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School Board

School District Governance

The District is governed by a School Board consistingwmfe/ mber s. The Boardébés p
include the authority to adopt, enforce, and monitor all policies for the management and governance
of the Districtébés school s.

Official action by the School Board may only occur at a duly called and legally conduoestihg at
which a quorum is physically present.

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

LEGAL REF.: 5ILCS 120/1.02.
105 ILCS 5/161, 5/1010, 5/1612, 5/1016.7, and 5/1€20.5.

CROSS REF.: 1:10 (School District Legal Status), 2:20 (Powers and Duties of the School
Board), 2:200 (Types of School Board Meetings), 2:220 (School Board Meeting
Procedure)

ADOPTED: NOVEMBER 27, 2006
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School Board

Powers and Duties of the School Board

The major powers and duties of the School Board include, but are not limited to:

1. Formulating, adopting, and modifying Board policies, at its sole discretion, subject only to
mandatory collective bargaining agreements and Statecaedal law.

2. Employing a Superintendent and other personnel, making employment decisions, dismissing
personnel, and establishing an equal employment opportunity policy that prohibits unlawful
discrimination.

3. Directing, through policy, the Superintendent,n hi s or her charge
administration.

4. Approving the annual budget, tax levies, major expenditures, payment of obligations, annual

audi t | and ot her aspects of t he Di strict@é
statement of financlaffairs as provided in State law.

Entering contracts using the public bidding procedure when required.

Indemnifying, protecting, and insuring against any loss or liability of the School District,
Board members, employees, and agents as provided ariaathby State law.

7. Providing, constructing, controlling, and maintaining adequate physical facilitizsingn
school buildings available for use as civil defense sheltmd establishing a resource
conservation policy.

8. Establishing an equal educat@n opportunities policy that prohibits unlawful
discrimination.

9. Approving the curriculum, textbooks, and educational services.

10. Evaluating the educational program and approving School Improvement and District
Improvement Plans.

11. Submitting to parents/gudians, District taxpayers, the Governor, the General Assembly,
and the State Board of Education a school report card assessing the performance of its
schools and students.

12. Establishing and supporting student discipline policies designed to maintainisonamant
conducive to learning, including deciding individual student suspension or expulsion cases
brought before it.

13. Establishing attendance units within the District and assigning students to the schools.
14. Establishing the school year.

15. Requiring a morant of silence to recognize veterans during any type of school event held at a
District school on November 11.

16. Visiting District facilities.

17. Providing student transportation services.
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18. Entering into joint agreements with other boards to establish cdveeraducational
programs or provide educational facilities.

19. Complying with requirements irthe Abusd and Neglected Child Reportindct.
Specifically, each individual Board member must, if an allegation is raised to the member
during an open or closed Bal meeting that a student is an abused child as defined in the
Act, direct or cause the Board to direct the Superintendent or other equivalent school
administrator to comply with the Actodos reqt

20. Communicamg t he school sdé activities and operat
needs and desires of the community in educational matters.

LEGAL REF.: 105 ILCS 5/23.25d, 5/161 etseq, 5/171, and 5/271.
115 ILCS 5/letseq
325 ILCS 5/4.

CROSS REF.: 1:10 (School District Legal Status), 1:20 (District Organization, Operations, and
Cooperative Agreements), 2:10 (School District Governance), 2:80 (Board
Member Oath and Conduct), 2:140 (Communications To and From the Board),
2:240 (Board Policy Developmént:60 (Purchases and Contracts), 4:70
(Resource Conservation), 4:100 (Insurance Management), 4:110
(Transportation), 4:150 (Facility Management and Building Programs), 5:10
(Equal Employment Opportunity and Minority Recruitment), 5:90 (Abused and
Negleced Child Reporting), 6:10 (Educational Philosophy and Objectives), 6:15
(School Accountability), 6:20 (School Year Calendar and Day), 7:10 (Equal
Educational Opportunities), 7:30 (Student Assignment and-Distict
Transfer), 7:190 (Student Disciplin€),200 (Suspension Procedures), 7:210
(Expulsion Procedures), 8:10 (Connection with the Community), 8:30 (Visitors
to and Conduct on School Property)

ADOPTED: NOVEMBER5, 2009
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School Board

School District Elections

School District elections are ngrartisan, governed by the general election laws of the State, and
include the election of School Board members, various public policy propositions, and advisory
guestions. School Board members are elected at the consolidated election held on thesfiest ifue

April in odd-numbered yearslf, however, that date conflicts with the celebration of Passover, the
consolidated election is postponed to the first Tuesday following the last day of Passover. The
canvass of votes is conducted by the election aityhaeithin 21 days after the election.

The School Boarddéds election duties are:
1. The Board, by proper resolution, may place public policy propositions on the ballot.

2. The Board President, Secretary, and the member with the longest continuous service, whose
nominating petition is not being challenged, compose the Education Officers Electoral Board
to hear and rule on objections to candidate hominating petitions and voter petitions.

3. The Board Secretary or clerk serves as the local election official, asbistddsignated
representatives appointed by the Board.

LEGAL REF.: 10 ILCS 5/13, 5/2A1.1etseq, 5/169, 5/2217, 5/2218, and 5/28 etseq
105 ILCS 5/91 et seq

CROSS REF.: 2:40 (Board Member Qualifications), 2:50 (Board Member Term of Office),
2:210 (Organizational School Board Meeting)

ADOPTED: APRIL 10, 2006
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Board of Education

Board Member Qualifications

A School Board member must be, on the date of election or appointment, a United States citizen, at
least 18 years of age, a residentilgfois and the District for at least one year immediately preceding
the election, and a registered voter.

Reasons making an individual ineligible for Board membership include holding an incompatible
office and certain types of State or federal emplaymé& child sex offender, as defined in State law,
is ineligible for School Board membership.

LEGAL REF.: [l Constitution Art. 2, T 1; Art. 4, 1 2(e); Art. 6, T 13(b).
105 ILCS 5/163 and 5/1€10.

CROSS REF.:  2:30 (School Board Elections), 2:70 (Vacesscon the School Board-illing
Vacancies)

ADOPTED: NOVEMBER 5, 2009
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School Board

Board Member Term of Office

The term of office for a School Board member begins immediately after both of the following occur:

1. The election authority canvasses thides and declares the winner(s); this occurs within 21
days after the consolidated election held on the first Tuesday in April imatbdered
years.

2. The successful candidate takes the oath of office as provided in Board policy3@z80,
Member Oath an€onduct.

The term ends 4 years later when the successor assumes office.

LEGAL REF.: 10 ILCS 5/2A1.1, 5/2217, and 5/221.8.
105 ILCS 5/1010, 5/1016, and5/10-16.5

CROSS REF.: 2:30 (School District Elections2,;80 Board Member Oath and Condy@:210
(Organizational School Board Meeting)

ADOPTED: NOVEMBER 27, 2006
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Board of Education

Board Member Removal From Office

If a majority of the Board determines that a Board member has willfully failed to perform his or her
official duties, it may regest the Regional Superintendent to remove such member from office.

LEGAL REF.: 105 ILCS 5/315.5.
CROSS REF.: 2:70

ADOPTED: AUGUST 27, 1998
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Board of Education

Vacancies on Board of Education - Filling Vacancies

Vacancy

Elective officeofaBoarddEducat i on member becomes vacant be
any of the following occurs:

1. Death of the incumbent;

2. Resignation in writing filed with the Secretary of the Board of Education;

3. Legal disability of the incumbent;

4. Conviction of a felonybribery, perjury, or other infamous crime, or of any offense involving
a violation of official oath or of a violent crime against a child;
Removal from office;
The decision of a competent tribunal declaring his or her election void;
Ceasing to be an lmbitant of the District or a particular area from which he or she was
elected, if the residential requirements containethia School Codare violated;
An illegal conflict of interest; or
Acceptance of a second public office that is incompatible vidtard of Education
membership.

No o

© x

Filling Vacancies

Whenever a vacancy occurs, the remaining members shall notify the Regional Superintendent of
Schools of that vacancy within 5 days after its occurrence and shall fill the vacancy until the next
regular Boadl of Education election, at which election a successor shall be elected to serve the
remainder of the unexpired term. However, if the vacancy occurdesithan 868 days remaining

in the term, the person so appointed shall serve the remainder of ¥péreideéerm, and no election

to fill the vacancy shall be held. Members appointed by the remaining members of the Board to fill
vacancies shall meet any residential requirements as specifiéeé iBchool CodeThe Board shall

fill the vacancy within 45 dgs after it occurred by a public vote at a meeting of the Board.

Immediately following a vacancy on the Board of Education, the Board will publicize it and accept
réumés from District residents who are interested in filling the vacancy. After revidwing t
applications, the Board may invite the prospective candidates for personal interviews to be conducted
during duly scheduled closed meetings.

LEGAL REF.: 105 ILCS 5/1610 and 5/1a11.

CROSS REF.: 2:40 (Qualifications), 2:60 (Removal)

ADOPTED: JANUARY 10, 2002
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School Board

Exhibit - Checklist for Filling Board Vacancies by Appointment

The School Board fills a vacancy by either appointment or election. The Board uses this checklist
for guidance when it must fill a vacancy by appointment. Some itemsitguiigelines along with
explanations. For moreinformation, seeAnswers to FAQs Vacancies on the Board of Education
published by a committee of the lllinois Council of School Attorneys, and available at
www.iasb.com/law/ICSAFAQsonBoardVacancies.pdf

[] Confirm that the Board must fill the vacancyby appointment.

Guidelines Explanation

Review Boardoolicy 2:70,Vacancies
on the School Bad - Filling
Vacanciesto detemine if a vacancy

Filling a vacancy by Board appointment or election
depends upon when the vacancy occurred. If a
vacancy occurs with less than:) 868 days

on the Board occurred and, if so,
whether the successor will be selec
by election or Board appointment.

remaining in the term of office, or (2) 88 days befo
the next regularly scheduled election for the vacan
office, no election to fill the vacancy is held and the
appointee serves the remainder of the term. At all
other times, an appointee ges until the next regular
school election, at which election a successor is
elected to serve the remainder of the unexpired tej
See 105 ILCS 5/1Q0.

ILCS 5/10-10).

[] Notify the Regional Superintendent of the vacancy within 5 days of its occurrence(®

[] Developlist of qualifications for appointment of a person tofill v acancy:

Guidelines

Explanation

At a minimum, the Board uses
election qualifications, that is, a
candidate must meet the following:

e Be a United Statestizen.

e Be at least 18 years of age.

e Be aresident of lllinois and the
District for at least one year
immediately preceding the
appointment.

e Be aregistered voter.

e Not be a child sex offender.

¢ Not hold another incompatible
public office.

¢ Not have a prohibed interest in
any contract with the District.

While The School Coddoes not expressly set forth
eligibility requirements for appointment to a Board
vacancy, the Board may want to use qalifications
for electedBoardmembers listed in 105 ILCS 5/

and 5/1010.

For guidanceadiscussig other qualifications that the
Board may want to consideseel A S EBRécsuiting
School Board Candidates available at:
www.iasb.com/elections/recruiting.pdf

For guidance regarding conflict of interest and
incompatible offices, Se&nswers to FAQs, Conflict
of Interest and Incompatible Offiggsublished by the
lll. Council of School Attorneysavailable at:
www.iasb.com/law/conflict.cfm



http://www.iasb.com/law/ICSAFAQsonBoardVacancies.pdf
http://www.iasb.com/elections/recruiting.pdf
http://www.iasb.com/law/conflict.cfm
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Guidelines Explanation

¢ Not hold certain types of
prohibited State or federal
employment.

When additional qualifications apply Board members of some community unit school

the following items may be included| districts may be subject todtorical residential

in the Boar doés || qualifications based on the distribution of populatig

« Meet all qualifications based upo| @M0ng congressional townships in the district or
the digribution of population bet ween the districtos
among congressional townships | Unincorporated areas (105 ILCS 5/18A
the district.

e Meet all qualifications based upo
the distribution of population
among incorporated and
unincorporated areas.

[ ] Dedde who will receivecompleted vacancyapplications.

Guidelines Explanation
The Board President will accept Who accepts vacancy applicabns i s at
applications. sole discretion. According @110, Qualifications,

Term, and Duties of Board Officertthe Board
President is a logical officer to accept the
applications, but this task may be delegated to the
Secretary or Suapyd the Boarc 1
determines that it is more convenient. Who accep
the applications must be decided prior to posting tk
vacancy announcement.

The Boardwill discussat an open
meeting,its processto review the
applications and who will contact
applicants for an interview.

[] Create Board membervacancyannouncement

Guidelines Explanation
School District Bosd The contents of a vacancy announcement, how it i
Member Vacancy announced, and where it

School District is accepting solediscretion.

applications to fill the vacancy The Board may want to consider announcing the
resulting from feason for vacandy | vacancy and its intent to fill it by appointment durin
offf or mer Board]megits meeting and post it

the local newspaper(s).

The appointment will be from the | The length of the appointment depends upon wher
date of appointment talte]. during the term of office the vacancy occurred. Se
105 ILCS 5/1010 andBoard policy 2:70Vacancies
on the School BoardFilling Vacanciesto determine
the length of the appointment
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Guidelines Explanation

School Distritis[Sc h o o | D i SeeBoard polig 1:30,School District Philosophy
philosophy or mission statemgnt for the Districtds mis{
the communityds goal s.

Applicants for the Board vacancy | See checklist item titleBevelop List of
mustbe: Boar dds | i s t| Qualifications for Appointment of a Person to Fill
qualificationd. Vacancyabove.

Applicants should show familiarity |Li sting this along wit/h
with the Boar do s|qualifications assists candidates in understanding
general duties and responsibilitiesg Bo ar d me mb edrdsponsibilitiesiared snaya
a Board and a Board member facilitate a better conversation during the interview,
including fiduciary responsibilities, | process. See Board policiez:20, Powers and
conflict of interest, ethics and gift Duties of the School Boar@:80,Board Member
ban. The Boar do| Oathand Conduct?:100,Board Member Conflict of
available atlpcationg. Interest 2:105Ethics and Gif Ban and2:120,Board
Member Development

Applications may be obtained at See action item titleBecide viho will receive
[location and address and/or web$if completed &cancyapplicationsabove.
beginning ondlate and timp

Completed applications may be
turned in by {ime and datkto [name
and title of person receiving
applicationg.

[ ] Publicizevacancyannouncementoy pl acing it on the Districto
meeting, or advertising it in the local newspaper(s).

[] Acceptand reviewapplications from prospectivecandidates (se®ecide who will receive
completed vacancy applicatiorabove)

[] Contact appropriate applicants for interviews (seeDecide who will receive completed
vacancy apptationsabove)

[ ] Developinterview questions

Guidelines Explanation
Why do you want to be Roard I nterview questions ar ¢
member? Thislist is not exhaustive, but it may help the Boal

tailor its questions toward finding a candidate who
will approachBoardmembership with a clear
understanding of its demands and expectations alc
Please give specific examples of yo| with a constructive attitude toward the challenbee
ability in interpersonal relationships| Board may also want to consider allowing an equa
and teamwork. amount of time for each interview.

