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Staff Forms

Human resources forms can be found on the District’s website.
Employee benefit information can also be found on the District’s website.

Equal Employment Opportunity and Minority Recruitment

The School District shall provide equal employment opportunities to all persons regardless of
their race, color, religion, creed, 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, pregnancy, childbirth, or related medical conditions;
credit history, unless a satisfactory credit history is an established bona fide occupational
requirement of a particular position, or other legally protected categories. No one will be
penalized solely for his or her status as a registered qualifying patient or a registered designated
caregiver for purposes of the Compassionate Use of Medical Cannabis Pilot Program Act, 410
ILCS 130/.

Persons who believe they have not received equal employment opportunities should report their
claims to the Nondiscrimination Coordinator and/or a Complaint Manager for the Uniform
Grievance Procedure. These individuals are listed below. No employee or applicant will be
discriminated or retaliated against because he or she: (1) requested, attempted to request, used, or
attempted to use a reasonable accommodation as allowed by the Illinois Human Rights Act, or
(2) initiated a complaint, was a witness, supplied information, or otherwise participated in an
investigation or proceeding involving an alleged violation of this policy or State or federal laws,
rules or regulations, provided the employee or applicant did not make a knowingly false
accusation nor provide knowingly false information.

Nondiscrimination Coordinator:
Carrie E. Hruby 118 E. Washington
O’Fallon, IL 62269
chruby@of90.net
618/632-3666

Workplace Harassment Prohibited

The School District expects the workplace environment to be productive, respectful, and free of
unlawful discrimination, including harassment. District employees shall not engage in
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harassment or abusive conduct on the basis of an individual’s actual or perceived race, color,
religion, national origin, ancestry, sex, sexual orientation, age, citizenship status, work
authorization status, disability, pregnancy, marital status, order of protection status, military
status, or unfavorable discharge from military service, nor shall they engage in harassment or
abusive conduct on the basis of an individual’s other protected status identified in Board policy
5:10, Equal Employment Opportunity and Minority Recruitment. Harassment of students,
including, but not limited to, sexual harassment, is prohibited by Board policies 2:260, Uniform
Grievance Procedure; 2:265, Title IX Sexual Harassment Grievance Procedure; 7:20,
Harassment of Students Prohibited; 7:180, Prevention of and Response to Bullying, Intimidation,
and Harassment; and 7:185, Teen Dating Violence Prohibited. The District will take remedial and
corrective action to address unlawful workplace harassment, including sexual harassment.

Sexual Harassment Prohibited

The District shall provide a workplace environment free of verbal, physical, or other conduct or
communications constituting harassment on the basis of sex as defined and otherwise prohibited
by State and federal law. The District provides annual sexual harassment prevention training in
accordance with State law.

District employees shall not make unwelcome sexual advances or request sexual favors or
engage in any unwelcome conduct of a sexual nature when: (1) submission to such conduct is
made either explicitly or implicitly a term or condition of an individual's employment; (2)
submission to or rejection of such conduct by an individual is used as the basis for employment
decisions affecting such individual; or (3) such conduct has the purpose or effect of substantially
interfering with an individual's work performance or creating an intimidating, hostile, or
offensive working environment. Sexual harassment prohibited by this policy includes, but is not
limited to, verbal, physical, or other conduct. The terms intimidating, hostile, or offensive
include, but are not limited to, conduct which has the effect of humiliation, embarrassment or
discomfort. Sexual harassment will be evaluated in light of all the circumstances.

Making a Complaint

If an employee believes they have been subject to or have witnessed unlawful discrimination,
including sexual or other forms of unlawful harassment, or other inappropriate conduct, they are
requested and encouraged to make a complaint. They may complain directly to their immediate
supervisor, the Superintendent, or any other member of administration with whom they feel
comfortable bringing such a complaint. Individuals may choose to report to a person of the
individual’s same gender. Every effort should be made to file such reports or complaints as soon
as possible, while facts are known and potential witnesses are available. Aggrieved individuals,
if they feel comfortable doing so, should directly inform the person engaging in the harassing
conduct or communication that such conduct or communication is offensive and must stop.
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Similarly, if employees observe acts of discrimination toward or harassment of another
employee, they are requested and encouraged to report this to one of the individuals listed above.

All complaints will be investigated promptly, and confidentiality will be protected to the extent
possible. A timely resolution of each complaint should be reached and communicated to the
parties involved.

Enforcement

A violation of this policy by an employee may result in discipline, up to and including discharge.
A violation of this policy by a third party will be addressed in accordance with the authority of
the Board in the context of the relationship of the third party to the District, e.g., vendor, parent,
invitee, etc. Any person making a knowingly false accusation regarding harassment will likewise
be subject to disciplinary action, which for an employee may be up to and including discharge.

Retaliation Prohibited

An employee’s employment, compensation, or work assignment shall not be adversely affected
by complaining or providing information about harassment. Retaliation against employees for
bringing complaints or providing information about harassment is prohibited (see Board policy
2:260, Uniform Grievance Procedure), and depending upon the law governing the complaint,
whistleblower protection may be available under the State Officials and Employees Ethics Act (5
ILCS 430/), the Whistleblower Act (740 ILCS 174/), and the Ill. Human Rights Act (775 ILCS
5/). An employee should report allegations of retaliation to an immediate supervisor, the
Building Principal, and/or the Superintendent/Nondiscrimination Coordinator. Employees who
retaliate against others for reporting or complaining of violations of this policy or for
participating in the reporting or complaint process will be subject to disciplinary action, up to
and including discharge. The following government agencies are available to assist employees:
the Ill. Dept. of Human Rights and the U.S. Equal Employment Opportunity Commission.

