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Herscher Community Uit Sehool District #2

501 N. Main St. PO Box 504
Herscher, IL 60941-0504

Employee Information Form

Please complete the following information relating to your current status. Anytime this information changes please
notify the Unit Office.

Name First Middle Last
Address Street City State Zip
Social Security # Telephone # Date of Birth

Email address:

ETHNICITY. Check One
This this employee, Hispanic/Latino? ] No, Not Hispanic L] Yes, Hispanic/Latino

RACE. Choose one or more
1 American Indian or Alaska Native L] Asian ] Black or African American
(] Native Hawaiian or Other Pacific Islander ] White or Caucasian

EMERGENCY CONTACT INFORMATION

Name Phone # Relation to you

Name Phone # Relation to you

Is there any information you would like to provide in case of an emergency? ex. allergies

LEGAL INFORMATION Check one
Have you ever been arrested or convicted of any crime, including misdemeanors [ Yes [ No
and felonies, which have not been sealed or expunged?

If yes, explain, giving dates:




lllinois Department of

DCFS

Children & Family Services

ACKNOWLEDGEMENT OF MANDATED REPORTER STATUS

I , understand that when [ am employed as a
(Employee Name)

, I will become a mandated reporter under the

(Type of Employment)
Abused and Neglected Child Reporting Act [325 ILCS 5/4]. This means that [ am required to report or cause a
report to be made to the child abuse Hotline number at 1-800-25-ABUSE (1-800-252-2873) whenever I have
reasonable cause to believe that a child known to me in my professional or official capacity may be abused or
neglected. I understand that there is no charge when calling the Hotline number and that the Hotline operates
24-hours per day, 7 days per week, 365 days per year.

| further understand that the privileged quality of communication between me and my patient or client is not
grounds for failure to report suspected child abuse or neglect, I know that if I willfully fail to report suspected
child abuse or neglect, I may be found guilty of a Class A misdemeanor. This does not apply to physicians who
will be referred to the Illinois State Medical Disciplinary Board for action.

I also understand that if I am subject to licensing under but not limited to the following acts: the Illinois
Nursing Act of 1987, the Medical Practice Act of 1987, the Illinois Dental Practice Act, the School Code, the
Acupuncture Practice Act, the Illinois Optometric Practice Act of 1987, the Illinois Physical Therapy Act, the
Physician Assistants Practice Act of 1987, the Podiatric Medical Practice Act of 1987, the Clinical Psychologist
Licensing Act, the Clinical Social Work and Social Work Practice Act, the Illinois Athletic Trainers Practice
Act, the Dietetic and Nutrition Services Practice Act, the Marriage and Family Therapy Act, the Naprapathic
Practice Act, the Respiratory Care Practice Act, the Professional Counselor and Clinical Professional Counselor
Licensing Act, the Illinois Speech-Language Pathology and Audiology Practice Act, I may be subject to license
suspension or revocation if I willfully fail to report suspected child abuse or neglect.

1 affirm that I have read this statement and have knowledge and understanding of the reporting requirements,
which apply to me under the Abused and Neglected Child Reporting Act.

Signature of Applicant/Employee

CANTS 22 Date

Rev. 8/2013

Office of the Director
406 E. Monroe Street ¢ Springfield, Illinois 62701
www.DCFS.illinois.gov

Return to Heather / Unit Office



Memorandum

FROM: Herscher Community Unit School District
RE: Information Required for Fingerprinting

As a requirement of your employment, you will need to complete the attached

“Fingerprint Applicant Form”, which means you consent to a background check (via
fingerprints) by the State of Illinois and the FBI.

As soon as you are able, you will need to be fingerprinted.

The company we use for our fingerprinting, background checks etc., is
Accurate Biometrics. For our area, the most commonly used printing location
is at the Kankakee Public Library on the 3rd floor which is located at 201
E. Merchant St. Kankakee, IL 60901. They are open on Wednesdays from
10-2. For more locations and schedule information, please visit their website
at www.accuratebiometrics.com to find the location which best works for you.

Please know that while NO APPOINTMENT IS REQUIRED, you must bring
the attached form as well as a valid Government-Issued Photo I.D. with you.

If you have any questions, please feel free to contact me at 815-426-2162.

Welcome to the Herscher CUSD #2 Staff!


http://www.accuratebiometrics.com/
http://www.accuratebiometrics.com/

Privacy Act Statement

This privacy act statement is located on the back of the FD-258 fingerprint card.

Authority: The FBI's acquisition, preservation, and exchange of fingerprints and associated
information is generally authorized under 28 U.S.C. 534. Depending on the nature of your
application, supplemental authorities include Federal statutes, State statutes pursuant to
Pub. L. 92-544, Presidential Executive Orders, and federal regulations. Providing your
fingerprints and associated information is voluntary; however, failure to do so may affect
completion or approval of your application.

