Millburn District 24 3:70

General School Administration

Succession of Authority

If the Superintendent, Building Principal, or other administrator is temporarily unavailable, the succession of
authority and responsibility of the respective office shall follow a succession plan, developed by the
Superintendent and submitted to the School Board.

CROSS REF.: 1:20 (District Organization, Operations, and Cooperative Agreements), 3:30 (Chain of
Command)
ADOPTED: JUNE 26, 2017
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Millburn District 24 5:70

General Personnel

Religious Holidays

The Superintendent shall grant an employee’s request for time off to observe a religious holiday if the
employee gives at least five days’ prior notice and the absence does not cause an undue hardship.

Employees may use earned vacation time or personal leave to make up the absence, provided such time is
consistent with the District’s operational needs. A per diem deduction may also be requested by the employee.

LEGAL REF.: Religious Freedom Restoration Act, 775 ILCS 35/15.
Illinois Human Rights Act, 775 ILCS 5/2-101 and 5/2-102.

ADOPTED: JUNE 26, 2017
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Millburn District 24 5:80

General Personnel

Court Duty

The District will pay full salary during the time an employee is absent due to court duty or, pursuant to a
subpoena, serves as a witness or has a deposition taken in any school-related matter pending in court.

The District will deduct any fees that an employee receives for such duties, less mileage and meal expenses,
from the employee’s compensation, or make arrangements for the employee to endorse the fee check to the
District.

An employee should give at least five days’ prior notice of pending court duty to the District.

LEGAL REF.: 105 ILCS 5/10-20.7.

ADOPTED: JUNE 26, 2017

5:80 Page 1 of 1



Millburn District 24 4:180

Operational Services

Pandemic Preparedness

The School Board recognizes that the District will play an essential role along with the local health
department and emergency management agencies in protecting the public’s health and safety if an influenza
pandemic occurs. Pandemic influenza is a worldwide outbreak of a virus for which there is little or no natural
immunity and no vaccine; it spreads quickly to people who have not been previously exposed to the new
virus.

To prepare the School District community for a pandemic, the Superintendent or designee shall: (1) learn and
understand the roles that the federal, State, and local government would play in an epidemic; (2) form a
pandemic planning team consisting of appropriate District personnel and community members to identify
priorities and oversee the development and implementation of a comprehensive pandemic influenza school
action plan; and (3) build awareness of the final plan among staff, students, and community.

Emergency School Closing

In the case of a pandemic, any decision for an emergency school closing will be made by the Superintendent
in consultation with and, if necessary, at the direction of the District’s local health department, emergency
management agencies, and Regional Office of Education.

LEGAL REF.: 105 ILCS 5/10-16.7 and 5/10-20.5.
I11. Dept. of Public Health Act (Part 1), 20 ILCS 2305/2(b).
[1l. Emergency Management Agency Act, 20 ILCS 3305.
I11. Educational Labor Relations Act, 115 ILCS 5/.

CROSS REF.: 1:20 (District Organization, Operations, and Cooperative Agreements), 2:20 (Powers and
Duties of the School Board; Indemnification), 4:170 (Safety), 7:90 (Release During
School Hours), 8:100 (Relations with Other Organizations and Agencies)

ADOPTED: JUNE 26, 2017
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Millburn District 24 5:110

General Personnel

Recognition for Service

The School Board will periodically recognize those District employees who contribute significantly to the
educational programs and welfare of the students.

ADOPTED: JUNE 26, 2017
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Millburn District 24 5:140

General Personnel

Solicitations By or From Staff

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

CROSS REF.: 8:90 (Parent Organizations and Booster Clubs)

ADOPTED: JUNE 26, 2017
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Millburn School District 24 5:210

Professional Personnel
Resignations

Tenured teachers may resign at any time with consent of the School Board or by written notice sent to the
Board Secretary at least 30 days before the intended date of resignation. However, no teacher may resign
during the school term in order to accept another teaching position without the consent of the Board.

LEGAL REF.: 105 ILCS 5/24-14.
Park Forest Heights School Dist. v. State Teacher Certification Bd., 842 N.E.2d 1230 (I1l. App.1st 2006).

ADOPTED: JUNE 26, 2017
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Millburn School District 24 5:230

Professional Personnel

Maintaining Student Discipline

Maintaining an orderly learning environment is an essential part of each teacher’s instructional
responsibilities. A teacher’s ability to foster appropriate student behavior is an important factor in the
teacher’s educational effectiveness. The Superintendent shall ensure that all teachers, other certificated
employees, and persons providing a student’s related service(s): (1) maintain discipline in the schools as
required in the School Code, and (2) follow the School Board policies and administrative procedures on
student conduct, behavior, and discipline.

