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Operational Services 

Waiver of Student Fees  

The Superintendent will recommend to the School Board for adoption what fees, if any, will be 

charged for the use of textbooks, consumable materials, extracurricular activities, and other school 

fees.  Students will pay for loss of 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 fee waiver contained in this policy.  In order that no student is denied 

educational services or academic credit due to the inability of parents/guardians to pay fees and 

charges, the Superintendent will recommend to the Board for adoption what 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 available. 

Eligibility Criteria 

A student shall be eligible for a fee waiver when: 

1. The student currently lives in a household that meets the free lunch or breakfast eligibility 

guidelines established by the federal government pursuant to the National School Lunch Act, 

42 U.S.C. § 1758; 7 C.F.R. Part 245 et seq.; or  

2. The student or student’s family is currently receiving aid under Article IV of The Illinois 

Public Aid Code (Aid to Families with Dependent Children).  

The Superintendent or designee will give additional consideration where one or more of the following 

factors are present:  

• Illness in the family; 

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

• Seasonal unemployment; 

• Emergency situations; 

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

Verification 

The Superintendent or designee must follow the verification requirements of 7 C.F.R. 245.6a when 

using the free lunch or breakfast eligibility guidelines pursuant to The National School Lunch Act as 

the basis for waiver of the student’s fee(s). 

When using a District established or other independent verification process, the Superintendent or 

designee may not require verification more often than every 60 calendar days.  The Superintendent or 

designee shall not use any information from any independent verification process to determine free 

lunch or breakfast eligibility pursuant to The National School Lunch Act. 

Determination and Appeal 

The Superintendent or designee will notify the parent(s)/guardian(s) promptly as to whether the fee 

waiver request has been granted or denied.  The denial of a fee waiver request may be appealed to the 
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Superintendent by submitting the appeal in writing to the Superintendent within 14 days of the denial. 

The Superintendent or designee shall respond within 14 days of receipt of the appeal.  The 

Superintendent’s decision may be appealed to the Board.  The decision of the Board is final and 

binding. 

Questions regarding the fee waiver request process should be addressed to the Building Principal’s 

office. 

LEGAL REF.: 105 ILCS 5/10-20.13 and 5/10-22.25. 

23 Ill.Admin.Code §1.245 [unenforceable]. 

 

CROSS REF.:        4:130 (Free and Reduced-Price Food Services) 
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Amended by Board Action 11/13/2008 

Amended by Board Action 02/11/2010 
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General Personnel 

Hiring Process and Criteria  

The District hires the most qualified personnel consistent with budget and staffing requirements and 

in compliance with School Board policy on equal employment opportunity and minority recruitment. 

The Superintendent is responsible for recruiting personnel and making hiring recommendations to the 

School Board. All personnel decisions are made by the School Board, but only on the 

recommendation of the Superintendent.  If the Superintendent’s recommendation is rejected, the 

Superintendent must submit another.  The Superintendent may select personnel on a short-term basis 

for a specific project or emergency condition before the School Board’s approval.  No individual will 

be employed who has been convicted of a criminal offense listed in Section 5/21-23a of The School 

Code. 

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

Job Descriptions 

The Superintendent shall develop and maintain a current comprehensive job description for each 

position or job category; however, a provision in a collective bargaining agreement or individual 

contract will control in the event of a conflict.  

Investigations 

The Superintendent or designee shall ensure that a fingerprint-based criminal history records check 

and a check of the Statewide Sex Offender Database and Violent Offender Against Youth Database 

(when available) is performed on each applicant as required by State law. The Superintendent or 

designee shall notify an applicant if the applicant is identified in either database. The Board President 

will keep a conviction record confidential and share it only with the Superintendent, Regional 

Superintendent, State Superintendent, State Teacher Certification Board, or any other person 

necessary to the hiring decision.  

Each newly hired employee must complete an Immigration and Naturalization Service Form as 

required by federal law.  

The District retains the right to discharge any employee whose criminal background investigation 

reveals a conviction for committing or attempting to commit any of the offenses outlined in Section 

5/21-23a of The School Code or who falsifies, or omits facts from, his or her employment application 

or other employment documents. 

Physical Examinations 

New employees must furnish evidence of physical fitness to perform assigned duties and freedom 

from communicable disease, including tuberculosis. All physical fitness examinations and tests for 

tuberculosis must be performed by a physician licensed in Illinois, or any other state, to practice 

medicine and surgery in any of its branches, or an advanced practice nurse who has a written 

collaborative agreement with a collaborating physician that authorizes the advanced practice nurse to 

perform health examinations, or a physician assistant who has been delegated the authority by his or 

her supervising physician to perform health examinations.  The employee must have the physical 

examination and tuberculin test performed no more than 90 days before submitting evidence of it to 

the School Board.  All such employment tests are at the new employee’s expense. 

