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FAIRFIELD PUBLIC SCHOOL DISTRICT #112 5:10

General Personnel

Equal Employment Opportunity and Minority Recruitment

The School District shall provide equal employment opportunities to all persons regardless of their race;
color; creed; religion; national origin; sex; sexual orientation; age; ancestry, marital status; arrest
record; military status; order of protection status; unfavorabie 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 accommeodation;
pregnancy, childbirth, or related medical conditions; reproductive health decisions; credit history,
unless a satisfactory credit history is an established bona fide occupational requirement of a particular
position; conviction record, unless authorized by law; family responsibilities; or other legally protected
categoriesNo 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 under Board policy 2:260, Uniform
Grievance Procedure, or in the case of denial of equal employment opportunities on the basis of race,
color, or national origin, Board policy 2:270, Discrimination and Harassment on the Basis of Race,
Color, and National Origin Prohibited. 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 accommodaticn as allowed by the Illinois Human Rights Act, or (2)
initiated a complaint, was a witness, supplied information, or otherwise participated in an investigation
or proceeding involving an alleged violation of this policy or State or federal laws, rules or regulations,
provided the employee or applicant did not make a knowingly false accusation nor provide knowingly
false information.

Administrative Implementation

The Superintendent shall appoint a Nondiscrimination Coordinator for personnel who shall be
responsible for coordinating the District’s nondiscrimination efforts, The Nondiscrimination
Coordinator may be the Superintendent or a Complaint Manager under Board policy 2:260, Uniform
Grievance Procedure.

The Superintendent shall appoint a Title IX Coordinator to coordinate the District's efforts to comply
with Title IX,

The Superintendent shall insert into this policy the rames, office addresses, email addresses, and
telephone numbers of the District’s current Nondiscrimination Coordinator, Title IX Coordinator, and
Complaint Managers.

Nondiscrimination Coordinator: Title IX Coordinator:

Name Name
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Address Address

Email Email

Telephone Telephone

Complaint Managers:

Name Name
Address Address
Email Email
Telephone Telephone

The Superintendent shall also use reasonable measures to inform staff members and applicants that the

District is an equal opportunity employer, such as, by posting required notices and including this policy
in the appropriate handbooks.

Minority Recruitment

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

CROSS REF.:

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

20 U.S.C. §1681 et seq., Title IX of the Iiducation Amendments of 1972; 34 C.F.R.
Part 106,

29 U.S.C. §2006(d), Equal Pay Act.

29 11.8.C. §218d, Fair Labor Standards Act.

29 U.5.C. §621 et seq., Age Discrimination in Employment Act.

29 U.5.C. §701 et seqg., Rehabilitation Act of 1973,

38 US.C. §4301 et seq., Uniformed Services Employment and Reemployment
Rights Act (1994).

42 U.8.C. §1981 et seq., Civil Rights Act of 1991.

42 U.S.C. §2000d et seq., Title V1 of the Civil Rights Act of 1964; 34 C.F.R. Part
100.

42 U.8.C. §2000¢ et seq., Title VII of the Civil Rights Act of 1964; 29 C.F.R. Part
1601.

42 U.8.C. §2000fF et seq., Genetic Information Nondiscriminatior Act of 2008.

42 1.8.C. §2000gg et seq., Pregnant Workers Fairness Act; 29 C.F.R. Part 1636.

42 U.5.C. §2000e(k), Pregnancy Discrimination Act.

42 U.8.C. §12111 et seq., Americans with Disabilities Act, Title I.

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

105 TLCS 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 IL.CS 174/, TIl. Whistleblower Act.

775 TLCS 5/1-103, 5/2-101, 5/2-102, 5/2-103, 5/2-103.1, 5/2-104(D) and 5/6-101,
. Human Rights Act.

775 ILCS 35/, Religious Freedom Restoration Act,

820 1L.CS 55/10, Right to Privacy in the Workplace Act.

820 ILCS 70/, Employee Credit Privacy Act.

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

820 ILCS 112/, IIl. Equal Pay Act of 2003,

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

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

2:260 (Uniform Grievance Procedure), 2:265 (Title [X Grievance Procedure),
2:270 (Discrimination and Harassment on the Basis of Race, Color, and National
Origin Prohibited), 5:20 (Workplace Harassment Prohibited), 5:30 (Hiring Process
and Criteria), 5:40 (Comumunicable and Chronic Infectious Disease), 5:50 (Drug-
and Alcohol-Free Workplace; E-Cigarette, Tobacco, and Cannabis Prohibition),
5:70 (Religious Holidays), 5:180 (Temporary Illness or Temporary Incapacity),
5:200 (Terms and Conditions of Employment and Dismissal), 5:250 (Leaves of
Absence), 5:270 (Employment At-Will, Compensation, and Assignment), 5:300
(Schedules and Employment Year), 5:330 (Sick Days, Vacation, Holidays, and
Leaves), 7:10 (Equal Educational Opportunities), 7:180 (Prevention of and
Response to Bullying, Intimidation, and Harassment), 8:70 (Accommodating
Individuals with Disabilities)

Revised: June 2025  Adopted: June 2025
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FAIRFIELD PUBLIC SCHOOL DISTRICT #1i2 5:10-AP

General Personnel

Administrative Procedure - Workplace Accommodations for Nursing Mothers

The School District accommodates mothers who choose to continue breastfeeding after returning to
work. An employee who is a nursing mother may take reasonable breaks to express breast milk or
breastfeed her infant. The employee’s supervisor shall help the employee arrange a break schedule
accommodating the nursing mother while minimizing disruption. The break time may run
concurrently with any break time already provided to the employee.

Fach Building Principal or chief administrator in another District building shall identify a private
room or space where, if a request is made, an employee may express milk or breastfeed her infant.
The private space must: (1) be in close proximity to the work area and be other than a bathroom, and
(2) be free from intrusion from coworkers and the public, and (3) include an electrical outlet for the
use of an electric breast pump.

Supervisors should consider ways to accommodate an employee’s needs with minimal disraption of
the school environment. If possible, supervisors will ensure that employees are aware of these
workplace accommodations prior to maternity leave.

Revised: April 2024 Adopted: May 2024
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FAIRFIELD PUBLIC SCHOOL DISTRICT #112 5:20

General Personnel

Workplace Harassment Prohibited

The School District expects the workplace environment to be productive, respectful, and free of
unlawful discrimination, including harassment. District employees shall not engage in harassment or
abusive conduct on the basis of an individual’s actual or perceived race, color, religion, national origin,
ancestry, sex, sexual orientation, age, citizenship status, work authorization status, disability,
pregnancy, marital status, family responsibilities, reproductive health decisions, 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 an individual’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 Grievance Procedure; 2:270, Discrimination and Harassment on
the Basis of Race, Color, and National Origin Prohibited; 7:20, Harassment of Siudents 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 inthnidating, hostile, or offensive include, but are not limited to, conduct that has the effect
of humiliation, embarrassment, or discomfort, Sexuval harassment wiil 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 consuftants)
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 mmnst
stop.
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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, Title 1X 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 Superintendent shall insert into this policy the names, office addresses, email addresses, and
telephone numbers of the District’s current Nondiscrimination Coordinator, Title IX Coordinator, and
Complaint Managers.
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Nondiscrimination Coordinator: Title IX Coordinator:

Name Name
Address Address
Email Email
Telephone Telephone

Complaint Managers:

Name Name
Address Address
Email Email
Telephone Telephone

Investigation Process

Any District employee who receives a report or complaint of harassment must promptly forward the
report or complaint to the Nondiscrimination Coordinator, Title IX 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, respectful,
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 Title IX Coordinator or designee shall
consider whether action under Board policy 2:265, Title LX Grievance Procediire, should be initiated.

For any report or complaint alleging harassment on the basis of race, color, or national origin, the
Nondiscrimination Coordinator or a Compiaint Manager or designee shall investigate under Board
policy 2:270, Discrimination and Harassment on the Basis of Race, Color, and National Origin
Prohibited.

For any other alleged workplace harassment that does not require action under Board policies 2:265,
Title IX Grievance Procedure, or 2:270, Discrimination and Harassment on the Basis of Race, Color,
and National Origin Prohibited, the Nondiscrimination Coordinator or a Complaint Manager or
designee shall consider whether an investigation under Board policy 2:260, Uniform Grievance
Procedure, and/or 5:120, Employee Ethics; Code of Professional Conduct; and Conflict of Interest,
should be initiated, regardless of whether a written report or complaint is filed.

Repotts 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 cutside of school grounds or
not during a school activity.
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Any complaint alleging an incident of sexual abuse shali be processed and reviewed according to Board
policy 5:90, dbused and Neglected Child Reporting. In addition to reporting the suspected abuse, the
complaint shall also be processed under Board policy 2:265, Title IX Grievance Procedure, or Board
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/guardian, invitee,
etc. Any person making a knowingly faise accusation regarding harassment will likewise be subject to
disciplinary action, which for an employee that may be up to and including discharge.

Retaliation Prohibited

An employee’s employment, compensation, or work assignmment shall not be adversely affected by
complaining or providing information about harassment. Retaliation against employees for bringing
coimplaints or providing information about harassment is prohibited (see Board policies 2:260, Uniform
Grievance Procedure, 2:265, Title IX Grievance Procedure, and 2:270, Discrimination and
Harassment on the Basis of Race, Color, and National Origin Prohibited), 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/or the Il Human
Rights Act (775 ILCS 5/}.

An employee should report allegations of retaliation to his/her immediate supervisor, the Building
Principal, an adminisfrator, 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 Emplovment 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 [1l. Dept. of Human Rights and the U.S. Equal Employment Opportunity Cominission.
The Superintendent 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.
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LEGAL REF.

CROSS REF.:

42 U.8.C. §2000¢ et seq., Title VII 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,

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

775 TL.CS 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, 1ll. Human Rights Act.

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

Vance v. Ball State Univ., 570 U.S. 421 (2013).

Crawford v. Metro, Gov’t of Nashville & Davidson Cnty., 555 11.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. Bllerth, 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 1.8, 60 (1992).

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

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

Williams v. Waste Mgmt., 361 F.3d 1021 (7th Cir. 2004).

Berry v. Delta Adrlines, 260 F.3d 803 (7ih Cir. 2001),

Sangamon Cnty. Sheriff’s Dept. v. Ill. Human Rights Com’n, 233 IH.2d 125 (il
2009).

2:260 (Uniform Grievance Procedure), 2:265 (Title IX Grievance Procedure),
2:270 (Discrimination and Harassment on the Basis of Race, Color, and National
Origin Prohibited), 4:60 (Purchases and Contracts), 5:10 (Equal Employment
Opportonity 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)

Revised: June 2025  Adopted: June 2025
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FAIRFIELD PUBLIC SCHOOL DISTRICT #112 5:20-AP

General Personnel

Administrative Procedure - Sample Questions and Considerations for Conducting the
Interna! Harassment in the Workplace Investigation

State and federal law prohibit harassment on the hasis of an individual’s actual or perceived race,
religion, national origin, sex (including pregnancy), sexual orientation, age, citizenship status, work
authorization status, disability, or other protected status, as identified in Board policy 5:10, Equal
Employment Opportunity and Minority Recruitment. For the purpose of this procedure, sexual
harassment includes harassment on the basis of sexual orientation, which means actual or perceived
heterosexuality, homosexuality, bisexuality, or gender-related identity.

The person charged with conducting the internal harassment investigation must ascertain: (1) if the
alleged conduct oceurred; (2) if the conduct was unwelcome; (3) if the harassing conduct was based
on any protected status of the complainant; and (4) whether the harassment created a hostile
environment in that it had the purpose or effect of substantially inferfering with the individual’s work
performance or creating an intimidating, hostile, or offensive work environment. The questions that
follow are designed to help the investigator uncover this evidence. 7. he questions below serve as a
general sample; they are not all-inclusive and the exact questions must be designed for the specific
allegations in each case.

Did the alleged conduct occur?

Investigators should consider a number of factors in evaluating whether the complained of conduct
occutred, such as:

1. The level of detail provided by the complainant/witness. In certain cases, a witness’s ability
to recall information may be impacted by past trauma. Consider the use of a frauma-informed
approach in these circumstances.

The consistency within and between a witness’s statement(s).
The consistency between the witness’s statements and those of other witnesses.

Corroborating witnesses and other evidence.

AN S

Body language/eye contact of the witness. In certain cases, the manner of a complainant’s
body language/eye contact during an interview may be attributable to the complainant’s
discomfort, rather than a lack of truthfulness.

6. The existence of a pattern of similar past behavior/harassment complaints involving the
alleged harasser.

7 Does the witness have reason to be untruthful, such as a personal stake in the outcome?

Any corroborating documentation of the alleged conduct.

Is the conduct complained of unwelcome?

Unwelcome conduct is that verbal or physical conduct which the employee did not solicit or incite
and that which the employee regarded as undesirable or offensive. The Equal Employment
Opportunity Commission (EEOC) evaluates the issue of whether conduct was welcome on a case-by-
case basis, considering the totality of the circumstances. The wise investigator will do the same.
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Below are sample questions that can be used to formulate actual questions for this part of the
investigation.

I.

10.

11.

12.
13.

14.

Who is the alleged harasser? What is the alleged harasser’s name? Is the alleged harasser a
co-worker or a supervisor?

Is the conduct complained of physical, verbal, and/or committed using an electronic device,
such as, through email, text message, or a social networking website? Obtain relevant details
for each incident (the Five W’s: Who, What, Where, When, and Why).

If physical, describe with specificity the nature of the physical conduct. Inquire into all
locations on the complainant’s body that were touched and ask when, how often, how the
complainant was approached, who witnessed the physical conduct, and where was the
complainant when the conduct took place? Did the physical conduct involve an injury to or
destruction of the complainant’s possession(s) and, if so, what was the property, what was the
nature of the injury, when did it happen, and where is the property now?

If the unwelcome conduct was verbal, what was stated, when, how often, where were the
parties when the statements were made, and who witnessed the statements being made?

If the conduct was committed using an electronic device, e.g., through email, text message, or
social networking website, what was stated, where, when, how often, who saw it? Does the
complainant still have access to the emails, text messages, ot social networking websites for
the investigator’s review?

Did the complajnant or any of the witnesses retain any evidence of the offensive conduct such
as a picture, email message, text message, or video or audio recording?

Was a complaint or protest made to anyone employed by the District or to anyone else? If so,
to whom did the complainant complain, when was the complaint made, what was stated
therein, and were there any witnesses to this or these complaints?

What was the complainant’s response to the conduct? Did the complainant tell the alleged
hatasser to stop? Did the complainant complain to others about the alleged harasser’s
behavior? Did the complainant ask co-workers, supervisors or managers to make the
harassment stop? If so, obtain all relevant defails (the Five W’s).

Did the complainant engage in any conduet with the alleged harasser that could have
encouraged the alleged harasser’s behavior? If so, what was the conduct, when and where did
it oceur, how often and who witnessed it?

Did the complainant make the alleged harasser aware at the point when the conduct became
unwelcome? If so, when, how was this done, what was communicated to the alleged harasser,
and were there any witnesses?

Did the complainant complain about the harassment to the alleged harasser, to the
complainant’s or alleged harasser’s supervisors, other managers or others? If so, when were
the complaints made, what was said, who was present, and what was the response to each
complaint?

If no prior complaints about the alleged harassment were made, why not?

What other actions, if any, did the complainant take to indicate to the alleged harasser that the
alleged harasser’s conduct was unwelcome?

If they lack knowledge about the harassment, did co-workers, supervisors or managers notice
any changes in complainant’s behavior at work or in the alleged harasser’s treatment of the
complainant?
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15. Has the alleged harasser been accused of harassment by other employees? If so, when, and
were the allegations investigated? If so, what was the result of the investigation, and what
was mapagement’s response, i.e., what remedy was imposed?

Did the work environment become hostile?

To ascertain whether unwelcome conduct creates an unlawful hostile environment, the major inquiry
is whether the conduct had the purpose or effect of unreasonably interfering with an individual’s
performance or creates an intimidating, hostile, or offensive working environment. In the sexual
harassment context, trivial or annoying conduct such as sexual flirtation or innuendo or vulgar
language would probably not establish a hostile environment, but in certain circumstances the
conduct when viewed in the aggregafe can establish a hostile environment. The challenged conduct
must substantially affect the work environment of a reasonable person for a violation to be found.

Consider the following additional questions for this part of the inquiry:

1. What effect, if any, did the alleged harassment have upon the complainant’s ability to
perform the complainant’s job?

2. What effect, if any, did the alleged harassment have upon the complainant’s mental or
physical health or well-being? Was medical treatment/therapy sought?

3. Hyen if the alleged harassment had little, or no effect on the complainant’s work performance
or well-being, is there evidence, e.g., verbal or written comments, that the alleged harasser
intended the conduct to have that effect?

4. Additional question for sexual harassment complaints: What was the sexual character of the
work environment before the complainant entered the environment? Were sexual comments
and actions common? If so, what types, when did they occur? Who was involved?
Supervisors? Co-workers?

5. Did the character of the workplace change after complainant joined the workplace? If so,
how? What was complainant’s behavior? How did the alleged harasser and other co-workers
or supervisors respond to complainant’s behavior?

6. Was the complaint of verbal or physical behavior directed at persons other than complainant?
If so, who were they? What conduct was directed towards them, when, how frequently, who
was present, where did it occur and who witnessed it? How did these persons react to the
physical or verbal conduct?

7. Did the alleged harasser single out the complainant? If so, how, when, where, and why?

8. Did others join in perpetrating the harassment? If so, who? What was done; when, where,
who witnessed the conduct, and were others harassed too?

9. If the complained of conduct was verbal, what were the remarks? Were they hostile and
derogatory? What was the frequency and context of the comments? Were the parties inside or
outside of the workplace when the comments were made? ‘

10. Was the alleged harassment observed by supetvisors, managets, or other co-workers? If so,
by whom, when, where, and what was observed?

11. Was the alleged harassment observed by former employees or others outside the workplace?
If so, by whom, when, where, and what was seen?

Was the harassment committed by a supervisor?

The employer will be held responsible for acts of harassment committed by the employee’s
supetvisor, meaning someone who was authorized by the employer to have authority over the
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complainant’s terms and conditions of employment. To investigate harassment committed by the
complainant’s supervisor, include questions such as the following:

1.

What conduct is the supervisor accused of? When, where, how often did it ocecur, and who
observed?

Was the supervisor authorized to grant or deny tangible job benefits to the complainant? If so,
what was the scope of that authority and what documents evidence it? If not, were the
supervisor’s recommendations concerning the complainant’s terms and conditions of
employment typically or routinely followed?

Was the harassment guid pro quo (do this for that)?

An employer will be held responsible for acts of guid pro quo sexual harassment, meaning that
tangible job benefits were either (1) conditioned on submitting to sexual favors, or (2) denied because
of the complainant’s rejection of a sexual advance or request for sexual favors. Quid pro quo-type
harassment can also occur in other contexts, such as religious discrimination, for example, if a person
is required to abandon or alter his or her religious practice as a condition of employment.

1.

How was the complainant’s employment affected by the alleged harassment? Was the
complainant denied a salary increase, a promotion, a job transfer, etc.? If so, when?

Was the complainant treated differently from similarly situated employees in regard to the
denied salary increase, promotion, job transfer, etc,? If so, who was treated differently by this
same supervisor?

What other management employees were involved in decisions to grant or deny the tangible
job benefit(s) to the complainant? Did they have knowledge of the sexual conduct?

Revised: December 2021
Adopted: Janunary 2022
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FAIRFIELD PUBLIC SCHOOL DISTRICT #112 5:20-F

General Personnel

Exhibit - Resolution to Prohibit Sexual Harassment

WHEREAS, Section 10-20 of the Schoo! 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 1ILCS 430/1-5) includes
school districts within the definition of a governmental entify,

WHEREAS, Section 5-65 of the State Officials and Employees Ethics Act (5 ILCS 430/5-65)
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)
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 Ill. 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 I11. 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 Board of Education of [insert name], [insert county]
County, Illinois, as follows:

Section 1: The Board adopts Board policies 2:105, Ethics and Gifi 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 I1l. 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 III. 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 day of ,20
Attested by: , Board President
Attested by: , Board Secretary

Revised: July 2024 Adopted: Angust 2024
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FAIRFIELD PUBLIC SCHOOL DISTRICT #112 5:30

General Personnel

Hiring Process and Criteria

The District hires the most qualified personnel consistent with budget and staffing requirements and
in compliance with School Board policy on equal employment opportunity and minority recruitment.
The Superintendent is responsible for recruiting personnel and making hiring recommendations to the
Board. If the Superintendent’s recommendation is rejected, the Superintendent 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 Board maintains the Superintendent’s job description and directs, through policy, the
Superintendent, in his or her charge of the District’s administration,

The Superintendent shall develop and maintain a current comprehensive job description for each
position or job category; however, a provision in a collective bargaining agreement or individual
contract will control in the event of a conflict.

Investigations

The Superintendent or designee shall ensure that a fingerprint-based criminal history records check
and a check of the Statewide Sex Offender Database and Violent Offender Against Youth Database is
performed on each applicant as requited by State law. When the applicant is a successful
superintendent candidate who has been offered employment by the Board, the Board President shall
ensure that these checks are completed. The Superintendent or designee, or if the applicant is a
successful superintendent candidate, then the Board President shall notify an applicant if the applicant
is identified in either database. The School Code requires the Board President to keep a conviction
record confidential and share it only with the Superintendent, Regional Superintendent, State
Superintendent, State Educator Preparation and Licensure Board, 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’ Refirement System of the State of Illinois when
required by law. The Board reserves its right to authorize additional background inguiries 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
11l. 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
Board must consider that person’s status as a condition of employment.