Principal Purpose: Certain determinations, such as employment, licensing, and security
clearances, may be predicated on fingerprint-based background checks. Your fingerprints and
associated information/biometrics may be provided to the employing, mvestigating, or otherwise
responsible agency. and/or the FBI for the purpose of comparmg your fingerprints to other
fingerprints in the FBI’s Next Generation Identification (NGI) system or its successor systems
(including ervil, crimial, and latent fingerprint repositories) or other available records of the
employing, investigating, or otherwise responsible agency. The FBI may retain your fingerprints
and associated information/biometrics in NGI after the completion of this application and. while
retained. your fingerprints may continue to be compared against other fingerprints submitted to
or retained by NGI.

Routine Uses: During the processing of this application and for as long thereafter as your
fingerprints and associated information/biometrics are retamed in NGI, your information may be
disclosed pursuant to your consent. and may be disclosed without your consent as permitted by
the Privacy Act of 1974 and all applicable Routine Uses as may be published at any time in the
Federal Register. including the Routine Uses for the NGI system and the FBI's Blanket Routine
Uses. Routine uses include, but are not limited to. disclosures to: employing, governmental or
authorized non-governmental agencies responsible for employment, contracting, licensing,
security clearances, and other suitability determinations; local, state, tribal, or federal law
enforcement agencies; cruminal justice agencies: and agencies responsible for national security or

public safety.

As of 03/30/2018



At:l:ur"a_te Phone: 773-685-5699
BiomMetrics Fax: 773-685-5433

e —— www.accuratebiometrics.com

Herscher School District

Please Provide The Following Information (Please Print Clearly).

Last Name: First Name: MI
Address: City: .
State: Zip Code:

Date of Birth: / / Sex: Race:

Height: Weight:

Hair Color: Eye Color:

Social Security Number:

Place of Birth: (State or Country if outside USA):

OR|-IL046002S

(DO NOT WRITE BELOW THIS LINE — FOR OFFICE USE ONLY

TCN# Date Printed




Herocher gomnw%?_ Unit School Disteic #2

Harassment and Sexual Misconduct Policy

Please read this document carefully and completely before signing.

It is the policy of Herscher CUSD#2 to provide an environment free from harassment and sexual misconduct of any
kind (including sexual harassment). Verbal or physical conduct by any employee or individual, which harasses, disrupts,
or interferes with another’s work performance or a student’s education environment or which creates an intimidating,
offensive or hostile environment will not be tolerated. Herscher CUSD#2 is committed to maintaining a workplace
where each employee / student’s privacy and personal dignity are respected and protected from offensive or
threatening behavior.

District employees shall not make unwelcome sexual advances or request sexual favors or engage in any unwelcome
conducts of a sexual nature when 1) submission to such conduct is made either explicitly a term or condition of
employment or a student’s ability to participate in or benefit from an educational program, 2) submission to or rejection
of such conduct by an individual or student is used as the basis for employment or educational decisions affecting
such individual or student, 3) such conduct has the purpose or effect of substantially interfering with an individual’s
work performance or a student’s ability to participate or benefit from an educational program or creating an
intimidating, hostile, or offensive working or educational environment. 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, but is understood to include a wide range of behaviors,
including but not limited to the actual coercing of sexual relation, verbal or physical sexual advances, sexually explicit
or derogatory statement, and physical aggressiveness. Such behavior may offend the aggrieved party, cause discomfort
or humiliation and interfere with job performance and/or the educational environment.

A violation of this policy may result in discipline, up to and including discharge. Any person who makes a knowingly
false accusation regarding harassment or sexual misconduct will likewise be subject to disciplinary action, up to and
including discharge.

Compliant Procedure:
Aggrieved persons, who feel comfortable doing so, should directly inform the person engaging in harassing conduct or
communication that such conduct or communication is offensive and must stop.

Employees should report claims of harassment or sexual misconduct to the Nondiscrimination Coordinator and/or use
the Uniform Grievance Procedure. Employees may choose to report to a person of the employee’s same sex. Initiating
a complaint of harassment or sexual misconduct shall not adversely affect the complainant’'s employment,
compensation or work assignment.

There are no express time limits for initiating complaints and grievances under this policy; however, every effort should
be made to file such complaints as soon as possible, while facts are known and potential witnesses are available.

Contact with a Report or Compliant: Superintendent or Non-Discrimination Coordinator

Discipline:

The district will discipline any individual who retaliates against any person who reports alleged harassment or sexual
misconduct or who retaliates against any person who testifies, assists or participates in an investigation, a proceeding
or a hearing relating to a harassment or sexual misconduct complaint. Retaliation includes, but is not limited to, any
form of intimidation, reprisal or harassment.

THIS POLICY IS TO BE REVIEWED AND SIGNED BY ALL EMPLOYEES

The undersigned hereby acknowledges that he/she has read this Harassment and Sexual Misconduct Policy,
understands the contents thereof and agrees to abide by all terms set forth in this Policy.