Nondiscrimination Coordinator:
Name Carrie E. Hruby
Address 118 E. Washington O’Fallon, IL 62269
Email chruby@of90.net
Telephone No. 618/632-3666

Compliance with the Fair Labor Standards Act

“Exempt” and “non-exempt” employee categories may include certificated and non-certificated
job positions. All non-exempt employees, whether paid on a salary or hourly basis, are covered
by minimum wage and overtime provisions.
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Overtime for Hourly Employees

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

The normal work week shall be 5 continuous days per week, unless an emergency is declared by
the Superintendent. Overtime must be approved in advance by the employee’s supervisor and
will be paid at the rate of 1 ½ times the employee’s regular rate for any work in excess of 40
hours actually worked in the regularly scheduled work week. Overtime will be paid at the rate of
1 ½ times the employee’s regular rate for any district work required to be performed on a
Saturday or Sunday, with the hours to be predetermined by the supervisor.

Workweek and Compensation

In lieu of overtime compensation, non-exempt employees may receive compensatory time-off,
according to Board policy 5:310, Compensatory Time-Off. Employees may elect to receive
compensatory time off at the rate of 1 ½ times the number of hours worked in excess of forty
(40) hours; such compensatory time must be used by the employee during the same fiscal year in
which it is earned. Earning compensatory time must also be preapproved by the employee’s
supervisor. The workweek for District employees will be 12:00 a.m. Saturday until 11:59 p.m.
Friday. Nonexempt employees will be compensated for all hours worked in a workweek
including overtime. For non-exempt employees paid a salary, the salary is paid for a 40-hour
workweek even if an employee is scheduled for less than 40 hours. “Overtime” is time worked
by non-salary employees in excess of 40 hours in a single workweek.

Time Records for Hourly Employees

The attendance of all employees are District records, and care must be exercised in recording the
hours worked, overtime hours, and absences. Employees are expected to accurately report time
worked and are not permitted to clock or sign in or out for other employees. Completion of and
signature on a timesheet serves as acknowledgement of its accuracy. Violations of this policy
may result in appropriate disciplinary action, up to and including immediate discharge.
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Suspension Without Pay

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

Expenses

The Board regulates the reimbursement of all travel, meal, and lodging expenses by resolution
(See Board Policy 5:60 and 5:60 E1). Money shall not be advanced or reimbursed, or purchase
orders issued for: (1) the expenses of any person except the employee, (2) anyone's personal
expenses, or (3) entertainment expenses. Entertainment includes, but is not limited to, shows,
amusements, theaters, circuses, sporting events, or any other place of public or private
entertainment or amusement, unless the entertainment is ancillary to the purpose of the program
or event. The District is not responsible for losses due to an employee’s own negligence, losses
due to normal wear, or losses due to theft, unless the theft was a result of the District’s
negligence. Employees must submit the appropriate itemized, signed, standardized form(s) to
support any requests for expense advancements, reimbursements, or purchase orders that show
the following:
1. The amount of the estimated or actual expense, with attached receipts for actual incurred
expenses.
2. The name and title of the employee who is requesting the expense advancement or
reimbursement. Receipts from group functions must include the names, offices, and job titles of
all participants.
3. The date(s) of the official business on which the expense advancement, reimbursement, or
purchase order will be or was expended. 4. The nature of the official business conducted when
the expense advancement, reimbursement, or purchase order will be or was expended.

Ethics and Conduct

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. Any
employee who sexually harasses a student, willfully or negligently fails to report an instance of
suspected child abuse or neglect as required by the Abused and Neglected Child Reporting Act
(325 ILCS 5/), engages in grooming as defined in 720 ILCS 5/11-25, engages in grooming
behaviors, violates boundaries for appropriate school employee-student conduct, or otherwise
violates an employee conduct standard will be subject to discipline up to and including dismissal.
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Sexual misconduct is (i) any act, including but not limited to, any verbal, nonverbal, written, or
electronic communication or physical activity, (ii) by an employee with direct contact with a
student, (iii) that is directed toward or with a student to establish a romantic or sexual
relationship with the student. Examples include, but are not limited to: a. A sexual or romantic
invitation b. Dating, or soliciting a date c. Engaging in sexualized or romantic dialog d. Making
sexually suggestive comments that are directed toward or with a student e. Self-disclosure or
physical exposure of a sexual, romantic, or erotic nature f. A sexual, indecent, romantic, or erotic
contact with the student.

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

All school employees shall:

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

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

3. Maintain professional and appropriate relationships with students by following established
expectations and guidelines for employee-student boundaries, both in and outside the school.
Staff are expected to respect appropriate staff-student boundaries appropriate to the age and
developmental level of the students served. This includes taking or possessing a photo or video
of a student, meeting with a student or contacting a student outside of the professional role, or
transporting students. Transporting students in an employee’s vehicle is not permitted unless
there is an emergency situation that has been authorized by administration.

4. Maintain a safe and healthy environment, free from being impaired by and/or under the
influence of prohibited substances to ensure high quality performance for the District and its

9



students. The use of illegal drugs and/or abuse and misuse of alcohol, drugs, and other lawful
products[3] while on District premises or while performing work for the District diminishes the
District’s credibility and ability to educate students[4] about drug and substance abuse prevention
pursuant to Board policy 6:60, Curriculum Content. Violations of this standard include, but are
not limited to, engaging in any of the prohibited activities listed in the District’s drug- and
alcohol-free workplace policy.[5]

5. Maintain a safe and healthy environment, free from harassment, intimidation, bullying,
hazing, and violence, and free from bias and discrimination. Violations of this standard include,
but are not limited to: (a) unless specifically permitted by the Firearm Concealed Carry Act,
carrying a firearm on or into any District controlled building, real property, or parking area, or
any transportation vehicle paid for in whole or in part with public funds;[8] (b) willfully or
negligently failing to immediately report suspected cases of child abuse or neglect or of gender
harassment;[9] (c) knowingly failing to report hazing to supervising educational authorities or, in
the event of death or great bodily harm, to law enforcement;[10] and (d) failing to appropriately
respond to a witnessed or reported incident of student-on-student bullying, harassment, hazing,
or teen dating violence.