The Supetintendent 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 roporting agency
only when a satisfactory credit history is an established bona fide occupational requirement of
a particular position.
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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 mininum 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 requite 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 Disirict 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, Fgual
Employment Opportunity and Minority Recruitment.

Sexnal Misconduct Related Employment History Review (EHR)

Prior to hiring an applicant for a position involving direct contact with children or studenis, the
Superintendent shall ensure that an EHR is performed as required by State law, When the applicant is
a superintendent candidate, the Board President shall ensure that the EHR is initiated before a
successful superintendent candidate is offered employment by the Board.

Physical Examinations

Hach new employee must furnish evidence of physical fitness to perform assigned duties and freedom
from communicable disease. The physical finess examination must be performed by a physician
licensed in Illinois, or any other state, to practice medicine and surgery in any of ifs 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
Illinois to practice medicine and surgery in all ifs 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 Board will pay the expenses of any such examination.

Qrientation Program

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

CROSS REFE.:

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

15U.S.C. §1681 et seq., Fair Credit Reporting Act.

42 1U.8.C. §12112, Americans with Disabilities Act; 29 C.F.R. Part 1630.

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 Identification Act.

820 ILCS 55/, Right to Privacy in the Workplace Act.

820 ILCS 70/, Employee Credit Privacy Act.

820 I1.CS 112/, Equal Pay Act of 2003,

Duldulao v. St. Mary of Nazareth Hospital, 136 Til. App. 3d 763 (1st Dist. 1985),
aff’d in part and remanded 115 I11.2d 482 (11l. 1987).

Kaiser v, Dixon, 127 Ill. App. 3d 251 (2nd Dist. 1984).

Molitor v. Chicago Title & Trust Co., 325 Tl. App. 124 (1st Dist. 1945).

2:260 (Uniform Grievance Procedure), 3:50 (Administrative Personnel Other
Than the Superintendent), 4:60 (Purchases and Confracts), 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 Bthics; Code of Professional Conduct; and Conflict of Interest), 5:125
(Personal Technology and Sccial Media; Usage and Conduct), 5:220 (Substitute
Teachers), 5:280 (Duties and Qualifications)

Revised: November 2024
Adopted: December 2024
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FAIRFIELD PUBLIC SCHOOL DISTRICT #112 5:30-AP1

General Personnel

Administrative Procedure - Interview Questions

Anti-discrimination laws affect all steps of the employee hiring process. Knowledge of the
characteristics on which these laws prohibit inquiry is especially critical when conducting interviews.
Any employer that asks applicants to record video interviews and uses an artificial intelligence
analysis of the applicant-submitted videos must comply with the Artificial Intelligence Video
Interview Act, 820 ILCS 42/, added by P.A. 101-260. Sleppy interview practices can result in the
appearance of illegal discrimination or actual discrimination.

Interviewers should avoid seeking information that will not be used to make an employment decision.
Assume that a rejected applicant may believe that all information acquired was used. The District, if
challenged, must explain why it asked for the information — a very difficult task when the information
involves race, sex, religion, age, disability, etc. Information needed for insurance, tax, social security,
or similar purposes should be obtained after employment. The following list of protected
characferistics may not be complete because of the rapidly changing nature of discrimination laws.

Protected Status

Do not-ask

Permissible to ask

Race and color

What race are your patents?

Alienage, ancestiy,
national origin,
nationality, and
citizenship status
(provided the individual
is authorized to work in
the U.S.), work
authorization status

In what country were you
born?

In what country were your
parents born?

Are you a naturalized
citizen?

Do you have proof that you
ate authorized to work in the
U.s.?

Are you legally authorized to work in

the United States?

What languages do you read, speak, or

write fluently?

Marital status

Are you married? Single?
Divorced? Engaged?

Are you living with
someone?

Would your spouse move
with you if you got this
position?

What is your maiden name?

Gender, including parent
and pregnancy status

What are your future family
plans?

Are you preguant?

Do you have children? What
are their ages?

Do you have child care?

Is there anything that would interfere

with regular work attendance?

Are you available to work overtime?

5:30-AP1
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Protected Status

Do not ask

Permissible to ask

Sexual orientation,
including actual or
perceived
heterosexuality,
homosexuality,
bisexuality, or gender-
related identity

Do you have a spouse or
partner — which?

How do you feel about supervising a
diverse workplace?

Religion or creed

What religious holidays do
you celebrate?

We need you to work on [insert days].
Are you available to work those days?

Age When do you plan to retire? | What are your long-term career goals?
When do you plan to collect
your pension?

Military status Will you miss work because | How does your military training or

you are a member of a U.S.
Reserve unit, such as, Army
Reserve or Marine Corps
Reserve, or a member of a
National Guard unit?

expetience prepare you for this job?

Unfavorable discharge
from military service

Under what circumstances
were you discharged from
the service?

Arrest record

Conviction that is not on
the Schoo! Code’s list of
disqualifying convictions

Have you ever been
artested?

Spent time in jail?

The Job Opportunities for Qualified Applicants
Act, 820 ILCS 75/, prohibits an employer from
asking about a criminal record until the employer
determines that the applicant is qualified for the
position; however, this does not apply when
employers are required to exclude applicants
with certain criminal convictions from
employment, Thus, school employers should
Jimit their requests for criminal convictions to
job-disqualifying convictions.

Have you ever been convicted of
attempting to commit, conspiring to
commit, soliciting, or committing any
crime in the following list? (1) any sex
offense or drug offense, as defined in
Sec. 21B-80(a) of the School Code, (2)
first degree murder or a Class X felony,
or (3) any offense committed or
attempted in any other state or against
the laws of the United States that, if
committed or attempted in this State,
would have been punishable as one or
more of the foregoing offenses. 105
I..CS 5/21B-80, amended by P.A.s
101-531 and 102-552.

Consult with the Board attorney if the
District wants to ask candidates about
disqualifying convictions before the
job offer stage, due to Il. Dept. of
Human Rights guidance on 775 ILCS
5/2-103.1, added by P.A. 101-636, at:

www2.illinois.gov/dhr/Pages/Convictio
n Record Protection Frequently Aske
d Questions.aspx.

5:30-AP1

Page 2 of 4




Protected Status

Po not ask

Permissible to ask

See 5:30, Hiring Process and Criterid,
at f/n 6 for additional explanation.

Use of lawful products
during non-working
hours

Do you smoke or use
tobacco products during non-
working hours?

Do you consume alcoholic
beverages during non-
working hours?

Have you been disciplined by an
employer for violating its rules
forbidding the use of alcohol or
tobacco products?

Genetic information

What were the results of any
diagnostic, predictive, or pre-
symptomatic genetic testing
that you’ve had?

See section on disability below.

Whether applicant has
ever filed a claim or
received benefits under
the Illinois Workers’
Compensation Act or

Have you ever filed a claim
or received benefits under
the Illinois Worker’s
Compensation Act or
Workers’ Occupational

requirement, such as, the
position’s duties include
custody of or
unsupervised access to
cash or marketable assets
valued at $2,500 or
more. 820 ILCS
70/10(b).

Have you been denied a
credit card within last 5
years?

Have you ever filed
bankruptcy?

Workers’ Occupational | Disease Act?

Diseases Act

Credit history/report, Unless specifically How long have you lived at your
unless the Employee permitted, do not ask: current address?

Cred1‘t Prwac':y Act Do you have a good credit

permits a satisfactory score?

credit history to be a job )

Wage or salary history,
including benefits or
other compensation,
unless: the applicant’s
wage or salary history Is
a matter of public record,
or is contained in a
document completed by
the applicant’s cusrent or
former employer and
then made available to
the public by the
employer, or then
submitted or posted by

What is your current
wage/salary?

What was your previous
wage/salary?

What benefits or other
compensation do you
cutrently receive?

What benefits or other
compensation did you
previously receive?

What was your highest paid
position?

This position provides the following
wage/salary, benefits, and
compensation: [insert details]. Does
that meet your expectations?

What are you looking for in terms of
wage/salary, benefits, and other
compensation for this position?

5:30-AP1
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Protected Status

Po not ask

Permissible to ask

the employer to comply
with State or federal law;
or the applicant is a
current employee
applying for a position
with the same current
employer. 820 ILCS

101-177. For further
discussion see f/n 19 in
policy 5:30, Hiring
Process and Criteria.

112/10, amended by P.A.

This position pays $X; is that
morte or less than what you
are making now?

Victim of domestic
violence or being
protected under an order
of protection

Have you ever requested a
restraining order or order of
protection against your
spouse or other person?

Disability

Inquiries that are likely to elicit information about a disability, before a bona fide job offer is made,
are prohibited. Inquiries about the ability to perform job functions that do not ask about disabilities

are permissible.

Protected Status

Do not ask

Permissible to ask, provided all
applicants are asked

Disability

Have you had any recent
illnesses or operations?

Do you have AIDS?
Do you have asthma?

Do you have a disability
which would interfere with
your ability to perform the
job?

How many days were you
sick last yeai?

Have you ever filed for
Workers® Compensation?

Have you ever been injured
on the job?

How much alcohol do you
drink each week?

Have you ever been treated
for alcoho! problems?

Have you ever been treated
for mental health needs?
‘What prescription drugs are
you currently taking?

Can you perform the functions of this
job (essential and/or marginal), with or
without reasonable accomimodation?

Please describe/demonsirate how you
would perform these functions
(essential and/or marginal).

Have you ever been disciplined (oral
or written reprimand, suspension or
termination) for attendance violations
or problems?

Are you a current user of illegal drugs?

Do you have the required licenses to
perform this job?

Revised: December 2021
5:30-AP1
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FAIRFIELD PUBLIC SCHOOL DISTRICT #112 5:30-AP2

General Personnel

Administrative Procedure - Investigations

Immigration Investigation

All newly hired employees must complete section one of the U.S, Citizenship and Immigration Services
Form 1-9 (Form 1-9) no later than three business days following their first working day (Immigration
Reform and Control Act, 8 U.S.C. §1324a, 8 C.E.R. §274a.2), See: www.uscis.gov/i-9, If an individual
is unable to provide the required documents to complete it, the individual may present a receipt for the
application of the required documents within three days of the hire. The individual must then present
the required documents within 90 days of the hire. The Superintendent or designee completes section
two of the Form I-9 and confirms the employee’s information.

If the Employment Eligibility Verification System (E-Verify) is used to complete Form I-9, the
Superintendent or designee will review the Ill. Dept. of Labor’s website and its B-Verify facisheet,
available at: https:/labor.illinois.gov/content/dam/soi/en/web/idol/laws-rules/legal/documents/e-
verification-facts-poster.pdf, If the District contends that there is a discrepancy in an employee's
employment verification information, follow the procedures required by the Privacy in the Workplace
Act, 820 ILCS 55/12, amended by P.A. 103-879, and 820 ILCS 55/13, added by P.A. 103-879, eff. 1-
1-25.

The completed Form I-9 shall be maintained in a file separate from other personnel records in order to
prevent unauthorized review of personnel files. The Form I-9 shall be retained for a period of three
yoars after the date of hire or one year after individual employment is terminated, whichever is later.

Fingerprint-based Criminal History Records Information Check (105 IL.CS 5/10-21.9, amended by P.A.
102-702)

A fingerprint-based criminal history records information check must be initiated prior to employment,
but the District may permit the individual to be hired and begin employment pending its outcome, See
Criminal History Records Information (CHRI) Checks for Certified and Non-certified School
Personnel, at: www.isbe.net/Documents/guidance_chr.pdf. See administrative procedure 5:30-AP4,
Fingerprint-Based Criminal History Record Information, for procedures regarding the handling of
sensitive CHRI provided through the Federal Bureau of Investigation's national databases.

A complete criminal history records check pursuant to 105 ILCS 5/10-21.9 consists of:

I. Fingerprint-based checks through (a) the Il State Police (ISP} for criminal history records
information (CHRI) pursuant to the 111, Uniform Conviction Information Act (20 ILCS 2635/),
and (b) the Federal Bureau of Investigation (FBI) national crime information databases
pursuant to the Adam Walsh Child Protection and Safety Act (Pub. L. 109-248),

2. *A check of the I}, Sex Offender Registry (see the Sex Offender Community Notification Law,
730 ILCS 152/ et seq.), and

3. *A check of the Murderer and Violent Offender Against Youth Registry (seo the Murderer and
Violent Offender Against Youth Registration Act, 730 ILCS 154/75 - 154/105).

*These checks must be conducted by the District or the Regional Superintendent once every five years
that an individual remains employed by the District. 105 ILCS 5/10-21.9(a-5), (a-6), amended by P.A.
102-552.

See also Board policy 4:175, Convicted Child Sex Offender; Screening: Notifications, and
administrative procedure 4:175-AP1, Criminal Offender Notification Laws; Screening. Important: 20
ILCS 2630/5.2 outlines how an individual may petition to have an arrest record expunged by the
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atresting authority and the records of the atrest sealed by the circuit court clerk. It also details offenses
for which an individual cannot have his or her conviction sealed,

Note: The following criminal history records check guides are also available:

1. Guide to Understanding Criminal History Record Check Information is available at:
https://dph.illinois.gov/content/dam/soi/en/web/idph/files/forms/background-check-guide-
071817.pdf.

2. 1ll. State Board of Education non-regulatory guidance document, Criminal History Records

Information (CHRI) Checks for Certified and Non-certified School Personnel, at:
www.isbe.net/Documents/guidance _chr.pdf.

The following individuals are responsible for the actions listed:

Applicant - Each applicant for employment in any position (except bus drivers employed by a private
student fransportation contractor) must provide a written authorization for a complete criminal history
records check at the time he or she submits the application.

Individua! Student Teaching or beginning a required internship - Each individual student teaching
or beginning a required internship must provide written authorization for, and pay the costs of, his or
her criminal history records check (including any applicable vendor’s fees) prior to participating in any
field experiences in the District. See 105 ILCS 5/10-21.9(g).

Applicant for Bus Driver - Each applicant for a bus driver position must complete the application
required by the Secretary of State for a school bus driver permit (obtained from the District) and submit
it to the District along with the necessary fingerprint submission as required by the ISP to conduct a
fingerprint-based criminal histoty records check. The Superintendent or designee will conduct a pre-
employment interview with prospective school bus driver candidates, distribute school bus driver
applications and medical forms, and submit the applicant’s fingerprint cards to the ISP. The
Superintendent or designee will certify in writing to the Secretary of State that all pre-employment
conditions have been successfully completed, including the successful completion of a criminal history
records check as required by State law. The applicant must present the certification fo the Secretary of
State at the time of submitting the school bus driver permit application. See 625 ILCS 5/6-106.1,
amended by P.A.s 102-168 and 102-299; 92 Ill.Admin.Code §1035.25.

Superintendent or designee - Note: Add any additional steps to efficiently receive a complete criminal
history records check.

1. Fingerprint-Based Criminal History Records Check:

a. For all applicants, the Superintendent or designee completes the required forms to
request the criminal history records checks from an appropriate ISP or LiveScan
vendor, When the applicant is a successful superintendent candidate who has been
offered employment by the Board, the School Board President shall ensure that these
checks are completed. This may include submitting the applicant’s name, sex, race,
date of birth, social security number, fingerprint images, and other identifiers to the
ISP and FBI on the forms prescribed by each agency.

b. The Superintendent or designee, or when the applicant is a successful superintendent
candidate who has been offered employment by the Board, the Board President, will
provide the applicant with a copy of the ISP and FBI reports. Required by 105 ILCS
5/10-21.9(b) and 20 ILCS 2635/7. The applicant has the obligation and responsibility
fo notify the District within seven (7) working days if information in the report
furnished by the ISP is inaccurate or incompiete. Id.

¢. The Superintendent or designee, or the Regional Superintendent, notifies the State
Superintendent of Education in writing within 15 business days when a CHRI returns
a conviction of a crime set forth in 105 ILCS 5/21B-80. 105 ILCS 5/21.9(e), and:
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i, Makes a preliminary determination that the applicant will be disqualified based

on a conviction record when: (1) the District is prohibited by 105 ILCS 5/10-
21.9 from employing the individual because the conviction is an offense listed
in 105 ILCS 5/21B-80, amended by P.A. 102-552; (2) there is a substantial
relationship between one or more of the previous criminal offenses and the
employment sought or held; or (3) the employment would involve an
unreasonable riskto property or to the safety or welfare of specific individuals
or the general public.
Conviction record means information indicating that.a person has
been convicted of a felony, misdemeanor or other criminal offense,
placed on probation, fined, imprisoned, or paroled pursuant to any law
enforcement or military authority. 775 ILCS 5/1-103(G-5), It includes
the results of a complete criminal history records check conducted
pursuant to 105 ILCS 5/10-21.9,
Substantial relationship means a consideration of whether a job
position offers the opportunity for the same or a similar offense to
occut and whether the circumstances leading to the conduct for which
the person was convicted will recur in the position..775 TLCS 5/2-
103.1(A).
To determine whether an applicant is disqualified based on a
substantial relationship or unreasonable risk, considers the following
factors: (1) length of time since the conviction; (2) number of
convictions that appear on the conviction record; (3) nature and
severity of the conviction and its relationship to the safety and security
of others; (4) the facts or circumstances surrounding the conviction;
(5) the age of the employee at the time of the conviction; and (6)
evidence of rehabilitation efforts, 775 ILCS 5/2-103.1(B). See also I1L
Dept. of Human Rights (IDHR) Conviction Record Prolection —
Frequently Asked Questions (March 2021), at:
hitps://dhr.illinois.gov/conviction-record-protection-frequently-
asked-questions.html.

ii. When the applicant’s conviction record disqualifies him/her/them, notifies the

applicant of the preliminary decision in writing. The written notice shall
contain: (1) the disqualifying convictions that are the basis for the preliminary
decision and the District’s reasoning for the disqualification; (2) a copy of the
complete criminal history records check conducted pursuant to 105 ILCS 5/10-
21.9; and (3) an explanation of the applicant’s right to submit evidence
challenging the accuracy of the conviction record that is the basis for the
disqualification within seven (7) working days of the applicant’s receipt of the
copy of the conviction record if the applicant wishes to dispute the accuracy
of the conviction record and/or submit evidence in mitigation, such as
rehabilitation. 775 ILCS 5/2-103.1(C)(1) and (2). See exhibit 5:30-AP2, El,
Notice of Preliminary Hiring Decision Based on Conviction Record, for a
sample letter template.
Note: Evidence of rehabilitation may include education, training,
stable employment, family and community involvement, and recovery
from substance abuse. For more information, see LEOC Enforcement
Guidance on the Consideration of Arrest and Conviction Records in
Employment Decision under Title VII of the Civil Rights Act, at:
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www,eecc.gov/laws/guidance/enforcement-guidance-consideration-
arrest-and-conviction-records-employment-decisions.

iii. When the final decision disqualifies the applicant based on the conviction
record, provides a second written notice to the applicant that contains: (1)
notice of the disqualifying conviction(s) that are the basis for the final decision
and the District’s reasoning for the disqualification; (2} any existing procedure
the employer has for the applicant to chalienge the decision or request
reconsideration (this is not required); and (3) the right to file a charge with the
IDHR. 775 ILCS 5/2-103.1{C)(3). See exhibit 5:30-AP2, B2, Notice of Final
Hiring Decision Based on Conviction Record, for a sample letter template.

d. The Superintendent or designee, or the Regional Superintendent, or as applicable the

entity that provides backgronund checks for public schools, notifies the State
Superintendent of education in writing within 10 business days afier receiving
information of a pending criminal charge for an offense set forth in 105 ILCS 5/21B-
80. Required by 105 ILCS 5/10-21.9(e).
Note: For substitute teachers, the Superintendent will need to ensure that the District
performs these checks. Contact the Board Attorney and/or ISBE regarding the validity
of a certificate of authorization, if a substitute teacher presents one. From 1-1-11
through 7-1-11, the Regional Superintendent or Suburban Cook County Intermediate
Service Center Executive Director, whichever was appropriate, was allowed to issue
certificates of authorization to substitute teachers. Issuance of a certificate of
authorization ‘was proof that the substitute feacher applicant had met all of the
requirements to substitute teach in the educational service region; i.e., a fingerprint-
based criminal history records check, a physical examination, and a negative tuberculin
test. Because P.A. 97-607 deleted ceriificates of authorization, substitute teachers no
longer receive them because they no longer exist.

e. Forindividuals student teaching or beginning a required internship, the Superintendent
or designee ensures that the individual completes the required forms, authorizations,
and provides payment to the District for the costs of completing a complete criminal
history records check prior to student teaching or beginning a required internship (105
ILCS 5/10-21.9(g) and Board policy 5:260, Student Teachers). For more information,
see also ISBE’s non-regulatory guidance document, Criminal History Records
Information (CHRI) Checks for Certified and Non-certified School Personnel,
available at; www.isbe.net/Documents/gnidance_chr.pdf.

2. Screen of the Statewide offender databases upon hire and every five years thereafter that an
individual remains employed by the District. 105 ILCS 5/10-21.9(a-5), (a-6), amended by P.A.
102-552, The Superintendent or designee, or when the applicant is a successful superintendent
candidate who has been offered employment by the Board, the Board President, performs a
screen for each applicant of:

a. The Statewide Sex Offender Registry, hitps:/isp.illinois.gov/Sor/Disclaimer, as
authorized by the Sex Offender Comumunity Notification Law (730 ILCS 152/ et seq.),
and

b. The Statewide Murderer and Violent Offender Against Youth Registry
hitps:/isp.illinois.gov/MVOAY/Disclaimer, as authorized by the Murderer and
Violent Offender Against Youth Registration Act (730 ILCS 154/75-154/105).