X X X

Teacher/Staff (Print) Teacher/Staff Signature Date

RETURN TO UNIT OFFICE Approved May 2016



Herocher %MM? Unit School Disteic #2

Drug- and Alcohol-Free Workplace

The following document is pursuant with Board Policy 5:50

Please read this document carefully and completely before signing.

All District workplaces are drug- and alcohol-free workplaces.

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
impaired by or under the influence of any illegal substance or any detectible use of any illegal substance regardless
of when or where the use occurred.

2. Distribution, consumption, use, possession, or being impaired by or 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. Distribution, consumption, possession, use, or being impaired by or under the influence of cannabis; being present
on District premises or while performing work for the District when impaired by or under the influence of cannabis,
regardless of when and/or where the use occurred, unless distribution, possession, and/or use is by a school nurse
or school administrator pursuant to Ashley’s Law, 105 ILCS 5/22-33. The District considers employees impaired by
or under the influence of cannabis when there is a good faith belief that an employee manifests specific articulable
symptoms while working that decrease or lessen the employee’s performance of the duties or tasks of the
employee’s job position.

Upon the Superintendent or designee’s reasonable suspicion of an employee’s violation of any of the prohibited
activities stated above, the Superintendent or designee may direct the employee to undergo a drug and/or alcohol test
to corroborate or refute the alleged violation. State law protects the District from liability when it takes actions pursuant
to a reasonable workplace drug policy, including but not limited to subjecting an employee or applicant to reasonable
drug and alcohol testing, reasonable and nondiscriminatory random drug testing, discipline, termination of employment,
or withdrawal of a job offer due to a failure of a drug test.

For purposes of this policy a controlled substance means a substance that is:
1. Notlegally 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 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 this 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 five 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:

Adopted January 10, 2022



Herocher %MM? Unit School Disteic #2

Drug- and Alcohol-Free Workplace

Provide each employee with a copy of this policy.

Post notice of this policy in a place where other information for employees is posted.

Make available materials from local, State, and national anti-drug and alcohol-abuse organizations.

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.

PN PE

1. Remind employees that policy 6:60, Curriculum Content, requires the District to educate students, depending
upon their grade, about drug and substance abuse prevention and relationships between drugs, alcohol, and
violence.

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.

District Action Upon Violation of Policy

An employee who violates this policy may be subject to disciplinary action, including termination. In addition or
alternatively, the Board may require an employee to successfully complete an appropriate drug- or alcohol-abuse
rehabilitation program.

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.

LEGAL REF.: 42 U.S.C. 812114, Americans With Disabilities Act.; 21 U.S.C. §812; 21 C.F.R. §1308.11-1308.15,
Controlled Substances Act.; 41 U.S.C. 88101 et seq., Drug-Free Workplace Act of 1988.; 20 U.S.C. §7101 et
seq., Safe and Drug-Free School and Communities Act of 1994.; 30 ILCS 580/, Drug-Free Workplace Act.; 105
ILCS 5/10-20.5b.; 410 ILCS 82/, Smoke Free lllinois Act.; <410 ILCS 130/, Compassionate Use of Medical
Cannabis Program Act.; 410 ILCS 705/1-1 et seq., Cannabis Regulation and Tax Act.; 720 ILCS 675,
Prevention of Tobacco Use by Persons under 21 Years of Age and Sale and Distribution of Tobacco Products
Act.; 820 ILCS 55/, Right to Privacy in the Workplace Act.; 21 C.F.R. Parts 1100, 1140, and 1143.; 23
ll.Admin.Code §22.20.

X X X

Teacher/Staff (Print) Teacher/Staff Signature Date

RETURN PAGE TO UNIT OFFICE

Adopted January 10, 2022



Standards and Procedures for Staff

Whenever people gather together to achieve goals, some rules of conduct are needed to help everyone work
together efficiently, effectively, and harmoniously. We must hold ourselves to a high standard of quality, so
that students are encouraged to learn to the limits of their abilities. Rules and authority assure that students
and employees have a safer, more effective, and more efficient place to learn and work.

As an employee, you have a responsibility to the District, parents, students, taxpayers and to your fellow
employees to adhere to certain rules of behavior and conduct. The purpose of these rules is not to restrict
your rights, but rather to be certain that you understand what conduct is expected and necessary.

Generally speaking, we expect each employee to act in a mature and responsible way at all times. When each
person is aware that he/she can fully depend upon fellow workers to follow the rules of conduct, then our
school district will be a better place to work and a better place for students to learn.

If you have any questions concerning any work or safety rule, or any of the unacceptable activities listed,
please see your Principal or Superintendent for an explanation.

GENERAL EMPLOYMENT EXPECTATIONS/INFORMATION - The building/department administrator shall
provide and review all rules with new employees. It shall be the duty of each employee to read, understand,
and apply all work rules.