6. Comply with the Professional Testing Practices for Educators, prepared and published by
ISBE for educators who administer any standardized test (at
www.isbe.net/Documents/prof-test-prac.pdf). This document contains numerous examples of
actions that violate test security; actions that must not be part of test preparation; actions that
must not occur during test administration; and actions that must be avoided when reporting test
results.

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

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

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

10. Demonstrate conduct that follows generally recognized professional standards and attend
and/or complete all in-service trainings on educator ethics, teacher-student conduct, and school
employee-student conduct for all personnel (105 ILCS 5/10-22.39(f)). Unethical conduct is any
conduct that impairs the employee’s ability to function professionally in his or her employment
position or a pattern of behavior or conduct that is detrimental to the health, welfare, discipline,
or morals of students.

11. Comply with all State and federal laws and rules regulating public schools and Board
policies,

Conviction of any employment disqualifying criminal offense listed in 105 ILCS 5/10-21.9 or
5/21B-80 will result in dismissal. [11]

Ethics and Gift Ban

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

Outside Employment

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.

Responsibilities Concerning Internal Information

District employees are responsible for maintaining: (1) the integrity and security of all internal
information, and (2) the privacy of confidential records, including but not limited to: student
school records, personnel records, and the minutes of, and material disclosed in, a closed Board
of Education meeting. Internal information is any information, oral or recorded in electronic or
paper format, maintained by the District or used by the District or its employees.

Solicitations By or From Staff

District employees shall not solicit donations or sales, nor shall they be solicited for donations or
sales, on school grounds without prior approval from the Superintendent or designee.
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Personnel Records

The Superintendent or designee shall manage a process for responding to inquiries by a
prospective employer concerning a current or former employee’s job performance. The
Superintendent or designee shall execute the requirements in the Abused and Neglected Child
Reporting Act whenever another school District asks for 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 District maintains a complete personnel record for every current employee and former
employee. The employees' personnel records shall be maintained in the District's administrative
office, under the Superintendent's direct supervision. An employee will be given access to his or
her personnel records according to guidelines developed by the Superintendent.

The School District will only confirm employment for credit purposes when requested by the
District employee.

Background Checks

All employees must undergo an FBI fingerprint background check. If there is a break in service
and the employee returns to the District, another fingerprint background check will be required
prior to restart of employment.

Copyright Works Made for Hire

The Superintendent shall manage the development of instructional materials and computer
programs by employees during the scope of their employment in accordance with State and
federal laws and School Board policies. Whenever an employee is assigned to develop
instructional materials and/or computer programs, or otherwise performs such work within the
scope of his or her employment, it is assumed the District shall be the owner of the copyright.

Copyright Compliance

While staff members may use appropriate supplementary materials, it is each staff member’s
responsibility to abide by the District’s copyright compliance procedures and to obey the
copyright laws. The District is not responsible for any violations of the copyright laws by its staff
or students. A staff member should contact the Superintendent or designee whenever the staff
member is uncertain about whether using or copying material complies with the District’s
procedures or is permissible under the law, or wants assistance on when and how to obtain
proper authorization. No staff member shall, without first obtaining the permission of the
Superintendent or designee, install or download any program on a District-owned computer.
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At no time shall it be necessary for a District staff member to violate copyright laws in order to
properly perform his or her duties.

Copyright Infringement; Designation of District Digital Millennium Copyright Act (DMCA)
Agent The employee listed below receives complaints about copyright infringement within the
use of the District’s online services. The Superintendent or designee will register this information
with the federal Copyright Office as required by federal law.
District DMCA Agent: Grady Niles Name 707 N Smiley St., O’Fallon, IL 62269
gniles@of90.net

Leaves of Absence

Sick and Bereavement Leave, Personal Leave, Maternity/Child Rearing Leave, Federation
Leave, Funeral Leave Leaves for Service in the Military Leaves for service in the U.S. Armed
Services or any of its reserve components and the National Guard, as well as re-employment
rights, will be granted in accordance with State and federal law.

It is the responsibility of the employee to inform the direct supervisor of the date(s) of absence(s)
as soon as practicable. The employee is responsible for submitting the time off request and
following the protocol for obtaining a substitute when necessary.

Temporary Illness or Temporary Incapacity

A temporary illness or temporary incapacity is an illness or other capacity of ill-being that
renders an employee physically or mentally unable to perform assigned duties. During such a
period, the employee can use accumulated sick leave benefits. However, income received from
other sources (worker's compensation, District-paid insurance programs, etc.) will be deducted
from the District's compensation liability to the employee.

The Board of Education's intent is that in no case will the employee, who is temporarily disabled,
receive more than 100 percent of gross salary. Those insurance plans privately purchased by the
employee and to which the District does not contribute, are not applicable to this policy. If
illness, incapacity, or any other condition causes an employee to be absent in one school year,
after exhaustion of all available leave, for more than 90 consecutive work days, such absence
may be considered a permanent disability and the Board may begin dismissal proceedings
subject to State and federal law, including the Americans with Disabilities Act.

