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Geneseo Community Unit School District 228 5:10 
 

General Personnel 

Equal Employment Opportunity and Minority Recruitment  

The School District shall provide equal employment opportunities to all persons regardless of their 
race, color, creed, religion, national origin, sex, sexual orientation, age, ancestry, marital status, arrest 
record, military status, order of protection status, unfavorable military discharge, citizenship status 
provided the individual is authorized to work in the United States, use of lawful products while not at 
work, being a victim of domestic or sexual violence, genetic information, physical or mental handicap 
or disability, if otherwise able to perform the essential functions of the job with reasonable 
accommodation, credit history, unless a satisfactory credit history is an established bona fide 
occupational requirement of a particular position, or other legally protected categories.  

Persons who believe they have not received equal employment opportunities should report their 
claims to the Nondiscrimination Coordinator and/or a Complaint Manager for the Uniform Grievance 
Procedure.  These individuals are listed below.  No employee or applicant will be discriminated or 
retaliated against because he or she initiated a complaint, was a witness, supplied information, or 
otherwise participated in an investigation or proceeding involving an alleged violation of this policy 
or State or federal laws, rules or regulations, provided the employee or applicant did not make a 
knowingly false accusation nor provide knowingly false information.  

Administrative Implementation 

The Superintendent shall appoint a Nondiscrimination Coordinator for personnel who shall be 
responsible for coordinating the District’s nondiscrimination efforts.  The Nondiscrimination 
Coordinator may be the Superintendent or a Complaint Manager for the Uniform Grievance 
Procedure.  The Superintendent shall insert into this policy the names, addresses, and telephone 
numbers of the District’s current Nondiscrimination Coordinator and Complaint Managers.  

Nondiscrimination Coordinator: 

Scott Kuffel  
Name 
209 S. College Avenue 

 

Address 
Geneseo, IL 61254 

 

309-945-0450  
Telephone  
 
Complaint Managers: 

Matt DeBaene  Nancy Wiese 
Name 
333 E. Ogden Avenue 

 Name 
920 South Congress Street 

Address 
Geneseo, IL 61254 

 Address 
Geneseo, IL 61254 

309-945-0599  309-945-0475 
Telephone  Telephone 
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The Superintendent shall also use reasonable measures to inform staff members and applicants that 
the District is an equal opportunity employer, such as, by posting required notices and including this 
policy in the appropriate handbooks.  

Minority Recruitment  

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

 
LEGAL REF.: Age Discrimination in Employment Act, 29 U.S.C. §621 et seq. 
  Americans With Disabilities Act, Title I, 42 U.S.C. §12111 et seq. 
  Civil Rights Act of 1991, 29 U.S.C. §§621 et seq., 42 U.S.C. §1981 et seq., §2000e  
   et seq., and §12101 et seq.  
  Equal Employment Opportunities Act (Title VII of the Civil Rights Act of 1964),  
   42 U.S.C. §2000e et seq., 29 C.F.R. Part 1601 
  Equal Pay Act, 29 U.S.C. §206(d). 
  Employee Credit Privacy Act, 820 ILCS 70/. 
  Genetic Information Nondiscrimination Act, 42 U.S.C. §2000ff et seq. 
  Immigration Reform and Control Act, 8 U.S.C. §1324a et seq. 
  Rehabilitation Act of 1973, 29 U.S.C. §791 et seq. 
  Title VI of the Civil Rights Act of 1964, 42 U.S.C. §2000d et seq. 
  Pregnancy Discrimination Act, 42. U.S.C. §2000e(k). 
  Title IX of the Education Amendments, 20 U.S.C. §1681 et seq., 34 C.F.R. Part 106. 
  Uniformed Services Employment and Reemployment Rights Act (1994), 38 U.S.C. 
   §§4301 et seq. 
  Ill. Constitution, Art. I, §§17, 18, and 19. 
  105 ILCS 5/10-20.7, 5/10-20.7a, 5/10-21.1, 5/10-22.4, 5/10-23.5, 5/22-19, 5/24-4,
   5/24-4.1,and 5/24-7. 
  Genetic Information Protection Act, 410 ILCS 513/25. 
  Ill. Whistleblower Act, 740 ILCS 174/. 
  Ill. Human Rights Act, 775 ILCS 5/1-103 and 5/2-102. 
  Religious Freedom Restoration Act, 775 ILCS 35/5. 
  Ill. Equal Pay Act of 2003, 820 ILCS 112/ 
  Victims’ Economic Security and Safety Act, 820 ILCS 180/30. 
  23 Ill.Admin.Code §1.230. 
 
