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Welcome

Welcome  to a new  school  year  and  to the many  challenges  and  rewards  the  education  profession

brings.  The TMCSEA  Employee  Handbook  is an attempt  to help  you  understand  practices  and

procedures  of  the Association  and  familiarize  yourself  with required  paperwork  of  employees.  Not

all  TMCSEA  policies  and  procedures  are  included,  those  that  are  have  been  summarized.  This

handbook  is neither  a contract  or  a substitute  for  the  official  TMCSEA  Policy  Manual,  nor  is it

intended  to alter  the  at-wifl  status  of  non-contract  employees  in any  way.  Because  of  the  varied

nature  of  differing  employee  groups,  location  of  programs,  and  many  itinerant  services  this

handbook  must  be used  in conjunction  with  three  other  pertinent  documents:

*  Policies  & Bylaws  Handbook-The  Policy  & Executive  Committee  approved  rules

and  procedures  of  the  Association

*  Negotiated  agreement  between  TMCSEA  and  the  SOS-LEA-NEA  Contract

*  The  Illinois  School  Code

Please  feel  free  to ask  your  colleagues,  immediate  supervisot,  office  personnef,  or  me  for

clarification  and  direction  on any  of  the  material  found  in this  handbook.  Your  suggestions  for

additions  and  improvements  to this  handbook  are  welcome.

My  very  best  in a// your  professional  pursuits  and  may  the  families  & children  we  serve,  either

directly  or  through  our  work  with  professional  staff  of  other  districts,  maximize  their  individual

learning  potential  in a safe,  healthy  and  nurturing  environment.

Respectfully,

Kristiria  D. Neville,  Superintendent/Director

TMCSEA



Introduction  to TMCSEA

Tazewell-Mason  Counties  Special  Edi.ication  Association  (TMCSEA)  is an organization  made up of the school  districts

located  within  the two counties,  It began  in July, 1968  when  these  districts  recognized  that providing  quality  service  in

special  education  was a major  goal and could  be reached  by joining  forces.

The Association  employs  a staff  of professionals  and certified  teachers  as well as therapists  to asSiSt parents,  children

and local school  districts  in diagnostic,  educational  and supportive  endeavors.  TMCSEA  is administered  by a Director  of

Special  Education  and is governed  by an Executive  Committee  and Policy  Board,  both of which  are comprised  of

representatives  from member  school  districts  in the Association.

Structure  & History

Education  Association  is a legally  constituted  Special  Education  Joint  Agreement,  formed  under  the Illinois  School  Code.

TMCSEA  is a cooperative  agreement  among  area Superintendents  and schools  to provide  comprehensive  special

education  services.  The Association  was formed  by the leadership  of the two county  Regional  Superintendents,  local

school  Superintendents  and the Board  of Education  of thirty-two  school  districts  during  the school  year  of 1966-67.  The
Association  became  operational  on July  1, "1968.

Since  the l980's,  TMCSEA  has been decentralized  into seven  mini-coops,  where  the individual  districts  hire a majority  of

the special  education  teaching  and support  staff, TMCSEA  currently  has twenty-one  (21 ) member  districts.  The  focus  is

on providing  student  and district  evaluation/consultation  services,  special  education  programs,  professional  development

opportunities  and the continued  operation  of Schramm  Educational  Center.

The Art Schramm  family  donated  property  in Pekin in a residential  area to provide  a site for Schramm  Educational  Center

which  was built  in 1980. The Center  sits on seven  acres  of property  that  was  jointly  donated  and purchased  by the

Association  to provide  the necessary  school  site.

The  Association  currently  employs  over  seventy-two  special  education  personnel  serving  the twenty-one  member  districts.

Vision  Statement

TMCSEA  strives  to promote  programming  and services  that  enable  students  with disabilities  to maximize  their  individual

potential  and become  contributing members  of society.  The Association,  through  shared  programming,  provides  high

quality,  specialized  educational  services,  programs  and facilities  in partnership  with our member  districts.

Mission  Statement

TMCSEA:  A 21 School  District-Special  Education-  Joint  Agreement  which  operates  the Schramm  Educational  Center

sees itself:

Empowering  districts  to meet  the needs  of diverse  learners.  An interconnection  between  Association/District/Community  is

established  for public  awareness  and education  for students  with disabilities.  The  Association  champions  equal

educational  opportunities  and provides  an array  of services  to include  technical  assistance,  professional  development,

transition,  specialized  programs,  therapies,  low incidence  diagnostic,  evaluation  and consultation  services.

Member  SChOOl  DiStrlCtS:  50-DIStrlCt  N0.  50 SChOOIS;  51-Central  Grade  SChOOl; 52-WashingtOn  Grade  SChOOIS;  76-Creve  Coeur  SChOOIS;

B5-Robein  School;  86-East Peoria  Elementary Schools;  98-Rankin  School;  102-North  Pekin-Marquette  Hgts.  Schools;  108-Pekln  Public

SChOOIS; 137-Soutti Pekin Grade SChOOl; 303-Pekin  Community High  SChOOli 308-Washington  Community  High  8ChOOl; 309-East  Peoria

CommunityHighSchool;  606-SpringLakeCommunityConsolidated;  701-DeerCreek-MackinawCommunityUnit;  702-Tremont

Community Unit; 703-Delavan Community Unit; 709-Morton Unit; 126-Havana  Community  Unit;  189-lllini  Central  Community  Llnit;

191-Midwest  Central  Community  Unit



Organization
Tazewell-Mason  Counties  Special  Education  Association  was formed  into an organization  with a unique  reporting

structure.  Since  this organization  is a joint  effort  between  many  caring  groups  and individuals,  there  is a system  of checks

and balances  in place. This  ensures  that  the needs  of all the students  are met, while  maintaining  the proper  structure  of
the Association.

Employees  are responsible  to their  immediate  coordinator  but need to be aware  of the existing  hierarchy.  Besides

reporting  to their  coordinators,  they  are responsible  to the leadership  of the specific  schools  where  they perform  their

services.  By working  amiably  with  the respective  school  leadership,  we can better  meet  the educational  needs  of the

students.  This is our  number  one  goal.

Joint  A reement  Structureg
The Tazewell-Mason  Counties  Special  Education  Association  staff  must be cognizant  that:

1.) The legal responsibility  for education  is vested  in the local school  board  of education  and this responsibility  cannot

be delegated  or shared.  The  superintendent  is the chieT administrative  agent  of  the Board.

2.) The legal responsibility  for  TMCSEA  is vested  in the administrative  district  by action  of the Executive  Committee.

This responsibility  cannot  be delegated  or shared.  The Director  is the chief  administrative  agent  of the committee.

TMCSEA  personnel,  as members  of the Association,  are responsible  to two major  governing  bodies:

Local District  Board  of Education

TMCSEA  Policy  Board

Different  levels  of administrative  supervision  exist  as part of this  joint  agreement  between  local school  boards  and
TMCSEA.
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Personnel

Code  of  Ethics

The Council  forExceptional  Children

We declare  the following  principles  to be the Code of Ethics  for educators  of persons  with exceptionalities.  Members  of

the special  education  profession  are responsible  for upholding  and advancing  these  principles.  Members  of The

 Council  for  Exceptional  Children  agree  to judge  and be judged  by them  in accordance  with the spirit  and provisions  of
this Code.

integrity  in practicing

5 * Special education professionals  are committed to developing  the highest  educational  and quality  of life
potential  ofindividuals  with exceptionalities.

Special  education  professionals  promote  and maintain  a high level  of competence  and

their  profession.

Special education professionals  engage  in professional  activities  which  benefit  individuals  with exceptionalities,
their  families,  other  colleagues,  students,  or  research  subjects.

Special  education professionals  exercise  objective  professional  judgment  in the practice  of their  profession.

Special  education  professionals  strive  to advance  their  knowledge  and skills  regarding  the education  of
individuals  with  exceptionalities.

Special  education  professionals  work  within  the standards  and policies  of their  profession.

Special  education professionals  seek  to uphold  and improve  where  necessary  the laws, regulations,  and

policies  governing  the delivery  of  special  education  and related  services  and the practice  of their  profession.

Special  education  professionals  do not condone  or participate  in unethical  or illegal  acts, nor  violate

professional  standards  adopted  by the Delegate  Assembly  of CEC.

Ethics  & Conduct

All Cooperative employees are expected to maintain high standards in their school relationships, to demonstrate  integrity

and honesty, to be considerate and cooperative, and to maintain professional and appropriate relationships  with students,

parents, staff members, and others. In addition, the Code of Ethics for Illinois  Educators,  adopted  by the lllinois  State

Board of Education, is incorporated by reference into this policy. Any employee  who sexually  harasses  a student  or

otherwise violates an employee conduct standard will be subject to discipline  up to and including  dismissal.

Ethics  & Gift Ban

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

Prohibited  Interests,  Limitation  of Authoritv,  & Outside  Employment

In accordance  with Section  22-5 of the School  Code, "no  school  officer  or teacher  shall be interested  in the sale,

proceeds,  or profits  of any book,  apparatus,  or furniture  used or to be used in any school  with which  such  officer  or

teacher  may be connected,"  except  when  the employee  is the author  or developer  of instructional  materials  listed with the

Illinois  State  Board  of Education  and adopted  for use by the Board.  An employee  having  an interest  in instructional

materials  must  file an annual  statement  with  the Board  Secretary.

For  the purpose  of acquiring  profit  or personal  gain, no employee  shall  act as an agent  of the Cooperative  nor shall  an

employee  act as an agent  of any business  in any transaction  with the Cooperative.

Employees shall not engage in any other employment or in any private business  during  regular  working  hours  or at such
other  times  as are necessary  to fulfill  appropriate  assigned  duties.



Employment  Practices

Items  to  be  on  file  prior  to employment:

TMCSEA  is an equal opportunity  employer. Qualified  applicants  are considered  for employment  without  regard  to age,

race, color, religion, sex, national  origin, sexual orientation,  disability  or veteran status. The following  items must  be on file

in the TMCSEA  administrative  offices before we may legally  issue  your  first  paycheck:

1.  Completed  TMCSEA  application  for  employment

2.  A signed  contracUsalary  agreement

3.  Appropriate  certification  or licensure  as applicable  issued  by  the  lllinois  State  Board  of Education  and/or

appropriate  accrediting  body.

4.  Officia)  transcripts  of  university  credits.

5.  Physical  fitness  examination  performed  by a physi'cian  licensed  to practice  medicine

6.  A furfctiona)  strength  test  with  appropriate  examination  report  on file

7.  T.B.  skin  test  report

8.  Completion  of  all appropriate  insurance  forms

9.  Completion  of  State  and  Federal  W-4  forms

10. Completed  Federal  1-9 Employment  Eligibility  Verification  along  with  a copy  of Driver's  License  & Social  Security

Card

11. Completion  of  all appropriate  Teacher  Retirement  System  or lllinois  Municipal  Retirement  Fund  forms

12. Criminal  Background  Investigation/Fingerprinting;  Including  Fingerprinting  results,  State  of  Illinois  Sex  Offender

Report  and  Child  Murderer  & Violent  Offender  Against  Youth  Report

13. Acknowledgement  of  Drug  and  Alcohol  Free  Workplace  Policy

14. Acknowledgement  of  Abuse  and  Neglected  Child  Reporting  Policy

15.  Acknowledgement  of Harassment  Policy

16.  Acknowledgement  of Personal  Technology  & Social  Media:  Usage  and  Conduct  Policy

17. Social  Security  1945  form  (if  applicable)

18. Supplemental  Insurance  waiver

19.  Employee  Emergency  Form

The  Association  will  provide  Hepatitis  B vaccination  at no cost  to employee  upon  request.



Rules  & Requlations

Probation  Period

New non-certified  employees  hired into positions  that are not subject  to the tenure requirements  of the lllinois School
Code shall serve a twelve month probationary  period. During the twelve month probationary  period, the employees  are
not subject  to progressive  discipline.

Tenure

As prescribed  by the Illinois School Code, 105 ILCS-5/24-11,  full-time certified  special  education  staff  memberwho
completes  a probationary  period of four (4) consecutive  years (school terms) will be considered  to be eligible for tenure  at
the start of their  fifih (5) year of employment.  Tenure is contingent  on their hire date and its relationship  to the school
code.

Dismissal

As prescribed  in an amendment  to the Illinois Schooi code, 105 ILCS-5/24-li  a certified person will receive forty-five  (45)
days notice prior to the end of the school term that they will not be offered a contract  for the coming school  year.  This  is
determined  annually. A non-certified  staff member  will receive  thirty (30) days  notice.

Indication  of  Termination  of Contract  by an Employee
The employee  is responsible  to notify the Director, in writing,  of your intentions  to terminate  employment  as soon as
possible  so that a suitable replacement  can be hired. As prescribed  by the Illinois School Code, 10 ILCS 5/24-14, a
teacher  who has entered into contractual  continued  service may resign at any time by concurrence  of the Executive
Committee  or by serving at least thirty (30) days written notice. However, no teacher  may resign during the school term,
without  concurrence  of the Executive  Committee, in order  to accept another  teaching  assignment.

Mandatory  Reportinq

Abused  & Neglected  Child  Reporting

Any Association  employee  who suspects  or receives  knowledge  that a student  may be an abused or neglected child or,
for a student  aged 18-21, an abused or neglected  individual  with a disability, shall (1 ) immediately  report or  cause  a report
to be made to DCFS, (2) follow directions  given by DCFS concerning  filing e written  report within  48 hours with the
nearest  DCFS field office. The employee  should promptly  notify the Director  or Program Coordinator  that a report has
been made. Any employee  who discovers  pornography  on electronic  & information  technology  equipment  shall
immediately  report it to local law enforcement.  Any employee  who observes  any act of hazing that does bodily  harm  to a
student  must report that act to the Program  Administrator,  Director  or designee  who will investigate  and  take  appropriate
action. See Policy 5:90 Abused  & Neglected  Child Reporting  in the Appendix.

Accountability/Responsibility  ,

Special  education  staff members  fulfill a dua) role, an active member  of the local school district  in which the staff
member's  class or office is housed as well as a representative  to the Tazewell-Mason  Counties  Special  Education
Association.  In this dual role, it is necessary  to receive assignments  from both education  agencies.  Special  education
personnel  are responsible  to:

A) The Tazewell-Mason  Counties  Special Education  Association  Policy Board and Executive  Committee.
*  A special  education  staff  member  is initially responsible  for following  the policies, rules and regulations  of the

TMCSEA  Policy Board and Executive  Committee.

B) Tazewell-Mason  Counties  Special  Education  Association  Administration.
*  Director-The  chief  executive  officer  responsible  for  the administration  and  management  of  the  Association's

programs  in accordance  with  the  Governing  Bodies'  policies  and  directives.  The  Director  is authorized  to develop
administrative  procedures  to implement  policy.

*  Program Coordinators-Administer  assigned  program  areas  and  provide  direct  support,  supervision  and
evaluation  of  assigned  staff.

C) District Board  of  Education
*  The Board of Education  of that district, its policies, rules and regulations  and administration



Should  a conflict  in assignments  arise, it will be worked  out with  the Director,  immediate  supervisor  and
Superintendent/Principal  involved.

Additional  Responsibility

4. Follow  all policies  and procedures  outlined  in the staff  handbook.

2. Report  suspected  child  abuse  and neglect  as outlined  in the TMCSEA  policies.

3. Participate  in ISBE  mandated  trainings  and professional  development  activities  as required  and /or  approved  by

immediate  supervisor.

4. Report address  changes:  Any time an employee  has a change  of  address  the TMCSEA  Administrative  Office

should  be notified  in writing.

Transportation  of  Students

Each  Member  District  will  have  responsibility  for  providing  transportation  for  disabled  children  residing  within  their  district.

The  Director  or designee  will  aid in the overall  coordination  of such  transportation.  The  district  of residence  is responsible

for  providing  the  costs  of  transportation  and  for  filing  its own claim  for  state  reimbursement  for  transportation.  No

TMCSEA  employee  may  transport  students  in school  or private  vehicles  unless  authorized  by the administration  in an

emergency  situation.

Job  Descriptions

TMCSEA  employees  have  both  general  and  specific  job  responsibilities.  Employees  should  refer  to their  individual  job

descriptions.  New  employees  will  be given  a copy  of this  job  description  by their  immediate  supervisor.  Replacement

copies  may  be obtained  from  that  supervisor.  If a change  is made  in the  job  description,  the employee  will  receive  a

revised  copy.