The Superintendent or designee, or when the applicant is a successful superintendent candidate who
has been offered employment by the Board, the Board President, notifies the individual if he or she is
identified in the database as a sex offender. Required by 105 ILCS 5/10-21.9(a-5), (a-6), and (b). The
Superintendent or designee, or the Regional Superintendent, notifies the State Superintendent of
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Education in writing within 15 business days, when a database screen finds a regisiration for an
individual licensed by ISBE. 105 ILCS 5/21.9(e).

ISP and FBI - The ISP and FBI furnish records of convictions (until expunged), pursuant to the
District’s request, to the Board President. Note: The ISP and FBI must “furnish, pursuant to a
fingerprint-based criminal history records check, records of convictions, until expunged, to the
president of the school boatd...”. See 105 ILCS 5/10-21.9(a) and (g). 20 ILCS 2630/3.3 establishes
authority for the ISP to collect fees from the District if the Board wishes to participate in a Federal Rap
Back Service. Rap Back Service is a capability of the FBI's Next Generation Identification (NGI)
system that provides authorized agencies notification of criminal activity and, in limited cases, of civil
activity, that occurs after the initial processing and retention of criminal or civil transactions, e.g., an
initial fingerprint-based criminal history records check. The Board may determine that it wants to
participate, Participation includes ISP submitting fingerprints that the District orders to the FBI Rap
Back Service to be retained for the purpose of being searched by future submissions to the FBI Rap
Back Service, For a student teacher, the report shall be returned to the Superintendent or designee (see
ISBE’s non-regulatory guidance document, Criminal History Records Information (CHRI) Checks for
Certified and Non-certified School Personnel, at: wwy.isbe.net/Documents/guidance chr.pdf).

Board President - The School Code requires the Board President to keep a conviction record
confidential. The information may only be shared between the Board President, the Superintendent or
designee, Regional Superintendent (if the check was requested by the District), State Superintendent of
Education, State Educator Preparation and Licensure Board, any other person necessary to the hiring
decision, the ISP and/or Statewide Sex Offender Registry for clarification purposes, or the Teachers’
Retirement System of the State of Illinois (TRS) when the board learns that a teacher has been convicted
of a felony. See 105 ILCS 5/10-21.9(b), 105 ILCS 5/21B-10, and 105 ILCS 5/21B-85, amended by
P.A. 102-552. For further discussion about the practical implementation issues for the Board President
to ensure that a fingerprint-based criminal history records information check and other database screens
are initiated and completed prior to employment, see f/n 11 in Board policy 5:30, Hiring Process and
Criteria.

Regional Superintendent/Suburban Cook County Intermediate Service Center Executive
Director - The Superintendent or designee may require the applicant to authorize the Regional
Superintendent or Suburban Cock County Intermediate Service Center Executive Director, whichever
is appropriate, to conduct the check when an applicant is (1) seeking employment in more than one
District simultaneously as (a) a substitute teacher, (b) a concutrent part-time employee, and/or (c)
educational support personnel, or (2) the employee works for a contractor holding contracts with more
than one district. The Regional Superintendent or Suburban Cook County Intermediate Service Center
Executive Director, whichever is appropriate, also performs a check of the Statewide Sex Offender
Regisiry, https:/isp.illinois.gov/Sor/Disclaimer, as authorized by the Sex Offender Community
Notification Law (730 ILCS 152/115), and the Violent Offender Against Youth Registry,
https://isp.illinois.gov/MVOAY/Disclaimer, as authorized by the Murderer and Violent Offender
Against Youth Registration Act (730 ILCS 154/75-154/105). See 105 ILCS 5/10-21.9 (a-5), (a-6), and
(b), amended by P.A. 102-552.

Contractors - The above requirements for a complete criminal history records check apply to all
employees and agents of contractors who have direct, daily contact with students. 105 ILCS 5/10-
21.9(f). Evety contractor with the District shall: (1) make every employee or agent who will have direct,
daily contact with students submit to a complete criminal history records check, (2) confirm that it will
make those employees available to the District for the criminal history records check, and (3) submit
payment for the costs of the check(s) to the District.

Note: The provisions in 105 ILCS 5/10-21.9(f) and (g) apply to employees of contractors who have
“direct, daily contact” with students. To be comprehensive and to eliminate uncertainty, this procedure
and Board policy 4:175, Convicted Child Sex Offender; Screening; Notifications, may require a
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criminal history records check on all employees of contractors who may work in any school building
or on school property. Whether the District uses the comprehensive language or the direct langnage
from the School Code, the District, not the contractor, must perform the background checks.
Contractors are not authorized under any State or federal law to: (1) condust the required criminal
history background checks; or (2) see the employee’s criminal history furnished by the ISP and the
FBI All contracts should also require the contractor to purchase insurance to cover misconduct by their
employees and/or an indemnification clause. Additionally, the Superintendent or designee should check
insurance coverage to determine whether employees of contractors are covered. See also Board policy
4:175, Convicted Child Sex Offender; Screening, Nofifications, and administrative procedure 4:60-
AP3, Criminal History Records Check of Contractor Employees, for the responsibilities of contractors.
Last, if the District has received, within the last year, information that concerns the record of conviction
and identification as a sex offender of any contractors’ employees, the District must provide the
information to another school or school district that requests it. 105 ILCS 5/10-21.9(f-5). For more
information, see ISBE’s non-regulatory guidance document, Criminal History Records Information
(CHRI) Checks for Certified and Non-certified School Personnel, available at:
www.isbe.net/Documents/guidance_chr.pdf, Unless notified by the individual named in a ctiminal
history records information (CHRI) request or by the ISP that the information furnished in a CHRI
report is inaccurate or incomplete, the District cannot be liable for damages to any person to whom the
CHRI pertains for actions it reasonably took in reliance on the accuracy and completeness of CHRI
report. 20 ILCS 2635/7(A)(3).

Distriet - The District complies with 105 ILCS 5/10-21.9, amended by P.A.s 102-552 and 102-702,
and 5/21B-80, amended by P.A. 102-552, It will not knowingly employ a person, or allow a person to
work or student teach/complete a required internship (105 ILCS 5/10-21.9(g)) on school grounds, who:

1, Has been convicted of any one or more of the following offenses, until seven years following
the end of the sentence for the criminal offense:

a. Those defined in the Cannabis Control Act, 720 ILCS 550/, except: 720 IL.CS 550/4(a),
550/4(b), 550/4(c), 550/5(a), 550/5(b), and any offense for which the holder of a
license is placed on probation under the provisions of 550/10 provided that if the terms
and conditions of probation required by the court are not fulfilled, the offense is not
eligible for this exception.

b, Those defined in the Ili. Controlled Substances Act, 720 ILCS 570/100 ef seq., except:
any offense for which the holder of a license is placed on probation under the
provisions of 570/410 provided that if the terms and conditions of probation required
by the court are not fulfilled, the offense is not eligible for this exception.

¢. Those defined in the Methamphetamine Control and Community Protection Act, 720
1LCS 646/, oxcept: any offense for which the holder of a license is placed on probation
under the provisions of 646/70 provided that if the terms and conditions of probation
required by the court are not fulfilled, the offense is not eligible for this exception.

d. Any attempt to commit any of the offenses listed in (a)-(¢) of this section.

e. Any offense committed or attempted in any other state or against the laws of the United
States that, if committed or attempted in Illinois, would have been punishable as one
or more of the offenses listed in (a)-(d) of this section.

2. Has been convicted of committing or attempting to commit any one or more of the following
offenses:

a. Attempting to commit, conspiting to commit, soliciting, er committing first-degree
murder or any Class X felony.

b. Attempting to commit, conspiring to commit, soliciting, or committing any offense
defined in Article 9 (Homicide) of the Criminal Code of 1961 or the Criminal Code of
2012,
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c. Attempting to commit, conspiring to commit, soliciting, or comumitting any sex offense.
Sex offense means any offense defined in:
i, Sections 11-6 and 11-9 through 11-9.5, inclusive, and 11-30 (if punished as a
Class 4 felony) of the Criminal Code of 1961 or the Criminal Code of 2012;
ii. Sections 11-14.1 through 11-21, inclusive, of the Criminal Code of 1961 or
the Criminal Code of 2012;
iii. Sections 11-23 (if punished as a Class 3 felony), 11-24, 11-25, and 11-26 of
the Criminal Code of 1961 or the Criminal Code of 2012; and
iv. Sections 11-1.20, 11-1.30, 11-1.40, 11-1.50, 11-1.60, 12-4.9, 12-13, 12-14, 12-
14.1, 12-15, 12-16, 12-32, 12-33, 12C-45, and 26-4 (if punished pursvant to
26-4(d)(4) or (5)) of the Criminal Code of 1961 or the Criminal Code of 2012.
d. Any offense committed or attempted in any other state or against the laws of the United
States, which if committed or attempted in Illinois, would have been punishable as one
or more of the foregoing offenses.
3. Has been found to be the perpetrator of sexual or physical abuse of any minor less than 18 years
of age pursuant to proceedings under Article IT of the Juvenile Court Act of 1987.

Reporting New Hires

The Superintendent or designee shall timely file an IRS ¥orm W-4 or IDES New Hire Reporting Iorm
for each newly hired employee with the I1l. Dept. of Employment Security. See 820 ILCS 405/1801.1.
When the applicant is a successful superintendent candidate who has been offered employment by the
Board, the Board President shall ensure either the retiring Superintendent or designee performs this
task.

Revised: November 2024
Adopted: December 2024
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FAIRFIELD PUBLIC SCHOOL DISTRICT #112 5:30-AP2, El

General Personnel

Exhibit — Notice of Preliminary Hiring Decision Based on Conviction Record

Use this letter when the District must notify an applicant that it made a preliminary determination
that the applicant is disqualified from employment based on a conviction record. 775 ILCS
5/103.1(C).

On District Letterhead
Re: Your Employment Application — Preliminary Decision Notice
Dear [insert name of applicant}:

The District has reviewed the results of your complete criminal history records check conducted
pursuant to 105 ILCS 5/10-21.9 in connection with your application for the position of [inserf job
title]. A copy of those results is enclosed with this letter,

After review, the District is not considering you further for employment in the District based at least
in part on [inser! date and description of disqualifying offense relied upon).

Use the following paragraph if the disqualification is based on conviction of a prohibited offense
included in 105 ILCS 5/21B-80 (see 5:30-AF2, Investigations, ai p. 7-8 for a listing of prohibited

offenses):

105 ILCS 5/10-21.9 prohibits the District from employing anyone convicted of [insert disqualifying
offense], and therefore, the District is prohibited by law from offering you employment,

Use the applicable paragraph(s) below if the disqualification is not based on a prohibited offense
included in 105 ILCS 5/21B-8(:

Given the [include a description of all factors that apply: length of time since the conviction, the
number of convictions that appear on the conviction record, the nature and severity of the conviction
and its relationship to the safety and security of others, the facts and circumnstances suvounding the
conviction, the age of the employee at the time of the conviction, and the evidence of rehabilitation
efforts), the District finds that employing you would involve an unreasonable risk to the property or
to the safety or welfare of others.

Given the [include a description of all factors that apply: length of time since the conviction, the
number of convictions that appear on the conviction record, the nature and severity of the conviction
and its relationship to the safety and security of others, the facts and circumstances surrounding the
conviction, the age of the employee at the time of the conviction, and the evidence of rehabilitation
efforts), the District finds a substantial relationship between your conviction record(s) and the
employment position for which you have applied, and that your hiring would provide an opportunity
for you to engage in the same or a similar offeunse.

Pursuant to the Iilinois Human Rights Act, you have the right to respond to this Decision, after which
time the District will make a final determination. Your response may include, but need not be
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limited to, evidence challenging the accuracy of the conviction record that the District relied upon to
disqualify you [and/or evidence in mitigation, such as rehabilitation efforts]. You have until [insert
date at least seven working days from the date of the letter] to respond to this letter. Please send
your response to: [insert contact information)

Sincerely,
[insert title, such as Superintendent or Director of Human Resources]

Enclosure: results of complete criminal history records check

Revised: December 2021
Adopted: January 2022
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FAIRFIELD PUBLIC SCHOOL DISTRICT #112 5:30-AP3

General Personnel
Administrative Procedure - Sexual Misconduct Related Employment History Review

(EHR)

Prior to hiring an applicant for a position involving direct contact with children or students, a sexual
misconduct related employment history review (EHR) must be initiated, but the District may permit
the individual to be hired and begin employment pending its outcome. This applies to all permanent
and temporary employment positions within a school, including substitute employees and employees
of contractors. An EHR is not required for volunteers,

Glossary of Terms

Contractor - A firm holding a contract with any school including, but not limited to, food service
workers, school bus drivers, and other transportation employees who have direct contact with children
or students. 105 ILCS 5/22-94(b), added by P.A. 102-702, eff. 7-1-23.

Direct contact with children or students - The possibility of care, supervision, guidance, or control
of children ot students or routine interaction with children or students, 105 ILCS 5/22-94(b), added by
P.A. 102-702, eff. 7-1-23,

Initiate an EHR - The District initiates an EHR when it submits an Authorization for Release of
Sexual Misconduct-Related Information and Current/Former Employer Response form(s) to every
current and previous employer identified by the applicant on said form(s).

School - A public or nonpublic elementary or secondary school. 105 ILCS 5/22-94(b), added by P.A.
102-702, eff. 7-1-23.

Sexual misconduct - Any act, including but not limited fo, any verbal, nonverbal, written, or
electronic communication or physical activity, by an employee with direct contact with a student, that
is directed toward or with a student to establish a romantic or sexual relationship with the student.
Examples include but are not limited to: 1) a sexual or romantic invitation, 2} dating or soliciting a
date, 3) engaging in sexualized or romantic dialog, 4) making sexually suggestive comments that are
directed toward or with a student, 5) self~disclosure or physical exposure of a sexual, romantic, or
erotic nature, 6) a sexual, indecent, romantic, or erotic contact with the student, 105 ILCS 5/22-94(b),
added by P.A. 102-702, eff. 7-1-23; 105 ILCS 5/22-85.5(c), added by P.A. 102-676.

Substitute Employees

For substitute employees, the EHR is required only prior to the initial hiring of a substitute employee
or placement on a school’s or district’s approved substitute list. A substitute employee seeking to be
added to another school’s or district's substitute list must undergo another EHR. An EHR conducted
upon initial hiring by a contractor or any other entity that furnishes substitute staffing services, e.g., a
regional office of education, satisfies the EHR requirement for all schools using that
confractor’s/entity’s services. 105 ILCS 5/22-94(i), added by P.A. 102-702, eff. 7-1-23.

Employees of Contractlors

For employees of contractors, tie EHR is performed either at the time of initial hiring or prior to the
employee’s assignment to perform work for a school involving direct contact with children or
students, 105 ILCS 5/22-94(3)(1), added by P.A. 102-702, eff. 7-1-23, Confractors must maintain
records documenting EHRs for all such employees and, upon the District’s request, provide the
District with access to the records. 105 ILCS 5/22-94(j)(2), added by P.A, 102-702, eff. 7-1-23. See
Board policy 4:60, Purchases and Contracts, administrative procedure 4:60-AP1, Purchases, and
administrative procedure 4:60-AP4, Sexual Misconduct Related Employment History Review (EHR)
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of Contractor Employees, for employment history review requirements for employees of contractors
who have direct contact with children or students,

Employment History Review for Direct Hires

Actor

Action

Board President

When the applicant is a superintendent candidate, ensures that either the
resigning Superintendent, Human Resources Administrafor, or designee
initiates the EHR.

Superintendent,
Human Resources
Administrator, or
designee

After a conditional hiring offer has been extended to an applicant for a
temporary, permanent, or substitute position involving direct contact with
children or students, initiates the EHR and provides the applicant with:

1. A Sexwal Misconduct Disclosure form, using the 11l State Board
of Education (ISBE) Sexual Misconduct Disclosure Template for
Applicant at  www.isbenret/Documents/Temp | -ISBE-Sexual-
Misconduct-Disclosure-Form-Applicant.pdf.

2. Copies of the duthorization for Release of Sexwal Misconduct-
Related Information and Current/Former Employer Response
form, using the [SBE Awthorization for Release of Sexual
Miscondiict-Related Information and Current/Former Ewmployer
Response Template at www.isbe.net/Documents/Temp2-Auth-
Release-Sexual-Misconduct-Related-Info.pdf, for the applicant to
complete for each current/former employer,

3. Instructions to complete and return all forms within [imsert
number] calendar days after receipt, and

4. Notice that the District cannot hire an applicant who does not
provide the information required by the forms (105 ILCS 5/22-
94(f), added by P.A. 102-702, eff. 7-1-23).

Applicant

Completes the Sexual Misconduct Disclosure form and Authorization for
Release of Sexual Misconduct-Related Information and Current/Foriner
Employer Response form{s) and returns them to the Superintendent,
Human Resources Administrator and/or designee. 105 1LCS 5/22-
94(c)(3), added by P.A. 102-702, eff. 7-1-23.

Superintendeit,
Human Resources
Administrator, or

Reviews the applicant’s completed Sexual Misconduct Disclosure form
and Authorization for Release of Sexual Misconduct-Related Information
and Current/Former Employer Response form(s). Maintains copies of

designee these forms in the personnel file. See policy 5:150, Personnel Records,
and administrative procedure 5:150-AP, Persomel Records.
Provides, to all employers identified by the applicant in Section 3 of the
Authorization for Release of Sexual Misconduct-Related Information and
Current/Former Employer Response form:
1. A copy of the Authorization for Release of Sexwal Misconduct-
Related Information and Curvent/Former Employer Response
form (105 ILCS 5/22-94(c)(4), added by P.A. 102-702, eff. 7-1-
23); and
2. Instructions to complete the form and return it to the
Superintendent, Human Resources Administrator, or designee
within 20 calendar days (105 ILCS 5/22-94(e), added by P.A.
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Actor

Action

102-702, eff, 7-1-23} after receipt.

For applicants licensed by ISBE, verifies the applicant’s reported
previous employers with previous employers in ISBE’s Educator
Licensure Information System (ELIS) to ensure accuracy. 105 ILCS 5/22-
94(c)(5), added by P.A. 102-702, eff. 7-1-23.

Reviews all responses received from the applicant’s employers and uses
information in the responses to evaluate the applicant’s fitness to be hired
or for continued employment, 105 ILCS 5/22-94(e), added by P.A. 102-
702, eff, 7-1-23,

May report information in the responses, as appropriate, to ISBE, a state
licensing agency, a law enforcement agency, a child protective services
agency, another school or contractor, or a prospective employer. Id.

Note: An employer, school, school administrator, or contractor who
provides information or records about a current or former employee or
applicant is immune from criminal and civil liability for the disclosure of
the information or records, unless the information or records provided
were knowingly false. Id.

Maintains the Sexual Misconduct Disclosure form and all responses
received from the current/former employers in the personnel file. See
policy 5:150, Personnel Records, and administrative procedure 5:150-AP,
Personnel Records.

Revised: April 2023
Adopted: May 2023
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FAIRFIELD PUBLIC SCHOOL DISTRICT #112 5:30-AP3, E

General Personnel
Exhibit - EHR Letter to Applicant’s Current/Forimer Employer

Use this letter when the District contacts an applicant’s current or foriner employer to complete a
sexual misconduct related employment history review. 105 ILCS 5/22-94.

On District Letterhead
Re: Applicant’s Sexuai Misconduct Related Employment History Review
Attention [insert name of applicant’s current/former employer):

You are receiving this letter pursuant to the lllinois School Code (105 ILCS 5/22-94) because your
organization has been listed by the applicant as a current employer, a former employer that was a
school or school contractor, or a former employer at which the applicant had direct contract with
children or students, meaning the possibility of care, supervision, guidance, or control of children or
students or routine interaction with children or students.

To help protect children and students from the threat of sexual misconduct, Illinois law requires all
Iliinois public/non-public elementary and secondary schools to conduct sexual misconduct related
employment history reviews on certain applicants for hire. Therefore, we are required fo ask, and you
are required to complete, the enclosed standardized form, which was developed using a template
created by the IH. State Board of Education (ISBL). Illinois law further requires you to disclose the
information requested on the enclosed form within twenty (20) calendar days of your receipt of the
form. If you have an office of human resources or central office, such information must be provided
by that office. Additionally, if you answer yes to any question, you must provide further information
about the matter disclosed as well as all related records. Information received shall not be deemed a
public record. '

We will use the information we receive from you to evaluate the applicant’s fitness to be hired or for
continued employment, We may also report the information, as appropriate, to ISBE, a State licensing
agency, a law enforcement agency, a child protective services agency, another school or contractor, or
a prospective employer.

Under Hlinois law, an employer, school, school administrator, or contractor who provides information
or records about a current or former employee or applicant pursuant to this request is immune from
criminal and civil liability for the disclosure of the information or records, unless the information or
records provided were knowingly false. This immunity is in addition to, and not a limitation on, any
other immunity provided by law or any absolute or conditional privileges applicable to the disclosure
by virtue of the circumstances of the applicant’s consent to the disclosure. Additionally, this
immunity extends to any circumstances when the employer, school, school administrator, or
contractor in good faith shares findings of sexual misconduct with another employer.

Unless the laws of another state prevent the release of the information or records requested, or
disclosure is restricted by the terms of a contract entered into before July 1, 2023, and
notwithstanding any other provisions of law to the contrary, an employer, school, school
administrator, contractor, or applicant must report and disclose all relevant information, records, and
documentation that may otherwise be confidential.