CROSS REF.: 2:260 (Uniform Grievance Procedure), 5:20 (Workplace Harassment   
 Prohibited), 5:30 (Hiring Process and Criteria, 5:40 (Communicable and Chronic   
 Infectious Disease), 5:70 (Religious Holidays), 5:180 (Temporary Illness or   
 Temporary Incapacity), 5:200 (Terms and Conditions of Employment and   
 Dismissal), 5:250 (Leaves of Absence),  5:270(Employment, At-Will, Compensation,  
 and Assignment), 5:300 (Schedules and Employment Year), 5:330 (Sick Days,   
 Vacation, Holidays, and Leaves), 7:10 (Equal Educational Opportunities), 7:180   
 (Preventing Bullying, Intimidation, and  Harassment), 8:70 (Accommodating   
 Individuals with Disabilities) 
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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 
Board. All personnel decisions are made by the 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 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.  No substitute teacher 
will be employed without first presenting his or her certificate of authorization from the Regional 
Superintendent. 

All applicants must complete a District online 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 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 School Code requires the Board 
President to keep a conviction record confidential and share it only with the Superintendent, Regional 
Superintendent, State Superintendent, State Teacher Certification Board, any other person necessary 
to the hiring decision, or for purposes of clarifying the information, the Department of State Police 
and/or Statewide Sex Offender Database. 

The Superintendent or designee shall ensure that an applicant’s credit history or report from a 
consumer reporting agency is used only when a satisfactory credit history is an established bona fide 
occupational requirement of a particular position.  

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 
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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 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 
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 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, 5/10-20.7, 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/ and 70/. 
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) 
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General Personnel 
Abused and Neglected Child Reporting  

Any District employee who suspects or receives knowledge that a student may be an abused or 
neglected child or, for a student aged 18 through 21, an abused or neglected individual with a 
disability, shall immediately: (1) report such a case to the Illinois Department of Children and Family 
Services on its Child Abuse Hotline 800/25-ABUSE or 217/524-2606, and (2) follow any additional 
directions given by the Illinois Department of Children and Family Services to complete a report.  
The employee shall also promptly notify the Superintendent or Building Principal that a report has 
been made.  All District employees shall sign the Acknowledgement of Mandated Reporter Status 
form provided by the Illinois Department of Child and Family Services (DCFS) and the 
Superintendent or designee shall ensure that the signed forms are retained.  
Any District employee who discovers child pornography on electronic and information technology 
equipment shall immediately report it to local law enforcement, the National Center for Missing and 
Exploited Children’s CyberTipline 800/843-5678, or online at www.cybertipline.com.  The 
Superintendent or Building Principal shall also be promptly notified of the discovery and that a report 
has been made.  
The Superintendent shall execute the requirements in Board policy 5:150, Personnel Records, 
whenever another school district requests a reference concerning an applicant who is or was a District 
employee and was the subject of a report made by a District employee to DCFS.  
The Superintendent shall notify the State Superintendent and the Regional Superintendent in writing 
when he or she has reasonable cause to believe that a certificate holder was dismissed or resigned 
from the District as a result of an act that made a child an abused or neglected child.  The 
Superintendent must make the report within 30 days of the dismissal or resignation and mail a copy 
of the notification to the certificate holder. 
The Superintendent or designee shall provide staff development opportunities for school personnel 
working with students in grades kindergarten through 8, in the detection, reporting, and prevention of 
child abuse and neglect.  
Each individual Board member must, if an allegation is raised to the member during an open or 
closed Board meeting that a student is an abused child as defined in the Act, direct or cause the Board 
to direct the Superintendent or other equivalent school administrator to comply with the Act’s 
requirements concerning the reporting of child abuse.  
 
 
LEGAL REF.:       105 ILCS 5/10-21.9 
         20 ILCS 1305/1-1 et seq. 
         20 ILCS 2435/.  
         325 ILCS 5/. 