1. Applicants shall not falsify employee applications.

2. Each employee shall report all work-related injuries immediately to his/her supervisor who
will then notify the Insurance Claims Secretary, Heather Crane, in the Unit Office. The
supervisor will complete a First Report of Injury. (This form is available on our district
website under Staff Forms.)

3. Any employee receiving worker’s compensation benefits who is eligible to receive the
following benefits shall have said benefits affected as indicated below:

A Insurance - Board share of the group health insurance premium will be paid by the
District until the exhaustion of earned and available Sick Leave, Family Medical
Leave, Vacation Leave and Personal Leave, if the employee chooses these leaves.

B. Sick leave does not accrue for a successor school year unless and until the employee
returns to work.
C. Seniority accrues as though the employee is working.
4. Employees shall call in before their assigned starting time when ill or injured, and shall not

engage in unauthorized absences. Please call your direct supervisor/ building principal prior
to 7:00 a.m. the day of or before 10:00 p.m. the night prior to an anticipated absence.

Bonfield Grade School: 815-933-6995
Herscher Intermediate School: 815-426-2242
Limestone Middle School: 815-933-2243
Herscher High School: 815-426-2103

Michelle Armstrong, Food Service/Transportation Director: 815-426-2162 x. 6112
Larry Houberg, Maintenance Director: 815-426-2162 x. 1020
Shelly Parsons, Special Services Director: 815-426-2162 x. 1021
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Standards and Procedures for Staff

Employees who become ill/injured during the workday shall report to the immediate
supervisor or designee before leaving. Employees shall not arrange for their own substitute
unless directed to do so by their supervisor.

Employees who miss work because of a prolonged illness/injury that requires a physician’s
care shall be required to obtain verification of non-employability signed by their physician.
In order to return to work, employees must obtain a work release, signed by their physician,
stating any restrictions or limitations.

Employees shall not make improper use of sick leave or unpaid personal leave. Sick leave
may only be used as defined in the applicable collective bargaining agreement. Unpaid
personal leave must be used for the purpose for which it was granted.

Employees shall be required to use sick leave and personal leave before unpaid medical
leave or disability leave will be granted. Sick and Personal leave may be used in half- or
full-day increments.

Employees shall be required to use personal leave before approved, unpaid leave will be
granted. Requests for unpaid leave must be made in writing to the Superintendent at least 10
working days prior to the beginning of the leave period, unless it is an emergency. There is
no right to take unpaid (sometimes called “dock day”) leave.

Employees whose sick leave or other leave is exhausted, and who desire to continue as an
employee, must apply for a leave of absence within 7 days of exhaustion of such leave.
Otherwise, the employee shall be deemed absent without leave and subject to discharge. For
probationary employees, absence for 15 working days beyond the exhaustion of sick leave,
and every absence thereafter, shall constitute a break in service, restarting the probationary
period.

A disability that lasts longer than 90 working days after the exhaustion of sick leave shall not
be deemed temporary. The Board of Education may require any employee applying for
disability leave to submit to an examination by a physician of the Board’s choosing, at Board
expense, to verify the disability and its likely duration. This provision shall not be
interpreted as waiving any rights of an employee or the Board of Education under the
Americans with Disabilities Act. This provision does not limit the right of the Board to
dismiss “at will” employees. This provision does not require the Board of Education to grant
any leave of absence without pay, after exhaustion of sick, leave when the disability is
permanent.

Employees should provide at least 30 days’ notice to the Superintendent of the date that a
family and medical leave is to begin. If 30 days’ notice is not possible, notice must be given
within two business days of when the need becomes known to the employee. Employees
shall provide at least a verbal notice sufficient to make the District aware that he/she needs
a family and medical leave, and the anticipated timing and duration of the leave. Failure to
give the required notice may result in a delay in granting the requested leave.

Employees who qualify for IMRF benefits shall be entitled to sick leave benefits. Sick leave
shall be calculated on the basis of an employee's length of contract (9 mo., 10 mos., 11 mos,,
12 mos.).

Non-certified employees personal days and holiday pay are addressed in the Non-Certified
contract.

Each employee shall report to work at the designated time and promptly attend to work
assigned, and complete such work in a timely manner except as is permitted for breaks. Any
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Standards and Procedures for Staff

employee’s regularly scheduled workday may be reasonably extended to achieve
organizational objectives, if authorized by the Superintendent and approved by the Principal
or appropriate supervisor (e.g. emergency situations, important informational meetings,
etc.). Any hourly employee who works overtime hours (actual work hours that exceed forty
in a single work week) is entitled to one and one-half times his/her rate of pay for those
additional hours.

Non-Certified employees are not to take extra breaks or breaks in excess of those authorized.
Employees who work at least 7.5 continuous hours shall receive a minimum 30 minute
duty-free meal break that begins within the first 5 hours of the employee's work day. The
principal or supervisor will determine the length of the lunch break. In the event any
provision of this rule is in conflict with a collective bargaining agreement, the terms of the
collective bargaining agreement shall control.

