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PHIL PHY OF EDUCATION

All students are capable of learning.

All students must be afforded a positive climate in which to develop academically, socially, physically, and
morally.

All students deserve the opportunity to choose success in an education environment.

All students, parents, teachers, and administrators can impact achievement through a system of mutual respect
and understanding.

Through a sound work ethic, students can experience success by taking responsibility for their own actions and
by striving to earn the credentials of grades, promotion, awards, and a high school diploma.

The goal of the entire Shiloh School District staff is to support and prepare all students for a successful higher
education experience and a productive work experience in society.

VISION STATEMENT
Students should feel eager to come to school.

Students can be their unique self and feel confident in their abilities.

Students should come to school and feel heard, welcomed, and included.

Students should feel independent in their work.

Students recognize their worth within their school and community through classes, clubs and sports.
Students are able to learn in a safe environment, not focused on their differences.

Students leave Shiloh with the ability to learn efficiently.

Our educational environment meets our students where they are and strives to bring them where they need to
be.

MISSION STATEMENT
Shiloh cultivates the desire and ability to live a fulfilled life.

BOARD OF EDUCATION

Shiloh Community Unit School District #1 is governed by a Board of Education composed of seven elected members. The
school district covers over 227 square miles in the counties of Edgar and Douglas. The towns served by this district are
Brocton, Hume, Metcalf, Murdock, Newman, and Redmon.

The Board of Education is responsible for the financial health of the district and for the development of policies to govern
the school system. The board generally meets on the third Monday of each month.

High School students in the district attend Shiloh High School. Prekindergarten through Grade 5 attend Shiloh
Elementary. Students in grade 6-8 attend Junior High. All are closed campuses.

NON-DISCRIMINATION

Shiloh Community Unit School District No. 1 does not discriminate against employees, students, or applicants on the basis
of race, color, national origin, age, disability, gender, political affiliation or beliefs, sex, marital status, familial status,
parental status, religion, sexual orientation, genetic information, veteran status, reprisal or retaliation for prior civil rights
activity, or because all or part of an individual's income is derived from any public assistance program, or any other basis
protected by law.

NOTE: Words imparting one gender shall be extended and implied to either gender, i.e. such words, as used in this
Handbook, shall henceforth be interpreted to mean either gender, e.g. "his" shall mean "his/her," "he" shall mean "he/she."
Further, “parent” or “parents” shall mean “parent/guardian” or “parents/guardians.”
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The information contained in this handbook is in addition to that which is covered in the student and extra-curricular handbooks.
Teachers and Education Support Staff are expected to be familiar with the contents of the handbooks for their own benefit, as well as
that of the students.

This handbook is not intended to contain every rule or requirement of the school. District administrators have the authority to establish
rules and regulations that are supplemental to this handbook.

This handbook contains a variety of general information, administrative procedures, and Board policy. There may be additional topics
that are not included. Please refer to the student and faculty handbooks often and feel free to address any questions concerning them to
the Building Principal.

This handbook is intended to be used as a guide. This handbook is not a contract of employment.

Shiloh Community Unit School District No. 1 does not discriminate against employees, students, or applicants on the basis of race,
color, national origin, age, disability, gender, political affiliation or beliefs, sex, marital status, familial status, parental status, religion,
sexual orientation, genetic information, veteran status, reprisal or retaliation for prior civil rights activity, or because all or part of an
individual's income is derived from any public assistance program, or any other basis protected by law.

Please refer to the Shiloh CUSD#1 District Policy Manual, available in the Unit Office and online at www.shiloh1.us, for additional clarification. In

all instances the Collective Bargaining Agreement between Community Unit School District #1 and the C.U.S.D. #1 Education Association, IEA-NEA
Shiloh CUSD #1, School Board Policy, and State law superseded this handbook.

This handbook was approved by the Shiloh CUSD #1 Board of Education June 17, 2024

CONTACT INFORMATION:



http://www.shiloh1.us

For all questions, please contact the building principal, Ms. Amy Jones: 217-841-5557 or jonesa@shilohl.org

For all financial or district level questions, please contact Mrs. Morgan Wilhoit: 217-246-2908 or woodm(@shilohl.org


mailto:jonesa@shiloh1.org
mailto:woodm@shiloh1.org

ABSENCE REPORTING: STUDENTS

Each staff member/ teacher who has a class or study hall, reports student absences each period using the on-line program
immediately after class begins. Office staff will call parents of students who are absent if they have not already called to
report their child absent. Parents are responsible for reporting absences on E-Learning days. If a parent reports an absence
to you, please forward the information to the offices.

Accurate attendance records are crucial to effective administration of compulsory attendance laws as well as General State
Aid revenue.

ABUSED AND NEGLECTED CHILD REPORTING

A district employee who has reasonable cause to suspect that a student may be an abused or neglected child shall report
such a case to Illinois Department of Children and Family Services. Always play it safe and on the side of the child.
Make the call and let DCFS decide whether it is reportable. Employees shall personally report evidence of child abuse to
the DCFS Hotline. No employee shall prevent or dissuade another employee from making this mandated report. The
employee shall notify the Superintendent or Building Principal that a report was made.

All employees shall sign a statement to the effect that the employee has knowledge and understanding of the reporting
requirements of the Abused and Neglected Child Reporting Act.

ACADEMIC PROGRESS REPORTS
Academic Progress Reports will be issued through TeacherEase at the midway point of each quarter. Academic eligibility
is checked on a weekly basis on Fridays at 3pm or the last student attendance day of the week.

ACTIVITY FUND

All fund-raising activities must be pre-approved by the Building Principal.
Fundraising Activities
Student clubs and organizations may hold fundraisers as authorized by the principal. A complete accounting of all funds
must be maintained. Sponsors are to work closely with class or club treasurers to maintain accurate records of receipts and
expenditures.

All student organization money is to be deposited in the High School Office within 24 hours of collection or by 8:00 a.m.
Monday morning, whichever comes first. All money to be stored overnight will be put into the Unit Safe. Money must be
counted and ready for deposit before it is turned in to the office.

A complete accounting of all funds must be maintained. The high school office will deposit all funds for Jr. High and High
School activities into the Activity Fund. Each organization will be credited for the amount deposited. A receipt for all
deposited monies will be given to the sponsor of the organization.

Sponsors may request a check by completing and submitting an Activity Fund Check Request form to the high school
secretary at least two (2) days before the check is needed. No school funds may be committed to these activities unless
specifically designated by the administration. Sponsors must submit an Activity Fund Check Request before a check will
be issued. A student making a purchase is responsible for obtaining the sponsor's approval and notifying the office by the
end of the first hour.

Class sponsors are to hold expenses for the Junior/Senior Prom to approximately $5,000.00. Additional funds may be
raised to fund senior expenses, such as cap and gown rental, announcements, flowers for graduation, etc.

Any imbalance in concession money after your class/club has overseen concessions will be reimbursed to concessions by
your activity fund.

Overview of the USDA Interim Final Rule Nutrition Standards for ALL foods sold in Schools

(FNS 2011-0019-4718) (Subject to Change)

Note: USDA finalized the Transitional Standards for Milk, Whole Grains, and Sodium, which take effect July 1, 2022.
These standards are intended to be temporary and in effect for only two school years (SY 2022-23 & SY 2023-24) in order
to provide immediate relief to schools during the return to traditional school meal service following extended use of
COVID-19 meal pattern flexibilities. The meal pattern requirements outlined in this chapter for milk, whole grains, and
sodium are updated to reflect changes for SY 2022-23 under the Transitional Standards for Milk, Whole Grains, and
Sodium.

For more up to date and detailed information on USDA and ISBE guidelines for food service, please refer to ISBE’s
guidelines at https://www.isbe.net/Pages/SchoolNutritionAdminHandbook.aspx
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AFTER SCHOOL
It is your responsibility to make sure students are out of your classroom on time to catch their bus.

Teachers may not permit a student or group of students to remain after school, to stay in at noon or recess, to come to
practice, or to work on an activity or event unless the teacher is present.

ANNOUNCEMENTS

Teachers must submit announcements to the high school office by 8:30 AM. A daily announcement of coming events and
notices is broadcasted to the junior high and high school classrooms each morning. Announcements are also posted on
the school website — www.shiloh1.org.

ASSEMBLY PROGRAMS

Assembly programs of various types are scheduled on a limited basis throughout the school year. During assembly
programs where students are present, staff are to be present in order to assist in supervision, including pep assemblies. In
all assemblies other than pep sessions, staff is to sit among the students. Students are to sit with their classmates at all
assemblies. Students who are rude, noisy, and/or uncooperative are to be escorted out of the assembly area to the
Principal’s office.

ATTENDANCE
Each staff member should take pride in daily attendance. Staff must judge when personal illness or personal “needs” merit
time away from job responsibilities.

Staff members should leave the classroom unattended only for an emergency or to go to the restroom. When leaving the
room, the teacher must:
1. Instruct all students to stay in their seats.

2. Be sure all students have an assignment to work on.
3. Have the next-door teacher look in on their class.

Dock Days
Dock Days must have prior approval from administration. A staff member cannot call into work and request a dock day.

The dock day must be pre-approved.

Personal Leave

Teachers may earn up to three (3) Personal Leave Days per school year. ESP’s may earn personal leave days according to
their full or part time position. A personal leave day is defined as a day to allow professional personnel time to conduct
personal business. One unused personal leave day in a school year will be credited as a personal leave day to be used the
next year. Remaining personal leave days will be credited to the cumulative sick leave.

The use of a personal day is subject to the following conditions:
1. Except in cases of emergency or unavoidable situations, personal leave requests should be submitted to the Building
Principal 2 days in advance of the requested date
2. No personal leave days may be used immediately before or immediately after a holiday unless the Superintendent
grants prior approval
Personal leave may not be used in increments of less than one-half day
Personal leave days are subject to a substitute’s availability
Personal leave days may not be used during the first and/or last 5 days of the school year
Personal leave days may not be used on in-service and/or institute training days
7. Personal leave may not be used by more than 10% of the teaching staff in each building at the same time
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Personal Leave days are to be requested in advance by completing a Request for Substitute Form and submitting it to the
Principal for signature. The form will be returned to you only if it is denied.

Sick Ieave

If you are too ill to report to school or if an illness exists in your immediate family, contact the Substitute Scheduler
AND building principal (Megan Young, 217-264-1158; Amy Jones, 217-841-5557), as soon as possible.

Teachers on sick leave are to notify the Substitute Scheduler before 3:00 p.m. of their expected return or need for
additional time.

If it is apparent the day or night before that you are going to miss school the next day, please notify the Substitute
Scheduler at that time or before 10:30 p.m. Having more time helps in locating substitutes and gives the substitute
more time to prepare.

If you are too ill to provide instruction during an E-Learning day, you must contact Ms. Jones, and/or the offices
via email to report.

PLEASE NOTE: Contacting substitutes is the responsibility of the Substitute Scheduler.

Calling a substitute on your own without prior administrative approval and/or the Substitute Scheduler’s knowledge is
unacceptable and will be considered insubordination.

Employees shall not make improper use of sick leave or personal leave. Sick leave may only be used for illness in the
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immediate family. Immediate family shall include parents, spouse, brothers, sisters, children, grandparents, grandchildren,
parents-in-law, brothers-in-law, sisters-in-law, legal guardians, aunts, uncles, first cousins, nieces and nephews.

Once you return to work from an unexpected absence, complete the appropriate paperwork (gold and white forms) and
submit it to your building principal.

Substitute Folders
Teachers should be well prepared in case a substitute teacher is needed. The teacher will provide a folder that will include
the following information for the substitute:

1. Specific classroom information about your class or classes
Updated class lists/seating charts

Updated schedules, supervision, and assigned duties
Instruction about extra work or activities for the students
Discipline procedures

ENEVIE RS

. Names of responsible students

It is your responsibility to contact the Substitute Scheduler, Megan Young, 217-264-1158 to arrange for a substitute. Staff
members needing to leave during the school day will not be able to leave until substitute arrangements have been made.
All requests to leave during the school day must go through the Building Principal.

Reference Shiloh CUSD #1 Policy 5:180 Temporary Illness or Temporary Incapacity, 5:185 Family and Medical Leave, 5:220 Substitute
Teachers, and 5:330 Sick Days, Vacation, Holidays and Leaves

AUTOMATED EXTERNAL DEFIBRILLATOR

Shiloh School District has Automated External Defibrillators at the following locations:
Southwest corner of the gymnasium on the east wall
North interior wall of the outdoor concession stand

CANCELLATION OF SCHOOL

Local radio and television stations are notified of cancellations as early as possible. During severe weather, tune in. To help
ensure that no one makes an unnecessary trip to school during a closing, the TeacherEase telephone notification system will
be activated.

CHANGE OF ADDRESS. NAME, OR PHONE NUMBER

Please fill out an Employee Change of Address, Name, or Phone form if your information changes. It is important that we
have correct information for mailings, payroll, and benefits such as TRS, IMREF, insurance, etc. Submit the form to the
bookkeeper, Zachary Werkheiser.

CHILDREN AT SCHOOL

Employees should not bring their own children to school while the employee is “on the clock” without prior approval from
the principal. An exception would be the brief period between when students are released from school and when you leave
for the day IF they are under your direct immediate supervision.

CHROMEBOOK USE

Shiloh School District Student Technology Commitment

PURPOSE: It is our expectation and belief that students and staff will use technology responsibly and that they understand the
appropriate and acceptable use of both the technology and District network resources. We also expect that students will “Be
Respectful, Be Responsible, Be Ready, and Be Safe” with their District-issued devices.

Reference Shiloh CUSD #1 Policy: 6:235 Access to Electronic Networks

Reference Internet Access page 20

CLASSROOMS

Display of the flag
The United States flag should be properly displayed in each classroom as stated in The School Code of Illinois.

Pledge of Allegiance
All classes are required to recite the Pledge of Allegiance after morning announcements. The Pledge will be recited each

morning by each class and followed by a moment of silence. Illinois state law requires that "The Pledge of Allegiance shall
be recited each school day by pupils in elementary and secondary educational institutions supported or maintained in whole
or in part by public funds.

Cleanliness

Maintenance and custodial staff work hard keeping our buildings clean and in good condition. Staff can help by having
students pick up paper, debris, etc. Work Orders are available in all administrative offices for any custodial, repair,
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maintenance, or technology work needed. If at any time your room is not clean or necessary repairs are not made, please
inform the BuildingPrincipal.

CLOSED CAMPUS

Shiloh CUSD #1 is a closed campus. Students are not to leave during school hours without express consent from the office.
If a student is observed leaving school, report it to the Building Principal. Students are not to leave school to run errands for
a teacher. Students are to check in and/or out at the appropriate office. Parents picking a student up during the school day
should be directed to the appropriate office, not to a classroom. Faculty and staff members will not leave campus to pick up
lunch/food for students. Special celebrations are not included in this directive.

Reference Shiloh CUSD #1 Policy 7:185 Closed Campus

COMMEMORATIVE HOLIDAYS

The teachers and students shall devote a portion of the school day on each commemorative holiday designated in The School
Code to study and honor the commemorated person or occasion. The Board of Education may, from time to time, designate
a regular school day as a commemorative holiday.

CONFIDENTIALITY AND CONDUCT
Confidentiality

Staff members and administrators shall observe professional courtesy by following the appropriate chain of command. If
you have questions, ask them. Work as a team player.

Employees shall protect sensitive information and confidential records of the District, its students, and employees.
Furthermore, employees with authorized possession of or access to sensitive or confidential documents or student records are
personally responsible for protecting the unauthorized disclosure, improper use or distribution of information contained in
these documents. At no time should these records leave the building premises without prior authorization of the building
principal.

Please discuss students only while at school - not in public. Meeting conversations should be kept confidential from the
public to avoid misrepresentation. Be vigilant in not violating the Student Records Act by disclosing information to other
individuals. Student information is confidential. We may have parent or community volunteers in classrooms or workrooms
who should not hear confidential student, employee, or district information. Employees are not authorized to disclose any
information regarding District partners, employees, students, or vendors without their expressed written consent.