When a student’s behavior is unacceptable, the teacher should first discuss the matter with the student, if
appropriate. If the unacceptable behavior continues, the teacher should consult with the Building Principal
and/or discuss the problem with the parent(s)/guardian(s). A teacher may remove any student from the
learning setting whose behavior interferes with the lessons or participation of fellow students. A student’s
removal must be in accordance with Board policy and administrative procedures.

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.

LEGAL REF.: 105 ILCS 5/24-24.
23 I1l.Admin.Code §1.280.

CROSS REF.: 2:150 (Committees), 7:190 (Student Behavior), 7:230 (Misconduct by Students with
Disabilities)
ADOPTED: JUNE 26, 2017
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Millburn School District 24 5:285

Educational Support Personnel

Drug and Alcohol Testing for School Bus and Commercial Vehicle Drivers

The District shall adhere to State and federal law and regulations requiring a drug and alcohol-testing program
for school bus and commercial vehicle drivers. The Superintendent or designee manages a program to
implement State and federal law defining the circumstances and procedures for the testing.

LEGAL REF.: 625 ILCS 5/6-106.1 and 5/6-106.1c.

49 U.S.C. §31306, Alcohol and Controlled Substances Testing (Omnibus Transportation
Employee Testing Act of 1991, P.L. 102-143).

49 C.F.R. Parts 40 (Procedures for Transportation Workplace Drug and Alcohol Testing
Programs), 382 (Controlled Substance and Alcohol Use and Testing), and 395 (Hours
of Service of Drivers).

CROSS REF.: 4:110 (Transportation), 5:30 (Hiring Process and Criteria), 5:280 (Duties and
Qualifications)
ADOPTED: June 26, 2017
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Millburn School District 24 5:300

Educational Support Personnel

Schedules and Employment Year

The Superintendent shall supervise a process for setting work schedules and an employment year for
educational support employees in accordance with State and federal law, School Board policy, and applicable
agreements and shall:

1. Assign each employee one supervisor who will establish a work schedule, including breaks, as
required by building or District needs, work load, and the efficient management of human resources;

2. Allow for the ability to respond to changing circumstances by altering work schedules as needed; and

3. Consider the well-being of the employee. The Superintendent’s approval is required to establish a
flexible work schedule or job-sharing.

Breaks

An employee who works at least 7.5 continuous hours shall receive a 30-minute duty-free meal break that
begins within the first five hours of the employee’s workday. The District accommodates employees who are
nursing mothers according to State and federal law.

LEGAL REF.: Fair Labor Standards Act, 29 U.S.C. §207 et seq.
105 ILCS 5/10-20.14a, 5/10-22.34, and 5/10-23.5.
740 ILCS 137/, Right to Breastfeed Act.
820 ILCS 105/, Minimum Wage Law.
820 ILCS 260/, Nursing Mothers in the Workplace Act.

CROSS REF.: 5:35 (Compliance with the Fair Labor Standards Act)

ADOPTED: June 26, 2017
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Millburn School District 24 5:320

Educational Support Personnel

Evaluation

The Superintendent is responsible for designing and implementing a program for evaluating the job
performance of each educational support staff member according to standards contained in School Board
policies as well as in compliance with State law and any applicable collective bargaining agreement. The
standards for the evaluation program shall include, but not be limited to:

1. Each employee shall be evaluated annually, preferably before the annual salary review.
2. The direct supervisor shall provide input.

3. The employee’s work quality, promptness, attendance, reliability, conduct, judgment, and cooperation
shall be considered.

The employee shall receive a copy of the annual evaluation.
5. All evaluations shall comply with State and federal law and any applicable collective bargaining

agreement.
CROSS REF.: 5:10 (Equal Employment Opportunity and Minority Recruitment), 5:150 (Personnel
Records)
ADOPTED: June 26, 2017
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Millburn School District 24 7:100

Students

Health, Eye, and Dental Examinations; Immunizations; and Exclusion of Students

Required Health Examinations and Immunizations

A student’s parent(s)/guardian(s) shall present proof that the student received a health examination, with proof
of the immunizations against, and screenings for, preventable communicable diseases, as required by the
[linois Department of Public Health (IDPH), within one year prior to:

1. Entering kindergarten or the first grade;
2. Entering the sixth and ninth grades; and

3. Enrolling in an Illinois school, regardless of the student’s grade (including nursery school, special
education, Head Start programs operated by elementary or secondary schools, and students
transferring into Illinois from out-of-state or out-of-country).

Proof of immunization against meningococcal disease is required for students in grades 6 and 12.
As required by State law:

1. Health examinations must be performed by a physician licensed to practice medicine in all of its
branches, an advanced practice nurse who has a written collaborative agreement with a collaborating
physician authorizing the advanced practice nurse to perform health examinations, or a physician
assistant who has been delegated the performance of health examinations by a supervising physician.