Bus drivers, bus aides, paraprofessionals, food service personnel, student supervisors and
substitute employees shall work only on days when students are in attendance. These
employees shall not work on institute days unless authorized by the Superintendent and
approved by the Principal or appropriate supervisor.

Non-certified employees, at the discretion of administration, may be reassigned permanently
to other positions. Pay rate, benefits, and seniority will not be affected by this temporary
reassignment. A temporary assignment is one that is not anticipated to last more than one
year. Personnel may be assigned to perform duties in other job categories, if they are able, in
order to ensure productive employment.

Certified employees may, in case of emergency, be assigned outside their areas of
certification. Principals and appropriate supervisors may reassign employees temporarily to
satisfy immediate organizational needs. In the event any provision of this rule is in conflict
with a collective bargaining agreement, the terms of the collective bargaining agreement
shall control.

Employees shall maintain accurate records, if any, for their assigned position and are
required to keep accurate time sheets or work time records approved by the Principal.

Hourly employees are paid only for hours worked unless otherwise authorized. Holiday pay,
sick leave, vacation leave, etc. must be indicated on time sheets. Time in excess of an
employee’s approved schedule must be authorized by the Superintendent and approved by
the Principal. Overtime is not permitted unless authorized by the Superintendent.

While at school, its sponsored events, or during working hours, employees shall not engage
in personal dress or grooming which causes, or the administration reasonably anticipates
will cause, interference with the educational process.

Employees shall not engage in unauthorized use of district equipment including, but not
limited to, telephones, photocopiers, scanners, computers, tools, motor vehicles, fuel and the
like. Personal use of telephones is discouraged and should occur on off-duty time (lunch,
breaks, etc.).

Employees shall not make modifications in equipment or buildings including heating, cooling,
electrical, water, or sewer systems unless authorized by job descriptions or supervisors.

Employees shall not have an unauthorized use or possession of district keys, including
master keys.
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Standards and Procedures for Staff

It is highly recommended that employees not bring personally owned equipment or
furniture to school without written authorization from building administration. If
permission is granted, the district assumes no liability for lost, damaged, or stolen personal

property.

Employees shall be truthful to the Board of Education and administration in regard to
matters relating to employment or directly related to the employee’s work duties.

Employees shall not falsify documents, or create documents which are substantially
misleading.

Employees shall not make false claims for insurance or any other benefits.

Employees shall not misrepresent to any person the extent of his/her job authority, or
purport to act on behalf of the district when not authorized to do so. Employees shall not
incur expenses or enter into contracts on behalf of the district without authority to do so.

Employee shall not smoke or otherwise use tobacco on school property or while engaged in
work.

Employees shall conduct themselves in a safe manner at all times. Employees shall read,
understand and apply all safety instructions related to procedures or equipment. Employees
shall use safety glasses, ear protection, seat belts, and all other safety devices supplied by the
employer. Safety devices must be in working order and all guards in place before any
machine is operated. Employees shall not defeat any safety device.

Employees shall not work when under the influence of any intoxicating liquor or illegal drug.
When taking medication prescribed by a physician or medication obtained over-the-counter,
or from any other source, an employee shall not operate any equipment, machine or vehicle
when unable to do so in a safe and alert fashion. The employee shall notify the immediate
supervisor if any medication causes the employee to have diminished alertness or which
substantially alters the employee’s ability to perform work. An employee shall not conceal or
maintain any intoxicating liquor or illegal drug in or on any school property or at any
school-sponsored activity. An employee shall not consume alcoholic beverages on any
workday between the beginning and end of his/her work assignment. No employee shall
work bearing the odor of alcohol or illegal drugs, such as marijuana, or be under the
influence of any alcohol or illegal drugs while performing any duty or activity for Herscher
Community Unit School District No. 2.

Employees shall not at any time during working hours engage in acts that are dangerous to
the property, health, safety, or welfare of the district, students, other employees, or the
general public. This rule shall not be deemed violated by accidental acts that are not
intended by the employee; but employees shall act with prudence and ordinary caution at all
times. Employees shall not engage in activities during non-school hours that intentionally
cause injury or harm or attempt to cause injury or harm to other employees, children, their
property, or the school district or its property. Any employee who has been convicted of any
felony offense or who has committed any criminal acts involving substantial risk of harm to
other persons or property may be unsuitable for school employment and is subject to
discharge, at the discretion of the Board of Education.

No employee may bring onto school property or to any school activity firearms, ammunition,
explosives, fireworks, or other substance or devices likely or capable of causing harm to
persons or property. This does not include approved equipment or machinery necessary for
the employee’s duties.
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Standards and Procedures for Staff

Each employee shall report to their immediate supervisor any damaged or broken
equipment or other school property in his/her assigned area of responsibility.

The loss of driving rights or privileges for any position requiring a current driver’s license
may be cause for dismissal. The employee must advise the district of lost driving privileges if
driving is required as part of the position.