What specific skills would you bring
to theBoard?
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Guidelines

Explanation

What do you see as the role of a
Board member?

What have you done to prepare
yourself for the challenges of being
Board member?

Please describe your previous
community or norprofit experiences

What areas in the district would you
like to see the Boardstrengthen?

What is your availability to meet the
time, training commitments, and oth
responsibilities required for Board
membership?

Describe what legacy you would like

to leave behind.

Seel A S BRécsuitingSchoolBoard Candidates
available atwww.iasb.com/elections/recruiting.pdf

A prospective candidate to fill a vacancy may raise
other specific issues thdte Boardwill want to cover
during an interview.

ILCS 120/2(c)(3).

[] Conduct interviews with candidates (interviews may occur in closed session pursuant to 5

Guidelines

Explanation

The Board President will discuss thg
following items with each candidate
during the interview:

Introduce Board members to the
candidate at the beginning of the
interview.

Describe the Boa
process, selection process, and ask
the candidate if he or she has
questions about
for filling a vacancy by appointment

Describe the Dis
mission statement.

Describe the vacancy for the
candidate by reviewing the: (1)
qualifications, and (2yeneralduties
and responsibilities of thedard and
the Board memberincluding
fiduciary responsibilities, conflict of

interest, ethics and gift ban, and

The Board President will lead the Bdas it
interviews prospective candidateSee Board policy
2:110,Quialifications, Term, and Duties of Board
Officers The president presides at all meetings (10
ILCS 5/1613).

The Board may also want to consider allowing an
equal amount of time for eaahterview.



http://www.iasb.com/elections/recruiting.pdf
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Guidelines Explanation
general Board member developmen

Begin asking the interview question
that the Board developed.

Ask the cadidate whether he or she
has any questions for the Board.

Thank the candidate and inform the
candidate when the Board expects {
make a decision and how the
candidate will be contacted regardir|
the Boardbds deci

[] Fill vacancy by a vote during an open meeting of the Board before the #%lay or notify the
Regional Superintendent that the vacancystill exists (105 ILCS 5/1G10).

[ ] Assist the appointed Board member in fing his or her statement of economic interesty
ILCS 4204A-105(c).

] Announce the appointment to District staff and community.

Guidelines Explanation

The announcement should include:| The contents of the appointmemnaincement and
The Board appointedi[p p 0 i n t ?ngth _of tlr_lrjr(]e |tés dlzplayed re at y t he
namé@ to fill the vacancy on the 'Scre“of‘- € board may want t_o consider
Board. announcing .thelappomtment during its meeting an
also by posting it in the same places that it posted
The appointment will be frondptd | vacancy announcement.

to [datq. See Board polig8:10, Connection with the
The Board previously established | Community

qualifications for the appointee in a
careful and thoughtful manner.
[Appoi nt érnaedtsthesea me
qualifications and has demonstratec
the willingness taccept thaluties
and responsibilities of adard
member [Appoi nt élmibdgsa
clear understanding ¢fiedemands
and expectationsf being a Board
memberalong with a constructive
attitude toward the challenge

[_] Administer the Oath of Office and begin orientation.

Guidelines Explanation

See Board polig2:80, Board Each individual, before taking his or her seat on th
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Guidelines

Explanation

Member Oath and Conduct

Board, mustake an oath in substantially the form

given in 105 ILCS 5/1416.5.

See Board policy 2:12®oard

a New School Board Member

Member Developmenand 2:12€¢E,
Guidelines for Serving as a Mentor

Orientation assists new Board members to learn,
understandand practice effective governance
principles. See the IASB Foundational Principles (¢
Effective Governance, available at:
www.iasb.com/principles_popup.cfm

[] Inform IASB ofthe n e wl y

ap

pointed Board

member 6s

name


http://www.iasb.com/principles_popup.cfm
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Board Member Oath and Conduct

Each School Board member, before taking his or her seat on the Board, shall take the following oath
of office:

I, (ham§, do solemnly swear(or affirm) that | will faithfully discharge the duties of the office

of member of the Board of Education (or Board of School Directors, as the case may be) of
(name of School District), in accordance with the Constitution of the United States, the
Constitution @ the State of lllinois, and thaws of the State of lllinoidp the best of my ability.

| further swear (or affirm) that:
| shall respecttaxpayer interests by serving as a faithful protector oStt®olDistrictd s as s et s

| shall encourageand respet the free expression of opinion by my fell@@ard members and
others who seek a hearing before Bmard while respecting the privacy students and
employees;

| shall recognizethat aBoardmember has no legal authority as an individual and thasidesi
can be made only by a majority vote at a puBbard meeting; and

| shall abide by majority decisions of th&oard while retaining the right to seek changes in
such decisions through ethical and constructive channels.

The Board President will adnigter the oath in an open Board meeting; in the absence, of the
President, the Vice President will administer the oath. If neither is available, the Board member with
the longest service on the Board will administer the oath.

The Board adopts the lllin@iAssociation of School Boai§ Code of Conduct fo
School Boards. 0 A copy of the Code shall be di
LEG. REF: 105 ILCS 5/1016.5

CROSS REF.: 1:30 (School District Philosophy), 2:20 (Powers and Dutige@School
Board), 2:50 (Board Member Term of Office), 2:210 (Organizational School
Board Meeting)

ADOPTED: NOVEMBER 27, 2006
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Exhibit - Board Member Code of Conduct

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

1. 1 will represent all School District constituents honestly and equally and refuse to surrender
my responsibilities to special interest or partisan politicaligso

2. 1 will avoid any conflict of interest or the appearance of impropriety which could result from
my position, and will not use my Board membership for personal gain or publicity.

3. | will recognize that a Board member has no legal authority as an indivahd that
decisions can be made only by a majority vote at a Board meeting.

4. | will take no private action that might compromise the Board or administration and will
respect the confidentiality of privileged information.

5. 1 will abide by majority decisionsf the Board, while retaining the right to seek changes in
such decisions through ethical and constructive channels.

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

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

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

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

10. 1 will strive for a positive working relationship with the Superintendent, respecting the
Superintendentdéds authority to advise the B
District.

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

12. 1 will strive to keep my Boal focused on its primary work of clarifying the District purpose,
direction and goals, and monitoring District performance.
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Board Member Conflict of Interest

No School Board member shall have a beneficial interest directhdoectly in any contract, work,
or business of the District unless permittedling School Codand the Corrupt Practices Act.

School Board members must annually file a "Statement of Economic Interests" as required by the
lllinois Governmental Ethics AcEach School Board member is responsible for filing the statement
with the county clerk of the county in which t

LEGAL REF.: 5 ILCS 420/4A101, 420/4A105, 420/4A106, and 420/4A.07.
50 ILCS 105/3.
105 LCS 5/1069.

CROSS REF.: 2:105 (Ethics and Gift Ban)

ADOPTED: MAY 17, 2004
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Ethics and Gift Ban

Prohibited Political Activity

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

1. Noempl oyee shalll intentionally perform any
time, 0 as those terms are defined herein.

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

3. At no time shall any Board member or employee intentionally require any other Board
member or employee to perform any political
empl oyeebds duti es, (b) as a compehsatedtimaoffof er
such as, holidays, vacation, or personal time off.

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

A Board member or employee may engage in activities that: (1) are otherwise appropriate as part of
his or her official duties, or (2) are undertaken by the individual on a voluntary basis that are not
prohibited by this plicy.

Limitations on Receiving Gifts

Except as permitted by this policy, no Board member or employee, and no spouse of or immediate
family member living with any Board member or employee shall intentionally solicit or accept any
Agi fto fr om asnoyurficper,ooh iabsi ttehose terms are defin
by law or policy. No prohibited source shall intentionally offer or make a gift that violates this
policy.

The following are exceptions to the ban on accepting gifts from alptedhisource:

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

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

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

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

6. A gift from a relative, meaning those people related to the individual as father, mother, son,
daughter, brother, sister, uncle, aunt, great aunt, great uncle, first cousin, nephew, niece,
husband, wife, grandfather, grandmother, grandson, granddaugtiteriridaw, mothesin-
law, sonin-law, daughtein-law, brothefin-law, sistefin-law, stepfather, stepmother,
stepson, stepdaughter, stepbrother, stepsister, half brother, half sister, and including the
father, mother, grandfather, or grandmother ofithedi vi dual 6s spouse a
fiancé or fiancée.

7. Anything provided by an individual on the basis of a personal friendship unless the recipient
has reason to believe that, under the circumstances, the gift was provided because of the
official podtion or employment of the recipient or his or her spouse or immediate family
member and not because of the personal friendship. In determining whether a gift is provided
on the basis of personal friendship, the recipient shall consider the circumstadees u
which the gift was offered, such as: (a) the history of the relationship between the individual
giving the gift and the recipient of the gift, including any previous exchange of gifts between
those individuals; (b) whether to the actual knowledgéhefrecipient the individual who
gave the gift personally paid for the gift or sought a tax deduction or business reimbursement
for the gift; and (c) whether to the actual knowledge of the recipient the individual who gave
the gift also at the same timewgathe same or similar gifts to other Board members or
employees, or their spouses or immediate family members.

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

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

10. Intragovernmental and intafover nment algogiefrtnsnent @&l ngr &t o
given to a Board member or employee from another Board member or employéei amd e r
government al gi fto means any gi ft given to
employee of another governmental entity.

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

12. Any item or items from any one prohibited source during any categdar having a
cumulative total value of less than $100.

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

A Board member or employee, his or her spouse or an immediate family member living with the
Board member or empjee, does not violate this policy if the recipient promptly takes reasonable
action to return a gift from a prohibited source to its source or gives the gift or an amount equal to its
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value to an appropriate charity that is exempt from income taxatiorr Ga¢ion 501(c)(3) of the
Internal Revenue Code.

Enforcement

The Board President and Superintendent shall seek guidance from the Board attorney concerning
compliance with and enforcement of this policy and State ethics TdvesBoard may, as necessary
or prudent, appoint an Ethics Advisor for this task.

Written complaints alleging a violation of this policy shall be filed with the Superintendent or Board
President. If attempts to correct any misunderstanding or problem do not resolve the matter, the
Sugerintendent or Board President shall, after consulting with the Board attorney, either place the
all eged violation on a Board meeting agenda f «
Board policy 2:260Uniform Grievance ProcedureA Board nember who is related, either by blood

or by marriage, up to the degree of first cousin, to the person who is the subject of the complaint,
shall not participate in any decisiomaking capacity for the Board. If the Board finds it more likely
than not that he all egations in a compl aint are true
consider disciplinary action for the employee.

Definitions

Unless otherwise stated, all terms used in this policy have the definitions given in the State Officials
and Enployees Ethics Act, 5 ILCS 4308

APol itical activityodo means:

1. Preparing for, organizing, or participating in any political meeting, political rally, political
demonstration, or other political event.

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

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

4. Planning, conducting, or participating in a public opinion poll in connection with a campaign
for elective office or on behalf of a political organization for political purposes or for or
against any referendum questi

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

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

7. Soliciting votes on behalf of a candidate for elective office or a politigg@rozation or for
or against any referendum question or helping in an effort to get voters to the polls.

8. Initiating for circulation, preparing, circulating, reviewing, or filing any petition on behalf of
a candidate for elective office or for or againsf eeferendum question.
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9. Making contributions on behalf of any candidate for elective office in that capacity or in
connection with a campaign for elective office.

10. Preparing or reviewing responses to candidate questionnaires.

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

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

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

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

Withrespet t o an empl oyee whose hours are not fi xe
time when the employee is on premises under the control of the District and any other time when the
employee is executing his or her official duties, regardless of ¢tocati

AProhibited sourced means any person or entity

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

2. Does bhusiness or seeks to do business with: (a) a Boanteneor (b) an employee, or with
the Board member or another employee directing that employee;

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

4. Has an intereghat may be substantially affected by the performance opedormance of
the official duties of the Board member or employee.

AGi fto means any gratuity, discount, entertain
intangible item havig monetary value including but not limited to, cash, food and drink, and
honoraria for speaking engagements related to or attributable to government employment or the
official position of a Board member or employee.

LEGAL REF.: 5ILCS 430/11 etseq
10 ILCS 5/925.1

CROSS REF.: 5:120 (Ethics)

ADOPTED: AUGUST 25, 2008
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School Board

Qualifications, Term, and Duties of Board Officers

The School Board officers are: President, Vice President, Secretary, and Treasurer. These officers
are elected or appuied by the Board at its organizational meeting.

President

The Board elects a President from its members feyea? term. The duties of the President are to:

Focus théBoard meeting agendas appropriate content and preside at all meetings;
Make all Board committee appointments, unless specifically stated otherwise;
Attend and observe any Board committee meeting at his or her discretion;
Represent the Board on other boards or agencies;
Serve as chairperson of the Education Officers Electoral Boaithwiears challenges to
Board candidate nominating petitions;
Sign official District documents requiring
and Certificate of Tax Levy;,
7. Call special meetings of the Board;
8. Serve as thbead of the public iy for purposes of the Open Meetings Act and Freedom of
Information Act;
9. Ensure that a quorum of the Board is physically present at all Board meetings;
10. Administer the oath of office to new Board members; and
11. Serve as the Boarddaemediaf i ci al spokesperson

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

arwpdE

o

The Vice President fills a vacancy in the Presidency.

Vice President

The Board eles a Vice President from its members for-gear term. The Vice President performs
the duties of the President if:

1. The office of President is vacant;
2. The President is absent; or
3. The President is unable to perform the offi

A vacancy in the Vic@residency is filled by a special Board election.

Secretary

The Board elects a Secretary for gear term. The secretary may be, but is not required to be, a
Board member. The Secretary may receive reasonable compensation as determined by the Board
befae appointment. However, if the secretary is a Board member, the compensation shall not exceed
$500 per year, as fixed by the Board at least 180 days before the beginning of the term. The duties of
the Secretary are to:

1. Keep minutes for all Board meetingsid keep the verbatim record fall closedBoard

meeting;
2. Mail meeting notification and agenda to news media who have officially requested copies;
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3. Keep records of the Boardds official acts,
submitting themannually to the Treasurer on the first Monday of April and October and on
such other times as the Treasurer requests;
Report to the Treasurer on or before July 7, annually, such information as the Treasurer is
required to i ncl udtethéRegidndl Supefintemderst;ur er 6 s r e p
Act as the local election authority for all Board elections;
Arrange public inspection of the budget before adoption;
Publish required notices;
Sign official District documents requiring
Maintain Board policy, financial reports, publicity, and correspondence.

The Secretary may delegate some or all of these duwdiempt when State law prohibits the
delegationThe Board appoints a secretary pro tempore, who may or may not be a Board ,nfember
the Secretary is absent from any meeting or refuses to perform the duties of the office. A permanent
vacancy in the office of Secretary is filled by special Board election.