Any employee may be required to have an additional examination by a physician who is licensed in 

Illinois to practice medicine and surgery in all its branches, or an advanced practice nurse who has a 
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written collaborative agreement with a collaborating physician that authorizes the advanced practice 

nurse to perform health examinations, or a physician assistant who has been delegated the authority 

by his or her supervising physician to perform health examinations, if the examination is job-related 

and consistent with business necessity. The School Board will pay the expenses of any such 

examination. 

Orientation/Induction Program 

The District’s staff will provide an orientation program for new employees to acquaint them with the 

District’s policies and procedures, the school’s rules and regulations, and the responsibilities of their 

position.  Induction is for all employees new to the building.  A mentoring program will be for those 

employees new or just recent to the field of teaching. 
 

Mentoring Program 

The District’s staff will provide a mentoring program for new employees who are new to the field of 

teaching.  The intention of the mentoring program is to develop, support and retain the best new 

teachers.  District administration will decide if the teacher needs to be part of mentoring or induction.  

Each teacher new to teaching will be involved in the mentoring program for a total of two school 

years.  The mentoring program is to be aligned with the Illinois Professional Teaching Standards, 

content area standards, and applicable local school improvement and professional development plans, 

if any. 

 

The mentoring program will address mentoring and support of the new teacher, professional 

development specifically designed to ensure the growth of the new teacher’s knowledge and skills, 

and formative assessment designed to ensure feedback and reflection.  The mentor’s formative 

assessment is designed to ensure feedback and reflection, and will not be used in the new teacher 

evaluation. 

 

Mentor teachers will demonstrate the best practices in teaching.  The mentoring teacher may not 

directly or indirectly participate in the evaluation of a new teacher. 

 

 

LEGAL REF.: Americans with Disabilities Act, 42 U.S.C. §12112, 29 C.F.R. Part 1630. 

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

105 ILCS 5/10-16.7, 5/10-5/10-20.7, 5/10-21.4, 5/10-21.9, 5/21-23a, 5/10-22.34, 

 5/10-22.34b, 5/22-6.5, and 5/24-1 et seq. 

820 ILCS 55/. 

Duldulao v. St. Mary of Nazareth Hospital, 483 N.E.2d 956 (Ill.App.1, 1985), aff’d in 

 part and remanded 505 N.E.2d 314 (Ill., 1987). 

Kaiser v. Dixon, 468 N.E.2d 822 (Ill.App.2, 1984). 

Molitor v. Chicago Title & Trust Co., 59 N.E.2d 695 (Ill.App.1, 1945). 

 

CROSS REF.: 3:50 (Administrative Personnel Other Than the Superintendent), 5:10 (Equal 

Employment Opportunity and Minority Recruitment), 5:40 (Communicable and Chronic Infectious 

Disease), 5:280 (Educational Support Personnel - Duties and Qualifications) 

Adopted By Board Action 03/05/1991 

Amended By Board Action 04/06/1999 

Amended By Board Action 12/12/2007 

Amended By Board Action 01/14/2010 

Amended by Board Action 02/11/2010 
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General Personnel 

Ethics  

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

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

1. Superintendent; 
2. Building Principal; 
3. Head of any department; 
4. Any employee responsible for negotiating contracts, including collective bargaining 

agreement, in the amount of $1,000 or greater; 
5. Hearing officer; 
6. Any employee having supervisory authority for 20 or more employees; and 
7. Any employee in a position that requires an administrative or a chief school business official 

endorsement. 

Ethics and Gift Ban  

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

Staff Political Activities 

The Board of Education recognizes the right of School District employees, as citizens, to engage in 
political activities of their choice.   

No employee shall engage in partisan political activities during the hours that he/she is employed by 
the District.  When not on duty at such employment, all School District employees shall have the 
same rights as other citizens to participate or not to participate in political activities.  Employees shall 
obey all applicable sections of the School Code of Illinois.  Students shall not be used in any manner 
for promoting a political candidate or political issue. 

This policy shall not be construed so as to prohibit:   

a. Discussion and study of politics and political issues when such discussion and study are 
appropriate to classroom objectives in such areas as history, political science, and current 
events; 

b. Opportunity to participate in such citizenship activities outside the classroom as jury duty, 
voting, discussion of political issues, and campaigning for candidates;  

c. Any teacher or other District employee holding public office so long as the performance of 
duties thereof are not in conflict with teaching or regular assignments. 

Outside Employment and Conflict of Interest 

No District employee shall be directly or indirectly interested in any contract, work, or business of the 
District, or in the sale of any article by or to the District, except when the employee is the author or 
developer of instructional materials listed with the State Board of Education and adopted for use by 
the School Board. An employee having an interest in instructional materials must file an annual 
statement with the Board Secretary.  
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For the purpose of acquiring profit or personal gain, no employee shall act as an agent of the District 
nor shall an employee act as an agent of any business in any transaction with the District. 

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

Employees shall not at any time engage in any employment that would affect their usefulness as 
employees in the system, would make time and/or energy demands upon the individuals which could 
interfere with their effectiveness in performing their regular assigned duties, would compromise or 
embarrass the school system, would adversely affect their employment status or professional 
standing, or would in any way conflict with assigned duties. 

