class are
prohibited except when such accommodations would: (1) require circuitous routing; (2) require
travel during unreasonable hours; (3) excessively prolong travel; (4) result in additional costs that
would offset transportation savings; or (5) offer accommodations not reasonably adequate for
the traveler's medical needs. Qualifying circumstances must be explained on the expense form,
and Council approval of the additional expense is required.

. Per diem rates and actual reimbursement amounts for mileage, meals, and lodging may not
exceed the rates established by the Governor’s Travel Control Council or federal travel
regulations, whichever is less. These limits do not apply when: (1) an employee stays in the
lowest-priced room available at or near a hotel where a conference or seminar is located or in
accommodations arranged by the conference/seminar organization, or (2) lodging at or below
the established rate is unavailable. In those cases, the employee will be reimbursed for actual
lodging expenses with prior approval, but in no case will the reimbursement exceed 300% of the
applicable maximum per diem rate. If a conference fee includes a meal, the meal or per diem
allowance will be reduced by the actual value of the meal or the applicable meal allowance,
whichever is less.

. Employees must use the least expensive compact car available when using a rental car for
travel, unless an exception is approved. The Council does not reimburse employees for collision
damage waiver or theft insurance.

. The Council will reimburse travel expenses not chargeable to an award from other District funds
consistent with this policy.

LEGAL REF.:

2 C.F.R.§200.474.

30 ILCS 708/130, Grant Accountability and Transparency Act.

50 ILCS 150/, Local Government Travel Expense Control Act.

105 ILCS 5/10-22.32.

820 ILCS 115/9.5, ll. Wage Payment and Collection Act.

CROSS REF.: 2:125 (Council Member Compensation; Expenses), 2:240 (Policy Development), 4:50
(Payment Procedures), 4:55 (Use of Credit and Procurement Cards)

Adopted: May 13, 2020

Perandoe Special Ed Dist



5:60-E1 Exhibit - Employee Expense Reimbursement Form

Submit to the Executive Director. Use of this form is required by 2:125-E3, Resolution to
Regulate Expense Reimbursements. Please print and attach receipts for all expenditures.

Name:

Destination:

Departure Date:

[~ Receipts attached

Title/Office:

Purpose:

Return Date:

Request Date:

[~ Estimated expenses attached (Completed 5:60-E2, Employee Estimated Expense Approval
Form)(pre-approval is required for federal and state grants).

[~ Approved expense advancement (voucher) attached, if applicable* (Completed 5:60-E2,
Employee Estimated Expense Approval Form.)

Actual Expense Report

*Employees will be reimbursed for actual and necessary expenses that exceed the amount advanced,
but must refund any expense advancement that exceeds the actual and necessary expenses incurred.
105 ILCS 5/10-22.32. For federal and State grants, employees will be reimbursed for actual and
necessary expenses that exceed estimated expenses as permitted by Council policy 5:60,

Expenses.
Auto Travel Allowance: per mile
Auto Mileage| Transp. Meals or Per Diem Other Daily
Date Lodging
Miles Cost|Expenses Bkfst | . Lunch ftem Total
| Dinner Cost
Subtotal
Advances —
TOTAL (A negative amount indicates refund due from employee.) $
Executive Director or Designee: [~ Approved [~ Denied

(belowmaximum allowable amount)

Executive Director or Designee Signature

[~ Approved in Part

[~ Grant Funding Source (if

applicable):

Date




Comments:

Management Council Action (exceeds maximum allowable amount): [~ Approved

Denied

[~ Approved in Part

[~ Grant Funding Source (if
applicable):

Employee Signature

DATED : May 13, 2020

Date

Perandoe Special Ed Dist



5:60-E2 Exhibit - Employee Estimated Expense Approval Form

Submit to the Executive Director. Use of this form is required (1) by 2:125-E3, Resolution to
Regulate Expense Reimbursements and (2) for pre-approval of expenses to be charged to a
federal grant or State grant governed by the Grant Accountability and Transparency Act.
Please print.

Name: Title/Office:

Travel Destination: Purpose:
Estimated Expenses Approval Requested (50 ILCS 150/20 or grant expenditure)

Travel is grant-related” (specify grant):

Purchase Order Requested Purchase Order #:

Expense Advancement Voucher Requested (105 ILCS 5/10-22.32)

Voucher Amount;

Estimated Expense Report

|Departure date: Return date:

Auto Travel Allowance: per mile

“Grant-related travel only: Except for mileage and other transportation expenses, expense
reimbursement/per diem is only allowed if on official travel status for 12 hours or more. If lodging at
or belowthe applicable rate cannot be identified, please indicate belowand attach at least three
quotes for review.

Auto Mileage Meals or Per Diem Other Dail
Dat Transp. Lodai ally
a® | Miles Expenses 0d9INg IBkfst  Lunch tem Total
Cost Dinner Cost
Total $
Executive Director or Designee: [~ Approved [~ Denied
(belowmaximum allonwable amount) [~ Approved in Part
[~ Grant Funding Source (if

applicable):




Executive Director or Designee Signature Date

Comments:

Management Council Action (exceeds maximum allonable amount): [~ Approved
Denied

[~ Approved in Part

[~ Grant Funding Source (if
applicable):

Employee Signature Date

DATED : May 13, 2020

Perandoe Special Ed Dist



5:70 Religious Holidays

The Executive Director shall grant an employee's request for time off to observe a religious holiday if
the employee gives at least five 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.