Personnel  Evaluation

All  Staff  will  be evaluated  by their  appropriate  supervisor.

1) AllstaffwillbeevaluatedaccordingtotheprovisionsinAssociation'sevaluationplansforallTMCSEApersonnel

and requirements of the State of (llinois.  Evaluation  results  will be shared  with  the  staff  member  as required.  The

staff  member  will  sign  the evaluation  to indicate  that  it has been  discussed.

2) Local district administrators may be requested to give additional input regarding  the performance  of TMCSEA  staff
members  based  on their  district(s).

3)  Administrative  staff  is evaluated  by the Director.

4) TMCSEA will provide performance evaluation input as appropriate to co-op programs such  as DHS/STEP.

Grievance  Procedures

Uniform  Grievance  Procedure

Please  see  entire  Policy  2:260  Uniform  Grievance  Procedure  in Appendix  A.

A student, parent/guardian, employee or community member should notify any Association Complaint Manager  if he or

she believes that the Policy Board, Executive Committee, its employees, or agents have  violated his or her  rights

guaranteed by the State or federal Constitution, State or federal statute, or policy.  The  Complaint Manager  will  attempt  to

resolve complaints without resorting to this grievance procedure and, if a complaint is filed,  to address  the complaint

promptly  and  equitably.

Filing  a Complaint

A person (hereinafter Complainant) who wishes to avail him or herself  of  this grievance  procedure  may  do so by filing  a
complaint  with  any  Association  Complaint  Manager.



Investigation

The Complaint  Manager  will investigate  the complaint  or appoint  a qualified  person  to undertake  the investigation  on his
or her behalf.  Within  30 school  business  days of the date the complaint  was  fited the, Complaint  Manager  shall file a
written  report  of his  or  her findings  with the Director.

Decision  and  Appeal

Within  5 school  business  days  after  receiving  the Complaint  Manager's  report,  the Director  shall  mail his or her written
decision  to the Complainant  by u.s. mail, first  class,  as well as the Complaint  Manager.  Within  10 school  business  days
after  receiving  the Director's  decision,  the Complainant  may appeal  the decision  to the Executive  Committee  by making  a
written  request  to the Complaint  Manager.  Within  30 school  business  days, the Executive  Committee  shall  affirm,  reverse,
or amerid  the Director's  decision  or direct  the Director  to gather  additional  information.  Within  5 school  business  days of
the Executive  Committee's  decision,  the Director  shall  inform  the Complainant  of the Executive  Committee's  action.

Grievances  Under  the Collective  Bargaining  Agreement

Employees  covered  by the TMCSEA  Bargaining  Agreement  may Tide a contractual  grievance  for a complaint  involving  an
alleged  violation,  interpretation  or application  of the terms  of the bargaining  agreement.  See Article  IV of the Bargaining
Agreement  between  TMCSEA  and the SOS-IEA-NEA.

Insurance  Benefits

Full-time  certified  and non-certified  staff  shall  be eligible  for fringe  benefits  as determined  by the Policy  Board.
A minimum  of thirty  (30) hours  per week  is considered  full-time  employment,  for medical,  vision,  dental  and life insurance
benefits.

'l ) Employees  are provided  partially  paid major  medical/hospitalization.  Coverage  for medical,  hospitalization,  vision
and dental  insurance  is available  for  eligible  dependents.  The Association  contributes  a negotiated  dollar  amount
per  year  toward  cost  of dependent  insurance.  Employees  using  sick leave  continue  with full insurance  coverage.
Employees  taking  unpaid  leave  for an extended  period have no insurance  benefits  unless  the employee  agrees  to
pay the premium  and arrangements  are made  with the business  office.

2) Fully paid $40,000  term life insurance

3) Liability  insurance  as part  of  TMCSEA  umbrella  coverage

4) Worker's  Compensation

5) Unemployment  insurance  benefits  paid to eligible  terminated  employees

Tuition  Stipend

The Board  shall reimburse  an employee  for  course  work  taken  related  to his/her  job assignment  in accordance  with the
following:

A. The course(s)  must  be approved  by the Director  prior  to enrollment.  The Director  shall approve  courses,
workshops  or seminars  which,  in the Director's  discretion,  are applicable  to an employee's  present  or potential
future  assignment  in the Association.  Further,  if the Board requires  an employee  to fill a position  utilizing  a
temporary  or provisional  certification,  the employer  shall approve  any courses,  workshops  or seminars  required  in
order  for that employee  to obtain  permanent  certification

B, The course(s)  must  be taken  at an accredited  college  or university  and must  be successfully  completed  with
appropriate  notice  to the TMCSEA.  Only  three  (3) hours  of online  credit  will be approved  per semester  unless
online  coursework  is part  of an administratively  approved  program  at an accredited  college  or university.

C. Tuition  reimbursement  is limited  to not more that  six (6) hours per semester  during  the school  year  and no more
than six  (6) hours during  the summer.

o. Reimbursement  shall  be at a rate equal  to ISU resident  tuition  costs  or one-half  (1/2)  the hourly  cost  at any other
accredited  college  or university,  provided  that  under  no circumstances  shall  the reimbursement  exceed  the hourly
costs,



Salaries/Payroll

TMCSEA  employee  salaries  are recommended  by the Executive  Committee  and approved  by the Policy  Board.

All employees  will receive  written notice of their pay before the start of each school year. Pay periods  are  the  I 5th  and

30th of each month. Checks are mailed from the Administrative  Office on the 14th and 29th of the month, unless  the 15th

or 30th is a Saturday, Sunday  or a holiday. In that case, they are mailed on Friday, or the day preceding  the holiday.

Paychecks  will be mailed or available  to be picked up at the Administration  Office on the last working  day prior  to a holiday

break. Checks  are available  in the Administrative  Office during regular business hours on the 14th and 29th or that pay

day. If you personally  pick up your paycheck,  you must sign each time that the check is issued. Direct  deposit  is available

for  all employees.

During summer  office hours, regular  business  hours may differ. Paychecks  may be picked up during those hours.

You will be receiving 24 checks starting on August  30th and ending August  I 5th. If you wish to receive  your  salary  in 20

pays starting  August  30th and ending June 15th, you must notify the business  office in writing before August  20th prior to

the new pay period you will be requesting  the 20 pays. Anyone  employed  after November  15th in a calendar  year  will

receive their last pay for the 9ear on June I 5th.

A TMCSEA  employee  wanting  another  party to pick up their paycheck  must give written  permission  authorizing  such

action. That party must sign and date the pick up transaction.

Mileaae

Tazewell Mason Counties  Special Education  Association  will reimburse  employees  for documented  mileage expense

related to official business  at the Internal Revenue  Service (IRS) standard  mileage  rate for reimbursable  business miles.

The IRS standard  mileage rate includes  vehicle  operation  costs of gas, oil, and repairs, lease payments  and insurance.
This mileage rate is typically  revised annually  by the IRS.

Reimbursable  business miles are from the point of initial assignment  in one building  to a second or multiple  school sites.

Mileage  reimbursement  will also be paid when it is necessary  to return to the building  where the initial assignment  occurs.

Any exceptions  must be approved  by the Director. Expense reports must be submitted  to accounts  payable for

reimbursement.  All staff requesting  mileage  reimbursement  must have a valid driver's  license on file. In accordance  with

state law, it is mandatory  for employees  to wear  seatbelts  when operating  company  or personal  vehicles  for business use.

ProfessionaJ  Meetinqs  & Conferences

Attendance  at professional  meetings  and conferences  outside  the local district  or those conducted  by the Association  is

encouraged.  Attendance  at those meetings  held during school hours must be pre-planned  and approval  obtained through

your  coordinator.

A Request  to attend Professional  Development  form must completed. When approval  is granted, the following  guidelines

will  prevail:

a) When more than one staff  member  is attending  a meeting,  we encourage  carpooling.  The driver  will be

reimbursed  at the currently  approved  mileage rate of reimbursement.  The riders will receive no travel
reimbursement.  If traveling  by rail or air, actual  rail or airfare will be paid.

b) Actual expenses  should be reflected  on the Request  to attend form and turned  in to your program  coordinator  with

receipts  for hotel/motel,  meals, registration  fees (excluding  dues to organizations)  and any other expenses

incurred. Meal charges  to TMCSEA  cannot  exceed $35.00 per day.

Staff members who purchase items with a TMCSEA procurement card must sign a statement affirming that they are familiar  with this
Policy 4:55 Use of Credit & Procurement Cards in Appendix.

al. Staff  member  completes  a requisition  form.

2. Appropriate  coordinator  approves  the budgeted  purchase  and codes according  to the chart of accounts.
3. Director  approves  all appropriate  requisitions  and checks  code.



4. Staff member  and Coordinator  will receive a copy of the approved  and signed requisition  provided  by the
Administrative  Secretary.

5. Purchase  orders are entered  into the Skyward Financial  program and purchases  are made weekly.

6. Purchase  orders are used as a backup to determine  whether  the order is complete  for payment  of invoice by
Bookkeeper.

7. Staff reimbursement  for expenses  require coordinator  approval,  requisition  form and the original  purchase  receipt.

8. Monthly  checks are generated  the Friday before scheduled  Executive  Committee  meeti.ngs where  they are

approved  for payment  and then to East Peoria High School District  #309 Board for final approval.

9. Please refer to the Payroll/Accounts  Payable schedule  that is provided  to all staff on opening  day.

Absences

It is the responsibility  of the employee  to inform the operating  district  as well as the TMCSEA  administration  office  daily  of

your  absence until you have returned  to work (includes  call to attendance  secretary  and immediate  supervisor).  If

possible,  TMCSEA  staff should notify parties before 3:00 p.m. concerning  the status of their absence. Upon their return,

TMCSEA  staff  must complete  a Record of Absence  form. This must be done no later than five (5) working  days from  the

time of employee's  return. Absence  without  pay for up to five (5) days is at the discretion  of the Director  and  requires

pre-approval.  Request  for short-term  leave requires  approval  of the Executive  Committee.

Sick & Bereavement  Leave, PBrsonal Leave, Leave of Absence  Without  Pay, Professional  Development

Please refer to the Agreement  Between Executive  Committee  of TMCSEA  and SOS-IEA-NEA

Sick  Leave

At the beginning of each school year, each employee  hired prior to June 1, 2014 shall be credited  with sixteen (16)  days

of sick leave, the unused portion of which shall continue  to accumulate  to a maximum  of 350 days, excluding  the leave  of

the current school year for teachers,  and a maximum of 230 days, excluding  the leave of the current  school  year,  for

educational  support  personnel. At the beginning of each school year, each employee  hired on or affer June 1, 2014  shaft

be credited with twelve (12) days of sick leave, the unused portion of which shall accumulate  to 180 days. A sick  day

shall be the same length as the employee's  work day. Such leave shall be interpreted  to mean personal  illness or illness

or death in the employee's  immediate  family  or household,  as described  in Section  24-6 of The School  Code, or death of a

close personal friend. The Executive Committee  or its designee may require a physician's  certificate  as a basis for  pay

during leave affer an absence of three (3) days for personal illness, or as it may deem necessary  in other cases  as

permitted by The School Code. The Association shall furnish each employee  with a written statement  at the beginning  of

each school year, setting forth the total sick leave credit. Employees  suffering catastrophic  injury or illness may request

the Executive Committee to grant a special allocation or paid sick leave. Any such request  will be considerded  by the

Executive  Committee  on a case  by case  basis.

Personal  Leave

At the beginning  of each school year, each employee  shall be credited  with two (2) days to be used for personal  business.

Personal business leave days shall be allowed to accumulate  to a maximum of three (3). L)nused personal  business

leave days earned in excess of three (3) shall accumulate  as sick leave days. A personal  business  day may be used  for

any purpose at the discretion  of the employee. An employee  planning to use a personal business leave  day  shall  notify

his/her  supervisor  in writing at least one week in advance, except in cases of emergency. Personal  business  leave  days

shall be available  for the practice  of individual  religious  preferences. Personal  business  leave days on a day immediately

preceding  or following  a school holiday shall be considered  on a first received,  first granted basis. All personal  day  forms

shall be turned into the administrative  office. All personal  day approvals  proceeding  and following  holidays  are  subject  to

the availability  of substitutes.  No more than three (3) employees  shall be on personal  business  leave at one time.

Leaves  of  Absence

Jury  Leave

Any employee called for jury duty during the workweek or who is subpoenaed to testify during the workweek  in a judicial

or administrative matter pertaining to TMCSEA shall be paid his/her full salary for such time provided  the employee  pays

to TMCSEA any remuneration, less mileage expenses, received  for such duties for any work day that is missed.



Other  Leave  of  Absence

All employees  covered by this Agreement  may be granted leaves of absence  only by action of the Executive  Committee

Except as provided in Policy 5:250 leaves of absence  without  pay may be granted based on the following  conditions:

1. Requests  for leave shall be in writing, stating the reason for the requested  leave, and submitted  to the Director,

setting  forth  the  length  of  leave  requested.

2. Allleavesofabsenceshallbelimitedtoamaximumofone(1)schoolyear.

3. All leaves shall normally  commence  at the beginning  of the school year  or immediately  after Christmas  vacation,

and reinstatement  at other than the agreed upon time shall be at the discretion  of the Executive Committee.

However, in the event of adoption  of a child and the employee  does not receive sufficient  advance notice of the

delivery of the child in order for the leave to commence  at a natural break in the school year, the leave shall

commence  the day the child arrives  and will terminate  at the agreed upon subsequent  break in the school year

providing  that the employee  had informed the Administration  at the time of making application  for an adopted child

that such application  was being made and the thereafter  kept the Administration  informed as to the most likely
schedule  for the adoption  to proceed.

4. Sick leave days shall not accrue, but unused sick leave he'd at the start of the leave shall be available  upon

reinstatement.

5. Written notice of intention to either return or resign shall be given by the employee to TMCSEA  fifteen (15)

calendar  days prior to the end of the leave of absence.  Failure to furnish such written notice shall  constitute  a

notice  of  resignation

6. An employee  returning from a leave of absence  without  pay will be reassigned  to the job classification  he or  she

left.

7. An employee on an unpaid leave of absence may remain in TMCSEA's  insurance  plans, but shall pay the full
premium  costs for same on a monthly  basis.

Arrangements  may be n'iade at the Director's  discretion  for time off with pay to attend the funeral  of a student. Short-term

leave of absence  without  pay, not to exceed  five (5) days, may be granted at the discretion  of the Director. Personal  leave

shall be exhausted  prior to any unpaid  short-term  leave  of absence.

Family  & Medical  Leave

Please  refer  to the Agreement  Between  Executive  Committee  of  TMCSEA  and  SOS-IEA-NEA.

For  those  employees  not  covered:

An eligible employee  may use unpaid family and medical leave (FMLA leave), guaranteed  by the federal  Family  and

Medical Leave Act, for up to a combined  total of 12 weeks each year. The u.s. Department  of Labor's  rules  (federal  rules)

implanting  FMLA, as they may be amended  from time to time, control FMLA leave.

An eligible employee  may take FMLA leave for up to a combined total of 12 weeks each 12-month  period, measured
backward  from the date an employee  uses any family  or medical leave.

While FMLA leave is normally unpaid, the Cooperative  will substitute an employee's  accrued compensatory  time-off

and/or paid leave for unpaid FMLA leave. All policies and rules regarding  these of paid leave apply when paid leave  is

substituted  for unpaid FMLA leave. Any employee  may be permitted  to work on an intermittent  or reduced-leave  schedule

in accordance  with  federal  rules,



Work  Day/Work  Year

An annual  calendar  is approved  that provides  for all staff  contracted  days  and student  attendance  days.  Itinerant  and

satellite  employees  shall  follow  the Schramm  Educational  Center  calendar  or the district  where  contracted  or housed.  A

specific  calendar  is determined  by the Program  Coordinator. All employees  are to be punctual, arriving  and leaving  work

at the proper  designated  time.  These  times  are dependent  on the assigned  work  site. The  certified  employee  work  day

shall  not exceed  7.5 hours  per day, inclusive  of a minimum  30 minute  duty-free  lunch.  The noncertified  employees  work

day  shall  not exceed  7 hours  per  day, inclusive  of a minimum  30 minutes  duty-free  lunch  except  working  times  during  a

work  week  may  be flexed  with administrative  approval  for reasons  such as attending  IEP meetings  outside  of normal

working  hours.  Administrative  Office  and  Schramm  Educational  Center  Office  follow  established  schedules.  All employees

working  in excess  of six (6) hours  per day  shall  be entitled  to two (2) ten minute  breaks  during  the work  day.  Part-time

employees  working  three  (3) to six (6) hours  will receive  one ten minute  break.  For staff  at the Schramm  Educational

Center  one may leave  the last day of the work  week  after  the last student  is officially  dismissed.  All employees  are

required  to document  time  & effort  working  in federal  programs  with  students  with  disabilities.