>

©®~Nou

Recording Secretary

The Board may appoint a Recording Secretary who is fans&aihber. The Recording Secretary shall:

1. Assist the Secretary by taking the minutes for all open Board meetings;

2. Assemble Board meeting material and provide it, along with prior meeting minutes, to Board
members before the next meetiagd

3. PerfformtheSer et arybés duties, as assigned, except

In addition, the Recording Secretary or Superintendent recegivgfication from Board members
who desire to attend a Board meeting by video or audio means.

Treasurer

The Treaurer of the Board shall lsthera member of the Board who serves-ygear term or a nen
Board member who serves at the Boardés pleasur
compensated. A Treasurer who is not a Board member may be compenseitketift is established

before the appointment. The Treasurer must:

1. Be atleast 21 years old;
2. Not be a member of the County Board of School Trustees; and
3. Have a financial background or related experience, or 12 credit hours of dellege
accounting.
The Treasurer shall:
Furnish a bond, which shall be approved by a majority of the full Board;
Maintain custody of school funds;
Maintain records of school funds and balances;
Prepare a monthly reconciliation report for the Superintendent and Board; and
Receive, hold, and expend District funds only upon the order of the Board.

A vacancy in the Treasurerods office is filled

arwbdE
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LEGAL REF.: 5 ILCS 120/7 and 420/4A06.
105 ILCS 5/81, 5/82, 5/83, 5/86, 5/816, 5/817, 5/101, 5/1065, 5/167, 5/108,
5/1013, 5/1013.1, 5/1614, 5/1016.5, and 5/1-1.

CROSS REF.: 2:80 Board Member Oath and Condu:210 (Organizational School Board
Meeting)

ADOPTED: NOVEMBERS, 2009
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Exhibit - Waiver and Modification Request Process

Actor

Action

Superintendent or
designee

Develops a plan supporting a waiver or modification request that
meets the criteria contained in 105 ILCS-8/259.

Based on the plan, compl etes

Districts may petition ISBE for a waiver modification of the
mandates iThe School Coder ISBE administrative rules.

For a waiver or modification of administrative rules or modificat
of Codemandates, the District must demonstrate that: (1) it can
address the intent of the rule or mamdata more effective,
efficient, or economical manner, or (2) a waiver or modification
the rule or mandate is necessary to stimulate innovation or imp
student performance.

For a waiver of mandates ithe School Code District must

demonstrate thevaiver is necessary to stimulate innovation or
improve student performance. Waivers may not be requested f
laws, rules, and regulations pertaining to special education, teal
certification, or teacher tenure and seniority.

Identifies a date for a jalic hearing on the proposed waiver or
modification request on a dayher thanon which a regular Board
meeting is held.

Publishes notice in a newspaper of general circulation within the
District of the date, time, place, and general subject mattepullac
hearing on the proposed waiver or modification request. This noti
must be published at least 7 days before the hearing.

Makes all arrangements for a special meeting of the Board.

Notifies in writing all affected exclusive bargaining agents, dtage
those State legislators representing the District, when a public he
will be held on the Districto

School Board

Holds a public hearing in an open meeting on the waiver or
modification. Educators diregtinvolved in its implementation,
parents, and students must be allowed to testify.

On the hearing date or in subsequent open meeting, deliberates (
draft plan and application supporting a waiver or modification
request; decides whether to approwe pkan and application as
amended to include a description of the public hearing.

A request for a waiver or modification of ISBE rules or for a
modification of a mandate containedlihe School Codenust
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Actor

Action

include a description of the public hearing.

A request for waiver from a mandate contained ire School Code
must include a description of the public hearing, including: the
means of notice, the number of people in attendance, the numQg
people who spoke as proponents or opponents, a brief descapt
their comments, and whether there were any written statement
submitted.

Either attests or authorizes the Superintendent to attest to compli
with all of the notification and procedural requirements.

Superintendent or
designee

Within 15 days afteapproval by the School Board, submits the
application to ISBE by certified mail, return receipt requested.

ISBE

For requests concerning
a rule or a modification
of The School Code

No action is required to approve a requested waiver or modificatig
Disgpproval of a request must occur within 45 days following its
receipt (105 ILCS 5£3.25Q).

Files a report concerning any District appeal of requests disapprg
by ISBE with the Senate and House of Representatives by March
and October 1 each year (10508 5/23.25g, as amended by P.A-9
198, eff. 11-06).

School Board

For requests concerning
a rule or a modification
of The School Code

To appeal disapproval by ISBE of a request, notifies ISBE that thg
District is appealing the disapproval to the GenAssembly.

ISBE

For requests of a waiver
from a mandate iThe
School Code

Reviews applications for completeness and files a report with Se
and House of Representatives by March 1 and October 1 each ysd
(105 ILCS 5/23.25¢g, as amended by P.A.-248 eff. 1-1-06).

General Assembly

No action is required to approve a waiver or appealed request.

Disapproval of a request or appealed request must occur within 6
days after each house of the legislature next convenes after the r
is filed by adoptiorof a resolution by a record vote of the majority
members elected in each house (105 ILCS3528g as amended by
P.A. 94198, eff. 11-06).

School Board

May seek to renew an approved waiver or modification; they may
remain in effect up to 5 school ysa
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Board of Education

Board Member Development

The School Board desires that its individual members learn, understand, and practice effective
governance principles. The Board is responsible for Board member orientation and development.
Board merbers have an equal opportunity to attend State and national meetings designed to
familiarize members with public school issues, governance, and legislation.

The Board President and/or Superintendent shall provide all Board members with information
regardiry pertinent education materials, publications, and notices of training or development.

Board SelfEvaluation

The Board will conduct periodic sedfvaluations with the goal of continuous improvement.

New Board Member Orientation

The orientation processifaewly elected or appointed Board members includes:

1. The Board President or Superintendent, or their designees, shall give each new Board
member a copy of or online access to the B
minutes for the past yearna other helpful information including material describing the
District and explaining the Boardds rol es ¢

2. The Board President or designee shall schedule one or more special Board meetings, or
schedule timeduring regular meeting, for Board members to become acquainted and to
review Board processes and procedures.

3. The Board President may request a veteran Board member to mentor a new member.

4. All new members are encouraged to attend workshops for new members conducted by the
lllinois Association of School Boards.

Candidates

The Superintendent or designee shall invite all current candidates for the office of Board member to
attend: (1) Board meetings, except that this invitation shall not extend to any closed meetings, and
(2) preelectian workshops for candidates.

LEGAL REF.: 5ILCS 120/2.

CROSS REF.: 2:80 (Board Member Oath and Conduct), 2:125 (Board Member Expenses),
2:200 (Types of School Board Meetings)

ADOPTED: AUGUST 25, 2008
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School Board

Exhibit - Guidelines for Serving as a Mentor to a New School Board Member

On District letterhead
Date
Dear Board Member:

Congratulations on being asked to serve as a mentor to a hew School Board member. The goal of the
mentoring program is to orient a new Board member to the Board amitasid to help him or her

be comfortable, develop salbnfidence, and become an effective leader. Follow these guidelines to
maximize your mentoring effectiveness.

1. Be a good mentor by sharing your knowledge and experiences with others. Take a personal
interest in helping others succeed.

2. Try to develop an informal, collegial relationship with the new Board meinbgplain that
you are there to help. Listen respectfully to all concerns and answer questions honestly.

3. During your first contact with the meBoard member, introduce yourself and explain that
you will serve as his or her mentor and are looking forward to sharing information about the
Board and District. If possible, meet with the individual to become acquainted. Be available

as needed to pradie assi stance, advi ce, and support.
already sent the new Board member a copy o
material.

4. Be prepared to introduce the new Board member at upcoming Board events untihiee or
becomes a familiar face.

5. Be available and maintain a helpful attitude. You will assist the new Board member become
an effective member of the Board and ensure skilled and knowledgeable future leadership for
the District.

Being a mentor can bring revelsr to you, the new Board member, and the District. Thank you for
your assistance and commitment.

Sincerely,

School Board President
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Board Member Expenses

No School Board member may receive compensation for services, except that anigoavdr
serving as the Board Secretary may be paid an amount up to the statutory limit if the Board so
provides.

The Board may advance or reimburse members the actual and necessary expenses incurred while
attending:

1. Meetings sponsored by the lllinois &aBoard of Education or by the Regional
Superintendent of Schools;

2. County or regional meetings and the annual meeting sponsored by any school board
association complying with Article 23 dhe School Codeand

3. Meetings sponsored by an organization inftblel of public school education.

Expense reimbursement is not guaranteed and Board members should sgmdcqral of expenses,

except in situations when the expense is diminutive. A Board member must return to the District any
portion of an expense adwee not used. Members must submit an itemized, signed voucher to
support any expense advanced or to seek expense reimbursement. The voucher must show the
amount of actual expense, attaching receipts if possible. A Board member submitting a bill for a
groupf uncti on should record participating membe
advanced or reimbursed for: (1) the expenses of any person except the Board member, or (2)
anyoneds personal expenses.

The Superintendent shall review the submittedcheus for compliance with this policy. If any
voucherds compliance appears uncertain, the Su
President if the voucher in question is from the President, as well as the Board member who
submitted the vather. The Superintendent shall include the voucher in the monthly list of bills that

is presented to the Board for approval or rejection.

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

Transportation

The least expemnge transportation will be used, providing that no hardship will be caused to the
Board member. Board members will be reimbursed for: (See Board policy Ruadfications,
Term, and Duties of Board Officeys.

1. Air travel at the coach or single class coercial airline rate. First class air travel will be
reimbursed only if emergency circumstances warrant. The emergency circumstances must be
explained on the expense voucher. Copies of airline tickets must be attached to the expense
voucher.

2. Rail or bus tavel at actual cost. Rail or bus travel costs may not exceed the cost of coach
airfare. Copies of tickets will be attached to the expense voucher to substantiate amounts.

3. Use of personal automobiles at the standard mileage rate approved by the InteenaleRev
Service for income tax purposes. The reimbursement may not exceed the cost of coach
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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 reimurs
4. Aut omobil e rental costs when the vehiclebs
must be explained on the expense voucher.

5. Taxis, airport limousines, or other local transportation costs.

Hotel/Motel Charges

Board members should request coefee rate or miflare room accommodations. A single room
rate will be reimbursed. Board members should pay personal expenses at checkout. If that is
impossible, deductions for the charges should be made on the expense voucher.

Meal Charges

Meal chargestd he School Di stri ceftarsehousled erca promsse nftorf
facility or general area. Tips are included with the meal charges. Expense vouchers must explain the
meal charges incurred.

Miscellaneous Expenses

Board members may seek r&ursement for other expenses incurred while attending a meeting
sponsored by organizations described herein by fully describing the expenses on the expense
voucher, attaching receipts if possible.

LEGAL REF.: 105 ILCS 5/1622.32.

CROSS REF.: 2:100 (Board Mmber Conflict of Interest), 2:110Qalifications, Tem, and
Duties of Board Officens2:120 (Board Member Development), 4:50 (Payment
Procedures)

ADOPTED: OCTOBER 232007
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School Board

Board-Superintendent Relationship

The School Board employsid evaluates the Superintendent and holds him or her responsible for the
operation of the District in accordance with Board policies and State and federal law.

The BoardSuperintendent relationship is based on mutual respect for their complementary roles.
The relationship requires clear communication of expectations regarding the duties and
responsibilities of both the Board and Superintendent.

The Board considers the recommendations of th
Officer. The Boad adopts policies necessary to provide general direction for the District and to

encourage achievement of District goals. The Superintendent develops plans, programs, and
procedures needed to i mplement the policies an

LEGAL REF.: 105 ILCS 5/1616.7 and 5/1421.4.
CROSS REF.:  3:40 (Superintendent)

ADOPTED: NOVEMBER 27, 2006
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Communications To and From the Board

Staff members, parents, and community members should submit questions or communicatiens for
School Boarddéds consideration to the Superinte
with a summary of these questions or communications and provide, as appropriate, his or her
feedback regarding the matter. If contacted individually, 8oaembers will refer the person to the
appropriate l evel of aut hority, except i n u i
communications to staff or about programs wi l
Board members will not takgrivate action that might compromise the Board or Distfldtere is no
expectation of privacy for any communication sent to the Board or its members individually, whether
sent by letter, email, or other means.

Board Member Use of Electronic Mail

Email 1o, by, and among Board members, in their capacity as Board members, shall not be used for
the purpose of discussing District business. Email among Board members shall be limited to: (1)
disseminating information, and (2) messages not involving deliberat&irate, or decisiemaking.
Email may contain:

e Agenda item suggestions

¢ Reminders regarding meeting times, dates, and places

e Board meeting agendar information concerning agenda items

¢ Individual responses to questions posed by community members, subjbet other

limitations in this policy

LEGAL REF.: 5ILCS 120/1etseq

CROSS REF.:  2:220 (School Board Meeting Procedure), 3:30 (Chain of Command), 8:110
(Public Suggestions and Complaints)

ADOPTED: NOVEMBER 27, 2006
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School Board

Exhibit - Guidance for Board Member Communications, Including Email Use

The School Board is authorized to discuss District business only at a properly noticed Board meeting
(Open Meetings Act, 5 ILCS 1204t seq). Other than during a Board meeting, a majority or more

of a Boad quorum may not engage in contemporaneous interactive communication, whether in
person or electronically, to discuss District business. Thiglance assumes a Board has seven
members and covers issues arising from Board policy 2:Céfmunications Toral From the

Board.

Communications Outside of a Properly Noticed Board Meeting

1. The Superintendent or designee is permitted to email information to Board members. For
example, the Superintendent may email Board meeting agendas and supporting information to
Board members. When responding to a single
should copy al/|l ot her Board members and i ncl
such asiBOARD MEMBER A LERT: This emal is in response to a request. Do noteply
or forward to the group but only to the sendeid

2. Board members are permitted to discuss am@yter except District businesgth each other,
whether in person or by telephone or email, regardless of the number of members participating in
the discussin. For example, they may discuss league sports, work, or current events.

3. Board members are permitted to provide information to each ottether in person or by
telephone or email, that is naleliberative and neeubstantive. Examples of this type of
communication include scheduling meetings and confirming receipt of information.

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

5. A Board member should include a fAdo not re
concerningpistrict business to more than one other Board member. The following is an example
of such BOARDMEMBER ALERT: This email is not for interactive discussion
purposes. The recipient should not reply to it or forward it to any other individualo

6. Board members should not reply to or forward email received from another Board member.

When Must Email B Retained?

Emai |l , including attachments, t hat were Apre
possessed, or under the control of any public
disclosure as a public record (Freedom of Informatian, & ILCS 140/2). Most email sent or

received by individual Board members do not sa

content concerns District business. This is because individual Board members generally have no
authority other than uting a properly called Board meeting. However, there may be exceptions.
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Accordingly, Board members must be able to distinguish between official record asrdcoomn
messages.

