bearing one or more students. The Superintendent shall implement procedures in accordance with
State law for accepting comment calls about school bus driving.

All contracts for charter bus services must contain the clause prescribed by State law regarding
criminal background checks for bus drivers.

Pre-Trip and Post-Trip Vehicle Inspection

The Superintendent or designee shall develop and implement a pre-trip and post-trip inspection
procedure to ensure that the school bus driver: (1) tests the two-way radio or cellular radio
telecommunication device and ensures that it is functioning properly before the bus is operated,
and (2) walks to the rear of the bus before leaving the bus at the end of each route, work shift, or
work day, to check the bus for children or other passengers in the bus.

LEGAL REF.: Elementary and Secondary Education Act, 20 U.S.C. §6312(c)(5)(B).

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

105 ILCS 5/10-22.22 and 5/29-1 et seq.
105 ILCS 45/1-15.

625 ILCS 5/1-148.3a-5, 5/1-182, 5/11-1414.1, 5/12-813, 5/12-813.1, 5/12-815,
5/12-816, 5/12-821, and 5/13-109.

23 lllLAdmin.Code §§1.510 and 226.750; Part 120.

92 lll.Admin.Code §440-3.

CROSS REF.: 4:170 (Safety), 5:100 (Staff Development Program), 5:120 (Ethics and Conduct),
5:280 (Educational Support Personnel - Duties and Qualifications), 6:140
(Education of Homeless Children), 6:170 (Title | Programs), 7:220 (Bus Conduct)

ADMIN. PROC.: 4:110-AP2 (Bus Driver Communication Devices; Pre-Trip and Post-Trip
Inspection; Bus Driving Comments), 4:110-AP3 (School Bus Safety Rules), 4:110-
E (Emergency Medical Information for Students Having Special Needs or Medical
Conditions Who Ride School Buses), 6:140-AP (Education of Homeless Children)
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October 2014 4:120

Operational Services

Food Services

Good nutrition shall be promoted in the District’s meal programs and in other food and beverages that are sold
to students during the school day. The Superintendent shall manage a food service program that complies with
this policy and is in alignment with School Board policy 6:50, School Wellness.

Food or beverage items sold to students as part of a reimbursable meal under federal law must follow the
nutrition standards specified in the U.S. Dept. of Agriculture rules that implement the National School Lunch
and Child Nutrition Acts. Schools being reimbursed for meals under these laws are participating schools.

The food service program in participating schools shall comply with the nutrition standards specified in the U.S.
Dept. of Agriculture’s Smart Snacks rules when it offers competitive foods to students on the school campus
during the school day. Competitive foods are all food and beverages that are offered by any person, organization
or entity for sale to students on the school campus during the school day that are not reimbursed under programs
authorized by federal law. The food service programs in participating schools shall also comply with any
applicable mandates in the Illinois State Board of Education’s School Food Service rules implementing these
federal laws and the Ill. School Breakfast and Lunch Program Act.

All revenue from the sale of any food or beverages sold in competition with the School Breakfast Program or
National School Lunch Program to students in food service areas during the meal period shall accrue to the
nonprofit school lunch program account.

LEGAL REF.: Russell B. National School Lunch Act, 42 U.S.C. §1751 et seq.
Child Nutrition Act of 1966, 42 U.S.C. §1771 et seq.
7 C.F.R. Parts 210 and 220, Food and Nutrition Service.
105 ILCS 125/.
23 Ill. Admin.Code Part 305, School Food Service.

CROSS REF.: 4:130 (Free and Reduced-Price Food Services), 6:50 (School Wellness)
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October 2016 4:130

Operational Services

Free and Reduced-Price Food Services

Notice

The Superintendent shall be responsible for implementing the District’s free and reduced-price food
services policy and all applicable programs.

Eligibility Criteria and Selection of Children

A student’s eligibility for free and reduced-price food services shall be determined by the income
eligibility guidelines, family-size income standards, set annually by the U.S. Department of
Agriculture and distributed by the lllinois State Board of Education.

Notification

At the beginning of each school year, by letter, the District shall notify students and their
parents/guardians of: (1) eligibility requirements for free and reduced-price food service; (2) the
application process; (3) the name and telephone number of a contact person for the program; and
(4) other information required by federal law. The Superintendent shall provide the same
information to: (1) informational media, the local unemployment office, and any major area
employers contemplating layoffs; and (2) the District’s website (if applicable), all school newsletters,
or students’ registration materials. Parents/guardians enrolling a child in the District for the first
time, any time during the school year, shall receive the eligibility information.

Nondiscrimination Assurance

The District shall avoid publicly identifying students receiving free or reduced-price meals and shall
use methods for collecting meal payments that prevent identification of children receiving
assistance.

Appeal

A family may appeal the District’s decision to deny an application for free and reduced-price food
services or to terminate such services as outlined by the U.S. Department of Agriculture in 7 C.F.R.
§245.7, Determining Eligibility for Free and Reduced-Price Meals and Free Milk in Schools. The
Superintendent shall establish a hearing procedure for adverse eligibility decisions and provide by
mail a copy of them to the family. The District may also use these procedures to challenge a child’s
continued eligibility for free or reduced-price meals or milk.
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During an appeal, students previously receiving food service benefits shall not have their benefits
terminated. Students who were denied benefits shall not receive benefits during the appeal.

The Superintendent shall keep on file for a period of three years a record of any appeals made and
the hearing record. The District shall also maintain accurate and complete records showing the data
and method used to determine the number of eligible students served free and reduced-price food
services. These records shall be maintained for three years.

LEGAL REF.: U.S. Dept. of Agriculture, Food and Nutrition Service, National School Lunch
Program, 7 C.F.R. Part 210.