Substitutes

It must be recognized  that provision  of substitutes  for special  education  classes  and programs  is dependent  on your

assignment  and  immediate  supervisor.

Substitutes  are secured  by TMCSEA  through  a representative  of Schramm  Educational  Center.

All staff  who  require  substitutes  have  the  following  responsibilities  that  apply  to their  position:

1.  Lesson  plans  clearly  marked  and  available

2. Schedule  of  day's  activities  and  duties

3. Substitute  folders  that  contain  information  necessary  to meet  needs  of students,  as outlined  by your  aimmediate

supervisor.

Buildinq  Security

The building  has an integrated  security  system  comprised  of access  control,  alarm,  CCTV  and intercom  systems.  The

access  control  system  allows  for keyless  entry  into the main  East  and South  entrances  to the building.  All staff  will  have

the responsibility  of maintaining  an individualized  valid  key  card. The  building  alarm  system  is configured  to notify  staff  of

unauthorized  entry  and  exit,  including  classrooms

Technoloav

Proper  use of telephones,  voicemail  and  email  systems  are essential  to effective  school  operation.  These  tools  are for

school  business  purposes.  Personal  use should  be limited  in frequency  and length.  Telephones,  voicemail  and email

systems  are school  equipment  and privacy  cannot  be guaranteed.  Inappropriate  use of technology  may lead to

disciplinary  action.

TMCSEA  Administrative  office  and program  coordinators  utilize  e-mail  for  the purposes  of communication  and  notification.

It is an expectation  of each  employee  to check  their  email  & voicemail  on a daily  basis.

Staff  may use cell phones  be4ore and after  school  and during  breaks  as long as they  do not create  a distraction  or

disruption  during  student  instructional  time or work  hours.  All employees  must  sign the Personal  Technology  & Social

Media;  Usage  & Conduct  policy  annually.

For  further  information  please  see Policy  5:125  Personal  Technology  & Social  Media;  LJsage & Conduct  in the Appendix.

Identity  Protection/Fraud  Awareness

The  collection,  storage,  use & disclosure  of social  security  numbers  by the Cooperative  shall  be consistent  with  State  and

federal  laws.  The Cooperative will use best efforts to comply  with  this policy.  For  further  information  refer  to Policy  415

Identity  Protection  in the  Appendix.



If any employee  suspects  fraud, they should  report  it immediately  to their  Program  Coordinator  or Director.  Reports  may

be submitted anonymously via e-mail to tmcsea@tmcsea.org. Retaliation against employees for bringing bona fide reports
or providing  information  about  suspected  fraud  is prohibited.

Druq  & Alcohol  Free  Workplace

All Cooperative  workplaces  are drug & alcohol-free  workplaces.  All employees  are prohibited  from engaging  in any of the

following  activities:

1.  Unlawful  manufacture,  dispensing,  distribution,  possession  or use of illegal  or controlled  substitutes.

2. Distribution,  consumption,  use, position  or being under  the influence  of an alcoholic  beverage.

3. Possession  or use of medical  cannabis.

The prohibition  on the use of tobacco  products  applies  for both:

1.  When  an employee  is on school  property

2. While  an employee  is performing  work  for  the Cooperative  at a school  event  regardless  of the event's  location.

Please  Policy  5:50 Drug  -  & Alcohol-Free  Workplace;  Tobacco  Prohibition  in Appendix.

Harassment

The Cooperative  expects  the workplace  environment  to be production,  respectful  & free of unlawful  harassment.  The

Cooperative  shall provide  a workplace  environment  free of unwelcome  sexual  advance,  requests  for  sexual  favors  & other

verbal  or physical  conduct  or communications  constituting  harassment  on the basis  of  sex. Sexual  harassment  prohibited

in this policy includes  verbal  or physical  conduct.  For further  information  refer  to Policy  5:20 Workplace  Harassment

Prohibited  in Appendix  A.

No person, including  a Cooperative  employee  or agent, or student,  shall harass,intimidate,  or bully a student.  The

Cooperative  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.  Sexual  harassment  of students  is prohibited.  For

further  information  refer  to Policy  7:20 Harassment  of Students  Prohibited  in Appendix  A.



Student  Services

According  to the  initial  Public  Law  94-142,  and  now  reauthorized  IDEA

Disabilities  Education  Act), all disabled  students  from age three  (3) through  age twenty-one

(21 ) are eligible  to be provided  a free  and appropriate  public  education.

Because  each child has an individual  set of needs,  TMCSEA  has a vast  array  of programs

and services.  Our goal is to meet  the needs  of every  special  education  student.  TMCSEA

has an experienced  staff  of social  workers,  psychologists,  physical  therapists,  occupational

therapists,  speech/language  therapists,  health  service  personnel,  teachers  and

paraprofessionals  to achieve  that  goal.

AdapUve  Physical  Education  Consultation  Set'v/ces  a Assistive  Technology  o Audiological  Evaluations

Aut/sm  Assistance  Services  * CPI  Training  * Educational/Behavioral  Strategies  ii Hearing  Itinerant  Seiv/ces  ii LOW

Incidence  Diagnostic  SeMces  * Medical  Rev/ew  * Schramm  Educational  Center  P/acernenf  * Nurs/ng  Consultation

Services  s Occupational  & Physical  Therapy  Services  * Speech/Language  Technical  Assistance  * Psychologicaf

Services  a Social  Work  Services  * Transition  Services/STEP  * Vision  Itinerant  Services



Community  Baied  Instruction

Community  based  instruction  (CBI)  is a planned  educational  experience  that  directly  relates  to a students  Individual

Educational  Plan. The  purpose  of  the CBI  is to allow  for  training  in the community  or naturally  occurring  environment  in a

variety of  functional skills  including  communication,  academics,  appropriate  behavior,  sensory  awareness,  independent

Functioning,  and  social  skills.

There  must  be a certified person  accompanying  the students  into the community.  It is also  necessary  to provide

supervision  to the students  remaining  in the classroom;  therefore,  paraprofessionals  may  remain  in the class  with  the

students  as long as there  is a certified  staff  member  available  should  an emergency  arise.  When  possible,  schedule  CBI

at a time  when  there  will  be a certified  staff  in the class.  It is the teacher's  responsibility  to assure  that  the

paraprofessional  is provided  adequate  direction  to meet  the needs  of the remaining  students.

The  CBI Transportation  Request  form  must  be completed  in its entirety  and  submitted  to ttie  coordinator  by the third

Wednesday  of each  month.  The  coordinator  will  then  approve  the trip,  secure  transportation,  and return  the  approved

form  to the teacher.  Parents  should  sign  a genera)  permission  slip  for  their  child  to participate  in CBI's  at the beginning  of

the school  year.

In addition,  teachers  should  notify  the parents  a few  days  prior  to the CBI that  the child  will  be going  into  the community.

A general  practice  for  the number  of times  a student  participates  in CBI's  is as follows:

Early  Childhood

Primary

Intermediate  .

Jr. High/High  School

Secondary  (18 y/o +)

Once  a month

Once  a month

Once  a month

Twice  a month

Once  per  week

It is sometimes  necessary  to ask  parents  to send  money  to cover  the cost  of a particular  purchase  when  going  on a CBI.

This  should  not become  burdensome  to the family  nor  should  it ever  be a reason  to exclude  a child  from  participation  in

CBI's.  Should  this become  a problem,  your  coordinator  should  be contacted.

Reportinq  Student  Proqress

TMCSEA  staff  are required  to monitor  student  progress  as specified  in their  IEP. A quarterly  progress  report  and/or

regular  report  card  will  be used  where  applicable.  TMCSEA  staff  are also  required  to fulfill  State  Assessment

requirements.  In addition,  staff  are encouraged  to use  other  progress  measures;  i.e., work  portfolio  folder,  anecdotal

records,  behavior  charts  and student  performance  data  collections.

Consultation/Evaluation  Services

All personnel  have  available  consultative/evaluation  services  to address  teacher  and/or  student  needs.  Services  can be

requested  by completing  the  TMCSEA  Request  for Setvice  Form,  available  on the  website.

Available  services  include  the following:

Adaptive  Physical  Education  Consultation

Audiological  Evaluation

Autism  Assistance  Services/ADOS

Crisis  Prevention  Institute  (CPI)

Educational/Behavioral

Functional  Curriculum

Hearing  Itinerant  Services

Individual  Education  Plans

Low  Incidence  Diagnostic  Services

Medical  Review

Occupational  & Physical  Therapy  Services

Psychological  Services

Response  to Intervention

Social  Work  Services

Special  Education  Rules  and Regulations

Speech/Language  Technical  Assistance

Transition

Vision  Itinerant  Services



TMCSEA
PERSONNEL

FORMS

r-"----  "'- "=" '
Application  for Personal/Vacation  Leave
FMLA Application/Certifaication/Response

Mileage  Form
Record  of Absence

j Request  to Attend  Professiona!  Development  Activity
RequisitionForm  ':

Time  Sheet
Transportation  Request  Form-CBI

 Tuition  Reimbursement  Request

All  forms  are  availatxle  in  the
Administrative  Office  or  on our  website  at:

www.tmcsea.org
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Tazewell-Mason  Counties  Special  Education  Association 2: 105

Policy  Board/Executive  Committee

Ethics  and  Gift  Ban

Prohibited  Political  jlcfivity

Thc  Following  precepts  govern  )'iolitical  activities  being  conducted  by  Cooperative  employees,  Policy

Board  01- Executive  Committee  n'iembers:

1. No  employee  sliall  ii'itentjonally  perfoi"i'ri  any  political  activity  dui'ing  ai'iy compensated  iiine,

as those  tern'is  are  defined  l'ierein.

2.  No  Board  or  Executive  Commitee  mcmhcr  or  employee  sliall  intei'itionally  use  any

Cooperative  property  or  resources  in conncction  with  any  political  activi(y.

3.  At  i'io time  sl'iall  any Board  or Executive  Committee  n'iember  or employee  intentionally

require  any otlier  Board  or Executive  Coxnmitl:ee  membei-  or employee  to perform  any

poliucal  activity:  (a) as part  or  that  Board  or Executive  Comn'iittee  n'iember's  or employee's

duties,  (b) as a condition  of  employment,  or (c) during  any  compensated  time  off,  sucl'i  as,

liolidays,  vacation,  or personal  tin'ie  off.

4.  No Board  or Exccuiive  Cotnrnittee  n'ien'iber  or einplciycc  sliall  be required  at any time  to

particiliate  in any political  activity  in considcratioi'i  [or  tliat Board or Executive  Committec
member  or employee  being awarded additional  coml+ensatioxi  or any benefit, whether  iri the
forn'i  ol' ;i  salary  adjustment,  bonus,  compensatory  tiine  off,  continued  employment  or

otherwise;  nor  shall  any  Board  oi' Executive  Con'imittee  member  or employee  be awarded

additional  compensation  or any bcnefit  in coiisideration  foi- l'iis or her  paiticipatioi'i  in any

political  actiyity

A Board  or Executive  Con'irniCtee  member  or cmployee  may  engage  in any activity  that:  (].) is

otl'ierwise  appropriate  as part  of  his  or  her  official  duties,  or  (2)  is undertakei'i  by t)'ie individual  on a

vo]untary  basis  t)iat  is not  prohibited  by this  poTicy.

Limitations  on  Receiving  Gifts

Except  as permitted  by tliis  policy,  no Board  or  Exccutive  Con'unittee  member  or employee,  and no

spouse  ol' or immediate  family  member  living  with  a Board  or Executive  Committee  member  or

cmployee  s}iall inicntionally  solicit  or accept any gift  fron'i  ;.uxy prohibited  source, as l'iosc erms are
defincd  lierein,  or tl"iat is otherwise  prohibited  by law  or  policy.  No prohibited  source  sihall

intentionally  offer  or  make  a gift  that  violates  tliis  policy.

The  following  are exceptions  to the  ban  on accepting  gilts  from  a prohibited  source:

1.  Opportunitics,  benefits,  and services  tt'iat are ayailable  on thc same  conditions  as for  tl'ie

general  public.

2.  Anytl'iing  for  whicli  tl'ie Board  or Executive  Committee  member  or employee,  or liis  or her

spouse  or  in'ii.nediate  fan'ffly  men"iber,  pays  the  fair  i'i'iarket  value.

3. Any:  (a) contribution  tl'iat is lawfully  made  under  the Elecion  Code,  or (b) activities

associated  with  a fundraising  event  in support  of a political  organization  or candidate.

4.  Educationa]  materials  and  missions.

5.  Travel  expcnses  for  a mceting  to discuss  business.
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6. A gift  from  a relative,  n'ieaning  tliose  people  related  to rhc  individual  as father,  n'iother,  sori,

daughter, brother,  sistcr,  uncle,  aunt,  grcat  aunt,  great  uncle,  first  cousin,  nephew,  niece,

husband, wife, grandfather,  grandmothei:,  grandson,  granddaugl'iter,  father-in-law,  motlier-in-

law, son-in-law, daughter-in-law, brother-in-law, sister-in-law, stepfather, stel:imothcr,
stepson,  stepdaugliter,  stepbrother,  stepsister,  half  brother,  lialf  sister,  and including  the

father, mother, grandfather,  or grandmother  of the individual's  spouse  and die individual's
fianc6  or fianc6e.

7. Anyhing  provided  by an individual  on tlie  basis  of  a )'+ersonal  friendsliip  unless  the recipient

lias reason o believe tlia5  under tbe circumstances,  tbe gift  was provided  because  of  tl'ie

official  position  or employment  of  the recipient  or his or hcr  spouse  or iinmediate  family

member  and  not  because  of  the  personal  fWendship.  In deern'ffning  whetlier  a gift  is provided

on the  basis  of  personal  friendsliip,  hc  recipient  sl'i;ill  consider  tlie  circumstances  under  whicli

the gift  WaS offered, such aS: (a) the hlStOl7 0f the relationship  between the lndividual  ,FlVln5"
thc  gift  and the recipient  of  tbc  girt, includii'ig  any  previous  excliange  of  gifts  between  i}xose

individuals;  (b) whether  to tlie  actual  knowledge  of  the  recipient  tlie  individual  uiho  gave  the

gift  personally  paid  for  the  gift  or  sought  a tax  deduction  or  business  r'ein'ibursemertt  for  tt'ie

gift;  and (c) wl'ietl'icr  to tlie  actual  ]cnowlcdgc  of  the  reci):iient  the  individual  wl'io  gave  tl'ie gi!-i

also at thc same time gave  the same  or similar  gifts  to otlier  Board  or  Executive  Committee

members  or  amp]oyees,  or  their  spouscs  or  in'imediate  family  meinbers.

8. Food  or refreshments  not exceeding  $75 per  pcrsoxi  in value  on a single  calendar  day;

provided  that  the  food  or  refrcsliments  hire:  (a) consuxned  on tlie  prennses  from  wlucl'i  tliey

were purchased or prepared;  or (b) catered.  Catered  means  food  or refresliments  thiit  are

purchascd  ready  to consume,  which  are delivered  by  any  means.

9. Food, refreshrnems, lodging,  transportation,  and other  benefits  rcsulting  fron'i  omside

i:iusiness or  employment  activitics  (or  outside  activitics  tl'iat  arc not  coimected  to the official

dut.ies  of  a Board  or Executivc  Comn'iitlce  member  or employee),  if  tlic  benefits  liavc  noc

been offcred or cnhanced becacise of the official  position or cn'ililoyment  of the Board or
Executive  Committee  member  or employee,  and  are customarily  provided  to otlici-s  in similar

circumstarices.

10. tlltra-governmental  and mter-governmcntal  glftS. Ii'itra-governmental  gltt tneans all'/ b"lft
given  to a Board  or Executivc  Comn'iittee  member  or em(:iloyee  fron'i  anotber  Board  or

Executive  Cominittee  member or employee,  and  inter-governmental  gift  means  any  gift  given

o a Board  or Executive  Comrnittce  mcn'ibei-  or employee  from  an officer  or employee  of

anotlier  govcrnmental  cntity.

11. Bequests,  inheritances,  and  othcr  transfers  at death.

12. Any  item  or items  from  any one prol'iibited  source  during  any calendar  year  l'iaving  a

cun'iulativc  total  value  of  less than  $100.