Please return a copy of your response by email to: [insert email address], or by US mait to:
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Thank you for your cooperation,

[Insert title, such as Superintendent or Human Resources Administrator]

Enclosure: Authorization for Release of Sexual Misconduct-Related Information and
Current/Former Employer Response form

Revised: April 2023
Adopied: May 2023
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FAIRFIELD PUBLIC SCHOOL DISTRICT #112 5:30-AP4

General Personnel

Administrative Procedure - Fingerprint-Based Criminaj History Record Information
Security

The District is required by State law to conduct fingerprint-based criminal history record checks on
applicants for employment, See administrative procedure 5:30-AP2, Investigations, for the procedures
to be followed in carrying out such checks. This procedure outlines the District's responsibility to
safeguard applicants’ criminal justice information (CIH), including Criminal History Records
Information (CHRI), received from the Federal Bureau of Investigation (FBI), whether the
information is received directly from the FBI or through the Tll. State Police (ISP) or a live scan
vendor pursuant to an existing Outsourcing Management Control Agreement. This procedure is based
on the FBI Criminal Justice Information Services (CJIS) Securify Policy (CJIS Security Policy)
available at: https:/le.fbi.gov/ciis-division/cjis-security-policy-resource-center (see Appendix J,
Noncriminal Justice Agency Supplemental Guidance) and ISP's generic template titled Criminal
History Record Information Proper Access, Use, and Dissemination Procedures. The FBI's CIIS
Security Policy provides a minimum set of security requirements for access to FBI CJIS Division
systems and information and to protect and safeguard CIL

Glossary of Terms
These definitions are based on those provided in the FBI CJIS Security Policy.

Criminal Justice Information (CJI) — All data provided through the FBI CJIS, including, but not
limited to, biometric, identity history, person, organization, property (when accompanied by any
personally identifiable information), and case/incident history data.

Criminal Hisfory Records Information (CHRI) -— A subset of CJI that includes identifiable
descriptions of arrests, detentions, indictments, information, or other formal criminal charges, and any
disposition arising therefrom, including acquittal, sentencing, correctional supervision, and release.
For purposes of this procedure, CHRI is interchangeable with CII,

Authorized Personnel — District employee(s) who have been appropriately vetted through a
national fingerprint-based record check and have been granted access to CJI. For purposes of this
procedure, Authorized Personnel includes the Superintendent, Human Resources Administrator, Head
of Information Technology, and their respective designees.

Llectronic Media — Any forin of electronic storage media such as a memory device in a laptop or
computer (hard drive) or mobile device; and any removable, transportable electronic media, such as
magnetic tape or disk, optical disk, flash drive, external hard drive, or digital memory card.

Physical Media — Media in printed form, including, but is not limited to, printed documents, printed
imagery, and printed facsimile.

Remote Access — Any temporary access to the District's information system by a user (or an
information system) communicating temporarily through an external, non-District controlled network
(e.g., the Internet).

Actor Action
Superintendent or If the District utilizes a live scan vendor, ensures the District has entered
Human Resources in an outsourcing agreement with the vendor that incorporates appropriate
Administrator FBI security and management control outsourcing standards to protect
CHRI, See https://www.fbi.gov/file-repository/compact-council-security-
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Actor

Action

and-managemeni-conirol-outsourcing-standard-for-non-
channelers.pdf/view or www.ibi,gov/file-repository/compact-councii-
securily-and-managemeni-controi-outsourcing-standard-for-
channelers.pdf/view, depending on the status of the vendor (channelers
are contractors selected by the FBI that have a direct connection to the
FBI's identification system, see www.fbi.gov/how-we-can-help-
vou/more-fbi-services-and-information/compact-council/ist-of-approved-
channelers). For a list of live scan vendors in Illinois, see

hitps:/fidfprapps.illineis.gov/licenselookup/Tingerprintlist.asp.
Point of Contact

Designates employee(s) to serve as the District's Point of Contact (POC),
who serves as the primary point of contact with the ISP regarding the
District's handling of CJI.

Ensures the District has applicable agreement(s) in place necessary to
access CJI, e.g., an interagency user agreement with the ISP.

Physical Security

Designates a secure location within the District with physical and
personnel security controls sufficient to protect CHRI and associated
information system(s), including the following:

1. The location shall be prominently posted and physically separate
from non-secure locations.

2, Only Authorized Personnel will have access to the physically
secure location.

3. The District is able to control all access points and verify
individual access authorizations before granting access.

4, 'The device(s) that displays CHRI is positioned in such a way as
to prevent unauthorized individuals from accessing and/or
viewing it.

5. CHRI on physical media is always stored in a locked
cabinet/drawer/container at the District Office which is only
accessible to Authorized Personnel. Physical media is not
removed from the secure location arca except for purposes of
sanitization/disposal.

Media Protection and Transport

Ensures controls are in place to protect electronic and physical media
containing CHRI while at rest, stored, or actively being accessed, as well
as during transport outside of secure areas to prevent inadvertent or
inappropriate disclosure and use. Only Authorized Personnel may
transport electronic media or physical media containing CHRI.

If physical and personnel restrictions are not feasible, directs the Head of
Information Technology to enswre CHRI is encrypted per the CJIS
Security Policy (pg. 160, see SC-13).

Sanitization and Disposal of CHRI

5:30-AP4
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Actor

Action

Property sanitizes or disposes of (or designates Authorized Personnel to
sanitize or dispose of) physica! or electronic media containing CHRI in
accordance with the District's record retention schedule. Physical media
will be destroyed by one of the following methods:

1. Shredding using District-issue shredders.

2. Placement in locked shredding bins for a private District
contractor to come on-site and shred, witnessed by Authorized
Personnel.

3. Incineration using District incinerators or witnessed by
Authorized Personnel onsite at a District or contractor
incineration site, if conducted by non-authorized personnel.

Electronic media will be disposed of by one of the following methods:

1. Overwriting at least three times (using a program to write onto
the location of the media where the file to be sanitized is located)

2. Degaussing {magnetic erasure of data from magnetic media)

3. Physical destruction. {crushing, disassembling, etc., ensuring that
the platters have been physically destroyed so that no data can be
pulled).

Misuse of CHRI

In the event of misuse of CHRI by a District employee, issues discipline
to the employee (such as loss of access privileges) or recommends
discipline to the Board up to and including termination and/or refers the
matter to law enforcement. See Board policies 5:200, Terms and
Conditions of Employment and Dismissal, 5:240, Suspensions, and 5:290,
Employment Termination and Suspensions.

Head of Information
Technology

Assists the Superintendent and Human Resources Administrator as
requested to implement appropriate controls for access to CHRI within
the District.

Account Management
Manages information system accounts, including establishing, activating,
modifying, reviewing, disabling, and removing accounts.

Validates information system accounts at least annually and documents
the validation process.

Monitors electronic system log access to CHRI on a weekly basis for
indications of inappropriate or usual activity.

Remote Access and Personally Owned Devices
Authorizes, monitors, and controls all methods of remote access to the
information systems that can access, process, transmit, and/or store CJI.

Employs automated mechanisms to facilitate the monitoring and control
of remote access methods and control all remote accesses through
managed access control points.

5:30-AP4
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Actor

Action

Permits remote access for privileged functions only for compelling
operational needs and documents the rationale for such access in the
security plan for the information system.

If the District permits Authorized Personnel to use personal devices to
access, process, store, or transmit CHRI, establishes and documents the
specific terms and conditions for personal device use consistent with the
requirements in Section 5.13 of the CJIS Security Policy (pg. 173-179).

Sanitization and Disposal of CHRI

Ensures that Information Technology systems that have been used to
process, store, or transmit CHRI may not be released from the District's
control until the equipment and has been sanitized and ali stored
information has been cleared using one of the methods authorized in this
procedure.

Security Incidents

Assists the POC with the reporting of any security incidents to ISP.

When feasible, employs automated mechanisms to assist in the reporting
of security incidents.

District Point of
Contact (POC)

Communicates as needed with the ISP regarding audits, District
personnel changes, training, and security.

Disseminates information security alerts and other communications from
ISP to all Authorized Personnel.

If applicable, identifies who is using live scan hardware, software, and
firmware and ensures no unauthorized individuals or processes have
access to the same. Identifies and documents how the equipment is
connected to the ISP system,

FEnsures appropriate securify measures to protect CHRI are in place and
working as expected.

Maintains a list of Authorized Personnel that is updated annually and
when new users are registered or off boarded.

Annually reviews all information system accounts fo ensure that access
and account privileges align with job functions, need-to-know, and
employment status on systems that contain CHRI.

Maintains a log for access to any physical files containing CHRI and
monitors the log on a weekly basis for indications of inappropriate or
unusual acfivity.

Maintains Security Awareness Training Certificates for all Authorized
Personnel.

Informs all Authorized Personnel of the procedures for reporting security
events and weaknesses that might have an impact on the security of
CHRI. Ensures the ISP's Information Security Officer is promptly
informed of any security incidents by contacting
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Actor

Action

1ISP.LEADSISOmillinois.gov.

Upon an Authorized Person's separation form District employment,
terminates that individual's access to systems or physical areas where
CHRI is accessible.

Authorized Personnel

Completes Basic Security Awareness Training within six months of
initial assignment and every two years thercafter as required under
Section 5.2 of the CJIS Security Policy, as well as any other role-based
training that may be required under the CJIS Security Policy (pgs. 11-16).
Security Awareness Training is available at: htips://www.cjisonline.com/.
Submits Security Awareness Training Certificates to the POC.

Complies with the District's established controls for access and handling
of CHRIL

Positions documents or other physical media containing CHRI and any
devices through which CHRI is viewed in such a manner to prevent
authorized persons from accessing or viewing the CHRI.

Only communicates CHRI in secure, private areas, Takes extreme care to
prevent overhearing or interception of communication.

Unless authorized by the District under specific terms and conditions,
never uses a personal device (computer, smartphone, tablet, flash drive,
etc.) to access, view, process, store or transmit CHRI.

Never uses a publicly accessible computer to access, process, stote, or
transmit CHRI,

Promptly reports to the POC any security incidents or weaknesses
associated with the District's information systems of which he or she
becomes aware,

5:30-AP4
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PERSONNEL

GENERAI, PERSONNEL - EMPLOYEE PASSES

staff members will be admitted without charge to any home
athletic event, excluding IESA Tournaments.

Anyvone working at a game will be admitted without charge.

Adopted: January 16, 1995




FAIRFIELD PUBLIC SCHOOL DISTRICT #112 5:35

General Personnel
Compliance with the Fair Labor Standards Act

Job Classifications

The Superintendent will énsure 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 ail 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 howrs in a single
workweek.

Overtime

A non-exempt employee shall not work overtime without his or her supervisor’s express approval. All
supervisors of non-exempt employees shall: (1) monitor overtime use on a weekly basis and report
such use to the business office, (2) seek the Superintendent or designee’s written pre-approval for any
long term or repeated use of overtime that can be reasonably anticipated, (3) ensure that overtime
provisions of this policy and the FLSA arc followed, and (4) ensure that employees are compensated
for any overtime worked. Accurate and complete time sheets of actual hours worked during the
workweek shall be signed by each employee and submitted to the business office. The business office
will review work records of employees on a regular basis, make an assessment of overtime use, and
provide the assessment to the Superintendent. In lien of overtime compensation, non-exempt
employees may receive compensatory time-off, according to Board policy 5:310, Compensatory
Time-Off.

Suspension Without Pay

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

Implementation

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

LEGAL REF.: 820 ILCS 105/4a.
29 U.S.C. §201 et seq., Fair Labor Standards Act; 29 C.FR. Parts 516, 541, 548,
553,778, and 785.
CROSS REF.: 5:240 (Suspension), 5:290 (Employment Termination and Suspensions), 5:310

{Compensatory Time-Off)
Rewvised ! Movem ""—“"WVLAO(OPRA L Decealper a03Y
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FAIRFIELD PUBLIC SCHOOL DISTRICT #112 5:35-AP1

General Personnel

Administrative Procedure - Fair Labor Standards Act Exemptions

Important - School officials should contact the Board Attorney for application of the Fair Labor
Standards Act to specific situations. The information contained in this procedure, and any information
provided in the hyperlinks contained in it, should be confirmed with the Board Attorney before its
application to a specific situation.

Overview

An exempt employee in IHinois is “any employee employed in a bona fide executive, administrative
or professional capacity, ... as defined by or covered by the Federal Fair Labor Standards Act of
1938 and the rules adopted under that Act, as both exist on March 30, 2003, but compensated at
the amount of salary specified [current federal rules].” 820 ILCS 105/4a.

s U.S. Dept, of Labor (DOL) rules set the minimum salary threshold for an employee to qualify as
an exempt executive, administrative or professional employee. 29 C.F.R. §541.600.
e  Guidance on the DOL.’s website includes:
Salary thresholds: www.dol.gov/agencies/whd/overtime/rulemaking
Exemptions from  overtime pay provisions: www.dol.gov/agencies/whd/compliance-
assistance/handy-reference-guide-flsa#8
Exempi vs. non-exempt status of a particular job: www2.illinois.gov/idol/Laws-
Rules/FLS/Pages/overtime-exemption.aspx
FLSA Staff Positions
Exemption
Category
Non-covered  Independent contractors:
persons www.dol.gov/agencies/whd/fact-sheets/13-flsa-employment-refationship
Volunteers: ‘
www.dol.gov/sites/dolgov/files/ WHD/legacy/files/FOH Chl10.pdf
Student teachers who: (1) receive academic credit for their work experience, (2)
do not displace reguiar employees, (3) work under close supervision, and (4) ate
not entitled to a job at the end of their training
(www.dol.gov/sites/dolgov/files/ WHD/legacy/files/2006 04 06 _12_FLSA.pdf)
Executive Superintendent
employees Associate/Assistant Superintendents
Directors
Supervisors
Other department managers
Administrative | Building Principals
employees Assistant Principals
' Data systems analysts or computer programmers involved in obtaining solutions
to complex business problems: www.dol.gov/agencies/whd/fact-sheets/| 7¢-
overtime-computer
Other certificated administrative staff
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FLSA Staff Positions
Exemption
Category
Professional Teachers
employees Counselors
Registered nurses
Media coordinators
Other non-supervising certificated staff
Non-exempt Secretaries (inchides administrative assistants)
employees Receptionists
Bookkeepers
Cafeteria workers
Crossing guards
Before/after school program workers
Bus drivers/transportation workers
Computer lab managers
Custodians
Maintenance workers
Pre-school workers (whose primary duty is to care for physical needs of children
rather than teaching; does nof include licensed special education eatly
childhood teachers)
Teacher aides, paraprofessionals, and assistants
Revised:
November
2024
Adopted:
December
2024
5:35-AP1
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FAIRFIELD PUBLIC SCHOOL DISTRICT #112 5:35-AP2

General Personnel

Administrative Procedure - Employee Records Required by the Fair Labor Standards

Act

Important - School officials should contact the Board Attorney for application of the Fair Labor
Standards Act (FLSA) to specific situations. The information contained in this procedure, and any
information provided in the hyperlinks contained in it, should be confirmed with the Board Attorney
before its application to a specific situation.

This table contains the FLSA recordkeeping reguirements as described in

www.dol.soviwhd/regs/compliance/whdfs2 1 him.

Actor

Action

Business office working
with supervisors of non-
exempt employees

Keep each of the following records concerning non-exempt employees
for at least three years (29 C.F.R. §516.2):

b AN i e

9.

10.
11
12.
13,
14,

Employee’s full name and social security number

Address, including zip code

Birth date, if younger than 19

Sex and occupation

Time and day of week when employee’s workweek begins
Hours worked each day

Total hours worked each workweek

Basis on which employee’s wages are paid (e.g., $9 per hour or
$440 a week)

Regular hourly pay rate

Total daily or weekly straight-time earnings

Total overtime earnings for the workweek

All additions to or deductions from the employee’s wages
Total wages paid each pay period

Date of payment and the pay period covered by the payment

Business office working
with supervisors of
exempt employees

Concerning exempt employees, keep for at least three years, the
records listed in numbers -5 and 13-14 above and a record showing
the basis on which the exempt employee’s wages are paid (e.g., salary
basis of $x per pay period). 29 C.F.R, §516.3.

Business office

L.

2,

Payroll records must be kept for at least three years. 29 C.I'.R.
§516.5(a).

Records on which wage computations are based must be kept for
at least two years, i.e., time cards and piece work tickets, wage rate
tables, work and time schedules, and records of additions to or
deductions from wages. 29 CF.R. §516.6.

Collective bargaining agreements and individual employment
contracts must be kept for at least three years {(when an agreement
is not in writing, prepare and retain a written memorandum
summarizing it). 29 C.F.R. §516.5(b).

Certificates and notices must be kept for at least three years. 29
C.FR. §516.5(b).

5:35-AP2
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Actor

Action

Building Principal

Display an official poster outlining the provisions of FL.SA, available
at no cost from local offices of the Wage and Hour Division and toll-
free, by calling 1-866-487-9243. This poster is also available
electronically for downloading and printing at:

wiwvw.dol eov/whd/regs/compliance/whd fs.pdf

Keep records regarding the posting of notices for at least 3 years. 29
C.F.R. §516.5(b).

5:35-AP2
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FAIRFIELD PUBLIC SCHOOL DISTRICT #112 5:35-AP3

General Personnel

Administrative Procedure - Compensable Work Time for Non-Exempt Employees
Under the FLSA

Important - School officials should contact the Board Attorney for application of the Fair Labor
Standards Act (FLSA) to specific situations. The information contained in this procedure, and any
information provided in the hyperlinks contained in it, should be confirmed with the Board Attorney
before its application {o a specific situation.

Resources
Overview — https://www.dol.gov/agencies/whd/flsa.

For help determining whether time spent on work-related activities is compensable as “hours
worked,” see the U.S. Dept. of Labor’s FLSA Hours Worked Advisor.

Volunteers — https://www.dol.gov/sites/dolgov/files/ WHD/legacy/files/FOH_Chl10.pdf

Compensable Time Defined for Non-Exempt Employees

The amount of pay due an employee cannot be determined without knowing the total number of hours
actually worked by that employee in each workweek. An employee must be paid for all of the time
considered to be hours worked, and all time that is Aowurs worked must be counted when determining
overtinie,

Nen-Exempt Employee - The term non-exempt employee refers to employees who are not exempt
from the overlime provisions in the wage and hour laws. See administrative procedure 5:35-AP1,
Fair Labor Standards Act Exemptions.

Hours Worked - Non-exempt employees must be compensated for all hours worked in a workweek.
In general, hours worked inciude:

e All the time an employee must be on duty;

All the time an employee must be on the employer’s premises;

All the time an employee must be at any other prescribed place of work; and

Any additional time the employee is allowed, ie., “suffered or permitted” to work
(commonly referred to as “working off the clock™).

Suffered or Permitted to Work - If an employer knows or has reason to know that a non-exempt
employee starts work early or continues to work late, it is considered work time. 29 C.ILR. §785.11,
This includes knowing or having reason to know that an employee works at home, e.g., as when a
Building Principal’s secretary calls for substitutes early in the morning. 29 C.F.R. §785.12.

If an employee works additional straight time, at the regular rate of pay, or overtime hours without
authorization, that employee must still be compensated but may be disciplined for violating School
Board policy.

Volunteering to Perform Regular Work - Non-exempt employees may not volunteer to perform
their regular work duties off-the-clock and without compensation. 29 U.8.C. §203(e)(4)(A). An
employee must be paid even if he or she offers to do the work on his or her own fime, Employees may
not waive wage and hour law requirements.

Volunteering fo Perform Services that Are Not the Same as Regular Work - Non-exempt
employees may volunteer to perform services under these conditions:

I. The volunteer services are not the same as or similar to the employee’s regular work duties,
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2. The employee offers the services freely and without coercion, direct or implied, and

The employee provides the services without promise of compensation although a volunteer
may be paid “expenses, reasonable benefits, or a nominal fee to perform such services.” 29
U.S.C. §203(e)(4)A), 29 C.F.R. §553.101 and 103.

A fee is not nominal if it is a substitute for compensation or tied to productivity. 29 CF.R.
§553.106(e). While the specific circumstances in each case must be analyzed, the District will
generally limit nominal pay to employees for volunteer services to no more than 20% of what the
District would otherwise pay to hire an employee for the same services. See Wage and Hour Division
(WHD) Opinion Letters FLSA 2005-51 (11-10-05); FLSA 2006-28 (8-7-06); and FLSA 2006-28 (10-
7-06). See also WHD Opinion Letters FLSA 2004-6 (7-14-04) for an example of a non-exempt school
employee serving as a volunteer athietic coach. U.S. Dept. of Labor WHD opinion letters are
available at: hitp://www.dol.gov/agencies/whd/opinion-letiers/request/existing-guidance.

[N ]

Examples of Hours Worked for Non-Exempt Employees _

Meal periods, unless the employee is completely relieved of all duties and free to leave the duty post
for at least 30 minutes, Teacher aides who must supervise students during their lunch are not
considered relieved of duties, Employees who eat at their desk and answer phones or
otherwise perform work are not considered relieved of duties.

Attendance at in-services, meetings, or lectures, unless: (1) attendance is outside the employee’s
regular working hours, (2) attendance is voluntary, (3) the activity is not related to the
employee’s job, and (4) the employee performs no productive work for the District.

Coffee breaks or rest periods of 20 minutes or less.
Work done at home if the supervisor knows or should have known that such work was done.
Work done before or after regular hours or on weekends.

On-call time if the employee is required to remain on the employer’s premises or so close that he/she
is unable to use the time effectively for histher own purposes while on-call.

Transporting material to a worksite before the start of the workday.

Time spent preparing for work, e.g., bus drivers doing safety checks before the route or securing the
bus after the route.

Clean-up work at the end of a shift.

Travel time during the workday from one job site to another, e.g., non-exempt school nurses traveling
from one school to another.

Travel time during the regular working hours, even if it is the weekend.
Attending a Board meeting at night either fo take minutes or perform some other required or assigned

duty.