Drug and Alcohol Free Workplace
All district workplaces are drug and alcohol-free workplaces. All employees shall be prohibited from:
1. Unlawful manufacture, dispensing, distribution, possession, use, or being under the influence of a controlled substance
while on district premises or while performing work for the district.

2. Distribution, consumption, use, possession, or being under the influence of alcohol while on district premises or while
performing work for the district.

3. Employees shall not work when under the influence of any intoxicating liquor or illegal drug. The employee shall
notify the immediate supervisor if any medication causes the employee to have diminished alertness or to substantially
alter 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 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 Shiloh CUSD #1.

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

All district employees are expected to:
e maintain high standards in their school relationships
demonstrate integrity and honestly
be considerate and cooperative
maintain professional relationships with students, parents, staff members, and others
maintain professional relationships on Social Media. You MAY NOT include students on Social Media unless it is a
school group which has been approved by the administration.
Profanity
Due to the sensitive nature of public and student employment, employees shall not use profanity when speaking to parents or
students, or address other employees utilizing profanity. This language used toward or in front of students or parents may
result in employee discipline.

Respect
Employees must show respect to administrators, other employees, parents, and students. As an employee of the Shiloh

School District you are expected to treat everyone with respect. Employees that show outward disrespect and/or
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insubordination toward administrators, other employees, parents, and/or students may result in employee discipline.
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. Employees shall not argue in the presence of students or parents.

Theft

An employee shall not use, retain without authorization, or steal money or property of Shiloh CUSD #1, students,

employees, or others.

Reference Shiloh CUSD #1 Policy 5:120 Ethics; Conduct; and Conflict of Interest

COPYRIGHT LAWS
No employee shall violate any copyright, including, but not limited to, copyright in software, information, music, data, or
material obtained over the Internet.

Reference Shiloh CUSD #1 Policy 5:170 Copyright

CORPORAL PUNISHMENT

Corporal punishment is prohibited. Teachers shall not use disciplinary methods that may be damaging to students, such as
ridicule, sarcasm, or excessive temper displays. Corporal punishment (including slapping, paddling, or prolonged maintenance
of a student in physically painful positions, and intentional infliction of bodily harm) may not be used. Teachers may use
reasonable force as needed to keep students, school personnel, and others safe, or for self-defense or defense of property.
Reference Shiloh CUSD #1 Policy5:230 Maintaining Student Discipline, 7:190 Student Behavior

CURRICULUM

Teachers will have input regarding decisions on curriculum materials to be used at each grade level. After a decision is

reached pertaining to appropriate instructional materials, teachers are required to use the materials. Any plan for
deviation from the existing curriculum must be pre-approved by the Building Principal.

DAMAGE TO DISTRICT PROPERTY
Staff is held responsible for safeguarding district property. Staff must pay for the loss or damage to, teaching materials or other
district property.

DISCIPLINE

School officials shall limit the number and duration of expulsions and out-of-school suspensions to the greatest extent and,
when reasonable, shall consider forms of non-exclusionary discipline before using out-of-school suspensions or expulsions.
School personnel shall not advise or encourage students to drop out of school voluntarily due to behavioral or academic
difficulties. Potential disciplinary measures include, without limitation, any of the following measures:

Notifying parents/guardians.
Disciplinary conference
Withholding privileges
Temporary removal from the classroom
After-school detention served based on the schedule
Saturday school detention
In-school suspension
Seizure of contraband, confiscation and temporary retention of personal property that was used to violate school
policy
Suspension of bus riding privileges
10. Suspension from school and all school activities for up to 10 days. A suspended student is prohibited from school
grounds.
11. Expulsion from school and all school activities for a definite time period not to exceed 2 calendar years. An expelled
student is prohibited from being on school grounds.
12. Transfer to an alternative program if the student is expelled or otherwise qualifies for transfer under State law
13. Notifying juvenile authorities or other law enforcement whenever the conduct involves criminal activity such as
illegal drugs, “look-alikes”, alcohol or weapons, extreme physical altercations, or other circumstances as authorized
by the reporting agreement between the district and local law enforcement.
The above list of disciplinary measures is a range of options that will not always be applicable in every case. In some
circumstances, it may not be possible to avoid suspending or expelling a student because behavioral interventions, other than a
suspension or expulsion, will not be appropriate and available, and the only reasonable and practical way to resolve the threat
and/or address the disruption is a suspension or expulsion.
Reference Shiloh CUSD #1 Policy 5:230 Maintaining Student Discipline
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DISTRICT VEHICLES

On occasion, staff members may find it necessary to use a district vehicle. Any employee who drives a school-owned
vehicle must first complete a Motor Vehicle Records form. Arrangements for use of a school vehicle shall be made with the
Transportation Director one week in advance of the event.

EMAIL AND OTHER ELECTRONIC COMMUNICATION

Shiloh CUSD #1 reserves the right to monitor and intercept email, voice mail, and other electronic communication.
Employees should limit the use of school technology to educational purposes. The employee’s use of the system constitutes
consent to the District monitoring and interception of electronic communications.

Staff must have pre-approval from their building administrator before creating any type of video in which students appear.
The video must then be viewed and given final approval by the building administrator before it is released in any format.
Failure to follow this rule will result in disciplinary action.

Any interoffice email from administration or the school offices is STRICTLY CONFIDENTIAL and is NOT to be shared
with other employees, parents, or students.

Texting and the use of Social Networking Sites for Personal Use
Texting and the use of social networking sites must not be accessed during instructional time and must be limited to:

when the employee is in private

during plan time

during break time

when the employee does not have students under their supervision

As an organization with a commitment to quality of education and the safety of our students, as well as the preservation of
our reputation as a school, the standards for appropriate online communication at Shiloh CUSD #1 are necessarily high.
While we respect the right of students, employees, alumni, and other members of our community to utilize the variety of
social media options available, we must insist that the following standards be met by our students and faculty at all times, as
well as by alumni and all other users who participate in Shiloh CUSD #1 sponsored sites.

Shiloh CUSD #1 respects the right of employees to use social media and networking sites, as well as personal websites and
blogs, but it is important that employees’ personal use of these sites does not damage the District’s reputation, its
employees, or its students or their families. Employees should exercise care in setting appropriate boundaries between their
personal and public online behavior, understanding that what is private in the digital world often has the possibility of
becoming public, even without their knowledge or consent. The District strongly encourages all employees to review the
privacy settings on any social media and networking sites they use and exercise care and good judgment when posting
content and information on such sites.

When using a social media site, an employee may not include current students as “friends,” “followers,” or any other
similar terminology used by various sites. If an employee maintains or participates in a Shiloh-sponsored online
community that extends to persons who are parents, alums, or other constituents, he must exercise good judgment about any
content that is shared on the site. Additionally, employees should adhere to the following guidelines, which are consistent
with the District’s workplace standards on harassment, student relationships, conduct, professional communication, and
confidentiality:
e An employee should not make statements that would violate any of the District’s policies, including its policies
concerning discrimination or harassment;
e The employee must uphold the District’s value of respect for the individual and avoid making defamatory statements
about the District, its employees, its students, or their families;
e An employee may not disclose any confidential information of the District or confidential information obtained during
the course of his/her employment, about any individuals or organizations, including students and/or their families.

e [fthe District believes that an employee’s activity on a social networking site, blog, or personal website may violate
the District’s policies, the District may request that the employee cease such activity. Depending on the severity of the
incident, the employee may be subject to disciplinary action.

EMERGENCY DRILLS AND EVACUATION PROCEDURES

Fire, tornado, and intruder drills are conducted at regular intervals throughout the school year.
One long continuous tone indicates a fire, beeps indicate a tornado, a slow whoop tone indicates an earthquake, and an all
building announcement will indicate an intruder.

Exit routes and instructions are posted in each room and reviewed with students by teachers.

Fire One long continuous tone
Tornado Beeps

Earthquake Slow whoop tone

Intruder All building announcement

Evacuation Procedures
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When an Earthquake Strikes

When an earthquake strikes for a minute or two the solid earth may pitch and roll like the deck of a ship. The motion is
frightening, but, unless it shakes something down on you, it is harmless. Keep calm and ride it out. Your chances of
survival are good if you know how to act.

During the Shaking:
*  Ifiindoors, stay indoors. Hide under sturdy furniture. Stay near the center of the building. Stay away from glass
*  Turn on a radio or television for emergency bulletins
*  After the quake stops, if possible move to the designated safe place. Stay out of damaged buildings;

aftershocks can shake them down

Fire Escape Information

Exit per the Emergency Exit Map

When the alarm sounds:

Stand and follow your teachers directions

No talking

Leave books, bags, etc. Do not stop at lockers

Stay in your group

Teacher will turn off lights when the room is empty, exit the room last, and close the door

Walk quickly and quietly out of the building

Get a safe distance from the building and stay together

Teacher will take attendance once the entire group is outside

Everyone must stay out of the building until the All Clear is given and they are asked to return to class

Lock Down (Intruder) Procedure

Lock Down procedures may be implemented in situations involving dangerous intruders or other incidents that may result
in harm to those inside the building.

¥ OX X X X X ¥ X ¥

*  Lock Down notification will be announced over the P.A. system or by messenger to each classroom

*  Direct all students, staff, and visitors into classrooms or a designated safe place

*  Secure your classroom

*  Lock classroom doors

*  Move everyone away from windows and doors and have them take cover and/or leave the premises if
applicable

*  Place the RED/GREEN cardstock over the window of the door and behind the number on the outside window

*  If possible, cover room windows — close blinds

*  Keep everyone as quiet and calm as possible

*  Refrain from using the classroom phone and cell phones. Use only if there is an extreme emergency

*

Do not allow anyone outside the classroom to enter until the all clear message is given by the Superintendent,
Principal, or designated person

Storm & Tornado Procedure
The storm/tornado warning is several short rings of the bell.
At the warning, students are to go to the tornado shelter located under the stage in the gym. They will sit with their heads
down using their arms to protect them. They are not to sit where a door might blow open and hit them.
Elementary Wing proceed toward the main hall, staying to the right proceeding through the south gymnasium
doors to the South/East shelter entrance
Junior High Wing proceed staying to the left through the Multi-purpose room, proceeding through the kitchen
hallway to the South/East shelter entrance
High School Wing proceed through the Science hallway to the North/East shelter entrance

Teachers: Remember to take your class roster.

Exit Routes
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Watch for cars and emergency vehicles when crossing all driveways.
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EMERGENCY OR DISASTER SITUATION
Should an emergency or disaster situation ever arise in our area while school is in session, we want you to be aware that the
school has prepared to respond effectively to such situations.

Should we have a major disaster during school hours, your student(s) will be cared for at the school. Our School District has a
detailed emergency operation plan which has been formulated to respond to a major catastrophe.

Your cooperation is necessary in any emergency.

1. Do not telephone the school. Telephone lines may be needed for emergency communication.

2. Inthe event of a serious emergency, students will be kept at their school until they are picked up by an identified,
responsible adult who has been identified as such on the Registration/Emergency Procedure Form which is required to
be filled out by parents at the beginning of every school year. Please be sure you consider the following criteria when
you authorize another person to pick up your child at school:

e  He/she is 18 years of age or older.

He/she is usually home during the day.

He/she could walk to school, if necessary.

He/she is known to your child.

He/she is both aware and able to assume this responsibility.

3. Impress upon your children the need for them to follow the directions of any school personnel in times of an emergency

Students will be released only to parents and persons identified on the Registration/Emergency Procedure Form. During an
extreme emergency, high school students will be released at the west parking lot and elementary students will be released at
the front circle drive. Parents should become familiar with the School Emergency Disaster Plan and be patient and
understanding with the student release process. Please instruct your student to remain at school until you or a designee arrives.
Because local telephone service may be disrupted, also list an out-of-state contact on the Registration/Emergency Procedure
Form, as calls may still be made out of the area while incoming calls are affected.

The decision to keep students at school will be based upon whether or not streets in the area are open. If this occurs, radio
stations will be notified. In the event that a natural disaster takes place during the time that students are being transported,
students will be kept on the bus and the driver will ask for assistance through radio contact with the school and district
personnel. Any child who is home waiting for the bus will not be picked up (if roads are impassable) and remains the
responsibility of the parent or guardian.

In the event a natural disaster occurs in the afternoon, the driver will make every attempt to continue delivering the students to
their homes. Should road conditions prevent the driver from delivering students to their home after school, the students will be
delivered to the Hume Community Center or the Shiloh Township Building. This decision will be based on the safest route.
Staff will contact parents to inform them of the students’ whereabouts.

In case of a hazardous release event (chemical spill) near the school area, Shelter-in-Place procedures will be implemented to
provide in-place protection. All students and staff will clear the playground and all playing fields, report to their classrooms
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and all efforts will be made to prevent outside air from entering classrooms during the emergency. Students arriving at school
during a hazardous release drill or event should report to the school office or to a previously designated area at the school
because classrooms will be inaccessible.

When the dangerous incident has subsided, an all-clear signal will be given.
Please discuss these matters with your immediate family. Planning will help alleviate concern during emergencies.

EMPLOYMENT
It shall be the duty of all staff to keep informed concerning the rules, policies, and regulations of the Board of Education.

All Employees of Shiloh CUSD #1:
e shall have a fingerprint based Criminal History Records Information Check (CHRI) conducted prior to their first

day of employment.

shall read and agree by signature to be a Mandated Reporter.

shall have the Blood Borne Pathogens in-service training.

are required to have a physical completed within 30 days of beginning employment.

shall be truthful to the Board of Education and/or the administration regarding matters relating to employment or

directly related to the employee’s work duties.

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

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

e shall not misrepresent to any person the extent of her or his job authority, or purport to act on behalf of the district
when not authorized to do so.

e shall observe all school regulations.

e have the right, upon request, during regular business hours, to review the contents of their personnel file, provided
an administrative representative is present at such review. Employees have the right to attach a response to any
material contained in their files and may copy any information contained therein at their expense.

Certified Staff

All certified staff must have updated original transcripts in their district personnel file. Transcripts must be sent directly
from the university. A transcript issued to you, even if issued in a sealed envelope, or a copy of a transcript, shall not be
accepted.

Certified staff must provide a copy of all teaching certificates for their personnel file. If you are uncertain whether your file
is complete, please check with the bookkeeper and request to see your file.

Certified staff shall seek professional growth and participate in curriculum study.

Required Employment Forms
The following employment forms/documents must be completed within three (3) days of the first day you report for work:

e Immigration and Naturalization Service Form (I-9) as required by law including providing the required original
proof of identity documents.

o W-4 Withholding Exemption Certificate forms for federal and state taxes. These documents must be on file with

the bookkeeper before a paycheck will be issued. To make changes in the number of exemptions you claim, contact

the bookkeeper.

DCFS Mandated Reporter

Direct Deposit information

Payroll selection

Job Not Covered by Social Security — certified staff

TRS Member Information — certified staff

IMRF Enrollment — education support staff

Employee Emergency Information form. A file of employee emergency information is maintained in the unit office

in the event of an emergency. Please keep phone numbers and addresses current.

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

Employee Dress
Although there is no formal dress code for staff, staff will dress professionally, the personal dress and appearance of

faculty and staff members has an influence on the attitude and conduct of the students, as well as has a distinct effect on
how people in our communities view our school and the teaching profession. It is important that the entire staff maintain a
professional appearance and demeanor. Employees of the Shiloh School District are expected to wear clothing in a neat,
clean and well-fitting manner. Dress, accessories, and grooming shall be consistent with educational objectives. All staff
are expected to be clean and odor free; and to maintain a high standard of personal hygiene. Low and/or plunging



13

necklines, bare shoulders, bare backs, and bare midriffs are unacceptable. Dress and grooming shall neither present a risk
to the health, safety, or general welfare of students in the school nor interfere with, nor disrupt, the educational
environment or process. Staff who fail to adhere to these guidelines shall be immediately required to change their attire
into something appropriate. The employee may be given the option to leave school and return with appropriate attire or be
docked for the remainder of the day.