Each  of  Lhc listcd  exceptions  is mutually  exclusive  and  independent.  of  every  other.

A Board  or Executive  Cornrnittee  n'iember  or employee,  liis  or  lier  spouse  or ai'i iminediate  family

rnen'iber  living  with  Clie Board  or  Executive  Cominittee  member  or en'iployee,  does  not  violate  tliis

policy if  the recipient  promlitly  takes reasonable action i:o return a gift  from a prol'iibited source to its
source  or  gives  the  gift  or  axi amount  equal  co its valuc  to an appropriate  cliarity  tliat  is exempt  from

income  taxation  under  Section  501(c)(3)  of  thc  l'nternal  Revcnue  Code.
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Enfoi-cci'iicm

The  Board  Cl'xairpcrson  and Direcor  shall  seek guidance  from  LIIC Board  attorney  concerning

compliance  with  and enforcement  of  this  policy  and State  ed'iics  laws.  The  Board  may,  as neC.l:'SSal'y

or  prudent,  appoint  an Ethics  Advisor  for  this  task.

Wiitten  complaints  alleging  a violation  of  this policy  shaH be filed  wit)i  thc Director  or Board

Chai.rperson.  If  attempts  to correct  any  xnisunderstanding  or problem  do not  resolve  tlic  matter,  the

Director  or  Board  Chairperson  sl'iall,  aftcr  consulting  witli  tl'ie  Board  attorney,  either  place  the  alleged

violation  on a Board  meeting  agenda  for  tlie  Board's  disposition  or refcr  tlie  complainant  to 'Board

policy 2:260, Un.ifoi-in  Grievance Procedure. A Board or Executive Cominittee member wl'io is
related, either by blood or by marriage, LIP to the degree of first cousin, to the person who is tlie
subject  of  the complaint,  shall  not  participate  in  any  decision-making  capaciy  for  tlie  Board.  ff  the

Board  finds  it more  likely  tlian  not  that  tlic  aliegations  in a con'iplaint  are tnie.  it s)'ial) notify  the

State's  Attorney  and/or  consider  disciplinary  action  for  the  employec.

Definitions

Unless  otherwise  stated,  all tern'is  cised in tliis  policy  have  tlic  definitions  given  ii'i the  State  Officials

;'ind Einployees  Etliics  Act,  5 ILCS  430/1-5.

Political  activity  n"ieans:

1.  Preparing  for,  organizing,  or participatixig  in any political  ineeting,  political  rally,  political

dcinonsti-ation,  or  oLlier  political  event.

2.  Soliciting  contributions,  including  turt  not  lii'nited  to t)'ic purchase  of,  selling,  distributii'ig,  or

recciving  payment  for  tickets  for  any  political  fundraiser,  political  tneeting,  or  otl'ier  political

e.vei'it.

3. Soliciting,  planning  tl'ie solicitation  of, or preparing  any document  or repoit  reg;irding

anything  of  value  intended  as a campaign  contribution.

4.  Plannii'ig,  conducting,  or  participating  in a public  opinion  poll  in  connection  with  a campaign

for  elective  office  or on belialf  of  a political  organization  for  political  purposes  or ['or or

against  any  referendum  question.

5.  Surveying  or  gathering  information  from  potential  or  actual  voters  in an election  to detcrmine

probab1e  vote  outcome  in connection  witli  a campaigi'i  for  elective  office  or on behaIf  of  a

political  organization  for  political  purposes  or  for  or  against  any  rcfercndun'i  question.

6.  Assisting  at the polls  on Election  Day  on  behalf  o € any  political  organization  or candidate  for

elective  office  or  for  or against  any  referendum  question.

7.  Soliciting  voes  on behalf  of  a cai'ididate  for  elective  office  or  a political  organization  or for  or

against  any  rcfcrendun'i  question  oi- helping  'ui an effort  to gct  voters  to the  polls.

8. Initiating  for  circulation,  preparing,  circulating,  reviewing,  or filing  any  petition  on behalf  of
a candidate  for  elective  office  or  for  or  against  any  referendum  question.

9.  Malcing  contributions  on behalf  of  any candidatc  for  elective  office  iri that  capacity  or in

connection  with  a campaign  for  elective  office.

10. Prel:iaring or reviewing responses to cat'ididate questionnaires.

11.  Distributing,  preparing  for  distribution,  or n'iailing campaign literature, campaign signs, or
otl'ier  campaign  material  on behalf of any  candidatc ror clectivc office or for or against any
referendum  question.
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[2.  Campaigning  for  any  clcctive  office  or  for  or  against  any  i-cfercndun'i  qucstion.

13.  Managing  or working  on a campaign  for  elective  officc  or for  or against  any referendum

question.

14. Serving as a delegcue, alt.ernatc, or proxy to a liolit.ical  pa.i'ty  convention.

15.  Participatii'ig  in any  recount  or  challenge  to the  outcome  of  aiiy  clection.

Witl'i  respcct  to an employee  wliose  l'iours  arc not  fixed,  coinp<=nsated  tir'ize includes  any  period  ol" time

whcn  the  employce  is on premiscs  under  thc  contro)  of  tlic  Cooperative  and  any  otlicr  time  when  he

employee  is executing  his  or l'ier official  duties,  regardless  of  location.

Prohibitedsource  means  any  person  or cntity  who:

].. Is sacking  official  action  by:  (a) a Board  or Executive  Comn'iittee  n'iember,  or (b) an

cmployee,  or by tl'ic Board  or Executive  Coi'i'iiriittee  mcinber  or anoilier  ein(iloyee  directing

tl'iat  employee;

2.  Does  business  or  seeks  to do  business  witJi:  (a) a Board  or  Executive  Com.mittee  member,  or

(b) an employee,  or with  the Board  or Executive  Con'imittee  member  or another  employee

directing  tliat  employee;

3.  Conducts  aciviiies  regulated  by:  (a) a Board  or Executive  Committee  men'iber,  or  (l:i) an

cmployee  or by tlie  Board  or Executivc  Commitec  incmber  or anothcr  einployee  directiiig

tbm  employee;

4.  Has  an interest  that  may  be substantially  affected  by thc  per[orrnancc  or  non-performance  of

ilie  official  duties  of  the Board  or  F.xccutive  Committee  inember  or  employee:

5.  Is rcgistercd  or required  Lo bc regislcred  witl'i  the Secretary  of  State  undcr  tlie Lobliyist

Regis(ration  Act,  except  tliat  an entity  does  not  become  ;i prohibited  source  merely  because  a

rcgistcred  lobbyist  is onc  of  its members  or  serves  on its board  of  directors;  or

6. Is an agcnt  of,  a spouse  of,  or  an in'imcdiate  fai'i'iily  inei'i'iber  living  with  a proliibited  source.

Gift means any gratuity, discount, entertainmeni  hospitality,  loan, forbearance, or otlier tangiLyle or
imangible  iten'i  l'iaving  monetary  value  including  but  not liinited  CO, cash,  food  and drink,  and

honoraria  for  speaking  engagements  related  to or attributable  to government  employment  or Clie

official  position  of  a Board  or  Executive  Comn'iittee  n'iember  or  employee.

LEGAL  REF.: 5 '[T,CS  430/,  S(ate  OFficials  and Employees  Ethics  Act.

10 [,CS  5/9-25.  1., Election  '[ntcrference  Proliibition  Act.

CROSS  REF.: 5: 1.20 (Employec  Ethics;  Conduct;  and  Conflict  of  Intercst)

EXECUTIVECOMMn'TEEAPPROVAL:  Augustl2,2015

POLICY  BOARD  Al)l)ROVAI,:  September  3, 2015
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POLICY  BOARD/EXECUTIVE  COMMITTEE

2:260  Uniform  Grievance  Procedure

A student,  parent/guardian,  employee,  or community  member  should  notify  any  Cooperative  Complaint  Manager  if he or

she  believes  that  the Policy  Board,  Executive  Committee,  Cooperative  employees,  or its agents  have  violated  his or her

rights  guaranteed  by the  State  or  federal  Constitution,  State  or  federal  statute,  or policy,  or  have  a complaint  regarding

any  one  of  the  following:

Title  II of the  Americans  with  Disabilities  Act

Title  IX of  the  Education  Amendments  of 1972

Section  504  of  the  Rehabilitation  Act  of "I 973

Individuals  With  Disabilities  Education  Improvement  Act  of  2004,  20 u.s.c.  § 1400  et seq.

Title Vl of the Civil Rights Act, 42 u.s.c.  §2000d et sH.

Equal Employment Opportunities Act (Title Vll of the Civil Rights Act), 42 u.s.c.  §2000e et s53.
Sexual  harassment  (State  Officials  and  Employee  Ethics  Act,  lllinois  Human  Rights  Act,  Title  Vll  of the  Civil

Rights  Act  of 1964,  and  Title  IX of  the  Education  Amendments  of 1972)

8. Breastfeeding  accommodations  for  students,  105  ILCS  5/10-20.60

9. Bullying,  105  ILCS  5/27-23.7

10. Misuse  of  funds  received  for  services  to improve  educational  opportunities  for  educationally  disadvantaged  or

deprived  children

11. Curriculum,  instructional  materials,  and/or  programs

12. Victims'  Economic  Security  and  Safety  Act,  820  I LCS  180

13. Illinois  Equal  Pay  Act  of  2003,  820  ILCS  112

M. Provision  of services  to homeless  students

4 5. Illinois  Whistleblower  Act,  740  ILCS  1 74/.

16. Misuse  of  genetic  information  (lllinois  Genetic  Information  Privacy  Act  (GIPA),  4101LCS  513/  and  Titles  I and  II of

the  Genetic  Information  Nondiscrimination  Act  (GINA),  42 u.s.c.  §2000ffet.)

17. Employee  Credit  Privacy  Act,  820  I LCS  70/.

The  Complaint  Manager  will  first  attempt  to resolve  complaints  without  resorting  to this  grievance  procedure.  If a formal

complaint  is filed  under  this  policy,  the  Complaint  Manager  will  address  the  complaint  promptly  and  equitably.  A student

and/or  parent/guardian  filing  a complaint  under  this  policy  may  forego  any  informal  suggestions  and/or  attempts  to resolve

it and  may  proceed  directly  to this  grievance  procedure.  The  Complaint  Manager  will  not  require  a student  or

parenUguardian  complaining  of  any  form  of  harassment  to attempt  to resolve  allegations  directly  with  the  accused  (or  the

accused's  parents/guardians);  this  includes  mediation.

Riqht  to Pursue  Other  Remedies  Not  Impaired

The  right  of a person  to prompt  and  equitable  resolution  of  a complaint  filed  under  this  policy  shall  not  be impaired  by the

person's  pursuit  of  other  remedies,  e.g.,  criminal  complaints,  civil  actions,  etc. Use  of  this  grievance  procedure  is not  a

prerequisite  to the  pursuit  of  other  remedies  and  use  of  this  grievance  procedure  does  not  extend  any  filing  deadline

related  to the  pursuit  of  other  remedies.  If a person  is pursuing  another  remedy  subject  to a complaint  under  this  policy,

the  Cooperative  will  continue  with  a simultaneous  investigation  under  this  policy.

Deadlines

All deadlines  under  this  policy  may  be extended  by the  Complaint  Manager  as he or  she  deems  appropriate.  As used  in

this  policy,  school  business  days  means  days  on which  the  Cooperative  main  office  is open.

Filinq  a Complaint

A person  (hereinafter  Complainant)  who  wishes  to avail  him or herself  of this  grievance  procedure  may  do so by filing  a

complaint  with  any  Cooperative  Complaint  Manager.  The  Complainant  shall  not  be required  to file  a complaint  with  a

particular  Complaint  Manager  and  may  request  a Complaint  Manager  of  the  same  gender.  The  Complaint  Manager  may

request  the  Complainant  to provide  a written  statement  regarding  the  nature  of  the  complaint  or require  a meeting  with  a

student's  parent(s)/guardian(s).  The  Complaint  Manager  shall  assist  the  Complainant  as needed.



For  any complaint  alleging  bullying  and/or  cyberbullying  of students,  the Complaint  Manager  shall  process  and review  the
complaint  according  to Board  policy  7:180,  Prevention  of  and  Response  to Bullying,  Intimidation,  and  Harassment,  in
addition  to any  response  required  by this  policy.  For any  complaint  alleging  sexual  harassment  or other  violation  of Board
policy  5:20, Workplace  Harassment  Prohibited,  the Complaint  Manager  shall  process  and review  the complaint  according
to that  policy,  in addition  to any response  required  by this  policy  2:260,  Uniform  Grievance  Procedure.

Investiqation

The  Complaint  Manager  will investigate  the complaint  or appoint  a qualified  person  to undertake  the investigation  on his
or her behalf.  The  Complaint  Manager  shall  ensure  both parties  have  an equal  opportunity  to present  evidence  during  an
investigation.  If the Complainant  is a student  under  I 8 years  of age, the Complaint  Manager  will  notify  his or her
parent(s)/guardian(s)  that  they  may  attend  any investigatory  meetings  in which  their  child  is involved.  The  complaint  and
identity  of the Complainant  will  not  be disclosed  except:  (1) as required  by law or this  policy,  (2) as necessary  to fully
investigate  the complaint,  or (3) as authorized  by the Complainant.

The  identity  of any  student  witnesses  will not  be disclosed  except:  (1 ) as required  by law or any  collective  bargaining
agreement,  (2) as necessary  to fully  investigate  the complaint,  or (3) as authorized  by the parent/guardian  of the student

witness,  or by the student  if the student  is 18 years  of age or older.

The  Complaint  Manager  will inform,  at regular  intervals,  the person(s)  filing  a complaint  under  this  policy  about  the status
of the investigation.  Within  30 school  business  days  of the date  the complaint  was  filed,  the Complaint  Manager  shall  file a

written  report  of his or her  findings  with  the Director.  The  Complaint  Manager  may  request  an extension  of time.

The  Director  will keep  the Executive  Committee  informed  of all complaints.

If a complaint  contains  allegations  involving  the Director,  the written  report  shall  be filed  directly  with  the Executive
Committee,  which  will make  a decision  in accordance  with  paragraph  four  of the following  section  of  this policy.

Decision  and Appeal

Within  five school  business  days  affer  receiving  the Complaint  Manager's  report,  the Director  shall  mail his or her  written
decision  to the Complainant  and the accused  by first  class  u.s. mail as well  as to the Complaint  Manager.  All decisions
shall  be based  upon  the preponderance  of  evidence  standard.

Within  10 school  business  days  affer  receiving  the Director's  decision,  the Complainant  or the accused  may  appeal  the
decision  to the Executive  Committee  by making  a written  request  to the Complaint  Manager.  The  Complaint  Manager

shall  promptly  forward  all materials  relative  to the complaint  and appeal  to the Executive  Committee.

Within  30 school  business  days,  the Committee  shall  affirm,  reverse,  or amend  the Director's  decision  or direct  the
Director  to gather  additional  information.  Within  five  school  business  days  of the Committee's  decision,  the Director  shall
inform  the Complainant  and the accused  of the Executive  Committee's  action.

For  complaints  containing  allegations  involving  the Director,  within  30 school  business  days  after  receiving  the Complaint
Manager's  report,  the Executive  Committee  shall  mail  its written  decision  to the Complainant  and the accused  by first

class  u.s. mail  as well  as to the Complaint  Manager.

This  policy  shall  not be construed  to create  an independent  right  to a hearing  before  the Director  or Executive  Committee.
The  failure  to strictly  follow  the timelines  in this grievance  procedure  shall  not prejudice  any party.

Appointinq  a Nondiscrimination  Coordinator  and Complaint  Manaqers

The  Director  shall  appoint  a Nondiscrimination  Coordinator  to manage  the Cooperative's  efforts  to provide  equal
opportunity  employment  and educational  opportunities  and prohibit  the harassment  of employees,  students,  and others.
The  Nondiscrimination  Coordinator  also  serves  as the Cooperative's  Title  IX Coordinator.

The  Director  shall  appoint  at least  one  Complaint  Manager  to administer  the complaint  process  in this  policy.  If possible,
the Director  will appoint  two Complaint  Managers,  one  of each  gender.  The  Cooperative's  Nondiscrimination  Coordinator
may  be appointed  as one  of the Complaint  Managers.



The  Director  shall  insert  into  this  policy  and  keep  current  the names,  addresses,  and  telephone  numbers  of  the

Nondiscrimination  Coordinator  and  the  Complaint  Managers.