LEGAL REF.:
775 ILCS 5/2-101 and 5/2-102, ll. Human Rights Act.
775 ILCS 35/155, Religious Freedom Restoration Act.

Adopted: July 13, 2022

Perandoe Special Ed Dist



5:80 Court Duty

Please refer to the applicable collective bargaining agreement(s).
For employees not covered by a current applicable bargaining agreement:

The District will deduct any fees that an employee receives for court duty, less mileage and meal
expenses, from the employee's compensation, or make arrangements for the employee to endorse
the fee check to the District.

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

Witness Duty

The District will pay full salary during the time a licensed employee is absent due to a subpoena to
serve as a witness in a trial or have a deposition taken in any school-related matter pending in court.

Jury Duty

The District will pay full salary during the time a licensed employee is absent due to jury duty.
LEGAL REF.:

105 ILCS 5/10-20.7.

705 ILCS 305/4.1, Jury Act.

Adopted: July 13, 2022

Perandoe Special Ed Dist



5:90 Abused and Neglected Child Reporting

Any District employee who suspects or receives knowledge that a student may be an abused or
neglected child or, for a student aged 18 through 22, an abused or neglected individual with a
disability, shall: (1) immediately report or cause a report to be made to the ll. Dept. of Children and
Family Services (DCFS) on its Child Abuse Hotline 1-800-25-ABUSE (1-800-252-2873)(within
llinois); 1-217-524-2606 (outside of lllinois); or 1-800-358-5117 (TTY), and (2) follow directions given
by DCFS concerning filing a written report within 48 hours with the nearest DCFS field office. Any
District employee who believes a student is in immediate danger of harm, shall first call 911. The
employee shall also promptly notify the Director or Building Principal that a report has been made. The
Director or Building Principal shall immediately coordinate any necessary notifications to the student's
parent(s)/guardian(s) with DCFS, the applicable school resource officer (SRO), and/or local law
enforcement.

Negligent failure to report occurs when a District employee personally observes an instance of
suspected child abuse or neglect and reasonably believes, in his or her professional or official
capacity, that the instance constitutes an act of child abuse or neglect under the Abused and
Neglected Child Reporting Act (ANCRA) and he or she, without willful intent, fails to immediately report
or cause a report to be made of the suspected abuse or neglect to DCFS.

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 CyberTipline 1-800-THE-LOST (1-800-843-5678) or online at report.cybertip.org/
or www.missingkids.org. The Director or Building Principal shall also be promptly notified of the
discovery and that a report has been made.

Any District employee who observes any act of hazing that does bodily harm to a student must report
that act to the Building Principal, Director, or designee who will investigate and take appropriate
action. If the hazing results in death or great bodily harm, the employee must first make the report to
law enforcement and then to the Director or Building Principal. Hazing is defined as any intentional,
knowing, or reckless act directed to or required of a student for the purpose of being initiated into,
affiliating with, holding office in, or maintaining membership in any group, organization, club, or athletic
team whose members are or include other students.

Abused and Neglected Child Reporting Act (ANCRA), School Code, and Erin’s LawTraining

The Director 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 Acknowedgement of Mandated Reporter Status form
provided by DCFS. The Director or designee shall ensure that the signed forms are retained.

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

3. Complete an annual evidence-informed training related to child sexual abuse, grooming
behaviors (including sexual misconduct as defined in Faith’s Law), and boundary violations as
required by law and policy 5:100, Staff Development Program.

Alleged Incidents of Sexual Abuse; Investigations

An alleged incident of sexual abuse is an incident of sexual abuse of a child, as defined in 720 ILCS
5/11-9.1A, that is alleged to have been perpetrated by school personnel, including a school vendor or
volunteer, that occurred: on school grounds during a school activity; or outside of school grounds or not
during a school activity.



If a District employee reports an alleged incident of sexual abuse to DCFS and DCFS accepts the
report for investigation, DCFS will refer the matter to the local Children’s Advocacy Center (CAC). The
Director or designee will implement procedures to coordinate with the CAC.

DCFS and/or the appropriate law enforcement agency will inform the District when its investigation is
complete or has been suspended, as well as the outcome of its investigation. The existence of a
DCFS and/or law enforcement investigation will not preclude the District from conducting its own
parallel investigation into the alleged incident of sexual abuse in accordance with policy 7:20,
Harassment of Students Prohibited.

Special Director Responsibilities

The Director shall execute the requirements in Council 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.

When the Director has reasonable cause to believe that a license holder (1) committed an intentional
act of abuse or neglect with the result of making a child an abused child or a neglected child under
ANCRA or an act of sexual misconduct under Faith’'s Law; and (2) that act resulted in the license
holder’'s dismissal or resignation from the District, the Director shall notify the State Superintendent
and the Regional Superintendent in writing, providing the lll. 