Extra Duties
All employees may apply for paid supervision/sponsor positions such as: ticket takers, sport supervision as needed, class
sponsor, extra-curricular club sponsor, and school event supervision as needed.

Insubordination

Employees shall not willfully refuse to obey written or oral instructions of the immediate supervisor, administrative team,
or in an emergency involving a non-certificated employee, the instructions of a teacher. Employees shall not engage in
willful behavior that interrupts the orderly process of school affairs. Such behavior may result in employee disciplinary
action.

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.

School Funds

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.

Staff members outside employment or activities may not interfere with the performance of their duties.

Supervision

Staff and faculty are required to actively supervise classrooms, hallways, playground, lunchroom, restrooms, and
gymnasium. Active supervision includes but is not limited to asking a student where they are supposed to be; asking for
their planner; while on duty, walking around the area; being consistent with implementation of
district/classroom/playground rules.

Reference Shiloh CUSD #1 Policy Section 5 — Personnel

EQUAL EMPLOYMENT OPPORTUNITY AND MINORITY RECRUITMENT

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

Administrative Implementation

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

Nondiscrimination Coordinator:
Morgan Wilhoit, Superintendent

Name
Shiloh CUSD #1 21751 N 575" Street
Hume, IL 61932

Address
woodm(@shilohl.org
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Email
217-531-1850 Ext. 4001

Telephone

Complaint Manager:
Amy Jones, Principal

Name

Shiloh CUSD #1 21751 N
575" Street

Hume, IL 61932

Address

jonesa@shilohl.org

Email

217-531-1850 Ext.3005

Telephone

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

Minority Recruitment

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

Reference Shiloh CUSD #1 Policy 5:10 Equal Employment Opportunity and Minority Recruitment

EVALUATION PROCEDURES
Certified Staff

Prior to the performance of any given formal evaluation, the administration shall acquaint the
teacher to be evaluated with the evaluation procedure and instruments. Administration shall
advise the teacher as to who shall observe and evaluate. No formal evaluation shall take place
until orientation is complete. Formal observations of teaching performance shall occur during
the period of mid-September to mid-April for those teachers not on a tenured teacher
remediation plan, unless an emergency occurs. Then the principal shall contact the Association
with the intent of reaching an agreeable time for the evaluation. The evaluation instrument will
reflect four (4) ratings categories: unsatisfactory, needs improvement, proficient, and excellent.
Observation

Each formal observation shall consist of at least one (1) in-class observation for those teachers
regularly assigned to classroom instruction. Observation for teachers not teaching classes shall be made in respect to
performance of their duties.

Non- Mini Evaluati

Non-tenured teachers shall be formally observed and evaluated at least twice each school year.

Tenure Minimum Evaluation
Tenured teachers shall be formally observed and evaluated at least once every three (3) years.

Part-time Teacher Evaluation
Part-time teachers employed by the School District for more than two (2) years shall be evaluated at least every other year
beginning with the third year. Nothing herein shall prevent evaluation prior to the third year.

EvaluWise

The administration shall evaluate each teacher through EvaluWise (online platform). The teacher shall receive a copy of
the evaluation, digitally or paper copy, whichever is preferred. The teacher and the evaluator shall sign to verify that the
evaluation has been reviewed and discussed by the parties. The teacher’s signature does not signify an agreement with the
evaluation, but merely represents the teacher has seen the document.

Evaluation Conference

A conference shall be held between the teacher and the evaluator within ten (10) days of formal in-class observation to
discuss the observation and written evaluation.

Evaluation Response
The teacher shall have the right to attach a response to any evaluation.

7 HOW CAN I BE FAILING V2
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Informal Evaluations
Nothing herein shall prevent the Board/administration from conducting informal evaluations and observations as it may
deem necessary at any time.

Education Support Personnel

The ESP’s evaluation instrument will be provided at the time of employment or at the request of the ESP.

The administrator (Principal, Superintendent, or Maintenance/Transportation Director) shall evaluate each ESP in writing.
The ESP shall receive a copy of the evaluation.

The work performance of ESPs shall be evaluated annually the first two (2) years of employment and every three (3) years
thereafter. In the event that the second evaluation results in a summative rating of “Needs Improvement,” the ESP shall
continue to be evaluated annually until achieving a rating of “Meets Expectations.” by administration (Principal,
Superintendent, or Maintenance/Transportation Director).

The ESP and the evaluator shall sign to verify the evaluation has been reviewed and discussed by the ESP and
administrator (Principal, Superintendent, or Maintenance/Transportation Director). The ESP’s signature does not signify
an agreement with the evaluation, but merely represents the ESP has read and signed the document.

Evaluation Response

The ESP shall have the right to attach a response to the evaluation. A response to an evaluation shall be read and signed
by the evaluator before it is attached to the evaluation. The ESP may submit written, dated notification of a forthcoming
response to be attached within one (1) work week from receipt of the evaluation.

Informal Evaluations
The administration (Principal, Superintendent, or Maintenance/Transportation Director) may conduct informal evaluations
of ESPs at any time.

FACULTY MEETINGS

Staff members will meet for monthly all staff and weekly team meetings as
scheduled to discuss curriculum and review classroom procedures and
problems. Staff is required to attend these meetings. If you have an item
for the agenda, notify the principal no later than the day before the meeting.
The principal may also schedule other faculty meetings as needed
throughout the school year.

FAITH’S LAW

Faith’s Law (PA 102-676) amended multiple state statutes to close legal loopholes related to combatting grooming. It added
Section 5/22-85.5 of the School Code which defines sexual misconduct and requires districts to incorporate the definition into
the employee code of conduct policy. The Faith’s Law trailer bill (PA 102-702, effective July 1, 2023) further combats
grooming by adding new Section 5/22-94 to the School Code which requires applicants seeking employment at a school in a
position that requires direct involvement with children or students to authorize an employment history review as part of the
application process.

The applicant must swear or affirm that they are not disqualified from employment and complete a form that includes contact
information for current or former employers that were schools or school contractors where the applicant had direct contact with
children. The applicant must also provide a written statement of whether the applicant has been the subject of a sexual
misconduct allegation, been discharged, been asked to resign, or was disciplined due to an adjudication or finding of sexual
misconduct. The district in receipt of the application shall initiate a review of the employment history by contacting the
employer listed and request pertinent information from the current/former employer as required by the statute.

Under Section 5/22-94, ISBE is required to create the templates for the forms used by districts to complete the employment
history review. The two templates herein were created by ISBE with input from IASB, IASA, IASPA and other stakeholders to
fulfill ISBE’s obligation to provide the employment history review templates. The employment history review requirements
take effect on July 1, 2023.

FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT (FERPA)

The Family Educational Rights and Privacy Act is a Federal law that protects the privacy of student education records.
The law applies to schools that receive funds under an applicable program of the U.S. Department of Education.

FERPA gives parents certain rights with respect to their children’s education records. These rights transfer to the student
when he reaches the age of 18 or attends a school beyond the high school level. Students to whom the rights have
transferred are “eligible students.”

Parents or eligible students have the right to inspect and review the student’s education records maintained by the school.
Schools are not required to provide copies of records unless, for reasons such as great distance, it is impossible for parents
or eligible students to review the records. Schools may charge a fee for copies.
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Parents of eligible students have the right to request that a school correct records which they believe to be inaccurate or
misleading. If the school decides not to amend the record, the parent or eligible student then has the right to a formal
hearing. After the hearing, if the school still decides not to amend the record, the parent or eligible students has the right to
place a statement with the record setting forth his view about the contested information

FAMILY MEDICAL LEAVE ACT**

The Family Medical Leave Act (FMLA) entitles eligible employees to take up to 12 work weeks of unpaid, job-protected
leave in a 12-month period for specified family and medical reasons, or for any “qualifying exigency” arising out of the
fact that a covered military member is on active duty, or has been notified of an impending call or order to active duty, in
support of a contingency operation. The FMLA also allows eligible employees to take up to 26 work weeks of
job-protected leave in a “single 12-month period” to care for a covered service member with a serious injury or illness.

The FMLA applies to all public agencies, including state, local and federal employers, local education agencies (schools),
and private-sector employers who employed 50 or more employees in 20 or more workweeks in the current or preceding
calendar year, including joint employers and successors of covered employers. Additional information regarding FMLA is
available in the Unit Office.

FIELD TRIPS

All field trips must first be pre-approved by the building principal, then by the Superintendent. To view field trip dates for the
district, please see the District’s GoogleCalendar. All overnight and out-of-state field trips must be approved by the
Board of Education at a meeting prior to the trip.

To request permission for a field trip, complete, sign, and submit a Bus and Field Trip Request form at least 15 days prior
to the date of one-day, in-state trips, to your building principal. Be sure to complete the tentative itinerary on the back of
the form. Incomplete forms will be returned to you.

Field trips involving transportation require a permission slip signed by a parent of each student. There are no exceptions to
this rule.

Teachers are to notify staff and send notice of the trip to parents at least 1 week in advance. Any student who does not turn
in a parent signed permission slip will not be allowed to attend the field trip. Staff is always on supervision duty during
field trips

Students that have an "F" on the ineligible list from the week prior to the field trip will not be permitted to go unless it is an
educational field trip.

Students absent the day before a field trip must have written permission from all of his teachers before being allowed to go
on the field trip.

Students who are chronically truant may not be allowed to attend.
When a student has been absent from school for a reason that is not acceptable to the school or the Illinois State Board of
Education, the student will only be allowed to participate in educational classroom field trips.

If a student’s inappropriate behavior is a safety concern to himself or to others, the student may not be permitted to
participate in school day events, activities, and/or field trips. Final determination shall be made by the administration.

Field trip guidelines will be approved by administration.

FLOWERS AND MEMORIALS
Flowers are sent or memorials shall be made for the following:
+  Death of an employee, employees spouse, employees parent, parent-in-law, or employees child
*  Hospitalization of an employee or employees spouse for more than two (2) nights
*  To honor the birth of employees child
Please keep the office informed when flowers/memorials should be sent as at times we simply do not know of the
situation. We certainly do not want to overlook anyone.

FORMS
District forms are color coded and available in the Unit Office and in every administrative office. Incomplete forms, out of
date forms, or forms which have been copied onto the wrong color paper will be returned to you.

The following is the color code used for forms and these forms are readily available in every administrative office.

Forms must be filled out completely or they will be returned to you.

Application and Permit for Use of School Building (duplexed form) White
Application for Credit on Salary Schedule White
Bus and Field trip Request (duplexed form) Blue

(For extra events/activities only — not for scheduled athletic events)
Conference Request Yellow

Request for Course Approval/Tuition Reimbursement White
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Expense Reimbursement Request Pink
Extra-Curricular Stipend Payment Pink
Imprest Check Request White
Inservice Stipend Record White
Internal Substitute Request White
Master Calendar Scheduling White
(For extra events/activities only — not for scheduling athletic events)
Motor Vehicle Records (to operate any school vehicle) White
Payroll Selection 10 or 12 Month White
Parent Permission for Field Trip w/sack lunch option White
Parent Permission for Field Trip w/out sack lunch option White
Requisition Form White
Request for Substitute White
Certified Substitute Time Record Goldenrod
ESP Substitute Timesheet Green
Work Order White
GRADEBOOKS

All grades will be entered into the electronic grading system — TeacherEase. A hard copy may be kept by the teacher as a

safeguard. Teachers are required to have a_minimum of two (2) grades entered every week. This could include

participation or segmented projects. The first grades should be entered by the second week of each quarter.
Parents have online access to their students’ grades, behavior, and notes sent by faculty or administration.

GRADING SYSTEM

At the beginning of each JH/HS semester in each class, the teacher is to explain how unit, chapter, nine weeks, and/or
semester exams are to be weighted, as well as class preparation grades and any other criteria used. Your grading statement
must be filed in the principal’s office. Teachers are to make certain that there are at least two (2) grades per week entered
into Teacher Ease for each student during each grading period.

Grades are based on a four (4) point system. Each teacher will issue a copy of the curricular-classroom objectives and how
work will be graded at the beginning of each class or semester. A copy will be kept on file in the school office for
inspection.

Grading Scale

Grades 1-12
A+ 100
A 90-99
B 80-89
C 70-79
D 60-69
F 59 and below

High School and Junior High teachers will post their grading scale in their class syllabus. High School students’ semester
finals will count as 20% of their semester grade.
Students must consult with teachers to ensure that the appropriate work is being completed. Incomplete assignments not
completed within a reasonable time period to be determined jointly by the administrator, teacher, and parent/guardian will be
notified of any missing assignments.
Weighted Grades
Weighted courses are advanced courses that are academically challenging. Weighted grades will be given to students
receiving A, B, C, or D only. Students receiving a failing grade will not receive a weighted grade. Students desiring a
program of academic excellence should take the Honors and Advanced Placement (AP) or dual credit courses.

HALL MONITORING

All teachers and support staff are responsible for monitoring the hallways during passing times.

HOMELESS STUDENTS
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Homeless Liaison
The coordinators/liaisons for the homeless children are Morgan Wilhoit and Amy Jones.

Rights of Homeless Students

The school district shall provide an educational environment that treats all students with dignity and respect. Every
homeless student shall have equal access to the same free and appropriate educational opportunities as students who
are not homeless. This commitment to the educational rights of homeless children, youth, and youth not living with
a parent or guardian, applies to all services, programs, and activities provided or made available. A student is
considered “homeless” if he or she is presently living:

In a shelter

Sharing housing with relatives or others due to lack of housing

In a motel/hotel, camping ground, or similar situation due to lack of alternative, adequate housing
At a train or bus station, park, or in a car

In an abandoned building

Temporarily housed while awaiting DCFS foster care placement

All Homeless Students Have Rights to:

ICU

Immediate school enrollment. A school must immediately enroll students even if they lack
health, immunization or school records, proof of guardianship, or proof of residency.
Enroll in:

*the school he/she attended when permanently housed (school of origin)

*the school in which he/she was last enrolled (school of origin)

*any school that non-homeless students living in the same attendance area in which the

homeless child or youth is actually living are eligible to attend.
Remain enrolled in his/her selected school for as long as he/she remains homeless or, if the student
becomes permanently housed, until the end of the academic year.
Priority in certain preschool programs.
Participate in a tutorial-instructional support program, school-related activities, and/or receive
other support services.
Obtain information regarding how to get fee waivers, free uniforms, and low-cost or free medical
referrals.
Transportation services: A homeless student attending his/her school of origin has a right to
transportation to and from the school of origin as long as (s)he is homeless or, if the student
becomes permanently housed, until the end of the academic year.
Dispute resolution: If you disagree with school officials about enrollment, transportation or fair
treatment of a homeless child or youth, you may file a complaint with the school district. The
school district must respond and attempt to resolve it quickly. The school district must refer you to
free and low cost legal services to help you, if you wish. During the dispute, the student must be
immediately enrolled in the school and provided transportation until the matter is resolved. Every
[llinois Public School has a Homeless Education Program Liaison who will assist you in making
enrollment and placement decisions, providing notice of any appeal process, and filling out dispute
forms.If you have questions about enroll
ment in school, or want more information about the rights of homeless students in Illinois Public
Schools, call the appropriate Regional Homeless Education Liaison from the listing below or call
the Illinois State Board of Education at (1-800) 215-6379.