Nondiscrimination  Coordinator:

Kristina  Lazarz

300  Cedar  st., Pekin,  IL 61554

klazarz@tmcsea.org
309-347-5164

Complaint  Managers:

Kari  Behrends

300  Cedar  st.,  Pekin,  IL 61554

kbehrends@tmcsea.org
309-347-5164

Amber  Ealey

300  Cedar  st., Pekin,  I L 61554

aealey@tmcsea.org
309-347-5164

LEGAL  REF.:

Age Discrimination in Employment Act, 29 u.s.c.  §621 et sH.

Americans  With  Disabilities  Act,  42 u.s.c.  §12101  et seq.

Equal  Employment  Opportunities  Act  (Title  Vll  of  the  Civil  Rights  Act),  42 u.s.c.  §2000e  et seq.

Equal  Pay  Act,  29 u.s.c.  §206(.d).

Genetic  Information  Nondiscrimination  Act,  42 u.s.c.  §2000ff  et seq.

Immigration  Reform  and  Control  Act,  8 u.s.c.  §1324a  et seq.

McKinney-Vento  Homeless  Assistance  Act,  42 u.s.c.  §11431  et seq.

Rehabilitation  Act  of 1973,  29 u.s.c.  §791  et seq.

Title  Vl of the  Civil  Rights  Act,  42 u.s.c.  §2000d  et seq.

Title  IX of the  Education  Amendments,  20 u.s.c.  §1681  et seq.

State  Officials  and  Employees  Ethics  Act,  5 ILCS  430/70-5(a).

105 ILCS 5/2-3.8, 5/3-10, 5/10-20.7a, 5/10-20.60, 5/10-22.5, 5/22-19, 5124-4, 5/27-1 5/27-23.7, and 45/1-15.

lllinois  Genetic  Information  Privacy  Act,  4101LCS  513/.

lllinois  Whistleblower  Act,  740  ILCS  1 74/.

lllinois  Human  Rights  Act,  775  ILCS  5/.

Victims'  Economic  Security  and  Safety  Act,  820  ILCS  I 80/, 56 lll.Admin.Code  Part  280.

Equal  Pay  Act  of  2003,  820  ILCS  Il  2/.

Employee  Credit  Privacy  Act,  820  ILCS  70/.

23 lll.Admin.Code  §§1.240  and  200.40.



CROSS  REF.: 2:105  (Ethics  and Gift  Ban),  5:10  (Equal  Employment  Opportunity  and Minority  Recruitment),  5:20
(Workplace  Harassment  Prohibited),  5:30  (Hiring  Process  and Criteria),  6:120  (Education  of Children  with Disabilities),
6 :140  (Education  of Homeless  Children),  6:260  (Complaints  About  Curriculum,  Instructional  Materials,  and Programs),
7 :10 (Equal  Educational  Opportunities),  7:15  (Student  and Family  Privacy  Rights),  7:20  (Harassment  of Students
Prohibited),  7:180  (Prevention  of and Response  to Bullying,  Intimidation,  and Harassment),  7:310  (Restrictions  on

Publications;  Elementary  Schools),  7:315  (Restrictions  on Publications;  High Schools),  8:70  (Accommodating  Individuals
with  Disabilities),  8:95  (Parental  Involvement),  8:110  (Public  Suggestions  and Concerns)

EXECUTIVE  COMMITTEE  APPROVAL:  April  11, 2018

POLICY  BOARD  APPROV  AL: August  10, 2016

Tazewell-Mason  Counties  Special  Ed Association



OPERATIONAL  SERVICES

4:l51dentity  Protection

The  collection,  storage,  use, and disclosure  of  social  security  numbers  by  the Cooperative  shall  be consistent  with  State  and

federal  laws.  The goals  for  managing  the Cooperative's  collection,  storage,  use,  and  disclosure  of  social  security  numbers  are
to:

1. LimitallactivitiesinvolvingsocialsecuritynumberstothosecircumstancesthatareauthorizedbyStateorfederallaw.

2. ProtecteachsocialsecuritynumbercollectedormaintainedbytheCooperativefromunauthorizeddisclosure.

The  Director  is responsible  for  ensuring  that  the Cooperative  complies  with  the klentity  Protection  Act,  5 ILCS  1 79/.  Compliance

measures  shall  include  each  ofthe  following:

1. All  employees  having  access  to social  security  numbers  in the course  of  performing  their  duties  shall  be trained  to protect

the confidentiality  of  social  security  numbers.  Training  should  include  instructions  on the proper  handling  ofinformation

containing  social  security  numbers  from  the time  of  collection  through  the destruction  of  the information.

2. Onlyemployeeswhoarerequiredtouseorhandleinformationordocumentsthatcontainsocialsecuritynumbersshall

have  access  to s:uch information  or  documents.

3. Socialsecuritynumbersrequestedfromanindividualshallbeprovidedinamannerthatmakesthesocialsecuritynumber

easily  redacted  if the record  is required  to be released  as part  of  a public  records  request.

4. Whencollectingasocialsecuritynumberoruponrequestbyanindividual,astatementofthepurpose(s)forwhichthe

Cooperative  is collecting  and  using  the social  security  number  shall  be provided.  The  stated  reason  for  collection  of  the

social  security  number  must  be relevant  to the documented  purpose.

5. All  employees  must  be advised  of  this  policy's  emstence  and a copy  of  the policy  must  be made  available  to each

employee.  The policy  must  also  be made  available  to any  member  of  the public,  upon  request.

6. lfthispolicyisamended,employeeswillbeadvisedoftheexistenceoftheamendedpolicyandacopyoftheamended

policywill  be made  available  to each  employee.

No Cooperative  employee  shall  collect,  store,  use, or  disclose  an individual's  social  security  number  unless  specifically

authorized  by  the Director.  This  policy  shall  not  be interpreted  as a guarantee  of  the confidentiality  of  social  security  numbers

and/or  other  personal  information.  The Cooperative  will use best  efforts  to complywith  this  policy,  but  this  policy  should  not  be

construed  to convey  any  rights  to protection  ofinformation  not  otherwise  afforded  by law.

LEGAL  REF.:

5 ILCS 1 79/, klentity  Protection  Act.

50 ILCS  205/3,  Local  Records  Act.

105  ILCS  1 0/, lllinois  School  Student  Records  Act.

CROSS  REF: 2:250  (Access  to Cooperative  Public  Records),  5:150  (Personnel  Records),  7:340  (Student  Records)

EXECLITIVECOMMITTEEAPPROVAL:  Februaryl4,2018

POLICYBOARDAPPROVAL:  August9,2017

Tazewell-Mason  Counties  Special  Ed  Association



OPERATIONAL  SERVICES

4:55  Use  of  Credit  and  Procurement  Cards

The  Director  and employees  designated  by  the Director  are authorized  to use Cooperative  credit  and procurement  cards  to

simplify  the acquisition,  receipt,  and  payment  of  purchases  and  travel  expenses  incurred  on the Cooperative's  behaif.  Credit  and

procurement  cards  shall  only  be used  for  those  expenses  that  are for  the Cooperative's  benefit  and  serve  a valid  and  proper

public  purpose;  they  shall  not  be used  for  personal  purchases.  Cardholders  are responsible  for  exercising  due  care  and

judgment  and  for  acting  in the Cooperative's  best  interests.

The  Director  or  designee  shall  manage  the use  of  Cooperative  credit  and  procurement  cards  by  employees.  It is the Executive

Committee's  responsibility,  through  the audit  and  approval  process,  to determine  whether  Cooperative  credit  and procurement

card  use by  the Director  is appropriate.

In addition  to the other  limitations  contained  in this  and  other  policies,  Cooperative  credit  and  procurement  cards  are  governed

by  the following  restrictions:

1. Creditand/orprocurementcardsmayonlybeusedtopaycertainjob-relatedexpensesortomakepurchasesonbehalfof

the Cooperative  or  any  student  activity  Aind,  or  for  purposes  that  would  otherwise  be addressed  through  a conventional

revolving  fund.

2. The  Director  or  designee  shall  instruct  the issuing  bank  to block  the cards'  use at unapproved  merchants.

3. Each  cardholder,  other  than  the Director,  may  not charge  items  without  prior  authorization  from  the Director.

4. The  Director  or  designee  must  approve  the use of  a Cooperative  credit  or  procurement  card  whenever  such  use is by

telephone,  fax, and the Intemet.  Permission  shall  be withheld  when  the use violates  any  policy,  is from  a vendor  whose

reputation  has not been  verified,  or  would  be more  expensive  than  if another  available  payment  method  were  used.

5. Theconsequencesforunauthorizedpurchasesinclude,butarenotlimitedto,reimbursingtheCooperativeforthe

purchase  amount,  loss  of  cardholding  privileges,  and,  if made  by  an employee,  discipline  up to and  including  discharge.

6. Allcardholdersmustsignastatementaffirmingthattheyarefamiliarwiththispolicy.

7. TheDirectorshallimplementaprocesswherebyallpurchasesusingaCooperativecreditorprocurementcardare

reviewed  and  approved  by  someone  other  than  the cardholder  or  someone  under  the cardholder's  supervision.

8. Cardholders  must  submit  the original,  itemized  receipt  to document  all purchases.

9 , NoindividualmayuseaCooperativecreditorprocurementcardtomakepurchasesinamannercontrarytoStatelaw,

including,  but not limited  to, the bidding  and  other  purchasing  requirements  in 105  ILCS  5/1 0-20.21,  or  any  Board  policy.

10 . TheDirectorordesigneeshallaccountforanyfinancialormaterialrewardorrebateofferedbythecompanyorinstitution

issuing  the Cooperative  credit  or  procurement  card  and shall  ensure  that  it is used  for  the Cooperative's  benefit.

LEGAL  REF.:105  ILCS  5/10-20.21.

23 Ill.Admin.Code  §100.70(d).

CROSS  REF.:4:50  (Payment  Procedures),  4:60  (Purchases  and Contracts),  4:80  (Accounting  and  Audits),  4:90  (Activity

Funds),  5:60  (Expenses)

EXECUTIVE  COMMrTTEE  APPROVAL:August  12,  2015

POLICYBOARD  APPROVAL:September  3, 2015

Tazewell-Mason  Counties  Special  Ed  Association



General  Personnel

5:10  Equal  Employment  Opportunity  and  Minority  Recruitment

The  Cooperative  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,  jH O I LCS 1 30/.

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

Nondiscrimination  Coordinator:

Kristina  Lazarz
Name

300 Cedar  st., Pekin,  IL 61554
Address

klazarz@tmcsea.org
Email

309-347-5164

Telephone

Complaint  Managers:

Kari Behrends
Name

Amber  Ealey
Name

300 Cedar  st., Pekin,  IL61554
Address

300 Cedar  st., Pekin,  IL 61554
Address

kbehrends@tmcsea.org
Email

aealey@tmcsea.org
Email

309-347-5164
Telephone

309-347-5164
Telephone

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



Minority  Recruitment

The  Cooperative  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 Cooperative  to give  preferential
treatment  or special  rights  based  on a protected  status  without  evidence  of past  discrimination.

LEGAL  REF.:

8 u.s.c.  §1 324a et s55.,  Immigration Reform and Control Act.
20 u.s.c.  §1681  et seq.,  Title  IX of the Education  Amendments  of 1972,  implemented  by 34 C.F.R.  Part  106.

29 u.s.c.  §206(d),  Equal  Pay Act.

29 u.s.c.  §621 et seq., Age  Discrimination  in Employment  Act.

29 u.s.c.  §791 et seq., Rehabilitation  Act  of 1973.

38 u.s.c.  §4301  et seq., Uniformed  Services  Employment  and Reemployment  Rights  Act  (1994).

42 u.s.c.  §1981  et seq.,  Civil  Rights  Act  of 1991.

42 u.s.c.  §2000e  et seq.,  Title  Vll of  the Civil  Rights  Act  of 1964,  implemented  by 29 C.F.R.  Part  1601.

42 u.s.c.  §2000ff  et seq.,  Genetic  Information  Nondiscrimination  Act  of 2008.

42 u.s.c.  §2000d  et seq.,  Title  Vl of the Civil  Rights  Act  of 1964.

42 u.s.c.  §2000e(k),  Pregnancy  Discrimination  Act.

42 u.s.c.  §121  1l  et seq.,  Americans  with  Disabilities  Act,  Title  I.

llli  Constitution,  Art. 1, §§17,  18, and 19.

105  ILCS  5/10-20.7,  5/20.7a,  5/21.i  5/22.4,  5/23.5,  5/22-al9,  5124-4, 5/24-4."l  and 5/24-7.

4101LCS  130/40,  Compassionate  Use of Medical  Cannabis  Pilot  Program  Act.

4101LCS  513/25,  Genetic  Information  Protection  Act.

740 ILCS  I 741, llli  Whistleblower  Act.

775 ILCS  5/1-103,  5/2-102,  103,  and 5/6-1  01, llli  Human  Rights  Act.

775 ILCS  35/5, Religious  Freedom  Restoration  Act.

820 ILCS  55/10,  Right  to Privacy  in the Workplace  Act.

820 ILCS  70/, Employee  Credit  Privacy  Act.

820 ILCS  75/, Job Opportunities  for  Qualified  Applicants  Act.

820 ILCS I 12/, Ill Equal  Pay  Act  of 2003.

820 ILCS 180/30,  Victims'  Economic  Security  and Safety  Act.

820 ILCS  260/,  Nursing  Mothers  in the Workplace  Act.

CROSS  REF.:2:260  (Uniform  Grievance  Procedure),  5:20  (Workplace  Harassment  Prohibited),  5:30  (Hiring  Process  and

Criteria),  5:40  (Communicable  and Chronic  Infectious  Disease),  5:50 (Drug-  and Alcohol-Free  Workplace;  Tobacco

Prohibition),  5:70  (Religious  Holidays),  5:180  (Temporary  Illness  orTemporary  Incapacity),  5:200  (Terms  and Conditions

of Employment  and Dismissal),  5:250  (Leaves  of  Absence),  5:270  (Employment,  At-Will,  Compensation,  and

Assignment),  5:300,  (Schedules  and Employment  Year),  5:330  (Sick  Days,  Vacation,  Holidays,  and Leaves),  7:10  (Equal

Educational  Opportunities),  7:180  (Prevention  of and Response  to Bullying,  Intimidation,  and Harassment),  8:70

(Accommodating  Individuals  with  Disabilities)

EXECUTIVE  COMMITTEE  APPROVAL:  January  11, 2017

POLICY  BOARD  APPROVAL:  August  9, 2017

Tazewell-Mason  Counties  Special  Ed Association



General  Personnel

5:20  Workplace  Harassment  Prohibited

The  Cooperative  expects  the  workplace  environment  to be productive,  respectful,  and  free  of unlawful

discrimination,  including  harassment.  Cooperative  employees  shall  not  engage  in harassment  or  abusive

conduct  on the  basis  of  an individual's  race,  religion,  national  origin,  sex,  sexual  orientation,  age,

citizenship  status,  disability,  or  other  protected  status  identified  in Board  policy  5:10,  Equal  Employment

Opportunity  and  Minority  Recruitment.  Harassment  of students,  including,  but  not  limited  to, sexual

harassment,  is prohibited  by Board  policy  7:20,  Harassment  of  Students  Prohibited.

The  Cooperative  will  take  remedial  and  corrective  action  to address  unlawful  workplace  harassment,

including  sexual  harassment.

Sexual  Harassment  Prohibited

The  Cooperative  shall  provide  a workplace  environment  free  of  verbal,  physical,  or  other  conduct  or

communications  constituting  harassment  on the  basis  of  sex  as defined  and  otherwise  prohibited  by State

and  federal  law.

Cooperative  employees  shall  not  make  unwelcome  sexual  advances  or request  sexual  favors  or  engage

in any  unwelcome  conduct  of  a sexual  nature  when:  (1 ) submission  to such  conduct  is made  either

explicitly  or  implicitly  a term  or  condition  of  an individual's  employment;  (2) submission  to or  rejection  of

such  conduct  by an individual  is used  as the  basis  for  employment  decisions  affecting  such  individual;  or

(3) such  conduct  has  the  purpose  or  effect  of  substantially  interfering  with  an individual's  work

performance  or  creating  an intimidating,  hostile,  or  offensive  working  environment.  Sexual  harassment

prohibited  by this  policy  includes,  but  is not  limited  to, verbal,  physical,  or  other  conduct.  The  terms

intimidating,  hostile,  or  offensive  include,  but  are  not  limited  to, conduct  that  has  the  effect  of humiliation,

embarrassment,  or  discomfort.  Sexual  harassment  will  be evaluated  in light  of  all the  circumstances.