Non-Record Messages

Emai | me s s arge o rad emefisnsoang e s dardwrterabers arenatting in d u a |
their individual capacities. This may occur
email describes his or her personal opinions concerning the District or is a response to a
community memberWarning: t hese fAprircmx@l oropfiresponseso
illegal Board meeting under the Open Meetings Act if a majority or more of a quorum of the
Board discusses District business using email. See the first section @litisce

Other examples of nerecord messagesclude:

1. Information from the Superintendent concerning meeting dates, agenda topics, or
materials to prepare for or be discussed during a meeting.

2. Personal correspondence, such as, i Do
wor kshop?o

3. Publications or prontmnal material from vendors, the IASB, or publicly available
materials.

4. Correspondence from parents, staff, or community members.

Nonr ecord messages are not Apublic recordso
not need to be stored.

Official Recad Messages

Emai | messages are fApublic recordsodo wunder
they are fiprepared, used, received, or p OS
Emai | t hat qualifies under F @ Istdred aosly ifdt isfi p u b |

evidence of t he Di strictos organi zati on,
contains informational data appropriate for preservation (Local Records Act, 50 ILCS 205/1
etseq). An example is any email from a Board officconcerning a decision made in his or

her capacity as an officer. A Board member must copy this type of email, herein called
fiof ficial record messages, 0 to the appropr
Board member 6s wibdelaté these offitiabrectrd messagescas provided in

an applicable, approved retention schedule.

Important : Do not destroy any email concerning a topic that is being litigated without obtaining the
Board attorney6s di r ecdstar antamaticldiscoverga értualy all typaswb u i t
electronically created or stored data that might be relevant. Attorneys will generally notify their
clients at the beginning of a legal proceeding not to destroy any electronic records that might be
relevant. For more discussion of a litigation hold, see 2&B@, Protocols for Record Preservation

and Development of Retention Schedules
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School Board

Committees

The School Board may establish commiionangim t o
some situations, to comply with State law requirements. These committees are known as Board
committees and report directly to the Board. Committee members may include both Board members
and norBoard members dependi ng. ©he Boarl Presidemtnmmakes alle e 6
Board committee appointments unless specifically stated otherwise. Board committee meetings shall
comply with the Open Meetings AcfA Board committee may not take final action on behalf of the
Boardi it may only make reommendations to the Board.

Special Board Committees

A special committee may be created for specific purposes or to investigate special issues. A
special committee is automatically dissolved after presenting its final report to the Board or at the
Boardds di scretion.

Standing Board Committees

A standing committee is created for an indefinite term although its members will fluctuate.
Standing committees are:

1. Board Policy Committee. This committee researches policy issues, and provides
information and reemmendations to the Board.

2. PareniTeacher Advisory Committee. This committee assists in the development of
student discipline policy and procedure. Its members are parents/guardians and teachers,
and may include persons whose expertise or experienceedethe The committee
reviews such issues as administering medication in the schools, reciprocal reporting
between the School District and local law enforcement agencies regarding criminal
offenses committed by students, student discipline, disruptive ratamsbehavior,
school bus safety procedures, and the dissemination of student conduct information.

3. Behavioral Interventions Committee. This committee develops and monitors procedures
for using behavioral interventions in accordance with Board policy 7MBgonduct by
Students with Disabilities At the Board Presi deTeaches di s
Advisory Committee shall perform the duties assigned to the Behavioral Interventions
Committee.

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



Marengo Community High School District 154 2:150
Page2 of 2

LEGAL REF.: 5ILCS 120/letseq
105 ILCS 5/1€20.14 and 10/gtseq
23 lll.LAdmin.Code Part 226.

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

ADOPTED: NOVEMBER 27, 2006
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Board Attorney

The School Board may entemtd an agreement for legal services with a specific attorney or law
firm. The Board Attorney serves on a retainer or other fee arrangement as determined in advance.
The Board Attorney will provide services as described in the agreement for legal sefviees.
District will only pay for legal services that are provided in accordance with the agreement for legal
services or are otherwise authorized by this policy or a majority of the Board.

The Superintendent, his or her designee, or Board President, hogizad to confer with and/or
seek the legal advice of the Board Attorney. The Board may authorize a specific member to confer
with legal counsel on its behalf.

The Superintendent may authorize the Board Attorney to represent the District in any legal matt
until the Board has an opportunity to consider the matter.

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

ADOPTED: JULY 11, 2005
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Procurement of Architectural, Engineering, and Land Surveying Services

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

LEGAL REF.: Shively v. Belleville Township High School District 20769 N.E.2d 1062
(IN.App.5, 2002),appeal denied.
40 U.S.C. 8541.
50 ILCS 510/%etseq, Local Government Professional Services Selection Act
105 ILCS 5/1€20.21.

ADOPTED: JULY 23, 2007
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Board of Education

Mailing Lists For Receiving Board Material

The Superintendent shall maintain a mailing list of the names and addresses each year of persons
who file a written request to be on such a list. Those persons shall be mailed cameefibdwing,
provided they have pxeaid the subscription fee, prated if subscribing less than one year:

1. Board Agenda

2. Budgets

3. Audits

4. Official Board Minutes which will be mailed within 10 days after approval

The subscription fee will be set annuallydover reproduction and mailing costs. The subscription
period shall be the same as the District's fiscal year.

LEGAL REF.: 105 ILCS 5/1€21.6.
CROSS REF.: 2:220

ADOPTED: AUGUST 27, 1998
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Types of School Board Meetings

General

For all mestings of the School Board and its committees, the Superintendent or designee shall satisfy
all notice and posting requirements contained herein as well as in the Open Meetings Act. This shall
include mailing meeting notifications to news media that tudireially requested them and to others

as approved by the Board. Unl ess otherwise sp
office. Board policy 2:220School Board Meeting Procedyrgoverns meeting quorum requirements.

The Superintendens designated on behalf of the Board and each Board committee to receive the
training on compliance witlthe Open MeetingsAct that is administered by the lllinoisttorney
General 6s Publ i the 3uperirgesident Bay idensfeother employtee®ceive the
training. Each Board member is encouraged to take the training once during his or her term.

Reqular Meetings

The Board announces the time and place for its regular meetings at the beginning of each fiscal year.
The Superintendent shall pare and make available the calendar of regular Board meetings.
Meeting dates may be changed with 10 daysd not

A meeting agenda shall be posted at t he Distr
other locationwhere the meeting is to be held, at least 48 hours before the meeting. Items not
specifically on the agenda may still be considered during the meeting.

Closed Meetings

The Board and Board committees may meet in a closed meeting to consider the folidéictss

1. The appointment, employment, compensation, discipline, performance, or dismissal of
specific employees of the public body or legal counsel for the public body, including hearing
testimony on a complaint lodged against an employee of the public drodgainst legal
counsel for the public body to determine its validity. 5 ILCS 120/2(c)(1).

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

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

4. Evidence or testimony presented in open hearing, or in closed hearing where specifically
authorized by law, to a quaadjudicative body, as defined in the Open Meetings Act,
provided that the body prepares and makes available for public inspection a written decision
setting forth its determinative reasoning. 5 ILCS 120/2(c)(4).
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5. The purchaser lease of real property for the use of the public body, including meetings held
for the purpose of discussing whether a particular parcel should be acquired. 5 ILCS
120/2(c)(5).

6. The setting of a price for sale or lease of property owned by the puldic bBILCS
120/2(c)(6).

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

8. Security procedures and the use of personnel and equipment to respond to an actual, a
threatened, or a reasonably potential dangerdos#tiety of employees, students, staff, the
public, or public property. 8.CS 120/2(c)(8).

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

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

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

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

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

14. Discussion of minutes of meetings lawfully closed under the Open Meetings Act, whether for
purposes of approval by the body of the minutes or semual review of the minutess
mandated by Section 2.06. 5 ILCS 120/2(c)(21).

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

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

No final Board action will be taken at a closed meeting.

Reconvened or Rescheduled Meetings

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

Special Meetings

Special meetings may be called by the President or by any 3 members of the Board by giving notice
thereof, in writing, stating the time, place, and purpose of theimgetet remaining Board members

by mail at least 48 hours before the meeting, or by personal service at least 24 hours before the
meeting.

Public notice of a speci al meeting is given by
hours befoe the meeting and by notifying the news media that have filed a written request for notice.
A meeting agenda shall accompany the notice.

No matters will be discussed, considered, or brought before the Board at any special meeting other
than such mattersavere included in the stated purpose of the meeting.

Emergency Meetings

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

Posting orthe District Website

In addition to the other notices specified in this policy, the Superintendent or designee shall post the
following on the District website: (1) the annual schedule of regular meetings, which shall remain
posted until the Board appres a new schedule of regular meeti{@¥;a public notice of all Board
meetings; and (3) the agenda for each regular meeting which shall remain posted until the regular
meeting is concluded.

LEGAL REF.: 5ILCS 120/, Open Meeting Act.
5 ILCS 140/, Freedomof Information Act.
105 ILCS 5/166 and 5/1616.

CROSS REF.:  2:210 (Organizational School Board Meetings), 2:220 (School Board Meeting
Procedure), 2:230 (Public Participation at School Board Meetings and Petitions
to the Board), 6:235 (Access to ElectroNietworks)

ADOPTED: FEBRUARY 8, 2010
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Administrative Procedure - Types of School Board Meetings
Meeting Public Notice | Notice to Agenda Notice to News District
Type Board Media Website
Members
Regular Given once a None Post at the Give to any news| Post the annual
year when the required. Di st r i ct]| mediathatfiled schedule of
Board adopts its office and at the | an annual reques| regular meetings
regular meeting meeting site, at | for such notices. | and post a public
schedule. least 48 hours 5 ILCS 120/2.02. notlcc_a of each
5ILCS before the meeting along
meeting. with the meeting
120/2.02. agenda. 5ILCS
105 ILCS 5/10 5ILCS 120/2.02. 120/2.02.
6, 5/1016. No later than 71-
06, post regular
Board meeting
minutes wihin 7
days after
approval; the
minutes remain
there for at least
60 days. 5ILCS
120/2.06.
Special Post a notice at | Notice Include with the | Give to any news| Post a public
t he Di st|servedby public notice. media that files | notice.
main office or, if | mail 48 5 1LCS 120/2.02,| 8" annual 5 ILCS 120/2.02.
no main office hours request. Must
exists, at the before the also give the
meeting site, at | meeting or same notice as
least 48 hours by personal that given Board
before the service 24 members if the
meeting. hours news media
51LCS befor_e the provides an
meeting. address or
120/2.02. telephone numbe
105 ILCS Withri)n the
5/10-16. Di strict
jurisdiction.
5ILCS 120/2.02.
Emergency Post the notice a| None No State law Same as for Post a public
t he Di st| specified, requirements. special meetings.| notice. 5ILCS
main office or, if | but 120/2.02.
no main office advisable to

exists, at the

provide the
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Meeting Public Notice | Notice to Agenda Notice to News District
Type Board Media Website
Members
meeting site, as | same notice
soon as as for a
practicable special
before the meeting.
meeting.
5ILCS
120/2.02.
Closed May hold a None None required, No additional Post a public
closed meeting, | required. but only topics notice required. | notice. 5ILCS
or close a specified in the 120/2.02.
portion of an vote to lold the
open meeting, closed meeting
upon a majority may be
vote of a quorum| considered.
present, taken at 5ILCS 120/2a.
a properly
noticed open
meeting.
5ILCS 120/2a.
Rescheduled | Post a notice at | None Included with any| Same as for a Post a public
or t he Di s t| required. public notice. special meeting. | notice. 5ILCS
Reconvened | main office or, if 120/2.02.

no main office
exists, at the
meeting site at
leag 48 hours
before the
meeting. No
notice is needed
when an open
meeting is
reconvened
within 24 hours,
or when the time
and plze of a
reconvened
meeting was
announced at the
original meeting
and the agenda i
not changed.

5ILCS
120/2.02.
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School Board

Organizational School Board Meeting

During a March meeting in odaumbered years, the School Board establishes a date for its
organizaional meeting to be held sometime after the election authority canvasses the vote, but within
28 days after the consolidated election. The consolidated election is held on the first Tuesday in
April of odd-numbered years.

At the organizational meetingdHtollowing shall occur:
1. Each successful candidate, before taking his or her seat on the Board, shall take the oath of
office as provided in Board policy 2:8Bpard Member Oath and Conduct.
2. The new School Board members shall be seated.
The School Boardrall elect its officers who assume office immediately upon their election.
4. The School Board shall fix a time and date for its regular meetings.

w

LEGAL REF.: 10 ILCS 5/2A1 etseq
105 ILCS 5/918, 5/105, 5/1016, andl05 ILCS 5/1616.5

CROSS REF.: 2:30(School District Elections), 2:110 (Qualifications, Term, and Duties of
Board Officers), 2:200 (Types of School Board Meetings), 2:220 (School Board
Meeting Procedure), (2:230 (Public Participation at School Board Meetings and
Petitions to the Board)

ADOPTED: NOVEMBER 27, 2006
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School Board

School Board Meeting Procedure

Agenda

The School Board President is responsible for focusing the Board meeting agendas on appropriate
content. The Superintendent shall prepare agendas in consultation withotvel Bresident. The
President shall designate a portion of the agenda as a consent agenda for those items that usually do
not require discussion or explanation before Board action. Upon the request of any Board member,
an item will be withdrawn from theonsent agenda for independent consideration.

Items submitted by Board members to the Superintendent or the Prasiglebe placed on the
agenda for an upcomingeeting. District residents may suggest inclusions for the agenda. Items not
specifically onthe agenda may still be discussed during the meeting.

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

The Board President shall determine the order of business at regular Board meetings. Upon consent
of a majority of members present, threler of business at any meeting may be changed.

Voting Method
Unless otherwise provided by law, when a vote is taken upon any measure before the Board, with a

guorum being present, a majority of thed nwotoeas
Aipresent, 0 or a vote other than fiyead or finay
determining whether a quorum is present. A v

fyead or finay, 0 or a otfcauntédunrdetermining whetheea measorevlay e r
been passed by the Board, unless otherwise stated in law. The sequence for casting votes is rotated.

On all questions involving the expenditure of money and on all questions involving the closing of a
meetig t o the public, a roll call wvote shall be

Minutes

The Board Secretary shall keep written minutes of all Board meetings (whether open or closed),
which shall be signed by the President and the Secretary. Theemindude:

1. The meetingébés dat e, ti me, and pl ace;

2. Board members recorded as either present or absent;

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

On all matters requiringarollcallvot®, r ecor d of who voted HfAyeacd
If the meeting is adjourned to another date, the time and place of the adjourned meeting;

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

7. Arecord of all motions, including individuals making and seconding motions;

o0 A
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8. Upon request by a Board membeerecord of how he ohe voted on garticular motion;and
9. The type of meeting, including any notices and, if a reconvened meeting, the original
meetingdbs dat e.
The minutes shall be submitted to the Board for approval or modification at its next regularly
scheduled open meegin

At least semannually in an open meeting, the Board: (1) reviews minutes from all closed meetings
that are currently unavailable for public release, and (2) decides which, if any, no longer require
confidential treatment and are available for publigpiection. The Board may meet in a prior closed

session to review the minutes from closed meetings that are currently unavailable for public release.