U.S. Dept. of Agriculture, Food and Nutrition Service, Determining Eligibility for
Free and Reduced-Price Meals and Free Milk in Schools, 7 C.F.R. Part 245.

105 ILCS 125/ and 126/.

23 lllLAdmin.Code §305.10 et seq.
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March 2013 4:140

Operational Services

Waiver of Student Fees

The Superintendent will recommend to the School Board a schedule of fees, if any, to be charged students for
the use of textbooks, consumable materials, extracurricular activities, and other school student fees. Students
must also pay for the loss of or damage to school books or other school-owned materials.

Fees for textbooks, other instructional materials, and driver education are waived for students who meet the
eligibility criteria for a fee waiver as described in this policy. In order that no student is denied educational
services or academic credit due to the inability of parents/guardians to pay student fees, the Superintendent will
recommend to the Board which additional fees, if any, the District will waive for students who meet the
eligibility criteria for fee waiver. Students receiving a fee waiver are not exempt from charges for lost and
damaged books, locks, materials, supplies, and equipment.

Notification

The Superintendent shall ensure that applications for fee waivers are widely available and distributed according
to State law and ISBE rule and that provisions for assisting parents/guardians in completing the application are
availablc.

Eligibility Criteria
A student shall be eligible for a fee waiver when the student currently lives in a household that meets the same

income guidelines, with the same limits based on household size, that are used for the federal free meals
program.

The Superintendent or designee will give additional consideration where one or more of the following factors
are pl‘esent:

e llIness in the family;

e Unusual expenses such as fire, flood, storm damage, etc.;

* Unemployment;

e Emergency situations;

e When one or more of the parents/guardians are involved in a work stoppage.

Verification

The Superintendent or designee shall establish a process for determining a student’s eligibility for a waiver of
fees in accordance with State law requirements. The Superintendent or designee may require family income
verification at the time an individual applies for a fee waiver and anytime thereafter but not more often than
once every 60 calendar days. The Superintendent or designee shall not use any information from this or any
independent verification process to determine fiee or reduced-price meal eligibility.

If a student receiving a fee waiver is found to be no longer eligible during the school year, the Superintendent or
designee shall notify the student’s parent/guardian and charge the student a prorated amount based upon the
number of school days remaining in the school year.

Determination and Appeal

Within 30 calendar days after the receipt of a waiver request, the Superintendent or designee shall mail a notice
to the parent/guardian whenever a waiver request is denied. The denial notice shall include: (1) the reason for
the denial, (2) the process and timelines for making an appeal, and (3) a statement that the parent/guardian may
reapply for a waiver any time during the school year if circumstances change. If the denial is appealed, the
District shall follow the procedures for the resolution of appeals as provided in the Illinois State Board of
Education rule on waiver of fees.
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LEGAL REF.: 105 ILCS 5/10-20.13, 5/10-22.25, 5/27-24.2, and 5/28-19.2.
23 [ll.Admin.Code §1.245 [may contain unenforceable provisions].

CROSS REF.: 4:130 (Free and Reduced-Price Food Services), 6:220 (Bring Your Own
Technology (BYOT) Program; Responsible Use and Conduct)
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October 2016 4:150

Operational Services

Facility Management and Building Programs

The Superintendent shall manage the District’s facilities and grounds as well as facility construction
and building programs in accordance with the law, the standards set forth in this policy, and other
applicable School Board policies. The Superintendent or designee shall facilitate: (1) inspections of
schools by the Regional Superintendent and State Fire Marshal or designee, and (2) review of plans
and specifications for future construction or alterations of a school if requested by the relevant
municipality, county (if applicable), or fire protection district.

Standards for Managing Buildings and Grounds

All District buildings and grounds shall be adequately maintained in order to provide an appropriate,
safe, and energy efficient physical environment for learning and teaching. The Superintendent or
designee shall provide the Board with periodic reports on maintenance data and projected
maintenance needs that include cost analysis. Prior Board approval is needed for all renovations or
permanent alterations to buildings or grounds when the total cost will exceed $12,500, including the
cost equivalent of staff time. This policy is not intended to discourage efforts to improve the
appearance of buildings or grounds that are consistent with the designated use of those buildings
and grounds.

Standards for Green Cleaning

For each District school with 50 or more students, the Superintendent or designee shall establish
and supervise a green cleaning program that complies with the guidelines established by the lllinois
Green Government Coordinating Council.

Standards for Facility Construction and Building Programs

As appropriate, the Board will authorize a comprehensive study to determine the need for facility
construction and expansion. On an annual basis, the Superintendent or designee shall provide the
Board with projected facility needs, enrollment trends, and other data impacting facility use. Board
approval is needed for all new facility construction and expansion.

When making decisions pertaining to design and construction of school facilities, the Board will
confer with members of the staff and community, the lllinois State Board of Education, and
educational and architectural consultants, as it deems appropriate. The Board’s facility goals are to:

1. Integrate facilities planning with other aspects of planning and goal-setting.

4:150 Page 1 of 3
©2016 Policy Reference Education Subscription Service
lllinois Association of School Boards. All Rights Reserved.

Please review this material with your school board attorney before use.



Base educational specifications for school buildings on identifiable student needs.
Design buildings for sufficient flexibility to permit new or modified programs.
Design buildings for maximum potential for community use.

Meet or exceed all safety requirements.

o ke W

Meet requirements on the accessibility of school facilities to disabled persons as specified in
State and federal law.