Makinq  a Complaint

Employees  are  encouraged  to promptly  report  information  regarding  violations  of this  policy.  Employees

may  choose  to report  to a person  of  the  employee's  same  gender.  Every  effort  should  be made  to file

such  complaints  as soon  as possible,  while  facts  are  known  and  potential  witnesses  are  available.

Aggrieved  employees,  if they  feel  comfortable  doing  so, should  directly  inform  the  person  engaging  in the

harassing  conduct  or communication  that  such  conduct  or  communication  is offensive  and  must  stop.

Whom  to Contact  with  a Report  or  Complaint

An employee  should  report  claims  of harassment,  including  making  a confidential  report,  to any  of  the

following:  his/her  immediate  supervisor,  the  Building  Principal,  an administrator,  the  Nondiscrimination

Coordinator,  and/or  a Complaint  Manager.  Employees  may  also  report  claims  using  Board  policy

2:260,  Uniform  Grievance  Procedure.  If a claim  is reported  using  Board  policy  2:260,  then  the  Complaint

Manager  shall  process  and  review  the  complaint  according  to that  policy,  in addition  to any  response

required  by this  policy  5:20,  Workplace  Harassment  Prohibited.

The  Director  shall  insert  into  this  policy  the  names,  addresses,  and  telephone  numbers  of the

Cooperative's  current  Nondiscrimination  Coordinator  and  Complaint  Managers.



Nondiscrimination  Coordinator:

Kristina  Lazarz
300 Cedar  st., Pekin,  IL 61554

klazarz@tmcsea.org
309-347-5164

Complaint  Managers:

Kari Behrends
300 Cedar  st., Pekin,  IL 61554

kbehrends@tmcsea.org
309-347-5164

Amber  Ealey
300 Cedar  st., Pekin,  IL 61554

aealey@tmcsea.org
309-347-5164

Investiqation  Process

Supervisors,  Building  Principals,  or administrators  who  receive  a report  or complaint  of harassment  must
promptly  forward  the report  or complaint  to the Nondiscrimination  Coordinator  or a Complaint  Manager.  A
supervisor  or administrator  who  fails  to promptly  forward  a report  or complaint  may  be disciplined,  up to
and including  discharge.

Reports  and complaints  of harassment  will be confidential  to the greatest  extent  practicable,  subject  to

the Cooperative's  duty  to investigate  and maintain  a workplace  environment  that  is productive,  respectful,
and free  of unlawful  discrimination,  including  harassment.  The  Cooperative  shall  investigate  alleged
workplace  harassment  when  a Complaint  Manager  becomes  aware  of an allegation,  regardless  of
whether  a written  report  or complaint  is filed.

Enforcement

A violation  of this policy  may  result  in discipline,  up to and including  discharge.  A violation  of this  policy  by
a third  party  will be addressed  in accordance  with  the authority  of the Executive  Committee  in the context
of the relationship  of the third  party  to the Cooperative,  i.e., vendor,  parent,  invitee,

etc. Any  employee  making  a knowingly  false  accusation  regarding  harassment  will likewise  be subject  to
disciplinary  action,  up to and including  discharge.

Retaliation  Prohibited
An employee's  employment,  compensation,  or work  assignment  shall  not  be adversely  affected  by

complaining  or providing  information  about  harassment.  Retaliation  against  employees  for bringing  bona
fide  complaints  or providing  information  about  harassment  is prohibited  (see  Board  policy  2:260,  Uniform
Grievance  Procedure),  and  whistleblower  protection  may  be available  under  the State  Officials  and

Employees  Ethics  Act  (51LCS  430/),  the  Whistleblower  Act  (740  ILCS  1 74/),  and the Ill Human  Rights
Act  (775  ILCS  5/).

An employee  should  report  allegations  of retaliation  to his/her  immediate  supervisor,  the Building
Principal,  an administrator,  the Nondiscrimination  Coordinator,  and/or  a Complaint  Manager.

Employees  who  retaliate  against  others  for reporting  or complaining  of  violations  of this policy  or for
participating  in the reporting  or complaint  process  will be subject  to disciplinary  action,  up to and including
discharge.



Recourse  to State  and  Federal  Fair  Employment  Practice  Aqencies

The  Cooperative  encourages  all employees  who  have  information  regarding  violations  of  this  policy  to

report  the  information  pursuant  to this  policy.  The  following  government  agencies  are  available  to assist

employees:  the  Ill. Dept.  of Human  Rights  and  the  U. S. Equal  Employment  Opportunity  Commission.

The  Director  shall  also  use  reasonable  measures  to inform  staff  members  and  applicants  of  this  policy,

which  shall  include  reprinting  this  policy  in the  appropriate  handbooks.

LEGAL  REF.:

Title  Vll  ofthe  Civil  Rights  Act  of 1964,  42 u.s.c.  §2000e  et seq.,  implemented  by 29 C.F.R.  §1604.11.

Title  IX of  the Education  Amendments  of 1972,  20 u.s.c.  §1681  et seq.,  implemented  by 34 C.F.R.  Part

106.

State  Officials  and  Employees  Ethics  Act,  5 ILCS  430/70-5(a).

llli  Human  Rights  Act,  775  ILCS  5/2-101(E),  5/2-102(D),  5/2-102(E-5),  5/5-102,  and  5/5-102.2.

56 llli  Admin.Code  Parts  2500,  2510,  5210,  and  5220.

Burlington  Industries  v. Ellerth,  524  u.s. 742  (1998).

Crawford  v. Metro.  Gov't  of Nashville  & Davidson  County,  555  u.s. 271 (2009).

Faragher  v. City  of Boca  Raton,  524  u.s. 775  (1998).

Franklin  v. Gwinnett  Co. Public  Schools,  503  u.s. 60 (1992).

Harris  v. Forklift  Systems,  510  u.s. 17 (1993).

Jackson  v. Birmingham  Bd. of Educ.,  544  u.s. 167  (2005).

Meritor  Savings  Bank  v. Vinson,  477  u.s. 57 (1986).

Oncale  v. Sundown  Offshore  Services,  523  u.s. 75 (1998).

Porter  v. Erie  Foods  International,  Inc.,  576  F.3d  629  (7th  Cir. 2009).

Sangamon  County  Sheriff's  Dept.  v. Ill  Human  Rights  Com'n,  233  lll.2d  125  (llli  2009).

Vance  v. Ball  State  University,  133  S. Ct. 2434  (2013).

CROSS  REF.:  2:260  (Uniform  Grievance  Procedure),  5:10  (Equal  Employment  Opportunity  and

Minority  Recruitment),  7:20  (Harassment  of  Students  Prohibited)

EXECUTIVE  COMMITTEE  APPROVAL:  April  11, 2018

POLICY  BOARD  APPROVAL:  September  3, 2015



Tazcwcll-Mason  Counties  Special  Education  Association 5:50

General  Personnel

Druq-  and  Alcohol-Free  Workplace;  Tobacco  Prohibition

All  Cooperative  worlcplaces  are drug-  and alcohol-free  woi'kplaces.  All  employees  are proliibited

from engaging in any of the followii'ig  activities while on Cooperative ):iret'niscs  or while lierfori'ning
work  for  tlic  Cooperative:

L. Unlawful  manufacture,  dispensing,  dis(ribution,  possession,  or use of  an iltegal  or controlled

substance,  or  being  undcr  t]'ie influence  of  any illegal  substance  or any detectible  use of  any

illegal  substance  regardless  of  when  or where  the use occurred.

2. Distribution,  consumption,  use, possession,  or being  under  the influence  of an alco}iolic

beveragc;  being  present  on  Cooperative  pren'iiscs  or  wliile  perforn'iing  work  for  the

Cooperative  wlien  alcol'iol  consun'iption  is dctccti):ile,  regardless  of  wl'icn  and/or  wherc  tlie  use

occurred.

3. Possession  or use of  medical  cannabis.

For  purposes  of  tliis  policy  a controlled  substancc  n'ieans a substancc  tliat  is:

1.  Not  legally  obtainable,

2. Bcing  used ii'i a n'ianner  different  than prescribed.

3. Lcgally  obtainable,  but  has not  been legally  obtained,  or

4.  Referenced  in federal  or Stac  controlled  substance  acts.

As a condition  of' employn'ient,  each en'iployee  shall:

1.  Abide  by the terms  or tl'ie Board  policy  respecting  a drug-  and alcohol-free  workplace;  and

2. Notify  his or her supervisor  of  his or liar  conviction  under  any criminal  drug  statute  for  a

violation  occurring  On t)'ie Cooperative  pren'iises  or  wl'iile  pcrforn'iing  work  for  tlie

Cooperative,  no latcr  tl'ian 5 calendar  days  after  suc)'i a convictioi'i.

Unless  otherwise  proliibited  by this policy,  prescription  and over-tlie-counter  medications  arc not

prOhlbl(C.d  Wllell  takel')  111 standard  dosages  and/or  ticcording  CO prescriptions  f}'0111 tile elnplOyee'S

licensed  liealth  care  provider,  provided  t}iat  an etnployee's  woi'k  pciform;ii'icc  is not impaired.

To make  employees  aware  of  the dangers  of  drug  ;md alcol'iol  abuse,  the Director  or designee  shall

licrform  cac)i of the fo)lowing:

I.  Provide  eac)'i employec  with  El copy  or  tliis  policy.

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

3. Make  available  materials  from  local,  State,  and national  anti-drug  and a)col'iol-abuse

organizations.

4. Enlist  the aid of  communiy  and State agencies  with  drug  and alcoliol  iriforinatioi'ial  and

rehabilitation  programs  to provide  information  to Cooperative  cmployees.'

5. Estal:ilish  a drug-[rcc  awarcncss  program  to inforn'i  en'iployces  about:

a. The  dangcrs  of  drug  abuse  in the workplace,

b. Available  drug  and alco}iol  counseling,  rcltabilitation,  re-entry,  and any etnploycc

assistance  programs,  and

5:50 Page 1 of  2



c.  Thc  pena)ties  that  thc Coopcrarive  n'iay impose  upon  en'ip1oyees  for  violations  ola tliis

policy.

Tobacco  Prol'iibition

All  employees  are covered  by tlic  conduct  prol'iibitions  contained  in policy  8:30,  Visiroi-s  to and

Condt.tct  on Sdqool  Pro)'ierfy.  Tl'ie  proliibition  on tlie  rise of  tobacco  products  applies  botl'i  (])  when  an

employee  is on scliool  property,  and (2) w)iile  an employee  is performing  work  for  tl'ic Coopcrativc  at

a school  event  regardless  of  the  event's  locmion.  Tobacco  sl'iall  }iave  tlie  meaning  pnwided  it'i section

U)-20.5b  of  tlie  School  Code.

Cooperative  Action  Upon  Violation  of  Policy

An  employee  wlio  violates  tliis  policy  may  be subject  to disciplinary  action,  including  termination.

Altcrnativcly,  the Executive  Comn'iittee  may require  ai'i  en'iployee  to  successfully  complete  an

appmpi'iatc  dntg-  or  alcohol-abuse  rel'iabilitation  program.

The  Cormniitee  shall  talce  disciplinary  action  wih  respect  to an employee  convicted  of  a drug  offense

in tl'ie workplacc  witl'iin  30 days  after  receiving  notice  of  the  conviction.

S)'iould  Cooperative  ei'i'iployees  be engaged  in d'ic pcrformance  of  work  under  a federal  contract  or

grant,  or  under  a Statc  contract  or graxit  of  $5,000  or more,  tl'ic Director  sli;ill  notify  t)ic appropriate

State  or federal  agency  frorn  whicl'i  tlic Cooperaii.ve  receives  contract  or grant  n'ionies  of  tlie

einployee's  conviction  within  10  days  after  rcceiving  notice  of  tlie  conviction.

LE(iAJ.  REF.: Americans  With  Disabilities  Act,  42  U.S.C.  § 12114.

Compassionatc  Usc  of  Medical  Cannabis  Pilot  Program,  410  ILCS  130/.

Controlled  Substanccs  Act,  21 U.S.C.  §812;  21 C.F.R.  §1308.11-1308.15.

Drug-Free  Workplace  Act  of  1988,  41 U.S.C.  §8101  et s3q.

Safe and Drug-Free  School and Communities Act  of 1994, 20 U.S.C. §7101 ct sB.
Drug-Frec  Workplace.  Act,  30 ILCS  580/.

105  ILCS  5/10-20.5b.

CROSS  REF.: 8:30  (Visitors  to and Conduct  on  School  Propeaty)

EXECUTrVE  COMMITI'EE  APPROVAL: November  12,  2015

POLICY  BOARD  APPROVAL: August  10,  2016
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General  Personnel

5:90  Abused  and  Neglected  Child  Reporting

Any  Cooperative  employee  who suspects  or receives  knowledge  that  a student  may  be an abused  or neglected  child or, for a
student  aged  18 through  21, an abused  or neglected  individual  with  a disability,  shall: (1 )immediately  report  or cause  a report  to
be made  to the Illinois Dept.  of  Children  and Family  Services  (DCFS)  on its Child  Abuse  Hotline  4 -800-25-ABUSE  (1-800-252-
2873)(within  lllinois);  1-217-524-2606  (outside  of lllinois);  or 1-800-358-5117  (TIY),  and (2) follow  directions  given  by DCFS
conceming  filing a written  report  within  48 hours with  the nearest  DCFS  field  office.  Any  Cooperative  employee  who believes  a
student  is inimmediate  danger  of harm, shall first  call 911.  The employee  shall also promptly  notify  the Director  or Program
Coordinator  that  a report  has been  made.  The Director  or Program  Administrator  shall immediately  coordinate  any necessary
notifications  to the student's  parent(s)/guardian(s)  with DCFS,  the applicable  school  resource  officer  (SRO),  and/or  local law
enforcement.

Any  Cooperative  employee  who discovers  child pomography  on electronic  and information  technology  equipment  shall
immediately  report  it to local  law enforcement,  the National  Center  for  Missing  and Exploited  Children's  CyberTipline  1-800-
THE-LOST  (1-800-843-5678)  or online  at report.cybertip.orq/  or www.cybertipline.com.  The Director  or Program  Administrator
shall also be promptly  notified  of the discovery  and that  a report  has been  made.

Any  Cooperative  employee  who observes  any  act  of hazing that does  bodily  harm to a student  must  report  that  act  to the
Program  Administrator,  Director,  or  designee  who will investigate  and take  appropriate  action.  V the hazing results  in death  or
great  bodily  harm,  the employee  must  first  make  the report  to law enforcement  and then to the Director  or Program
Administrator.  Hazing  is defined  as anyintentional,  knowing,  or reckless  act  directed  to or required  of a student  for  the purpose
of being  initiated  into, affiliating  with, holding  office  in, or maintaining  membership  in any group,  organization,  club, or athletic
team  whose  members  are orinclude  other  students.

Abused  and Neglected  Child  Reporting  Act  (ANCRA),  School  Code,  and Erin'S  LaWTraininCi

The Director  or designee  shall  provide  staff  development  opportunities  for  Cooperative  employees  in the detection,  reporting,
and prevention  of child abuse  and neglect.

All Cooperative  employees  shall:

1. Before  beginning  employment,  signtheAcknovjedgementofMandatedReporterStatusTorm  provided  byDCFS.  The
Director  or designee  shall ensure  that  the signed  forms  are retained.

2. Completemandatedreportertrainingasrequiredbylawwithinoneyearofinitialemploymentandatleasteveryfiveyears
affer  that  date.

The Director  will encourage  all Cooperative  educators  to complete  continuing  professional  development  that  addresses  the
traits  and identifiers  that may  be evidentin  students  who are victims  of  child sexual  abuse,  including  recognizing  and reporting
child sexual  abuse  and providing  appropriate  follow-up  and care  for  abused  students  as they  retum  to the classroom  setting.

Special  Director  Responsibilities

The Director  shall execute  the requirements  in policy  5:150,  Personnel  Records,  whenever  another  Cooperative  requests  a
reference  conceming  an applicant  who is or  was a Cooperative  employee  and was  the subject  of  a report  made  by a
Cooperative  employee  to DCFS.

The Director  shall notify  the State  Superintendent  and the Regional  Superintendent  in writing  when  he or she has reasonable

cause  to believe  that  a license  holder  was dismissed  or resigned  from  the Cooperative  as a result  of  an act  that  made  a child an
abusedorneglectedchild.  TheDirectormustmakethereportwithin30daysofthedismissalorresignationandmailacopyof
the notification  to the license  holder.