ICU (Intensive Care Unit) is a program of support for students and staff alike. Parents/guardians will receive an email and a
text message when their student has a missing assignment. Our hope is that having a parent/guardian made aware of missing
assignments, they can help encourage their student to get their missing work completed and turned in to their teacher. The
school will provide additional tutoring and support when a student is unable to help get the assignment complete. Tutoring
will be after school from 3:05-4:00, during the 2:05 outs on Wednesdays, during lunch, and sometimes on Saturdays.
Depending on the consistency of students not completing their homework, tutoring can be mandatory or not. More
information about The Power of ICU can be found at: https://www.poweroficu.com/ Homework completed late through the
ICU process will not have deductions of late points. Our focus is THAT learning happens, not WHEN learning happens


https://www.poweroficu.com/
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INTERNET/COMPUTER USAGE
All use of the Network/Internet shall be consistent with the District’s goal of promoting educational excellence by facilitating
resource sharing, innovation and communication. This Authorization does not attempt to state all required or prescribed
behavior by users. However, some specific examples are provided. The failure of any user to follow the terms of the
Authorization for Network/Internet Access may result in disciplinary action, and/or appropriate legal action.
Signatures on the Authorization for Network/Internet Access are legally binding and indicate the party who signed has read
the terms and conditions carefully and understands their significance.

Terms and Conditions

1. Acceptable Use—Access to the District’s Network/Internet must be for the purpose of education or research, and be
consistent with the educational objectives of the District.

2. Privileges—the use of the District’s Network/Internet is a privilege, not a right. The district retains ownership of the
Network and communications services. While respecting the privacy rights of both district users and outside users,
Shiloh CUSD#1 reserves the right to log network use, monitor file server space utilization, as well as monitor
electronic communications and downloaded material. Inappropriate use may result in disciplinary action. The
Building Administrator will make all decisions regarding whether or not a user has violated this Authorization and
may deny, revoke, or suspend access at any time; his or her decision is final. Appeals will be handled according to
normal district practice.

3. Unacceptable Use—you are responsible for your actions and activities involving the network. Some examples of
unacceptable uses include but are not limited to:

a. Using the network for any illegal activity, including violation of copyright or other contracts, or transmitting any
material in violation of any U.S. or State regulation;
Unauthorized downloading of software, regardless of whether it is copyrighted or de-virused;
Downloading copyrighted material and not adhering to the Fair Use Guidelines;
Using the network for private financial or commercial gain or advertising.
Wastefully using resources such as file space, network bandwidth, participating in chain letters/forwards, or
excessive paper printouts
Gaining unauthorized access to resources or entities;
Invading the privacy of individuals;
Using another user’s account or password;
Posting material authored or created by another without his/her consent;
Posting anonymous messages;
Accessing, submitting, posting, publishing, or displaying any defamatory, inaccurate, abusive obscene, profane,
sexually oriented, threatening, racially offensive, harassing, or illegal material;
1. Using the network while access privileges are suspended or revoked.
m. District Staff shall comply with state and federal student Records Acts.
4. Network Etiquette - You are expected to abide by the generally accepted rules of network etiquette. These include,
but are not limited to the following:
a. Be polite. Do not become abusive in your messages to others.
b. Use appropriate language. Do not swear or use vulgarities or any other inappropriate language.
c. Do not reveal the personal addresses or telephone numbers of students or colleagues.
d. Recognize the electronic mail (e-mail) is not private. People who operate the system have access to all mail.
Messages relating to or in support of illegal activities may be reported to the authorities.
Do not use the network in any way that would disrupt its use by other users.
Consider all communications and information accessible via the network to be private property of the author and
treat it as such
5. No Warranties - The District makes no warranties of any kind, whether expressed or implied, for the service it is
providing. The District will not be responsible for any damages you suffer. This includes loss of data resulting from
delays, non-deliveries, or service interruptions caused by its negligence or your errors or omissions. Use of any
information obtained via the Internet is at your own risk. The District specifically denies any responsibility for the
accuracy or quality of information obtained through its services.
6. Indemnification - The user agrees to indemnify the School District for any losses, costs, or damages, including
reasonable attorney fees, incurred by the District relating to, or arising out of, any breach of this Authorization.
7. Security - Shiloh CUSD#1 has installed technology protection measures, which limits access to visual depictions that
are obscene, child pornography, or harmful to minors. These measures will monitor access to Internet sites of concern
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such as:
a) The safety and security of minors when using electronic mail, chat rooms, and other forms of direct electronic
communications.

b) Unauthorized access, including hacking and other unlawful activities by minors online.
¢) Unauthorized disclosure, use, and dissemination of personal identification regarding minors; and
d) Measures designed to restrict minors’ access to material harmful to minors.
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To the greatest extent possible, users of the network will be protected from harassment or unwanted or unsolicited
communication. Any network user who receives threatening or unwelcome communications shall immediately
bring them to the attention of a teacher or administrator.

Network security is a high priority. 1f you can identify a security problem on the Network/Internet, you must
notify the Building Administrator. Do not demonstrate the problem to other users. Keep your account and
password confidential. Do not use another individual’s account without written permission from that individual.
Attempts to log-on to the Network/Internet as a system administrator may result in disciplinary action.

8. Vandalism -Vandalism will result in disciplinary action. Vandalism is defined as any malicious attempt to harm or
destroy data of another user, the Internet, or any other network. This includes, but is not limited to, the uploading or
creation of computer viruses, spyware, Trojans and use of key-loggers.

9. Unauthorized Charges - The District assumes no responsibility for any unauthorized charges or fees.

Reference ChromeBooks page 7
Reference Shiloh CUSD #1 Policy 6:235 Access to Electronic Networks

JURY DUTY
Employees who lose work time in the District on days they are scheduled to work due to service on jury duty shall lose no
salary provided that:
1. They provide notice to the administration of the scheduled dates of their absences upon receipt of the jury duty notice;
and
2. They remit to the District any money received for such service less any paid mileage.

LESSON PLANS

Lesson plans are an essential part of the teaching process. Use of the online tool - Planbook - for lessons will be monitored
weekly by administration. Substitute teachers will have access to your plans through Planbook. These plans are valuable
not only to the teacher, but also to a substitute teacher. Full detailed lesson plans are required during formal
observation/evaluations. For E-Learning purposes, lesson plans will be posted on the district website for all students and
families. Lessons should be uploaded every Monday by 8am.

LIBRARY
Teachers are responsible for scheduling needed library time for research and special projects in advance with the librarian.

Teachers are encouraged to use the school library and the Illinois Heartland Library System (IHLS). The library has
books, magazines, and audio-visual equipment available for checkout from the librarian.

Books owned by Shiloh CUSD #1 has a faculty loan period of sixty days. Lost books will have a $5.00 processing fine
plus the actual cost to replace the book. When borrowing materials from the IHLS the borrower must follow the
borrowing policies, including fines, of the owning library and the Illinois Heartland Library System.

LUNCH COUNT

Elementary Teachers: please complete lunch count in the first hour via Teacher Ease. If you have a morning substitute,
the substitute should send a responsible student to the elementary office with the lunch count. Staff members must adhere
to the lunchroom schedule. If one class is late, the entire schedule is late. Staff members should also discuss proper
lunchroom behavior, eating habits, and table manners with students. If classes are early, the kitchen will not be ready. It is
against district policy not to follow this directive.

If you wish to purchase a school meal you may include your order with your student lunch count or call the kitchen at
3232 to place your order for a school meal.

MAILBOXES

Staff members should check mailboxes regularly.

MASTER CALENDAR SCHEDULING

Email Teresa Hawkins at hawkinst@shilohl.org to have an updated event added to the school district calendar and Mrs.
Wilhoit at woodm@shiloh!.org to have an updated event added to the GoogleCalendar. A calendar of the next month’s

events is emailed to all district contacts as a News Release during the last week of each month. Please email as soon as
you know of a change or addition to the calendar.

MEALS
Staff members have a $20.00 charge limit and any balance on your account should be paid by the end of each month.
Adult lunches cost $4.00 and adult breakfasts cost $2.50.

On student attendance days each employee shall be entitled to receive one (1) free breakfast or one (1) free lunch

from the cafeteria if the cafeteria is serving those meals during the employee’s scheduled working hours.

Breakfast and lunch are served in the multi-purpose room. Students in grades 2-12 will use an ID card for lunch. If an ID lunch
card is lost there will be one (1) free replacement. Additional cards will be $2.00 each and will be charged to the student’s meal
account.

Please adhere to the following serving schedule:


mailto:hawkinst@shiloh1.org
mailto:woodm@shiloh1.org
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PreK — Grade 5 Serving schedule begins at 11:10

Junior High Serving schedule begins at 12:00

High School Serving schedule begins at 12:07
Reference Shiloh CUSD #1 Policy: 7:190 Student Discipline

PARENT CONTACTS

Parent-teacher communication is vital to the educational process and to the success of our students academically. All
teachers are required to have 15 parent contacts per 1%, 2 and 3™ quarters through TeacherEase. A list of parents
contacted should be included in your teaching portfolio as part of your evaluation. At least one positive parent contact
should be provided per quarter per student.

What counts as a parent contact? Parent-Teacher conferences, daily communication folders, written notes, telephone calls,
conversation with a parent addressing positives/negatives, homework/grades, progress notes, notes written in assignment
books, class Dojo, school supported social media, attendance at IEP meetings when parents are in attendance, and strictly
school related text messages. Be mindful that text messaging is unreliable as a secure source and could easily be
compromised. It is strongly recommended that a text message be followed up by a phone call.

We have implemented a paperless system by asking parents at registration if they are interested in receiving only paperless
communication regarding discipline, grades, and other information regarding their student.

PARKING

Parking space is available for staff members on the south side of the north parking lot or behind the school. Parking is not
allowed in the front cross through or in the front circle drive.

Students will have available parking spaces in the north parking lot only. Please report any student parking in an area
reserved for staff.

PASSES

The office will only issue tardy passes for the first hour of the day. If a student enters a class late, the teacher is to record
the tardy in TeacherEase. The teacher will be responsible for disciplining students who are tardy. For repeated tardies,
please see the Principal or designee. There are no “permanent passes,” students should be issued a yellow passing ticket
each time.

Students are not to be sent to the nurse except when they are injured or obviously ill. If a teacher feels that a student
should see the nurse, the pass is to be written to the office. Call the office or nurse to be sure they are aware the student is
coming. If the nurse does not answer, do not send the student looking for her.

Passes to the guidance counselor are to be issued in the same manner unless the counselor has an appointment with the
student and has written a pass in advance.

PAY PERIOD

District staff is paid every two weeks on Friday. If the end of a regular pay period falls on a day when school is not in
session, checks shall be paid on the last workday prior to the regular pay date. Staff may choose to be paid over a ten
month or twelve-month period. Paychecks may be electronically deposited; hand delivered or mailed the day prior to the
payday.

PERSONAL EQUIPMENT

Employees shall not bring personally owned equipment or furniture to school without advance written authorization from
the Building Principal. If permission is granted, the district assumes no liability for lost, damaged, or stolen personal

property.

PERSONAL INJURY
If you are injured at any time while at school, please see the nurse for immediate treatment. Notify Teresa Hawkins as
soon as possible as all injuries must be reported to the insurance company.

PRINCIPAL APPROVAL REQUIRED

Staff must have approval from the building principal (some require approval by the superintendent as well) prior to being
acted upon by staff:
1. Special activities and projects, such as field trips, fundraisers, sports camps, etc.
Special use of the school building or grounds.
Fundraising activities
Loan of school equipment or property.
Use of school letterhead.
Any purchase made with district funds or activity account funds.
Alternate use of classroom aides.

N AEwDd
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PROFESSIONAL GROWTH
Certified staff is required to attend at least one professional development workshop before the fourth quarter begins.

Requests for attendance at conferences or workshops must be made in writing by submitting a Conference Request Form
to the Principal. If approved, the Principal will submit the form to the Superintendent for further consideration. A copy of
the form indicating the action taken will be returned to the teacher.

PUBLIC LIABILITY

Public liability insurance is carried by the Board of Education and protects every employee on any suit which might be
filed against an employee while in the pursuit of his regular school duties. To be assured of this protection, an employee
must report every major or minor accident or possible cause of liability to the Principal. Illinois State Law prohibits
corporal punishment.

REPORT CARDS

Report cards are issued four (4) times during the school year at the end of each grading period. Teachers will be notified
of deadlines for placing grades on cards. Pluses and minuses may be used on cards but will not be considered in
computing cumulative grade point average. A “4” point grading system will be used, with a “INC” or an incomplete
assignment assigned to a student who does not turn in work after ICU on a particular assignment that may result in a “0”
zero. To assure proper operation of the grade reporting system, it is critical that all teachers meet established timelines and
deadlines for grade reporting.

REQUISITIONS

Any classroom supplies (i.e. furniture, shelving, boards, etc.), student materials (i.e. snacks, crafts, supplies, etc.), or
teacher materials (i.e. teacher supplies, curriculum, online subscriptions, classroom books, etc.) that the teacher
requests for the District to purchase must be pre-approved by Administration prior to the purchase of materials

and/or supplies. Anything purchased by the district will be inventoried and is the possession of the school. If a

teacher retires, resigns, or is dismissed, anything the district has purchased must remain in his/her classroom.

If a teacher chooses to be reimbursed for materials that have been approved instead of the District purchasing,
reimbursement sheet must be turned in to Administration at least one week prior to the board meeting to be paid

during that particular month.

SAFETY AND SECURITY

Conduct: 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, 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 public. This rule shall not be deemed violated by accidental acts
that are not intended by the employee; but employees shall always act with prudence and ordinary caution . Employees
shall not engage in activities during non-school hours that intentionally cause injury or harm or attempt to cause injury or
harm to children, other employees, their property, or the school district or its property.

Employees shall immediately report to their 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 these rules.

Custodial Parent: An employee shall not knowingly hand over or deliver a child to a person other than the child’s parent
(or in the case of divorce, the custodial parent) or other guardian, without advance approval from the parent, legal
guardian, or the Building Principal. No employee shall intentionally hand over or deliver a child to a person who is
prohibited from such contact by an Order of Protection or other Order of Court.

Emergencies: All emergency posters must be posted in your room near the classroom door where they are visible when
leaving the room. Please explain to students what to do in emergency situations — EARTHQUAKE — FIRE — INTRUDER
— TORNADO.

Please refer to the directions and evacuation map on pages 8-9 and 23-24.
Fire drills are indicated by one continuous tone. Tornado drills are indicated by an intermittent tone.

The first rule is to not panic. During an emergency, if an administrator closes your classroom door, do not let students
out into the hallway.

Always remember to take your class list.

Review and become familiar with the Crisis Management Plan. If possible, take the Crisis Management Plan with you as
you leave the room in the event of an emergency.
Gym and Playground: Gym and playground rules are listed in the student handbook and will be posted outside. Staff

members are to know and enforce the rules. If a student activity looks dangerous, stop it. Students continually ignoring
playground and gym safety rules should be referred to the Building Principal. Staff responsible for playground duty must
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work at it. That means moving around and watching for students involved in dangerous activities on the playground or in
the gym. Limit the amount of visiting with other staff members while on playground duty.

Extra-Curricular: Coaches and sponsors must work together to ensure equal opportunities for all students. Special
meetings may be called on nights and/or at times other than set meeting dates. Short meetings may also be held at/or
during the noon hour. Sponsors need to respect other scheduled meeting times during noon. Try not to schedule on top of
other club/organizations meeting times.

Sponsors and coaches are responsible for students while they are in the building or on school property. If a meeting ends
before the shuttle bus arrives, please ask the students about transportation home. If they must wait for the shuttle bus, they
must be chaperoned until the shuttle bus arrives. DO NOT leave a student unattended in or around the building after an
event or practice. It is the coach or sponsor’s responsibility to stay with the student until they leave by car or by
shuttle bus.

Injury/Illness: Safety is always a good rule concerning students when reporting an injury/illness. Staff members should
use good judgment in determining the seriousness of the injury/illness. If in doubt, send the student to the nurse’s office.
If a student returns to your room following an injury/illness, observe that child — return him to the nurse if necessary.

Supervision: Students are not to be left unattended by any member of the professional staff. A staff member who is in
charge of any group in the building or on school property must provide supervision at all times. This is for the
protection of the student and teacher. Coaches and club sponsors are to supervise their students following a meeting or
practice until they leave by car or by shuttle bus.