7. Provide for low maintenance costs, energy efficiency, and minimal environmental impact.

Naming Buildings and Facilities

Recognizing that the name for a school building, facility, or ground or field reflects on its public
image, the Board’s primary consideration will be to select a name that enhances the credibility and
stature of the school or facility. Any request to name or rename an existing facility should be
submitted to the Board. When a facility is to be named or renamed, the Board President will appoint
a special committee to consider nominations and make a recommendation, along with supporting
rationale, to the Board. The Board will make the final selection. The Superintendent or designee may
name a room or designate some area on a school’s property in honor of an individual or group that
has performed outstanding service to the school without using the process in this policy.
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LEGAL REF.:

CROSS REF.:

4:150

42 U.S.C. §12101 et seq.

20 ILCS 3130/, Green Buildings Act.

105 ILCS 5/2-3.12, 5/10-20.49, 5/10-22.36, 5/17-2.11, 140/, and 230/.
410 ILCS 25/, Environmental Barriers Act.

820 1LCS 130/, Prevailing Wage Act.

23 IILAdmin.Code Part 151, School Construction Program; Part 180, Health/Life
Safety Code for Public Schools; and Part 2800, Green Cleaning for Elementary
and Secondary Schools.

71 lllLAdmin.Code Part 400, lIl. Accessibility Code.

2:150 (Committees), 2:170 (Procurement of Architectural, Engineering, and
Land Surveying Services), 4:60 (Purchases and Contracts), 8:70 (Accommodating
Individuals with Disabilities)
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May 2014 4:160

Operational Services

Environmental Quality of Buildings and Grounds

The Superintendent shall take all reasonable measures to protect: (1) the safety of District personnel, students,
and visitors on District premises from risks associated with hazardous materials, and (2) the environmental
quality of the District’s buildings and grounds. Before pesticides are used on District premises, the
Superintendent or designee shall notify employees and parents/guardians of students as required by the
Structural Pest Control Act, 225 ILCS 235/, and the Lawn Care Products Application and Notice Act, 415 ILCS

65/.

LEGAL REF.: 29 C.F.R. §1910.1030, Occupational Exposure to Bloodborne Pathogens, as

adopted by the Illinois Department of Labor, 56 Ill.Admin.Code §350.300(c).

29 C.F.R. §1910.1200, Occupational Safety and Health Administration Hazard
Communication Standards, as adopted by 820 ILCS 255/1.5, Toxic Substances
Disclosure to Employees Act.

20 ILCS 3130/, Green Buildings Act.

105 ILCS 5/10-20.17a; 5/10-20.48; 135/; and 140/, Green Cleaning School Act.

225 ILCS 235/, Structural Pest Control Act.

415 ILCS 65/, Lawn Care Products Application and Notice Act.

820 ILCS 255/, Toxic Substances Disclosure to Employees Act. (inoperative)

23 Ill.Admin.Code §1.330, Toxic Materials Training.

CROSS REF.: 4:150 (Facility Management and Building Programs), 4:170 (Safety)

4:160 Page 1 of |



October 2016 4:170

Operational Services

Safety
Safety and Security

All District operations, including the education program, shall be conducted in a manner that will
promote the safety and security of everyone on District property or at a District event. The
Superintendent or designee shall develop, implement, and maintain a comprehensive safety and
security plan that includes, without limitation:

1. An emergency operations plan(s) addressing prevention, preparation, response, and
recovery for each school;

2. Provisions for a coordinated effort with local law enforcement and fire officials, emergency
medical services personnel, and the Board Attorney;

3. Aschool safety drill plan;
4. Instruction in safe bus riding practices; and
5. Aclear, rapid, factual, and coordinated system of internal and external communication.

In the event of an emergency that threatens the safety of any person or property, students and staff
are encouraged to follow the best practices discussed for their building regarding the use of any
available cellular telephones.

School Safety Drill Plan

During every academic year, each school building that houses school children shall conduct, at a
minimum, each of the following in accordance with the School Safety Drill Act, 105 ILCS 128/:

1. Three school evacuation drills
2. One bus evacuation drill
3. One severe weather and shelter-in-place drill

4. One law enforcement drill

Automated External Defibrillator (AED)

The Superintendent or designee shall implement a written plan for responding to medical
emergencies at the District’s physical fitness facilities in accordance with the Fitness Facility Medical
Emergency Preparedness Act. The plan shall provide for an automated external defibrillator (AED) to
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be available according to State law requirements. This policy does not create an obligation to use an
AED nor is it intended to create any expectation that an AED will be present or a trained person will
be present and/or able to use an AED.

Carbon Monoxide Alarms

The Superintendent or designee shall implement a plan with the District’s local fire officials to:

1. Determine which school buildings to equip with approved carbon monoxide alarms or
carbon monoxide detectors,

2. Locate the required carbon monoxide alarms or carbon monoxide detectors within 20 feet
of a carbon monoxide emitting device, and

3. Incorporate carbon monoxide alarm or detector activation procedures into each school
building that requires a carbon monoxide alarm or detector. The Superintendent or
designee shall ensure each school building annually reviews these procedures.

Soccer Goal Safety

The Superintendent or designee shall implement the Movable Soccer Goal Safety Act in accordance
with the guidance published by the Illinois Department of Public Health. Implementation of the Act
shall be directed toward improving the safety of movable soccer goals by requiring that they be
properly anchored.

Unsafe School Choice Option

The unsafe school choice option allows students to transfer to another District school or to a public
charter school within the District. The unsafe school choice option is available to:

1. All students attending a persistently dangerous school, as defined by State law and
identified by the Illinois State Board of Education.

2. Any student who is a victim of a violent criminal offense, as defined by 725 ILCS 120/3, that
occurred on school grounds during regular school hours or during a school-sponsored event.

The Superintendent or designee shall develop procedures to implement the unsafe school choice
option.

Emergency Closing

The Superintendent is authorized to close school(s) in the event of hazardous weather or other
emergency that threatens the safety of students, staff members, or school property.