The Boardbs meeting minutes must be submitted
and Ocbber, and at other times as the Treasurer may require.

A copy of minutes is kept in a secure location appropriate for valuabpgEn meeting minutes are
available for inspection during regular offic
may be inspected in the Districtds main office
designee, or any Board member. Minutes from closed meetings are likewise available, but only if the
Board has released them for public inspection. Tihieutes shall not be removed from the
Superintendentds office except by vote of the

The Boardbs open meeting minutes shall be pos
Board approves them; the minutes will remain pobéoe at least 60 days.

Verbatim Record of Closed Meetings

The Superintendent, or the Board Secretary when the Superintendent is absent, shall audio record all
closed meetings. If neither is present, the Board President or presiding officer shall dgsume t
responsibility. After the closed meeting, the person making the audio recording shall label the
recording with the date and store it in a secure location. The Superintendent shall ensure that: (1) an
audio recording device and all necessary accogipgritems are available to the Board for every
closed meeting, and (2) a secure location for storing closed meeting audio recordings is maintained
close to the Boardo6és regul ar meeting | ocation.

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

Individual Board members may listen to verbatim recordings when that action is germane to their
responsibilities. In the interest of encouraging free and open expression by Board members during
closed meetings, the recordings of closed meetings should not be used by Board members to confirm
or dispute the accuracy of recollections.

Quorumand Participation by Audiord/ideo Means

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

Provided a quorum is physically present, a Board member may attend a meeting by video or audio
conference if he or she is prevented from physically attending because of: (1) personal iliness or
disability, (2) employment or District business, or (3) a family or other emergency. If a member
wishes to attend a meeting by video or audio means, he onstienotify the recording secretary or
Superintendent at least 24 hours before the meeting unless advance notice is imprabical.
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recording secretary or Superintendenwill inform the Board Presidenand make appropriate
arrangements A Board membewho attends a meeting by audio or video means, as provided in this
policy, mayparticipate in all aspects of the Board meeting including voting on any item.

Rules of Order

Unless State law or Boawatlopted rules apply, the Board President, as the pregitfingr, will use
Robertés Rul es o f (10 Editien), as awde Wwhen aRjaestiorsagisees concerning
procedure.

Broadcasting and Recording Board Meetings

Any person may record or broadcast an open Board meeting. Special requestddtefacitirdng
or broadcashg an openBoard meetingsuch as seating, writing surfaces, lighting, and access to
electrical power, should be directed to the Superintendent at least 24 hours before the meeting.

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

LEGAL REF.: 5ILCS 120/2a, 120/2.02, 120/2.05, and 120/2.06.
105 ILCS 5/166, 5/107, 5/1612, and 5/1€1.6.
Prosser v. Village of Fox Lakd38 N.E.2d 134 (1982).

CROSS REF.: 2:200 (Types of5chool Board Meetings), 2:210 (Organizational School Board
Meeting), 2:230 (Public Participation at School Board Meetings and Petitions to
the Board)

ADOPTED: NOVEMBER 10, 2008
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School Board

Exhibit - Board Treatment of Closed Meeting Verbatim Records and Minutes

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

Actor Action

Before any Board meeting| Arranges to have an audio recording device witiheesecording

tapes and a baalp audio recording device in the Board meeting
room during every Board meeting regardless of whether a close
meeting is scheduled.

Superintendent or designe

The Board may close a portion of a public meeting without
notice; it cannot, howevehave a closed meeting unless it ¢
record the session.

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

Board President or
presiding officer

Before a closed meeting: | Immediately before a closed meeting, tests and activates the au

Superintendent or Board recording device.

Secretary

During a closed meeting: | Convenes the closed meeting stating:

Board President or Seeing a quorum of the Board of Education gathered today|
presiding officer dat e, at _ _ _o0ob6cl ock, at
a closed meeting in order to confidentially discuss 1 call the
meeting to order. In order to record who is present, | reg
that each individual state his or her name and position witl
District.

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

The failureto immediately call a person eaf-order who strays
from the purposes included in the motion may result in
appearance of acquiescence. This responsibility to call a p
out-of-order falls on each Board member in the event of
President 6s failure

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

After a closed meeting: Takes possession of the audio recording of the closed meeting
labels it withidentification information, specifically the date and

Superintendent or Board
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Actor

Action

Secretary

items discussed.

Adds the identification information contained on the audio
recordingbés | abel to a cumul

As soon as possible, puts the recording of the closetimgan the
previously identified secure location for storing recordings of clg
meetings.

Prepares written closed meeting minutes that include:

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

e The Board members present and absent

¢ A summary of discussioon all matters proposed or
discussed

e The time the closed meeting was adjourned

After a closed meeting:
School Board

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

In preparation for the semi
annual review:

Superintendent atesignee

Prepares a recommendation concerning the continued need for
confidential treatment of closed meeting minutes; includes this
recommendation in the packet for the meeting in which the Boa
will conduct its semannual review.

This step is in prepaat i on of t he Boa
whether the need for confidential treatment of specific clq
meeting minutes continues to exist.

If the Board wants to discuss closed meeting minutes in closed
session, pl aces Arevi ewnaft es
closed meeting agenda.

P
mi

of Boar dods
subsequent

aces fNresul t
nuteso on a

re
ope

In preparation for the semi
annual review:

Individual School Board
members

Before the meetings in which the&rd will conduct its serrannual
review, examines the material supplied by the Superintendent.

Individual Board members should consider: (1) the
Superintendentdéds recommenda
the attorney representing the District, (3)otBes ar d me
opinions, (4) the minutes themselves, and/or (5) whether the
minutes would be exempted from public disclosure under the|
lllinois Freedom of Information Act.

During the semannual
review:

School Board

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

The Board may have an earlier meeting in closed sessi
discuss the continued need for confidential treatment.

During the semannual review, the Board dees in oper]
session whether: (1) the need for confidentiality still exists ¢
all or part of closed meeting minutes, or (2) the minute
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Actor Action

portions thereof no longer require confidential treatment an
available for public inspection.

After the semannual Relabels and rdiles closed meeting minutes as appropriate.
review:

Superintendent or designe

Monthly, beginningJuly |Adds fAdestruction of closed
2005: item to an upcoming open meeting.

Board President

Monthly, beginning July | Approves the destruction of particular closed meeting recording
2005: that are at least 18 months old and for which approved minutes
School Board the closed meeting already exist.
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Exhibit - Motion to Adjourn to Closed Meeting
Motion to Adjourn to Closed Meeting
Date; Time;
Location;
A motion was made by , and seconded by

, to adjourn torokestanly to discuss:

A The appointment, employment, compensation, discipline, performance, or dismissal of specific employees of the
District or legal counsel for the District, including hearing testimony on a complaint lodged against an employee
or againsteégal counsel for the District to determine its validity. 5ILCS 120/2(c)(1).

A Collective negotiating matters between the District and its employees or their representatives, or deliberations
concerning salary schedules for one or more classes of empl&y#a5S 120/2(c)(2).
A The selection of a person to fill a public office, including a vacancy in a public office, when the District is given

power to appoint under law or ordinance, or the discipline, performance or removal of the occupant of a public
office, when the District is given power to remove the occupant under law or ordinance. 5 ILCS 120/2(c)(3).
A Evidence or testimony presented in open hearing, or in closed hearing where authorized by law, to a quasi
adjudicative body, as defined in the Open Nregt Act, provided that the body prepares and makes available for
public inspection a written decision with its determinative reasoning. 5 ILCS 120/2(c)(4).
The purchase or lease of real property for the use of the District, including meetings hekl forgbse of
discussing whether a particular parcel should be acquired. 5 ILCS 120/2(c)(5).
The setting of a price for sale or lease of property owned by the Distric€35120/2(c)(6).
The sale or purchase of securities, investments, or investmeraaten 5 ILCS 120/2(c)(7).

p=

I >t >

potential danger to the safety of employees, students, staff, the public, or public prége@p 120/2(c)(8)

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

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

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

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

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

Discussion of minutes of meetingsmally closed, whether for purposes of approval by the body of the minutes

or semiannual review of the minutes as mandated by Section 2.06. 5 ILCS 120/2(c)(21).

Closed Meeting Roll Call:
fYea fiNaysd

b > >

p=1

>

>

Motion: [ ] Carried [ _] Failed

Security procedures and the use of personnel and equipment to respond to an actual, a threatened, or a reasonably
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Exhibit - Closed Meeting Minutes

Closed Meeting Minutes

Date; Time;

Location:

Name of persq(s) takingand recordinghe minutes:

Name of person presiding:

Membersn attendance Members absent:
1. 1.
2. 2.
3. 3.
4,
5.
6.
7.

Summary of the discussion on all matters:

Time of adjournment or return to open meeting:

The School Board, during its seamnual review of closed session minutes, has decided
minutes no longer need confidential treatment.

[ ] These minutes are available for public inspection as of:

(Date)
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Exhibit - Open Meeting Minutes

Meeting Minutes Protocol

1.

9.

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

The minutesonly include informaton provided at the meetingnformationmaynot be corrected
or updatedn the minutes unlessvtas discussed at the meeting.

Mi nutes include a summary of the Boardds di
state what is said verbati The minutes do not repeat the same point made by different
individuals. If appropriate, the minutes include a brief background and an explardititne
circumstances surrouimd)y an issue discussedThe minutes do not includéhe names of
members makg speific points during discussionRequests from individual Board members to
include their vee or an opinion are handledcacding to Board policy 2:220chool Board
Meeting Procedure.

The minutes includ¢he topicof reportsthat are made tthe Baard includingreportsfrom the
Superintendent or a Board committe®Vritten reports are filed with the minutésit do not
become part of the minutes

The minutes note xen a member is not present for the entire meeting due to late arrival and/or
early de@rture

Although items may be considered by the Boarddliffarentorderthanappeared on the agenda,
items in the minutes argenerallyrecorded in the same order as they appeared on the agenda.
When a meeting is reconvened on a different date, thetesirmust describe what happened on
each meeting date.

The minutes should be recorded in an objective but positive/constructive forsvers and
explanations, rather than questions, are record#dting style including choice of words and
sentence sticture is at the discretion of the individual recording the minutes.

The minutes include individual sd names who
segment as well as the topics they addreégbwritten documents presented at a Board meeting
are filed with the minutelut do not become part of the minutes

The followingtemplate generally governs meeting minutes.

Open Meeting Minutes

Date: Time;

Location:

Type of meeting: [_] Regular [_] Special [ ] Reconvened or rescheduled_] Emergency

Name of person taking the minutes:

Name of person presiding:
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Memberdn attendance Members absent:
1 1
2 2
3 3
4
5
6
7

Approval of Agenda
List any items removed from the consent agenda:

Motion made by:

Motion: [] To approve
[ ] To add items as followgNo action may be taken on new agenda itgms

Motion seconded by:
Action: [ ]Passed [ ]Failed
Approval of Previous MeetingMinutes (Needed only if this item is not on the consent agenda.)

Minutes from the Board meeting held on:

Motion made §:

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

Motion seconded by:
Action: [ ] Passd [ ] Failed

Approval of Items on Consent AgenddDelete ifthe Board does not use @nsentagenda)
Summary of discussion:

Motion to approve the consent agenda made by:

Motion seconded by:

Roll Call: (Needed when consent agenda containsteminvolving the expenditure ofioney)

fivea® fiNay

Action: [ ]Passed [ ] Failed
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Public Comments(Reproduce this section for each individual nmgka commeny.
The following individual appeared and commentecthe topic notetielow: (Include the title oiny
documents presented to the Baard

Name:

Topic:
Remaining Agenda Items(Reproduce thisectionfor each agenda itefn

Agenda iem
Summary of discussion:

Motion made by:

Motion to:
Motion seconded by:

Action: [ ]Passed [ ]Failed
(If aroll call vote ocairred, record the vat of individual Bard member3
fivea fiNay

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

Approval of Motion to Adjourn

Motion to adjourn made by:

Motion seconded by:
Action: [ ]Passed [ ] Failed

Time of adjournment:

PostMeeting Action

Date minutes approved:

Date minutes were available for public inspection

Date minutes were posted on District wehsite
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Exhibit - Semi-Annual Review of Closed Meeting Minutes

Logging and Review Process

Step 1.The Board Secretary or Recording Secretary maintains a log of the closed meeting minutes
that ae unavailable for public inspection. The meeting minutes are logged according to the
reason the Board held the closed meeting. 2E220.0g of Closed Meeting Minutes

Step 2.The Board meets in closed session to review the log of unreleased closed meeting. minute
The Board or Recording Secretary brings a copy of all unreleased closed meeting minutes
and, if requested, allows Board members to review the actual minutes. The Board identifies
which closed meeting minutes or portions thereof no longer need cdrdidezatment. Use
Repot Fol | owi ng 4Arimeal Réview ofCldsed Meeting Minytesiow.

Step 3.At least semiannually in an open meeting, the Board takes action to release for public
inspection those minutes, or portions thereof, no longer needimfglential treatment. Use
Action to Acceptbelow. Closed meeting minutes will not be released for public inspection if
confidential treatment is needed to protect the public interest or the privacy of an individual,
including: (1) student disciplingrcases or other matters relating to an individual student,
and (2) personnel files and employeesd and

Step 4.The Board or Recording Secretary: (1) updates the log of unreleased closed meeting minutes
to remove any minutes dh the Board made available for public inspection; (2) makes a
notation on any applicable closed meeting
portion of it for public inspection; and (3) continues to log new closed meeting minutes that
the Boad has not released for public inspection. 2:EBQLog of Closed Meeting Minutes

Repor't Fol | owi nAnnual RexiewBob GlosadliéetingBirutas

The School Board met on in closed session to conduct-aaragahireview
of closedmeetingminutes that have not bereleased for public inspection.

The closedmeeting minutes or portions theregffrom the following dates no longer require
confidential treatmen{insertclosed meetingates)

The need for confideiality still exists as to all remaining closedeetingminutesto protect an
individual 6s privacy or the Districtds interes

Acti on t o Ac c e pAnnud ReeiewBioCioosed MeetingsMimates

Open meeting date:
Motion to approve thd3 0 a r sendiannual review of unreleased closed meeting minutes an
release for public inspectiothose minutes, or portions thereof, that the Board identified as
longer needing confidential treatmenade by:

Motion seconded by:
Action: [ ]Passed [ ] Failed
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Board of Education

Public Participation at Board of Education Meetings and Petitions to the Board

At each regular and special open meeting, the members of the public and District employees may
commenwon or ask questions of the Board, subject to reasonable constraints.

The individuals appearing before the Board are expected to follow these guidelines:

1. Address the Board only at the appropriate time as indicated on the agenda and when
recognized by thBoard President.

2. Identify him or herself and be brief. Ordinarily, such comments shall be limited to 5 minutes.
In unusual circumstances, and when the person has given advance notice of the need to speak
for a longer period of time, such person may benadtbto speak for more than 5 minutes.