Those holding after school activities, practices, or events are responsible for turning off the lights and securing the building
after all students have left.

During the school day teachers are to step to the doorway of their classroom soon after the bell rings to aid in supervision
in the hallway. When students have finished with their lockers and the hallways begin to clear, teachers should move to
their desk or teaching area to prepare for their next class. Visibility of the teacher during class time and passing time will
greatly reduce horseplay, scuftling, and profanity among the student population.

SECURITY AFTER HOURS

Staff members planning to be in the school after hours are responsible for making sure lights are off, windows are closed,
copiers and other equipment are turned off, and doors are locked. If providing supervision to students using the school
facilities, make sure to fill out the form in the unit office and store all materials back in appropriate storage areas.

SEMESTER EXAMS
Semester exams at the high school level will be based on teacher discretion. If a teacher deems final exams necessary, all
students will be required to take the exam. This must be discussed with the building principal prior to exam dates.

= Dual credit courses are required to take a final exam.

=  Math, English and Science classes are required to take a final exam.

SERVICE CREDIT (CLASSROOM AIDES)

Only students in 11" and 12" grades are eligible for service credit (classroom aide). Students are NOT allowed to work as
a classroom aide during their study hall. ALL classroom aides must be approved by the Principal before it is added to their
schedule.

SEXUAL HARASSMENT

Employees shall not engage in any sexual or romantic relationship with any student. Employees shall not make sexually
suggestive remarks or engage in sexual conduct, or sexual acts on or toward students. Employees shall not illegally
discriminate against students based on the student’s sex. Employees shall personally report evidence of any such activity
to the Superintendent. No employee shall prevent or dissuade another employee from making this mandated report.

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 Building Principal or Superintendent immediately.

The school district shall provide employees a safe working environment free of any type of conduct or communication
constituting sexual harassment as defined and otherwise prohibited by State and Federal law.

District employees shall not make sexual advances or request sexual favors or engage in any conduct of a sexual nature
when (1) submission to such conduct is made either explicitly or implicitly a term or a 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 a substantially hostile, or offensive working
environment. Sexual harassment prohibited by this policy includes verbal or physical conduct. The terms intimidating,
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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 circumstances.

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

Employees should report claims of sexual harassment 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
sexual harassment shall not adversely affect the complainant’s employment, compensation, or work assignments.

Any District employee who is determined, after an investigation, to have engaged in conduct prohibited by this policy will
be subject to disciplinary action up to and including discharge. Any District student who is determined, after an
investigation, to have engaged in conduct prohibited by this policy will be subject to disciplinary action, including but not
limited to, suspension and expulsion consistent with the discipline policy. Any person making a knowingly false
accusation regarding prohibited conduct will likewise be subject to disciplinary action up to and including discharge, with
regard to employees, or suspension and expulsion, with regard to students.

SMOKING
Smoking or use of tobacco, E-Cigarettes, vape pens, Mods, or similar devices, powdered caffeine materials, alcohol, drugs,
inhalants, and/or drug paraphernalia is prohibited while engaged in schoolwork or at school related events or activities.

SPECIAL CLASSES
Classroom teachers must adhere closely to the time schedule for special classes. Classroom teachers are legally required
to work with special education teachers in the implementation of an individual student's IEP.

All students are to go to special classes at the assigned time. The only exception is when the classroom teacher and the
specialist teacher mutually agree not to send a child to a special class.

SPORTS PASSES

Shiloh sports passes are issued to all staff, their spouses, and their school age children (grades PK-12) living in their home.
Sports passes are for all Shiloh home games and Tri-County Co-op home games (except conference tournaments). If you
have not received your passes, please let the unit office know.

STUDENT ABSENCE/TARDY

If a student is continually absent or tardy, the Principal is to be informed. State law defines excessive absenteeism as
missing 10% of the attendance days within the last 180 school days. Parents requesting to take students out of school for
an extended period of time must notify the classroom teacher and building secretary.

STUDENT DRESS CODE
The Student Dress Code is in effect during the school day, on field trips, and at all school events, at contests, and games —
both home and away. Students in the Shiloh School District are expected to wear clothing in a neat, clean, and
well-fitting manner. Dress and grooming shall neither present a risk to the health, safety, or general welfare of students
in the school nor interfere with, nor disrupt, the educational environment or process.

Daily appearance is an important part of each individual’s positive attitude and of the overall atmosphere of the school.
Students are expected to dress and groom themselves in a manner that does not detract from or disrupt the educational
process of the school.

Students are expected to dress and groom themselves in a manner that does not detract from or disrupt the educational
process of the school. Dress and grooming will be consistent with educational objectives and not promote alcoholic
beverages, illegal drugs, tobacco, illegal or violent behavior, or have sexual connotations. Bare backs and bare
midriffs are unacceptable. Clothing that exposes undergarments is not acceptable. Sleeveless shirts must be at least
two inches wide at the shoulder. Hats and sunglasses shall not be worn in school during the day, except for special
occasions approved by administration. Accessories that can be deemed a safety issue are not acceptable. Wallet chains
and studded jewelry are two examples. The items listed above are examples and not all inclusive.

The administration shall make final judgment of questionable student dress.

Students who violate the Student Dress Code shall be immediately required to change their attire into something
appropriate. If necessary, the student will be asked to call home and arrange for a parent to bring alternate clothing. If
needed, the school may ask the child to turn the clothing inside out or the school may provide alternate clothing for the
student. Absence to change clothing is not an excused absence. Reference Shiloh CUSD #1 Policy: 7:130 Student
Rights and Responsibilities, 7:190 Student Discipline

STUDENT RECORDS

In conjunction with the Illinois Student Records Act, School student records are confidential. Information from them shall
not be released other than as provided by law. A school student record is any writing or other recorded information
concerning a student and by which a student may be identified individually that is maintained by a school or at its direction
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by a school employee, regardless of how or where the information is stored, except as provided in State or federal law as
summarized below:

1. Records kept in a staff member’s sole possession.
2. Records maintained by law enforcement officers working in the school.

3. Video and other electronic recordings (including without limitation, electronic recordings made on school buses) that are
created in part for law enforcement, security, or safety reasons or purposes. The content of these recordings may become
part of a school student record to the extent school officials create, use, and maintain this content, or it becomes
available to them by law enforcement officials, for disciplinary or special education purposes regarding a particular
student.

4. Any information, either written or oral, received from law enforcement officials concerning a student less than the age of
17 years who has been arrested or taken into custody.

State and federal law grants students and parents/guardians certain rights, including the right to inspect, copy, and challenge
school student records. The information contained in school student records shall be kept current, accurate, clear, and
relevant. All information maintained concerning a student receiving special education services shall be directly related to the
provision of services to that child. The District may release directory information as permitted by law, but a parent/guardian
shall have the right to object to the release of information regarding his or her child. However, the District will comply with
an ex parte court order requiring it to permit the U.S. Attorney General or designee to have access to a student’s school
records without notice to, or the consent of, the student’s parent/guardian. Upon request, the District discloses school student
records without consent to officials of another school district in which a student has enrolled or intends to enroll, as well as to
any person as specifically required by State or federal law.

The Superintendent shall fully implement this policy and designate an official records custodian for each school who shall
maintain and protect the confidentiality of school student records, inform staff members of this policy, and inform students
and their parents/guardians of their rights regarding school student records.

Employees 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 Building

Principal.

Reference Shiloh CUSD #1 Policy 7:340 Student Records
SURVEILLANCE CAMERAS

Electronic video and audio recordings may be used on school buses to monitor conduct and to promote and maintain a safe
environment for students and employees when transportation is provided for any school related activity. Notice of
electronic recordings shall be displayed on the exterior of the vehicle’s entrance door and front interior bulkhead in
compliance with State law and the rules of the Illinois Department of Transportation, Division of Traffic Safety.

Students are prohibited from tampering with electronic recording devices. Students who violate this policy shall be
disciplined in accordance with the Board’s discipline policy and shall reimburse the School District for any necessary
repairs or replacement.

The content of video and other electronic recordings are student records and are subject to District policy and procedure
concerning student records. Only those people with a legitimate educational or administrative purpose may view and/or
listen to the electronic video and/or audio recordings. If the content of an electronic recording becomes the subject of a
student disciplinary hearing, it will be treated like other evidence in the proceeding.

Reference Shiloh CUSD #1 Policy 7:220 Student Bus Conduct, 7:340 Student Records

SURVEYS

All surveys requesting personal information from students, as well as any other instrument used to collect personal
information from students must advance or relate to the District’s educational objectives as identified in School Board policy
6:10, Educational Philosophy and Objectives, or assist students’ career choices. This applies to all surveys, regardless of
whether the student answering the questions can be identified and regardless of who created the survey.

Reference Shiloh CUSD #1 Policy: 7:15 Student and Family Privacy Rights

TELEPHONE AND CELL PHONE USE

School telephones are for business purposes. Personal calls should not be made during class time. Staff members must
make arrangements to use their cell phones during academic teaching time or wait until their break time. Students are to
come to the office to use their cell phones. No cell phone usage in the classroom for any reason unless approved by
administration.
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Cell phones must be set to silent or vibrate during school hours. It is important that you have access to your cell phone in
case of a school related emergency. We do not recommend that you turn your phone off. Staff should only make
personal/professional calls during break or lunch time as in the case of Class DoJo.

Cell phones are not used as a reward or for entertainment during the academic classroom hours. Earbuds or headphones are
only used with Chromebooks for academic purposes.

USE OF SCHOOL PROPERTY AND EQUIPMENT

Employees shall be responsible for the proper care of all books, apparatus, bulletins, supplies, and furniture owned by
Shiloh CUSD #1 under the Board of Education.

Employees shall not engage in unauthorized use of district equipment and/or materials including, but not limited to,
telephone, photocopying or duplicating equipment, computers, sports equipment, tools, motor vehicles, fuel, etc.

Staff shall not make modifications in equipment or buildings including heating, cooling, electrical, water, or sewer systems
unless authorized by their job description or supervisor.

Staff members are responsible for all equipment and/or materials they use or allow students under their supervision to use.
The equipment and/or materials must be returned to the area from which they came.

Care of equipment is everyone’s responsibility. If equipment is not working properly, the Principal should be notified.

Loaning, borrowing, or selling of any school property by any school employee is prohibited unless approved by the
Building Principal or Superintendent.

The laminating machine is an expensive piece of equipment. Laminating film is an expensive supply to keep on hand,
please be conservative. Please do not run all the film off the roll. Notify the librarian when a new roll is needed.

Staff is held responsible and must pay for the loss or damage to, teaching materials or other district property.

VIOLENCE
Bullying
Shiloh School District will provide all students with a safe school environment that facilitates learning. Using any form or
type of aggressive behavior that does physical or psychological harm to someone else, disrupts the learning environment,
and/or urges students to engage in such conduct is prohibited. Shiloh School District will seek to prevent such incidents
and will investigate and take corrective actions for violations of this policy. Further, retaliation against those who seek
remedies under this policy is prohibited and will be punished under the guidelines in the student handbook.
Bullying, intimidation, and harassment diminish a student’s ability to learn and a school’s ability to educate. Preventing
students from engaging in these disruptive behaviors is an important District goal.
Bullying on the basis of actual or perceived race, color, nationality, sex, sexual orientation, gender identity, gender-related
identity or expression, ancestry, age, religion, physical or mental disability, order of protection status, status of being
homeless, or actual or potential marital or parental status, including pregnancy, association with a person or group with one
or more of the aforementioned actual or perceived characteristics, or any other distinguishing characteristic is prohibited in
each of the following situations:

1. During any school sponsored education program or activity.

2. While in school, on school property, on school buses or other school vehicles, at designated school bus stops
waiting for the school bus, or at school sponsored or school sanctioned events or activities.
3. Through the transmission of information from a school computer, a school computer network, or other similar
electronic school equipment.
Bullying is defined as any kind of ongoing and/or severe physical or verbal mistreatment where there may be an imbalance
of power. A power difference usually exists between the bully and the victim. Aggressive behavior or bullying is any
behavior that may subject a student to insults, taunts, or challenges whether verbal or physical in nature (either isolated or
repeated behavior), which are likely to intimidate and/or provoke a violent or disorderly response from the student being
treated in this manner.

For purposes of this handbook, the term bullying means any severe or pervasive physical or verbal act or conduct,
including communications made in writing or electronically, directed toward a student that has or can be reasonably
predicted to have the effect of one or more of the following:

1. Placing the student in reasonable fear of harm to the student’s person or property.

2. Causing a substantially detrimental effect on the student’s physical or mental health.
3. Substantially interfering with the student’s academic performance.
4.

Substantially interfering with the student’s ability to participate in or benefit from the services, activities, or
privileges provided by a school.

Bullying, intimidation, and/or harassment may take various forms, including without limitation: threats, stalking, physical
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violence, sexual harassment, sexual violence, theft, public humiliation, destruction of property, or retaliation for asserting
or alleging an act of bullying,

Examples
The main types of aggressive behavior may be, but are not limited to:

Physical: hitting, kicking, grabbing, spitting, giving wedgies, etc.

Verbal: name calling, racist remarks, put-downs, extortion, etc.

Indirect: spreading rumors, wearing or possessing items depicting or implying hatred or prejudice,
exclusion from peer group, taking and hiding/destroying others papers (homework,
and/or possessions, etc.)

Written: threatening email, sexting, notes, and/or graffiti, etc.

Grounds for disciplinary action may apply whenever the student’s prohibited aggressive behavior is reasonably related to
school and/or school activities, including, but not limited to:

1. During any school sponsored education program or activity.

2. While in school, on school property, on school buses or other school vehicles, at designated school bus stops
waiting for the school bus, or at school sponsored or school sanctioned events or activities.

3. Through the transmission of information from a school computer, a school computer network, or other similar
electronic school equipment.

Reporting Procedures
Any faculty, staff member, or student in the Shiloh School District who has witnessed or has reliable information that a

pupil or staff member has been subject to “bullying,” as defined above, or a person in the above categories who has
experienced the aggressive behavior/bullying, shall report such incident to the principal. Confidentiality to the fullest
extent possible will be observed at all stages of the investigation and for any hearings that take place. Further retaliation
against those who seek remedies under this policy is prohibited.

The Principal or designee is initially responsible for receiving oral or written reports of violations of this policy. The
principal shall conduct the investigation.

Training

The principal and/or counselor may develop age-appropriate methods of discussing the meaning, substance, and
application of the policy with staff and students in order to minimize the occurrence of bullying and for staff to effectively
respond to any such incidents. The students will review what bullying is, how to avoid such actions, and how to report any
incidents of this unwanted behavior. The counselor’s office is always open for discussion about concerns in the
bullying/aggressive behavior area. The counselor is available to discuss such behaviors and consequences with students at
any time.

Discipline

If the investigation of said complaints concludes that a pupil has engaged in bullying conduct prohibited by this policy, the
pupil shall be subject to appropriate disciplinary actions as outlined in the student handbook. Such discipline will be
continuous and could result in suspensions, etc. Any such disciplinary action shall be taken in accordance with applicable
Shiloh School District policy and legal requirements from the state and federal sources.

Bullying. Intimidation. and Harassment Prohibited
No person, including a District employee or agent, or student, shall harass, intimidate, or bully a student on the basis of

actual or perceived: race; color; national origin; military status; unfavorable discharge status from military service; sex;
sexual orientation; gender identity; gender-related identity or expression; ancestry; age; religion; physical or mental
disability; order of protection status; status of being homeless; actual or potential marital or parental status, including
pregnancy; association with a person or group with one or more of the aforementioned actual or perceived characteristics; or
any other distinguishing characteristic. The District will not tolerate harassing, intimidating conduct, or bullying whether
verbal, physical, sexual, or visual, that affects the tangible benefits of education, that unreasonably interferes with a student’s
educational performance, or that creates an intimidating, hostile, or offensive educational environment. Examples of
prohibited conduct include name-calling, using derogatory slurs, stalking, sexual violence, causing psychological harm,
threatening or causing physical harm, threatened or actual destruction of property, or wearing or possessing items depicting
or implying hatred or prejudice of one of the characteristics stated above.