The Superintendent may recommend this paragraph’s use when circumstances strongly suggest
that the employee returned to work intermittently in order to avoid this paragraph’s application.
This paragraph shall not be considered a limitation on the Board’s authority to take any action
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concerning an employee that is authorized by State and federal law. Any employee may be
required to have an examination, at District expense, by a physician who is licensed in Illinois to
practice medicine and surgery in all its branches, 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 supervisor to perform health examinations, if the examination is
job-related and consistent with business necessity.

Family and Medical Leave

An eligible employee may use unpaid family and medical leave (FMLA leave), guaranteed by
the federal Family and Medical Leave Act. The U.S. Department of Labor’s rules (federal rules)
implementing FMLA, as they may be amended from time to time, control FMLA leave. Leave
Description An eligible employee may take FMLA leave for up to a combined total of 12 weeks
each 12-month period, beginning September 1 and ending August 31 of the next year. During a
single 12-month period, an eligible employee’s FMLA leave entitlement may be extended to a
total of 26 weeks of unpaid leave to care for a covered service member (defined in the federal
rules) with a serious injury or illness. The “single 12-month period” is measured forward from
the date the employee’s first FMLA leave to care for the covered service member begins. While
FMLA leave is normally unpaid, the District will substitute an employee’s accrued compensatory
time-off and/or paid leave for unpaid FMLA leave. All policies and rules regarding the use of
paid leave apply when paid leave is substituted for unpaid FMLA leave. Any substitution of paid
leave for unpaid FMLA leave will count against the employee’s FMLA leave entitlement. Use of
FMLA leave shall not preclude the use of other applicable unpaid leave that will extend the
employee’s leave beyond 12 weeks, provided that the use of FMLA leave shall not serve to
extend such other unpaid leave. Any full workweek period during which the employee would not
have been required to work, including summer break, winter break and spring break, is not
counted against the employee’s FMLA leave entitlement.
FMLA leave is available in one or more of the following instances:
1. The birth and first-year care of a son or daughter.
2. The adoption or foster placement of a son or daughter, including absences from work that are
necessary for the adoption or foster care to proceed and expiring at the end of the 12-month
period beginning on the placement date.
3. The serious health condition of an employee’s spouse, child, or parent.
4. The employee’s own serious health condition that makes the employee unable to perform the
functions of his or her job.
5. The existence of a qualifying exigency arising out of the fact that the employee’s spouse,
child, or parent is a military member on covered active duty or has been notified of an impending
call or order to active duty, as provided in federal rules.
6. To care for the employee’s spouse, child, parent, or next of kin who is a covered service
member with a serious injury or illness, as provided by federal rules.
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If spouses are employed by the District, they may together take only 12-weeks for FMLA leaves
when the reason for the leave is 1 or 2, above, or to care for a parent with a serious health
condition, or a combined total of 26 weeks for item 6 above. An employee may be permitted to
work on an intermittent or reduced-leave schedule in accordance with federal rules.

Eligibility

To be eligible for FMLA leave, an employee must be employed at a worksite where at least 50
employees are employed within 75 miles. In addition, one of the following provisions must
describe the employee:
1. The employee has been employed by the District for at least 12 months and has been
employed for at least 1,250 hours of service during the 12-month period immediately before the
beginning of the leave. The 12 months an employee must have been employed by the District
need not be consecutive. However, the District will not consider any period of previous
employment that occurred more than 7 years before the date of the most recent hiring, except
when the service break is due to National Guard or Reserve military service or when a written
agreement exists concerning the District’s intention to rehire the employee.
2. The employee is a full-time classroom teacher. Requesting Leave If the need for the FMLA
leave is foreseeable, an employee must provide the Superintendent or designee with at least 30
days’ advance notice before the leave is to begin. If 30 days’ advance notice is not practicable,
the notice must be given as soon as practicable. The employee shall make a reasonable effort to
schedule a planned medical treatment so as not to disrupt the District’s operations, subject to the
approval of the health care provider administering the treatment. The employee shall provide at
least verbal notice sufficient to make the Superintendent or designee aware that he or she needs
FMLA leave, and the anticipated timing and duration of the leave. Failure to give the required
notice for a foreseeable leave may result in a delay in granting the requested leave until at least
30 days after the date the employee provides notice. Certification Within 15 calendar days after
the Superintendent or designee makes a request for certification for a FMLA leave, an employee
must provide one of the following:
1. When the leave is to care for the employee’s covered family member with a serious health
condition, the employee must provide a complete and sufficient certificate signed by the family
member’s health care provider.
2. When the leave is due to the employee’s own serious health condition, the employee must
provide a complete and sufficient certificate signed by the employee’s health care provider.
3. When the leave is to care for a covered servicemember with a serious illness or injury, the
employee must provide a complete and sufficient certificate signed by an authorized health care
provider for the covered servicemember.
4. When the leave is because of a qualified exigency, the employee must provide:
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(a) a copy of the covered military member’s active duty orders or other documentation issued by
the military indicating that the military member is on active duty or call to active duty status, and
the dates of the covered military member’s active duty service, and
(b) a statement or description, signed by the employee, of appropriate facts regarding the
qualifying exigency for which FMLA leave is requested. The District may require an employee
to obtain a second and third opinion at its expense when it has reason to doubt the validity of a
medical certification. The District may require recertification at reasonable intervals, but not
more often than once every 30 days. Regardless of the length of time since the last request, the
District may request recertification when the, (1) employee requests a leave extension, (2)
circumstances described by the original certification change significantly, or (3) District receives
information that casts doubt upon the continuing validity of the original certification.