3. The Board President may shorten or | engther
may also deny the opportunity to speak to a person who has previously addressed the Board
on the same subject within the pasnonths.

4. The Board President shall have the authority to determine procedural matters regarding
public participation not otherwise defined in Board of Education policy.

Any petition directed to the Board of Education shall be delivered to the BoaEtluafation
Secretary, who shall inform all Board of Education members at the next regularly scheduled Board of
Education meeting.

Individual Board of Education members should refrain from signing or accepting petitions in order to
maintain an objective vigmoint when considering any action requested by way of a petition.

LEGAL REF.: 105 ILCS 5/166 and 5/1€16.
CROSS REF.: 2:220

ADOPTED: AUGUST 27, 1998



Marengo Community High School District 154 2:240
Pagel of 2

School Board

Board Policy Development

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

Policy Development

Anyone may propas new policies, changes to existing policies, or elimination of existing policies.
Staff suggestions should be processed through the Superintendent. Suggestions from all others should
be made to the Board President or the Superintendent.

A Board Policy Canmittee will consider all policy suggestions, and provide information and
recommendations to the Board.

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

Policy Adoption and Dissemination

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

adopted policies on the same topic.

The School Board policies are available for p
regular office hours. Copy requests should be made pursuant to Board policy 2c288s to
Di st r iblic Rezads P u

Board Policy Review and Monitoring

The School Board will periodically review its policies for relevancy, monitor its policies for
effectiveness, and consider whether any modifications are required. The Board may use an annual
policy review aad monitoring calendar.

Superintendent Implementation

The Board will support any reasonable interpretation of School Board policy made by the
Superintendent. If reasonable minds differ, the Board will review the applicable policy and consider
the need fofurther clarification.

In the absence of School Board policy, the Superintendent is authorized to take appropriate action.
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Suspension of Policies

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

LEGAL REF.: 105 ILCS 5/1€20.5.

CROSS REF.: 2:150 (Committees), 2:250 (A@kcess to L
(Superintendent)

ADOPTED: NOVEMBER 27, 2006
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Access to District Public Records

Ful |l acces s publeretohdgs avilakld ta anycpergon as provided in the Illinois
Freedom of Information Act (FOIA), this policy, andptementing procedures.

Freedom of Information Officer

The Superintendent shall serve as the District
the duties and powers of that office as provided in FOIA and this policy. The Superintendent may
delggate these duties and powers to one or more designees but the delegation shall not relieve the
Superintendent of the responsibility for the action that was delegated. The Superintendent or
designee(s) shall report any FOIA requests and the status ofghe Dii ct 6 s response t
each regular Board meeting.

Definition

The Di publicrecortséresdefined as records, reports, forms, writings, letters, memoranda,
books, papers, maps, photographs, microfilms, cards, tapes, recordings, €lelettaprocessing

records, electronic communications, recorded information and all other documentary materials
pertaining to the transaction of public business, regardless of physical form or characteristics, having
been prepared by or for, or having beerbeing used by, received by, in the possession of, or under
the control of the School District.

Requesting Records

A request for inspection and/or copies of public records must be made in writing and may be

submitted by personal delivery, mail, telefaxxy e mai | directed to the Di:s
Information Officer. Individuals making a request are not required to state a reason for the request
other than to identify when the request is for a commercial purpose or when requesting a fee waiver.
Allrequests for inspection and copying shall i mme
Information Officer or designee.

Responding to Requests

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

1. The requestechaterial does not exist;

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

3. Complying with the request would be unduly burdensome.

Within 5 business days after receipt of a request for accesautdia igcord, the Freedom of
Information Officer shall comply with or deny the request, unless the time for response is extended
asspecified in Section 3 of FOIA. The Freedom of Information Officer may extend the time for a
response for up to 5 businessyd from the original due date. If an extension is needed, the Freedom
of Information Officer shall: (1) notify the person making the request of the reason for the delay, and
(2) either inform the person of the date on which a response will be made emnsilrére person in
writing on a compliance period.

When responding to a request for a record containing both exempt assderapt material, the
Freedom of Information Officer shall redact exempt material from the record before complying with
the requst.
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Copying Fees

Persons making a request for copies of public records must pay any applicable copying fee. The
Freedom of I nformation Officer shall, as neede
approval. Copying fees, except when fixmdstatute, are reasonably calculated to reimburse the
Districtdés actual cost for reproducing and cer
its equipment to copy records. No fees shall be charged for the first 50 pages of black gnd white

letter

or legal sized copies. No fee shall be charged for electronic copies other than the actual cost of the

recording medium.

Access

The inspection and copying of a public record that is the subject of an approved access request is
permitted atthe Bit ri ct 6s admini strative office during
arrangements are made by the Freedom of Information Officer.

Many public records are i mmediately availabl e
to, a descriptiof the District and the methods for requesting a public record.

Preserving Public Records

Public records, including email messages, shall be preserved and cataloged if: (1) they are evidence
of

the Districtds or gani z a toiactrites, (2)utheycortam mformationali c i e
data appropriate for preservation, (3) their retention is required by State or federal law, or (4) they
are

subject to a retention request by the Board Attorney (e.g. a litigation hold), District auditihreior o
individual authorized by the School Board or State or federal law to make such a rexjuekss

its retention is required as described in items numbered 3 or 4 above, a public record, as defined by
the lllinois Local Records Act, may be destroydten authorized by the Local Records

Commission.

LEGAL REF.: 5ILCS 140/, lllinois Freedom of Information Act.
105 ILCS 5/1616.
820 ILCS 130/5.

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

ADOPTED: FEBRUARY 8, 2010
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Administrative Procedure - Access to and Copying of District Public Records

Actor Action

School Board Appoints, or designates the Superintendent to appoint, a Freedom
Information Officer to perform the des of that office as specified in

the Freedom of Information Act (FOIA) and is responsible for mana
the Districtdéds compliance with

Determines from tim¢o-time by Board resolution:

1. Copying fees that are reasonably calculated to reimburse ttreeD
for the actual costs of reproducing and certifying the records.

2. The amount by which copy fees will be reduced if the person
making the request states a specific purpose for the request thé
the public interest (5 ILCS 140/6). A request ishiagublic
interestif its purpose is to access and disseminate information
regarding the health, safety and welfare, or the legal rights of th
general public, and is not for the principal purpose of personal ¢
commercial benefit. In setting the reductitime Board may
consider the amount of materials requested and the cost of cop
them.

Monitors full compliance with FOIA and Board policy 2:2%;cess tg
District Public Records
Budgets sufficient resources to enable full compliance with FOIA.

Receive the report from the Superintendent during regular meeting
concerning each FOIA request a
105 ILCS 5/1616.

Freedom of Manages FOIA compliance

Information Officer Manages the District 6@1l40bamg! i a
performs the following duties as specified in FOIA, 5 ILCS 140/3.5:

1. Receives FOIA requests, ensures that the District responds to
requests in a timely fashion, and issues responses under FOIA|

2. Develops a list of documents or categories obres that will be
immediately disclosed upon request. See 2R280mmediately
Available Public Records.

3. Upon receiving a request for a public record, (a) notes the date
District receives the written request; (b) computes the day on w
the period ér response will expire and makes a notation of that ¢
on the written request; (¢) maintains an electronic or paper cop)
written request, including all documents submitted with the reqy
until the request has been complied with or denied; anct¢d}es al
file for the retention of the original request, a copy of the respor]
a record of written communications with the requester, and a cg
of other communications.

Identifies other staff members to assist with FOIA compliance and
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Actor

Action

delegates spdit responsibilities to them. These individuals may
include the information technology specialist and department head

Informs and/or trains staff members concerning their respective
responsibilities regarding FOIA. This includes explaining the
requiremat that all FOIA requests must be immediately forwarded t
the Freedom of Information Officer including those that are receive(
email.

Training requirements prior to July 1, 2010

Successfully completes the training program administered by the P
Access Counselor in the Attorn

Training requirements after July 1, 2010

Successfully completes the annual training program developed by {
Public Access Counselor in the
appointed Freedom of Infoiation Officer must successfully complete
the training program within 30 days after assuming the position.

Posting and availability requirements

Prominently displays at each administrative office and school, and
on the District website, if any, thellowing: (1) a brief description of

the District, and (2) the methods for requesting information and Dis
public records, directory information listing the Freedom of Informat
officer and where requests for public records should be directed, ar
anyfees. 5 ILCS 140/4. This information must be copied and mailed
requestedid.

Maintains and makes available for inspection and copying a reasor
current Iist of all types or ¢
control. 5 ILCS 140/5. The follging list contains both exempt and o
exempt records:

Board governance
Includes: Board meeting calendar and notices, Board meeti
agendas and minutes, Board policy
Fiscal and business management
Includes: levy resolution and certificate of tax leaydit, line
item budget, grant documents, account statements, accounts pi
list, contracts, legal notices, bidding specifications, requests for
proposals
Personnel
Includes: employee contact information, salary schedules, s
handbook, collectivedrgaining agreements, personnel file mater
Students and instruction
Includes: accountability documents, calendars, student
handbooks, learning outcomes, student school records

Copying fees
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Actor

Action

Recommends a copying fee schedule to the Board fromttistime as
appropriate that complies with 5 ILCS 140/6, including the following

1. The copying fee, except when it is otherwise fixed by statute, m
be reasonably calcul ated to
reproducing and certifying public recordsd for the use, by any
person, of its equipment to copy records. The costs of any sear
and review of the records or other personnel costs associated V
reproducing the records are not included in the fee calculation.

2. Statutory fees applicable toies of public records when furnishq
in a paper format are not applicable to those records when furn
in an electronic format.

3. No fee is charged for the first 50 pages of black and white, lette
legal sized copies furnished to a requester.

4. The fee for black and white, letter or legal sized copies shall not
exceed 15 cents per page.

5. If the District provides copies in color or in a size other than lettg
or legal, the fee may not be more than its actual cost for reprod
the records.

Manages adh collects the copying fees described above.

Response

Complies with or denies a request for inspection or copying within §
business days of receiving a records request, unless the time for
response is extended. 5 ILCS 140/3. Makes decisions whether to
conply or deny the request according to Board policy 2:2&@ess to
District Public Records

Redacts any and all exempt portion(s) of requested records contair]
both exempt and neexempt material and releases the remaining
material. 5 ILCS 140/7. Revidng past responses to FOIA requests V|
promote uniform treatment of requests for similar records.

Complies with the Personnel Record Review Act concerning a requ
for a disciplinary report, letter of reprimand, or other disciplinary act
Does not povide any of these documents that is more than 4 years
Provides the employee with written notice on or before the day any
document is released, unless notice is not required under the Pers(
Record Review Act. 5 ILCS 140/7.5(q); 820 ILCS 48fd 40/8.

Extension of time

Identifies the need to extend the time for a response for any of the
reasons stated in 5 ILCS 140/3(e)if), quoted below:

(i)  the requested records are stored in whole or in part at other
locations than the office having chamgfethe requested records

(i) the request requires the collection of a substantial number ¢
specified records;

(iii) the request is couched in categorical terms and requires an
extensive search for the records responsive to it;
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Actor

Action

(iv) the requested records have naémécated in the course of
routine search and additional efforts are being made to locatg
them;

(v) the requested records require examination and evaluation by
personnel having the necessary competence and discretion
determine if they are exempt from clissure under Section 7 of
FOIA or should be revealed only with appropriate deletions;

(vi) the request for records cannot be complied with by the publ
body within the time limits prescribed by paragraph (c) of
Section 3 of FOIA without unduly burdeningiaterfering with
the operations of the public body; or

(vii) there is a need for consultation, which shall be conducted w
all practicable speed, with another public body or among two
more components of a public body having a substantial interg
in the deermination or in the subject matter of the request.

Performs one of the following actions within 5 business days after
receipt of the request:

1. Notifies the person making the request that the District is exten
its time for response for no longer thauibusiness days from the
original due date, and identifies the reason for the delay and thg
on which a response will be made. 5 ILCS 140/3(e) and (f).

2. Confers with the person making the request in an attempt to red
an agreement on an extended caamle date. The agreement mu
be in writing. 5 ILCS 140/3(e).

Unduly burdensome requests

Confers with the person making an unduly burdensome request in {
attempt to reduce the request to manageable proportions. A reques
be unduly burdensome duerfo e x amp | e, to the
Explains to the requester in writing when a request continues to be
unduly burdensome specifying the reason why the request is undul
burdensome.

Requests for commercial purposes

Handles requests for commercial purmaecording to 5 ILCS 140/3.1
Commercial purposes defined in 5 ILCS 140/2{t0) as:

[T]he use of any part of a public record or records, or
information derived from public records, in any form for sale,
resale, or solicitation or advertisement for saleservices. For
purposes of this definition, requests made by news media and
non-profit, scientific, or academic organizations shall not be
considered to be made focammercial purposehen the
principal purpose of the request is (i) to access andmissite
information concerning news and current or passing events, (ii)
for articles of opinion or features of interest to the public, or
(iii) for the purpose of academic, scientific, or public research
or education.
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Actor

Action

Responds to a request for recordsdaibed for a commercial purpose
within 21 working days after receipt. The response must be one of {
following: (a) provide an estimate of the time required by the Distric
provide the records and an estimate of the fees, which the requestg
be reqired to pay in full before copying the requested documents, (
deny the request pursuant to one or more of the exemptions, (c) ng
the requester that the request is unduly burdensome and extend an
opportunity to attempt to reduce the request to matdgeroportions,
or (d) provide the records requested.

Complies with a request, unless the records are exempt from disclq
within a reasonable period considering the size and complexity of tl
request, and giving priority to records requested forcmnmercial
purposes.

Denying a request

Complies with 5 ILCS 140/9 by:

1. Providing the requester with a written response containing: (a)
reasons for the denial, including a detailed factual basis for the
application of any exemption claimed, (b) the naares titles or
positions of each person responsible for the denial, and (c)
information about his or her right to review by the Public Accesg
Counselor (include the address and phone number for the Publ
Access Counselor), and to judicial review undetGS 140/11.

2. Specifying the exemption claimed to authorize the denial and th
specific reasons for the denial, including a detailed factual basis
a citation to supporting legal authority when the denial is based
the grounds that the records are egeonder 5 ILCS 140/7.

3. Provides written notice to the requester and the Public Access
Counselor, within the time periods provided for responding to a
request, of the Districtos i
part under Section 7(1)(c) (persoird@brmation) or Section 7(1)(f)
(preliminary drafts, notes, recommendations, memoranda. and
records in which opinions are expressed, or policies or actions
formulated). Includes in this notice: (a) a copy of the request, (b
Di st r i ceddesponse, and (@) a detailed summary of the
Districtés basis for assert:.

Retains copies of all notices of denial in a single central office file tf
is open to the public and indexed according to the type of exemptio|
asserted and, to the extent feasible, according to the types of recor|
requested. 5 ILCS 140/9.1.