Revised: July 2024
Adopted: August 2024
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FAIRFIELD PUBLIC SCHOOL DISTRICT #112 5:35-AP4

General Personnel

Administrative Procedure - Fair Labor Standards Act 12-Step Compliance Checklist

Important - School officials should contact the Board Attorney for application of the Fair Labor
Standards Act (FLSA) to specific situations. The information contained in this procedure, and any
information provided in the hyperlinks contained in it, should be confirmed with the Board Attorney
before its application to a specific situation.

The U.S. Dept. of Labor, Wage and Hour Division, administers the FLSA. It posts an encyclopedic
amount of information on the FLSA on its website at: www.dol.coviwhd/ress/compliance/hrg. htm#8.

Checklist for compliance with the FLSA:

1. Classify employees as exempt or non-exempt,

Identify which employees are covered by the overtime requirements of the FLSA, i.e., non-
exempt, and which employees are exempt from the overtime requirements. See administrative
procedure 5:35-AP1, Fair Labor Standards Act Exempftions, for a list of school employees
traditionally exempt and non-exempt, Include a record in each employce’s file stating
whether he or she is exempt or non-exempt.

An exemption from the FLSA overtime pay/compensatory time requirements is the
exception, rather than the rule. Any uncertainty should be resolved in favor of finding the
employee to be non-exempt and the overtime compensable, as the burden is on the school
system to prove that exemptions are applicable.

2. Make sure all employees have access to and understand the School Board policy and
administrative procedures on the workweek, overtime, and compensatory time. See Board
policy 5:35, Compliance with the Fair Labor Standards Act, and administrative procedure
5:35-AP3, Compensable Work Time for Non-Exempt Employees Under the FLSA.

It addition, make sure that all employees:
a. Are provided a copy of the Board policy or access to the Board policy published
online;
b. Acknowledge that they have received and understand the policy; and
c. Agree to follow the policy and procedures or be subject to discipline.

3. Notify non-exempt employees of their expected work hours in a workweek.

Be clear that the salary of non-exempt employees is paid for a 40-hour workweek.
Supervisors may regularly schedule employees to work 37.5 hours per week and leave the
remainder as possible flexible time. However, to avoid the possibility of straight-time claims
for hours worked between 37.5 and 40, supervisors need to clearly communicate that the
District pays employees a salary for up to 40 hours of work and that the District retains the
right to request that the employee perform additional duties up to 40 hours without additional
pay.

4, Keep precise records of the hours worked by every non-exempt employee by using a good
timesheet, time clock, computerized check-in system, or other method. Make sure individual
employees keep and sign their weekly record of hours worked. Print an acknowledgment
similar to the following on every time sheet: “I acknowledge that I have reviewed this time
sheet and that it accurately records all of the time that I worked for the District on the dates
indicated and that I did not work for the District at any other times during the workweek that
are not recorded on this timesheet.”

S. Annually train District supervisory staff, as well as supervisors when first assigned
supervisory duties, on FI.SA compliance issues, including:
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a. What counts as compensable work time (see administrative procedure 5:35-AP3,
Compensable Work Time for Non-Exempt Employees Under the FISA),
b. How timesheets must be completed for non-exempt employees; and
¢. Their duty to monitor timesheets and verify time worked.
6. Train ali non-exempt staff when hired and regularly thereafter on the following topics:
a. Board policy requirements;
b. What counts as compensable time; and
¢. How to complete timesheets cotrectly.
7. Require non-exempt empioyees who want to volunteer to execute a Volunteer Agreement.
See exhibit 5:35-E, Volunteer Agreement Executed by a Non-Exempt Employee.
Non-exempt employees may only volunteer to perform services on behalf of the school that
do not involve the same types of duties they regularly perform in their jobs. Further, in order
to be a bona fide volunteer (1) the volunteer services may not be the same as or similar to the
employee’s regular work duties, (2} the employee must freely and voluntarily, i.e., without
any direct or implied coercion or requireiment, agree to perform the volunteer services, and
(3) the employee provides the services without promise of compensation; however, a
volunteer may be paid expenses, reasonable benefits, or a nominal fee to perform the
services, See administrative procedure 5:35-AP3, Compensable Work Tinie for Nown-Exempt
Employees Under the FLSA, for information about nominal fees.
8. Have all non-esempt employees sign the following documents:
a. A statement that they were given a copy of the Board’s policy on work time and have
reviewed it, and that they understand violators may be subject to discipline; and
b, if applicable, an agreement that any overtime worked over 40 hours per week will be
compensated with time and a half compensatory time rather than overtime pay. See
exhibit 5:310-E, Agreement to Receive Compensatory Time-Off.
9, Have supervisory, payroll, and business staffs monitor weekly time records.
Make sure that supervisory staff continuously monitors weekly time records for accuracy and
completeness, and that they report all overtime worked by non-exempt staff to the finance
office for either overtime pay or compensatory time credit.
10. Keep FLSA-required records for non-exempt and exempt employees. See administrative
procedure 5:35-AP2, Employee Records Required by the Fair Labor Standards Act.
11. Post all federal and State required employment posters.
Make sure that all employment posters are widely posted, e.g., in the teachers’ lounge, school
office, cafeteria kitchen, bus garage, janitor’s closet, and other places where employees
gather,
12. Consult the Board Attorney about FLSA compliance.

Revised: july 2024
Adopted: August 2024
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FAIRFIELD PUBLIC SCHOOL DISTRICT #112 5:35-E

General Personnel
Exhibit - Volunteer Agreement Executed by a Non-Exempt Employee

1 would like to serve as a volunieer for the School District. T understand that:

1. 1 may not volunteer to perform a job that is the same or similar job for which I am employed.

2. My time and service as a volunteer are given without promise, expectation, or receipt of any
form of compensation.

3. My volunteer services are not being performed in the course and scope of my regular
employment and are not in any way required by the School Disfrict.

4, Either the District or T may terminate my volunteer services at any time for any reason. My
withdrawal will not affect my continued employment with the School District.

This agreement will continue in force until terminated by either the employee or School District.

Volunteer Signature Date

Supervisor Date

Reviged: July 2024 Adopted: August 2024
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FAIRFIELD PUBLIC SCHOOL DISTRICT #112 5:40

General Personnel

Communicable and Chronic Infectious Disease

The Superintendent or designee shail 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, Illinois Department of Public Health rules, and School
Board policies.

An employee with a communicable or chronic infectious discase is encouraged to inform the
Superintendent immediately and grant consent to being monitored by the Distriet’s Communicable
and Chronic Infectious Discase Review Team. The Review Team, if used, provides information and
recommendations to the Superintendent concerning the employee’s conditions of employment and
necessaty 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 rcasonable accommodations and without undue hardship, there is no
substantial risk of transmission of the disease to others, provided an employee is able to continue to
perform the position’s essential functions. An employee with a communicable and chronic infectious
disease remains subject to the Board’s employment polisies including sick andfor 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 CFR. §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 1ll.Admin.Code Part 690, Controf of Communicable Diseases,

CROSS REF.: 2:150 (Committees), 4:180 (Pandemic Preparedness; Management; and

Recovery), 5:30 (Hiring Process and Criteria), 5:180 (Temporary Illness or
Temporary Incapacity)

Revised: June 2022
Adopted: September 2022
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FAIRFIELD PUBLIC SCHOOL DISTRICT #112 5:40-AP

General Personnel

Administrative Procedure - Communicable and Chronic Infectious Disease

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

The District shall not discriminate against an employee disabled by a communicable or chronic
infectious disease. An employee with a communicable or chronic infectious disease will be permitted
to retain his or her position whenever, after reasonable accommodations and without undue hardship,
there is no substantial risk of transmission of the disease to others, provided an employee is able to
continue to perform the position’s essential functions.

Evaluation of the Emmlovee’s Condition

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

2. Upon having knowledge of a known or suspected case of a commuricable disease, the
Superintendent or designee:

a. Notifies the focal health authority as requived by 77 Ill.Admin.Code §690.200 and
within the time frames required by 77 1l Admin.Code §690.100, and

b. Follows directions for temporarily excluding an employee from school according to
local health authority direction and 77 I{l.Admin.Code Part 690. See also Exhibit
7:280-E2, Reporting and Exclusion Requirements for Common Conmumicable
Diseases, identifying the diseases for which there is mandatory reporting.

3. The Superintendent wiil inform the Communicable and Chronic Infectious Disease Review
Team within three days.

4, The Communicable and Chronic Infections Disease Review Team will meet within three
days to:
a. Meet with the employee or a member of the employee’s family to review the status of

the employee’s health, and

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

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

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

7. The employee may be required to submit to a physical examination, given by a physician
chosen and paid for by the District,
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Monitoring the Emplovee’s Condition

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

Each status report will indicate an employment recommendation for the employee, such as:
1. Continued employment at the same position, with possible accommodations,
2. Continued employment but transfer to another position, with possible accommodations,
3. Temporary exclusion from the work place, or

4, Dismissal.

Employee Dismissal

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

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

Confidentiality

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

Revised: June 2022
Adopted: September 2022
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FAIRFIELD PUBLIC SCHOOL DISTRICT #112 5:50

General Personnel
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:

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

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 pursuvant to Ashley’s Lanw, 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.

Upon the Superintendent or designee’s reasonable suspicion of an employee’s violation of any of the
prohibited activities stated above, the Superintendent 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 & substance that is:
1. Not legally obtainable,
2. Being used in a manner different than prescribed,
3. Legally obtainable, but has not been legally obtained, or
4. Referenced in federal or State controlled substance acts.

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 Board 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 schiool 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 Board 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.
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Unless otherwise prohibited by this policy, prescription and over-the-counter medications are not
prohibited when taken in standard dosages and/or according to prescriptions from the employee’s
licensed health care provider, provided that an employee’s work performance is not impaired.

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

I. 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 materiais from local, State, and national anti-drug and alcohol-abuse
organizations.
4. Enlist the aid of community and State agencies with drug and alcohol informational and
rehabilitation programs to provide information to District employees,
5. Establish a drug-free awareness program to inform employees about:
a. The dangers of drug abuse in the workplace,
b. Available drug and alcohol counseling, rehabilitation, re-entry, and any employee
assistance programs, and
¢. The penalties that the District may impose upon employees for violations of this
policy.
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 regardiess of the event’s Jocation.

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 Board may require an employee to successfully complete an appropriate
drug- or alcohol-abuse rehabilitation program.

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

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

Disclaimer

The Board reserves the right o interpret, revise or discontinue any provision of this policy pursuant to
the Suspension of Policies subhead in policy 2:240, Board Policy Development.
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LEGAL REF.:

CROSS REF.

20 US.C. §7101 et seq., Safe and Drug-Free School and Communities Act of
1994.

21 U.8.C. §812, Controlled Substances Act; 21 C.F.R. §1308.11-1308.15.

41 U.B.C. §8101 et seq., Drug-Free Workplace Act of 1988,

42 U.8.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 TLCS 82/, Smoke Free lilinois Act.

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

410 ILCS 705/1-1 et seq., Cannabis Regulation and Tax Act.

720 IL.CS 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 1. Admin.Code §22.20.

5:10 (Equal Employment Opportunity and Minority Recruitment), 5:120
(Employee Ethics; Code of Professional Conduct; and Conflict of interest), 6:60
(Cutriculum Content), 8:30 (Visitors to and Conduct on School Property)

Revised: November 2023
Adopted: December 2023
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FAIRFIELD PUBLIC SCHOOL DISTRICT #112 5:60

General Personnel

Expenses

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

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

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

Advancements

The Superintendent may advance expenses to teachers and other licensed employees for the anticipated
actual and necessary expenses to be incurred while attending meetings that are related to their duties
and will contribute to their professional development, provided they fall below the maximum allowed
in the Board’s expense regulations.

Expense advancement requests must be submitted to the Superintendent 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
Superintendent: (a) the itemized, signed advancement voucher that was issued, and (b) the amount of
actual expenses by attaching receipts. Any portion of an expense advancement not used must be
returned to the District. Expense advancements and vouchers shall be presented to the Board in its
regular bili process.

Reimbursements and Purchase Orders

Expense reimbursements and purchase orders may be issued by the Superintendent or designee to
employees, along with other expenses necessary for the performance of their duties, provided the
expenses fall below the maximum allowed in the Board’s expense regulations.

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

Use of Credit and Procurement Cards

Credit and procurement card usage is governed by policy 4:55, Use of Credit and Procurement Cards.
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Exceeding the Maximum Allowable Expense Amount(s)

All requests for expense advancements, reimbursements, and purchase orders exceeding the maximum
allowed in the Board’s expense regulations may only be approved when:

1. The Board’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 rolt call vote at an open Board 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. Airtravel at the coach or economy class commercial airline rate. First class or business class
air travel will be retmbursed only if emergency circumstances warrant. The emergency
circumstances must be explained on the expense form and Board 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, ride sharing services, 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, attacling
receipts.

Additional Requirements for Travel Expenses Charoed to Federal and State Grants

All grant-related travel expenses must be pre-approved by the Superintendent or designee.

Expenses for travel, including expenses for transportation, lodging, meals, and related items incurred
by employees and charged fo 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,
2. Expenses must be permissible under the terms and conditions of the award,
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Expenses must be reasonable and consistent with this policy.

The Board does not reimburse actual expenses or pay a per diem allowance unless the employee
is on official fravel siatus 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 aitfare costs in excess of the least expensive coach or economy class are prohibited
except when such accomimodations 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 formn,
and Board approval of the additional expense is required.

Per diem rafes and actual reimbursement amounts for mileage, meals, and lodging may not
exceed the rates established by the Governor’s Travel Control Board 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 ot 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 Board does not reimburse employees for collision
damage waiver or theft insurance.

The Board will reimburse travel expenses not chargeable to an award from other District funds
consistent with this policy.

LEGAL REF.: 2 C.FR. §200.475,

30 1LCS 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, 1ll. Wage Payment and Collection Act.

CROSS REF.: 2:125 (Board Member Compensation, Expenses), 2:240 (Board Policy

Development), 4:50 (Payment Procedures), 4:55 (Use of Credit and Procurement
Cards)

Revised: June 2025 Adopted: June 2025
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FAIRFIELD PUBLIC SCHOOL DISTRICT #112 5:60-AP

General Personnel

Administrative Procedure - Federal and State Grant Travel Expense Procedures

Employees must follow these procedures, in addition to the requirements of the Board policy 5:60,
Expenses subhead entitled Additional Requirements for Travel Kxpenses Charged to Federal and
State Grants, when their travel expenses are charged to federal grants and State grants governed by
the Grant Accountability and Transparency Act (GATA).

Use of Expense Forms

Employees will submit their estimated travel expenses using 5:60-E2, Employee Estimated Expense
Approval Form, in advance of travel and 5:60-E1, Employee Expense Reimbursement Form, following
completion of travel. When travel expenses will be charged in part to grant funds and in part to non-
grant District funds because certain expenses exceed those permitted 1o be charged to a grant by policy
5:60, Expenses, and/or these procedures, the Superintendent or designee notes that fact and the amount
to be charged to each funding source in the “Comments” field on 5:60-E1, Employee Expense
Reimbursement Form, andfor the “Comments” field on 5:60-E2, Employee Estimafed Expense
Approval Form, as applicable,

Lodging — General

1. Employees are not eligible for actual reimbursement of lodging expenses unless they are on
official fravel status for more than 12 hours, Travel status begins when the employee leaves
his or her work location or, if reporting directly to a destination, from his or her residence or
other location. It ends when the employee returns to his or her work location or, if reporting
directly from the original destination, to the employee’s residence or other location at the
completion of the authorized travel. See 80 L Admin.Code §3000.140.

2. Employees must first contact any preferred hotel vendors of the District.

It is the employee’s responsibility to request the lowest available lodging rate the time of

making a reservation. However, if the employee requires special lodging consideration due to

a disability the employee may be reimbursed the actual cost of the least costly lodging that is

substantially accessible. Employees should always inquire if a hotel offers a discounted rate

for local government employees, including public school district employees. If applicabie,
employees should be prepared to show their school identification to prove school district
employment when checking-in.

4, Employees should make hotel reservations as far in advance as possible. Employees need to be
aware of hotel cancellation policies, In busier times, cancellation policies will sometimes
require the traveler to cancel 72 hours in advance or be charged for the room. If an employee
must cancel a reservation, the employee needs to cancel before the deadline, if at all possible.
Employees making reservations for several nights in a row need to be aware of hotel early
check-out policies. Some hotels charge an carly check-out fee if a guest checks out prior to
their scheduled departure date.

5. Employees must carefully review the bill upon check-cut to ensure that the room charge reflects
the appropriate rate and that no unauthorized charges have been added. For example, some
hotels will automatically add a security charge or phone usage charge to a bill. If these services
are not used, the charges should be removed before checking-out. Energy surcharge and
fodging resort fees will be reimbursed if not optional.

6. If direct billing, employees must ensure that all personal or incidental charges are paid when
checking-out, i.e., pay movies, personal phone calls, etc.

L]
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7. Employees must obtain a copy of the hotel bill fo attach to 5:60-El, Employee Expense
Reimbursement Form.

8. If traveling by car, an eimnployee needs to inquire regarding self-parking options to minimize
parking expenses.

Lodging — Excessive Lodging Requests

When lodging at or below the State or federal rate for a particular location is unavailable, employees
must:

1. Document on 5:60-E2, Employee Estimated Expense Approval Form, that lodging at the
scheduled rate for the location is unavailable.

2. Attach documentation to 5:60-E2, Employee Estimated Expense Approval Form, showing that
a minimum of three budget to mid-fare hotels were contacted (where available). If there are
less than three hotels available in a location to contact, the employee must document that fact
on the form. The employee must inguire if the hotels wiil honor the government rate when
obtaining quotes. If the District has any preferred hotels at the location, the employee must
contact those hoteis first.

3. Submit all excessive lodging requests to the Superintendent or designee for pre-approval. The
Superintendent or designee will place a note in the “Comments” field on 5:60-E2, Employee
Estimated Expense Approval Form, to reflect approval of an excessive lodging amount.

Note: An excessive Jodging request is not required if an employee stays in accommodations arranged
by a conference/seminar organization or in the lowesi-priced room available at or near a hotel where a
conference or seminar is located.

Meals

Per diem rates and actual reimbursement amounts for meals may not exceed the rates established by
the Governor’s Travel Control Board or federal travel regulations, whichever is less. To determine the
lesser amount, compare the State rates with the federal per diem rates. Historically, the State meal
allowances have been lower than the federal meal allowances. State rates are available at:
hitps:/foms.ilinois.soviemplovees/travel/travelreimbursement. himl. Federal rates are available at:
wivw.gsa.gov/travel/plan-book/per-diem-rates.

Adrfare
When booking airfare, employees:

1. May not book airfare and lodging as a package through third party vendors. When booked as a
package, third party vendors do not provide a detailed receipt which causes an issue verifying
that the lodging rates are within the proper guidelines,

2. Should always know the resirictions and potential penaities applicable to the fare in case
cancellation or change is necessary, regardless of how an airline ticket is booked.

Ride Sharing Services

When using a ride sharing service such as Uber and Lyft, employees must use the lowest cost service
the ride sharing service offers such as “UberX” and “Lyft Standard.” Employees will not be reimbursed
for premium services offered by ride share companies such as “Uber XL,” “UberSELECT,”
“UberBLACK,” “UberSUV,” “UberLUX,” or “LyftPlus.” Employees need to be aware that ride
sharing services may charge users more during times of high demand. Ride sharing services typically
let riders know in advance when prime time or surge pricing is in effect. Rides obtained during these
higher cost periods are not reimbursable.

Revised: June 2025 Adopted: June 2025
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FAIRFIELD PUBLIC SCHOOL DISTRICT #112 5:60-E1

General Personnel

Exhibit - Employee Expense Reimbursement Form

Submit to the Superintendent. Use of this form is required by 2:125-E3, Resolution to Regulafe
Expense Reimbursements. Please print and attach receipts for all expenditures.

Name: Title/Office:
Destination: Purpose:
Departure Date: Return Date:
(] Receipts attached Request Date:

[ | Estimated expenses attached (Completed 5:60-E2, Employee Estimated Expense Approval Form)
(pre~approval is requived 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 permitied by Board policy 5:60, Expenses.

Auto Travel Allowance: per mile
Date |Auto Meals or Per Diem | Other Daily
Mileage Transp. Lodging {Bkfst| Lunch | Dinner| Item Cost | Total

Miles Cost | Expenses

Subtotal
Advances -
TOTAL (4 negative amount indicates refund due from employee.) $
Superintendent or Designee: (1 Approved [ ] Denied
(below maxinumn allowable amount) [ ] Approved in Part

[ ] Grant Funding Source (if

£
applicable):
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Superintendent or Designee Signature Date
Comments:
School Board Action (exceeds maximum allowable amount):  [_] Approved [ ] Denied

Employee Signature

Revised: June 2025 Adopted: June 2025

5:60-E1

[1 Approved in Part
[ ] Grant Funding Source (if
applicable):

Date
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FAIRFIELD PUBLIC SCHOOL DISTRICT #112 5:60-E2

General Personnel

Exhibit - Employee Estimated Expense Approval Form

Submit to the Superintendent. Use of this form is requived (1} by 2:125-E3, Resolution to Regulafe
Expense Reimbursements and (2) for pre-approval of expenses to be charged fo a federal grant or
State grant governed hy 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 fransportation expenses, expense
reimbursement/per diem is only allowed if on official travel status for 12 hours or move. If lodging af
or below the applicable rate cannot be identified, please indicate below and attach at least three
guotes for review.