The failure to maintain or the loss of any certificate, license, or other document issued by any
governmental entity or office necessary or required for the employee’s position may be
cause for dismissal.

No employee shall fail to promptly deposit, report or account for any funds, gate receipts, or
other money or property of the school district, students, or others coming into the
employee’s hands as a result of the employee’s work, responsibilities, duties, or employment.
Sponsors/coaches may keep up to $10.00 to be used for change.

An employee shall not use, retain without authorization, or steal money or property of
students, other employees, or others.

Employee shall not release, disclose, or grant access to information found in any student
record except in the exercise of job responsibilities, or when such disclosure would
constitute a violation of the Illinois School Student Record Act or the Family Educational
Right to Privacy Act. Employees may seek clarification of their responsibilities under this
rule from their immediate supervisor. In no event shall an employee disclose the contents of
student records to anyone other than a student’s parents or legal guardian, the student, or
certificated employees without advance consultation with the Principal.

An employee shall not disclose the contents of any employee file or disclose confidential
information about other employees without advance authorization from a supervisor.
Employees may seek clarification of their responsibilities under this rule from their
immediate supervisor. This rule does not prevent access to an employee file by an employee
or his/her authorized representative.

Fighting and physical alterations of all kinds are prohibited. However, employees may take
reasonable steps to protect themselves from physical violence, and may reasonably restrain
a student to protect the employee, another employee, other students, or district property.

Employees shall not engage in any behavior while at school, at its sponsored events, or
during working hours, which constitutes gross disrespect for the property or rights of others.
For example, employees shall not engage in insensitive remarks about another person's race,
color, religion, creed, national origin, sex, age, ancestry, or marital status. Such remarks will
result in employee discipline.

Due to the sensitive nature of public and student employment, employees shall not use
profanity when speaking to parents or other employees utilizing profanity. Employees shall
not argue in the presence of students or parents.

Employees shall not make unwelcome sexual advances toward or request sexual favors from
other employees. Employees shall not engage in any verbal or physical conduct or
communication of a sexual nature, which constitutes sexual harassment or otherwise creates
an intimidating, hostile, or offensive working environment. Any employee who is the
recipient of any unwelcome sexual advance, sexual favor or other form of sexual harassment
is strongly encouraged to contact the Principal or Superintendent immediately.

Employees shall not, at any time, aide, abet, solicit or engage any student, or any employee in
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any activity that is illegal or immoral. Employees shall personally report evidence of illegal
or immoral activity to the Superintendent. No employee shall instruct or dissuade another
employee from making such a report.

Conviction of any felony offense involving dishonesty or violence, or that would have
precluded an employee’s initial employment as a matter of law irrespective of the
jurisdiction, shall be cause for a hearing for dismissal.

No employee shall willfully refuse to obey the policies, rules and regulations of the Board of
Education or attempt to violate a Board of Education policy, rule or regulation. This rule does
not prohibit activities permitted by the Illinois Educational Labor Relations Act.

Employees shall not engage in willful behavior that interrupts the orderly process of school
affairs. This rule does not prohibit activities permitted by the Illinois Educational Labor
Relations Act.

Repeated minor incidents of misbehavior may be cause for discharge, if other disciplinary
measures have failed to deter misconduct after the employee is given his/her due process
rights.

Employees shall personally report evidence of child abuse to the DCFS Hotline
(1-800-25-ABUSE or 1-800-252-2873) as mandated by the State of Illinois. No employee
shall instruct or dissuade another employee from making such a report. The employee shall
notify the Superintendent or Principal that a report was made.

Employees should immediately report to their immediate supervisor any conduct by other
employees which is dangerous to the health, safety, or welfare of students or other
employees, including, but not limited to violation of any rules.

Outside employment or activities may not interfere with performance of job duties.

Employees shall not accept unauthorized rebates, gifts, gratuities, premiums or promotional
materials from suppliers for personal use/gain with a value of over $25.00. Anything
associated with purchasing, such as samples or volume purchase premiums is to be used for
school use and is to be fully disclosed to the administration.

These rules may be supplemented from time to time by administrative rules. The
Superintendent and Principal are authorized to adopt such additional rules as may be
necessary or convenient, consistent with these rules. However, violation of such rules shall
not be cause for employee discipline until employees are given copies of such rules.

Access to the Internet, district computers, and e-mail is a privilege and not a right. No
employee shall access any of these except for work-related duties. E-mail is not secure or
encrypted, and employee e-mail may be read or reviewed in the course of maintaining
computers, networks, or as part of security procedures. Employee computer and network
activities are subject to monitoring for appropriate use.

No employee shall utilize district computers, networks or Internet access to view, obtain or
download any pornographic or sexually explicit material without the express written
permission of the Superintendent, for purposes directly related to the employee’s job duties.