Sexual Harassment Prohibited

Sexual harassment of students is prohibited. Any person, including a district employee or agent, or student, engages in sexual
harassment whenever he or she makes sexual advances, requests sexual favors, and/or engages in other verbal or physical
conduct, including sexual violence, of a sexual or sex-based nature, imposed on the basis of sex, that:

1. Denies or limits the provision of educational aid, benefits, services, or treatment; or that makes such conduct a condition
of a student’s academic status; or

2. Has the purpose or effect of:

a. Substantially interfering with a student’s educational environment;
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b. Creating an intimidating, hostile, or offensive educational environment;
c. Depriving a student of educational aid, benefits, services, or treatment; or
d. Making submission to or rejection of such conduct the basis for academic decisions affecting a student.

The terms intimidating, hostile, and offensive include conduct that has the effect of humiliation, embarrassment, or
discomfort. Examples of sexual harassment include touching, crude jokes or pictures, discussions of sexual experiences,
teasing related to sexual characteristics, and spreading rumors related to a person’s alleged sexual activities. The term sexual
violence includes a number of different acts. Examples of sexual violence include, but are not limited to, rape, sexual assault,
sexual battery, sexual abuse, and sexual coercion.

Making a Complaint: Enforcement
Students are encouraged to report claims or incidences of bullying, harassment, sexual harassment, or any other prohibited

conduct to the Nondiscrimination Coordinator, Building Principal, Assistant Building Principal, Dean of Students, a
Complaint Manager, or any staff member with whom the student is comfortable speaking. A student may choose to report to
a person of the student’s same sex. Complaints will be kept confidential to the extent possible given the need to investigate.
Students who make good faith complaints will not be disciplined.

An allegation that a student was a victim of any prohibited conduct perpetrated by another student shall be referred to the
Building Principal, Assistant Building Principal, or Dean of Students for appropriate action.

The Superintendent shall insert into this policy the names, addresses, and telephone numbers of the District’s current
Nondiscrimination Coordinator and Complaint Managers. At least one of these individuals will be female, and at least one
will be male.

Nondiscrimination Coordinator:
Morgan Wilhoit, Superintendent
Name

Shiloh CUSD #1 21751 N 575" Street
Hume, IL 61932

Address

woodm@shilohl.org

Email
217-531-1850 Ext. 1002
Telephone

Complaint Managers:

Amy Jones, Principal

Name

Shiloh CUSD #1 21751 N 575" Street
Hume, IL 61932

Address

jonesa@shilohl.org

Email
217-531-1850 Ext. 3005
Telephone

The Superintendent shall use reasonable measures to inform staff members and students of this policy, such as, by including
it in the appropriate handbooks.

Any District employee who is determined, after an investigation, to have engaged in conduct prohibited by this policy will be
subject to disciplinary action up to and including discharge. Any District student who is determined, after an investigation, to
have engaged in conduct prohibited by this policy will be subject to disciplinary action, including but not limited to,
suspension and expulsion consistent with the behavior policy. Any person making a knowingly false accusation regarding
prohibited conduct will likewise be subject to disciplinary action up to and including discharge, with regard to employees, or
suspension and expulsion, with regard to students.
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Student Grievance Procedure

This procedure, along with explanations, due process, and directions are available for inspection in the offices of the
Superintendent and Building Principal. Time limits refer to days when school is in session.

Step 1: The student(s) and/or parent(s) should discuss the matter with the person(s) directly responsible for the
grievance issue within fourteen (14) days of the time when a reasonably alert person should have been
aware of the event giving rise to a grievance. An oral response must be made within five (5) days after the
discussion.

Step 2: If the problem is not resolved, the grievance should be referred informally to the building principal. A
meeting must be held within five (5) days from notification of referral and an oral response made within
five (5) days after the meeting.

Step 3: If the grievance is still not resolved, it should be submitted in writing within ten (10) days to the
superintendent. The grievance should be described as specifically and completely as possible. A thorough
investigation of the issue will be documented. Extra time, if needed, can be mutually agreed upon. A
meeting must be held between the grievant and district representative within ten (10) days and a written
response made within five (5) days after the meeting.

Step 4: If a satisfactory solution is not reached, the grievant(s) may appeal the issue in writing to the office of the
superintendent or designee within ten (10) days from the receipt of the response on Step 3. A meeting
between parties will be held within ten (10) days and a written response made within five (5) days after the
meeting. A complete record of this meeting shall be kept and signed by both parties for possible future
reference.

Step 5: If the issue is not satisfactorily resolved on Step 4, the grievant(s) may appeal the grievance issue in
writing to the Board of Education within five (5) days from the receipt of the written response. The Board
of Education shall consider the appeal within sixty (60) days and a written response shall be given within
five (5) days after board consideration.

Fighting

Fighting and physical altercations 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 themselves, other employees, students,
or district property.

Firearms

No employee may bring onto school property or to any school activity any type of firearm, 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 required for the employee’s duties.

Reference Shiloh CUSD #1 Policy 5:20 Workplace Harassment Prohibited, 6:235 Access to Electronic Networks, 7:20 Harassment of

Students Prohibited, 7:180 Preventing Bullying, Intimidation, and Harassment, 7:190 Student Discipline, 7:310 Restrictions on
Publications and Written or Electronic Material

parking in an area reserved for staff.

VISITORS
Accommodation
Appropriate accommodations will be made for parents and/or visitors with disabilities who come to our
schools or attend school functions. Special requests prior to the visit/event would be appreciated but I'MA
are not required. *TE AEHER N
Parking T S AR,
Parking space is available for staff members on the south side of the north parking lot or behind the TO SAVE TIME
school. Parking is not allowed in the front cross through or in the front circle drive.
Students will have available parking spaces in the north parking lot only. Please report any student AsslyME

Security Passes
Visitors must be buzzed into the building through Door #1 or Door #2 at the front of the building.

All visitors must report to the student office, no exceptions.

ALWAYS RIGHT

State Law requires that all visitors entering Shiloh School District buildings must report immediately to an administrative
office, sign in, secure a pass, and request permission to visit. Staff will be notified before visitors are permitted to leave the
office. Failure to do so will necessitate that the person be escorted from the building. This precaution applies during school

hours when classes are in session.

Do not allow parents to come directly to your classroom. Should this occur, direct them to the office. If you suspect that

an unauthorized person is on school property, immediately notify the administration.
Shiloh CUSD#1 reserves the right to deny any individual access to the building when cause exists.

WORK HOURS
Morning Arrival
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Teachers should be in their classrooms by 7:45 AM. ESP’s should arrive according to their personal work day shift.
After Dismissal

Teachers should remain at school until 3:25 PM. ESP’s should remain on the job until their scheduled shift has been
completed. Friday’s staff may leave at the 3:05 bell, as long as there are no students in their classroom.

Leaving Early
If you must leave early, notify the Principal.

ESP Overtime
Education Support Personnel are only permitted to work overtime hours at the request of the Superintendent.

WORK ORDERS
Work Orders are available in all administrative offices. Please complete a work order for all custodial, repair/maintenance,
or technology work needed and submit it to the building principal.
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FIRE ESCAPE INFORMATION
Exit per the Emergency Exit Map

When the alarm sounds:

Teachers: Remember to take your class list.

*

Stand and follow your teachers directions

No talking

Leave books, bags, etc. Do not stop at lockers

Stay in your group

Teacher will turn off lights when the room is empty, exit the room last, and close the door
Walk quickly and quietly out of the building

Get a safe distance from the building and stay together

Teacher will take attendance once the entire group is outside

Everyone must stay out of the building until the All Clear is given and they are asked to return to
class
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WHEN AN EARTHQUAKE STRIKES

The earthquake warning is a beep tone.

When an earthquake strikes for a minute or two the solid earth may pitch and roll like the deck of a
ship. The motion is frightening, but, unless it shakes something down on you, it is harmless. Keep
calm and ride it out. Your chances of survival are good if you know how to act.

During the Shaking:
* If indoors, stay indoors. Hide under sturdy furniture. Stay near the center of the building. Stay
away from glass

*  After the quake stops, if possible move to the designated safe place. Stay out of damaged
buildings; aftershocks can shake them down

LOCK DOWN (INTRUDER) PROCEDURE

Lock Down procedures may be implemented in situations involving dangerous intruders or other
incidents that may result in harm to those inside the building. Shiloh CUSD 1 has adopted the ALICE
response protocol for emergencies in our schools. Working with county and local law enforcement this
protocol teaches a proactive response to school emergencies including intruder emergencies. All
AAPS employees have been trained in the ALICE protocol which has been shown through recent
research to increase the rate of survival during an active shooter incident.

* Lock Down notification will be announced over the P.A. system or by messenger to each
classroom
Direct all students, staff, and visitors to a safe space - exit the building if able
Secure your classroom
Lock classroom doors
Keep everyone as quiet and calm as possible
Refrain from using the classroom phone and cell phones. Use only if there is an extreme

* K K K K

emergency
* Keep everyone secure until the all clear message is given by the Superintendent, Principal, or
designated person

STORM & TORNADO PROCEDURE

The storm/tornado warning is a slow whoop tone.

At the warning, students are to go to the tornado shelter located under the stage in the gym. They
will sit with their heads down using their arms to protect them. They are not to sit where a door might
blow open and hit them.

Elementary Wing proceed toward the main hall, staying to the right proceeding through the south
gymnasium doors to the South/East shelter entrance

Junior High Wing proceed staying to the left through the Multi-purpose room, proceeding through
the kitchen hallway to the South/East shelter entrance

High School Wing proceed through the Science hallway to the North/East shelter entrance

Teachers: Remember to take your class list.
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e m:‘- State of lllinois

i,-__‘,_., | Niinois Department of Public Hesith

THIS IS A
TOBACCO FREE
CAMPUS

To file a complaint:
shmemeay W W.smoke-free.illinois.gov

; PUBLIC
REALTH 866-973-4646
Smﬂke Free lllinois Act 95-0017 TTY 800-54 70466 (hearing impaired use only)

120 12-88 e
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{3 State of llinoks
{ SRRMY) 11incis Depaniment of Pubiic Heatih

Emergency Care for

CHOKING

CONSCIOUS VICTIM

If victim CAN breathe, If victim CANNOT breathe,
cough or make sounds, cough or make sounds,
DO NOT INTERFERE. ask if you can help.

Give quick upward
thrusts abhove the
belly button and
below the ribs until
object is forced out,
victim can breathe
again, or victim
becomes unconscious

UNCONSCIOUS VICTIM

Send someone to call 911 and get the Automated External Defibrillator (AED).
IF YOU ARE ALONE, perform 5 sets of 30 compressions and 2 breaths before
leaving to call 911. Follow these steps.

LH

Give 30 compressions pushing

With the airway ocpen,

down AT LEAST 2 inches on the the mouth for objects. attempt to give TWO breaths.
center of the chest Place one hand Remove the obstructing If unsuccessful, return to
on top of the other. Push hand. object only if you see it Compressions,

Repeat steps 1, 2 and 2 until victim starts breathinmg or until emergency medical help arrives.

Mlinois Department of Public Health = Have someone call for an ambulance, rescue squad or EMS.
Emergency Medical Systems and Highway Safety = N0 NOT PRACTICE ON PEORLE Abdominal threscts may canse infury.
422 &, Sih 8. Third Floor = Use hack blows and chest thrust on infants_ Use chest thrust on pregnant women

and obese victims.
= For children 1 to B years of age, compress st the depith of approximabely 2 inches.
Siandands for OPF and ECT any consistant with = Learn to perform amergency are for choldng and cardiopulmonary resuscitation (CPHR).

Asmarican i TeOCTImEnCaSons.
Himeel Aepopietion = = For CPR training information, call your local American Heart Association or
0G| 18210 (SED American Red Cross chapter.

springfield, 1L 62701 = 217-785-2080




35

EMPLOYEE RIGHTS

UNDER THE FAMILY AND MEDICAL LEAVE ACT

THE UNITED STATES DEPARTMENT OF LABOR WAGE AND HOUR DIVISION

LEAVE
ENTITLEMENTS

BENEFITS &
PROTECTIONS

ELIGIEBILITY
REQUIREMENTS

REQUESTING
LEAVE

EMPLOYER
RESPONSIBILITIES

ENFORCEMENT

Eligible amployeas who work for a coverad amployer can take up to 12 weaks of unpaid, jebprotected leave ina 12-manth period
for the fallowing reasons:

¥  The birth of a child or placement of a child for adoption or fosler cars;
«  To band with a child (l2ave must be taken within L vear of the ¢hild's BIrth or placement);
» To care for the employee's spouse, child, or parent who has a qualifying serious health condition;
¢ For the employes"s own qualifying serious health condition that makes the ernployee unable to perform the employes"s job:
»  For qualifying exigancies related to tha foreign deployment of a military member who is the employee's spousa,
child, or parent.
An eligible amployes who iz A covarad zarvicemembars spousza, child, parant, or naxt of Kin may also take up to 26 weaks
of FNILA leave in a single 12-manth period to care for the serviceamamber with a sardous injury or illnass.

An employee does not need to use leave in one block. When it is medically necezsary or otherwise permitied, employess
may take leava intermittently or an a reduced scheduls.

Employess may choose, or an employer may require, use of accrued paid leave while taking FMLA lzave. [T an employee
substitutes accrued paid lsave for FMLA keave, the employes must comply with the employer's normal paid leave policias.

Whilz employess are on FMLA leave employers must continue health insurancs coverage as if the employees were not on leave.

Upon return frorm FMLA leave, most employess must be restorad to the same job or ona nearly identical to it with
equivalent pay, benefits, and other employment terms and conditions.

An smployer may not intarfars with an individual's FVILA rights or retaliate sgainst somaeons for using or brving to uss FNLA l8ave,
OPPOsInG any practice made uniawiul by the FMLA, or being Imealived In any proceading undsr or related to the FMLA.

An smploysa who works for 2 covered employer must mest thres criteria in ordar to ba aligibls for FMLA leave. The emploves musk

¥  Have worked for the employer for at least 12 months;
* Have at least 1 250 hours of service in the 12 months before taking leave,* and
+  Work at a lecation where the emplover has at least 30 employess within 75 miles of the employee’s worksite.

#*Special “hours of 2arvice” requirements apply to airline flight cresy employees.

Generally, emplovees must Slve 30-days’ advance notice of the nead for FMLA leave. IT It s not possible 1o give 30-days’ notice,
an employes must notify the employver a5 scon as possible and, generally, follow the employer’s usual procedurss.

Empicyvess do not have B2 share a medical diagnosis, but must provide snough infarmation o the emplover so | ¢an determine
if the lzave qualfies for FMLA protechon. Sufficient infarmation could include informing an employer that the employes is or
will be unahble to perform his or her job functions, that 2 family member cannot perform daily activities, or that hospitalization or
continung madical treatmeant 15 nec2ssary. EmMplovees mist Infonm the emplover If the nesd Tor leave 15 for a reason 1or wWhich
FMILA leave was previously takan or certified.

Emplevers can require a certification or periodic recertification supporting the need for leave. I the emplover determines that the
cartification s incomplste, it must provide a wiittan notice indicating what addiional information is required.

Onece an employer beeomes aware that an employee's need far [l2ave ks for 2 reason that may gualify under the FMLA the
employer must notify the smployes if he or sha is aligible for FIMLA [save and, if aligible. must alzo provide 8 notice of nghts and
responsipiities undef the FMLA. T the emploves |5 not eligible, the emplovar must provide a reason Tor Inclisiity.