Annual Review

The Board or its designee will annually review each school building’s safety and security plans,
protocols, and procedures, as well as each building’s compliance with the school safety drill plan.
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LEGAL REF.: 105 ILCS 5/10-20.2, 5/10-20.56, 5/18-12, 5/18-12.5, and 128/.

210 ILCS 74/, Physical Fitness Facility Medical Emergency Preparedness Act.

CROSS REF.: 4:110 (Transportation), 4:175 {Convicted Child Sex Offender; Screening;
Notifications), 4:180 (Pandemic Preparedness), 5:30 (Hiring Process and
Criteria), 8:30 (Visitors to and Conduct on School Property), 8:100 (Relations
with Other Organizations and Agencies)
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May 2012 4:170-AP1, El

Operational Services

Exhibit - Accident or Injury Form

The supervisory staff member must complete this form for submission to the Superintendent whenever any
person, student, or adult, is injured on District property or at a District sponsored event.

Name of injured person
Age []Male []Female Telephone

Address —
Class, activity, or event N

Accident location S
Accident date Time of accident -

How did the accident occur? (Describe sequence of events)

Emergency contact notified? [] Yes [ ] No Ifno, explain why:

If yes, provide the following:
Contact name Relationship
Time and method of contact By whom _

Witnesses Information

Name Address Telephone

First aid administered? [ ] Yes [ ]No
If yes, describe first aid administered and by whom:

Name of Supervisor (please print)

Signature ) Date
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March 2013 B 4:170-AP2

Operational Services

Administrative Procedure - Criminal Offender Notification Laws

The following list describes laws protecting students on school grounds from individuals convicted of serious

crimes:

1. A child sex offender is prohibited from being present on school property or loitering within 500
feet of school property when persons under the age of 18 are present unless specifically permitted
by statute (720 ILCS 5/11-9.3). See School Board policies 4:170, Safety; 8:30, Visitors to und
Conduct on School Property; and administrative procedure 8:30-AP, Definition of Child Sex
Offender.

2. Law enforcement must notify schools of offenders who reside or are employed in the county.
See: (a) Sex Offender Community Notification Law, 730 ILCS 152/101 et seq., and (b) Murderer
and Violent Offender Against Youth Community Notification Law, 730 ILCS 154/75-105,
amended by P.A. 97-154. These laws are hereafter referred to as “offender notification laws.”
See also policy 4:170, Safety.

3. The School Code (105 ILCS 5/10-21.9, amended by P.A. 97-607) lists criminal offenses that
disqualify an individual from District employment if the individual was convicted. It requires any
person hired by the District to submit to a fingerprint-based criminal history records check
through (a) the lilinois State Police (ISP) for an individual’s Criminal History Records
Information (CHRI) and (b) the FBI’s national crime information databases. The law also
requires a school district to check two Illinois offender databases for each applicant, which are (a)
the Statewide Sex Offender Registry, www.isp.state.il.us/sor/ and (b) the Statewide Murderer and
Violent Offender Against Youth Registry, www.isp.state.il.us/cmvo/. Obtaining the results of the
fingerprint-based criminal history records check and review of the database registries is a
complete criminal history records check as required by the School Code. See Board policy 5:30,
Hiring Process and Criteria; administrative procedure 5:30-AP2, Investigations, and ISBE’s non-
regulatory guidance document, Criminal History Records Information (CHRI) Checks for
Certified and Non-certified School Personnel, at: www.isbe.net/pdf/guidance chr.pdf.

Note: A District may also check the National Sex Offender Public Registry, www.nsopr.gov;
however, the same information will likely appear in the information furnished by the FBI.

4. The provisions in the School Code described above also apply to employees of persons or firms
holding contracts with a school district who have direct, daily contact with students. See Board
policy 4:170, Safety.

5. Conviction of an offense listed in 105 ILCS 5/10-21.9, amended by P.A. 97-607, results in the
automatic revocation of the individual’s certificate (105 ILCS 5/21-23a, repealed by P.A. 97-607
and moved to 105 ILCS 5/21B-80).

6. The offender notification laws require law enforcement to ascertain whether a juvenile sex
offender or violent offender against youth is enrolled in a school and, if so, to provide a copy of
the registration form to the Building Principal and any guidance counselor designated by him or
her. This registration form must be kept separately from any and all school records maintained
on behalf of the juvenile sex offender. See Board policy 4:170, Safery.

Receipt of the Information from Law Enforcement

The Superintendent or designee shall notify the local law enforcement official or county sheriff that he or she is
the District’s official contact person for purposes of the offender notification laws. The Superintendent and/or
Building Principal may at any time request information from law enforcement officials regarding sex offenders
or violent offenders against youth.
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The Superintendent will provide Building Principals and other supervisors with a copy of all lists received from
law enforcement officials containing the names and addresses of sex offenders and violent offenders against
youth.
The Building Principal or designee shall provide the lists to staff members in his or her building on a need-to-
know basis, but in any event:
e A teacher will be told if one of his or her students, or a student’s parent/guardian, is on a list.
e The school counselor, nurse, social worker, or other school service personnel will be told if a
student or the parent/guardian of a student for whom he or she provides services is on a list.
No person receiving a list shall provide it to any other person, except as provided in these procedures, State law,
or as authorized by the Superintendent. Requests for information should be referred to the local law
enforcement officials or State Police.

Screening Individuals Who Are Likely to Have Contact with Students at School or School Events

Upon receiving a list of sex offenders or violent offenders against youth from law enforcement, the
Superintendent or Building Principal, or designees, shall determine if anyone is listed who is currently a District
employee, student teacher, or school volunteer.