Recertification is at the employee’s expense and must be provided to the District within 15
calendar days after the request. The District may request recertification every 6 months in
connection with any absence by an employee needing an intermittent or reduced schedule leave
for conditions with a duration in excess of 6 months. Failure to furnish a complete and sufficient
certification on forms provided by the District may result in a denial of the leave request.
Continuation of Health Benefits During FMLA leave, employees are entitled to continuation of
health benefits that would have been provided if they were working. Any share of health plan
premiums being paid by the employee before taking the leave, must continue to be paid by the
employee during the FMLA leave.

A District’s obligation to maintain health insurance coverage ceases if an employee’s premium
payment is more than 30 days late and the District notifies the employee at least 15 days before
coverage will cease. Changed Circumstances and Intent to Return An employee must provide the
Superintendent or designee reasonable notice of changed circumstances (i.e., within 2 business
days if the changed circumstances are foreseeable) that will alter the duration of the FMLA
leave. The Superintendent or designee, taking into consideration all of the relevant facts and
circumstances related to an individual’s leave situation, may ask an employee who has been on
FMLA leave for 8 consecutive weeks whether he or she intends to return to work. Return to
Work If returning from FMLA leave occasioned by the employee’s own serious health condition,
the employee is required to obtain and present certification from the employee’s health care
provider that he or she is able to resume work. An employee returning from FMLA leave will be
given an equivalent position to his or her position before the leave, subject to: (1) permissible
limitations the District may impose as provided in the FMLA or implementing regulations, and
(2) the District’s reassignment policies and practices. Classroom teachers may be required to wait
to return to work until the next semester in certain situations as provided by the FMLA
regulations. The Superintendent or designee shall ensure that: (1) all required notices and
responses to leave requests are provided to employees in accordance with the FMLA; and (2)
this policy is implemented in accordance with the FMLA.
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In the event of a conflict between the policy and the FMLA or its regulations, the latter shall
control. The terms used in this policy shall be defined as in the FMLA regulations.

Custodial Vacation Days

Custodians should utilize all of their allotted vacation time during the 18 months after it is
provided. Except in special circumstances, employees will not be permitted to carry vacation
time beyond 18 months. Vacation time not used is not preserved and will be forfeited. Where
special district necessity requires an exception, prior approval must be given by the District
Office. Employees should make their vacation requests as far in advance as possible.

Court Duty

Please refer to the current following agreement: Professional Negotiation Agreement Between
the Board of Education of School District No. 90 and the O’Fallon Support Personnel
Federation, Local 6353. For those employees not covered by this agreement: The District will
pay full salary during the time an employee is on court duty or, pursuant to a subpoena, serves as
a witness or has a deposition taken in any school-related matter pending in court. An employee
should give at least 5 days' prior notice of pending court duty to the District.

Dock Days

Dock days are discouraged and may be subject to discipline. Prior to the use of dock days, which
can only be approved for emergencies or events beyond the employee’s control, the employee
must first exhaust all accrued vacation leave, personal leave, compensatory leave, and any other
leave.

Religious Holidays

Supervisors shall grant an employee's request for time off to observe a religious holiday if the
employee gives at least 5 days prior notice and the absence does not cause an undue hardship.
Employees may use earned vacation time, or personal leave to make up the absence, provided
such time is consistent with the District’s operational needs. A per diem deduction may also be
requested by the employee.

School Visitation Leave

The Superintendent shall develop administrative procedures implementing this policy consistent
with the School Visitation Rights Act. Leaves for Victims of Domestic or Sexual Violence An
unpaid leave from work is available to any staff member who:(1) is a victim of domestic or
sexual violence, or (2) has a family, or household member who is a victim of domestic or sexual
violence whose interests are not adverse to the employee as it relates to the domestic or sexual
violence. The unpaid leave allows the employee to seek medical help, legal assistance,
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counseling, safety planning, and other assistance without suffering adverse employment action.
The Victims’ Economic Security and Safety Act governs the purpose, requirements, scheduling,
and continuity of benefits, and all other terms of the leave. Accordingly, if the District employs
at least 50 employees, an employee is entitled to a total of 12 work weeks of unpaid leave during
any 12-month period. Neither the law nor this policy creates a right for an employee to take
unpaid leave that exceeds the unpaid leave time allowed under, or is in addition to the unpaid
leave time permitted by, the federal Family and Medical Leave Act of 1993 (29 U.S.C. § 2601, et
seq.).

Upon request, the Board of Education will grant: (1) an unpaid leave of absence to a teacher who
is elected to serve as an officer of a State or national teacher organization that represents teachers
in collective bargaining negotiations, (2) 20 days of paid leave of absence per year to a trustee of
the Teachers' Retirement System to attend meetings and seminars as described in 105 ILCS
5/24-6.3, and (3) a paid leave of absence for the local association president of a State teacher
association that is an exclusive bargaining agent in the District, or his or her designee, to attend
meetings, workshops, or seminars as described in 105 ILCS 5/24-6.2.

Other Leaves

Election Judge Service

Any staff member who was appointed to serve as an election judge under State law may, after
giving at least 20-days’ written notice to the District, be absent without pay for the purpose of
serving as an election judge. The staff member is not required to use any form of paid leave to
serve as an election judge. No more than 10% of the District’s employees may be absent to serve
as election judges on the same election day.

Religious Holidays

Supervisors shall grant an employee's request for time off to observe a religious holiday if the
employee gives at least five days’ prior notice and the absence does not cause an undue hardship.
Employees may use earned vacation time, or personal leave to make up the absence, provided
such time is consistent with the District’s operational needs.