Consults with the Board Attorney

Consults with the Board Attorney:

1. As necessary for legal advice concerning compliance with FOIA
and responses to specifieguests.

2. For legal advice when communicating with or upon receiving
communications from the office of the Illinois Attorney General ¢
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Public Access Counselor.

LEGAL REF.: 5 ILCS 140/, Freedom of Information Act.

kkkkkkhkkkkkkkhkkkkkhkkkkkkhkhkkkkkkkkkkkhkhkkkkk kkkkkkkkkkkkkkkkhkhkkkkkkkhkkkkkkk

Text from P.A. 96-542 containing some of the more utilized FOIA exemptions

Section 7. Exemptions (5 ILCS 140/7)

1)

When a request is made to inspect or copy a public record that contains information that is exempt from

disclosire under this Section, but also contains information that is not exempt from disclosure, the public
body may elect to redact the information that is exempt. The public body shall make the remaining
information available for inspection and copying. Subjecdhis requirement, the following shall be exempt
from inspection and copying:

(@)
(b)
(©)

(d)

(f)

Information specifically prohibited from disclosure by federal or State law or rules and regulations
implementing federal or State law.

Private information, unless disclosuis required by another provision of this Act, a State or federal
law or a court order.

Personal information contained within public records, the disclosure of which would constitute a
clearly unwarranted invasion of personal privacy, unless the disel@saonsented to in writing by the
individual subjects of the information. "Unwarranted invasion of personal privacy" means the
disclosure of information that is highly personal or objectionable to a reasonable person and in which
t he s ubj eptivady sutweighg dny legitimate public interest in obtaining the information. The
disclosure of information that bears on the public duties of public employees and officials shall not be
considered an invasion of personal privacy.

Records in the possessi of any public body created in the course of administrative enforcement
proceedings, and any law enforcement or correctional agency for law enforcement purposes, but only to
the extent that disclosure would:

0] interfere with pending or actually and reaably contemplated law enforcement proceedings
conducted by any law enforcement or correctional agency that is the recipient of the request;

(i) interfere with active administrative enforcement proceedings conducted by the public body
that is the recipient dhe request;

(i) create a substantial likelihood that a person will be deprived of a fair trial or an impartial
hearing;

(iv) unavoidably disclose the identity of a confidential source, confidential information furnished
only by the confidential source, or persamho file complaints with or provide information to
administrative, investigative, law enforcement, or penal agencies; except that the identities of
witnesses to traffic accidents, traffic accident reports, and rescue reports shall be provided by
agencief local government, except when disclosure would interfere with an active criminal
investigation conducted by the agency that is the recipient of the request;

(v) disclose unique or specialized investigative techniques other than those generally used and
known or disclose internal documents of correctional agencies related to detection,
observation or investigation of incidents of crime or misconduct, and disclosure would result
in demonstrable harm to the agency or public body that is the recipient efjtiest;

(vi) endanger the life or physical safety of law enforcement personnel or any other person; or

(vii) obstruct an ongoing criminal investigation by the agency that is the recipient of the request.

*kk

Preliminary drafts, notes, recommendations, memorandao#ref records in which opinions are

expressed, or policies or actions are formulated, except that a specific record or relevant portion of a
record shall not be exempt when the record is publicly cited and identified by the head of the public
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o
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body. The exmption provided in this paragraph (f) extends to all those records of officers and agencies

of the General Assembly that pertain to the preparation of legislative documents.

Trade secrets and commercial or financial information obtained from a persosioeds where the

trade secrets or commercial or financial information are furnished under a claim that they are

proprietary, privileged or confidential, and that disclosure of the trade secrets or commercial or

financial information would cause compet@iharm to the person or business, and only insofar as the

claim directly applies to the records requested.

(i)  All trade secrets and commercial or financial information obtained by a public body, including

a public pension fund, from a private equity fund oprévately held company within the
investment portfolio of a private equity fund as a result of either investing or evaluating a
potential investment of public funds in a private equity fund. The exemption contained in this
item does not apply to the aggege financial performance information of a private equity
fund, nor to the identity of the fundbs man
in this item does not apply to the identity of a privately held company within the investment
portfolio of a private equity fund, unless the disclosure of the identity of a privately held
company may cause competitive harm.

Nothing contained in this paragraph (g) shall be construed to prevent a person or business from
consenting to disclosure.

Proposals ah bids for any contract, grant, or agreement, including information which if it were
disclosed would frustrate procurement or give an advantage to any person proposing to enter into a
contractor agreement with the body, until an award or final selectimade. Information prepared by
or for the body in preparation of a bid solicitation shall be exempt until an award or final selection is
made.
Valuable formulae, computer geographic systems, designs, drawings and research data obtained or
produced by anpublic body when disclosure could reasonably be expected to produce private gain or
public loss. The exemption for "computer geographic systems" provided in this paragraph (i) does not
extend to requests made by news media as defined in Section 2 ofcthishén the requested
information is not otherwise exempt and the only purpose of the request is to access and disseminate
information regarding the health, safety, welfare, or legal rights of the general public.
The following information pertaining to edational matters:
(i)  test questions, scoring keys and other examination data used to administer an academic
examination;
(i)  information received by a primary or secondary school, college, or university under its
procedures for the evaluation of faculty membmrsheir academic peers;
(i) information concerning a school or universi
only to the extent that disclosure would unavoidably reveal the identity of the student; and
(iv)  course materials or research materiaksduby faculty members.
Architectsd plans, engineers6 technical submiss
for projects not constructed or developed in whole or in part with public funds and the same for
projects constructed or deveked with public funds, including but not limited to power generating and
distribution stations and other transmission and distribution facilities, water treatment facilities, airport
facilities, sport stadiums, convention centers, and all government owpedated, or occupied
buildings, but only to the extent that disclosure would compromise security.
Minutes of meetings of public bodies closed to the public as provided in the Open Meetings Act until
the public body makes the minutes available to thdipuimder Section 2.06 of the Open Meetings
Act.

(m) Communications between a public body and an attorney or auditor representing the public body that

(n)

would not be subject to discovery in litigation, and materials prepared or compiled by or for a public
body in anticipation of a criminal, civil or administrative proceeding upon the request of an attorney
advising the public body, and materials prepared or compiled with respect to internal audits of public
bodies.

Records relating t o omof pnployee grievanced prodésciplanaty aasks; c a t
however, this exemption shall not extend to the final outcome of cases in which discipline is imposed.
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(o) Administrative or technical information associated with automated data processing operations,
including but not limited to software, operating protocols, computer program abstracts, file layouts,
source listings, object modules, load modules, user guides, documentation pertaining to all logical and
physical design of computerized systems, employee manaiads,any other information that, if
disclosed, would jeopardize the security of the system or its data or the security of materials exempt
under this Section.

(p) Records relating to collective negotiating matters between public bodies and their employees or
representatives, except that any final contract or agreement shall be subject to inspection and copying.

(q) Test questions, scoring keys, and other examination data used to determine the qualifications of an
applicant for a license or employment.

(n The records documents and information relating to real estate purchase negotiations until those
negotiations have been completed or otherwise terminated. With regard to a parcel involved in a
pending or actually and reasonably contemplated eminent domain proceedieg the Eminent
Domain Act, records, documents and information relating to that parcel shall be exempt except as may
be allowed under discovery rules adopted by the lllinois Supreme Court. The records, documents and
information relating to a real estatale shall be exempt until a sale is consummated.

(s) Any and all proprietary information and records related to the operation of an intergovernmental risk
management association or self insurance pool or jointly self administered health and accident
cooperave or pool. Insurance or self insurance (including any intergovernmental risk management
association or self insurance pool) claims, loss or risk management information, records, data, advice or
communications.

*k%

(v) Vulnerability assessments, security m@@s, and response policies or plans that are designed to
identify, prevent, or respond to potenti al atta
or installations, the destruction or contamination of which would constitute a clear aedtmtanger
to the health or safety of the community, but only to the extent that disclosure could reasonably be
expected to jeopardize the effectiveness of the measures or the safety of the personnel who implement
them or the public. Information exemptder this item may include such things as details pertaining to
the mobilization or deployment of personnel or equipment, to the operation of communication systems
or protocols, or to tactical operations.

(x) Maps and other records regarding the location ouréty of generation, transmission, distribution,
storage, gathering, treatment, or switching facilities owned by a utility, by a power generator, or by the
lllinois Power Agency.

(y) Information contained in or related to proposals, bids, or negotiatioagedeto electric power
procurement under Section 1.75 of the lIllinois Power Agency Act and Section 16.111.5 of the Public
Utilities Act that is determined to be confidential and proprietary by the lIllinois Power Agency or by
the Illinois Commerce Commissio

*kk

Section 7.5. Statutory Exemptions (5 ILCS 140/7.5)
To the extent provided for by the statutes referenced below, the following shall be exempt from inspection and copying:

*kk

(b) Library circulation and order records identifying library users with §ipanaterials under the Library
Records Confidentiality Act.

*kk

(h) Information the disclosure of which is exempted under the State Officials and Employees Ethics Act,
and records of any |l awfully created eSkemptédcreated | oc a
or obtained by an Executive Inspector General ds o

*kk
(a) Information prohibited from being disclosed by the Personnel Records Review Act.

n Information prohibited from being disclosed by the lllinois School StudentrBgdat.

*%
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School Board

Exhibit - Written Request for District Public Records

All requests to inspect and/or to obtain a copy of a District record must be made in writing. This form

Pagel of 1

is provided for convenience its use is not required. Please submitrak quest s t o t he

Freedom of Information OfficeiCopying fees, if any, must be paid before copies will be provided.

TheFreedom of Information Officer can give you an estimate of the copying fees, if any.

Name of individual(s) requesting ikt records

Email address

Address

Telephone number

City State Zip

Date of request

[ ] Please check if this request of records is being made for a commercial purpose. Section 2 of the
Freedom of Information Act stateiiCommercial purposeneans the use of any part of a public record or
records, or information derived from public records, in any form for sale, resale, or solicitation or advertisement
for sales or services. For purposes of this definition, requests byatwvs media and neprofit, scientific, or
academic organizations shall not be considered to be made for a "commercial purpose” when the principal
purpose of the request is (i) to access and disseminate information concerning news and current or passing

events, (ii) for articles of opinion or features of interest to the public, or (iii) for the purpose of academic,

scientific, or public research or educatidection 3.1 statesi I t i s a
knowingly obtain a public rexd for a commercial purpose without disclosing that it is for a commercial

purpose, if requested to do

so by the

vi ol ation of

publ i c

t

[ ] Please check if a fee waiver or reduction is being requested. Section 6 of the Freedom of

Information Act stads:iDocuments shall

be furnished

without

ch

by the public body, if the person requesting the documents states the specific purpose for the request and
indicates that a waiver or reduction of the fee is in theipuflerest. Waiver or reduction of the fee is in the
public interest if the principal purpose of the request is to access and disseminate information regarding the
health, safety and welfare or the legal rights of the general public and is not fonttipgbpurpose of personal

or commerci al benefit. o

Please indicate your reason for requesting a fee waiver:

Check if you are requesting:

Record description Please be specific

Electronic Copy

Inspection

Copy

body. 0o
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School Board

Exhibit - Immediately Available Public Records

[ For use by Districtos
The following public
being i mmediately

records

t hat have websites

ar e

onl vy

designated
a v a itel andbnhay be inspectedy dowrllbaded, printedt 6 s

and/or copied. Any asterisked public record is immediately available for inspection or copying upon

request at t he Distric

t 0s admini strative

of f

applicable fee are paid. Records without an asterisk will be provided within 5 business days as
allowed by the Freedom of Information Act, provided any applicable fees are paid.

Web-posted records and information

Web-posting statutory reference and
special instructions

*Annual schedule of regular meetings for the curre
school year that are posted at the beginning of
each calendar or fiscal year

*Public notice of each board meeting that is posteq
least 48 hours before the meeting and remains
posted until the meigig is concluded

*Agenda of each regular meeting that is posted at
least 48 hours before a meeting and remains
posted until the meeting is concluded

5ILCS 120/2.02.

*Official open meeting minutes that are posted with
7 days of t he Bemainpdsied
for at least 60 days

5 ILCS 120/2.06(b).

*Description of the District and its records including
Summary of the Distri
Furctional subdivisions
Total amount of operating budget
Number and location of all of its sarate offices
Approximate number of full and patime
employees (see also, salary and benefits
information report for the Superintendent,
admini strator s, and
Statement of Affairs)

Identification and memisship of the Board

Brief description of thenethods whereby the
public may requeshformation and public
records

Directory for the Freedom of Information Office

Address where requests for public records sho
be drected

Fees

5ILCS 140/4, amended by P.A-:942.

The District must prominentlygst the
list at each administrative office and
make it available for inspection and

copying.

Annual budget for current fiscal year, itemized by
receipts and expenditures

105 ILCS 5/171.2. This may be
accompl i shed wusi
District Budget Fornb0-36 or the

b
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Web-posted records and information

Web-posting statutory reference and
special instructions

summary pages from it.

The budget must be submitted to ISBE
later than Oct. 30, 2009.

The District must notify the parents or
guardians of its students that the
budget has been wginsted and wha
the websitebs ad

* Di st rrient repors card (ISBE School Report

Card Data Form 8@3)

105 ILCS 5/1617a.

Administrator Salary Compensation Report (itemiz
salary compensation report for every employeg
holding an administrative certificate and workin
in that capacity, includinghe Superintendent).

For each District administrator:

e Base salary

e Bonuses

e Pension contributions

e Retirement increases

e Cost of health insance

e Cost of life insurance

e Paid sick and vacation dayymauts
e Annuities

Other forms of compensation or income pa
on kehalf of the enployee; e.g., travel and
business expense reimbursements;lrase
compensation such as use of a District
vehicle, wellness incentives, gym
memberships, etc.

105 ILCS 5/1620.46, added by P.A. 96
434.

The Report must also be presented at ¢
regular Board meeting and providec
to the Regional Superintendent on (¢
before October 1 of each year.