Aufo Meals or Per Diem Other Daily

Date Mileage Transp. | Lodging (Bkfst| Lunch | Dinner| Item Cost | Total
Miles Cost | Expenses

Total $
Superintendent or Designee [] Approved [} Denied
(below maxinum allowable aniount). ] Approved in Part

[ ] Grant Funding Source (if
applicable):
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Superintendent or Designee Signature Date
Comments:
School Board Action (exceeds maximum allowable amounty. [ ] Approved { ] Denied

Employee Signature

Revised: June 2025  Adopted: June 2025

5:60-132

[ 1 Approved in Part
[ ] Grant Funding Source (if
applicable}:

Date
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FAIRFIELD PUBLIC SCHOOL DISTRICT #112 370

General Personnel

Religious Holidays

The Superintendent shall grant an employee’s request for time off to obsetve 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 employes.

LEGAL REF. 775 ILCS 5/2-101 and 5/2-102, 1ll. Human Rights Act.
7175 ILCS 35/155, Religious Freedom Restoration Act.

Revised: June 2022
Adopted: September 2022
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FAIRFIELD PUBLIC SCHOOL DISTRICT #112 5:80

General Personnel

Court Duty

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 te
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.

Revised: June 2022
Adopted: September 2022
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FAIRFIELD PUBLIC SCHOOL DISTRICT #112 5:90

General Personnel
Abused and Neglected Child Reporting

Any District employee who suspects or receives knowledge that a student may be an abused or
neglected child or, for a student aged 18 through 22, an abused or neglected individual with a
disability, shall immediately report or cause a report to be made to the Ill. Dept, of Children and
Family Services (DCFS) on its Child Abuse Hotline 1-800-25-ABUSE (1-800-252-2873)(within
1ilinois); 1-217-524-2606 (outside of Iliinois); or 1-800-358-5117 (TTY). Any District employee who
belisves a student is in immediate danger of harm, shall first call 911, The employee shall also
promptly notify the Superintendent or Building Principal that a repost has been made. The
Superintendent or Building Principal shall immediately coordinate any necessary notifications to the
student’s parent(s)/ guardian(s) with DCES, the applicable school resource officer (SRO), and/or local
taw 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 DCES,

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
hitps://report.cybertip.org or www.missingkids.org. The Superintendent or Building Principal shall
also be promptly notified of the discovery and that a report has been made.

Any District employee who obsetves any act of hazing that does bodily harm to a student must report
that act to the Building Principal, Superintendent, or designee who will investigate and take
appropriate action. If the hazing results in death or great bodily harm, the employee must first make
the report to law enforcement and then to the Superintendent or Building Principal. Hazing is defined
as any intentional, knowing, or reckless act directed to or required of a student for the purpose of
being initiated into, affiliating with, holding office in, or maintaining membership in any group,
organization, club, or athietic team whose members are or include other students.

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

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

All District employees shall:

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

2. Complete mandated reporter training as required by law within three months of initial
employment and at feast every three years after that date.

3. Complets 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 perpeirated 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.
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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 Superintendent 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 atleged incident of sexual abuse in accordance with Board policy 7:20,
Harassment of Students Prohibited.

Special Superintendent Responsibilities

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

When the Superintendent has reasonable cause fo 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 Superintendent shall notify the State
Superintendent and the Regional Superintendent in writing, providing the I1l. Educator Identification
Number as well as a brief description of the misconduct alleged. The Superintendent must make the
report within 30 days of the dismissal or tesignation and mail a copy of the notification to the license
holder.

The Superintendent shall develop procedures for notifying a student’s parents/guardians when a
District employee, contractor, or agent is alleged to have engaged in sexual misconduct with the
student as defined in Faith’s Law. The Superintendent shall also develop procedures for notifying the
student's parents/guardians when the Board takes action relating to the employment of the employee,
contractor, or agent following the investigation of sexual misconduct. Notification shall not ocour
when the employee, contractor, or agent alleged to have engaged in sexual misconduct is the student’s
patent/guardian, and/or when the student is at least 18 years of age or emancipated.

The Superintendent shall execute the recordkeeping requirements of Faith’s Law.

Special School Board Member Responsibilities

Fach 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
Roard to direct the Superintendent or other equivalent school administrator to comply with ANCRA’s
requirements concerning the reporting of child abuse.

If the Board determines that any District employee, other than an employee licensed under 105 ILCS
5/21B, has willfully or negligently failed to report an instance of suspected child abuse or neglect as
required by ANCRA, the Board may dismiss that employee immediately.

When the Board learns that a licensed teacher was convicted of any felony, it must promptly report it
to the State agencies listed in Board policy 2:20, Powers and Duties of the School Board;
Indemnification.
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LEGAL REF.:

CROSS REF.

20 U.S.C. §7926, Elementary and Secondary Education Act.

105 ILCS 5/10-21.9, 5/10-23.13, 5/2113-85, 5/22-85.5, and 5/22-85.10.
20 ILCS 1305/1-1 et seq., Department of Human Services Act.

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

720 ILCS 5/12C-50.1, Criminal Code of 2012.

2:20 (Powers and Duties of the School Board; Indemnification), 3:40
(Superintendent), 3:50 (Administrative Personnel  Other Than the
Superintendent), 3:60 (Administrative Responsibility of the Building Principal),
4:60 (Purchases and Contracts), 4:165 (Awareness and Prevention of Child
Sexual Abuse and Grooming Behaviors), 5:20 (Workplace Harassment
Prohibited), 5:30 (Hiring Process and Criteria), 5:100 (Staff Development
Program), 5:120 (Bmployee Ethics; Code of Professional Conduet; and Conflict
of Interest), 5:150 (Personnel Records), 5:200 (Terms and Conditions of
Employment and Dismissal), 5:290 (Employment Termination and Suspensions),
6:120 (Education of Children with Disabilities), 6:250 (Community Resource
Porsons and Volunteers), 7:20 (Harassment of Studenis Prohibited), 7:150
(Agency and Police Interviews)

Revised: November 2024
Adopted: December 2024
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FAIRFIELD PUBLIC SCHOOL DISTRICT #112 5:90-AP1

General Personnel

Administrative Procedure - Coordination with Children’s Advocacy Center

Children’s Advocacy Centers (CACs) are child-focused, trauma-informed, facility-based programs
that provide a molti-disciplinary, comprehensive response to child abuse. Iilinois CACs are organized
and operate under the Children’s Advocacy Center Act. 55 ILCS 80/. CACs are accredited based on
standards set by the National Children’s  Alliance. 35 ILCS  80/25. See
www.nationalchildrensalliance.org/.

If the District is located within a county that is served by an acoredited CAC, it must coordinate with
the CAC to implement the Alleged Incidents of Sexual Abuse; Investigations subhead of Board
policy 5:90, dbused and Neglecied Child Reporting. 105 ILCS 5/22-85. For a map of accredited
CACs, and to identify a CAC  that may  secrve the  District,  see
www childrensadvocacycentersofillinois.org/about/map. Use this procedure to coordinate with the
District’s local CAC.

Glossary of Terms

Alleged incident of sexual abuse - An incident of sexual abuse of a child (as defined in the IIL
Criminal Code of 2012, 720 TLCS 5/11-9.1A) that is alleged to have been perpetrated by school
personnel, including a school vendor or volunteer, that occurred either: on school grounds during a
school activity, outside of school grounds, or not during a school activity. 105 TLCS 5/22-85(b).

Alleged victim - A student who is alleged to be the victim of an alleged incident of sexual abuse.

Appropriate law enforcement agency - A Jaw enforcement apency whose employees have been
involved, in some capacity, with an investigation of a particular alleged incident of sexual abuse. 105
ILCS 5/22-85(b).

Child advocate - May be a school social worker, a school or equally-qualified psychologist, or a
person in a position the Iii. State Board of Education (ISBE) has identified as an appropriate advocate
for a student during a school’s investigation into an alleged incident of sexual abuse. 105 IL.CS §/22-
85(i).
Torensic intexrview - An interview between a trained forensic interviewer, as defined by National
Children’s Alliance standards, and a child in which the interviewer obtains information from children
in an unbiased and fact finding manner that is developmentally appropriate and culturally sensitive to
support accurate and fair decision making by the multidisciplinary team in the criminal justice and
child protection systems. 55 ILCS 80/2.5.
School personnel - School employees, vendors, and volunteers.
Sexual Abuse and Sexual Assault - See Iil. Criminal Code of 2012 definitions at:

720 TLCS 5/11-9.1A. Permitting sexual abuse of a child.

720 ILCS 5/11-1.20. Criminal sexuat assault.

720 ILCS 5/11-1.30. Aggravated criminal sexual assault.

720 ILCS 5/11-1.40. Predatory criminal sexual assauit of a child.

720 ILCS 5/11-1.50. Criminal sexual abuse.

720 ILCS 5/11-1.60. Aggravated criminal sexual abuse.

Coordination with CAC
Actor Action

5:90-AP1 Page 1 of 5




Actor

Action

ISBE

Tdentifies persons in positions who may be appropriate child advocates
for students duzring a school’s investigation into an alleged incident of
sexual abuse. As of March 2023, ISBE has not identified any persons.

Superintendent or
designee

Establishes a CAC Communication Committee (Committee) to operate as
a Superintendent committee. See 2:150-AP, Superintendent Conunittees.
Consider including:

s District Nondiscrimination Coocrdinator (see 2:260, Ukniform
Grievance Procedure; and 2:265, Title IX Grievance Procedure)

o District Safety Coordinator (see 4:170-AP1, Comprehensive
Safety and Security Plan, Part C, District Safety Coordinator and
Safety Team; Responsibilities)

o District-level administrators

¢ Building Principals (Building Principals are mandatory for
successful implementation of the Alleged Incidents of Sexual
Abuse; Investigations subhead of policy 5:90, Abused and
Neglected Child Reporting)

o School personnel

»  Employees from the accredited CAC that serves the District

Chairs and convenes Committee imeetings for the purpose of
implementing the Alleged Incidents of Sexual Abuse; Investigations
subliead of policy 5:90, Abused and Neglected Child Reporting.

Note: To achieve the minimum requirement of State law that the District
coordinate with its local CAC, this procedure establishes an
administrative committee. Bstablishing a committee provides a best
practice for aligning with governance principles and examining
implementation issues specific to each individual school district and the
CACs that serve each district. While smaller school districts, e.g., one-
huilding districts, may be able to implement a program through one
meering, larger school districts will likely require the uniform
courdgmation this Committee provides.

informs the School Board of the Committee’s progress and needs by
adding information items to the Board’s agendas as needed.

Ensures that at least every two years, school personnel are trained to
understand, provide information and referrals to, and address issues
pertaining to students who are parents, expectant parents, or victims of
domestic or sexual violence. Note: 105 ILCS 5/10-22.39(b-25), added by
P.A. 103-542, eff. 1-1-24 and operative 7-1-24, requires this training to
be conducted by persons with expertise in domestic and sexual violence
and the needs of expectant and parenting students and must include
training concerning each of the following:

1. Communicating with and listening to student victims of domestic or
sexual violence and expectant and parenting students.

2. Connecting student victims of domestic or sexual violence and
expectant and parenting students to appropriate in-school services and
other agencies, programs, and services as needed,

5:50-AP1
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Acilor

Action

Implementing the school district's policies, procedures, and protocols
with tegard to such students, including confidentiality. At a
minimum, school personnel must be trained to understand, provide
information and referrals, and address issues pertaining to such
students.

4. Procedures for responding to incidents of teen dating violence that
take place at school, on school grounds, at school-sponsored
activities, or in vehicles used for school-provided transportation as
outlined in 105 IL.CS 110/3.10.

Lal

School Personnel

Upon suspecting or receiving knowledge of an alleged incident of sexual
abuse, shall perform each of the following (105 ILCS 5/22-85(c)):

{. Immediately report to the Til. Dept. of Children and Family Services
(DCES) on its Child Abuse Hotline 1-800-25-ABUSE (1-800-252-
2873 (within Illinois);, 1-217-524-2606 (outside Iinois); or 1-800-
358-5117 (TTY).
Follow directions given by DCFS concerning filing a written report
within 48 hours with the nearest DCFS field office. 25 ILCS 5/7. The
written report shall include, if known, each of the following:
The name and address of the child, his or her parents/guardians,
or other persons having custody;
The child’s age;
The child’s condition, including any evidence of previous injuries
or disabilities; and
Any other information that the reporter believes may be helpful
to DCFS for its investigation.
1. Promptly notify the Superintendent or Building Principal that a report
has been made.

(]

Superintendent or
Building Principal

Immediately coordinates any necessary nofifications to the student’s
carents/guardians with DCFS, the applicable school resource officer
(SRO), md/or local law enforcement which includes the local State’s
Attorney’s Office.

Notifies the District’s Nondiscrimination Coordinator of the reported

alleged incident of sexual abuse.

DCES and/or
Appropriate Law
Enforcement Agency

Determines whether to accept a reported alleged incident of sexual abuse
for investigation. If a reported alleged incident is accepted, refers the
matter to the CAC serving the District. 105 ILCS 5/22-85(d).

Note: If neither DCFS nor law enforcement investigate the alleged
incident of sexual abuse, the District can move forward with its own
investigation without CAC involvement.

CAC

Coordinates the investigation of the alleged incident of sexual abuse in
accordance with its existing multidisciplinary team protocol and National
Children’s Alliance accreditation standards. 105 ILCS 5/22-85(e)(1).

Facilitates communication between the DCFES/law enforcement
multidisciplinary team investigating the alleged incident of sexunal abuse

5:90-AP1
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Actor

Action

and the District’s Nondiscrimination Coordinator. At a minimim:

1. Epsures that all applicable parties have each other’s contact
information; and

2. Shares the CAC’s protocol regarding the process of approving the
viewing of a forensic interview by school personnel, and a contact
person for questions regarding the protocel. 105 ILCS 5/22-85(e)(2).

MNondiscrimination
Coordinator

Upon being notified of the reported alleged incident of sexual abuse by
the Supetintendent or Building Principal, shali:

Open and conduct the District’s investigation into the alleged incident of
sexual abuse in accordance with policy 7:20, Harassment of Students
Profibited.

Schedule regular follow-up calls to the CAC to inguire whether
DCFS/law enforcement has opened an investigation into the alleged
incident of sexual abuse.

If DCEFS/law enforcement investigation is not opened, stops using this
procedure and continues the District’s investigation in accordance
with policy 7:20, Harassment of Students Prohibited.

If DCFS/law enforcement investigation is opened, continues with the
following steps.

Notes the date DCFS/law enforcement opened its investigation and sets a
reminder for 15 calendar days after it.

Note: This time period is important because the CAC has 15 calendar
days to conduct a forensic interview of the alleged vietim. During this
time, the District is cannot interview the alleged victim regarding the
alleged incident.

While the child abuse and/or criminal investigations related to the alleged
sncident of sexnal abuse are being conducted by DCEFS/law enforcement,
the Nendiscrimination Coordinator:

Continues the District’s investigation, which may inchide mterviewing
the alleged witnesses and/or the alleged perpetrator.

May request information from the alleged vietim or his or her
parent/guardian to ensure his or her safety and well-being at school
during the investigations. 105 ILCS 5/22-85(f).

Refrains from interviewing the alleged victim until after the CAC
completes its forensic interview. 105 ILCS 5/22-85(f).

Upon request, must inform DCFS/law enforcement investigators of any
evidence it has gathered, as permitted by federal or State law, 105 TLCS
5/22-85(%).

Note: Evidence gathered by the Nondiscrimination Coordinator during
the District’s investigation may be confidential under the Illinois School
Student Records Act (105 ILCS 10/) and the Family Rights and
Educational Privacy Act (20 U.S.C. §1232g). Consult the Board
Attorney regarding what disclosures, if any, are allowed in response
to a request from DCFS and/or law enforcement and conditions that

5:90-AP1
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Actor

Action

must be met prior to disclosure.

Scheduie regular follow-up calls with the CAC to inquire about the status
of the forensic interview of the alleged victim.

CAC

Informs the Nondiscrimination Coordinator that:

1. The forensic interview of the alleged victim is complete, and the
electronic recording of the forensic interview may be viewed; or

2. The CAC determined a forensic interview will not be conducted. 105
TLCS 5/22-85(g), ().

Nondiscrimination
Coordinator

If the electronic recording of the forensic interview of the alleged victim

is available for viewing: _

1. Verifies the CAC has obtained informed consent from an alleged
victim over the age of 13 or the alleged victim’s parent/guardian for
school personnel to view the forensic interview (105 ILCS 5/22-
$3(h}; and

Note: Fach CAC may have its own consent form. Contact your
local CAC to confirm that it will obtain written consent from the
alleged victim over the age of 13 or the alleged victim’s
parent/guardian (if under the age of 13).

2. Views the electronic recording of the forensic interview.

If the CAC has not performed a forensic interview of the alleged victim
within 15 calendar days after DCEFS/law enforcement opens an
investigation, notifies the CAC that the District intends to interview the
alleged victim.

CAC

After receiving notification that the District intends to interview the
alleged victim, has 10 additional calendar days to conduct a forensic
interview. 105 ILCS 5/22-85(g).

Nondiscrimination
Coordinator

If the CAC does not conduct a forensic interview of the alleged victim
within the 10 additional calendar days, proceeds with the District’s
interview of the alleged victim. Id.

[f the alleged victim is under 18 years old, makes a child advocate
available to the alleged victim and allows the child advocate to be present
during the interview. A child advocate may be a school social worker, a
school or equally qualified psychologist, or a person in a position that
ISBE has identified as an appropriate advocate for a student during a
school’s investigation into an aileged incident of sexual abuse. 103 ILCS
5/22-85(i}.

Schedules regular follow-up calls to DCEFS/law enforcement to inguire if
the investigation of an incident has been suspended and/or is complete,
including the outcome of the investigation. 105 ILCS 5/22-85()), (k).

Revised: April 2024 Adopted: May 2024
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FAIRFIELD PUBLIC SCHOOL DISTRICT #112 5:90-AP2

General Personnel

Administrative Procedure - Parent/Guardian Notification of Sexual Misconduct

When a District employee, contractor, or agent is alleged to have engaged in sexual misconduct as
defined in 105 ILCS 5/22-85.5(c) with a student, the District must first provide notice to the student
and then provide written notice to the student’s parents/guardians.

Following the District’s investigation of the alleged sexual misconduct, additional notice must be
provided when the Board takes any action relating to the employment of the alleged perpetrator,
including whether employiment was terminated or whether the Board accepted the employee’s
resignation. Notice of formal Board action must first be provided to the student and then written
notice must be provided to the student’s parents/guardians.

The only time student notification is not required before parental notification is when a District
employee or agent deems it necessary to address an imminent risk of serious physical injury or death
of a student or another person, including the victim, If notification is not given to the student first,
then it must be given as soon as practicable and without delay following parental notification.

These parent/guardian notification procedures do not apply if the student’s parent/guardian is the
alleged perpetrator of sexual misconduct, and/or if the student is at least 18 years of age or
emancipated.

Sexual misconduct - Any act, including but not limited to, any verbal, nonverbal, written, or
electronic communication or physical activity, by an employee with direct contact with a student, that
is directed toward or with a student to establish a romantic or sexual relationship with the student.
Examples include but are not limited to: 1} a sexual or romantic invitation, 2) dating or soliciting a
date, 3) engaging in sexualized or romantic dialog, 4) making sexually suggestive comments that are
directed toward or with a student, 5) self-disclosure or physical exposure of a sexual, romantic, or
erofic nature, 6) a sexual, indecent, romantic, or erotic contact with the student. 105 ILCS 5/22-
85.5(c), added by P.A. 102-676.

Notification of Alleged Sexual Misconduct

Actor Action
Superintendent or Upon learning that a District employee, contractor, or agent is alleged to
Building Principal have engaged in sexual misconduct with a student:

Verifies that the allegation has been reported to the Iil. Dept. of
Children and Family Services (DCFS) in accordance with Board
policy 5:90, Abused and Neglected Child Reporting.

Immediately coordinates any necessary notifications to the student’s
parents/guardians with DCFS, the applicable school resource
officer, and/or local law enforcement which includes the local
State’s Attorney’s Office.

Naotifies the District’s Nondiscrimination Coordinator of the reported
alleged sexual misconduct,

Nondiscrimination Upon being notified of the reported alleged sexval misconduct by the
Coordinator Superintendent or Building Principal, shall;

Determine whether the alleged sexual misconduct is also being
investigated by the Ill. Dept. of Children and Family Seivices
(DCFS) and/ot law enforcement.
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Actor

Action

Open and conduct an investigation into the alleged incident of sexual
misconduct in accordance with policy 7:20, Harassment of
Students Prohibited.

Considering any DCFS and/or law enforcement investigation(s),
identify the appropriate time frame for notifying the student and
the student’s parents/guardians of the alleged sexual misconduct.
105 ILCS 5/22-85.10(a)(1), added by P.A. 102-702, eff. 7-1-23.

Note: Notification must be provided as soon as feasible after the
District becomes aware of the aileged sexual misconduct, subject
to the reqguirements of 105 ILCS 5/22.85(f) restricting interviews
of a student who is a victim of an alleged incident of sexual
abuse. Id. at (a)(4). See 5:90-AP1, Coordination with Children’s
Advocacy Center.

Nondiscrimination
Coordinator, School
Counselor, and/or a
staff member trained
in child development

Notifies the student, in a developmentally appropriate manner, with a
staff member present who is trained in child development or is one the
student trusts, that a Districi employee, contractor, or agent is alleged fo
have engaged in sexual misconduct with the student. Notice will include:

1. That notice will be given to the student’s parent(s)/guardian(s)
(105 ILCS 5/22-85.10(a)(2)(A), added by P.A. 102-702, eff. 7-1-
23);

2. What information will be included in the notice to
parent(s)/guardian(s) (Id. at (a}(2)}(B)};

3. Any District and community-based counseling options for
students affected by grooming behaviors identified by the Student
Support Committee (see the Erin’s Law Counseling Options,
Assistance, and Intervention subhead of policy 7:250, Student
Support Services),

4, If the student is 12 years of age or older, any available counseling
services under 105 ILCS 5/3-550 (105 ILCS 5/22-85.10(a)(2)(C),
added by P.A. 102-702, eff. 7-1-23); and

5. Beginning 7-1-25, any available resources for the student within
the school and community in accordance with 105 ILCS 5/26A,
including the name and contact information of the District’s |
domestic and sexual violence and parenting resource coordinator
under [05 ILCS 5/26A-35 (Id. at (a)(2XC), (D)).