Abused and Neglected Child Reporting

Any District employee who suspects or receives knowledge that a student may be an abused or
neglected child shall:
(1) immediately report or cause a report to be made to the Illinois Department of Children and
Family Services (DCFS) on its Child Abuse Hotline 800/25-ABUSE or 217/524- 2606, and
(2) follow directions given by DCFS concerning filing a written report within 48 hours with the
nearest DCFS field office.
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The employee shall also promptly notify the Superintendent or Building Principal that a report
has been made. The report shall include, if known: 1. The name and address of the child,
parent/guardian names, or other persons having custody; 2. The child’s age; 3. The child’s
condition, including any evidence of previous injuries or disabilities; and 4. Any other
information that the reporter believes may be helpful to DCFS for its investigation. 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. Any District employee who observes any act of hazing that does
bodily harm to a student must report that act to the Building Principal, Superintendent, or
designee who will investigate and take appropriate action. If the hazing results in death or great
bodily harm, the employee must first make the report to law enforcement and then to the
Superintendent or Building Principal. Hazing is defined as any intentional, knowing, or reckless
act directed to or required of a student for the purpose of being initiated into, affiliating with,
holding office in, or maintaining membership in any group, organization, club, or athletic team
whose members are or include other students. The Superintendent or designee shall provide staff
development opportunities for District employees in the detection, reporting, and prevention of
child abuse and neglect. Abused and Neglected Child Reporting Act (ANCRA), School Code,
and Erin’s Law Training All District employees shall: 1. Before beginning employment, sign the
Acknowledgement of Mandated Reporter Status form provided by DCFS. The Superintendent or
designee shall ensure that the signed forms are retained. 2. Complete mandated reporter training
as required by law within one year of initial employment and at least every 5 years after that
date. The Superintendent will encourage all District educators to complete continuing
professional development that addresses the traits and identifiers that may be evident in students
who are victims of child sexual abuse, including recognizing and reporting child sexual abuse
and providing appropriate follow-up and care for abused students as they return to the classroom
setting. 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.

Security Expectations

School safety is everyone’s responsibility.
1. All employees are required to wear a District 90-issued badge that visibly identifies their

name and likeness at all times while on District 90 property.
2. Visitors are required to check in to the school’s front main office. District 90 has adopted

the “Ignore the Door” concept. Staff shall radio for assistance in regards to anyone trying
to enter any other door.
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3. Employees who are expecting a visitor must notify main office staff ahead of the visit.
4. Employees are directed to not prop external doors open.
5. Staff should “challenge” anyone in the building who is not wearing the appropriate

identification. “Challenge” means to tactfully and politely greet the individual and officer
assistance.

a. If a person is there for legitimate reasons, the person will appreciate the attention.
Others may not want attention and immediate notification to security,
administration or police must be made.

b. Remember, it is not your role to replace security or police.
c. Never enter into a situation where you feel unsafe. If you feel uncomfortable

challenging a suspicious person, or if your suspicions continue after making
contact, report the situation to law enforcement or security immediately.

d. Here are common guidelines to follow when approaching a suspicious person,
regardless of the circumstances:
i. Make eye contact and politely greet the person: "Good evening, how can I

help you?"
ii. Act with discretion and use tact.
iii. Politely inquire whether the person is a visitor, student, or employee.
iv. Do not accuse them or speculate as to what they might be doing.
v. Do not threaten or intimidate.
vi. If necessary, contact security or your supervisor.

6. District 90 also subscribes to the “See Something - Say Something” protocol. Please
report any suspicious behavior immediately and if necessary call 911. Anyone can report.

7. Card Access - Staff are issued cards to use at various card readers around the District’s
school buildings as part of access control. Keycards are only to be used during authorized
access times. Access times are established and controlled by the Building Principal and
Director of Security.
Staff must adhere to the following procedures:

a. Employee assigned card/code shall not be given to anyone else.
b. If the access card is lost, stolen, malfunctioning or destroyed, the staff member is

required to immediately notify their supervisor by the quickest means available,
who in turn will notify the Director of Safety and Security to promptly disable the
card.

c. Any staff member who witnesses misuse of access is directed to report it
immediately to a supervisor/security officer to deter any security issues.

d. Employees agree that they will return all District access cards and/or keys to the
appropriate administrator immediately upon termination, resignation/separation,
or retirement from the District.
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Attendance and Punctuality

Employees are expected to attend work as scheduled and report to work on time. An employee
must notify his/her supervisor as far in advance as possible, but not later than one hour before
scheduled starting time if he/she expects to be late or absent. An employee who fails to contact
his/her immediate supervisor may be considered as having abandoned job duties and is therefore
subject to discipline up to and including suspension or termination. A record of absenteeism and
lateness may be kept by the employee's supervisor and become part of the personnel record.

Drug- and Alcohol-Free Workplace

All District workplaces are drug- and alcohol-free workplaces. Manufacture, distribution,
dispensation, possession, or use of any illegal drug, alcohol, or controlled substance while on
District premises is strictly prohibited. These activities constitute serious violations of District
rules, jeopardize the District and can create situations that are unsafe or that substantially
interfere with job performance. Employees in violation of the policy are subject to appropriate
disciplinary action, up to and including dismissal. Additionally, District 90 reserves the right to
require an employee to undergo a medical evaluation under appropriate circumstances.

All employees are prohibited from engaging in any of the following activities while on District
premises or while performing work for the District:
1. Unlawful manufacture, dispensing, distribution, possession, or use of an illegal or controlled
substance, or being under the influence of any illegal substance or any detectable use of any
illegal substance regardless of when or where the use occurred.
2. Distribution, consumption, use, possession, or being under the influence of an alcoholic
beverage; being present on District premises or while performing work for the District when
alcohol consumption is detectible, regardless of when and/or where the use occurred.
3. Possession or use of medical cannabis.