In addition, the Superintendent and/or Building Principal(s) shall screen individuals who are likely to come in
contact with students at school or school events as follows:

Volunteers

Each staff member shall submit to the Building Principal the name and address of each
volunteer the staff member is supervising or whose services are being used as soon as that
person is identified. The Building Principal or designee shall immediately screen the
volunteer’s name and address against the: (1) Dru Sjodin National Sex Offender Public
Website  (NSOPW),  www.sopr.goy, (2) Illinois  Sex  Offender  Registry,
www.isp.state.il.us/sor/, and (3) the lllinois Murderer and Violent Offenders Against Youth
Registry maintained by the State Police, www.isp.state.il.us/cmvo/. If a match is found, the
Building Principal shall notify the Superintendent, who shall contact the local law
enforcement officials to confirm or disprove the match.

If a match is confirmed, the Superintendent shall inform the individual, by mail and telephone
call, that he or she may not be used as a volunteer. The Superintendent also shall inform
relevant staff members and the Building Principal that the individual may not be used as a
volunteer.

While volunteers are not subject to a criminal history records check requirement like District
employees, the District may require the same fingerprint-based criminal history records check
required of student teachers. See ISBE’s non-regulatory guidance document, Criminal
History Records Information (CHRI) Checks for Certified and Non-certified School
Personnel, at: www.isbe.net/pdf/guidance chr.pdf and Student Teachers, below. The law is
not clear whether the volunteer or the District pays the cost of this check, but funds from any
ADA School Safety and Educational Improvement Block Grant may be used to pay for
fingerprint-based criminal history records checks.

Student Teachers

The District will perform a fingerprint-based criminal history records check pursuant to the
Uniform Conviction Information Act (20 ILCS 2635/1) (ISP) and the Adam Walsh Child
Protection and Safety Act (P.L. 109-248) (FBI). The Superintendent will receive the records
of convictions (unless expunged) from the fingerprint-based criminal history records check.
See 105 ILCS 5/10-21.9(g) and ISBE’s non-regulatory guidance document, Criminal History
Records Information (CHRI) Checks for Certified and Non-certified School Personnel, at:
www.ishe.net/pdf/guidance chr.pdf.  See also 5:30-AP2.  Administrative  Procedure-
Investigations. Prior to participating in any field experiences in the District, each student
teacher must provide written authorization for. and pay the costs of, his or her fingerprint-
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based criminal history records check. (Id. and 20 ILCS 2635 (7)(A). Each student teacher will
be provided with a copy of the report (Id.) Every new student teaching experience will
require a new background check.

In addition, the Superintendent shall also screen the student teacher’s name and address
against the: (1) Hlinois Sex Offender Registry, www. isp.state.il.us/sor/, and (2) the Violent

Students Doing Field or Clinical Experience other than Student Teaching

The Building Principal shall screen the name and address of each student seeking to do any
field or clinical experience other than student teaching in the school as described above for
volunteers. If a match is found, the Building Principal and Superintendent shall proceed as
above for volunteers.

The District may also require the same fingerprint-based criminal history records check
required of student teachers prior to a student beginning any field or clinical experiences
other than student teaching in the District. See Student Teachers, above. The cost of this
check will be paid for by the student seeking the experience.

Contractors” Employees

The Superintendent shall include the following in all District contracts that may involve an
employee of the contractor having any contact, direct or indirect, with a student:

The contractor shall not send to any school building or school property any employee or
agent who would be prohibited from being employed by the District due to a conviction
of a crime listed in 105 ILCS 5/10-21.9, amended by P.A.s 97-248 and 97-607, or who is
listed in the Hlinois Sex Offender Registry or the Illinois Murderer and Violent Offender
Against Youth Registry. The contractor shall make every employee who will be sent to
any school building or school property available to the District for the purpose of
submitting to a fingerprint-based criminal history records check pursuant to 105 ILCS
5/10-21.9. The check shall occur before any employee or agent is sent to any school
building or school property. The contractor will reimburse the District for the costs of the
checks. The District must also provide a copy of the report to the individual employee,
but is not authorized to release it to the contractor. Additionally, at least quarterly, the
contractor shall check if an employee or agent is listed on the lllinois Sex Offender
Registry or the Illinois Murderer and Violent Offender Against Youth Registry.

If a staff member at any time becomes aware or suspicious that a contractor’s employee is a
sex offender or violent offender against youth, the employee shall immediately notify the
Superintendent. The Superintendent shall screen the name of the individual as described in
Volunteers, above and/or contact the contractor.

If another school district requests a copy of a criminal history records check that the District
conducted on a contractor’s employee within the last year, the District will share it with the
requesting school district. P.A. 97-248 requires the District to share the information and
allows a school district to rely on the checks done by another district that are less than one
year old. Note: Unless notified by the individual whose criminal history records are being
checked or by the ISP that the information furnished in its criminal history records
information (CHRI) report is inaccurate or incomplete, the District cannot be liable for
damages to any person to whom the CHRI pertains for actions that the District reasonably
took in reliance on the accuracy and completeness of CHRI report (20 ILCS 2635/7(A)(3).

Individuals in the Proximity of a District’s School

Each time a list of sex offenders and/or violent offenders against youth is received from a law
enforcement official, the Building Principal shall review it to determine if anyone listed lives
in the proximity of his or her school. The Building Principal shall attempt to alter school bus
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stops and the route students travel to and from school in order to avoid contact with an
individual on such a list.

All applicants considered for District employment shall submit to a fingerprint-based criminal
history records check, according to State law and Board policy 5:30, Hiring Process and
Criteria, and administrative procedure 5:30-AP2, Investigations. See 105 [LCS 5/10-21.9,
amended by P.A. 97-607.