A diabetes screening is a required part of each health examination; diabetes testing is not required.

3. Beginning with the 2017-2018 school year, an age-appropriate developmental screening and an age-
appropriate social and emotional screening are required parts of each health examination” A student
will not be excluded from school due to his or her parent/guardian’s failure to obtain a developmental
screening or a social and emotional screening.

4. Before admission and in conjunction with required physical examinations, parents/guardians of
children between the ages of one and seven years must provide a statement from a physician that their
child was risk-assessed or screened for lead poisoning.

5. The IDPH will provide all female students entering sixth grade and their parents/guardians
information about the link between human papilloma virus (HPV) and cervical cancer and the
availability of the HPV vaccine.

Unless an exemption or extension applies, the failure to comply with the above requirements by October 15 of
the current school year will result in the student’s exclusion from school until the required health forms are
presented to the District. New students who register after October 15 of the current school year shall have 30
days following registration to comply with the health examination and immunization regulations. If a medical
reason prevents a student from receiving a required immunization by October 15, the student must present, by
October 15, an immunization schedule and a statement of the medical reasons causing the delay. The
schedule and statement of medical reasons must be signed by the physician, advanced practice nurse,
physician assistant, or local health department responsible for administering the immunizations.

A student transferring from out-of-state who does not have the required proof of immunizations by October
15 may attend classes only if he or she has proof that an appointment for the required vaccinations is
scheduled with a party authorized to submit proof of the required vaccinations. If the required proof of

7:100 Page 1 of 3



vaccination is not submitted within 30 days after the student is permitted to attend classes, the student may no
longer attend classes until proof of the vaccinations is properly submitted.

Eye Examination

Parents/guardians are encouraged to have their children undergo an eye examination whenever health
examinations are required.

Parents/guardians of students entering kindergarten or an Illinois school for the first time shall present proof
before October 15 of the current school year that the student received an eye examination within one year
prior to entry of kindergarten or the school. A physician licensed to practice medicine in all of its branches or
a licensed optometrist must perform the required eye examination.

If a student fails to present proof by October 15, the school may hold the student’s report card until the
student presents proof: (1) of a completed eye examination, or (2) that an eye examination will take place
within 60 days after October 15. The Superintendent or designee shall ensure that parents/guardians are
notified of this eye examination requirement in compliance with the rules of the IDPH. Schools shall not
exclude a student from attending school due to failure to obtain an eye examination.

Dental Examination

All children in kindergarten and the second and sixth grades must present proof of having been examined by a
licensed dentist before May 15 of the current school year in accordance with rules adopted by the IDPH.

If a child in the second or sixth grade fails to present proof by May 15, the school may hold the child’s report
card until the child presents proof: (1) of a completed dental examination, or (2) that a dental examination will
take place within 60 days after May 15. The Superintendent or designee shall ensure that parents/guardians
are notified of this dental examination requirement at least 60 days before May 15 of each school year.

Exemptions
In accordance with rules adopted by the IDPH, a student will be exempted from this policy’s requirements
for:

1. Religious or medical grounds, if the student’s parents/guardians present the IDPH’s Certificate of
Religious Exemption form to the Superintendent or designee. When a Certificate of Religious
Exemption form is presented, the Superintendent or designee shall immediately inform the
parents/guardians of exclusion procedures pursuant to Board policy 7:280, Communicable and
Chronic Infectious Disease and State rules if there is an outbreak of one or more diseases from which
the student is not protected.

2. Health examination or immunization requirements on medical grounds, if a physician provides
written verification.

3. Eye examination requirement, if the student’s parents/guardians show an undue burden or lack of
access to a physician licensed to practice medicine in all of its branches who provides eye
examinations or a licensed optometrist.

4. Dental examination requirement, if the student’s parents/guardians show an undue burden or a lack of
access to a dentist.

Homeless Child

Any homeless child shall be immediately admitted, even if the child or child’s parent/guardian is unable to
produce immunization and health records normally required for enrollment. School Board policy 6:140,
Education of Homeless Children, governs the enrollment of homeless children.
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LEGAL REF.: McKinney-Vento Homeless Assistance Act, 42 U.S.C. §11431 et seq.
105 ILCS 5/27-8.1 and 45/1-20.
410 ILCS 45/7.1 and 315/2e.
23 111, Admin.Code §1.530.
77 111, Admin.Code Part 665.
77 111, Admin.Code Part 690.

CROSS REF.: 6:30 (Organization of Instruction), 6:140 (Education of Homeless Children), 6:180
(Extended Instructional Programs), 7:50 (School Admissions and Student Transfers To
and From Non-District Schools), 7:280 (Communicable and Chronic Infectious Disease)

ADOPTED: June 26, 2017
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