Special  Policy  Board/Executive  Committee  Member  Responsibilities

Each  individual  member  must, if an allegation  is raised  to the member  during  an open  or closed  meeting  that  a student  is an
abused  child as defined  in the Act, direct  the Director  or other  equivalent  school  administrator  to complywith  the Act's
requirements  conceming  the reporting  of child abuse.

LEGAL  REF.:

105  ILCS 5/1 0-21 .g.

20 ILCS 1 305/1 -1 JeBH,i  Department of Human Services Act.



CROSS  REF.:  2:20  (Powers  and Duties  of  the Policy  Board;  Indemnification),  5:20  (Workplace  Harassment  Prohibited),

5 :100  (Staff  Development  Program),  5:120  (Emp(oyee  Ethics;  Conduct;  and  Conflict  of  Interest),  5:150  (Personnel  Records),

6 :120  (Education  of  Children  with  Disabilities),  6:250  (Community  Resource  Persons  and  Volunteers),  7:20  (Harassment  of

Students  Prohibited),  7:150  (Agency  and Police  Interviews)

EXECUTlVECOMMnTEEAPPROVAL:  February14,2018

POLICYBOARDAPPROVAL:  AugustlO,2016

Tazewell-Mason  Counties  Special  Ed  Association



Tazewe)l-Mason  Counties  Special  Education  Association 5:]25

General  Personnel

Personal  Technoloqy  and  Social  Media;  Usage  and  Conduct

Definitions

Includes  - Means  "ii'icludes  without  limitation"  or "includes,  but  is not  limited  to."

Social media  - Media  for  social  ii'iteraction,  using  l'iiglily  accessible  communication  techniques

tlirough  thc use of web-based  anti mobile  teclinologies  to turn communication  ixito iiiteractivc

dialogue.  This  includcs,  but is  not limitccl  to,  services  sucli  as Facebook,  Linkedln,  Twitter,

histagram,  Snapchat,  and  YouTube.

Personal  technology  - Any  device  that  is not  riwned  or leased  by the Cooperative  or otherwise

aul'iorized  for Cooperative  use and: (l)  transmits  sounds,  in'iages,  text,  messages,  videos,  or

elcctronic  informittion,  (2) electronically  records,  plays,  or stores  information,  or (3) accesses  tlie

Intcn'iet,  or private  communication  or inforination  i'ieworks.  This  ixicludes  laptop  computers  (e.g,,

laptops,  ultrabooks,  ai'id cl'iroxi'iebooks),  tablets  (e,g.,  iPads@,  tGndle(R,  Microsoft  Surface@,  and  other

Android(U)  platforin  or Windows@  devices),  smartpl'ioncs  (e.g.,  iPhoncai,  Blackberry@,  Androidai

platform  p)ioncs,  and  Windows  Plione@),  and other  devices  (e.g.,  iPodal).

Usagc  and  Conduct

All  Coolicrativc  cmployccs who usc personal technology and social media sl'iall:

l.  Adhcrc  to the high  standards  for  appropriate  school  relationships  required  by policy  5:]20,

Emplo)iee ELl'iics; Conduct; and Coz'4flict  of Interest at all times, regardless of the ever-
d'ianging  social  media  and  personal  technology  platforms  available.  This  includes

Cooperative  en'iployces  posting  images  or  private  information  about  thcmselves  or otl'iers  in a

i'i'iai'iner  readily  accessible  to students  and  other  cn'iployccs  tliat  is inappropriate  as dc[incd  by

policy 5:20, Woi-kpLace Hcu-assment Piohibited;  5:100, Staff  Development  Program; 5:120,
Employee Ethics; Coyiduct; anti Co4ict  of  bzterest; 6:235, Access to Electronic  Networks;
7:20, Hai-assment  of Students Prohilyited; and tl'ie Ill. Code of Educator Ethics, 23
Ill.Adinin.Code  §22.20.

2.  Cltoose  a Cooperative-provided  or  supported  method  uihenever  possible  to cointnunicate  with

students  and  tlieir  parents/guardians.

3.  Not  interferc  with  or disrupt  the educational  or working  environmeiX,  or tlie  delivery  of

cducalion  or  cducational  support  scrviccs.

4. Cot'i'iply with policy  5:130, Responsibilities Concenx.ing Inleituii  Itdormalion.  This means
that  personal  technology  and social  mcdia  inay  not  be used to share,  publisli,  or transmit

information  about  or iinages  of studci'its  and/or  Cooperative  employees  without  proper

approval.  For  Cooperaive  einployees,  proper  approval  may  include  implied  consen  under

tlie  circumstances.

5.  Refrain  from  using  the Cooperative's  logos  without  permission  and follow  policy  5:170,

Copyright,  and all  Cooperative  copyriglit  compliance  procedures.

6.  Usc  personal  tcc]inology  and social  media  [or.pcrsona)  purposes  only  during  non-work  times

or hours.  Any  duty-free  USE InuSt  OCCLlr during  times  and  places  that  tlie  use wi]l  not  interfere

witli  job  duties  or  otl'icrwise  be disruptive  to Live school  environment  or  its operation.

5:]25 Page l of  2



7.  Assumc  all  risks  associated  with  the  use of  personal  technology  and  social  media  at school  or

school-sponsored activities, including students' viewing of inapl:iropriate  Internet  materials
tlirougli  the Cooperat.ive  cmploycc's  personal  technology  or  social  inedia.  T)'ie  Board

cxprcssly  discliiims  ;uiy  responsibility  for imposing  contcnt  filters,  blocking  lists,  or

inoiiitoring  of  its employees'  personal  tcclinology  and social  media.

8. Be subject  to reincdial  and any  otlicr  appropriate  disciplinary  action  for  violations  or  this

policy ranging froin prohibitiiig the cinployee from possessing or using allY  persoi'ial
teclinology  or social  meclia  at SCl10ol to dismissal  and/or  indemnification  of  the Cooperatisie

for  any  losses,  costs,  or dainages,  including  rcasonablc  attori'iey  fees, incui'rcd  by  the

Coopcrativc  relating  to, oi'  ai-ising  out  of,  any  violation  of  t)'iis  policy.

Tl'ie  Director  slia)l:

]. Infori'n Coolicrativc cinployccs about this policy during tlie in-service on educator etliics,
teacl'ier-studcnt  conduct,  and school  cmploycc-student  conduct  required  by policy  5:120,

Employee Ethics; Conduct; ar'id Co4ict  oflnterest.

2.  Direct  Program  Coordinators  to annually:

a. Provide tlieir building staff with a col:iy  of tl'iis policy.
b.  Inforn'i  tlieir  building  staff  about  the iinportance  of  inaintaining  high  standards  in their

scliool  relationsliips.

c.  Reiriind  tlieir  building  staff  that  tliosc  wlio  violatc  this  policy  will  be subjcct  to ren'iedial

and any  otlier  appropriate  disciplinary  action  up to ;ind  including  dismissal.

3  Build  awareness  of  tbis  policy  wili  students,  parents,  and lie  community.

4. Ensure tliat no one for the Cooperative, or on its behalf, requests of an employee or aplilicaiit
*iccess  in any  maxmer  to liis  or l'ier  social  nctworking  wcbsitc  or requests  passwords  to such

SiLeS.

5.  Pcriodically  revicw  this  policy  and  :siy  proccdures  with  Cooperative  employee

representatives  and  electronic  network  systein  adinii'iistrator(s)  and  present  proposed  changes

to tlxe Board.

LEGAL  REF.: 105 ILCS  5/21B-75  and  5/21B-80.

Ill.  Human  Rights  Act,  775  n.CS 5/5A-102.

Code  of  Ethics  for  nl.  Educators,  23 ul.Admin.Code  §22.20.

Garcetti  v. Ceballos,  547  U.S.  410  (2006).

Pickcring  v. I-Iigl'i  School  Dist.  205,  391 U.S.  563  (1968).

Mayer  v. Monme  County  Community  Scliool  Corp.,  474  F.3d  477  (7th  Cir.  2007).

CROSS  REF.: 5:20  (Workplace  Harassi'i'ient  Proliibited),  5:30  (If-Iiring  Process  and Critetia),

5:100  (Staff  Development  Program),  5:120  (Employee  Ethics;  Conduct;  ai'id

Conflict  of  Interest),  5:130  (Responsibilities  Concerning  Internal  Inforination),

5:150  (Persoi'ii'iel  Records),  5:170  (Copyright),  5:200  (Terms  and  Conditions  of

Einployinei'it  and  Dismissal),  6:235  (Access  to Electronic  Networks),  7:20

(I-Tarassmct'it  of  Students  Prohibited),  7:34(')  (Student  Recortls)

EXECUTIVE  COMMITTEE  APPROVAL:  January  11, 2017

POLICY  BOARD  APPROV  AL: August  9, 2017
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STUDENTS

7:20  Harassment  of  Students  Prohibited

Bullyinq,  Intimidation,  and Harassment  Prohibited

No person,  including  a Cooperative  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  Cooperative  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 Cooperative  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;
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.

Makinq  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,  Program  Coordinator,  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
Program  Coordinator  for  appropriate  action.

The  Director  shall  insert  into this  policy  the names,  addresses,  and telephone  numbers  of the Cooperative'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:
Name:
Kristina  Lazarz
Address:

300 Cedar  st., Pekin,  IL 61554
Email:

klazarz@tmcsea.org
Telephone:
309-347-5"l64

Com M-

Name:
Kari Behrends
Address:
300 Cedar  st., Pekin,  IL 61554
Email:

kbehrends@tmcsea.org
Telephone:
309-347-5164

Name:
Amber  Ealey
Address:

300 Cedar  st., Pekin,  IL 61554
Email:

aealey@tmcsea.org
Telephone:
309-347-5164

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

Any  Cooperative  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  Cooperative  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.

LEGAL  REF.:

20 u.s.c.  §1681 et sB.,  Title IX of the Educational Amendments of 1972.

34 C.F.R.  Part  106.

105  ILCS  5/10-20.'12,  10-22.5,  5/27-1,  and 5/27-23.7.

775 ILCS  5/1-101  et.,  lllinois  Human  Rights  Act.

23 Ill.Admin.Code  §1.240  and Part  200.

Davis  v. Monroe  County  Bd. of Educ.,  526 u.s. ei:g  (lggg).

Franklin  v. Gwinnett  Co. Public  Schs.,  503 u.s. eio (1992).

Gebser  v. Laqo  Vista  Independent  Sch. Dist.,  524 u.s. 274 (1998).

Westv.  Derby  Unified  Sch. Dist. No. 260,  206  F.3d 1358  (10th  Cir. 2000).

CROSS  REF.:  2:260  (Llniform  Grievance  Procedure),  5:20  (Workplace  Harassment  Prohibited),  7:10  (Equal

Educational  Opportunities),  7:180  (Prevention  of and Response  to Bullying,  Intimidation,  and Harassment),  7190  (Student
Behavior),

EXECUTIVE  COMMITTEE  APPROVAL:  February  14, 2018

POLICY  BOARD  APPROVAL:  September  3, 2015

Tazewell-Mason  Counties  Special  Ed Association



STUDENTS

7:"180 Prevention  of  and  Response  to Bullying,  Intimidation,  and  Harassment

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  and providing  all students  equal  access  to a safe, non-hostile
learning  environment  are important  Cooperative  goals.

Bullying  on the basis  of actual  or perceived  race,  color,  national  origin,  military  status,  unfavorable  discharge  status  from
the 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,  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.

4. Through  the transmission  of information  from  a computer  that  is accessed  at a nonschool-related  location,
activity,  function,  or program  or from  the use of technology  or an electronic  device  that  is not owned,  leased,  or
used by the Cooperative  or school  if the bullying  causes  a substantial  disruption  to the educational  process  or
orderly  operation  of a school.  This  paragraph  (item  #4) applies  only  when  a school  administrator  or teacher
receives  a report  that  bullying  through  this  means  has occurred;  it does  not require  staff  members  to monitor  any
nonschool-related  activity,  function,  or program.

Definitions  from  Section  27-23.7  ofthe  School  Code  (105  ILCS  5/27-23.7)

Bullying  includes  cyberbullying  and means  any  severe  or pervasive  physical  or  verbal  act or conduct,  including

communications  made  in writing  or electronically,  directed  toward  a student  or students  that  has or can be reasonably
predicted  to have  the effect  of  one  or more  of the following:

Placing  the student  or students  in reasonable  fear  of harm  to the student's  or students'  person  or property;

Causing  a substantially  detrimental  effect  on the student's  or students'  physical  or mental  health;
Substantially  interfering  with  the student's  or students'  academic  performance;  or
Substantially  interfering  with  the student's  or students'  ability  to participate  in or benefit  from  the services,
activities,  or privileges  provided  by a school.

Cyberbullying  means  bullying  through  the use of technology  or any  electronic  communication,  including  without  limitation

any  transfer  of signs,  signals,  writing,  images,  sounds,  data,  or intelligence  of any nature  transmitted  in whole  or in part  by
a wire, radio,  electromagnetic  system,  photo-electronic  system,  or photo-optical  system,  including  without  limitation
electronic  mail, Internet  communications,  instant  messages,  or facsimile  communications.  Cyberbullying  includes  the
creation  of a webpage  or weblog  in which  the creator  assumes  the identity  of another  person  or the knowing

impersonation  of another  person  as the author  of posted  content  or messages  if the creation  or impersonation  creates  any
of the effects  enumerated  in the definition  of bullying.  Cyberbullying  also  includes  the distribution  by electronic  means  of a

communication  to more  than  one  person  or the posting  of material  on an electronic  medium  that  may  be accessed  by one
or more  persons  if the distribution  or posting  creates  any  of the effects  enumerated  in the definition  of bullying.

Restorative  measures  means  a continuum  of school-based  alternatives  to exclusionary  discipline,  such  as suspensions

and expulsions,  that: (i) are  adapted  to the particular  needs  of  the school  and community,  (ii) contribute  to maintaining
school  safety,  (iii) protect  the integrity  of a positive  and productive  learning  climate,  (iv) teach  students  the personal  and
interpersonal  skills  they  will  need  to be successful  in school  and society,  (v) serve  to build  and restore  relationships
among  students,  families,  schools,  and communities,  and (vi) reduce  the likelihood  of future  disruption  by balancing
accountability  with  an understanding  of students'  behavioral  health  needs  in order  to keep  students  in school.

School  personnel  means  persons  employed  by, on contract  with,  or who  volunteer  in a Cooperative,  including  without
limitation  school  and Cooperative  administrators,  teachers,  school  guidance  counselors,  school  social  workers,  school
counselors,  school  psychologists,  school  nurses,  cafeteria  workers,  custodians,  bus  drivers,  school  resource  officers,  and
security  guards.



Bullyinq  Prevention  and Response  Plan

The  Director  or designee  shall  develop  and maintain  a bullying  prevention  and response  plan that  advances  the

Cooperative's  goal  of providing  all students  with  a safe  learning  environment  free of bullying  and harassment.  This  plan
must  be consistent  with  the requirements  listed  below;  each  numbered  requirement,  1-12,  corresponds  with  the same
number  in the list of required  policy  components  in 105  ILCS  5/27-23.7(b)  1-12.

1. The  Cooperative  uses  the definition  of bullying  as provided  in this policy.

2. Bullying  is contrary  to State  law and the policy  of this Cooperative.  However,  nothing  in the Cooperative's  bullying
prevention  and response  plan is intended  to infringe  upon  any right  to exercise  free  expression  or the  free
exercise  of religion  or religiously  based  views  protected  under  the First  Amendment  to the u.s. Constitution  or
under  Section  3 of  Article  I of the lllinois  Constitution.

3. Students  are  encouraged  to immediately  report  bullying.  A report  may  be made  orally  or in writing  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.  Anyone,  including  staff  members
and parents/guardians,  who  has information  about  actual  or threatened  bullying  is encouraged  to report  it to the
Cooperative  named  officials  or any  staff  member.  The  Cooperative  named  officials  and all staff  members  are
available  for  help  with a bully  or to make  a report  about  bullying.  Anonymous  reports  are also  accepted.