Current contracts with an exclusive bargaining
representative(s)

105 ILCS 5/1620.46, added by P.A. 96
434.

A listing of all contracts over $25,000 ftire current
fiscal year

105 ILCS 5/1620.44, as added by P.A.
95-707.

After the initial webposting, contracts
should be added to the list as they ¢
awarded by the Board.
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School Board

Uniform Grievance Procedure

A student, parent/guardian, employee,community member should notify any District Complaint
Manager if he or she believes that the School Board, its employees, or agents have violated his or her
rights guaranteed by the State or federal Constitution, State or federal statute, or Bogrdmpolic

have a complaint regarding any one of the following:

Title Il of the Americans with Disabilities Act
Title IX of the Education Amendments of 1972
Section 504 of the Rehabilitation Act of 1973
Individuals With Disabilities Education Act, 20 U.S.C48Detseq
Title VI of the Civil Rights Act, 42 U.S.C. §200@d seq
Equal Employment Opportunities Act (Title VII of the Civil Rights Act), 42 U.S.C. 82000e
etseq
Sexual harassment (lllinois Human Rights Act, Title VII of the Civil Rights Act of 1864,
Title IX of the Education Amendments of 1972)
8. Misuse of funds received for services to improve educational opportunities for educationally
disadvantaged or deprived children
9. Curriculum, instructional materials, and/or programs
10. Vi ct i ms 0 E dtpamdbSafetg ActS82€ LGS 180
11. lllinois Equal Pay Act of 2003, 820 ILCS 112
12. Provision of services to homeless students
13. lllinois Whistleblower Act, 740 ILCS 174/&tseq
14. Misuse of genetic information (lllinois Genetic Information Privacy Act (GIPA), H1TS
513/ and Titles | and Il of the Genetic Information Nondiscrimination Act (GIM&)U.S.C.
§2000ff et seq)

The Complaint Manager will attempt to resolve complaints without resorting to this grievance
procedure and, if a complaint is filed, to aglsl the complaint promptly and equitably. The right of

a person to prompt and equitable resolution of a complaint filed hereunder shall not be impaired by
the personés pursuit of other remedies. e Use
pursuit of other remedies and use of this grievance procedure does not extend any filing deadline
related to the pursuit of other remedies. All deadlines under this procedure may be extended by the

Complaint Manager as he or she deems appropriate.sAsdi i n t hi s policy, s
means days on which the Districtés main office

ok wnpE

~

Filing a Complaint

A person (hereinafter Complainant) who wishes to avail him or herself of this grievance procedure
may do so by filing a complaint with amjstrict Complaint Manager. The Complainant shall not be
required to file a complaint with a particular Complaint Manager and may request a Complaint
Manager of the same gender. The Complaint Manager may request the Complainant to provide a
written staé me n t regarding the nature of the compl
parent(s)/guardian(s). The Complaint Manager shall assist the Complainant as needed.
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Investigation

The Complaint Manager will investigate the complaint or appoint a quhfigeson to undertake the
investigation on his or her behalf. If the Complainant is a student, the Complaint Manager will notify
his or her parent(s)/guardian(s) that they may attend any investigatory meetings in which their child
is involved. The complat and identity of the Complainant will not be disclosed except: (1) as
required by law, this policy, or (2) as necessary to fully investigate the complaint, or (3) as
authorized by the Complainant.

The identity of any student witnesses will not be disetbexcept: (1) as required by law or any
collective bargaining agreement, or (2) as necessary to fully investigate the complaint, or (3) as
authorized by the parent/guardian of the student witness, or by the student if the student is 18 years
of age or tler.

Within 30 school business days of the date the complaint was filed, the Complaint Manager shall file
a written report of his or her findings with the Superintendent. The Complaint Manager may request
an extension of time. If a complaint of sexuardssment contains allegations involving the
Superintendent, the written report shall be filed with the Board, which will make a decision in
accordance with the following section of this policy. The Superintendent will keep the Board
informed of all compints.

Decision and Appeal

Within 5 school business days after receiving
shall mail his or her written decision to the Complainant by U.S. malil, first class, as well as the
Complaint Manager.

Within 10 sclo o | business days after receiving the St
appeal the decision to the Board by making a written request to the Complaint Manager. The
Complaint Manager shall promptly forward all materials relative to the com@athappeal to the

Board. Within 30 school business days, the Board shall affirm, reverse, or amend the
Superintendentds decision or direct the Super
school busi ness days updrintendemd sh8lonformdh® Somglanant sf the n ,
Boarddés action.

This grievance procedure shall not be construed to create an independent right to a Board hearing.
The failure to strictly follow the timelines in this grievance procedure shall not jrejady party.

Appointing Nondiscrimination Coordinator and Complaint Managers

The Superintendent shall appoint a Nondiscri mi
provide equal opportunity employment and educational opportunities anithiptble harassment of
employees, students, and others.

The Superintendent shall appoint at least one Complaint Manager to administer the complaint
process in this policy. If possible, the Superintendent will appoint 2 Complaint Managers, one of
each gend r . The Districtos Nondi scrimination Co
Complaint Managers.

The Superintendent shall insert into this policy and keep current the names, addresses, and telephone
numbers of the Nondiscrimination Coordinator andGoenplaint Managers.
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Nondiscrimination Coordinator:

Julie Amendt

Name

110 Franks Road
Address

Marengo, IL 60152

8155686511
Telephone

Complaint Managers.

Page3 of 4

Scott Shepard Tara Nieves
Name Name

110 Franks Road 110 Franks Road
Address Address

Marengo, L 60152

Marengo, IL 60152

8155686511 8155686511
Telephone Telephone
LEGAL REF.: Age Discrimination in Employment Act, 29 U.S.C. 862%eq

Americans With Disabilities Act, 42 U.S.C. §121€tkeq
Equal Employment Opportunities ActiffEé VII of the Civil Rights Act), 42 U.S.C.

§2000eet seq

Equal Pay Act, 29 U.S.C. §206(d).

Genetic Information Nondiscrimination Act, 42 U.S.C. §20@dffeq

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

Individuals With Disabilities Edeation Act, 20 U.S.C. §14Gft seq

McKinney Homeless Assistance Act, 42 U.S.C. §11&t3kq

Rehabilitation Act of 1973, 29 U.S.C. §78tlseq

Title VI of the Civil Rights Act, 42 U.S.C. §200@dseq

Title IX of the Education Amendments, 20 U.S.C. &llétseq

105 ILCS 5/23.8, 5/310, 5/1020.7a, 5/12.5, 5/2219, 5/244, 5/27.1, and 45/1

15.

lllinois Genetic Information Privacy Actt10 ILCS 513/
lllinois Whistleblower Act, 740 ILCS 174/dtseq
lllinois Human Rights Act, 775 ILCS 5/.

Vi ct icamendic SEcurity and Safety Act, 820 ILCS 180, 56 lll.Admin.Code

Part 280.

Equal Pay Act of 2003, 820 ILCS 112.
23 llLAdmin.Code §81.240 and 2Q1.
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CROSS REF.: 5:10 (Equal Employment Opportunity and Minority Recruitment), 5:20 (Sexual
Harassment), 6:14(Education of Homeless Children), 6:170 (Title | Programs),
6:260 (Complaints About Curriculum, Instructional Materials, and Programs),
7:10 (Equal Educational Opportunities), 7:20 (Harassment of Students
Prohibited), 7:180 (Preventing Bullying, Intimidati, and Harassment), 8:70
(Accommodating Individuals with Disabilities), 8:110 (Public Suggestions and
Complaints)

ADOPTED: SEPTEMBER 282009
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General Personnel

Administrative Procedure - Guidelines for Investigating Complaints and Allegations
of Misconduct

As a general rule, all complaints should be investigated, even when the complainant requests that
nothing be done or is anonymous.

Step 1:Before the Investigation

A. According to policy 2:260Uniform Grievance Procedurghe Superintendent appoints at least
two Complaint Managers, one of each gender. The District Complaint Manager investigates:
(1) complaints filed under policy 2:26Q)niform Grievance Procedureand (2) allegations of
employee misconduct.

B. The appropriate Building Principal or designee ingggts all allegations of student misconduct.

C. Anyone with a complaint or making an allegation of misconduct should be referred to the
Complaint Manager or Building Principal without delay.

D. A Complaint Manager or Building Principal (hereafter referred tofiasnvesti gat or
investigate all complaints or allegations of misconduct, except that, depending on the
circumstances, the Superintendent may appoint a special investigator. An investigator should not
have any involvement with the complainant or tHegeed wrongdoer. The Superintendent will
ensure that investigators have sufficient authority and resources, including access to the Board
Attorney.

E. The investigator should provide a fair opportunity for both sides to be heard.

F. The investigator should biegby carefully reading the complaint. Next the investigator should
review applicable School Board policies, administrative procedures and manuals, laws,
regulations, and collective bargaining agreements.

G. The investigator should develop a plan, including:

e Witness list
e Order of interviews
e Questions for witnesses
e Physical evidence needed, e.g., records, documents, reports, photos, and letters
H. The investigator should make logistical arrangements, e.g., determine interview location and the
need for photograptend/or a video or audio recording.

Step 2:The Investigation

A. Typically, interview the complainant first, next the subject of the investigation, and, finally, all
witnesses. The following applies to all interviews:

e If possible, statements should be written, datett signed by the person being
interviewed.

e Ask openended questions and do not suggest answers to questions.

e Record important details, essentially who, did what, to whom, when and how done
and, if appropriate, why?
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o Be objective and nonjudgmental; domtr ej udge an all eged w
Never show outrage or dismay.

e Ask for the names of any other witnesses.

o Deal with emotional outbursts and anger by patiently explaining that details are
needed for an accurate investigation.

e |f a witness cannot beterviewed, record the reason.

B. While confidentiality should be maintained, do not make promises of confidentiality or
anonymity. Only the Superintendent may promise confidentiality or anonymity.

C. Keep the Superintendent informed, but do not discuss thetigadon with Board members in
order to avoid the appearance of prejudice or unfairness.

D. Obtain copies of all necessary papers. Originals are not needed, but record how to get them.

E. Collect physical evidence and photographs. Keep a record of when,hand, or from whom
physical evidence was gathered.

F. Document everything about the interview, i nc
of memory, and overall credibility.

G. During the investigation, keep the investigation file separate from petsonséudent record
files. In a subsequent hearing, the opposing side may be able to view the investigation file.

Step 3:Following the Investigation

A. Report to the Superintendent or designee the investigation results, that is, the matters
investigated, facts, cafusions, and recommendations. Prepare a written report if requested.

e Answer who, what, when, where, why, and how.

e Factual findings are based on whether
not. ldentify as many factual findings as possiblefppuwort a concl usi
sai d, she saidodo scenari o, a decision c

and witnesses. Include in the report any findings that are inconclusive.

e Make a determination regarding credibility of specific evidence, ihahow
believable is it and why. Credible evidence is capable of belief by a reasonable
person.

B. Be prepared to testify as to the fairness of the investigation, the authenticity of the evidence, and
the contents of the investigation report.
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School Board

Administrative Procedure - Nondiscrimination Coordinator and Complaint Manager

The NondiscriminatonCoor di nat or directs the Districtos
governing discrimination and harassment in the workplace. The Complaint Maakgaisters the
complaint process in Board poli@&y260,Uniform Grievance Procedure

SuperintendentResponsibilities

A. Appoints individuals to serve as a Nondiscrimination Coordinator and Complaint Manager
whose skill set suggest they could effectivelyfiluthe responsibilities identified in this
procedure. One individuahay serven both capacities. The Superintendent may serve in either
capacity. If possible, at least 2 Complaint Managers are appointed, one of each gender.

B. Identifies individuals @ supervise the performance of tNendiscrimination Coordinator and
Complaint Manager The supervisor must understand the responsibilities of each role and have
authority to take action. If possible, a different individual is assigned to superviseotmels a
control measure, e.gthe Human Resources Manager supervises thandiscrimination
Coordinatod s performance and t he Samplaint Managetnsd e n t
performance.

C. Requires each Nondiscrimination Coordinator and/or Complaint Maitagpossess or obtain:

1. In-depth knowledge of Board policies as well as rules and conduct codes for students and
employees.

2. General knowledge of State and federal laws concerning equal employment and educational
opportunities.
3. Ability to:
a. Communicate effetively, both orally and in writing, and to establish rapport with others;
b. Plan, implement, evaluate, and report activities conducted;
c. Be both consistent and flexible as circumstances warrant; and
d. Analyze, clarify, and mediate differences of opinion.

D. Faciltates the effective performance of the Nondiscrimination Coordinator and Complain
Managers by:

1. Providing them with clear expectations concerning their roles and responsibilities.
2. Communicating to employees and students their functions and responsibilities

3. Providing them resources and professional development opportunities.
4

Providing them access to the Board Attorney for legal advice concerning their
responsibilities.

Nondiscrimination Coordinator Responsibilities

A.Directs the Di st regualteigloyneit farm redusatiohab opportunities ahe
prohibit the harassment of employees, students, and others. Manages compliance with Board
policies 2:260, Uniform Grievance Procedure5:10, Equal Employment Opportunity and
Minority Recruitment5:20,Sexual Harassmentand 7:20Harassment of Students Prohibited
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G.
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Develops and manages a program that will fully inform all employees and students about the
Districtdés commitment to equal empl oynireent an

environmat. A component of this program is to inform employees and students about Board
policies and administrative procedures.

Provides ongoing consultation, technical assistance, and information services regarding
compliance requirements and programs.

Assists he Human Resources Manager with monitoring compliance withetteedkeeping and
notice requirementscontained in federal and State laws concerning discrimination and
harassment in schools and the workplace.

Maintains grievance and compliance records &ad.f
Makes recommendations for action by appropriate decision makers.

Establistes a positive climate fomondiscriminationcompliance efforts This effort includes
encouraging individuals to come forward with suggestions and complaints.

Complaint Manager Responsibilities

A.

Implements and administers the grievance process contained in Board policy n#eom
Grievance Procedure.

Manages complaints alleging a violation of any Board policy or procedure listed in the next
section.

Assists complainants and teatial complainants by, among other things, providing consultation
and information to them.

Attempts to resolve complaints without resorting to the formal grievance process provided in
Board policy2:260,Uniform Grievance Procedure

Informs potential coplainants, complainants, and witnesses that the Digtrattibits any form
of retaliation againsanyone who, in good faith, bringscomplaintor providesinformationto
the individual investigating a complaint

Receives formal complaints and notifiekek@nt individuals of the ensuing process.

Investigates complaints or appoints a qualified individual to undertake the investigation on his or
her behalf. Each complaint shall beestigated promptlythoroughly,and impartidl, andas
confidentialy aspossible.

For each formal complaint, prepares a comprehensive written report describing the: (a)
complaint, (b) investigation, and (c) findings and recommendations. Provides the report to the
Superintendent or School Board if the Superintendent idegeal responsible party.

Receives a request from a complainant to app
and promptly forwards all relevant material to the Board.

Monitors compliance with all requirements and tilimes specified in Boargolicy 2:260,
Uniform Grievance Procedure
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Applicable Policies and Procedures

Section 2

2:260 Uniform Grievance Procedure
2:260AP2 Administrative ProcedureNondiscrimination Coordinator and Complaint Manager

Section 5
5:10 Equal Employment Opportunitynd Minority Recruitment
5:20 Sexual Harassment

5:20AP  Administrative Procedure Sample Questions for Conducting the Internal Sexual
Harassment in the Workplace Investigation

Section 6

6:120 Education of Children with Disabilities

6:140 Education of Homeass Children

6:140AP Administrative ProcedureEducation of Homeless Children
6:170 Title | Programs

6:260 Complaints About Curriculum, Instructional Materials, and Programs
Section 7- Students
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7:180 Preventing Bullying, Intimidation, and Harassment
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U.S. Equal Employment Opportunity Commissiamyw.eeoc.gov
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