Each time a list of sex offenders or violent offenders against youth is received from a law
enforcement official, the Superintendent shall review the list to determine if an employee is
on the list. 1f a match is found, the Superintendent shall immediately contact the local police
officials to confirm or disprove the match. The Superintendent shall immediately notify the
Board if a match is confirmed. The Board President will contact the Board Attorney and the
Board will take the appropriate action to comply with State law that may include terminating
the individual’s employment.

Informing Staff Members and Parents/Guardians About the Law

Building Principals or their designees shall inform parents/guardians about the availability of information
concerning sex offenders during school registration and, if [(easible, during pareni-teacher conlerences.
Information should be distributed about the Statewide Sex Offender Registry, www.isp.state.il.us/sor/, and the
Statewide Murderer and Violent Offender Against Youth Registry, www.isp.state.il.us/cmvo/. Information may
also be included in the Student Handbook. See the Sex Offender Community Notification Law, 730 ILCS
152/101 et seq., and exhibit 4:170-AP2, E1, Informing Parents About Offender Community Notification Laws.

Requests for additional information shall be referred to local law enforcement officials.

CROSS REF.: 5:30 (Hiring Process and Criteria), 6:250 (Community Resource Persons and
Volunteers), 8:30 (Visitors to and Conduct on School Property)

ADMIN. PROC.: 4:170-AP2, E1 (Informing Parents About Offender Community Notification
Laws), 5:30-AP2 (Investigations), 6:250-AP (Securing and Screening Resource
Persons and Volunteers), 6:250-E (Resource Person and Volunteer Information
Form and Waiver of Liability), 8:30-AP (Definition of Child Sex Offender),
8:30-E1 (Letter to Parent Regarding Visits to School by Child Sex Offenders),
8:30-E2 (Child Sex Offender’s Request for Permission to Visit School Property)
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Operational Services

Exhibit - Informing Parents About Offender Community Notification Laws

On District letterhead, website, and/or in student handbook

Date:
To: Parents/Guardians
Re: Offender Community Notification Laws

State law requires schools to notify parents/guardians during school registration or parent-teacher conferences
that information about sex offenders and violent offenders against youth is available to the public on the Illinois
State Police’s website. The illinois State Police website contains the following:

Illinois Sex Offender Registry, www.isp.state.il.us/sor/

Illinois Murderer and Violent Offender Against Youth Registry, www.isp.state.il.us/emvo/

Frequently Asked Questions Concerning Sex Offenders, www.isp.state.il.us/sor/faq.cfm

-
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October 2016 4:175

Operational Services

Convicted Child Sex Offender; Screening; Notifications

Persons Prohibited on School Property without Prior Permission

State law prohibits a child sex offender from being present on school property or loitering within
500 feet of school property when persons under the age of 18 are present, unless the offender
meets either of the following two exceptions:

1. The offender is a parent/guardian of a student attending the school and has notified the
Building Principal of his or her presence at the school for the purpose of: (i) attending a
conference with school personnel to discuss the progress of his or her child academically or
socially, (ii) participating in child review conferences in which evaluation and placement
decisions may be made with respect to his or her child regarding special education services,
or (iii) attending conferences to discuss other student issues concerning his or her child such
as retention and promotion; or

2. The offender received permission to be present from the School Board, Superintendent, or
Superintendent’s designee. If permission is granted, the Superintendent or Board President
shall provide the details of the offender’s upcoming visit to the Building Principal.

In all cases, the Superintendent or designee shall supervise a child sex offender whenever the
offender is in a child’s vicinity. If a student is a sex offender, the Superintendent or designee shall
develop guidelines for managing his or her presence in school.

Screening

The Superintendent or designee shall perform fingerprint-based criminal history records information
checks and/or screenings required by State law or Board policy for employees; student teachers;
students doing field or clinical experience other than student teaching; contractors’ employees who
have direct, daily contact with one or more children; and resource persons and volunteers. He or
she shall take appropriate action based on the result of any criminal background check and/or
screen,

Notification to Parents/Guardians

The Superintendent shall develop procedures for the distribution and use of information from law
enforcement officials under the Sex Offender Community Notification Law and the Murderer and
Violent Offender Against Youth Community Notification Law. The Superintendent or designee shall
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serve as the District contact person for purposes of these laws. The Superintendent and Building
Principal shall manage a process for schools to notify the parents/guardians during school
registration that information about sex offenders is available to the public as provided in the Sex
Offender Community Notification Law. This notification must occur during school registration and at
other times as the Superintendent or Building Principal determines advisable.

LEGAL REF.: 20 ILCS 2635/, Uniform Conviction Information Act.
7201LCS 5/11-9.3.
730 ILCS 152/, Sex Offender Community Notification Law.

730 ILCS 154/75-105, Murderer and Violent Offender Against Youth Community
Notification Law.

CROSS REF.: 5:30 (Hiring Process and Criteria), 5:260 (Student Teachers), 6:250 (Community
Resource Persons and Volunteers), 8:30 (Visitors to and Conduct on School
Property), 8:100 (Relations with Other Organizations and Agencies)
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October 2016 4:175-AP1

Operational Services

Administrative Procedure - Criminal Offender Notification Laws; Screening

Laws Protecting Students on School Grounds

The following list describes laws protecting students on school grounds from individuals convicted of

serious crimes:

1.

A child sex offender is prohibited from being present on school property or loitering within
500 feet of school property when persons under the age of 18 are present unless specifically
permitted by statute (720 ILCS 5/11-9.3). See School Board policies 4:175, Convicted Child
Sex Offender; Screening; Notifications; 8:30, Visitors to and Conduct on School Property; and
administrative procedure 8:30-AP, Definition of Child Sex Offender.