Nondiscrimination  Coordinator
Name:
Kristina  Lazarz

Address:
300 Cedar  st., Pekin,  IL 61554
Email:

klazarz@tmcsea.org
Telephone:
309-347-5164

Name:
Kristina  Lazarz
Address:

300 Cedar  st., Pekin,  IL 61554
Email:

klazarz@tmcsea.org
Telephone:
309-347-5164

Name:  Name:
KariBehrends  AmberEaley
Address:  Address:
300 Cedar  st., Pekin,  IL 61554  300 Cedar  st., Pekin,  IL 61554
Email:  Email:

kbehrends@tmcsea.org  aealey@tmcsea.org
Telephone:  Telephone:
309-347-5164  309-347-5164

4. Consisteni  with federal  and State laws  and rules  governing  student privacy  rights, the Director or designee  shall
promptly  inform  the parent(s)/guardian(s)  of every  student  involved  in an alleged  incident  of bullying  and discuss,
as appropriate,  the  availability  of  social  work  services,  counseling,  school  psychological  services,  other
interventions,  and restorative  measures.

5. The  Director  or designee  shall  promptly  investigate  and address  reports  of bullying,  by, among  other  things:

a. Making  all reasonable  efforts  to complete  the investigation  within  10 school  days  after  the  date  the report  of a
bullying  incident  was  received  and  taking  into consideration  additional  relevant  information  received  during  the
course  of  the investigation  about  the reported  bullying  incident.

b. Involving  appropriate  school  support  personnel  and other  staff  persons  with knowledge,  experience,  and training  on
bullying  prevention,  as deemed  appropriate,  in the investigation  process.

c, Notifying  the Program  Coordinator  or designee  of the reported  incident  of bullying  as soon  as possible  after  the
report  is received.



d. Consistent  with  federal  and State  laws  and rules  governing  student  privacy  rights,  providing  parents/guardians  of

the students  who  are parties  to the investigation  information  about  the investigation  and an opportunity  to meet  with
the Building  Principal  or school  administrator  or his or her  designee  to discuss  the investigation,  the findings  of the
investigation,  and the actions  taken  to address  the reported  incident  of bullying.

The  Director  or designee  shall  investigate  whether  a reported  incident  of bullying  is within  the permissible  scope
of the Cooperative's  jurisdiction  and shall  require  that  the Cooperative  provide  the victim  with  information
regarding  services  that  are available  within  the Cooperative  and community,  such  as counseling,  support
services,  and other  programs.

6. The  Director  or designee  shall  use interventions  to address  bullying,  that  may  include,  but  are not limited  to,
school  social  work  services,  restorative  measures,  social-emotional  skill  building,  counseling,  school
psychological  services,  and community-based  services.

7. A reprisal  or retaliation  against  any  person  who  reports  an act  of bullying  is prohibited.  A student's  act of reprisal
or retaliation  will be treated  as bullying  for purposes  of determining  any  consequences  or other  appropriate
remedial  actions.

8. A student  will not be punished  for  reporting  bullying  or supplying  information,  even  if the Cooperative's
investigation  concludes  that  no bullying  occurred.  However,  knowingly  making  a false  accusation  or providing
knowingly  false  information  will be treated  as bullying  for purposes  of determining  any  consequences  or other
appropriate  remedial  actions.

9. The  Cooperative's  bullying  prevention  and response  plan must  be based  on the engagement  of a range  of school
stakeholders,  including  students  and parents/guardians.

10. The  Director  or designee  shall  post  this policy  on the Cooperative's  website,  if any, and include  it in the student
handbook,  and, where  applicable,  post  it where  other  policies,  rules,  and standards  of conduct  are currently
posted.  The  policy  must  be distributed  annually  to parents/guardians,  students,  and  school  personnel  (including
new  employees  when  hired),  and must  also  be provided  periodically  throughout  the  school  year  to students  and
faculty.

11. The  Director  or designee  shall  assist  the Board  with its evaluation  and assessment  of this  policy's  outcomes  and
effectiveness.  This  process  shall  include,  without  limitation:

a. The  frequency  of victimization;
b. Student,  staff,  and family  observations  of safety  at a school;
c. Identification  of areas  of a school  where  bullying  occurs;
d. The  types  of bullying  utilized;  and
e. Bystander  intervention  or participation.

The  evaluation  process  may  use relevant  data  and information  that  the Cooperative  already  collects  for  other

purposes.  The  Director  or designee  must  post  the information  developed  as a result  of  the policy  evaluation  on
the Cooperative's  website,  or if a website  is not  available,  the information  must  be provided  to school
administrators,  Board  members,  school  personnel,  parents/guardians,  and students.

12. The  Cooperative's  bullying  prevention  plan must  be consistent  with  other  policies.

LEGAL  REF.:

405  ILCS  49/, Children's  Mental  Health  Act.

105  ILCS  5/10-20.14,  5/24-24,  and 5/27-23.7.

23 lll.Admin.Code  §§L240  and §1.280.

CROSS  REF.:  2:240  (Board  Policy  Development),  2:260  (Uniform  Grievance  Procedure),  4:170  (Safety),  5:230

(Maintaining  Student  Discipline),  6:65  (Student  Social  and Emotional  Development),  6:235  (Access  to Electronic
Networks),  7:20  (Harassment  of Students  Prohibited),  7:190  (Student  Behavior),  7:220  (Bus  Conduct),  7:230  (Misconduct
by Students  with Disabilities),  7:285  (Food  Allergy  Management  Program),  7:310  (Restrictions  on Publications;
Elementary  Schools)

EXECUTIVECOMMITTEEAPPROVAL:  February14,2018

POLICYBOARDAPPROVAL:  September3,2015
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Students

Suicide  and  Depression  Awareness  and  Prevention

Youth  suicide  impacts  the  safety  of  the school  environment.  It also  affects  tlie  scl'iool  con'ununity,

diminishing  the  ability  of  surviving  students  to learn  and the  SCl]OOl'S  ability  to educate.  Suicide  and

depression  awareness  and  prevention  are in'iportanC  Board  goals.

Suicide  allCl Depression  Awareness  and Prevention  Progran'i

Tl'ie  Direci'or  or  dcsigi'icc  shall  develop,  implement,  and  maintain  a suicide  and depression  awarcness

and prevention  program  (Prograin)  ffim  advances  the Board's  gori]s  o(' increasing  awareness  and

prcvcntion  of  depression  and suicide.  This  prograrn  rnust  be consistcnt  witl'i  hc  rcquiren'ients  or Ann

Marie's  Law  listed  below;  cacl'i  listed  requiren'ient,  I-6,  correspcii'ids  with  the  list  of  rcquircd  policy

components  in  the  School  Code  Section  5/2-3.163(c)(2)-(7).  'I'he  Program  sball  include:

1. Protocols  for  administering  youtl'i  suicide  auiareness  ;md  prevcnti.on  cducation  to students  and

staff.

a. For  studcms,  impleinentation  will  incorporate  Board  policy  6:60,  Curriculum  Coi"itent,

whi.ch  implcmcrits  105  n,CS 5.2-3.139  and 105 I[.CS  5/27-7  (rcquiting  education  for

studcnts  to develop  a sound  mind  and  a l'iealtl'iy  body).

b.  For  staff,  impleinentation  will  incoi'porate  Board  policy  5:100,  Staff  Development,  and

tcacher's  institutes  under  105  !LCS  5/3-14.8  (i-equiririg  covcragc  or  tlic  warning  signs  of

suicidal  behavior).

2.  Proccdurcs  foi'  metl'iods  of  suicide  prevention  witli  the  goal  of  eai'ly  identifica(ion  and referral

of  students  possibly  at risk  of  suicide.

a. Foi-  students  in grades  7 througl'i  12, implementation  shall  incorporate  the traii'ing

rcquircd  by 105  TLCS  5/10-22.39  for  scliool  guidance  counselors,  (eacl'iers,  scliool  social

workers,  and other  scl'ioo}  personnel  who  work  with  students  to identify  the  warning  signs

of  suicidal  behavior  ii'i  adolescents  and teens a]ong  wiih  appropriate  interventioi'i  ai'id

rcfci-ral  tcchniques,  including  metl'iods  of  prevention,  proccdui'cs  for  carly  idemification,

and  referral  of  studems  at risk  of  suicide.

l'). For  all students,  implementation  shall  incorporate  Illinois  State  Board  of Education

(ISBE)-recommended  guidelines  and  educatioi'ial  materials  for  staff  training  and

professional  developi'nem,  along  with  ISBE-recommended  resources  for  students

containing age-al:ipropriate  educational materials on youtli suicide and awarei'iess, if
ayailable  pursuant  to Ann  Marie's  Law  on ISBE's  wcbsite.

3. Methods of intervention, including lirocedures  tlia address an emotional or mei'ital healtl'i
safety  plan  for  usc during  tlie school  day axid at scliool-sponsored  events  for  a student

idcntificd  as bcing  at increased  risk  of  suicide.  In'iplci'iicntation  will  incorporate  paragrapli

nuinbcr  2, above,  along  with:

a. Board  policy  6:65,  Student  Social  cuzd EmotionaX  Developinent,  implementing  tbe goals

and benchmarks  of  the  Ill.  Learning  Standards  and  405  JLCS  49/15(b)  (requiring  student

social  and  emotional  development  ii'i  tl'ie Cooperative's  cducational  program);

l).  Board  policy  6:270,  Gttidance  a.nd Counselin.g  Prograin,  implemeriting  guidance  and

coun.seling  progrsun(s)  for  students,  and  105  If,CS  5/10-22.24a  and  22.24b,  wbich  allow  a

qualified  guidance  specialist  or any  licensed  staff  member  to provide  scliool  counselling

services,

7:290 Page  1 of  3



c.  Board  policy  7:250,  Studem  Suppoy-t  Services,  implcmcnting  t)'ie Chi(drcn's  Mental

Healrl'i  Act  of  2003,  405 ILCS  49/  (rcquirii'ig  protocols  for  responding  to students  witli

social,  emotional,  or.n'icntal  lieaRli  issues  tliat  impact  learning  ability);  ai'id

d.  State  and/or  federal  resources  that  address  ernotional  or inei'ital  health  safety  plans  for

students  who  arc at a potentially  increased  i'isk  for  suicide,  if  available  on the  ISBE's

website  pursuan(  to Ann  Marie's  Law.

4.  Metliods  of  responding  to a student  or  staff  suicide  or  suicide  attempt.  Implen'iemation  of'  tl'iis

requirement  shall  incoi-porate  building-level  Student  Si.ipport  Con'imiCtee(s)  establislied

thrciugh  Board  policy  7:250,  Student  Support  Services.

5.  Reportirig  proccdures.  Iinplemcntation  of tl'iis requiremcnt  sl'iall  incorporate  Board  policy

6:270,  Guidance  and  Counseling  Prograin,  and Board  policy  7:250,  Student  Suppoi't

Seniices,  in  addition  to other  State  and/or  federal  resources  that  address  reporting  procedurcs.

6.  A process  [0  incorporate  TSBE-recommend  resources  on  youtl'i  suicide  awareness  and

prevention  prograins,  including  current  contact  information  for  sucli  programs  in  the

Coopcrativc's  Suicide  and  Depression  Awareness  and  Preveni.ion  Program.

rllinc"iis  Suicidc  Prevenl.ion  S(rategic  Planning  Coinn'iittce

The Direci:or or designee sl'iail attempt to dcvelol:+  a relationsliip  between tlie Cooperative ancl clie
Illinois  Suicide  Prevention  Strategic  Planning  Committee,  tl'ie Illinois  Suicide  Prcvcntion  Coalition

AlLiance,  and/or  a con'itnunity  mental  }'iealtli  agency.  Tl"ie  purpose  of  tl'ie  relationsliip  is to discuss  liow

to incorporate  t}'ie. goals  and objcctivcs  of  tl'ic Illinois  Suicide  Prevention  Strategic  Plan  into  tlie

Cooperativc's  Suicide  Prcvcntion  and  Dcprcssioi'i  Awarcness  Prograin.

Monitoring

The  Board  will  rcview  a.nd update  (his policy  pursuant  to Ann  Marie's  Law  and  Bo.:ird  policy  2:240,

Board  Polity  Develop'inent.

{nforn'iation  to Staff,  Parems/Guardians.  and Students

Tlie  Director  sl'iall  inform  eac)'i scliool  district  employee  about  this  policy  and  ensure  its posting  on

the Coopei-ative's  wcbsirc.  Tlie  Director  or designee  sl'iall  pi-ovide  a copy  of  tliis  policy  to tl'ie parent

or legal guardian of eacli student enrollcd in tlie Cool:+erative.

Implen'ientatirin

T)iis  policy  shall  be implci'ncnted  in a manner  consi.stent  with  State  and federal  laws,  inc]uding  thc

Childrcn's  Mental  Healh  Act  of  2003,  405  n.CS 49/,  Mental  Healtl'i  and Developmental  Disabilities

Confidet'itiality  Act.  740  ILCS  IJO/,  and the Individuals  with  Disabilities  Education  Act,  42 U.S.C.
§12'l01  e.t s3g.

The  Cooperative,  Board,  and its staff  ;ire  protected  fron'i  liability  by tlie  Local  Governmemal and

Governmental  Employees  Tort  [mm.unity  Act.  Services  provided  pursuant  to this policy: (1) do not

replace  tlie care of a pliysician licensed to I:iractice  medicine in all of its branclies or a licensed
medical  practitioner  or professiona)  trained  in suicide  prevention,  assessmcnts and counseling
services,  (2) are strictly  lin'iited  to the  available  resources  witl'iin  tlie. Cooperative, (3) do not extend
bcyond  lie  school  day  and/or  school-sponsored  events,  and (4) cannot  guarantee or ensure the sa['cty
of  a student  or  tl'ic  sLudent  liody.
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I,RGAL  REF.: 105 [.CS  5/2-3.163,  5/14-1.01  c[ seq.,  5/14-7.02,  and  5/14-7.02b.
745  ILCS  lO/.

CROSS  REF.: 2:240  (Board  i)olicy  Development),  5:100  (Staff  Developtnent  Program),  6:60
(Curriculum  Comcnt),  6:65  (Student  Social  and  Emotional  l)evelopment),  6:120
(Education  of  Cliildrcn  witli  Disabilities),  6:270  (Ciuidancc  and  Cout'iseling
Progran'i),  7:180  (Prevention  of  and  Response  to Bullying,  hqtimidation,  and
Harassment),  7:250  (Student  Support  Services)

EXECU'fiVE  COMMIT'i'EE  APPROV  AL: December  9, 2015

POLl.CY  BOARD  APPROV  AL: August  10, 2016
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STUDENTS

7:340  Student  Records

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  conceming  a student  and by which  a student  may  be identified

individually  that is maintained  by a school  or at its direction  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. Videoandotherelectronicrecordings(includingwithoutlimitation,electronicrecordingsmadeonschoolbuses)thatare
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. Anyinformation,  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 Cooperative  may  release  directoryinformation  as permitted  by law, but a parent/guardian  shall have

therighttoobjecttothereleaseofinformationregardinghisorherchild.  However,theCooperativewillcomplywithanexparfe
court  order  requiring  it to permit  the u.s. Attomey  General  or designee  to have access  to a student's  school  records  without
notice  to, or the consent  of, the student's  parenUguardian.  Upon  request,  the Cooperative  discloses  school  student  records
without  consent  to officials  of  another  school  district  in which  a student  has enrolled  orintends  to enroll, as well as to any person
as specifically  required  by State  or federal  law.

The Director  shall  fullyimplement  this policyand  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.

LEGAL  REF.:

Chicago  Tribune  Co. v. Chicago  Bd. of Ed., 332 lll.App.3d  60 (1st  Dist. 2002).

Owasso  I.S.D. No. kO11 v. Falvo,  534 u.s. 426 (2002).

Family  Educational  Rights  and Privacy  Act, 20 LI.S.C.  §1 232g  implemented  by 34 C.F.R.  Part  99.

Children's  Privacy  Protection  and Parental  Empowerment  Act,  325 ILCS 1 7/.

105  ILCS 5/1 0-20.21  b, 5/20.37,  5/20.40,  and 5/1 4-1.01  et s3g.

105  ILCS 1 0/, Illinois School  Student  Records  Act.

50 ILCS 205/7.

750 ILCS 5/602.1  1.

23 lll.Admin.Code  Parts  226  and 375.

CROSSREF.:  5:100(StaffDevelopmentProgram),5:130(ResponsibilitiesConceminglntemallnformation),7:15(Student
and Family  Privacy  Rights)

EXECUT(VECOMMITTEEAPPROVAL:  Februaryl4,2018

POLICYBOARDAPPROVAL:  August10,2016

Tazewell-Mason  Counties  Special  Ed Association