Employers must notify its employees if leave will be designated as FMLA leave, and if so, how much leave will be designated as
FIILA, keave,

Employess may file & complaint with the US. Department of Labor. Wage and Hour Division, or may brng a prvate lavwsuit
against an employer.

The FMLA does not affect any federal or state law prohibiting discrimination or supersede any state or local law or collective
bargaining agreement that provides greater family or medical leave rights.

For additional information or to file a complaint: B E

1-866-4-USWAGE B

i1-866-487-9243) TTY: 1-B77-888-5627

www.dol.gov/whd SWHS

LS, Department of Labhor  Wage and Hour Division
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WORKERS'
COMPENSATION

is a system of benefits provided by law to miost workers whe have job-related infaries or llnesses. Bepefits ane paid for
inparies that are caweed, in whale or in pant, by ap emploves's worde. This may incinde the aggravation of & pre-existing
condifion, njurses hronght on by the repstitive nse of 2 part of the body, beart antache, or any other physacal prohlem canmed
by work. Benefits are paid regardless of fautt

IF YOU HAVE A WORK-RELATED INJURY OR ILLNESS, TAKE THE FOLLOWING STEPS:

1. GET MEDICAT. ASSISTANCE. By law, vour employer must pay for all neceszary medical services pequined oo cons
of reliave the effacts of the mjury or illness. Whees naceszary, the smployver must also pay for physical, mental, or
vocaiianal rehahilitation, within prescribed limirs. The employes may choose two physiciaes, surgenes, or hespirals.
the emnployer potifies vou that it has an approved Prefermed Provider Program for workers” compensation, the FPP coumts
as one of vaur tao chaices of providers,

2. NOTIFY YOUR EMPLOYER. Yow must necify your employer of the accidental injory or illness witein 45 days,
girher cmally or im writing. To avaid passthle delays, 5t i recoemmendad the norice aloo incind= your mame, addneos,
tebepiiane number, Social Secority nuerher, and & brief deconption of the mjury or illness.

3. LEARN YOUR EIGHTS. Your smployer is required by law to report acridents that resilt i more tham thees Josz
woek davs to the Workers" Compensaiion Commission. Onos the aocident is reported, vou shoudd receive 2 handboak thas
explams the law, benefiis, and procedores. If vou eeed 2 handbook, pleass call the Comerssion or go o the Web sits.

If vouw muss loge time from work to recover from the injory or illness, vou may be sntifled to receive weakly payments and
eecessary medical cars anti] you axe able to retam to work that is r=asonably available to you.

It is agminst the Law for an emplover to harass, discharge, refiase o rehire or in @y way disorminats against an employes
for exercizing his or her righic onder the Wodeers' Compensation or Ocoopational Dissases Acte. I oo file 2 frandndess
claim, you may be pepalized wnder the law.

4. KEEP WITHIN THE TIME LIMITS. Generally, claims mast be filad within thres years of the njory aor
disahlemens from an cccupational disease, or within two years of the las: workers” compensation paymes:, whichever iz
Larer. Claims for prewmocaniosis, radialogical exposone, achesineic, or Similar disegces have special requorepness,
Injared wrarkers have the right to reopen their case atthin 50 months after am award is made if the disabdlicy imcreages, tus
cases thar are resalved by a lnmp-sum seitlement comtract apgroved by the Commassion cammot be reppeped . Omly
sefflements approved by the Commiszion are bindieg.

For more infoemation, go to the [llinois Workers' Compensation Commiszsica's Web site or call any affice:
Tell-Eex: E6&7352-3033 Chicaga S1ILEL4-6E11 Feoon: 30ET1-3019 Springield: 11T TS-ToaT
Web aits: wewseesilgey  Collimaville: G1E2348-3420 Reckferd: 3LEDET-TINL TOD (Deafl: S1IEI4-I530
BY LAW, EMPLOYERS MUST DISPLAY THIS NOTICE IN A PROMINENT PLACE
IN EACH WOREFLACE AND COMPLETE THE INFORMATION EELOW.

ran e ame | Teresa Hawkins

Business addrm 21751 N 575th Street, Hume, IL 61932

Business prong 217-B8T-2364

EHgcttve date 11,/01,.20138 Teemination date | 17,01/2010

Follcy mumsbar MFA DOE4EZE Employers FEM | 371327358 ®
JCRN DALD  Provad by e aattoriy o7t Fehr o Ao,
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Department. of,kahoiy IDOL

State of Illlnols

Job Safety and Health

Required Posting for Public Sector Employers

EMPI.OYEES:

You have the right to notify vour employer or IDOL about
workplace hazards. Your paime canremain confidential
upon request.

You have the right fo request an TDOT. inspection 1l yon
believe thal thers are unsale or unhealthy working condiions
in your workplace. You or yonur representative may parficipate
in that inspection.

You have the right to see IDOL citations issued to your
emplover.

You must comply with all occcupational safety and health
standards 1ssued under the Acts that apply to vour own
actions and conduct on the job.

You can tile a complaint with IDOL within 30 days of
rctaliation or discrimination by your ecmplover for making
satety and health complaints or for cxcreising your rights
undcr the Acts.

You have the right to copics of vour medical records and
records of vour exposures to toxic and harmiful substances
or conditions

www.osha.illinois.gov

EMPILOYERS:

You must fornish your emplovees a place of employment
fice [rom recognized hazards.

You st comply with the occupational safely and health
standards issued under (his Act.

You st posi ihis notice in your workplace.

You must post any citations issued by IDOL at or near the
place of the alleged violation(s).
You st correct workplace hazards by (he date indicaled

on the citation and must certify that these hazards have
been reduced or eliminated.

NOTIFICATIONS:

Within 21ght(8) hours after the death of any public sector employee from a work related
wncident or (e w-patient hospitalizaton ol une (1) or mwore enployees as a result of a
work related meident, you must orally report the fatahty/hospitahization by telephona
24/7 Woli Aralum — (800) 732-7R60

Toe lhnos Oecupational Ssfety ¥ Health Act [B20 LS 214] prondes ob
safety and bealth protecdion for employees of State and local government
agencies. The Ilmos Stale Plau is o developmeulal plan palialy-funded Ly
federal O5I[A. Any concerns regarding the admnistration of this program can
e forwerded o OSHA EemenV

160 N. LaSalle Street, C-1300
Chicago. IL 60601
(312) 793-7308
(312) 793-2081 fax

Printed by the Authority of the State of liros. IL45240-10/10 3M DT/ 0000-1 1w

900 South Spring Street
Sprngheld, [L 62704
(217) 7829336
(217) 785-8776 fax

OSHA Region V
230 S Dearborn St.. Room 3200
Chicago, IL 60601
(312) 353-2220
(312) 353-7774 fax
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EMPLOYEE RIGHTS

UNDER THE FAIR LABOR STANDARDS ACT
FEDERAL MINIMUM WAGE

$7.25 -

BEGINNING JULY 24,2009

The law requires employers to display this poster where employees can readily see it.

OVERTIME PAY  Aflaasf 1% timar tha reqular rata af pay tor all hotirs wiarkaad ovar 40 in a workweak.

CHILD LABOR An emploves musl be alleast 16 years old Lo work inomosl ien-Tarm jobes and sl least 18 o work
it mewi-Tarnn jobes deeclared bacardous by the Secietary of | abon Yoolhe 34 snd 15 yeas old ney
work oulside school hours invarious nor-mianulactung, nonermining, non-hasadous jobs wilh
rartain work hours regtrictions. | itterent rulas apphy in agricuitural ermployment

TIF CREDIT Ermployers of “lpped employess" who mael cer lan condilions miay claitm e parlial wage credil
braged on lips received by her emiployess. Employvers musl pay Upped employess s cadh wage
ol a0 lescast F2 45 per hoon 07 Thesy clairm 2 L credil agains! i minimnom wage obligalion 1§ an
amployes’s tips nombinad with tha employars cash waga ot at laast 52,121 par hoar do not aqual
the minimum hourly wage, the employer must make up the difforoncc.

NURSING The A SA recuires emiployers looprovides reaaonsbile breabk hime for s oorsimeg molher mplogpes

MOTHERS who is subject to tha | | HA ovartime reqiiremante in arder tor thie amployes 1o eprass hreast
rnilk for her nursing child for anc veoar after the child's birth cach time such employee has a need
to oxpross broast milke Lmployors are also required o provide a place, other than a bathroom,
that is shiclded from vicw and froe from intrusion from coworkors and the public, which may be
wsed by Lhe ermployee W express breagst ok,

ENFORCEMENT !he Uspartment has authority to recover back wagse and an squal amount in liquidated damages
in instances of minimum wage, overtime, and other viclations. The Department may litigate

andfor recwmimend onrminal prosecolion. Employers gy be gusessed onal money penallivs for
each williul or repeated viclaton of the minimum wage or overtime pay provisions of the [aw.

Civil inoney penelies mey ahlo be agsessed [or violabions of the FLEAs child labor provisions.

I aightanad civil monay panalfise may he aeeassad tor aach child labor violation that resulte in
the death or scrious injury of any minar cmployec, and such asscasments may be doubled when
the viokotions are dotormined to be willful or repeated. The law alzo prohibitz retalisting against or
dizcharging workeors who file a complaint or participate in any procecding undor the FLSA

ADDITIONAL s Cortain occupations and establishments are cxempt from the minimum wage, andfor overtime
INFORMATION pey Provisians.

« hpacial provisions apply to workars in Amarican SHiamna, the Commonaaalth of the Northarn
Mariana Islands, and the Commonwealth of Pucrto Rico.

« Gome sTate lawe provids graatar smiploves prafactions; amployars mUst comply with bath.

* Somc cmployors incomectly classity workers as “independent contractors™ when they anc
actually ermployccs under the FLSA. K is important to know the diffcronce botwecon the twa
because snphoyzes unless exempl) are enbilled o e FLSAs minirmum wage and overlimes
pay poleclions and corrselly clagsiied mdependent conlraclors ars nol

* Corzain full ime students, student lcarners, apprentices, and workers with dizabilitics may be
paid less than the minmum wage undeor special cortificates issued by the Department of Labor,

1-866-487-9243
TTY: 1 877 889 SG2Y
wwwdol.gow/whd

WAGE AND HOUR DIVISION

UNITED STATES DEMARTMENT OF LAEBOR




ISHA

Oooupational Safety
and Heolth Administration

L5, Departmiemt of Lobar

All workers have the right ta:
= A safe workplace.

= Raise a safety or health concern with

your employer or OSHA, or report a work-

related injury or illness, without being
retaliated against.

= Receve information and training on
job hazards, including all hazardous
substances in your waorkplace.

= Request an OSHA inspection of yaur
workplzce it you believe there are unsafe
or unhealthy conditions, OSHA will keep
your name confidential. You have the
right to have a representative contact
OSHA on your behalf.

= Participate (or have your representative
participatel in an OSHA inspection and
speak in private to the inspector.

= File a complaint with OSHA within
30 days by phone, online or by mail)
if you have been retaliated against for
using your rights,

= See any OSHA citations issued to
Vour amplayer.

* Reguest copies of your madical
records, tests that measure hazards
in the workplace, and the workplace
injury and iliness log.

This poster s svanzhic froo from Q5HA.

Contact 0SHA. We can help.
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Job Safety and Health

Employers must:

= Provide employees a workplace free from
recagnized hazards. ILis illegal o relaliate
aoainst an employee for using any of their
rights under the law, including raising a
health and safety concern with you or
with OSHA, or reporting a work-related
injury or iliness.

= Comply with all applicable OSHA standards.

= Report 1o OSHA all work-related
fatalities within 8 hours, and all inpatient
hospitalizations, amputations and losses
of an eye within 24 hours.

= Provide reguired training to all workers
in a language and vocabulary they can
understand.

= Prominently disolay this posterin the
worknlace,

= Post OSHA citations at or near the
place of the alleged violations.

FREEE ASSISTANCE 1o identify and correct
hazards is avallable 1o small and meadium-
sized employers, without citation or penally,
through OSHA-supported consultation
programs in every state.

1-800-321-OSHA (6742) « TTY 1-877-889-5627 + www.osha.gov
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Equal Employment Opportunity is

THE LAW

Private Employers, State and Local Governments, Educational Institutions, Employment Agencies and Labor Organizations
Applicants to and employees of most private employers, state and local governments, educational institutions,
employment agencies and labor organizations are protected under Federal law from discrimination on the following bases:

RACE. COLOR, RELIGION, SEX, NATIONAL ORIGIN
Title VII of the Civil Rights Act of 1964, as amended, protects applicants and

employees from discrimination in hiring, promotion, discharge, pay, fringe benefits,

job training, classification, referral, and other aspects of employment, on the basis
of race, color, religion, sex (including pregnancy), or national origin. Religious
discrimination includes failing to reasonably accommeodate an employee’s religious
practices where the accommadation does not impose undue hardship.

DISABILITY
Title I and Title V of the Americans with Disabilities Act of 1990, as amended, protect

qualified mdividuals from discrimination on the basis of disability in hinng, promotion,

discharge, pay, fringe benefits, job training, classification, referral, and other

aspects of employment. Disability discrimination includes not making reasonable
accommodation to the known physical or mental limitations of an otherwise qualified
individual with a disability whe is an applicant or employee, barring undue hardship.

AGE
The Age Discrimination in Employment Act of 1967, as amended, protects
applicants and employees 40 years of age or older from discrimination based on

age in hiring, promotion, discharge, pay, fringe benefits, job training, classification,

referral, and other aspects of employment.

SEX (WAGES)

In addition to sex discrimination prohibited by Title VII of the Civil Rights Act, as
amended, the Equal Pay Act of 1963, as amended, prohibits sex discrimination in
the payment of wages to women and men performing substantially equal wark,
in jobs that require equal skill, effort, and responsibility, under similar working
conditions, in the same establishment.

GENETICS

Title I of the Genetic Information Nondiscrimination Act of 2008 protects applicants
and employees from discrimination based on genetic information in hiring,
promotion, discharge, pay, fringe benefits, job training, classification, referral, and
other aspects of employment. GINA also restricts employers’ acquisition of genetic
information and strictly limits disclosure of genetic information. Genetic information
includes information about genetic tests of applicants, employees, or their family
members; the manifestation of diseases or disorders in family members (family
medical history) ; and requests for or receipt of genetic services by applicants,
employees, or their family members.

RETALIATION

All of these Federal laws prohibit covered entities from retaliating against a
person who files a charge of discrimination, participates in a discrimination
proceeding, or other wise opposes an unlawful employment practice.

WHAT TO DO IF YOU BELIEVE DISCRIMINATION HAS OCCURRED

There are strict time limits for filing charges of employment discrimination. To
preserve the ability of EEQC to act on your behalf and to protect your right to file a
private lawsuit, should you ultimately need to, you should contact EEOC promptly
when discrimination is suspected:

The U.S. Equal Employment Opportunity Commission (EEQC), 1-800-669-4000
(tollfree) or 1-800-669-6820 (toll-free TTY number for individuals with hearing
impairments). EEOC field office information is available at www.ecoc.gov or

in most telephone directories in the U.S. Government or Federal Government
section, Additional information about EEQC, including information about charge
filing, is available at www.eeoc.gov.
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Employers Holding Federal Contracts or Subcontracts

Applicants to and employees of companies with a Federal government contract or subeontract
are protected under Federal law from discrimination on the following bases:

RACE, COLOR. RELIGION, SEX, NATIONAL ORIGIN

Executive Order 11246, as amended, prohibits job discrimination on the basis
of race, color, religion, sex or national origin, and requires affirmative action to
ensure equality of opportunity in all aspects of emplayment.

INDIVIDUALS WITH DISABILITIES

Section 503 of the Rehabilitation Act of 1973, as amended, protects gqualified
individuals from discrimination on the basis of disability in hiring, promotion,
discharge, pay, fringe benefits, job training, classification, referral, and

other aspects of empleyment. Disability discriminatien includes not making
reasonable accommeodation to the known physical or mental limitations of an
otherwise qualified individual with a disability who is an applicant or employee,
barring undue hardship. Section 503 also requires that Federal contractors take
affirmative action to employ and advance in employment qualified individuals
with disabilities at all levels of employment, including the executive level.