Law enforcement must notify schools of offenders who reside or are employed in the
county. See: (a) Sex Offender Community Notification Law, 730 ILCS 152/ and (b) Murderer
and Violent Offender Against Youth Community Notification Law, 730 ILCS 154/75-105.
These laws are hereafter referred to as “offender notification laws.” See also policy 4:175,
Convicted Child Sex Offender; Screening; Notifications.

The School Code (105 ILCS 5/10-21.9, 5/21B-5 and 5/21B-80) lists criminal offenses that
disqualify an individual from District employment if the individual was convicted. 105 ILCS
5/20-21.9 requires any person hired by the District to submit to a fingerprint-based criminal
history records check through (a) the Illinois State Police (ISP) for an individual’s Criminal
History Records Information (CHRI) and (b) the FBI’s national crime information databases.
The law also requires a school district to check two lllinois offender databases for each
applicant, which are (a) the Statewide Sex Offender Registry, www.isp.state.il.us/sor/ and
(b) the Statewide Murderer and Violent Offender Against Youth Registry,
www.isp.state.il.us/cmvo/. Obtaining the results of the fingerprint-based criminal history

records check and review of the database registries is a complete criminal history records
check as required by the School Code. See Board policy 5:30, Hiring Process and Criteria;
administrative procedure 5:30-AP2, Investigations, and ISBE’s non-regulatory guidance
document, Criminal History Records Information (CHRI} Checks for Certified and Non-
certified School Personnel, at:

www.isbe.net/pdf/guidance chr.pdf.
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4. Note: A District may also check the National Sex Offender Public Registry, www.nsopr.gov;
however, the same information will likely appear in the information furnished by the FBI.

5. The provisions in the School Code described above also apply to employees of persons or
firms holding contracts with a school district who have direct, daily contact with students
(105 ILCS 5/10-21.9(f)). See administrative procedures 4:60-AP3, Criminal History Records
Check of Contractor Employees, and 5:30-AP2, Investigations.

6. Conviction of an offense listed in 105 ILCS 5/21B-80(c) results in the automatic suspension
or revocation of the individual’s license. Conviction of an offense listed in 105 ILCS 5/21B-
80(b), depending upon whether the individual’s sentence has been satisfactorily completely
and seven years have passed since that date, may result in automatic suspension or
revocation of the individual’s license.

7. The offender notification laws require law enforcement to ascertain whether a juvenile sex
offender or violent offender against youth is enrolled in a school and, if so, to provide a copy
of the registration form to the Building Principal and any guidance counselor designated by
him or her. This registration form must be kept separately from any and all school records
maintained on behalf of the juvenile sex offender. See Board policy 4:175, Convicted Child
Sex Offender; Screening; Notifications.

Receipt of Information from Law Enforcement

Offender Notification Laws: The Superintendent or designee shall notify the local law enforcement
official or county sheriff that he or she is the District’s official contact person for purposes of the
offender notification laws. The Superintendent and/or Building Principal may at any time request
information from law enforcement officials regarding sex offenders or violent offenders against
youth.

The Superintendent will provide Building Principals and other supervisors with a copy of all lists
received from law enforcement officials containing the names and addresses of sex offenders and
violent offenders against youth.

The Building Principal or designee shall provide the lists to staff members in his or her building on a
need-to-know basis, but in any event:

e A teacher will be told if one of his or her students, or a student’s parent/guardian, is on a
list.

e The school counselor, nurse, social worker, or other school service personnel will be told if a
student or the parent/guardian of a student for whom he or she provides services is on a
list.
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No person receiving a list shall provide it to any other person, except as provided in these
procedures, State law, or as authorized by the Superintendent. Requests for information should be
referred to the local law enforcement officials or State Police.

Juvenile Delinquency Adjudication Notifications: The Superintendent or designee shall contact the
Juvenile Division of the County State’s Attorney Office(s) having jurisdiction over the District’s
school(s) to discuss how the State’s Attorney shall inform the Superintendent or designee of any
students adjudicated as delinquent minors for offenses that would be felonies and/or certain
weapons offenses under the Criminal Code of 2012 (705 ILCS 405/5-901(8)). The Superintendent
and/or designee(s) shall ensure the dissemination of such information is limited to the Building
Principal and any guidance counselor designated by the Building Principal (Id.)

Informing Staff Members and Parents/Guardians About the Law

Building Principals or their designees shall inform parents/guardians about the availability of
information concerning sex offenders during school registration and, if feasible, during parent-
teacher conferences. Informatian should he distributed about the Statewide Sex Offender Registry,
www.isp.state.il.us/sor/, and the Statewide Murderer and Violent Offender Against Youth Registry,
www.isp.state.il.us/cmvo/. Information may also be included in the Student Handbook. See the Sex
Offender Community Notification Law, 730 ILCS 152/, and exhibit 4:175-AP1, E1, Informing
Parents/Guardians About Offender Community Notification Laws.

Requests for additional information shall be referred to local law enforcement officials.

Screening Individuals Who Are Likely to Have Contact with Students at School or School Events

The law is silent with regard to screening volunteers and individuals in the proximity of a school.
Screening is not the same as the School Code’s requirement to perform a fingerprint-based criminal
history records check through (a) the lllinois State Police (ISP) for an individual’s Criminal History
Records Information (CHRI) and (b) the FBI's national crime information databases (105 ILCS 5/10-
21.9).

Screening involves checking an individual’s name and address against the: (1) lllinois Sex Offender
Registry, www.isp.state.il.us/sor/, and (2) the Violent Offender Against Youth Registry maintained by
the State Police, www.isp.state.il.us/cmvo/. 105 ILCS 5/10-21.9(a-5), (a-6).