CROSS REF.:        2:20 (Powers and Duties of the School Board), 5:20 (Workplace   
                Harassment Prohibited), 5:100  (Staff Development Program), 5:150 (Personnel 
         Records), 6:120 (Education of Children with Disabilities), 7:20 (Harassment of 
         Students Prohibited), 7:150 (Agency and Police Interviews) 
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Professional Personnel 

Teacher Qualifications  

A teacher, as the term is used in this policy, refers to a District employee who is required to be 
certified under State law.  The following qualifications apply: 

1. Each teacher must:  
a. Have a valid Illinois certificate that legally qualifies the teacher for the duties for which 

the teacher is employed. 
b. Provide the District Office with a complete transcript of credits earned in institutions of 

higher education.  
c. On or before September 1 of each year, unless otherwise provided in an applicable 

collective bargaining agreement, provide the District Office with a transcript of any 
credits earned since the date the last transcript was filed. 

d. Notify the Superintendent of any change in the teacher’s transcript. 
2. All teachers with primary responsibility for instructing students in the core academic subject 

areas (science, the arts, reading or language arts, English, history, civics and government, 
economics, geography, foreign language, and mathematics) must be certified and highly 
qualified for those assignments as determined by State and federal law. 

The Superintendent or designee shall:  
1. Monitor compliance with State and federal law requirements that teachers be appropriately 

certified and highly qualified for their assignments for Title I and Title II or other NCLB 
Programs; 

2. Through incentives for voluntary transfers, professional development, recruiting programs, or 
other effective strategies, ensure that minority students and students from low-income 
families are not taught at higher rates than other students by unqualified, out-of-field, or 
inexperienced teachers; and 

3. Ensure parents/guardians of students in schools receiving Title I funds and Title II funds or 
other NCLB programs, are notified:  (a) of their right to request their students’ classroom 
teachers’ professional qualifications, and (b) whenever their child is assigned to, or has been 
taught for 4 or more consecutive weeks by, a teacher who is not highly qualified. 

4. Monitor qualifications of applicants for teaching positions in the district to ensure that 
teachers hired for specific positions are certified and highly qualified for the content they are 
assigned to teach, according to State and NCLB or Title II rules and regulations. 

5. Determine if any current teachers are considered non-highly qualified by NCLB, Title I 
and/or Title II standards.  Then assignments will be modified if possible, or, a letter will be 
sent to the parents/guardians of students in schools receiving Title I funds, Title II funds or 
other NCLB programs regarding the teacher’s status as non-highly qualified.  Individual 
teachers will be consulted and directed to complete ISBE’s highly qualified worksheet in 
order to ascertain qualification for the HOUSSE system of becoming highly qualified.  These 
requirements shall pertain to all teachers at the conclusion of the 2005-06 school year.  



 

 
5:190 Page 2 of 2 

LEGAL REF.: 20 U.S.C. §6319. 
34 C.F.R §200.55, 56, 57 and 61. 
105 ILCS 5/10-20.15, 5/21-1, 5/21-10, 5/21-11.4, and 5/24-23. 
23 Ill.Admin.Code §1.610 et seq., § 1.705 et. seq., and Part 25. 

CROSS REF.: 6:170 (Title I Programs) 
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Geneseo Community Unit School District 228 5:260 
 

Professional Personnel 

Student Teachers  

The Superintendent is authorized to accept students from university-approved teacher-training 
programs to do student teaching in the District. The Superintendent or designee shall coordinate with 
each student teacher’s higher education institution a fingerprint-based criminal history records check 
and checks of the Statewide Sex Offender Database and Statewide Child Murderer and Violent 
Offender Against Youth Database prior to any participation in field experiences in a school.  Each 
university shall provide confirming documentation. 

Assignment 

The Superintendent or designee shall be responsible for coordinating placements of all student 
teachers within the District. Student teachers should be assigned to supervising teachers whose 
qualifications are acceptable to the District and the students’ respective colleges or universities.  A 
teacher may be eligible for Continuing Professional Development Units (CPDU) for supervising a 
student teacher or teacher education candidate in clinical supervision. 

 
LEGAL REF.: 105 ILCS 5/10-22.34. 
  105 ILCS 5/21-14(e)(3)(E)(viii). 
  23 Ill.Admin.Code § 25.875. 
 
CROSS REF.: 5:190 (Teacher Qualifications) 
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