For purposes of this policy a controlled substance means a substance that is:
1. Not legally obtainable,
2. Being used in a manner different than prescribed,
3. Legally obtainable, but has not been legally obtained, or
4. Referenced in federal or State controlled substance acts.

For purposes of this policy, District premises means workplace as defined in the Cannabis
Regulation and Tax Act (CRTA) in addition to District and school buildings, grounds, and
parking areas; vehicles used for school purposes; and any location used for a Board of Education
meeting, school athletic event, or other school-sponsored or school-sanctioned events or
activities. School grounds means the real property comprising any school, any conveyance used
to transport students to school or a school-related activity, and any public way within 1,000 feet
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of any school ground, designated school bus stops where students are waiting for the school bus,
and school-sponsored or school-sanctioned events or activities. “Vehicles used for school
purposes” means school buses or other school vehicles.

As a condition of employment, each employee shall:
1. Abide by the terms of the Board policy respecting a drug- and alcohol-free workplace; and
2. Notify his or her supervisor of his or her conviction under any criminal drug statute for a
violation occurring on the District premises or while performing work for the District, no later
than 5 calendar days after such a conviction. Unless otherwise prohibited by this policy,
prescription and over-the-counter medications are not prohibited when taken in standard dosages
and/or according to prescriptions from the employee’s licensed health care provider, provided
that an employee’s work performance is not impaired.

To make employees aware of the dangers of drug and alcohol abuse, the Superintendent or
designee shall perform each of the following:
1. Provide each employee with a copy of this policy.
2. Post notice of this policy in a place where other information for employees is posted.
3. Make available materials from local, State, and national anti-drug and alcohol-abuse
organizations.
4. Enlist the aid of community and State agencies with drug and alcohol informational and
rehabilitation programs to provide information to District employees.
5. Establish a drug-free awareness program to inform employees about:
a. The dangers of drug abuse in the workplace,
b. Available drug and alcohol counseling, rehabilitation, re-entry, and any employee assistance
programs, and
c. The penalties that the District may impose upon employees for violations of this policy.

E-Cigarette, Tobacco, and Cannabis Prohibition

All employees are covered by the conduct prohibitions contained in policy 8:30, Visitors to and
Conduct on School Property. The prohibition on the use of e-cigarettes, tobacco, and cannabis
products applies both (1) when an employee is on school property, and (2) while an employee is
performing work for the District at a school event regardless of the event’s location. Tobacco has
the meaning provided in 105 ILCS 5/10-20.5b. Cannabis has the meaning provided in the CRTA,
410 ILCS 705/1-10. E-Cigarette is short for electronic cigarette and includes, but is not limited
to, any electronic nicotine delivery system (ENDS), electronic cigar, electronic cigarillo,
electronic pipe, electronic hookah, vape pen, or similar product or device, and any components
or parts that can be used to build the product or device.
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District Action Upon Violation of Policy

The Board shall take disciplinary action with respect to an employee convicted of a drug offense
in the workplace within 30 days after receiving notice of the conviction. Should District
employees be engaged in the performance of work under a federal contract or grant, or under a
State contract or grant of $5,000 or more, the Superintendent shall notify the appropriate State or
federal agency from which the District receives contract or grant monies of the employee’s
conviction within 10 days after receiving notice of the conviction.

Appearance

District 90 strives to maintain a professional atmosphere and expects employees to maintain a
neat, well-groomed, professional appearance. A staff member’s appearance, including dress and
hygiene, must not disrupt the educational process or compromise standards of health and safety.

Personal Technology and Social Media

Definitions

Social media - Any media for social interaction, using highly accessible communication
techniques through the use of web-based and mobile technologies to turn communication into
interactive dialogue.
Personal technology - Any device that is not owned or leased by the District or otherwise
authorized for District use and: (1) transmits sounds, images, text, messages, videos, or
electronic information, (2) electronically records, plays, or stores information, or (3) accesses the
Internet, or private communication or information networks. This includes laptop computers,
tablets, smartphones and other devices.

Personal Technology and Social Media Usage and Conduct

District employees are not required to use personal devices for work-related activities. For
example, teachers are not required to text parents. District-issued devices are provided to
complete job duties during work hours, including but not limited to desktops, iPads or
Chromebooks. Employees have no reasonable expectation of privacy with respect to District
email.

All District employees who use personal technology and social media shall:
1. Adhere to the high standards for appropriate school relationships required by policy 5:120,
Ethics and Conduct at all times, regardless of the ever-changing social media and personal
technology platforms available. This includes District employees posting images or private
information about themselves or others in a manner readily accessible to students and other
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employees that is inappropriate as defined by policy 5:20, Workplace Harassment Prohibited;
5:120, Ethics and Conduct; 6:235, Access to Electronic Networks; 7:20, Harassment of Students
Prohibited; and the Ill. Code of Educator Ethics, 23 Ill.Admin.Code §22.20.
2. Choose a District-provided or supported method whenever possible to communicate with
students and their parents/guardians.
3. Not interfere with or disrupt the educational or working environment, or the delivery of
education or educational support services.
4. Comply with policy 5:130, Responsibilities Concerning Internal Information. This means that
personal technology and social media may not be used to share, publish, or transmit information
about or images of students and/or District employees without proper approval. For District
employees, proper approval may include implied consent under the circumstances.
5. Refrain from using the District’s logos without permission and follow Board policy 5:170,
Copyright, and all District copyright compliance procedures.
6. Use personal technology and social media for personal purposes only during non-work times
or hours. Any duty-free use must occur during times and places that the use will not interfere
with job duties or otherwise be disruptive to the school environment or its operation.
7. Assume all risks associated with the use of personal technology and social media at school or
school-sponsored activities, including students’ viewing of inappropriate Internet materials
through the District employee’s personal technology or social media. The Board expressly
disclaims any responsibility for imposing content filters, blocking lists, or monitoring of its
employees’ personal technology and social media.
8. Be subject to remedial and any other appropriate disciplinary action for violations of this
policy ranging from prohibiting the employee from possessing or using any personal technology
or social media at school to dismissal and/or indemnification of the District for any losses, costs,
or damages, including reasonable attorney fees, incurred by the District relating to, or arising out
of, any violation of this policy.
The Superintendent shall:
1. Direct Building Principals to annually:

a. Provide their building staff with a copy of this policy.
b. Inform their building staff about the importance of maintaining high standards in their
school relationships.
c. Remind their building staff that those who violate this policy will be subject to
remedial and any other appropriate disciplinary action up to and including dismissal.

2. Periodically review this policy and any procedures with District employee representatives and
electronic network system administrator(s) and present proposed changes to the Board.

Chain of Command

Per Board Policy 3:30, the District follows an organizational chart indicating the channels of
authority and reporting relationships for school personnel. These channels should be followed,
and no level should be by-passed except in unusual situations. All personnel should refer matters
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requiring administrative action to the responsible administrator, and may appeal a decision to a
higher administrative officer.

Employees should communicate concerns to their direct supervisor. In the event that a concern is
in regards to the supervisor or his/her family member, the employee is directed to bring the
concern to the next highest individual.

Use of District Vehicles

Only authorized employees with an unrestricted, current driver's license and who have adequate
insurance coverage may operate District 90 vehicles or use a vehicle to conduct District 90
business. An employee operating a District vehicle or a vehicle to conduct District business must
provide a current driver's license to the District Office. District vehicles may only be used for
authorized District business. Employees operating a District vehicle must do so in a safe manner,
including but not limited to, the use of a phone only in handsfree mode while driving. Any
employee who operates a District vehicle under the influence of drugs or alcohol, or in an unsafe
or negligent manner will be immediately terminated. The District has the right to search any
District vehicle at any time. Therefore, employees have no reasonable expectation of privacy
with respect to District vehicles.
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Suspension

The Board of Education may suspend without pay (1) a professional employee pending a
dismissal hearing, or (2) a teacher as a disciplinary measure for misconduct that is detrimental to
the School District. Administrative staff members may not be suspended without pay as a
disciplinary measure. Suspension Without Pay Misconduct that is detrimental to the School
District includes:
• Insubordination, including any failure to follow an oral or written directive from a supervisor
• Violation of Board policy or Administrative Procedure
• Conduct that disrupts or may disrupt the educational program or process
• Conduct that violates any State or federal law that relates to the employee's duties
• Other sufficient causes
The Superintendent or designee is authorized to issue a pre-suspension notification to a
professional employee. This notification shall include the length and reason for the suspension as
well as the deadline for the employee to exercise his or her right to appeal the suspension to the
Board or Board-appointed hearing examiner before it is imposed. At the request of the
professional employee made within 5 calendar days of receipt of a pre-suspension notification,
the Board or Board-appointed hearing examiner will conduct a pre-suspension hearing. The
Board or its designee shall notify the professional employee of the date and time of the hearing.
At the pre-suspension hearing, the professional employee or his/her representative may present
evidence. If the employee does not appeal the pre-suspension notification, the Superintendent or
designee shall report the action to the Board at its next regularly scheduled meeting. The Board
of Education or Superintendent or designee may suspend a professional employee with pay:
(1) during an investigation into allegations of disobedience or misconduct whenever the
employee's continued presence in his or her position would not be in the School District’s best
interests,
(2) as a disciplinary measure for misconduct that is detrimental to the School District as defined
above, or
(3) pending a Board hearing to suspend a teacher without pay.

The Superintendent shall meet with the professional employee to present the allegations and give
the professional employee an opportunity to refute the charges. The professional employee will
be told the dates and times the suspension will begin and end. If a professional employee is
suspended with pay, either voluntarily or involuntarily, pending the outcome of a criminal
investigation or prosecution, and the employee is later dismissed as a result of his or her criminal
conviction, the employee must repay to the District all compensation and the value of all benefits
received by him or her during the suspension. The Superintendent will notify the employee of
this requirement when the employee is suspended.
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Athletic Coaches/Activity Sponsors

Part-time and Volunteer Coaches and Sponsors are expected to adhere to the conditions outlined
in this handbook.

Resignations

Tenured teachers may resign at any time with consent of the Board of Education or by written
notice sent to the Board of Education Secretary at least 30 days before the intended date of
resignation. No teacher may resign during the school term in order to accept another teaching
position without the consent of the Board of Education.
Probationary teachers may resign during their contract period only with the Board of Education's
consent.

Final Paycheck
A terminating employee's final paycheck will be adjusted for any unused, earned vacation credit.
Employees are paid for all earned vacation. Terminating employees will receive their final pay
on the next regular payday following the date of termination, except that an employee dismissed
due to a reduction in force shall receive his or her final paycheck on or before the next regular
pay date following the last day of employment. Employees leaving the District must return office
keys, District credit cards, etc., before their final paycheck can be issued.

Offboarding

Upon termination or resignation, employees must return all technology, keys, keycards, and
school or District owned materials or equipment. This includes items purchased with grant funds
or donations intended for the classroom or school.
Immediately upon resignation or termination, keycard access will be terminated. Outgoing
employees must then make an appointment with the building principal to return for personal
belongings if needed.
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