Nondiscrimination
Coordinator

After the student notification, notifies parent(s)/guardian(s) in writing of:

[. The alleged sexual misconduct (Id. at (a)(3)(A));

2, Any District and community-based counseling options for
students affected by grooming behaviors identified by the Student
Support Committee {see the Erin’s Law Counseling Options,
Assistance, and Intervention subhead of policy 7:250, Student
Support Services); and

3. Beginning 7-1-25, any available resources for the student within
the school and community in accordance with 105 ILCS 5/26A,
including the name and contact information of the District’s
domestic and sexual violence and parenting resource coordinator

5:90-AP2
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Actor

Action

under 105 TLCS 5/26A-35 ((105 ILCS 5/22-85.10(a)(3)XB),
added by P.A. 102-702).

Notification of Board Action

Actor

Action

Superintendent and
Nondiscrimination
Coordinator

As soon as feasible after the Board takes any action relating to the
employment of the alleged perpetrator, notifies the student, in a
developmentally appropriate manner, of:

I. The fact that notice will be given to the student’s
parent(syguardian(s) (Id. at (bX}2)(A));

2. Information that will be included in the notice to
parents/guardians (Id. at (b)(2)(B));

3. Any District and community-based counseling options for
students affected by grooming behaviors identified by the Student
Support Committee (see the Erin’s Law Counseling Options,
Assistance, and Intervention subhead of policy 7:250, Student
Support Services),

4, If the student is 12 years of age or older, any available counseling
services under 405 ILCS 5/3-550 (105 ILCS 5/22-85.10(b)(2)(C),
added by P.A. 102-702, eff. 7-1-23); and

5. Beginning 7-1-25, any available resources for the student within
the school and community in accordance with 105 ILCS 5/204,
including the name and contact information of the District’s
domestic and sexual violence and parenting rescurce coordinator
under 105 ILCS 5/26A-35 (105 ILCS 5/22-85.10(b)(2)(C), (D),
added by P.A. 102-702).

If the student is no longer enrolled when the Board takes action, written
notice may be sent to the last known address in the student’s file. Id. at

(L)),

Superintendent

After the student notification, notifies parent{s)/guardian(s), in writing of:

1. The Board’s action (Id. at (bY3)}A));

2. Whether a report concerning the alleged sexual misconduct was
or will be submitted to the State Superintendent of Education and
the Regional Superintendent pursuant to 105 ILCS 5/10-21.9 (Id.
at (b)(3)(B));

3. Any District and community-based counseling options for
students affected by grooming behaviors identified by the Student
Support Committee (see the Erin’s Law Counseling Options,
Assistance, and Intervention subhead of policy 7:250, Student
Support Services), and

4. Beginning 7-1-25, any available resources for the student within
the school and community in accordance with 105 ILCS 5/26A,
including the name and contact information of the District’s
domestic and sexual violence and parenting resource coordinator
under 105 ILCS 5/26A-35 (105 ILCS 5/22-85.10(b)(3)(C), added

5:90-AP2
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Actoy

Action

by P.A. 102-702).

If the student is no longer enrolled when the Board takes action, written
notice may be sent to the last known address in the student’s file. Id. at

(b)(3).

Revised: April 2023

Adopied: May 2023
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FAIRFIELD PUBLIC SCHOOL DISTRICT #112 5:100

General Personnel

Staff Development Program

The Superintendent or designee shall implement a staff development program. The goal of the program
shall be to update and improve the skills and knowledge of staff members in ordet to achieve and
maintain a high level of job performance and satisfaction. Additionally, the development program for
licensed staff members shall be designed to effectuate any School Improvement Plans so that student
learning objectives meet or exceed goals established by the District and State.

Abused and Neglected Child Reporting Act (ANCRA) and Erin’s Lane Training

The staff development program shall include the Abused and Neglected Child Reporting Act (ANCRA)
mandated reporter training and training on the awareness and prevention of child sexual abuse and
grooming behaviors (Erin's Lenw) as follows (see Board policies 4:165, Awareness and Prevention of
Child Sexual Abuse and Grooming Behaviors, and 5:90, Abused and Neglected Child Reporting):
Within three months of employment, each staff member must complete mandated reporter training from
a provider or agency with expertise in recognizing and reporting child abuse. Mandated reporter
training must be completed again at least every three years.

1. By January 31 of every year, all school personnel must complete evidence-informed training
on preventing, reporting, and responding to child sexual abuse, grooming behaviors (including
sexual misconduct as defined in Faith's Law), and boundary violations,

In-Service Training Requirements

The staff development program shall provide, at a minimum, within six months of employment and
renewed at least once every five vears thereafter (unless required more frequently by other State or
federal law), the in-service training of all District staff who work with pupils on:

1. Health conditions of students, including but not limited to training on:

a. Anaphylactic reactions and management, conducted by a person with expertise on
anaphylactic reactions and management;

b. Management of asthma, prevention of asthma symptoms, and emergency response in
the school setting;

¢. The basics of seizure recognition and first aid and emergency protocols, consistent with
best practice guidelines issued by the Centers for Disease Control and Prevention;

d. The basics of diabetes care, how to identify when a diabetic student needs immediate
or emergency medical attention, and whom to contact in case of emergency;

e. Current best practices regarding identification and treatment of attention deficit
hyperactivity disorder; and

f.  How to respond to an incident involving life-threatening bleeding, including use of a
school's trauma bieeding control kit, if applicable.

2. Social-emotional learning. Training may include providing education to all school personnel
about the content of the [llinois Social and Emotional Learning Standards, how they apply to
everyday school interactions, and examples of how social emotional learnring can be integrated
into instructional practices across all grades and subjects.

3. Developing cultural competency, including but not limited to understanding and reducing
implicit bias, including implicit racial bias as defined in 105 ILCS 5/10-20.61 (implicit bias
training).

4. Identifying warning signs of mental itiness, trauma, and suicidal behavior in youth, along with
appropriate intervention and referral techniques, including resources and guidelines as outlined
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in 105 ILCS 5/2-3.166 (4nn Marie's Law) and the definitions of frauma, frauma-responsive
learning environments, and whole child as set forth in 105 ILCS 5/3-11.

Domestic and sexual violence and the needs of expectant and parenting youth, conducted by
persons with expertise in domestic and sexual violence and the needs of expectant and
parenting youth. Training shall include, but is not limited to:

a.  Communicating with and listening to youth victims of domestic or sexual violence and
expectant and parenting youth;

b. Connecting youth victims of domestic or sexual violence and expectant and parenting
youth to appropriate in~school services and other agencies, programs, and services as
needed;

c. [Implementing the District's policies and procedures regarding such youth, including
confidentiality; and

d. Procedures for responding to incidents of teen dating violence that take place at school,
on school grounds, at school-sponsored activities, or in vehicles used for school-
provided transportation as outlined in 105 ILCS 110/3.10 (see Board policy 7:185,
Teen Dating Violence Prohibited).

Protections and accommodations for students, including but not fimited to training on:

a. The federal Americans with Disabilities Act as it pertains to the school environment;
and

b. Homelessness.

Educator ethics and responding to child sexual abuse and grooming behavior (see Board policy
5:120, Employee Ethics; Code of Praofessional Conduct; and Conflict of Interest); including
but not limited to training on:

a. Teacher-student conduct;

b. School employee-student conduct; and

¢. EBvidence-informed training on preventing, recognizing, reporting, and responding fo
child sexual abuse and grooming as outlined in 105 ILCS 5/10-23.13 (Zrin's Law).

Effective instruction in violence prevention and conflict resolution, conducted in accordance
with the requirements of 105 ILCS 5/27-23.4 (violence prevention and conflict resofution
education).

Additional Training Requirements

In addition, the staff development program shail include each of the following:

i.

5:100

Ongoing professional development for all school personnel and school resource officers on the
requirements of 105 ILCS 5/10-22.6 and 5/10-20.14, the adverse consequences of school
exclusion and justice-system involvement, effective classroom management strategies,
culturally responsive discipline, trauma-responsive learning environments as defined in 105
ILCS 5/3-11(b), the appropriate and available supportive services for the promotion of student
attendance and engagement, and developmentally appropriate disciplinary methods that
promote positive and healthy school climates.

Annual continuing education and/or fraining opportunities (professional standards) for school
nutrition program directors, managers, and staff. Each school food authority’s director shall
document compliance with this requirement by the end of each school year and maintain
documentation for a three-year period.

All high school coaching personnel, including the head and assistant coaches, and athletic
directors must obtain online concussion certification by completing online concussion
awareness training in accordance with 105 ILCS 25/1.15. Coaching personnel and athletic
directors hired on or after 8-19-14 must be certified before their position’s start date.

The following individuals must complete concussion training as specified in the Youth Sports
Concussion Safety Act: coaches and assistant coaches (whether volunteer or employee) of an
interscholastic athletic activity; nurses, licensed and/or non-licensed healthcare professionals
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10.

{1

12.

serving on the Concussion Oversight Team; athletic trainers; game officials of an
interscholastic athletic activity; and physicians serving on the Concussion Oversight Team.
For school personnel who work with hazardous or toxic materials on a regular basis, training
on the safe handling and use of such materials.

For delegated care aides performing services in connection with a student’s seizure action plan,
training in accordance with 105 ILCS 150/, the Seizure Smart School Act.

For delegated care aides performing services in connection with a student's diabetes care plan,
training in accordance with 105 ILCS 145/, the Care of Students with Diabetes Act.

For all District staff, annual sexual harassment prevention training,

Title IX requirements for training in accordance with 34 C.F.R, Part 106 (see Board policy
2:265, Title IX Grievance Procedure).

Training for all District employees on the prevention of discrimination and harassiment based
o race, color, and national origin in school as part of new employee training and at least once
every two yeats.

Training for at least one designated employee at each school about the Prioritization of Urgency
of Need for Services (PUNS) database and steps required to register students for it.

Training in accordance with 105 TLCS 5/26A for at least one staff member in each school
designated as a resource for students who are parents, expectant parents, or victims of domestic
or sexual violence, and for any employees whose duties include the resolution of complaints
of violations of 105 ILCS 5/26A (see Board policy 7:255, Students who are Parents, Expectant
Parents, or Victims of Domestic or Sexual Violence).

The Superintendent shall develop protocols for administering youth suicide awareness and prevention
education to staff consistent with Board policy 7:290, Swuicide and Depression Awareness ond
Prevention.

LEGAL REF.: 20 US.C. §1681 et seq., Title IX of the Educational Amendments of 1972; 34 C.F.R.
Part 106.

42 U.S.C. §1758b, Pub. L. 111-296, Healthy, Hunger-Free Kids Act of 2010; 7 C.F.R, Parts 210 and

235,

105 1L.CS 5/2-3.62, 5/2-3.166, 5/3-11, 5/10-20.17a, 5/10-20.61, 5/10-22.6(c-5), 5/10-22.39, 5/10-23.12,
5/10-23.13, 5/22-80(h), 5/22-95, 5/24-5, and 5/26A.

105 TLCS 25/1.15, Interscholastic Athletic Organization Act.

105 IL.CS 145/25, Care of Students with Diabetes Act

165 ILCS 150/25, Seizure Smart School Act.

105 ILCS 110/3, Critical Health Problems and Comprehensive Health Education Act.
325 ILCS 5/4, Abused and Neglected Child Reporting Act.

745 TLCS 49/, Good Samaritan Act.

775 ILCS 5/2-109 and 5/5A-103, [1l. Human Rights Act,

23 NIl Admin.Code §§ 22.20, 226.800, and Part 525,

77 ML Admin.Code §527.800,

5:100
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CROSS REF.

ADMIN. PROC.:

2:265 (Title IX Grievance Procedure), 2:270 (Discrimination and Harassment on
the Basis of Race, Color, and National Origin Prohibited), 3:40 (Superintendent),
3:50 (Administrative Personnel Other Than the Superintendent), 4:160
(Environmental Quality of Buildings and Grounds), 4:165 (Awareness and
Prevention of Child Sexual Abuse and Grooming Behaviors), 5:20 (Workplace
Harassment Prohibited), 5:90 (Abused and Neglected Child Reporting), 5:120
(Employee Ethics; Code of Professional Conduct; and Conflict of Interest), 5:250
(Leaves of Absence), 6:15 (School Accountability), 6:20 (Schoo! Year Calendar
and Day), 6:50 (School Wellness), 6:160 (English Learners), 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), 7:250 (Student Support Services), 7:285
(Students Who are Parents, Expectant Parents, or Victims of Domestic or Sexual
Violence), 7:270 (Administering Medicines to Students), 7:285 (Anaphylaxis
Prevention, Response, and Management Program), 7:290 (Suicide and Depression
Awareness and Prevention), 7:305 (Student Athlete Concussions and Head
Injuries)

2:265-AP1 (Title IX Response), 2:265-AP2 (Formal Title IX Complaint Grievance
Process), 2:270-AP (Prevention and Response Program for Complaints of
Discrimination and Harassment Based on Race, Color, and National Origin),
4:160-AP (Environmental Quality of Buildings and Grounds), 4:170-AP6 (Plan
for Responding to a Medical Emergency at a Physical Fitness Facility with an
AED), 5:100-AP (Staff Development Program), 5:120-AP2 (Employee Conduct
Standards), 5:150-AP (Personnel Records), 6:120-AP4 (Care of Students with
Diabetes), 7:250-AP1 (Measures to Control the Spread of Head Lice at School),
7:250-AP2 (Protocol for Responding to Students with Scecial, Emotional, or
Mental Health Needs), 7:255-AP1 (Supporting Students Who are Parents,
Expectant Parents, or Victims of Domestic or Sexual Violence), 7:255-AP2
{Complaint Resolution Procedure for Students Who are Parents, Expectant
Parents, or Victims of Domestic or Sexual Violence), 7:285-AP {Anaphylaxis
Prevention, Response, and Management Program), 7:290-AP (Resource Guide for
Implementation of Suicide and Depression Awareness and Prevention Program)

Revised: June 2025 Adopted: June 2025
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FAIRFIELD PUBLIC SCHOOL DISTRICT #112 5:100-AP

General Personnel

Administrative Procedure - Staff Development Program

The foilowing procedure implements policy 5:100, Staff Development Program. It sets professional
growth requirements. 105 ILCS 5/24.5. Failure to meet professional growth tequirements is
considered remediable. Morris v, IiL State Bd. of Educ., 198 Tll.App.3d 51 (3rd Dist. 1990).

This procedure is consistent with the minimum requirements of State law. If the District has a local
collective bargaining agreement, it may contain provisions that differ from this procedure. When the
procedure’s subject matter is superseded by a bargaining agreement, insert the following: “Please
vefor to the current [insert name of any applicable CBAL”

Implementation of Staff Development Program

All District-sponsored staff development programs, including in-services, shall be approved by the
Superintendent. Staff development opportunities exist through the following:

A. Planned in-service programs, COUrses, seminars, and workshops are offered within the District.

Every staff member is encouraged to suggest topics, formats, and speakers for in-service
meetings. Suggestions should be given to the Supetintendent or any member of the advisory
committee, if one exists.

B. Visits to other classrooms and schools, as well as attendance at conferences, workshops, and
other meetings may be requested.

With the Superintendent’s approval, staff members may be released with full pay to:

o Altend professional conventions and meetings, visit exemplary programs, as well as
participate in other professional growth activities. At the time of approval, the Superintendent
will jndicate which expenses, if any, will be reimbursed by the District. After participation, a
written report must be submitted to the Superintendent summarizing the activity’s highlights.

e Serve as speakers, consultants, or resource persons outside the District. The staff member
accepting such assignments may not accept any fee or honorarium other than a reasonable fee
for preparation done outside of the working day. The employee or the institution receiving the
services is responsible for travel, lodging, meal expenses, and for substitute costs if any ate
incurred.

e Attend training and staff development programs sponsored by an Educational Service Center
(105 1LCS 5/2-3.62}, the Illinois State Board of Education, & Regional Office of Education,
the Tllinois Association of School Boards, or any other professionally-sponsored education
program. At the time of approval, the Superintendent will indicate which expenses, if any,
will be reimbursed by the District. After participation, a written report must be submitted to
the Superintendent summarizing the activity’s highlights.

C. Leaves of absence for advanced training and internships are governed by School Board pelicy
and/or collective bargaining agreements, if any.

D. The topics to be covered on days declared as Teacher Institutes (TI) must be approved by the
Regional Offices of Education (ROR) or Intermediate Service Centers (ISC), whichever is
applicable, governing the schools of that region. The request for approval should be submitted to
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the Regional Superintendent (for ROEs) or Chief Administeative Officer (for ISCs) at least 30
days prior to the event.

E. Many opportunities for on-going professional development opportunities exist, Staff members are
encouraged to discuss their plans for identifying and optimizing these opportunities with their
Supexrvisors.

F. For nutrition directors and school nutrition professionals, the annual training standards for school
nuirition professionals. 7 C.F.R. Parts 210 and 235.

LEGAL REF.. Morris v. 1L State Bd. of Educ., 198 1L App.3d 51 (3rd Dist, 1990).

420.8.C, §1758b, Pub. L. 111-296, Healthy, Honger-Free Kids Act of 2010.

7 CER. Parts 210 and 235.

105 TLCS 5/2-3.48, 5/2-3.53, 5/2-3.56, 5/2-3.59, 5/2-3.62, 5/3-11, 5/3-14.8, 5/10-
20.172, 5/10-20.61, 5/10-22.6(c-5), 5/10-22.39, 5/10-23.12, 5/10-23.13, 5/22-
80(h), and 5/24-5.

105 T1.CS 25/1.15, Interscholastic Athletic Organization Act.

105 1LCS 11073, Critical Health Problems and Comprehensive Health Education
Act.

23 TIL.Admin.Code §§ 22.20, 226.800, and Part 525.

77 l.Admin.Code §527.800.

Revised: December 2021
Adopted: January 2022
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FAIRFIELD PUBLIC SCHOOL DISTRICT #112 5:110

General Personnel

Recognition for Service

The Schoo! Board will periodically recognize those District employees who contribute significantly
to the educational programs and welfare of the students.

Revised: June 2022
Adopted: September 2022
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FAIRFIELD PUBLIC SCHOOL DISTRICT #112 5:120

General Personnel

Employee Ethics; Code of Professional Conduct; and Conflict of Interest

All District employees are expected to maintain high standards in their job performance, demonstrate
integrity and honesty, be considerate and cooperative, and maintain professional and appropriate
relationships with students, parents/guardians, staff members, and others.

The Superintendent or designee shall provide this policy to all District employees and students and/or
parents/guardians in their respective handbooks, and ensure its posting on the District’s website, if
any.

Professional and Appropriate Conduct

Professional and appropriate employee conduct are important Board goals that impact the quality of a
safe learning environment and the school community, increasing students’ ability to learn and the
District’s ability to educate, To protect students from sexual misconduct by employees, and
employees from the appeatance of impropriety, State law also recognizes the importance for District
employees to constantly maintain professional and appropriate relationships with students by
following established expectations and guidelines for employee-student boundaries. Many breaches
of employee-student boundaries do not rise to the level of criminal behavior but do pose a potential
risk to student safoty and impact the quality of a safe learning environment. Repeated violations of
employee-student boundaries may indicate the grooming of a student for sexual abuse. As bystanders,
employees may know of concerning behaviors that no one else is aware of, so their training on: (1)
preventing, recognizing, reporting, and responding to child sexual abuse and grooming behavior; (2)
this policy; and (3) federal and state reporting requirements is essential to maintaining the Board’s
goal of professional and appropriate conduct.

The Superintendent or designee shall identify employee conduct standards that define appropriate
employee-student boundaries, provide training about them, and monitor the District’s employees for
violations of employee-student boundaries. The employee conduct standards will require that, at a
minimum:

t. Employees who are governed by the Code of Ethics for lllinois Educators, adopted by the 11
State Board of Education (ISBE), will comply with its incorporation by reference into this
policy.

2. Employees are trained on educator ethics, child abuse, grooming behaviors, and employee-
student boundary violations as required by law and Board policies 2:265, Title LX Grievance
Procedure; 4:165, Awareness and Prevention of Child Sexual Abuse and Grooming
Behaviors, 5:90, Abused and Neglected Child Reporting; and 5:100, Staff Development
Program.

3. Employees maintain professional relationships with students, including maintaining
employee-student boundaries based upon students’ ages, grade lovels, and developmental
levels and following District-established guidelines for specific situations, including but not
limited to:

a. Transporting a student;

b. Taking or possessing a photo or video of a student; and

c. Meeting with a student or contacting a student outside the employee’s professional
role.

4. Employees report prohibited behaviors and/or boundary violations pursuant to Board policies
2:260, Uniform Grievance Procedure; 2:265, Title IX Grievance Procedure; and 5:90,
Abused and Neglected Child Reporting.
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5. Discipline up to and including dismissal will occur for any employee who violates an
employee conduct standard or engages in any of the foilowing:

a. Violates expectations and guidelines for employee-student boundaries.

b. Sexually harasses a student.