Employees are to refrain from posting to personal social media pages (i.e. Facebook, Twitter)
during the course of their paid work time, except for work-related duties.

No employee shall defeat or avoid any security device or procedure. Employees shall utilize,
and maintain strict confidentiality of passwords or other security techniques. No employee
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shall access any computer, network, server, or information thereon that the employee is not
authorized to access.

Personnel are not permitted to develop new clubs/activities for students without approval
from district administration.

INTERACTING WITH STUDENTS - The building/department administrator shall provide and review all
rules with new employees. It shall be the duty of each employee to read, understand, and apply all work rules.

1.

Employees shall not exploit their relationship with students by promoting the services,
products, ideologies (political, religious, or organizational), or goals of non-school
organizations, exclusive of educational goals.

Personnel are prohibited from using physical punishment in any way for behavior
management of students. No form of physical discipline is acceptable. This prohibition
includes spanking, slapping, pinching, hitting, or any other physical force as retaliation or
correction for inappropriate behaviors by students. Other prohibited behaviors include:
isolation, except when needed for student to gain self-control and even then under
supervision by an adult and for no longer than 15 minutes; withholding food and/or water;
degrading punishment; work assignments unrelated to a natural or logical consequence;
group punishment for one student’s behavior; excessive exercise; withholding ability to
contact parents/guardians; withholding or using medications for punishment and
mechanical restraint such as rope or tape to restrict movement.

Personnel must use positive techniques of guidance, including redirection, positive
reinforcement and encouragement rather than inappropriate competition, comparison and
criticism.

Employees shall not engage in any sexual or romantic conversation or relationship with any
student. Employees shall not make sexually suggestive remarks or engage in sexual conduct
or acts on or toward students. Employees shall not illegally discriminate against students on
the basis of the student’s sex. Employees shall personally report evidence of any such
activity to the Superintendent or his/her designee. No employee shall instruct or dissuade
another employee from making such a report.

Any contact between personnel and students outside the context of activities or
work-related duties and is unrelated to activities sponsored by the district will be permitted
only with the written approval of the student’s parents. Parents must be advised of the
nature of the contact and that such is not associated with school district activity.

Employees are responsible for releasing students only to parents, legal guardians or other
persons designated by parents or legal guardians. In the event the employee is uncertain,
they should contact their immediate supervisor before releasing the students.

With the exception of emergency situations or for medical need, students should never be
transported by district personnel, in their personal vehicles, without written permission.

Personnel will respond to students with respect and consideration and treat all students
equally, regardless of sex, race, religion, culture or socio-economic status. Personnel will
portray a positive role model for students by maintaining an attitude of respect, patience and
maturity.

Personnel are prohibited from speaking to students in a way that is or could be construed by
any observer as harsh, coercive, intimidating, shaming, derogatory, demeaning or
humiliating. Personnel are expected to refrain from swearing in the presence of students.

GENERAL MONITORING OF STUDENTS- In an attempt to promote a positive, nurturing environment, while
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protecting students and personnel from misunderstandings, the following guidelines are to be carefully
followed by all personnel working with students:

1. Childcare programs will utilize check-in and -out procedures to protect small children from
unauthorized pick-ups.

2. Personnel will never leave a student unsupervised.

3. Personnel must avoid being alone with a single student where they cannot be observed by
others. In special programs that require one-to-one contact, additional safeguards must be in
place to protect both student and personnel.

3. At least two personnel will supervise overnight activities. When both boys and girls are
taking part, male and female chaperones must be present.

PHYSICAL CONTACT WITH STUDENTS- In an attempt to promote a positive, nurturing environment, while
protecting students and personnel from misunderstandings, the following guidelines are to be carefully
followed by all personnel working with students:

1. Appropriate affection between personnel and students is important for the student’s
development.
The following are appropriate forms of affection for most district programs and sponsored
programs:
Side hugs Pats on the shoulder, back or head
Handshakes Holding hands while talking with small children
High-fives Touching hands, shoulders and arms of child
Arms around shoulder Sitting beside small children
2. Inappropriate affection between personnel and students can damage and distract a student’s

development. The following are examples of affections that are NOT to be used in district
sponsored and affiliated programs:

Full body hugs

Kisses on the mouth

Tickling

Holding children over two years old on the lap

Touching bottoms, chests or genital areas

Showing affection in isolated areas such as coat rooms, closets etc.

Sleeping in bed with a student

Touching knees or legs of a student

Giving ‘piggy-back’ rides

Any type of massage given by personnel to student or student to personnel

Any form of unwanted touching

Compliments/comments relating to physique or body development
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I, (Printed Name), have received a copy of the Herscher CUSD
#2 Staff Standards and Procedures.

[ understand it is my responsibility to read, understand, and follow all standards and
procedures. I understand that if I violate any of these standards and procedures I may be
disciplined.

[ further acknowledge that discipline, in some circumstances, may include my immediate
discharge.