LEGAL REF.: U.S. Constitution, First Amendment. 
5 ILCS 420/4A-101 and 430/ 
50 ILCS 135/ 
105 ILCS 5/10-22.39, 5/22-5 and 5/24-22. 
Pickering v. Board of Township H.S. Dist. 205, 391 U.S. 563 (1968). 
Garcetti v. Ceballos, 547 U.S. 410 (2006). 

CROSS REF.: 2:105 (Ethics and Gift Ban); 5:100 (Staff Development Program) 

 

 

 

 

 

 

 
Adopted by Board Action 09/03/1985 
Amended by Board Action 03/05/1991 
Amended by Board Action 04/06/1999 
Amended by Board Action 06/04/2001 
Amended by Board Action 03/12/2009 
Amended by Board Action 02/11/2010 
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Educational Support Personnel 

Duties and Qualifications  

All support staff:  (1) must meet qualifications specified in job descriptions, (2) must be able to 

perform the essential tasks listed and/or assigned, and (3) are subject to School Board policies as they 

may be changed from time-to-time at the Board’s sole discretion. 

Paraprofessionals and Teacher Aides  

“Paraprofessionals” and “teacher aides” are noncertificated personnel with instructional duties; the 

terms are synonymous.  Service as a paraprofessional or teacher aide requires a “statement of 

approval” issued by the Illinois State Board of Education (ISBE).   

A paraprofessional or teacher aide in a targeted assistance program that is paid with federal funds 

under Title I, Part A, or in a school-wide program that is supported with such funds, shall hold a 

“statement of approval,” issued by the ISBE, for this purpose.  

Individuals with only non-instructional duties (e.g., providing technical support for computers, 

providing personal care services, or performing clerical duties) are not paraprofessionals or teacher 

aides and the requirements in this section do not apply.  In addition, individuals who are completing 

their clinical experiences and/or student teaching do not need to comply with this section, provided 

they otherwise qualify for instructional duties under ISBE rules.  

Noncertificated Personnel Working with Students Performing Non-Instructional Duties 

Noncertificated personnel performing non-instructional duties may be used: 

1. For supervising study halls, long distance teaching reception areas used incident to 

instructional programs transmitted by electronic media, (e.g., computers, video, and audio), 

detention and discipline areas, and school-sponsored extracurricular activities;  

2. As supervisors, chaperones, or sponsors for non-academic school activities; or  

3. For non-teaching duties not requiring instructional judgment or student evaluation. 

Nothing in this policy prevents a noncertificated person from serving as a guest lecturer or resource 

person under a certificated teacher’s direction and with the administration’s approval.  

Coaches and Athletic Trainers 

Athletic coaches and trainers shall have the qualifications required by any association in which the 

School District maintains a membership. The coach for an extracurricular athletic activity sponsored 

or sanctioned by the Illinois High School Association (IHSA) at or above the ninth grade level must 

have completed the IHSA’s educational program and competency testing on preventing abuse of 

performance-enhancing substances.  Regardless of whether the athletic activity is governed by an 

association, the Superintendent or designee shall ensure that each athletic coach: (1) is knowledgeable 

regarding coaching principles, (2) has first aid training, and (3) is a trained Automatic External 

Defibrillator user according to rules adopted by the Illinois Department of Public Health. Anyone 

performing athletic training services shall be licensed under the Illinois Athletic Trainers Practice 

Act, be an athletic trainer aide performing care activities under the on-site supervision of a licensed 

athletic trainer, or otherwise be qualified to perform athletic trainer activities under State law.  
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Bus Drivers 

All school bus drivers must have a valid school bus driver permit. The Superintendent or designee 

shall inform the Illinois Secretary of State, within 30 days of being informed by a school bus driver, 

that the bus driver permit holder has been called to active duty.  New bus drivers and bus drivers who 

are returning from a lapse in their employment are subject to the requirements contained in Board 

policy 5:30, Hiring Process and Criteria and Board policy 5:285, Drug and Alcohol Testing for 

School Bus and Commercial Vehicle Drivers. 

LEGAL REF.: No Child Left Behind Act of 2001, 20 U.S.C. §6319(c). 

34 C.F.R. §§200.58 and 200.59. 

105 ILCS 5/10-22.34, 5/10-22.34a, 5/10-22.34b, and 25/1.5 

625 ILCS 5/6-104 and 5/6-106.1. 

23 Ill.Admin.Code §§25.510, 25.520. 

CROSS REF.: 4:110 (Transportation), 4:170 (Safety), 5:30 (Hiring Process and Criteria), 5:35 

(Compliance with the Fair Labor Standards Act), 5:285 (Drug and Alcohol 

Testing for School Bus and Commercial Vehicle Drivers), 6:250 (Community 

Resource Persons and Volunteers) 

 

 

 

 

 

 

 

 

 

 

 

 

Adopted by Board Action 12/03/2001 

Amended by Board Action 03/03/2003 

Amended by Board Action 03/12/2009 

Amended by Board Action 02/11/2010 