DISABLED, RECENTLY SEPARATED, OTHER PROTECTED,

AND ARMED FORCES SERVICE MEDAL VETERANS

The Vietnam Era Veterans' Readjustment Assistance Act of 1974, as amended, 38
U.5.C. 4212, prohibits job discrimination and requires affirmative action to employ
and advance in employment disabled veterans, recently separated veterans (within

three years of discharge or release from active duty), other protected veterans
(veterans who served during a war or in a campaign or expedition for which a
campaign badge has been authorized), and Armed Forces service medal veterans
(veterans who, while on active duty, participated in a US. military operation for
which an Armed Forces service medal was awarded).

RETALIATION
Retaliation is prohibited against a person who files a complaint of discrimination,
participates in an OFCCP proceeding, or otherwise opposes discrimination

under these Federal laws,

Any person who believes a contractor has violated its nondiscrimination or
affirmative action obligatiens under the authorities above should contact
immediately:

The Office of Federal Contract Compliance Programs (OFCCP), US.
Department of Labor, 200 Constitution Avenue, N.W., Washington, D.C.

20210, 1-800-397-6251 (tolHree) or (202) 6331337 (TTY). OFCCP may also be
contacted by e-mail at OFCCP-Public@dol.gov, or by calling an OFCCP regional
or district office, listed in most telephone directories under U.S. Government,
Department of Labor.

Programs or Activities Receiving Federal Financial Assistance

RACE, COLOR, NATIONAL ORIGIN, SEX

In addition to the protections of Title VII of the Civil Rights Act of 1964, as
amended, Title VI of the Civil Rights Act of 1964, as amended, prohibits
discrimination on the basis of race, color or national origin in programs or
activities receiving Federal financial assistance. Employment discrimination

is covered by Title V1 if the primary objective of the financial assistance is
provision of employment, or where employment discrimination causes ar may
cause discrimination in providing services under such programs. Title I of the
Education Amendments of 1972 prohibits employment discrimination on the
basis of sex in educational programs or activities which receive Federal financial
assistance.

EEOC 9/02 and OFCCP 8/08 Verstons Useable With 11/09 Supplement

INDIVIDUALS WITH DISABILITIES

Section 504 of the Rehabilitation Act of 1973, as amended, prohibits employment
discrimination on the basis of disability in any program or activity which receives
Federal financial assistance. Discrimination is prohibited in all aspects of
employment against persons with disabilities who, with or without reasonable
accommodation. can perform the essential functions of the job.

If you believe you have been discriminated against in a program of any

institution which receives Federal financial assistance, you should immediately
contact the Federal ageney providing such assistance.

EEQC-F/E-1 (Revised 11/09)
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EMPLOYEE RIGHTS

EMPLOYEE POLYGRAPH PROTECTION ACT

The Employee Polygraph Protection Act
prohibits most private employers from using

lie detector tests either for pre-employment
screening or during the course of employment.

PROHIBITIONS

EXEMPTIONS

EXAMINEE
RIGHTS

ENFORCEMENT

Ernployers are generally prohibited from requiring or requeasting

any eamployse or job applicant to take a lis detector test, and from
discharging, disciplining, or discriminating against an employes ar
prospective employee for refusing to take a test or for exercising other
rights under the Act.

Federal, State and local governments ars not affected by the law. Also,
the law does not apply to tests given by the Federal Government to
certain private individuals engaged in national security-related activities.

The Act permits polygraph (a kind of lie detector) tests to be administered
in the private sector, subject to restrictions, to certain prospective
employees of security service firms (armored car, alarm, and guard), and
of pharmaceutical manufactiurers, distributors and dispensers.

The Act also permits polygraph testing, subject to restrictions, of certain
emplovees of private firms who are reasonably suspected of involvement
in a workplace incident (theft, embezzlement, atc.) that resulted in
aconomic loss to the amployar.

The law does not preempt any provision of any State or local law or any
collective bargaining agreement which is mare restrictive with respect to
lis datactor tasts.

Whers polygraph tests are permitted, thay are subject 1o numerous strict
standards concerning the conduct and length of the test. Examinees
have a number of spacific rights, including the right to a written notice
before testing, tha right to refuse or discontinus a test, and the right not
to have test results disclosed to unauthorized parsons.

The Secretary of Labor may bring court actions to rastrain violations and
assess civil penaltiss against violators. Emplovess or job applicants may
also bring their own court actions.

THE LAW REQUIRES EMPLOYERS TO DISPLAY THIS POSTER
WHERE EMPLOYEES AND JOB APPLICANTS CAN READILY SEE IT.

1-B66-487-9243

UMITED STATES DEPARTMENT OF LABOR

] WAGE AND HOUR DIVISION
:..‘wn -+ TTY: 1-877-888-5627

www.dol.goviwhd




THE UNIFORMED SERVICES EMPLOYMENT
AND REEMPLOYMENT RIGHTS ACT

ISERRA protects the job rights of individuals who voluntarily or involuntarily leave employment positions fo undertake
military service or certain fypes of service in the National Disaster Medical System. USERRA also prohibits employers from
discnminating against past and present members of the umiformed services, and applicants 1o the uniformed services.

REEMPLOYMENT RIGHTS

You heve the nght to be reemployed in your civilan job i you leeve thet
jiob 0 perform =endcs inthe unformed =erdics Ent

w you ensure thet your employer recefes advance written or verbal
notice of your serice;

w  you have five yesra or less of cumulstive service in the uniformed
services whils with that particulsr employer,

¥  you return to work or epply for reemployment e tmely manner
sfter conchrsion of senice; snd

#  you hewe not been =eparsted from service with B dizqualfyng

diacharge or under other than honoreble condition=.

[ you ere sigible to be resmployed, vou must be restored to the job
and benefits you wowld heve steined if you had nat been sbsenedue o
miltary service or, nzome cases, & comparsble job.

RIGHT TO BE FREE FROM DISCRIMINATION AND RETALIATION

I your

% &re apatt or presert member of the uniformed =erviee;
¥ heve apphed for membership in the uniformed =enace; or
¥ are ohigated t 2erve in the uniformed =ervice,

then an employer may not dery you:

T nitisl employmient

W reemploymert

T NELEMticn N EMpoyment
W [prOmoton; or

W any benefit of employment
becsume of thiz stans:

In eddition, sn employer may not retaliste sgsinst amone aeaicing in
the enforcement of LSERAA rioht=, including te=tifying or making &
Statement: in connection with B proceeding under UISERAA, even if that
per=on has no semice connecson.

HEALTH INSURANCE PROTECTION

& | you leave your job to0 perform mifary service, you heve the right
0 elert to cantinue your exizting employerbased heslth plan
coversge for you end your dependents: for up to 24 months whie in

the rmilftary.

Even if youdon's efect to continue coversge during your mikcary
service, you have the right & be reinotaied in your employer’s
hesith plan when you are resmployved, generslly without sny waiting
penods or exchsions [e.g. pre-existing condition exchaions) ewcept
for sericeconnected iinesses or njuriss.

ENFORCEMENT

& ThelUE Department of Lebor. Vetersns Employment end Treining
Service [VETS) is suthorized to investoats and resolve complaints:

of USERRA wiolationa.

For azzistance in fiing & complamt, or for ey other informetion on
USEARA, contact VETS at 1-800-4-USA-DOL or vist iz websie st
Ity wanan thol_gowsvets. &n int=rective online LISERRA Advisor oan
be wimwed st I/ Mo 00]_helaws/useria. .

1 you file & comiplant with VETS end VETS 2 unable to resolesit,
wou may request that your caze be referrsd to the Department
of Ju=tee or the Office of Speeial Couns=, ac spplicsble, for
representation.

¥ou mey atso bypess the VETS process end bring & cil ecton
505in~t 6N =miployer for vinlssions of ISERAA

Thia might= izted hera mey very depending on the croumstsnces. Tha et of s notcs wes praparsd by VETS, and mery be wewed on the intermet: ot thiz
scidrezz: (ip-iwwwndol. govvetsprograms fusemalposteciim. Fecisrsl lew requires errployers = notify smployeas of thair sights under LEERRA, and srmployars:
Fmiy rmock Hhic roquinarnont: by dicpleying tho b of this notbico whors thoy cectormeriy placo nobcos for omplogoac.

LS. Department of Labor
1-B66-487-2365

IS, Department of Justice

o 3
r m:

=SS

il TFY
" L e

1-300-336-4530
Publication Dets — 2l 2017

Office of Spec

| Counsel
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lllinois Department of Employment Security

NOTICE

to workers about
Unemplogment
Insurance Benefits

THE POSTING OF THIS NQTICE 1S REQUIRED BY THE ILLINOIS UNEMPLOYMENT INSURANCE ACT.

B FILING A CLAIM - .

The lllinzls Unemployment Insurance Act provides for the pavment of bensfits
lo e|i5.]i:' B unemp|::;-ed vorkers ard for the collecion of emplu‘,'er
contributions from lioble r.ﬂnp|uyers. It is desigr'ed Iz pluwr'de |iving expEnEes
while now cmplc:r}inerl is s-:-l.gl'lr. Claims should be filed as soon as pu355i|:-|:
after saparalion fram emp|r:y'nant. Claim: can be filad onlina at
www.iﬂos.i"imis.gav ar at the rearas lllinal: Lapartmant of
Employment Sscurity office lo e worker's home. To be eligible lor benslits,
an U"IUI"IP'U'?'L‘:I indivicucl must be avelable for work, chle 10 waork and
::lt.'l'n.'l:|;-I sc-:kir'g work ond, in addition, must not be L‘|iquu|i['c-:| under any
provisions of the Illinais Unem pluyT.e nt Insurance Act.

Each emplover shell dellver the pampzhlst “What Every Warker Should Know
About Unsmploymeant Insuronce” 1o sach worker separated rom em ployment
lor an e.upedad duration ol seven or more -:1-:|;-rs. The :I-:IITI|':-|" let shall ke
deliverad ta the worker ot thz dime of soparation o, it de vary is
Imgractcable, malled within five days aftzr the cale of the ssparation 1o the
worker's last known oddress. Pamphlets shall b supplies by the Hllincls
Cepariment of Emgloymenl Security o sach employer without cosl.

A clarmant may alse be entifled to reczive, in acdition o the wceHy berafis
amount, an allowarea for a non—wa'l:ing LDOUsSe of o dapmdenr child or
children. The allowanes 15 o parcentage of the average weekly wage of the
clelmant In hls or her base perlod. The waekly berefit amaunt plus ary
allowonee for a dependent make up the lolo! amount poyable.

i, during a calendar waek an employee dozs nat waork fullime because of
lack of work, he or she may ke sligikle for parfial benelits If the wagas
earnad In such cclendar wesk are lass than his or her waskly benafit amount.
For uny such week, employers should provids employess with a statemenl of
“low zarnings” which should be taken to their lfncis Deparment of
Erpleyment Security affice.

MNOTE: llincis unempleyment insrance benafis are zaic from o trust fuad to which
cnly emaloyers contribute. Wa deducfiens may e made frem the wages of werkers for
this pumpose.

Liremplayment insurance infermation is availakle Fem ary lineis Capartment af
Employment Security otice. To locats the office nearest you, cal 1800-244-5631 or
acees the |scafions troush aur waksite at wanerides.illinsis.gov.

F BENEFITS B

I-mry claimant wha files a nevw claim far urarn|:\|n}-'ma'|1 insurancze benefits
musl serve an unpold walting week for which he has filed ond 15 otharwise
ellgible.

The claimant's mey bensfit amourt is |.lsuc:|||y o percentage of the workar's
v rage woekly WagE. The warkar's CIVRICIge: vmr:-cl:,' wage is mmpL.l'n-ﬂ hy
dividing the wagss paid during the ~wo highest quarters of the kass parlod
l:q.' 24, The moximum weeHr kenelit omount iz o perceniuge of the shalewide
average weekly woge. The minimum weekly benshit amounl is 351, The
sirowide average weekly wage is colculeted sach yeor.

Your Base Parlod WIll Be:
L ast yoar bomwoaon:

Jan. 1 and Sept, 30 and
the year re between

If Your Benefit Yaor Bogins:
This year botwoon:

Jan. 1 ard March 21

Oet. 1 and Dee. 31

Last year belween:

This year betweern:

April 1 and June 30 Jon. 1 and Dec. 31

Last year balweean:

Apr'|| 1 and Dec. 31 and
this year between
Jan. 1 and March 31

Last yoar botwoen:

Ju|}r 1 and D=z, 31 and
this year between
Jan. 1 and June 30

This year betweern:
Juhﬂ 1 and Sapt. 30

This yoar botwoon:

Cel. 1 ond Dec. 21

In order o be monedari'y e|igi::n=.l, a claimant must be paid a minimom of
1,600 during tha base parind with at lecst $440 of thar amaount beirg pa'd
autside the highest calendar querter.,

If you have bean oworded femporary wokal ci5L1|:|i|i'3-I banalis under o warkers'
compensatian act or other s milar acts, or it you nr|y have worked within the
lost few meonths, your base perlod moy be determined differendy. Contact
your local IDES office for more Information.

B REPORTING TIPS s

Fach employaa wna recalves Tips mush raport these fipe o enp|c:war5 on a
wrilien shalement ar on Form UC-AIT, "I—rnp|c:yee's taport of Mps." In
duplicate. Employars can furalish this form on recuast. The repart shall be
submitted on tha d-'.r:.' the wiagaos are F-uid, or nob later thon the nex puyduy,
and shall include the amount af lips raceivod dulir'g tha pay oariod.

F TAXATION OF BENEFITS - .
Unempleyment Insurance benefis are toxable If vou cra required te fle a
stale or federcl income o return. You may choose 1o hove lsderul and/or
[llincis state income tox withbeld fram your wccHy benafits. Since bencits are
it s.l.ll:ui-:-:'r o rru:ln:|:|h:'ry income hax --"|'r|'|"|-::||:in5, if you co not choosa to
wllhl\r:-|dj Yol may be 'ﬁqLIre:I 1o make asimatad tax peryments using Intarral
Ravanue Service Form 1040 ES and llirsis Danartmeant of Bevanua Farm |l
1040 ES.

For cdditional information, call hese lolHres numbers:
Internal Revenue Serviee 1-300829-1040,
lllinois Department of Revenue 1.800 7328854,

This poster Ilfills all posting requirements for the lllinzis Deperment of Emgloyment Security.
EMPLOYERS ARE REQUIRED TO FOST THIS MOTICE IN A COMSPICUOUS PLACE FOR ALL EMPLOYEES.

Drinded by e Autharity of the Steve of Minoiz  Stock Mumber 44277 DEM-ET [rev. 8712)
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SHILOH COMMUNITY UNIT SCHOOL DISTRICT NO. 1

2024-2025 FACULTY AND STAFF HANDBOOK

ACKNOWLEDGEMENT OF RECEIPT

I, understand and agree that I am required
Print Your Name

to read, apply, and adhere to all rules of the Shiloh School District.

I understand and agree that this handbook is not an employment agreement or guarantee of
employment of any length or duration.

I understand and agree that if I violate any rule I may be disciplined. I further acknowledge that
discipline, in some circumstances, may include my discharge.

There have been no statements, agreements, promises, representations, or understandings made by
any administrator, employee, or agent of Shiloh CUSD #1 inconsistent with this acknowledgement
form.

By my signature below, I certify that I have read and fully understand the rules and procedures
contained in 2024-2025 Faculty and Staff Handbook. I acknowledge my full responsibility to
follow them faithfully in all respects.

By my signature below, I hereby acknowledge receipt of the 2024-2025 Faculty and Staff
Handbook.

Signature of Employee Date

Sign and return this form to any school office by
Friday August 23, 2024

or within five days of your first day of employment.