¢. Willfully or negligently fails to follow reporting requirements of the Abused and
Neglected Child Reporting Act (325 ILCS 5/), Title IX of the Education
Amendments of 1972 (20 U.S.C. §1681 et seq.), or the Elementary and Secondary
Education Act (20 U.S.C. § 7926).

d. Engages in grooming as defined in 720 ILCS 5/11-25.

e. Engages in grooming behaviors. Prohibited grooming behaviors include, at a
minimum, sexual misconduct. Sexual misconduct is any act, including but not limited
to, any verbal, nonverbal, written, or electronic communication or physical activity,
by an employee with direct contact with a student, that is directed toward or with a
student fo establish a romantic or sexual relationship with the student. Examples
include, but are not limited to:

i. A sexual or romantic invitation.
ii. Dating or soliciting a date.
iii. BEngaging in sexualized or romantic dialog.
iv. Making sexually suggestive comments that are ditected toward or with a
student,
v. Self-disclosure or physical exposure of a sexual, romantic, or erotic nature.
vi. A sexual, indecent, romantic, or erotic contact with the student.

Statement of Economic Interests

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

I. Superintendent;

2. Building Principal,

3. Head of any department,

4. Any employee who, as the District’s agent, is responsible for negotiating one or more
contracts, including collective bargaining agreement(s), in the amount of $1,000 or greater;

5. Hearing officer;

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

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

Ethics and Gift Ban

Board policy 2:105, Ethics and Gift Ban, applies to all District employees. Students shall not be used
in any manner for promoting a political candidate or issue.

Prohibited Interests: Conflict of Interest; and Limitation of Authority

In accordance with 105 ILCS 5/22-5, “no school officer or teacher shall be interested in the sale,
proceeds, or profits of any book, apparatus, or furniture used or to be used in any school with which
such officer or teacher may be connected,” except when the employee is the author or developer of
instructional materials listed with ISBE and adopted for use by the Board. An employee having an
interest in instructional materials must file an annual statement with the Board Secretary.

For the purpose of acquiring profit or personal gain, no employee shall act as an agent of the District
nor shall an employee act as an agent of any business in any transaction with the District. This
includes participation in the sclection, 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/) when the employee has a real or apparent conflict of interest. A conflict of interest arises when
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an employee 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 employee’s immediate family;

2. Anemployee’s pariner; or

3. An entity that employs or is about to employ the employee or one of the individuals listed in
one or two above.

Employees shall neither solicit nor accept grafuities, favors, or ‘anything of monetary value from
confractors, potential contractors, or parties o agreements or subcontracts. Situations in which the
interest is not substantial or the gift is an unsolicited item of nominal value must comply with State
law and Board policy 2:105, Ethics and Gift Ban.

Schooi Counselor Gift Ban

Schoo! counselors are prohibited from intentionally soliciting or accepting any gift from a prohibited
source or any gift that would be in violation of any federal or State statute ot rule. For school
counselors, a prohibited source is any person who is (1) employed by an institution of higher
education, or (2) an agent or spouse of or an immediate family member living with a person
employed by an institution of higher education, This prohibition does not apply to:

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

2. Anything for which the school counselor pays market value.

3. A gift from a relative.

4. Anything provided by an individual on the basis of a personal friendship, unless the school

counselor believes that it was provided due to the official position or employment of the

school counselor and not due to the personal friendship. In determining whether a gift is

provided on the basis of personal friendship, the school counselor must consider the

circumstances in which the gift was offered, including any of the following:

a. The history of the relationship between the individual giving the gift and the school
counselor, including any previous exchange of gifts between those individuals.

b. Whether, to the actual knowledge of the school counselor, the individual who gave
the gift personally paid for the gift or sought a tax deduction or business
reimbursement for the gift.

¢. Whether, to the actual knowledge of the school counselor, the individual who gave
the gift also, at the same time, gave the same or a similar gift to other school district
employees.

Bequests, inheritances, or other transfers at death.

Any item(s) during any calendar year having a cumulative total valuc of less than $100.

7. Promotional materials, including, but not limited to, pens, pencils, banners, posters, and
pennants,

8. Travel, Jodging, food, and beverage costs incurred by the school counselor and paid by an
institution of higher education for attendance by the schocl counselor of an educational or
military program at the institution of higher education.

A schoo! counselor does not violate this prohibition if he or she promptly returns the gift to the
prohibited source or donates the gift or an amount equal to its value te a 50 1(c)(3) tax-exempt charity.

IS

Qutside Employment

Employees shall not engage in any other employment or in any private business during regular
working hours or at such other times as ate necessary to fulfill appropriate assigned duties.
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Incorporated

by reference;

LEGAL REF.:

CROSS REF.

5:120-E (Code of Ethics for I1l. Educators)

{.8. Constitution, First Amendment.

2 CEFR. §200.318(c)(1).

5TLCS 420/4A-101, . Governmental Ethics Act.

5 ILCS 430/, State Officials and Employee Ethics Act.

30 ILCS 708/, Grant Accountability and Transparency Act.

50 ILCS 135/, Local Governmental Employees Political Rights Act.
105 ILCS 5/10-22.39, 5/10-23.13, 5/22-5, 5/22-85.5, and 5/22-93,
325 ILCS 5/, Abused and Neglected Child Reporting Act.

720 ILCS 5/11-25, Criminal Code of 2012.

775 ILCS 5/5A-102, 11l Human Rights Act.

23 Tl Admin.Code Part 22, Code of Ethics for Ili. Educators.
Pickering v. Board of Township H.S. Dist. 205, 391 U.S. 563 (1968).
Garcetti v. Ceballos, 547 G.S. 410 (2006).

2:105 (Bthics and Gift Ban), 2:265 (Title IX Grievance Procedure), 4:60
(Purchases and. Contracts), 4:165 (Awareness and Prevention of Child Sexual
Abuse and Grooming Behaviors), 5:90 (Abused and Neglected Child Reporting),
5:100 (Staff Development Program), 5:125 (Personal Technology and Social
Media; Usage and Conduct), 5:200 (Terms and Conditions of Employment and
Dismissal), 5:290 (Employment Termination and Suspensions), 7:20
(Harassment of Students Prohibited)

Revised: November 2024
Adopted: December 2024

5:120
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FAIRFIELD PUBLIC SCHOOL DISTRICT #112 5:120-AP1

General Personnel

Administrative Procedure - Statement of Economic Interests for Employees

Date

Action

Upon initial employment

All employees who are required to file a statement of economic
interosts (see Board policy 5:120, Employee Ethics; Code of
Professional Conduct; and Conflict of Interesf) must file such a
statement upon initial employment if employed by May i. 5 ILCS
420/4A-105(c).

On or before February 1,
annually

Superintendent or designee shall certify to the appropriate county
clerks a list of names and addresses of employees who are required to
file a statement of economic interests (see policy 5:120, Employee
Ethics; Code of Professional Conduct; and Conflict of Interest). The list
shall set out the names in alphabetical order by county of residence.
The Superintendent or designee shall send the fist to county clerks of
the counties in which those employees reside, or if any employee
resides outside of Illinois, to the county cletk of the county in which
the District’s principal office is located. 5 ILCS 420/4A-106.5, added
by P.A. 101-221 and amended by P.A. 101-617.

On or before April 1,
annually

County clerk of each county shall notify employees whose names have
heen cettified to him or her of the requirements for filing statement of
economic interests. 5 ILCS 420/4A-106.5, added by P.A. 101-221.

On or before May I,
annually

All employees who are required to file a statement of economic
interests (see policy 5:120, Employee Ethics; Code of Professional
Conduct; and Conflict of Interesf) must file a statement of economic
interests with the county clerk of the county in which the principal
District office is focated (5 ILCS 420/4A-106.5), unless the employee
has already filed a statement in relation to the District within the
calendar year. 5 ILCS 420/4A-105,

After January 1, 2011

Any county clerk who uses a system of Internet-based filing of
cconomic interest statements must: (1) post the contents of statements,
without filers’ addresses or signatures, that were filed using the Internet
on a publicly accessible website, and (2) otherwise comply with 5 ILCS
420/4A-108, amended by P.A. 102-664.

The times for the filing of statements of economic interests set forth in
Section 4A-105 must be followed in any system of Internet-based filing,

Revised: Oct, 2022  Adopted: Dec. 2022
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FAIRFIELD PUBLIC SCHOOL DISTRICT 112 5:120-AP2

General Personnel
Administrative Procedure - Employee Conduct Standards

Professional and appropriate conduct is expected of all District employees. The standards listed below
serve as a notice of expected conduct. The standards are intended to protect the health, safety, and
general welfare of students and employees, ensure the community a degree of accountability within
the School District, and define misconduct justifying disciplinary action, up to and including
dismissal. The listed standards are not a complete list of expectations, and depending on the factual
context, an employee may be disciplined for conduct that is not specifically listed. The conduct
standards apply to all District employees to the extent they do not conflict with an applicable
collective bargaining agreement; in the event of a conflict, the provision is severable and the
applicable bargaining agreement will control. In addition, all employees who are governed by the
Code of Ethics for Hlinois Educators must comply with 5:120-E, Code of Ethics for Illinois
Educators, adopted by the 111, State Board of Education (ISBE) (23 IIl, Admin.Code Part 22).

All school emiployees shall:

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

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

3. Maintain professional and appropriate relationships with students by following established
expectations and guidelines for employee-student boundaries, both in and outside the school.
Attend all in-service trainings on educator ethics and responding to child sexual abuse and
grooming behavior including, but not limited to, feacher-student conduct, school employee-
student conduct, and evidence-informed training on preventing, recognizing, reporting, and
responding to child sexual abuse and grooming as outlined in 105 ILCS 5/10-23.13 (Erin's
Law) for all personnel (105 ILCS 5/10-22.39(b-35), added by P.A. 103-542, eff. 1-1-23 and
operative 7-1-24), as well as all required trainings on child abuse, grooming behaviors, and
employee-student boundary violations (325 ILCS 5/4(j) and 5/10-23.13 (Erin’s Law)).
Violations of this standard include, but are not limited to: (a) committing any act of child
abuse or cruelty to children; (b) willfully or negligently failing to report an instance of
suspected child abuse or neglect as required by the Abused and Neglected Child Reporting
Act (325 ILCS 5/); (c) engaging in harassing behavior, including but not limited to sexually
harassing a student (775 ILCS 5/5A-102, amended by P.A. 103-472, eff. 8-1-24); (d)
willfully or negligently failing to report an instance of suspected sexual harassment as
required by Title IX of the Education Amendments of 1972 (20 U.S.C. §1681 et seq.), (e)
providing a recommendation of employment for an employee, contractor, or agent that the
employee knows, or has probable cause to believe, has engaged in sexual misconduct with a
student or minor in violation of the law, as prohibited by the Elementary and Secondary
Education Act (20 U.S.C. § 7926), (I} engaging in grooming as defined in 720 ILCS 5/11-25;
(g) engaging in prohibited grooming behaviors, including sexual misconduct as defined in
105 ILCS 5/22-85.5(c) (Faith’s Law) and Board policy 5:120, Employee Ethics; Code of
Professional Conduct; and Conflict of Interest, (h) furnishing tobacco, alcohol, cannabis, or
any other illegal/unauthorized substance, including e-cigarettes, to any student or allowing a
student under his or her supervision to use tobacco, alcohol, cannabis (including medical
cannabis unless the student is authorized to be administered 2 medical cannabis infused
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product by the school employee pursuant {o dshley’s Lenw); and (i) violating expectations and
guidelines for employee-student boundaries set forth in 5:120-AP2, E, Expectations and
Guidelines for Employee-Student Boundaries.

Maintain a safe and healthy environment, free from being impaired by and/or under the
influence of prohibited substances to ensure high quality performance for the District and its
students. The use of illegal drugs and/or abuse and misuse of alcohol, drugs, and other lawful
products while on District premises or while performing work for the District diminishes the
District’s credibility and ability to educate students about drug and substance abuse
prevention pursuant to Board policy 6:60, Curricufum Content. Violations of this standard
include, but are not limited to, engaging in any of the prohibited activities listed in the
District’s drug- and alcohol-free workplace policy. Examples include using or being impaired
by or under the influence of illegal drugs; abusing, misusing, and/or being impaired by or
under the influence of alcohol, drugs, and/or other lawful preducts when performing work for
the District when impairment is detectable regardless of when and/or where the use occurred;
and/or using or being impaired or under the influence of or possessing medical cannabis in a
school bus or on school grounds.

Maintain a safe and healthy environment, free from harassment, intimidation, bullying,
hazing, and violence, and free from bias and discrimination. Violations of this standard
include, but are not limited to: (a) unless specifically permitted by the Firearm Concealed
Carry Act, carrying a firearin on or into any District controlled building, real property, or
parking area, or any transportation vehicle paid for in whole or in part with public funds; (b)
willfully or negligently failing to immediately report suspected cases of child abuse or neglect
or of gender harassment; (¢) knowingly failing to report hazing to supervising educational
authorities or, in the event of death or great bodily harm, to law enforcement; and (d) failing
to appropriately respond to a witnessed or reported incident of student-on-student bullying,
harassment, hazing, or teen dating violence.

Comply with the Code of Ethics For Test Administration, prepared and published by ISBE
for educators who administer any standardized test (at
wiviv.isbe.net/Documents/AssessmentCodeofEthics-2021-22 ndf), and with any assessment-
specific administration guidance (see www.isbe.net/Pages/Assessment.aspx).

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

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

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

Demonstrate conduct that follows generally recognized professional standards and attend all
in-service trainings on educator ethics, teacher-student conduct, and school employee-student
conduct for all personnel (105 I.CS 5/10-22.39, amended by P.A, 103-542, eff. 1-1-24 and
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operative 7-1-24). Unethical conduct is any conduct that impairs the employee’s ability to
function professionally in his or her employment position or a pattern of behavior or conduct
that is detrimental to the health, welfare, discipline, or morals of students.

11. Comply with all State and federal laws and rules regulating public schools and Board
policies, including but not limited to: 2:105 (Ethics and Gift Ban), 4:165 (Awareness and
Prevention of Child Sexual Abuse and Grooming Behaviors), 5:10 (Equal Employment
Opportunity and Minority Recruitment), 5:20 (Workplace Harassment Prohibited), 5:30
(Hiring Process and Criteria), 5:50 (Drug- and Alcohol-Free Workplace, E-Cigarefte,
Tobacco, and Cannabis Prohibition), 5:60 (Expenses), 5:90 (dbused and Neglected Child
Reporting), 5:100 (Staff Development Program), 5:120 (Employee Ethics; Code of
Professional Conduct; and Conflict of Interest), 5:130 (Responsibilities Concerning Internal
Information), 5:140 (Solicitations By or From Staff), 5:170 (Copyright), 5:180 (Temporary
Illness or Temporary Incapacity), 5:200 (Terms and Conditions of Employment and
Dismissal), 5:230 (Maintaining Student Discipline), 5:280 (Duties and Qualifications), 5:290
(Employment Termination and Suspensions), 6:235 (Access to Electronic Networks), T:20
(Harassment of Students Prohibited), 7:180 (Prevention of and Response fo Bullying,
Intimidation, and Harassment), 7:190 (Student Behavior), T:340 (Student Records), and §:30
(Visitors to and Conduct on School Property).

Conviction of any employment disqualifying criminal offense listed in 105 ILCS 5/10-21.9 or 5/211-
80 will result in dismissal.

Before disciplinary action is taken, the supervisor will conduct a fair and objective investigation to
determine whether the employee violated a standard or other work rule and the extent that any
violation impacts educational or operationa! activities, effectiveness, or efficiency. Discipline must be
appropriate and reasonably related to the seriousness of the misconduct and the employee’s record.
Any applicable provision in a contract, bargaining agreement, or State law will control the
disciplinary process.

Revised: November 2023
Adopted: December 2023
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FAIRFIELD PUBLIC SCHOOL DISTRICT #112 5:120-AP2, B

General Personnel

Exhibit — Expectations and Guidelines for Employee-Student Boundaries

105 ILCS 5/10-23.13, Erin’s Law, requires this exhibit’s discussion. Use this exhibit to structure local
conversations around what the District will include for its examples of expectations and guidelines
about professional boundaries in employee-student relationships. Finalization of this exhibit requires
a conversation among district administrators and employees to customize it based wpon the ages,
grade levels, and developmental levels of the students served, as well as local conditions.

All District employees must maintain professional employee-student boundaries and relationships
with students. This includes meeting expectations and following gunidelines established by the District
for employee-student boundaries. These expectations and guidelines apply to all professional,
educational support, and contracted District employees. If they conflict with an applicable collective
bargaining agreement, the provision is severable and the applicable bargaining agreement will
control.

The District understands that employees may have pre-existing relationships with families of students
outside of school. These expectations and guidelines do not apply to employee-student relationships
based in pre-existing relationships, including nuclear or extended families, These expectations and
guidelines are not intended to prohibit such interactions, provided that an awareness of employee-
student boundaries is maintained at all times. This document is not exhaustive, and an employee may
be disciplined for boundary violations that are not specifically listed.

Employee-Student Boundaries

The relationship between students and school employees is an inherently unequal imbalance of power
because schoo! employees are in a unique position of trust, care, authority, and influence in relation to
students. District employees breach employee-student boundaries when they misuse their position of
power over a student in a way that compromises the student’s health, safety, or general welfare.
Employee-student boundaries are categorized into four areas that are not mutually exclusive:

e Tmotional Boundaries — both the employee’s own emotional state and self-regulation as
well as students’ emotional states and developmental abilities to self-regulate.

o Relationship/Power Boundaries — recoghizing, as noted above, that the employee-student
relationship is unequal and employees must safeguard against misusing positions of power.

e Communication Boundaries — how and what employees communicate to students, including
communicatjon that is verbal, nonverbal, in person, or via electronic means.

«  Physical Boundaries - physical contact between employees and students.

While some employee-student boundaries are clear and easy to recognize, there are some unclear,
grey ateas that employees must plan for and respond to with sound judgment. This means recognizing
the potential negative consequences for students and/or employees engaging in certain behaviors with
students or allowing inappropriate conduct to continue. Employees may use fime, place, and
circumstances as a guiding principle by asking themselves:

o Ts this the appropriate tine for my planned action?
e Have [ chosen the appropriate place for the planned action?

o  Ave these appropriate circumstances for me to take my planned action?
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To avoid behavior or conduct which may lead to a breach in employee-student boundaries, employees
shouid also recognize their own unique vulnerabilities. Examples of vulnerabilities that employees
may experience include, but are not limited to:

e Employees regarding students as pecrs

o  Employees who too closely identify with students and their issues

o Employees experiencing adult relationship issues

e Immatute employees, or employees with an under-developed moral compass
¢ Employees feeling a need for attention

e Employees who abuse alcohol or other substances

o Bmployees who fack personal crisis management skills

Employees experiencing difficulties in their personal lives may be particulatly susceptible to
engaging in at-risk behavior or conduct with students. Employees must be alert to such risks and
ensure they maintain professional boundaries at all times. The Markkula Center for Applied Iithics’
Framework for Ethical Decision-Making may help employees evaluate and address conduct that
concerns them. See www.scu.edu/ethics/ethics-resources/ethical-decision-making/.

Guidelines for Specific Boundary Areas

Customize based upon the ages, grade levels, and developmental levels of the students served.

Boundary Area Inappropriate Appropriate
Emotional Favoring cettain students by Inviting students who need
inviting them to your classroom | additional instructional support
at non-instructional times to to your classroom for such
“hang out.” additional support.
Favoring certain students by Conducting one-on-one student
giving them special privileges. conferences in a classroom with

Engaging in peer-like behavior the door open.

with students.

Discussing personal issues with

students.

Relationship/Power Meeting with a student off- Meeting with a student off-
campus without pavent/guardian | campus with parent/guardian
knowledge and/or permission. knowledge and/or permission,

e.g., when providing pre-
arranged tutoring or coaching
services.

Dating, requesting, or
participating in a private
meeting with a student (in
person or virtually) outside your | Transporting a student in a
professional role. school or private vehicle with

. . administrative authorization.
Transporting a student in a

school or private vehicle Taking and using photos/videos
without administrative of students for educational
authorization. purposes, with student and

parent/guardian consent, while

Giving gifts, money, or treafs to
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Boundary Area

Inappropriate

Appropriate

individual students.

Sending students on personal
errands,

Intervening in serious student
problems instead of referring the
student to an appropriately
trained professional.

A sexual or romantic invitation
toward or from a student,

Taking and using photos/videos
of students for non-educational
purposes.

abiding by student records laws,
policies, and procedures.

Communication

Initiating or extending contact
with a student beyond the school
day in a one-on-one or 10n-
group setting,

Inviting students to your home.

Adding students on personal
social networking sites as
contacts when unrelated to a
legitimate educational purpose.

Privately messaging students by
any means,

Maintaining intense eye contact.

Making comments about a
student’s physical atfributes,
including excessively flaftering
comments.

Engaging in sexualized or
romantic dialog.

Making sexually suggestive
comments directed toward or
with a student.

Disclosing confidential
information,

Self-disclosure of a sexual,
romantic, or erotic natire,

Limiting communication to
what is necessary for
educational and/or
extracurricular activities,

Using Disfrict-approved
methods for communicating
with students,

Physical

Full frontal hugs.
Invading personal space.

Massages, shoulder rubs, neck
rubs, ete.

Occasionally patting a student
on the back, shoulder, or arm.

Momentary physical contact
with limited force designed to
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Boundary Area

Inappropriate

Appropriate

Lingering touches or squcezes.
Tickling.

Having a student on your lap.
Physical exposure of a sexual,
romantic, or erotic nature.
Sexual, indecent, romantic, or
erotic contact with a student,
Assisting a young student or a
student with special needs with
a toileting issue without
obtaining parent/guardian
permission.

prevent a student from
completing an act that would
result in potential physical harm
to the student or another person
or damage to property; or to
remove a disruptive student who
is unwilling to leave the area
voluntarily.

Assisting a young student or a
student with special needs with
a toileting issue when
parent/guardian permission has
been granted.

Revised: Oct, 2022 Adopted: Dec, 2022
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