1. For employees and student teachers, the Superintendent or Building Principal(s):

a. Completes the required forms to request the fingerprint-based criminal history records
check; see 5:30-AP2, Investigations. 105 ILCS 5/10-21.9(a).

b. Screens the individual’'s name and address against the: (1) lllinois Sex Offender Registry,
www.isp.state.il.us/sor/, and (2) the Violent Offender Against Youth Registry maintained
by the State Police, www.isp.state.il.us/cmvo/. 105 ILCS 5/10-21.9(a-5), (a-6).
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¢. Reviews the lists of sex offenders and violent offenders against youth as the lists are
received from law enforcement. If a match is found, the Superintendent immediately
contacts the local police officials to confirm or disprove the match. The Superintendent
immediately notifies the Board if a match is confirmed. The Board President will contact
the Board Attorney and the Board will take the appropriate action to comply with State
law that may include terminating the individual’'s employment.

d. May request the individual to authorize a clearance of his or her name through the Ill.
Dept. Of Children and Family Services (DCFS) CANTS system. This check documents that
the person does not have an indicated report or record on DCFS’ registry of child abuse
and/or neglect. 325 ILCS 5/11.1(a)(11) and (c). Clearances must be requested using the
DCFS form at
www.illinois.gov/dcfs/aboutus/notices/Documents/cfs 689 authorization for backgro
und check for programs not licensed by dcfs (fillable).pdf.

If an indicated report is found, contact the Board Attorney for guidance.

2. For students doing field or clinical experience other than student teaching, the
Superintendent or Building Principal(s):

a. May require the same fingerprint-based criminal history records check required of
student teachers. The cost of this check will be reimbursed by the student seeking the
experience.

b. Performs the responsibilities listed in 1. b. & c., above.

3. For volunteers, see 6:250-AP, Securing and Screening Resource Persons and Volunteers. The
Superintendent or Building Principal(s):

a. May require the same fingerprint-based criminal history records check required of
student teachers.

b. Performs the responsibilities listed in 1. b. & c., above.

4. For contractors’ employees, see 4:60-AP3, Criminal History Records Check of Contractor
Employees; 5:30-AP2, Investigations.

5. Forindividuals in the proximity of a school or bus stop, the Building Principal(s) review(s) the
lists of sex offenders and violent offenders against youth as they are received from law
enforcement. The Building Principal or designee shall; (a) notify staff members according to
the section of this procedure on Receipt of the Information from Law Enforcement, and (b)
attempt to alter school bus stops and the route students travel to and from school in order
to avoid contact with an individual on such a list.
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CROSS REF.: 4:175 (Convicted Child Sex Offender; Screening; Notifications), 5:30 (Hiring
Process and Criteria), 6:250 (Community Resource Persons and Volunteers),
8:30 (Visitors to and Conduct on School Property)

ADMIN. PROC.: 4:60-AP3 (Criminal History Records Check of Contractor Employees), 4:175-AP1,
E1 (Informing Parents/Guardians About Offender Community Notification Laws),
5:30-AP2 (Investigations), 6:250-AP (Securing and Screening Resource Persons
and Volunteers), 6:250-E (Resource Person and Volunteer Information Form and
Waiver of Liability), 8:30-AP (Definition of Child Sex Offender), 8:30-E1 (Letter to
Parent Regarding Visits to School by Child Sex Offenders), 8:30-E2 (Child Sex
Offender’s Request for Permission to Visit School Property)
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RENUMBERED

May 2014 4:175-AP1, E1

Operational Services

Exhibit - Informing Parents/Guardians About Offender Community Notification Laws

On District letterhead, website, and/or in student handbook

Date:
To: Parents/Guardians
Re: Offender Community Notification Laws

State law requires schools to notify parents/guardians during school registration or parent-teacher conferences
that information about sex offenders and violent offenders against youth is available to the public on the Illinois
State Police’s website. The Illinois State Police website contains the following:

Illinois Sex Offender Registry, www.isp.state.il.us/sor/
Ilinois Murderer and Violent Offender Against Youth Registry, www.isp.state.il.us/cmvo/
Frequently Asked Questions Concerning Sex Offenders, www.isp.state.il.us/sor/faq.cfm
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Operational Services

Pandemic Preparedness

-

The School Board recognizes that the District will play an essential role along with the local health department
and emergency management agencies in protecting the public’s health and safety if an influenza pandemic
occurs. A pandemic influenza is a worldwide outbreak of a virus for which there is little or no natural immunity
and no vaccine; it spreads quickly to people who have not been previously exposed to the new virus.

To prepare the School District community for a pandemic, the Superintendent or designee shall: (1) learn and
understand the roles that the federal, State, and local government would play in an epidemic; (2) form a
pandemic planning team consisting of appropriate District personnel and community members to identify
priorities and oversee the development and implementation of a comprehensive pandemic influenza school
action plan; and (3) build awareness of the final plan among staff, students, and community.

Emergency School Closing

In the case of a pandemic, any decision for an emergency school closing will be made by the Superintendent in
consultation with and, if necessary, at the direction of the District’s local health department, emergency
management agencies, and Regional Office of Education.

LEGAL REF.: 105 ILCS 5/10-16.7 and 5/10-20.5.
Ill. Dept. of Public Health Act (Part 1), 20 ILCS 2305/2(b).
[1l. Emergency Management Agency Act, 20 ILCS 3305.
111. Educational Liabor Relations Act, 115 ILCS 5/.

CROSS REF:: 1:20 (District Organization, Operations, and Cooperative Agreements), 2:20
(Powers and Duties of the School Board), 4:170 (Safety), 7:90 (Release During
School Hours), 8:100 (Relations with Other Organizations and Agencies)
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