My signature acknowledges receipt of the Herscher School District’s Standards and
Procedures, not necessarily that I agree with them.

X

Date Signature of Employee




DR. RICHARD S. DECMAN, SUPERINTENDENT
SHELLY PARSONS, SPECIAL SERVICES DIRECTOR
PETE FALK, CURRICULUM DIRECTOR

Application Signature Page

Please read the following statements carefully and sign below.

| hereby declare that the information provided by me is true, factual and complete. I understand
that false or incomplete statements or misrepresentations may qualify me for employment or cause
my subsequent dismissal. If employed by Herscher CUSD #2, | understand that | may be required
to supply additional personal information for the purpose of determining my eligibility for benefits
etc.

| acknowledge that nothing in this application or in the Herscher CUSD #2 hiring process creates
a contract of employment and that Herscher CUSD #2, should I obtain employment, retains it’s
right to terminate my employment in accordance with the law.

| hereby authorize Herscher CUSD #2 to verify my credentials and investigate me (including a ISP
and FBI criminal background search) as allowed by law. This verification process may include
discussions with references | have listed, co-workers, friends and business associates and others
who Herscher CUSD #2, in its sole judgment, believes has relevant information.

Applicant Printed Name

Applicant Signature

Date

‘Edvcition. .. The Ubirmite 7WVMMM "

District Office: 501 North Main Street, PO Box 504, Herscher lllinois 60941-0504
District Phone: 815-421-5000 — District Fax: 815-426-2872
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	15. Non-Certified employees are not to take extra breaks or breaks in excess of those authorized. Employees who work at least 7.5 continuous hours shall receive a minimum 30 minute duty-free meal break that begins within the first 5 hours of the emplo...
	16. Bus drivers, bus aides, paraprofessionals, food service personnel, student supervisors and substitute employees shall work only on days when students are in attendance. These employees shall not work on institute days unless authorized by the Supe...
	17. Non-certified employees, at the discretion of administration, may be reassigned permanently to other positions. Pay rate, benefits, and seniority will not be affected by this temporary reassignment. A temporary assignment is one that is not antici...
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	21. While at school, its sponsored events, or during working hours, employees shall not engage in personal dress or grooming which causes, or the administration reasonably anticipates will cause, interference with the educational process.
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	26. Employees shall be truthful to the Board of Education and administration in regard to matters relating to employment or directly related to the employee’s work duties.
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	35. Each employee shall report to their immediate supervisor any damaged or broken equipment or other school property in his/her assigned area of responsibility.
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	41. An employee shall not disclose the contents of any employee file or disclose confidential information about other employees without advance authorization from a supervisor. Employees may seek clarification of their responsibilities under this rule...
	42. Fighting and physical alterations of all kinds are prohibited. However, employees may take reasonable steps to protect themselves from physical violence, and may reasonably restrain a student to protect the employee, another employee, other studen...
	43. Employees shall not engage in any behavior while at school, at its sponsored events, or during working hours, which constitutes gross disrespect for the property or rights of others. For example, employees shall not engage in insensitive remarks a...
	44. Due to the sensitive nature of public and student employment, employees shall not use profanity when speaking to parents or other employees utilizing profanity. Employees shall not argue in the presence of students or parents.
	45. Employees shall not make unwelcome sexual advances toward or request sexual favors from other employees.  Employees shall not engage in any verbal or physical conduct or communication of a sexual nature, which constitutes sexual harassment or othe...
	46. Employees shall not, at any time, aide, abet, solicit or engage any student, or any employee in any activity that is illegal or immoral. Employees shall personally report evidence of illegal or immoral activity to the Superintendent. No employee s...
	47. Conviction of any felony offense involving dishonesty or violence, or that would have precluded an employee’s initial employment as a matter of law irrespective of the jurisdiction, shall be cause for a hearing for dismissal.
	48. No employee shall willfully refuse to obey the policies, rules and regulations of the Board of Education or attempt to violate a Board of Education policy, rule or regulation. This rule does not prohibit activities permitted by the Illinois Educat...
	49. Employees shall not engage in willful behavior that interrupts the orderly process of school affairs. This rule does not prohibit activities permitted by the Illinois Educational Labor Relations Act.
	50. Repeated minor incidents of misbehavior may be cause for discharge, if other disciplinary measures have failed to deter misconduct after the employee is given his/her due process rights.
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	56. Access to the Internet, district computers, and e-mail is a privilege and not a right. No employee shall access any of these except for work-related duties. E-mail is not secure or encrypted, and employee e-mail may be read or reviewed in the cour...
	57. No employee shall utilize district computers, networks or Internet access to view, obtain or download any pornographic or sexually explicit material without the express written permission of the Superintendent, for purposes directly related to the...
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	2. Personnel are prohibited from using physical punishment in any way for behavior management of students. No form of physical discipline is acceptable. This prohibition includes spanking, slapping, pinching, hitting, or any other physical force as re...
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